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GALS8 - Entering one off, regular and anonymous GASDS donations

This guide shows you how to enter new GASDS donations onto the system using the
different options available to you. Please ensure you follow all of the steps outlined in
this guide otherwise it will create errors you will need to rectify before authorising your
quarterly claim.

The five options covered in this guide are:

Entering donations individually

Entering donations in a grid

Entering donations by name, envelope or reference
Entering a donation in view and edit donors
Entering anonymous donations
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e Step 2
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Input a single donation

Donatien Type ® Net AZsrepated

Drganisaticn

Charlty

Claim Tax

Eighle for GASDS

If the donor’s
defaults are eligible
for GASDS, you will
still need to tick the
Eligible for GASDS

Manchester DBF (Organtsation)

Type in your donor’s
details.

N

Type in the
donation date, click
on today’s date and
then enter the

\donation amount.

J
Click on Enter \
donor’s defaults

Click on Save to
store your changes
to the record.

box.
\

e Step 3

J
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Input a single donation

" Success!

Gt saved successfully

button to enter
their typical
Purpose, Method
and Envelope. If
not, or you'd like
to choose
alternatives, pick
them from the

drop down menus.
N /

After successfully \
entering a
donation, a
Success message
will appear in a
new window. Click

on the cross in the
top right hand
corner of the green
box to remove it.

Enter your next
donation as per the

\instructions above /
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e Entering Donations in a Grid
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Input donations via grid. Select donors..

Charlty

B

You can choose to
limit the types of
donors you'll see by
choosing from the
options provided.

\_

J

will appear. If
needed, ensure you
have chosen the
correct Charity and
Branch.

/

You can choose to \
the purposes
donors have
chosen by default
to donate to, if you
wish. It
automatically
includes all of

\them. /

When you are
happy you’re with
your choices, click

on next. Page 3 of 19
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Input Donation Via Grid

don Gifpaided Overal Encer Conurod Total

Ener Date:

Show Donors

L Referonce

You can narrow
down the list of
donors you see at
the bottom of the
screen by choosing
for one of these
options. For
example, you can
choose only your

\envelope donors. /

Manchester DBE (Qrganisation)

Trinsler @

If you are entering
in lots of GASDS
donations you can
click on the drop
down Method
menu, select Cash,
and Replace All.
This will overwrite
the Donor’s default
settings in the
lower half of the

This screen will \
appear. Please

note, this is the top

of the window only
and you will need

to scroll down to

see the rest of it. j

~N

Enter in the total
amount of
donations you are
entering into the
system in the Enter
Control Total box.

\screen /

J
Enter in the date om

your donations or
click on the Today
button. The
Replace All with
add this date to all
of the records at
the bottom of the

\screen. /
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e Step 4
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view when you
scroll to the bottom
of the window.
mame 1k Reference Ernelope \

You can search for a
specific donor if you
wish.

J

~N

Alphanumerically
order the columns
showing Name,
Reference or
Envelope by
clicking on the
up/down arrows. )

Your donor’s \

Enter in the Scroll through your _defaults will appear
donation amount, list of donors to in Purpose and
which must be less identify your Cash Melthod CO'“T”S'd
than £20 to qualify donors in the zgtefj sy:;wetﬁztri
for GASDS. Enter Method column. .

the date(s) you \_ y, when selectlﬁg
wish, unless you your donors in step

have selected \2 /

Replace All at the

top of the screen.
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e Step5
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Once you have
completed a final
check of your
donations, click on
Transfer to move
all the donations
you have entered
into the donor

\records.

J

Donation transferred successfully, do you want to audit this

report?

donations are

Cash and the

been checked.

Ensure your GASDS
marked as GASDS

GASDS tick box has

~

J

-

to see the other

hand side of the
screen.

This pop up screen
will appear asking if
you’d like to
produce an audit
report, and click on

Yes. )
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e Step7

Export Report

Preview ©

Download in:

Click on Preview to
produce a PDF
copy of the audit
report. This will
appear in a new
tab in your browser

where you can
print a copy. /

\_

e Entering Donations by name, envelope or reference
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Click on Gifts and
Enter donations by
name, envelope or
reference.
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My Profile

Donor Records

Enter Donations

Regular Gifts

Make a Claim

Products Social Bookmarks ; j
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e Step 2
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Input donations by name, envelope, reference

Hon Git-Alsed Oveeal Eritar Controd Total

et | see the rest of it. j

Dopor 0 TN meiDemer

Reference R \
Enter in the total

Enter donor's defauits
amount of

Ervelope " )

o donations you are
entering into the

Method Mt

- system in the Enter

g 3

Control Total box. j

Fiter : 7 ]

Donor Date Amount Oaim? GASDS? Purpose Reference Envelope  Eatch Ref. Method Comment Actions

Click on Add New.

e Step 3
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will appear.

