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[NOVA] How do I use the wallet to prepay or apply
payments for invoices?

Michael M. - 2026-06-25 - Financial

The wallet feature allows members to store prepaid funds in their account. Wallet funds can be used to pay
invoices, while administrators can manage deposits, withdrawals, and adjustments.

Wallet funds may be used when registering for Cloud Events, submitting invoice payments, or contributing to
donation campaigns. The wallet is not supported for Event Planner or MyEventRunner registrations.

This support article will show you how to access and manage wallets in the member profile.

Jump to Adding and Withdrawing Funds
Jump to Applying Funds to Invoices

Note

Members with level 50-Executive or better access will be able to add funds to other member wallets by
navigating to the member's profile.

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

ClubRunner login page.

2. Click the profile icon in the top right-hand corner of the page, then click Profile.
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3. Click the Financials tab.

Personal Communication Rotary Biography Commitments Privacy and Settings Financials

4. You will see the Wallet Balance at the top of the tab, which represents the available prepaid credit in the
member's account. The balance increases when funds are added and decreases when funds are
withdrawn or used to pay invoices.
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WALLET

Wallet Balance
© AddFunds - @ Withdraw Funds
B 200.00 usp

Wallet Transaction History

PAYMENTS CHARGES

DATE « ID + TYPE » NOTE « REFERENCE « (USD) « (USD) «
Jun. 12,2026 1002 Fund  Cash payment at weekly meeting 200.00
Total 200.00 -0.00

Adding and Withdrawing Funds

1. To add funds to a wallet, click Add Funds.

Wallet Balance
i 200.00 © Add Funds - @ withdraw Funds
N usb

Site administrators will be able to select from one of the following options:

© Add Funds ~ & Withdraw Funds

B Online Payment
Credit card, PayPal

(5] Record Offline Payment

Cash, check, wire, direct deposit, other PAYMENTS CHARGES

o Online Payment via credit card.

o Record Offline Payment (Cash, check, wire transfer, direct deposit, or other offline payment
methods).

2. Enter the amount to add, then complete the payment process and click Add Funds. Once the
transaction is processed, the Wallet Balance is updated automatically.



Add Amount

Amount (USD) *

Service Fee (USD)

Payment Details

Payment Amount (USD)

Notification

(150

0.00 [

150.00

(®) wxwx 424D Expiry 12/2034
O Use another card

["] Send receipt to member

Emails a receipt for this wallet deposit to the member.

Cancel Add Funds

3. Members with level 30-Site Administrator access can remove funds from a member's wallet when a
refund or adjustment is required. To do so, click Withdraw Funds.

Wallet Balance

I 200.00 usp

© AddFunds - @ Withdraw Funds

Enter the withdrawal amount, then select the transaction date. You may enter an optional note, and can
select "Send receipt to member" if you wish. Click Withdraw Funds when finished.



Withdraw Funds

Withdraw Amount

Amount (USD) *
50

Transaction Log Details

Include information about the transaction for your records.

Transaction Date *

\ jun 12, 2026 \

Note

Gave cash back at community event

Notification

Send receipt to member
Emails a receipt for this wallet deposit to the member.

Cancel

Withdraw Funds

Applying Funds to Invoices

1. A wallet payment is created when wallet funds are applied to an invoice. Members with level 50-
Executive or better access can apply wallet funds to invoices by using the Pay as Admin or Log

Transaction options on the invoice.

May 27, 2026 Invoice 12th Annual Rotary Musicfest
May 09, 2026 Invoice Order 2502

May 04, 2026 Online Payment Gemma Barnes

May 04, 2026 Online Payment Gemma Barnes

Apr. 18, 2026 Invoice Order 2427

Mar. 24, 2026 Cash Gemma Barnes

275.0( Q. View
E4 Email Invoice

50.00 Not Paid D
|
|

132.6(
View PDF/Print

B9 Pay as Admin

132.6( [ Pay Online

150.0 + Log Transaction 8

50.0

For more information on how to apply payments to invoices, read: How do I enter or record a

payment for an invoice?

2. When a wallet payment is processed, the wallet balance is reduced automatically, the payment is linked

to the invoice, and the transaction is recorded for audit purposes.

You may view information regarding all wallet updates in the Wallet Transaction History section. The
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Wallet Transaction History displays the following wallet activity information for each transaction:

Wallet Transaction History

DATE «

Jun. 12, 2026

Jun. 12, 2026

Jun. 12, 2026

ID «

1004

1003

1002

TYPE »

Wallet Payment

Fund

Fund

NOTE »

Payment applied to Invoice
1002376

Online Payment

Cash payment at weekly meeting

o Date - Date of the transaction

o ID - Unique transaction identifier

o Type - Fund, Withdraw, or Wallet Payment

o Note - Additional transaction details

REFERENCE +

Invoice #1002376, Registration
#708

ch_3Tha53JPJghZeW312iaMhpCl

Total

o Reference - Related invoice or transaction reference

o Payments - Funds added to the Wallet

o Charges - Funds deducted from the Wallet

Note

PAYMENTS CHARGES
(USD) « (USD) «

-50.00
150.00
200.00
350.00 -50.00

All wallet transactions are permanently logged. Transaction records cannot be edited after they have been

created.



