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How To Run a Finance Report

1 Log in to your Club or PU profile.
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2 On the left-hand menu, scroll down to Finance Admin.

3 Click "Revenue Report"
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4 Select the dates you want to run the report between.

5 Select if you want to include the processing Fees in the report.
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6 Click "Download Report"

7 You will see a message pop up, stating that the report will be emailed to you. This
may take a few minutes to emerge in your inbox. You can click the pop up to view
'Queued Reports'.
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8 You will see the pending reports, which will be available here once created. You
can also access 'Queued Reports' on the left-hand menu.


