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[NOVA] How do I add online payment service fees
to invoicing?
Ryan A. - 2026-10-29 - Financial

ClubRunner allows you to set service fees that apply to online payments, which helps your club offset credit card
processing fees that are charged by your connected payment provider. Service fees can be set independently for
member dues, event registration, and donation campaigns.

If you need assistance connecting a payment provider to your account so you can take online payments, please
contact us and we can assist.

Note

This is not the same as “surcharging”, which passes all processing fees on to the customer. This adds on a
specific percentage and/or a set dollar amount to the order. You are charged the processing fees based on the
total order amount that gets processed by the payment provider.

Skip to a specific section:

e Member Dues & General Invoices

e Donation Campaigns
e (Cloud Events

Member Dues & General Invoices

This will set a service fee for general or member dues invoices that you issue.

1. Navigate to Financials -> Financials Home, then under Account Finance Settings click Payment
Gateways and Currency.

[ Financials

Financials Home

Batches (Dues)

Orders

Invoices
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ACCOUNT FINANCE SETTINGS

Finance Settings

Payment Gateways and Currency

Finance Email Templates
Finance Email Notifications

Invoice Export Presets

2. Click the Service Fees tab at the top of the page.

Payment Account and Currency Financial Records and Notifications

Payment Account & Currency EENnlEl Policyl Service Fees ]I

3. On the page that follows, click the Edit button in the Service Fee box.

SERVICE FEE

B Applies to orders, membership dues and prepayments, and to donations that don't use a campaign. Events
set their own service fee.

Service Fee
3.00% +0.75

Service Fee GL Account

AccountReceivable

4. You will now be able to set the service fee which can be a percentage, a dollar amount, or a combination
of the two. Click Save to apply your changes.



Update Service Fee

Service Fee Add Service Fee to all Orders/Membership Dues
A service fee allows you to help offset the cost of the transaction from the
payment processor. These fees are applied to the total order value when paying
online during checkout.

Service fees only apply to online transactions.

A\ Changes to the service fee will only apply to newly created orders. Existing
orders will not be updated.

Service Fee 3 7 + 0.75

Service Fee AccountReceivable (Default Sales) v

GL Account
All GL Accounts are displayed except for the

Bank type.

Percentage:

Service Fee

A percentage of the order value added to the total

order value.
Servi

EIe  Example: 5% fee on a $100 order would make the
user pay $105.

Dollar Amount:
Service Fee 4 A +
Default : -
A fixed or static fee per order added to the total
Accou
order value.
Service Fee
GL Account Example: $0.25 fee on a $100 order would make the

user pay $100.25.

Donation Campaigns

This will set a service fee for any donations processed through your donation campaigns.



1. Navigate to Financials -> Donations, then on the main Donations page in the top right-hand corner
click Setup -> Manage Campaigns.

@ Financials

Financials Home

Batches (Dues)

Orders
Invoices
Payments
Donations

Reports

Donations v

:= Manage Campaigns

B4 Email Templates

€3 Seftings
For assistance with our donations module, please refer to OUr SUPPwr e rrrowrreag e w

2. Here you click Edit beside whichever campaign you want to set the service fee on.

Donation Campaign List

Q, Search © Add
TITLE * DEFAULT « PUBLIC - ACTIONS
Coats for Kids v | Edit | ~ |
Disaster Relief Fund v v | Edit | |

General v |
Nepal Flood Donation. ” | Edit | = |

3. On the donation campaign editing screen there is an option to enable the service fee, which can be a
percentage, a dollar amount, or a combination of the two. Click Save to apply your changes.



Payment Account Choose which payment account to use to process online credit card payments

(® Always use account default payment account

Use selected Stripe Test Merchant Account v
payment account US Dollar

Add Service Fee to donations from this campaign

Service Fee 4.00 P + 0.30

Default service fee for Stripe Test Merchant Account is set up as

4.00% + 0.30. To update, go to the Finance Settings page.
Service Fee GL
Account

Default Sales v

Percentage:

Service Fee

A percentage of the order value added to the total
order value.
Servi
EINE  Example: 5% fee on a $100 order would make the
user pay $105.

Dollar Amount:
Service Fee 4 A +
Default : :
A fixed or static fee per order added to the total
Accou
order value.
Service Fee
GL Account — Example: $0.25 fee on a $100 order would make the

user pay $100.25.

Cloud Events

This will set a service fee for any registrations on Cloud Events.

1. Navigate to Events -> Cloud Events, then click Manage on the specific event you'd like to set the
service fee on.



= Events
Events Home
Event Planner
MyEventRunner

Cloud Events

Speakers

Calendar ltems

o
"\- “

Rotary {5

Club of Salmon Arm  “Foet

Fly the Flag 2026

Mar 16, 2026 - Nov 09, 2026 UTC-07:00
Shuswap
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2. Now on the specific event page, click Setup and then go to the Settings tab.

Fly the Flag 2026 i l Copy | : ‘ Open Studio | Close Registrations
Dashboard Registrations Attendees Financials Email Documents ¢ Setup

[ Details | Landing Page | Tickets & Ecommerce




3. Now click Edit in the Payment Options section.

PAYMENT OPTIONS

Allow credit card payments Enabled. Stripe Test Merchant Account.
Service Fee Disabled
Allow check payments Enabled

4. Here you'll see an option to enable the service fee, which can be a percentage, a dollar amount, or a
combination of the two. Click Save to apply your changes.

Update Payment Options

Allow credit card payments
Choose which payment account to use to process online credit card payments.
® Always use account default payment account

_J) Use selected Bambora Test Merchant Account ~

payment account | 300200484 - US Dollar

Add Service Fee to all registrations

Service Fee 4 P i (03

Default service fee for Stripe Test Merchant Account is set
up as 4.00% + 0.30. To update, go to the Finance Settings

page.
Service Fee GL Default Sales v
Account

Percentage:

Service Fee

Servi
EIl Example: 5% fee on a $100 order would make the

A percentage of the order value added to the total
order value.

user pay $105.

Dollar Amount:

»




Service Fee 4 7 +

Default

A fixed or static fee per order added to the total
Accou

order value.

Service Fee

GL Account Example: $0.25 fee on a $100 order would make the
user pay $100.25.



