ClubRunner™

Connect. Collaborate. Communicate. Export to QuickBooks (Desktop Edition) in
ClubRunner 3.0

Table of Contents

(2 0=To LU T =T 0 0= o) USSP 2

EXPOIT INSTIUCTIONS ittt e ettt e e e e ettt e e e e e e s s b beeeeeeeeesaassbaeeeeeesssnnsenaaaeeessnnan 2

HOW tO GENEIAtE @N INVOICE ccoiiiiiieieee ettt ettt e e e e ettt e e e e e s s bbbeeeeeeesesanasenaeeeeessnnan 7
©2014 ClubRunner. All Rights Reserved. www.clubrunner.ca

Page | 1



ClubRunner™

Connect. Collaborate. Communicate. Export to QuickBooks (Desktop Edition) in

ClubRunner 3.0

Requirements:

¢ We support importing to 2014 QuickBooks Pro Edition (Desktop). *Note: We cannot
guarantee that the older versions will work.
¢ You need access level (50, 40, 30) to access the Dues & Billings Module.

Export Instructions

Step 1: Login to your ClubRunner 3.0 website. Click on the Member Login link found in the top
right corner of the homepage.

Member Login

VOO Y

o

Step 2: Next you will be taken to the Login screen. Here enter you Login Name and Password.

Enter your login information below:

Login Name

Password

O Keep me logged in

New and existing users: retrieve login
and/or reset password
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Step 3: Member Area. Now back on the homepage click on the Member Area link found in the
top right corner.

Welcome, ClubDemo-30 30 | Member Area | Logout

Step 4: On the Administration page, click on the Organization (tab)...Dues & Billing (link)

Admin | My ClubRunner = Com Organization

Executives and Diractors | Committees | Dues & Billing | Documents | Venue Ma

Step 5: On the left hand side under the Statement section click on the Export to QuickBooks
(link)

*Note: Make sure you already have your invoice generated! See “How to Generate an Invoice”
section!

Statement

Account Statements
Payment Entry
Credit Adjustment
Debit Adjustment

Cancel Transaction

Export to QuickBooksef——

Step 6: Next select the date range for the invoices you would like to export. Then click on the
Show Transactions button.

Export Transactions To QuickBooks

Start date: 6/1/2014 | Bl End date: [6/5/2014 |2 Show Transactions
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Step 7: Now click on the Export to QuickBooks (Desktop) button to Export the information to
QuickBooks Desktop Edition.

Export Transactions To QuickBooks

Start date: 6/1/2014 | B gl date: [6/5/2014 | Show Transactions
Export To QuickBooks (Desktop)  Export to QuickBooks (Online)

Step 8: On the Specify QuickBooks Accounts window click on the Download button.

Specify QuickBooks Accounts x

Transaction Type Transaction Account Namel” Distribution Account Namel]

Invoice” |Acc0unts Receivable | |Ir1come Account |

Payment[?] |Undeposited Funds | |Account5 Receivable |

Credit”] |Accour‘|ts Receivable | |Ir1come Account |
Download

~

Step 9: The system will save the file as: Transactions.iif (by default). Save the file somewhere
to your computer. *Note: Make sure you know where you have saved the file!

Internet Explorer:

oper Psme -] cocs |

Firefox:

You have chosen to open:
D transactions.iif

which ist Text Document

from: http://www.crsadmin.com

What should Firefox do with this file?

® Openwith [Notepad (default) -

@ SaveFile

Do this automatically for files like this from now on.

Google Chrome:

B ransactionsid 4
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Step 10: Now that the export file is saved, open QuickBooks Pro (Desktop Edition). Then click
on File...Utilities...Import...lIF Files...

Edit View Lists Favourites Company Sales Tax Customers Vendors Employees Banking Reports Window Help

MNew Company...

Open or Restore Company...

Create Backup...

Restore Previous Local Backup »
Create Copy...

Close Company

Switch to Multi-user Mode
Utilities

|§J

Import Excel Files_.

Accountants Copy Export ld IIF Files .

Synchronize Contacts Web Connect Files_.
Frint ... Crli+F Repair File and Metwork Problems .. Timer Activities
Save as PDF... General Journal Entries...

Host Multi-User Access. .

Step 11: Now select (double click) the .1IF file from your computer (refer to step 9)

kg Import *
Loak in: |-De5ktop - e [f o[-
= SitePage =
,!i'.} File folder
Recent Places -

Suggestion_Wishlist

} E Attachments
!| : File folder

Desktop
SWF Examples
ug File folder
? ~
Libraries | Webinar Prep
| File folder

- |
LY

o CR_transactions.iif
Computer QuickBooks Import/Export F...

12.0 KB v

EE File name: CR_transactions.iif A Open

Metwork | ;]
Files of type: [IIF Files =1IF) - Cancel

Step 12: You should see a confirmation message popup after it is done. Click OK.

QuickBooks Information

@ Your data has been imported.
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Step 13: Now click on the Income Tracker link (found on the left side) to see the imported
information.

Invoice. 0810872014 135.00 13500 Open
Invoice. 0562014 osmer201 13500 13500 Open
Invoice. osma2014 osma2014 13500 13500 Open
Invoice. 05162014 o5a2014 13500 13500 Open
Invoice 051062014 05ma2014 13500 13500 Open

Opan

Invoice 05052014 05052014 135,00 135,00
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How to Generate an Invoice

Below are the steps on how to generate an existing invoice:
Step 1: Login to your ClubRunner site.

Step 2: On the Administration page, under the Membership Manager Section click on the Dues
& Billings (link).

& Membership Manager

Club Dashboard
Active Member List

Other Users List

Inactive Members List

Friends of the Club

Bulletin Subscribers

New Member Program

Dues & Billing

Step 3: Open an existing Bill. Find the bill that you want to generate then click on the Open
(link). Note: If the Status is “Open”then the bill has NOT been generated!

Billing Home

Show All Bills Create New Bill
Date Description \S‘tatus Due Date Comments \
Jun 10, 2014 Dues and Billings Example Open Jul 10, 2014 pen | Edit | Delete | Copy

Step 4: Now click on the Generate Invoices button. This will generate the invoices which will
allow you to either print or email them to your club. Please note that once you generate the
invoices, you will NOT be able to modify the invoices.

3) Generate Invoices

Once you generate the invoices, you will be able to print and email them to members.
Please note that once you generate the invoices, you will NOT be able to modify the invoices.

Generate Invoices
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