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GAL14 — Creating and managing regular donations

Encouraging your donors to make a regular donation is a great way to have a
forecastable income stream for your Church, and could also help to increase your
income. This guide is designed to be used with Standing Order donations only; with
other regular donors (e.g. users of weekly envelopes) other methods of donation
recording are more appropriate.

If you have an existing regular donor, or have recruited a new one, it is easier to enter
the donation details once using the tool in My Giving Online. This enables you to record
the basic details of the donation to set the regularity of the gift (e.g. weekly, monthly
etc.) and save it. Once the donation becomes due, you can amend the donation
amount, method and purpose (if required) and transfer it to the donor’s record.

The following step-by step guide provides instructions on how to do this in the following
sections:

1. Creating a new regular donation
2. Transferring regular donations to donor records

1. Creating a new regular donation

1. Step 1
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2. Step 2

\
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Purpase Ervelope
Comment -
ot B W, ' As shown below, if
Most Recent " 8
LG B ' you scroll down the

sk ] = [ =e0 J ceio | screen you will see
your current regular
Fiter [PRACTIC] Practice Parish . [PRACTIC] Practice Parish 3 donors_ )

Seiect Ik Donor Hame Type Ssart Date End Digte: Amount Claém Tax GASES Purpase Mast Recent Ernriope

If you click on one

3 appe @ ShaePoint @ Dce [l Ticcess ofManche: @B BSC-Home (B TheGusedisn {3 MyGiingOnlise () MNomrar @ Notisnal Rad B Msil- paulbadeyd

Purpose i of your regular
wethos ot donors their details
Most Recent -
Tiee will appear further

Aok |6 up the screen.
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Sacul Bookmarks

Then click on Delete
Selected Regular
Gifts.

If you need to
delete the regular
gift, select the
donor record(s) by
ticking the box.

J
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3. Step 3

~

Once you have
clicked Add New,
enter the details of
the regular gift.

| IR Ty (TR,
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3 oappe @ ShacePoint @ Doy [l TiccesscfMaschs: am "EE-.II:\me @ TheGuansisn {3 WyGhing Onine () Mehen Q) MatcasRad B Msd- pauaia @
&M\/Giving.unlﬂe
Manage regular gifts

Choose the name \
of the donor from

Add regular gift
Organisation SwtDate  ca05000s Ea the drop down list.
crarty T endoate [ ooy | If a new donor,
Bacch | PRACTIC . cama you’ll need to
Donr 2 Gest (3000003 - — R create a new donor
e i - ’ S, || hatain ‘\record first.
Type .
ik | 8 Choose the Purpose,
Method, Type and
Fiter

Envelope for the
gift.

Select b Doror Name Type Start Date End Date Amount Claim Tau )
Barrie Valerie  Morthly  20/08/201 \
Enter the donation
amount.
J
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¥ My(Siving.Online Date for the gift. If
this is cancelled in
Manchester DBF (Organisation)

the future you'll
need to enter an
End Date. j

Manage regular gifts

Add regular gift
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{PRACTIC] Practice Parish L End Date m '

Charity

g ot If your donor has a

Donor Eligite for GASDS valid Gift Aid

P . Emeiope Declaration the

Method  Susndrg oo . Comment Claim Tax box will

Type . Mast Recent pre-ticked.

sk [®
Fiter If the donation is \
made using cash
seicr: I Bonirtame 11 Wpe: 1T vamtDos It | Edows It vt I | CobiTec 18 -GAs05 11 porgsonfl I ok ecint. | Evmicgn® and is less than

Barrie Valere | Montly | 2008/2016 o0 ves tio cen bozoie o0 £20, you can tick

the Eligible for
GASDS box. j

Click on Save to
store your changes.
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4. Step 4
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A pop up window
will appear
confirming you have
saved it
successfully.
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Success!

Regular ph saved successhully

J

5. Step 5
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[ W 1
Pupose  cen donations you have
Comment
gt entered. )
Most Recent 20042018
e .
Amount £

Click on a donation

Fiter- [PRALTIC] Practce Parish here and you can
Becactvanch edit the gift in the
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T — " = screen.
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J
When you are \

happy with the
donations, you can
click on View and
transfer regular
gifts to save the
donations to a
donor’s record.
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2. Transferring regular donations to donor records

e Stepl
;rz_‘_- Myirving Online « Vies . : ( A
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-

You can also go
straight to this

View and transfer regular gifts

Totals Gift-aided Non Gift-aided Cnerall Enze
£ screen by clicking
R on Gifts and View
Method Given - ds Batch Referance and Transfer

Regular gifts.

Gifts before a specific date : m H

Drelete items from the list -
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e Step 2
T ——— T ~\
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Enter in a Control
Total for the
amount of regular
donations you’ll be
transferring.