Donors S

Filter By ;
You can limit your
search field by
unticking the Name,
Envelope or
Reference boxes.

You can search for\
a specific Name,
Envelope Number
of Reference in the
box. Click on
exact match to
narrow the search

even further. /
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Filter By : [PRACTIC] Practice Par. v [PRACTIC] Practice Par. v

Search On : ¥ Name @ Envelope W Reference

¥ Exact Match w10 ¥ | entries

1F  Envelope Reference Address Action

22 pPractonoon31 Diocesan Board Of Finance, Church House, 90, Deansgate,
Manchester, M3 2GH

Showing 1 to 1 of 1 entries

e Step 4
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. Manchester DEF (Organisation)
Input donations by name, envelope, reference

Gifriided Hon Gift-Alded Overal Erwer Contral Tocak

For example, | \
have specified
Envelope 22 to
produce these
results. Click on
select to open up
the next window.

/

[The donor’s details\

will appear in a
new window. Click
on Enter Donor’s
Defaults and they
will be auto
populated into the

Dones o Organisation

Reference oo Charity

Entter donars defaults —

Ervelope

Purpose

Methad Comment

i e =

Fier

Donar Date  Amount  Claim?  GASDS?  Purpose Referance Ervelopa  Batch Ref, Method Comment Actions
Thiere are o matching records

e UBEU G @

Envelope, Purpose
and Method fields.

If you wish to

choose different
options you can. /
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Manchester DEF (Organisation)

Input donations by name, envelope, reference

Aigh Ovarall Erner Control Tora

Reference AracEOnana
Enter doners defauls
Erveinpe

Purpose

Method

Amount E

Filter : IPRACTIC] Practice Parien

Donar Date Amount Clam? GASDS?  Purpose Reference Method Comment Actions

satching récords

Tick the lock boxes
to retain these
options for your
future entries.

4 N
have now appeared.
J
) )
Enter a donation
amount of less than
£20 cash and tick
eligible for GASDS.
N
Enter a date of your
choice or click on
today’s date.
J
Click on save to
store your donation
against your control
total.
J
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e Step5
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pp— will appear with a
Gt aved suceesstuly Success message at
the top of the
screen.
ez J
Danor Lack Benor Organisation / \
Reference Chariy As you add
Eergonorsoeuts  [RLERL ] B additional new
e ' kil donations your
Purpose S | lockpurpose  Donaton Date Overall total at the
ethod e + schvees  Commen top of the screen
Amgurit c

- will increase. Once
B you have
completed your
data entry, it
should reconcile
with the total
financial value of
donations you
entered in the

Dongr Drath Amount  Claim? GASDS?  Purpose Reference Ervelope  BatchRef.  Mathod Comment Actions

Once you are Your donations will \Control Total. /
happy with the appear at the

donations you have bottom of the

entered, don’t screen. You can

forget to click on still edit or delete

Transfer. If you them at this stage.

don’t do this the \

donations will not
be added to your
donor’s records.
Afterwards you will
not be able to see
the donations at
the bottom of the

\screen anymaore. /
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e Step 6

This pop up screen

Donation Audit will appear asking if
you'd like to
Donation transferred successfully, do you want to audit this produce an audit

. .
report’ report, and click on

Yes. )

e Step7

Export Report

Preview @

Download in:

Download @

Click on Preview to
produce a PDF
copy of the audit
report. This will
appear in a new
tab in your browser

where you can

print a copy.

-
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¢ Entering a donation in view and edit donors
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View and edit
donors.

Latest News
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This window will open
up.
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DONOIS : practice parish - practics parish NRheeRtPRC Rt You can SearCh for a
specific donor by
entering a Name or
Reference in the

ERAT AN - box.
Narme I Edit Donor )
ﬂlternatively, \

- choose a hame
from the list of
donors in the left
hand column. You
can limit your
choice by clicking
on the relevant
letter from the A to

\Z list. /
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Scroll down the page

Work Phone

B to see the rest of the
HMRC Address a T -
5 et screen.
Donor type z Added J
- N Modified 240521
E Comment . .
Click on Add Gift.
;of:;:;c,; ) G Regular GRs Conkact HiEtory Declacatan Hatory
Date i amourn Claim GASDIS Emvelop Methad Purpass Comment
(E) Tax L End R
02/05/2018 1500 No Yes 22 Gasds - General 2

Total Amount B 21500

Company

Products

Social Bookmarks

e Step3
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This window will pop
up.

