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[NOVA] How do I refund invoice payments?

Ryan A. - 2026-10-27 - Financial

ClubRunner’s invoicing system allows you to receive online payments and track offline payments you receive for
invoices. In the case where you've received and tracked a payment and need to refund it, here are the steps to
do so.

Note

Refunding a manually-tracked offline payment will only reverse the payment on the invoice, it doesn’t refund any
actual money since it was an offline transaction.

1. To refund a payment you need to bring up the order it was processed on. This can be done under
Financials -> Orders in the left-hand menu by searching for the specific person or order number, or
from the Financials tab of a user’s profile.

@ Financials

Financials Home

Batches (Dues)

Orders
Invoices
Payments
Donations

Reports

Grace (GraceNick) Allen [l

g.allen@sink.sendgrid.net
i i Member Type Standard
o ot Date Joined Feb 13, 2020 6 years ago

20000 Club

VD) o Last Login Club Aug 25, 2024 2 years ago

Rotary Number 153649

Last Logi 2 years ago
TS ,f;w:g n Aug 16, 2024 2 years ago
f
Personal Communication Rotary Biography Commitments Privacy and Settings Financials

2. In either section you can click on the order number to open it or click the drop-down arrow on the
right-hand side and then Details. If you're looking on the user profile Financials tab, scroll down to
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the Order History section to view the orders.

Display| 25 ~ |records

DATE « ORDER » TOTAL (USD) » DESCRIPTION « TYPE ~ ACTIONS
Aug 30, 2026 6754 76.00 Active - Membership - Setup Fee Membership .
Aug 27, 2026 250.00 Active - Membership Membership @
Aug 12, 2026 5918 20.00 Active - Membership Membe '
Jul 30, 2026 5629 156.00  Active - Membership Mg = VieWEDHPrine |
Mar 31, 2026 5505 125.00 Active member dues 2026 Membe g (E:;n:;‘,__‘l '
Mar 13. 2026 5429 70.00 Active - Membershin Membershin =

3. With the order open, scroll to the bottom Payment Details section where you’ll see the payment that was

received or tracked. To refund this payment, click the drop-down arrow on the right and select

Refund.

PAYMENT DETAILS

DATE TRANSACTION TYPE REFERENCE AMOUNT (USD) STATUS
Oct 21, 2026 Check Payment 250.00 O
Aug 27, 2026 Invoice 1005547 250.00 Q, View .

4. You will then be prompted to enter the details for the refund: the amount to refund, a note, if you want

the updated invoice to be emailed to the user, or if you want to add the refund to the user’s wallet
balance (this can then be used to pay other invoices).

If you are refunding an online transaction, you will have another option to select if you want to process
the refund back to the user’s credit card or not.

Refund

Amount Paid Originally (USD)

Refund Amount (USD) *

Note

Refund Method

250.00

250

Cash refund.

o

[[] Email updated invoice after refund

["] Add refund amount to wallet balance

If unchecked, the payment will be marked as refunded without adding funds
to the wallet.

Cancel

5. Once you click Save the associated order and invoice will be updated, which will adjust the balance

owing on the invoice and the user’s account balance as well.



