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Customer Portal: How to Generate Program Receipts 
 

1. Log into your Xplor Recreation Account. 
2. Click on the name of a parent/guardian/primary account holder.  
3. Click on “Invoices”.  

 

4. Set the filter settings on the left-hand panel. 
a. Select the date range for the program receipts you would like to generate.  
b. Select ‘Completed’ under ‘Invoice Status’. 
c. You can also filter down by ‘Item Type’ if you have a lot of activity on your 

account. 
i. Activities: Program or Event registration 

ii. Facility Contract: Facility rentals  
iii. Membership: Memberships purchased  
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5. Click off the box beside the program you want to generate the receipt for. Click on 
“Receipt”.  

 

6. The receipt will popup in a new screen. From this screen the receipt may be printed or 
emailed.  

 

7. Repeat steps 5 and 6 for all the program receipts you would like to print/email.  


