
Using the Billing Function for Clubs
 
The Billing function can be accessed by Clicking 
on that link on that link on the Club 
Administration Home  page. 
 

 
When you click that link, you will get the following 
window: 

 
Click the Add button as show.  The next window 
will be displayed. 

 
Fill in ALL the fields, and then Click the Save 
Charge Item  

The following window is displayed. 

 
Continue by Clicking on the Complete button, as 
circled above. 

 

The following warning message will be displayed: 

 
When you Click on OK, you will get a list of your 
members to be billed. 

Next, Click the Complete button again. The 
following window will be displayed: 

 
Finally, Click the Print Report button, and 
Acrobat Reader will display a report with one page 
per member to be billed, that looks like this the one 
on the next page. 

 



 
The above report can then be printed and mailed or 
otherwise distributed to club members. 

If you select No after filling in the fields for a 
billable activity, you will get the window below: 

Note that in this window, Bill All Members  is set 
to No.  To proceed, Click the Complete button, and 
the program will display the list of members, 
similar to above: 

 

Having clicked on a member name, the program 
will present this window: 

 
The program will return you to the Member List 
window, where you can repeat the process as often 
as you need to bill everyone that participated in that 
billable activity.  Not that the status has changed on 
the member that was chosen- in this case, Paula 
Carlson. 

 
When you have selected all members to be billed, 
Click the Complete Button. 

The Billing Status/Recap window will be displayed. 

 
Click the Print Report button to complete the 
process, as above.  You will get the same sort of 
report as the one on the top right of this page. 


