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Using the Financials function of ClubRunner, you can send reminders of outstanding dues to your members. You
can send reminders en masse via the Invoices option, or you can use the Financials tab in the member’s profile
page to send them the reminder of their outstanding amounts. You may even set up automatic reminders that go
out on, before, or after the invoice due date.

This support article will show you how to set up automatic invoice reminders, as well as how to manually resend
invoices.

To begin, log in to your account through your club homepage, then click on Member Area in the top right-hand
corner. Alternatively, click here to go directly to the ClubRunner login page.

Setting up automatic reminders

1. Click Financials in the left-hand navigation menu.
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2. Click Finance Email Notifications in the Account Finance Settings section.
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3. Scroll down to the bottom of the page to the Invoice Reminders section, then click Add Email.

INVOICE REMINDERS

:

Due Date
O Invoice Due Date

Due Date

4. In the window that appears, add a name for this type of invoice reminder email. This name is only used
to identify the reminder in the Finance Settings pages and is not included in the message sent to
members. If you click the Activate Reminder toggle then this reminder will be active immediately upon
saving these settings. You can always activate or deactivate reminders in the future.

Add Invoice Reminder Email %

Reminder Details

Name *

Activate Reminder?




5. Enter the content of the reminder email, including the email Subject and optional Preview Text or
Custom Message. The Custom Message will appear above the invoice content in the reminder email and

can be used to provide additional information or suggest urgency for payment. Use the From drop-down
menu to select a sender profile to use when sending the reminder.

Email Details

Subject *

Preview Text

Custom Message (Optional)
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6. Lastly, determine when the reminders are sent by using the When drop-down to select On, Before, or
After the due date. If you select the Before or After options, you will be prompted the number of days
relating to the invoice due date. You may also set a specific time of day for the reminders to be sent out.

Schedule Email

When * 30 < day(s) | Before v | invoice due date

Time 08:00 AM | UTC-05:00

Depending on the time zone, this reminder email may be sent the next
day at the specified time.
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7. Click the Save button and the invoice reminder email details will appear on the page. You may click the
drop-down arrow on the right-hand side to make further changes, activate or deactivate the reminder, or
delete the reminder. You may create as many reminders as you wish and all may be active at once if
necessary. Reminders will not be sent for any invoices that are marked "Paid".
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Manually resending invoices
1. Click Financials and then Invoices in the left-hand navigation menu.
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2. On the Invoices page, you can use the filtering options to look for specific invoices, by date posted,
specific products or line items, or other filtering options available. Once the invoice has been found,
there is a checkbox to the left-hand side of each invoice. Select as many or as few invoices that you'd
like to send a reminder for. Once the options have been selected, you'll see the Email Invoices option
become available, which will then allow you to send an email to the selected members to remind them of
their outstanding balance.
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o- DATE « INVOICE ID v ORDER NO BILLTO « TOTAL (USD) » SOURCE » POSTED « DATE POSTED « DUE DATE + STATUS « ACTIONS
E3 May09,2025 1000253 343 Bill Gates 50.00 Dues No Jun. 08,2025 Not Paid a
E3 May09,2025 1000252 342 Anne Smith 50.00 Dues No Jun. 08,2025 Not Paid [ -]
EJ May09,2025 1000251 341 Nancy Smith 50.00 Dues No Jun. 08,2025 Not paid a
[0 B May09,2025 1000250 340 Student Name 50.00 Dues No Jun. 08, 2025 Not Paid .
O & May09,2025 1000249 339 Quintus Leblanc 50.00 Dues No Jun. 08,2025 Not Paid [ -]
O E May09,2025 1000248 338 Rotary Club of Kipling 50.00 Dues No Jun. 08, 2025 Not paid [ -]
[0 E May09,2025 1000247 337 Aaron Aaronsons 50.00 Dues No Jun. 08, 2025 Not Paid .
0O B Apr.252025 1000246 336 Marina N8 100.00 Dues No May 25, 2025 Not Paid [ -]
O B Apr.252025 1000245 335 Shane Doan 100.00 Dues No May 25, 2025 Not Paid [ -]
O B Apr.252025 1000244 334 Eadmund Ziems 100.00 Dues No May 25, 2025 Not paid =

3. Once the invoices have been selected, another window will open that allows you to change the content
of the email such as sender information and adding more text to the email. Click Send to send the
reminder to club members.

Email Invoice(s)

Recipient(s)

3 selected recipient(s).

Sender Information

O sender profiles  OMe ~ ® custom
Send From (Name and Email) *
Aaron Aaronsons

aaron@rotaryclub.com

Reply-To same as sender

Subject *

SACCOUNT_FULL_NAMES Invoice: {{NewlInvoice.Friendlyld}}
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