View Costs per Attendee

e Hover over the sidebar menu, then click Event Scheduling.
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e Navigate to the List View tab.
e Expand the event for which you would like to view the per-attendee costs.
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e Click to access the overall status for the event.
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e Click the arrow icon next to an attendee’s name to expand their event record.
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e The costs linked to the attendee are listed.

Costs distributed to all attendees during event configuration cannot be edited.
Costs charged per attendee during event configuration can be edited.
Invoice reference numbers and invoice dates can be recorded.

Click the toggle button to set the cost’s status to Paid.
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e The invoice information can be copied to all the other attendees by clicking COPY
INVOICE INFORMATION.
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e Click CONFIRM to proceed or CANCEL to discard your changes.

COPY INVOICE INFORMATION

You are about 1o copy the invoice information to ALL other attendees. Are
you sure?
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