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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.
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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
Products
Promotions
Donations

Reports

Reports & Analytics

Settings

>

-+ I+ -+ -+ I -+ -+ I+ -+ R+ I+ I+

]
[+ I+ -+ -+ I+ I -+ R+ I+ -+ I+

DATE «
May 09, 2025
May 09, 2025
May 09, 2025
May 09, 2025
May 09, 2025
May 09, 2025
May 09, 2025
Apr. 25,2025
Apr. 25,2025
Apr. 25,2025
Apr. 25, 2025
Apr. 25, 2025
Apr. 25, 2025
Apr. 25, 2025
Apr. 25, 2025
Apr. 25, 2025
Apr. 25,2025
Apr. 25, 2025
Apr. 25,2025
Apr. 25,2025
Apr. 25,2025

Apr. 25,2025

INVOICE ID «

1000246

1000245

1000244

ORDER NO

343

BILLTO « TOTAL(USD) » SOURCE+  POSTED +
Bill Gates 5000 Dues No
Anne Smith 5000 Dues No
Nancy Smith 5000 Dues No
Student Name 5000 Dues No
Quintus Leblanc 5000 Dues No
Rotary Club of Kipling 5000 Dues No
Aaron Aaronsons 5000 Dues No
Marina NB 10000 Dues No
Shane Doan 10000 Dues No
Eadmund Ziems 10000 Dues No
Vincent Valentine 10000 Dues No
Vince Valentine 10000 Dues No
Natalina Tirkin 10000 Dues No
Gearard Tersay 10000 Dues No
Mercie Sturridge 10000 Dues No
Anetta Stennings 10000 Dues No
Jim Smith 10000 Dues No
Jim Smith 10000 Dues No
Russell Putting 10000 Dues No
Nissa Pundy 10000 Dues No
Ellery Patek 10000 Dues No
Walker Menico 10000 Dues No

DATE POSTED +

DUE DATE +

Jun. 08,2025

jun. 08, 2025
May 25, 2025
May 25, 2025
May 25, 2025
May 25, 2025
May 25,2025
May 25,2025
May 25,2025
May 25,2025
May 25,2025
May 25,2025
May 25,2025
May 25, 2025
May 25, 2025
May 25, 2025

May 25, 2025

STATUS + ACTIONS

Not paid

Not paid

Not paid

Not paid

Not paid

Not paid

Not Paid

Not Paid

Not Paid

Not paid

| B Pay Online

|+ LogTransaction

Not paid

Not paid

Not paid

Not Paid

Not Paid

Not paid

Not paid

ool esewsew /O000000

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.


https://www.clubrunnersupport.com/
https://www.clubrunnersupport.com/kb
https://www.clubrunnersupport.com/kb/nova
https://www.clubrunnersupport.com/kb/financial
https://www.clubrunnersupport.com/kb/articles/how-do-i-print-an-invoice
https://www.clubrunnersupport.com/kb/financial

Invoice

o
e

Trarks for your patronagel
VLG | 200 ook Do
Ok, DV
ey




