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Partner Portal Instructions

Partner Profile
(Invoices)




Viewing Your Member Profile:

Click on the Profile Icon on the left side navigation panel. This will display the details on file for
your Partner account with the Fort Worth Convention and Visitors Bureau.

Invoices:

This is a new feature. Partners are now able to pay their invoices for selected sponsorship, Annual
Meeting attendance and selected material via the Partner Portal. A representative at the Fort
Worth CVB will send you an email once the invoice is ready for review/payment.

Invoices

Filters (0) * Manage Filters

You have not added any filters. You can click the manage filters link in the top right corner or click the £ icon from the grid to add filters from the
available list and set a default value to use in the future.
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Invoice Payment ¢

Invoice ID Account Amount Paid Amount Balance Due Date Description

Membership 11/13/2009 $2.060.00 $0.00 $2.060.00 Test

= 8 4 i stalsdl Membership 12/02/2014 $300.00 $0.00 $300.00

After you click the Profile icon and then Invoices, you will be presented with a list of invoices sent
to your property. To view the details of the invoice you can either click the eyeball icon or the
Print icon. To pay an invoice, click the eyeball icon to first view the invoice.

PRINT INVOICE Description  Test
Invoice Date 11/13/200%
Due Date  11/13/2009
Sections: Invoice Amount  $2,060
Paid Amount  $0
Balance Due 52,060
Payment Date
Payment Method
\_—:> Payment Details
Actions Payment ID Payment Method Payment Date Amount

Mo Records Were Found

When viewing an invoice, you can see the payment history associated to the invoice. If the
invoice has an outstanding balance, you will see a Pay Now button in the top left of the page.
Clicking the Pay Now button will take you to a secure page to pay using a credit card, much like
any online payment portal on the internet.



