These instructions will guide you through the steps required to use a different credit card than the one
initially used at the time of registration. This process is frequently needed if a credit card expires during
the payment schedule.

Note: If you have multiple children registered in EYHA, you will need to repeat these steps for each
child and each payment.

Access the EYHA Web Site — www.essexyouthhockey.org

Login to the site — select the Login link on the top left corner of the site
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http://www.essexyouthhockey.org/

Enter your Username and Password. Use the link to have your password resent to you if you have

forgotten it.

Select the Login button.
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What is NGIN?

NGIN (pronounced “Engine™) is a
powerful, easy-to-use website
platform featuring a complete suite
of timesaving tools that empower
organizations and their members to
connect online like never before.
Learn more.

Don’t have an NGIN account?

Your FREE account gives you access
to exclusive content and features
across all websites on the NGIN
network.

“* Create an Account
f Login with Facebook
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Use the drop down menu button immediately to the right of your username to access the Registrations
link.

Select Registrations.
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The Positive Youth Sports Allliance of Essex is seeking nominations for the 2011 PYSA Coach of the Year.
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The coach’s contributions should have been made in the year of the award. Previous work and a history of




You will see a list of Registrations associated with your username. The list may include registrations
from previous years.

Select the link to Order Details for the registration that requires a payment.

CHAMNGE FILTERS

# Dashboard ‘ﬂ"_

% Registrations

" ENTRY PROFILE DATE ORDER | f
/&) Groups
= 2011-2012 Season Registration Andrew Forcier 08/15/2011, 5:05am Order Details
” Registrations Entry 853023

a8 My A 2011-2012 Season Registration

Sophia Forcier 08/15/2011, 5:02am Order Details

?l{ Account Settings

_201 1-2012 Season Registration

Zachary Forcier 07/18/2011, 7:19pm Order Details

_2010'2011 Final Payments Zachary Forcier 01/16/2011, 12:29pm Order Detaits

2010-2011 Final Payments

Zachary Forcier 11/30/2010, 7:36am Order Details

:Z_E_H 0-20! 1 Final Payments Zachary Forcier 104292010, 12:10pm Order Details

2010-2011 Season Registration

Andrew Forcier 09/06/2010, 4:44pm Order Details

2010-20 !1 Season Registration Saphia Forcier 09/06/2010, 4:43pm Order Details

You will see the Order Receipt

E rforcier @ ‘u{lﬂlk!

h Dashboard Print Order Receipt

Order Receipt (svx16551)

2 Messages

f2 Profiles
Order Total: $1474.00
% Groups Amount Paid: $1474.00
Amount Outstanding: 50.00

# Registrations Entry #853027: Sophia Forcier
Status: Paid Entry #853028: Andrew Forcier

4 My Access Order Number: SVX16551
Date: 08/15/2011, 8:09am EST

Account Settings
= NGIN Account: Dan Forcier

Billing Information

Payment Method: Credit Card Visa 5000000 Xxx9-4452
Name on Card: Dan Forcier

19 Loubier Dr
Billing Address: Essex Junction, VT 054523509
USA




Scroll down to the Items Purchased section and find the failed payment or next payment due. Select

the Make Payment link.

Item(s) Purchased

Item

Price Total

2011-2012 Season Fee: X-Ice, Qty: 1 $645.00 $645.00

2011-2012 Jersey, Qty: 1

$92.00 $92.00

2011-2012 Season Fee: SQ, PW, BA, U12, U14, Qty: 1 $795.00 $795.00

Payment Calendar

$602.00
Status: Paid

= $130.00
Status: Paid

T $130.00
Status: Paid

T $180.00
Status: Paid

$180.00
Status: Paid
2011-2012 Season Fee
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2011-2012 Season Fee

2011-2012 Season Fee:
2011-2012 Jersey, Qty:
2011-2012 Season Fee:

2011-2012 Season Fee:

2011-2012 Season Fee:

2011-2012 Season Fee:

Status: Failed, 3 days overd

M-Ice, Qty: 1 (Payment 1 of 4: $255.00)
1 (Entire Payment: $52.00)
sQ, PW, BA, U12, Ul4, Qty: 1 (Payment 1 of 4: $255.00)

®-Ice, Qty: 1 (Payment 2 of 4: $130.00)

¥-Ice, Qty: 1 (Payment 3 of 4: $130.00)

SQ, PW, BA, U12, U14, Qty: 1 (Payment 3 of 4: $180.00)

: 50, PW, BA, U12, U14, Qty: 1 (Payment 2 of 4: $180.00)

e Make Payment

: X-Ice, Q9 (Payment 4 of 4: £130.00)

1 payments remaining

1 payments remaining

Action
Make Payvment

Make Payment




Select the Enter New Card button.
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‘f Essex Vermont Youth Hockey Admin Control Panel

Admin Home Website Tools Website Settings Financials m Registration

Financial Summary  Financial Settings  Statements Orders Failed Payments  Recurring Payments

Order #: ZN12026
Item: 2011-2012 Season Fee: X-Ice
Amount: © submit Final Payment of $130.00

Payment Total: $130.00
Please Select Your Payment Method:

I?ay With Credit/Check Card: VISA I

——dee Existing Card: MasterCard xxxx-xxxx-xxx4-0624 o
© Enter New Card .G/

This will open up a Billing Information section. Enter the required information.

Billing Information

Address 1: *

Address 2:

City: *

State: *

Select a State/Province |Z|

Postal Code: *

Country: *
Select a Country |Z|



As well as a Credit Card Information section. Enter your new card information and select Make

Payment.

Credit Card Information
First Name: *
Last Name: *
Credit Card Type: *
MasterCardE

Credit Card Number: *

Verification Code: *

Expiration: *

January |Z| 2012 |Z|

Note: If you have multiple children registered in EYHA, you will need to repeat these steps for each

child and each payment.



