
 
 

Page 1 of 4 

Central Association for College and University Business Officers 

Retrieving an Invoice 
 

Introduction 
 

Registrants will sometimes need a copy of an invoice showing the last four digits of the card used for the 

registration. They can get a copy of an invoice by logging into the CACUBO portal. 

 

Instructions 
 

1. Navigate to https://www.cacubo.org/ 

 

2. Click “Member Login” 

 

 
 

3. Enter your CACUBO credentials and click “LOG IN”: 

 

https://www.cacubo.org/
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4. Click “My Profile” 
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5. Then click “Invoices”: 

 

 
 

6. Select the needed invoice: 

 

 
 

7. This will display the needed invoice with the last four digits of the card used showing: 
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8. The invoice can be downloaded as a PDF by clicking the download button. 

 

Contact 
 

Contact the Database Coordinator, databasecoordinator@cacubo.org for additional information. 

 
 

File location: C:\Users\mhaakenson\Box Sync\CACUBO Database Coordinator\Memberclicks Work Instructions\CACUBO 
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