
Add transactions via Vault> Billing> Enter Transactions

Select ‘Enter Transactions’ to add transactions to a member’s account.

For more information or with questions, contact your OmegaFi Representative at 800.276.6342.

Adding Transactions

HOW IT WORKS

1.

2. There are two 
options to add 
transactions to 

member accounts: 
Add Group 

Transactions and 
Add Multiple 
Transactions.

To add the same charge 
or credit to a group of 
members, select Add 
Group Transactions. 
From here you can select 
the group of members 
at random or select 
members of a specific 
billing group and billing 
status. 

3.

Once members are selected, enter the type of transaction to include a description, income 
account and amount. 

4.



The next step is to preview the transactions for accuracy. Once reviewed, select Create 
Transactions.

To add multiple different transactions to member accounts, select Add Multiple Transactions.

5.

6.

For more information or with questions, contact your OmegaFi Representative at 800.276.6342.

Select each member from the name drop down, enter the type of transactions to include a 
descriptions, income accounts and amounts. Select Create Transactions.

7.


