ClubRunner™

Connect. Collaborate. Communicate. Export to QuickBooks (Online Edition) in
ClubRunner 3.0
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ClubRunner™

Connect. Collaborate. Communicate. Export to QuickBooks (Online Edition) in

ClubRunner 3.0

Requirements:

¢ \We support importing to 2014 QuickBooks Online Edition. *Note: We cannot guarantee
that the older versions will work.
¢ You need access level (50, 40, 30) to access the Dues & Billings Module.

Export Instructions

Step 1: Login to your ClubRunner 3.0 website. Click on the Member Login link found in the top
right corner of the homepage.

Member Login

VOO Y

o

Step 2: Next you will be taken to the Login screen. Here enter you Login Name and Password.

Enter your login information below:

Login Name

Password

O Keep me logged in

New and existing users: retrieve login
and/or reset password

©2014 ClubRunner. All Rights Reserved. www.clubrunner.ca

Page | 2



ClubRunner™

Connect. Collaborate. Communicate. Export to QuickBooks (Online Edition) in
ClubRunner 3.0

Step 3: Member Area. Now back on the homepage click on the Member Area link found in the
top right corner.

Welcome, ClubDemo-30 30 | Member Area | Logout

B, .l

Step 4: On the Administration page, click on the Organization (tab)...Dues & Billing (link)

Admin | My ClubRunner = Com Organization

Executives and Diractors | Committees | Dues & Billing | Documents | Venue Ma

Step 5: On the left hand side under the Statement section click on the Export to QuickBooks
(link)

*Note: Make sure you already have your invoice generated! See “How to Generate an Invoice”
section!

Statement

Account Statements
Payment Entry
Credit Adjustment
Debit Adjustment

Cancel Transaction

Export to QuickBooks f——

Step 6: Next select the date range for the invoices you would like to export. Then click on the
Show Transactions button.

Export Transactions To QuickBooks

Start date: 6/1/2014 | Efl End date: [6/5/2014 | Show Transactions
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Connect. Collaborate. Communicate. Export to QuickBooks (Online Edition) in

ClubRunner 3.0
Step 7: Now click on the Export to QuickBooks (Online) button to Export the information.

Export Transactions To QuickBooks

Start date: [6/5/2014 | & end date: [6/5/2014 |2l Show Transactions
Export To QuickBooks (Desktop) ~ Export to QuickBooks (Online) =

Step 8: The system will save the file as: Transactions.zip (by default). Save the file somewhere
to your computer. *Note: Make sure you know where you have saved the file!

Internet Explorer:

Do you want to open or save transactions.zip from crsadmin.com? Open Save | v | | Cancel x

FireFox:

You have chosen to open:

|1, transactions.zip
which is: Compressed (zipped] Folder

from: http://www.crsadmin.com

What should Firefox do with this file?

(7) Open with [Wind:mrs Explorer (default) -
@) 5ave File f—

Do this automatically for files like this from now on.

Google Chrome:
i transactions (1) sip N # showall downloads., %

Step 9: Now that the .zip file is saved to your machine, open the .zip file and extract the two
CSV files. *Note: Make sure you know where you have extracted the files!

|

H Search transaons.z'p pel

File Edit View Tools Help

Organize v Extract all files =~ [0l @
R -
3% Favorites 1 Name Type Compres
B Desktop ‘EJ invoices.csv Microsoft Excel Comma S...
| Downloads EL) payments.csv Microsoft Excel Comma S...

Cransactionse

2| Recent Places
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Step 10: Next you will need: Transactions Pro Importer:

Note: Click on the Try It Now button to try the free trial.
http://appcenter.intuit.com/transactionproimporter

. Already have an Intuit Account? W In'rul'r
Intuit App Center
ﬂ All Apps Support
Intuit App Center > Data Import / Export / Sync > Transaction Pro Importer
Search for apps Q
» More search options
Transaction Pro Importer
App Categories: By Baystate Consulting Try It Now
#» Billing and Invoicing (29) e
« Customer Management (CRM) Fe A de Tt o (51 reviews)
(19) Write a review  Notify me of new reviews Plans start at $15.99/mo
- . for unlimited imports. 30
» Financial Management (19) - :
. [ g1 | s day free trial available.
« Mobile (18) m m Pricing details
+ Sales Management (15} Easily import transactions and lists into Terms and Conditions
All Apps » QuickBooks Online Privacy Policy
M
Watch a demo - P
! This app works with:
Transaction Pro w3 @ QuickBooks Online
Importer

Step 11: Next you must Authorize Transaction Pro Importer, click on the Authorize button.

Start your free Transaction Pro Importer trial

Ron Murrell Company

Transaction Pro Importer

Authorize Intuit to securely share your data to
Transaction Pro Importer.

