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How do I resend invoices to selected members?

Michael C. - 2021-02-23 - Dues & Billing

You can use ClubRunner to keep track of payments made by members for events, dues and other financial
transactions. You can also remind members of their financial obligations by resending an invoice.

1. To resend an invoice, you must go to your club homepage and login. Then, click on Member Area on

the top right.
ROtary Home  Aboutour Club -~  Calendar - Contact Us
Green Town

2. Along the top of the screen you will see several tabs. Click on Organization.

My ClubRunner = Communication = Bulletin =~ Membership RI Integration ~ Website

Reports  Events = Help

3. Next, click Dues and Billing.

Admin My ClubRunner ~ Commupicati Membership @oLLELTELGLEE R Integration | Website | Reports | Events | Help

Executives and Directors | Committee 5 | Dues & Billing | locuments | Venue Map | Manage Barcodes (Add-on) | Manage Meetings (Add-on) | Meeting

4. You are now on the Billing Home page. Here, you can view and edit the details of current billings. To
resend an invoice, click on the relevant item.

Billing Home
Show All Bills Create New Bill
Date Description Status  Due Date Comments
Dec 17, 2014  Spring Fling Admission Closed Jan 17, 2015 ... Open | Delete | Copy
Oct 30, 2014  Christmas Party tickets Closed Mov 30, 2014 ... Open | Delete | Copy

5. This will bring you to the Batch Main page, where you can view and edit details of the bill.
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Batch Main
Spring Fling Admission

Created: Dec 17 2014
Owner: Carlos Salvador
Status: Closed

Due Date: Jan 17 2015
Comments:

1) Specify charges and select recipients

Specify the invoice items and select the members that apply for each charge.

Add additional item
Qty Description Member Count Total
1 Admission to Plant Sale 7 $56.00 Edit | Delete

6. To resend an invoice related to this bill, scroll down the page until you reach item four, Print/Email
Invoices. Click on View Individual Inveices under this heading.

4) Print/ Email Invoices

View Individual Invoices

7. You are now viewing an Invoice Summary Report. This report lists all members who have received an
invoice, whether or not they have paid. To resend an invoice to selected members, you may click the box
beside the name of each member whom you with to email, and then click Email Selected Invoices.

I Email Selected Invoices I Download Selected Inveoices (PDF Format)

na Active (Sort By First Mame) Select All

¢ Baker, Sue View/Print |
Email

Description Qty Unit Price Amount
Admission to Plant Sale 1 £8.00 £8.00
Total: $8.00
¢/ Barnes, Bill View/Print |
Email

Description Qty Unit Price Amount
Admission to Plant Sale 1 £8.00 £8.00
Total: $8.00

8. Alternately, you can select an individual member by clicking their name, and then clicking on the email
link to the top right of their invoice information. A prompt will ask if you are sure.

Note: If the member has their work address set as preferred address in their member profile, it will
display the name of the member, the company name and work address on the invoice. To learn more
read the Member Profile article.

r\zActive (Sort By First Name) Select All

¥ Baker, Sue Wiew/Print

Description Oty Unit Price Amount
Admission to Plant Sale 1 £8.00 $8.00

Total: $8.00

9. Once the emails have been sent it will take you to the Email Archive. You can click on View to view the
invoice that was sent. Or you can click on Stats to see the status of the emailed invoice to make sure the
member received it. It may take a few moments for the stats to return the details of the email. To learn


https://clubrunnersupport.com/kb/articles/what-is-the-member-profile-and-how-do-i-edit-it

more please read the Email Stats article and to go step 6.

Dues & Billing Email Archive

" Show All Emails | Show My Emails Only |

Filter records: |}

Status ¥ Subject ¥ Owner v Actions
Sent on Apr 22, 2016 at 2210 PM  Invoice: Mickey Jones View | Stats
Sent on Apr 22, 2016 at 2209 PM  Invoice: Mickey Jones View JStats

10. To get back into the Dues & Billing click on Back to Dues and Billing.

Email Services

Billing Dues & Bill

Back to Dues and Billing
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