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Balance to Buy™ Pro Tip – Chat and Schedule Training 
Objective:  I need to be able to quickly ask a question and schedule training.  

Solution:  The new Chat and Schedule Training buttons! 

When you are working in the Balance to Buy System, you now have the option of asking a question or 
scheduling training thru two new buttons at the top right hand corner of each page. 

 

To Chat: 

Step 1:  Click on the Chat Button. A blue box will appear 

 

Step 2:  Fill out your name and email. 

Step 3:  Click the drop down box to select the department that will best address your question or 
concern. 

Options:  BTB Administration 

                  BTB  Trainer / Consulting 

                  BTB – Vendor Training 

                 Tech Support 

Step 4:  Type your question and click Initiate Chat.  If you would rather send the question to us in an 
email, just click the email symbol at the bottom of the box. 
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To Schedule Training:  Click the Schedule Training Button and a Box with all of the trainers will appear

 

 

Step 1:  Select your trainer and her appointment calendar will appear 

 

Step 2: Select the date and time you prefer and click continue.  

Step 3:  An information box will appear – complete with your information and select confirm. 
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A Confirmation box will appear.   

 

 

Your trainer will be automatically notified with the details of your appointment and will send you a Go 
To Meeting Confirmation Link. Make sure you add the appointment to your calendar! 

 

 

 

 

 

 


