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? What Is In This Guide?

In the Receipting Guidelines for Canada, you learn the process to eliminate
duplicate receipts and the various areas of The Raiser’s Edge it affects. This book
also contains guidelines for proper receipting. In addition, you learn how to use
Multiple Receipt Stacks. This guide includes the following.

» “Basic Receipting Requirements for the Canada Revenue Agency” on page 3
» “Suggestions for Receipts” on page 5

» “Reprinting Receipts from Gift Records” on page 18

» “Receipting Using Multiple Receipt Stacks” on page 35

» “Reprinting Consolidated Receipts” on page 44

» “Entering Receipt Stack Information on Receipts in Mail” on page 44

@ How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics,
and conceptual information. Side margins contain notes, tips, warnings, and space
for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation
from several places.

User Guides. You can access PDF versions of the guides by selecting Help,
User Guides from the shell menu bar or by clicking Help on the Raiser’s
Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all
cross-references are hyperlinks. For example, click the page number by any
heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by
accessing the help file in the program. Select Help, The Raiser’s Edge Help
Topics from the shell menu bar or press F1 on your keyboard from anywhere
in the program.

Narrow your search in the help file by enclosing your search in quotation
marks on the Search tab. For example, instead of entering Load Defaults,
enter “Load Defaults”. The help file searches for the complete phrase in
quotes instead of individual words.

Ilcons

The following icons are used in the side margins to denote additional information
such as notes, warnings, time-savers, or definitions. You can also use these
margins to write your own notes.
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The notepad symbol designates a note or tip related to the information in the main text
column.

i

The traffic light indicates a cautionary note. Generally, we use this icon to point out a step
that may have unwanted results.

The clock symbol designates a shortcut or timesaving action.

©

The dictionary symbol designates the definition of a frequently used term.
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2 CHAPTER 1

Changes made to the

reprinting receipts
process in The Raiser’s
Edge appear in versions
7.02 and higher. The ability
to track multiple receipt
stacks appears in versions
7.5 and higher.

Historic data may still

contain duplicate
receipt numbers. Versions
7.02 and higher do not
automatically check past
data entry of receipts.
However, you can use the
Duplicate Receipts process
in Administration to run a
report against the database
to determine possible
duplicate receipt numbers.
For more information about
this process, see “Duplicate
Receipt Report” on page 28.

This guide outlines the processes you must perform to avoid duplicate receipts
and efficiently track historic receipt printing information for your organisation.
Procedures in this guide outline how to reissue or reprint receipts, within the
guidelines established by the Canada Revenue Agency (CRA) for nonprofit
organizations and charities. This guide also describes how to use multiple receipt
stacks.

We recommend all users read this Introduction chapter and the Receipting &
Reprinting Receipts chapter. If you are receipting various ways or for multiple
databases or offices, you also need to read the Receipting Using Multiple Receipt
Stacks chapter. Use this guide as a supplement to the Mail Guide. For general
information about using the Receipts mail task in The Raiser’s Edge, see the Mail
Guide.

Highlights

When you generate and reprint receipts in The Raiser’s Edge, keep these points in
mind:

» The next available receipt number is stored in Configuration. If you use
multiple receipt stacks, the next available receipt number for each receipt stack
is stored in Configuration.

* When you save a gift record or Receipts parameter file in Mail, or commit a
Gift batch in which you entered receipt numbers, the program checks to see if
the receipt number used is already in use on another gift record. The program
also verifies the number you use is greater than the next available receipt
number. This process ensures you do not unknowingly reuse receipt numbers or
unintentionally skip receipt numbers.

* Receipt reprint history information is automatically stored on the Receipt
History screen. To access this history, click the Receipt button on the Gift tab
of the gift record.

» To ensure correct receipting, once the Receipts mail task begins to run, other
users are locked from doing the same from other workstations.

* In Import, you can specify whether the program should import all gifts,
regardless of receipt number; not import gifts with a duplicate receipt number
for gifts from a different donor; or not import gifts with a duplicate receipt
number from any donor.

* When you commit a Gift batch, the program checks to see if receipt numbers
used in the batch are already in use on existing gift records. If duplicate receipt
numbers are found in Batch, you can choose on the Commit screen what to do
with them.

» Receipt numbers cannot be set through the Gift Default set, accessed through
Tools, Organize/Create Defaults on the shell of The Raiser’s Edge.

