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Log into CB & Create the ResCard

1 1) Click on the 

service Fee 

Button
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Fill out service Fee information
1) Vendor: will default 

to:  ‘Professional 

Consultation Service Charge’

1 2

3 4

5

2) Travel Category: 

Will default to 

“Service Fee”.  Use 

Drop down menu 

to choose 

applicable category. 

3 & 4) 

Base & Commission: 

Change Base to 

amount 

you want to charge.  

Make Commission 

box  Match exactly. 

5) Click OK
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Prepare for Invoicing 

2) You will see a 

‘Professional 

Consultation 

Service Charge’ line 

item in the Res 

Card.  Highlight it. 

3) Click on the 

INVOICE button

1

3
1) Click Apply to 

apply changes

2

Click Decline Insurance
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Continue Preparation for Invoicing 1) Highlight the 

Service Fee by Clicking 

the select box.

2) Change Form of 

payment box to CC 

Merchant

1

2 3

4
6

5
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3) Add Credit card from 

Drop down Menu.  
(DO NOT add Credit Card 

number manually.  Add 

Credit Card to Client profile 

before invoicing.)

4) Change Travel Type to 

correct description. (scroll 

down to find Fee options) 

5) Make sure ‘Submit 

to’ is  defaulted to  

‘Supplier’.

6) Click “Generate Invoice”
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