
REALTORS® Renewal 
Billing 4 - Run Your 
Upcoming Billing



Agenda

• Final Prep
• Review Invoice Template 
• Review Email Template to Send with Invoices 
• Review Member-Facing Automated Messages 
• Ensure Staff Enable Billing Related Notifications

• Run Upcoming Billing
• Deliver Renewal Invoices



Review Invoice 
Templates

We suggest creating a new invoice 
template for each year’s 
association dues billing so that you 
have a chance to review your dues 
deductibility statement and update 
other policies that may have 
changed since last year

• KB: View/Modify Invoice 
Template

https://helpdesk.growthzone.com/kb/article/1281-view-modify-invoice-template-pc-instructions/


Review eMail 
Templates

Creating a new email template for 
each year’s association dues billing 
makes it easy for you and your staff 
to collaborate on your billing 
preparations. 

KB: Working with eMail templates

http://helpdesk.growthzone.com/kb/article/79-create-and-manage-email-templates/


Review Member-Facing 
Automated Messages 

The following emails will be sent to 
members throughout the invoicing 
and payment process:

✓Online Payment Receipt 
✓ The Recurring Charge Failed

KB: Automated Messaging

https://helpdesk.growthzone.com/kb/article/2179-automated-messaging/


Ensure Staff Enable 
Billing Related 
Notifications 

Make sure that you and your staff 
receive the right notifications to 
keep your billing process running 
smoothly: 

• Auto Payment Failed
• Charge Capture Failed
• Duplicate Charge Detected
• Failure to Send Receipt



Run Upcoming 
Billing

You are now ready to generate your invoices for local, 
state, national dues as well as the Image Fee, RPAC, and 
any other donations or dues your association collects. 

KB: Generate Invoices for Upcoming (Recurring) Billing

http://helpdesk.growthzone.com/kb/article/1439-generate-invoices-for-upcoming-recurring-billing/


Deliver 
Invoices

Deliver your invoices from the Sales/Invoices tab 
in the billing module. Filter to the invoice date for 
the invoices you have just created

KB: Deliver renewal invoices

https://helpdesk.growthzone.com/kb/article/2557-deliver-renewal-invoices/


Deliver 
Invoices

After filtering the invoices, prepare to send them by 
clicking the      next to New Invoice and selecting 
Email Invoices/Statements



Questions?
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