
Stage 3 – Paying Invoices 
 

As only the Chair & Treasurer have access to the financial tab only these will have the relevant 

permissions for the following steps.  

 

If you feel you also need this access, please get another committee member to email Jenette Childs 

(memberships@slsawales.org.uk) who will grant access. This cannot be from yourself due to security 

reasons. This request should come from Treasurer or Chairman and be copied to the other. 

 

Access your club admin page 
You can access the club admin page by hovering over your username on the top right of the blue 

bar. You then need to select your club. 

 
When the page has loaded you will see the middle menu (club admin bar), this is the main menu for 

managing your club and viewing members. These options will differ depending on your club role. 

 

To access the finance menu you need to click on the finance tab which will bring you to the main 

finance page. Feel free to look around here and get use the system. (NOTE: the dashboard view is 

currently unavailable). 

 

The finance admin page is where you can setup card payments (stripe) and direct debits (go 

cardless) 

 
When are invoice created? 
Invoices are automatically created by tahdah at the following points: 
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 You enter people on to a course/Award 

 You register a new member 

 You renew a membership 

 A member joins / renews themselves 

 You enter a competition 

 

Currently items on the shop must be bought via card, but we are looking into other payment options 

in the future. 

 

To make it easier for admins all membership emails will be billed monthly on the 1st of each month 

for the previous month’s renewals/new members. This invoice will only bill for the £12/£14 portion 

SLSA Wales membership for each member on the system.  

 

Course invoices are created immediately and can be paid immediately as the end of the month may 

be after the exam has been completed. No awards will be put onto the system until payment has 

been made. 

 

View an invoice 
When you click on the “financial” tab of the middle club admin menu you will be able to see any 

outstanding balances on your club account. This a combination of course & membership fee. 

 
 

Scrolling down to the statement you will also see an itemised entry for the course/membership 

payment due showing as “Outstanding balance”. 

 
 

 

Once an invoice has been paid the statement will be updated to show the payment method. Below 

you will see I paid for only the Level 2 assessments so there is still an outstanding balance of £15 for 

the level 1 assessments. 

 
 

Pay an invoice 



If you click “Pay invoices” you will see a summary of all outstanding balances. Here you can tick the 

invoice you would like to pay at that time. 

 
There are now 3 different payment options: 

 

Telephone payment  

This should not be used. 

 

Credit/Debit Card  

How to: https://scribehow.com/shared/Pay_Invoice_via_creditdebit_card__EsfyRB7KTK-

dM7GqjGJVpg 

 

Purchase Order (Cheque or BACS)- This will only be used for Bank transfer we no longer accept 

cheques. 

You will need to upload evidence of the bank transfer via screenshot during this process so please 

have this ready. 

How to: 

https://scribehow.com/shared/How_to_Pay_Invoice_via_Bank_Transfer__kd8kQ2VFSPqKwECm_T2

Hiw 
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