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[NOVA] How do I print an invoice?

Robin N. - 2025-10-01 - Financial

Once invoices have been generated by the club, you can find them in the club’s Financials module. You’ll have

the options to print or save the invoice as a PDF to your local device.

1. Click on Financials in the left-hand side navigation menu, then select Invoices in the sub-menu.

Site Administrators

Home.

My Club

Site Administrators  Executives  Editors  Members

‘Communication
% Members & Contacts
Welcome to ClubRunner Nova!
Events

Attendance

love to hear from you. Join the conversation in our Community or share your feedbac

> Volunteers better!

Visit Community > | Give Feedback

Website
Financials
Financials Home
ENGAGEMENT
Batches

Orders

-
Invoices - Communication

Events & Volunteering

@ Help

We're thrilled to have you with us! Explore the new features, and if you have any questions, suggestions, or thoughts to share, we'd

ectly. Your input helps make Nova even

Payments
Get in touch with members and non-members alike with Publicize and organize your events, speakers and volunteer
Products targeted email and newsletters. schedules.
Promotions Send Email > | Send Bulletin > [RORE
Donations
Reports
Bulletins @ Hel

L= Reports & Analytics

@ Settings

Email Traffic Report

Attendance

Track meeting attendance for members and guests, run
reports and report to your District.

2. On the Invoices page all of the club’s invoices will be listed chronologically from newest to oldest. Find
the invoice you’d like to print, and on the right-hand side you will see the Actions column. Click on the

drop-down arrow and select View PDF/Print.

Payments DATE + INVOICEID+  ORDERNO BILLTO - TOTAL (USD) +
Products & May09,2025 343 Bill Gates 50.00
Promotions 3 mayo9,2025 342 Anne Smith 50.00
Donations B Mmayo09,2025 341 Nancy Smith 50.00
Reports O £ mayo09,2025 Student Name 50.00
e Reports&Analytics > £ May09,2025 Quintus Leblanc 50.00
@ Settings 0O B May09,2025 Rotary Club of Kipling. 50.00
B May09,2025 337 Aaron Aaronsons 50.00

[0 E Apr.252025 336 Marina NB 100.00

[0 E Apr.252025 Shane Doan 100.00

B3 Apr.25,2025 334 Eadmund Ziems 100.00

B Apr.25,2025 333 Vincent Valentine 100.00

£ Apr.25,2025 332 Vince Valentine 100.00

B Apr.25,2025 331 Natalina Tirkin 100.00

2 Apr.25,2025 Gearard Tersay 100.00

B Apr.25,2025 329 Mercie Sturridge 100.00

[0 E Apr.252025 328 Anetta Stennings. 100.00

[0 & Apr.252025 327 Jim Smith 100.00

[0 E Apr.252025 Jim Smith 100.00

B3 Apr.25,2025 325 Russell Putting 100.00

[0 E Apr.252025 324 Nissa Pundy 100.00

B3 Apr.25,2025 323 Ellery Patek 100.00

B3 Apr.25,2025 322 Walker Menico 100.00
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POSTED +
No
No
No
No
No
No
No
No
No
No
No
No
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No

DATE POSTED »  DUE DATE + STATUS ACTIONS
Jun. 08, 2025 Not paid -
Jun. 08,2025 Not paid -
Jun. 08, 2025 Not paid
Jun. 08,2025 Not paid -
Jun. 08,2025 Not Paid -
Jun. 08,2025 Not Paid -
Jun. 08,2025 Not paid [ -]
May 25,2025 Not paid a
May 25,2025 Not paid a
May 25,2025 Not paid B3
May 25,2025 | |
May 25,2025 3
May 25,2025 | ]
May 25,2025 | B pay Online 3
May 25, 2025 |+ LogTransaction 1§
May 25, 2025 Not paid -
May 25,2025 Not Paid -
May 25, 2025 Not Paid -
May 25,2025 Not paid a
May 25,2025 Not paid a
May 25,2025 Not paid a
May 25, 2025 Not Paid -

- -

1. Once the View PDF/Print has been enabled, it will open the PDF in a new window. From here you can

either print out the invoice or save to your device as a PDF.
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