
Payments–  
Step by Step Guide on How to Access and Pay 

Invoices 
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How To Access and Pay Invoices 
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Step 1 – Click on the Club Tab in the 

Middle of the Screen 
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Step 2 – Click on ‘Club Invoices’ 

down the left hand side of the page 

Note: If you Click Directly onto the 

Invoice Number, This enables you 

to Print out the Invoice if Required. 
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Step 3 – Tick the invoices you 

wish to pay 

Step 4 – Click the ‘Pay’ 

Button at the bottom of 

the screen 
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Step 5- Check that the 

Amount you wish to Pay 

Matches the Total Payment , 

Then enter the relevant card 

details needed. After that 

press ‘Pay’. 
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Step 6 – Once the Invoice has been 

paid it will appear in the Paid Invoices 

Section. 