Claim Tax

* Eigible for GASDS

Page 14 of 19



\
Type in the date of

your choice or click

Donation Date

Amount on today’s date.
J
Enter donor's Enter donor's defaults \
faul R
defaults Enter the donation
Purpose Genera amount, which must
be less than £20.
Method GASDS | Cash )
Envelope 22 \
Click on Enter
Claim T: ,
aim e donor’s defaults or
¥ Eligible for GASDS choose them from
the drops down
Batch Reference menus for Purpose,
Comment Method or
Envelope, but you
can pick
Qlternatives. /

Click on Save to
store the donation
on the donor’s

Ensure the Eligible
for GASDS tick box is
checked.

record.
e Step 4
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4 Work Phone Ext
HMRC Address

Emall

Donor ype - . Added

. Modified

N Cormemant

Date P amoumt Claim GASDS. Ervalop Methed Purpose Commant Claimad Claim Claim B
-

You will be returned\
back to the Edit

Donor page. You

will see the

ez donation has been
saved at the

bottom of the page

in the list of

\donations. /
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e Entering anonymous donations
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Click on Gifts and
View and edit
anonymous
donation.
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My Profile

Donor Records

Enter Donations

Regular Gifts

Make a Claim

Products Secial Bookmarks ; j
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View and Edit Anonymous Donation
This window will

appear and click on
= e eicca : the Add New button.

Manchester DBF (Drganisatian)

HMHAC Reference Branch

Charity Prefc From Date

To Date

m Bate  IF Amount(E) Calm Tax GASDS Emvelop # Method Purpose Comment

- 020sAME 1500 No e KA GASDS General
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e Step3
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The Add Anonymous
Gift pop up window
Sadhmnmes el will appear. See

’ : below for details on
how to complete

this.
J

Eligible for GASDS

Batch Reference

Comment

~

The window will
automatically
provide a snapshot
Tax Year 20182019 GASDS Limit of your GASDS

GASDS Entered 4500 GASDS Entered . donations in the
(Claim As Charity) (As Comm. Build.) year_

Add Anonymous Gift

J

Enter the date of the
Branch H AT R donation or click on
the Today button for

Charity Practice Parish

Donation Date
today’s date.
Armount 10. )
N
See below for details
Purpose .
about donation
Method GASDS | Ca amounts.
J
N
Choose the
Batch Reference 18-05- appropriate Purpose
and Cash as the
Comment thod
me .
J
Choose a batch
reference (e.g. date
of donation) and
Tick eligible for Click on the Save comment (e.g. open
GASDS. button to finish. plate). )
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Add Anonymous Gift

Tax Year 2018-201%

GASDS Entered

(Claim As Charity)

Practice Parish

Charity
Practice Parish

Branch

Donation Date

Arnount

Purpose

GENERAL

GASDS

Method Cash
¥ Eligible for GASDS
Batch Reference

Comment

e Step 4

GASDS Limit

GASDS Entered

(As Comm. Build.)

£+ MyGiving Oniee - Voew - % | [I) ShMnoon © Diocesn | % | (F Contact Mansgement 51 %

&

€ [ & secue

nitpE W ypgiving.online/ it a
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~N

Enter in the gift
amount. For a
single gift, to be
eligible for GASDS,
this must be less
than £20 as cash or

a contactless

payment.

Please note, you
can add a total of
anonymous
donations and claim
GASDS on this. To
do this you will
need to ensure you
have kept records
(e.g. a vestry
sheet) showing how
the total is made
up of multiple cash/
contactless
donations of less
than £20 each.

\_

J

Glle @ 8 \
L Afterwards you will
[ men] o oo | be returned to the

View and Edit

View and Edit Anonymous Donation

Charity
HM freference

Charity Prefix

Date IF Areurt[E) Clasin Tax:

03052018 1000 Ne s

Charlty
Branch
From Date
To Date
Ernveiop # Methed Purpose
A GASDS BENERAL

Comment

Wanchester DEF (Organisation)

Anonymous
Donation screen.

= R
At the bottom of the

= £ screen you can see
the details of the

Batch Referance anonymous

2018:05-03

donations you have
recently received.

J
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e Step5
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View and Edit Anonymous Donation

Charity
HMAL Reference

Charity Prafic

e Step6
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Edit Ananymaous Gift

ha Gusedisn {7

Manchester DBE (Qrganisation)

MyGiing Ortise () Morhar [} Nerhem leumeys @ Matienslmad [ Mad - poulbaieyd

* Eligible for GASDS

2?8

'S BT T

If you'd like to print\
a copy of your

entry to attach to

the vestry sheet,

click on the

relevant donation

to highlight it, and
then click on Edit. /

KI'his pop up will \

appear. Press the
PrtScn (Print

Screen) button on
your keyboard and

open a new Word

document. You’'ll

be able to paste it
onto the page and
then print it.

J
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