
Collecting Payments

Jenny Peak, Marketing Coordinator



Today’s Agenda:

● Record Cash/Check Payments

● Manage Installments

● Make Payments

● Update Method of Payment

● Make Past Due Payments



Record Cash/Check Payments

● Navigate to Order
○ RosterPro Registration dashboard

■ Household Management tab
■ Search for Household (Baker)

Johnny Baker hands you cash at practice. Now you need to 
record that payment in his account.



● Registration Order History tab
○ Select related order

■ Record A Payment button



● Enter payment amount, date, optional notes



Manage Installments

● Seasonal Registration Setup
● Season Settings
● Installment Payment Options

You’ve decided to collect payments in installments for a 
new season. You need to setup the installments in your 

Season Settings.



● Customize the number of installments
● Default Dates vs. Custom Dates

Default Dates: Use if you are running a registration that will be open year round

Custom Dates: Use mainly if you want to have all payments for everyone taken 
on the same day. If you go with this option you will have to set Payment #1 
AFTER your registration Program Closed Date



Paying Installments
● Installment payments will be taken out automatically on the 

scheduled payment dates

● Early payments must be accepted as cash/check - record the same 
way you would in the “Record Cash/Check” section



Making A Payment

● My Profile Information
● My Household Information tab
● View My Household Info button

A Household wants to make a payment on their account for a 
previous registration. They’ve asked for instructions on how 

to make the payment via Credit Card.



● Registration Order History tab
● Select an order to pay on the left side
● Pay With CC green button



● Enter credit card information
○ American Express also accepted (not pictured here)

● Submit Payment



Updating Method Of Payment

● My Profile Information dashboard
● My Household Information
● View My Household Info

A Household has an expired Credit Card on file and needs to 
update their payment information. They’ve asked for your 

help figuring out how to make the change.



● Registration Order History tab
● Select a specific order with payments remaining
● Edit Payment Info



● Add updated credit card information

Must select Update All in order for the system to apply the card to all 
installments. If not, it will only charge the account one time and you will 
have to come back in and do it again.



Make Past Due Payments

● Popup dialog box will appear upon login
○ For all Household Administrators with a Household Order past due

● Option to Pay Now
● Redirects to the Order on the My Household page

You’ve discovered a Household has two past due payments on 
their account and want to send them a quick email reminder. You 

want to include steps for how to make the payment.



● Best-In-Class Support
support@demosphere.com

● Demosphere Blog
Removing Volunteer Opt-Out Fees
Pay In Full Discounts
Update Your Payment Method
Adjust And Schedule Payments
New Options For Check/Cash Registrations

More Information On RosterPro!

mailto:support@demosphere.com
mailto:support@demosphere.com
http://demosphere.com/2015/09/removing-volunteer-optout-fees/
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http://demosphere.com/2014/04/options-for-offline-payment-registrations/


Jenny Peak

Marketing Coordinator

jpeak@demosphere.com