3 appe @ ShacePoint @ Disce [l TiocetsofMaschs: EM BIC-Home (@ TheGuansan {3 WyGhingOnine ) Meaher @ MascnslRad BP Mad-paiaing
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Manchester DBF

View and transfer regular gifts

Totals Gift-aided Nen Gife-dided Crverall Enszer Conzrol Toral

J

£

—— » L= = Choose the Method

— - used by your

(ﬂﬁshe!bwasp«lﬁcdate'-. B Eea dOnO-I’S you’d like to
Ry [ 7o | see in the bottom

half of the screen.

Drelete items from the list -

\

You can also pick

s the gifts you can
. - see before a
Name || Donstion 1L Amount Clom || GASDS || Pumpase || Method |1 Erwelope || Reference Batch Commaents |1 Adion SpeCifiC date, or
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/A Batch Reference \

T ST o and Comment can
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4% My(Siving Online before you transfer

) the donations.
View and transfer regular gifts e - Clicking Replace All

Totals Gift-aided Non Gift-aided Overall e adds the same
£
Batch Reference or
: Comment to all the
Method Given Batch Heferance Comment

donations. /

If you tick to select\
chosen records
from the bottom of
the screen, you

Gifts before a specific date m E

Drelete items from the list -

ter: [PRACTIC Practice Pars 3 | [PRACTIC)Pracice Fars . can choose to
delete the selected
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gifts for this
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regular gift or all
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TR WWW TGN online Gift ViswAndTransterkegularGt o
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£
Method Given & All Machads Batch Referance Commaent
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Two options are
also provided to
Select All or Select
None.

Drelete items from the list -

Hame Donation 1L Amount Claim GASDS Purpase Miethad Ervtiope Riference Bach Comments. Action
Date. & Refarence

Smanding
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T T e o S — el . f
e w : At the bottom of

the screen are the
details of the
regular donors for
your Church.

MM/

J

Riter ; [PRACTIC] Practice Parsh - [PRALTIC) Practice Parsh - ( \
— Each of the columns
Name | Doraon 1L Amount Cam |1 GASDS |1 Pupase || Method |1 Emwope || Reforence |1 Batch Comments || Aion can be sorted
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Click on Edit to
amend the details of
the specific regular
gift.

to your Overall
total.

J
The donation date
and amount can be
changed by typing
into the boxes.
J
e Step3
= — e @] @ N\
@ | @ secure | httpss/wwwmygiving online/gift ViewAnd TransterkagularGt o Ensure a Control
H oappe @ ShaePoint @ Dioce [l CoeceseciMaacha: om BRC-Home () The Guarsian {F WhyGihing Online () Mohern @) MusensiRad BB Mad- peutaie @
View and transfer regular gifts i e Total has been
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Totals Gift-Aided Non Gift-Aigsd Cverall )
- Once the donations
Method Ghen & 4] |iechods Batch Reference Comment )
cuanaing Ordees Ol Ex have been ticked
Gifts before a specific date - mﬂ they will be added

Defete ftems from the fist

J
As long as the \
Overall donations

Fiter Al
: ; match your Control
Hama Donaticn I amount Claim GASDS Purpasa Mathaod Ernvaiope Raterence :;:! Commants. Action TOtal, yOU’” be able
Date. Tax Eligibie & ence
¢ Bame = Gene 030 00 Rep-180524 E to CIiCk on the

Transfer button.

J

Tick to select the
donations you’d like
to enter and

transfer to a
donors’ records. Page 7 of 10




)25 MyGiving Ontios - View | 14 - T it e o o S
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will appear to ask if
you'd like to
produce an audit
report for these
donations.

Click on Yes. /

e Step5
15 MyGing Onlne - View | e - e @ ®
& C | @ Secure | htips/www.mpgiving.onkne/gift Viewand T ransferfagularGdt arf=E \
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will appear to ask if
Export Repart R
you’d like to
Download or
Preview the report.

Click on Preview. j
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e Step 6
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Batch Referance Comment

Gifts before 2 specific date :

Dielte ttems from the list

A copy of the audit \
report will open in a
new window. We
recommend you
print out a copy for
your records.

J

A message will \
appear on your
screen to confirm
you have
successfully
transferred the
gifts.

J
(I'he donations \

which had
appeared at the
bottom of the
screen are no
longer there. The
donations will not

appear here again
until the date of

their next donation
has been reached. /
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Tog
Commant
Regubir Gt Contact Histary Dechication Hetory

nger, Ane

¥ amous Claim GASDIS Envelop Method Purpase
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o

~N

In the donor’s
record you’ll be able
to see the regular
gift has now been
added.
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