Authorize | o, Thanks

R ——
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Step 12: Upload the CSV files one by one to transaction importer. Under the Select A File to
Upload section click on the Select File button, select either CSV file then click on the Upload
File button.

Select a File to Upload:

Import File Requirements
s Excel 2007-2010 {.xls, .xIsx, .xlsb)
s Excel 97-2003 {.xls)
s CSV Comma Separated Text (.csv, .txt)
« 2MB or 1,000 rows maximum size

Mo File Chosen X

‘ Select File

‘ Upload File

Step 13: Now you must select the Import Type. If you selected the Invoices.CSV file in the
previous step then select Invoices from the dropdown list. If you selected Payments.CSV then
select Receive Payments from the dropdown list.

Select Import Type:
Select Import Type: & You must select an import type to continue:

Select Import Type:

Select Import Type: & You must select an import type to continue:

Step 14: Now scroll down and find the Data Mapped to QuickBooks Online section. Click on
the Import checkbox to select all members to import.

Data Mapped to QuickBooks Online
The grid below displays the data that will be imported into QuickBooks Online. Review this grid carefully as it represents the data that will be imported into QuickBooks
online when the import button is clicked.
¥ : : \ I N
Import RefNumber Customer TxnDate DueDate ShipDate ShipMethodMName Trackinghum SalesTerm Location Billaddrlinel Billaddrlinez
[ 893949 ClubDemo-50 50 2014-06-05
[ 893955 Jane Doe 2014-06-05
[ 893961 Jason Lee Scott 2014-06-05
[ 893967 ClubDemo-70 70 2014-06-05
[w 893973 Robert Hansen 2014-06-05
[ 893979 Michael Jordon 2014-06-05
[ 893985 Lenard Hofstadter 2014-06-05
©2014 ClubRunner. All Rights Reserved. www.clubrunner.ca

Page | 6



ClubRunner™

Connect. Collaborate. Communicate.

Step 15: Now click on the Import button.

Export to QuickBooks (Online Edition) in

ClubRunner 3.0

NOTE: Clicking import below will change your data in QBO
Be sure the grid above has the data you wish to import before clicking the import button below.

Tip: Using sub-product/services in QuickBooks and your import file? Be sure to specify in this format
Products:Widget A where Products is the the product/service and Widget A is the sub-product/service

‘ start Over

Trial Flan is limited to 30 rows per import and 200 total transactions or lists.

Message from webpage

@ Are you sure you want to import these records inte QuickBooks Online?

oK

| Cancel

b

Do not close this window or refresh this page while communication is in progress with QuickBooks Online!

Step 16: After the import is finished you would see the Status of each member.

Status | Reiflumber

| Imported || 893049

|| ClubDemo50 50

|| Transaction Impurted|

| Imported || 293055

|| Jane Doe

|| Transaction Impurted|

| Imported | 293961

|| Jason Lee Scott

|| Transaction Impurted|

| Imported || 893967

|| ClubDemo70 70

|| Transaction Impurted|

| Imported || 893973

|| Robert Hansen

|| Transaction Impurted|

| Imported || 893979

|| Michael Jordon

|| Transaction Impurted|

| Imported || 893985

|| Lenard Hofstadter

|| Transaction Impurted|
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Step 17: Now go back to QuickBooks Online, click on the Customers (tab)...Customer
Centre (link) to see the imported information.

Name = Balance

Amy Farrah Fowler 4—/ \ 135.00
Arnold Schwarzenegger 135.00
Eetly Boop 135.00
Brad PFitt 135.00
BEritney Spears 135.00
Erock Lesner 135.00
C. Robert Gilberg 135.00
Catherine Zeta Jones 135.00
Charlize Theron 135.00
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How to Generate an Invoice

Below are the steps on how to generate an existing invoice:
Step 1: Login to your ClubRunner site.

Step 2: On the Administration page, under the Membership Manager Section click on the Dues
& Billings (link).

& Membership Manager

Club Dashboard
Active Member List

Other Users List

Inactive Members List

Friends of the Club

Bulletin Subscribers

New Member Program

Dues & Billing

Step 3: Open an existing Bill. Find the bill that you want to generate then click on the Open
(link). Note: If the Status is “Open”then the bill has NOT been generated!

Billing Home

Show All Bills Create New Bill
Date Description \S‘tatus Due Date Comments \
Jun 10, 2014 Dues and Billings Example Open Jul 10, 2014 pen | Edit | Delete | Copy

Step 4: Now click on the Generate Invoices button. This will generate the invoices which will
allow you to either print or email them to your club. Please note that once you generate the
invoices, you will NOT be able to modify the invoices.

3) Generate Invoices

Once you generate the invoices, you will be able to print and email them to members.
Please note that once you generate the invoices, you will NOT be able to modify the invoices.

Generate Invoices
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