» You can receipt using multiple receipt stacks. However, you should track
receipt stack information consistently one of two ways, either on the gift record
or in Receipts in Mail.

» Using the eReceipts tab, you can configure and send gift receipts by email.
Electronic receipts can help reduce the amount of paper and time used to return
printed receipts to your donors.
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To send electronic receipts to constituents, you must have NetSolutions or
Blackbaud NetCommunity. When you have NetSolutions or Blackbaud
NetCommunity, an eReceipts tab appears on the Receipts mail task when you
select Create custom data file in the Receipt type field on the General tab. For
information about using eReceipts, see the eReceipts Tab chapter of the Mail
Guide.

Basic Receipting Requirements
for the Canada Revenue
Agency

According to the Canada Revenue Agency (CRA), nonprofits and charities must
include the following on receipts they use for gifts they receive:

The name “Canada Revenue Agency” and their Web site address
(www.cra-arc.gc.ca/charities).

A statement that it is an official receipt for income tax purposes.

Your charity’s business number (BN)/registration number, name, and address in
Canada, as recorded with the Canada Revenue Agency (CRA) Charities
Division.

The serial number of the receipt.

The place or locality where the receipt was issued.

If it was a cash gift, the day or year during which your organisation receives the
donation.

If it was a gift-in-kind, the exact date on which the donation was received; a
brief description of the gift; and, if an appraisal was completed, the name and
address of the appraiser of the property.

The day on which the charity issued the receipt, if that day differs from the date
on which the charity received the donation.

The name and address of the donor including, in the case of an individual, the
first name and middle initial.

If it was a cash gift, the amount of the cash donation.

If it was a gift-in-kind, the amount of the fair market value of the gift at the time
of the donation.

The signature of the individual(s) authorized by the charity to issue receipts.

For a lost or spoiled receipt, your organisation must issue a replacement. The
replacement receipt must contain all the required information as mentioned
above, plus a note stating that it cancels and replaces the original receipt and the
serial number of the original receipt. Your organisation must retain its copy of
the original receipt, which must be marked “cancelled”.

For more information, we recommend you read CRA publication IT110R3
Gifts and Official Donation Receipts, located under
http://www.cra-arc.gc.ca/tax/charities/publications_list-e.html (for English) or
http://www.cra-arc.gc.ca/tax/charities/publications_list-f.ntml (for French).

3@ Charity/Nonprofit
information, such as
name and address, does not
print from The Raiser’s
Edge. It is the responsibility
of the nonprofit or charity to
include it on the receipt.

While it is

recommended that
property valued over $1000
be appraised, there is no
legal requirement to do so. If
property has been appraised,
you must provide the name
and address of the appraiser
on the receipt.

@ Receipts can have a
facsimile signature if
the receipt is serially
numbered and the signature
is imprinted distinctly, such
as by a commercial printer,
with the name, address, and
BN/registration number of
the charity.
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Frequently Used Terms

To effectively use receipts as part of your organization’s fundraising efforts, you
should have a basic understanding of common terms. If you find an unfamiliar
term when you read this or any guide in The Raiser’s Edge user guides, search the
online glossary in the help file.

Consolidated receipt. A consolidated receipt is one receipt generated for
several gifts. For example, a donor gives $50 a month for 12 months. The
donor does not want a receipt each month, but instead wants one at the end of
the year for the full amount of $600. In this case, a consolidated receipt can be
generated and all 12 gifts have the same receipt number. For consolidated
receipts, you must print a message that includes the date range in which the
receipts were given. CRA requires a date be printed, but one does not
automatically print for consolidated receipts.

Multiple receipt stacks. If you receipt various ways, such as with preprinted
paper receipts and email receipts, or you receipt for multiple databases or
offices, you are using multiple receipt stacks. If you use multiple receipts
stacks, follow the guidelines in “Receipting Using Multiple Receipt Stacks”
on page 35. See also the entry for “Receipt stack™ on page 4.

Next available receipt number. This number is updated when the receipt
number is automatically added to the gift record through Mail, Batch, or
Import, or when the receipt number is manually entered and saved on the gift
record. It is stored in the Business Rules, Gift options section of
Configuration and appears in the Start receipt no. field on the General tab
when you open a Receipts mail task in Mail. If you use multiple receipt
stacks, the next available receipt number for each receipt stack is stored in
Configuration. You can manually adjust this number in Configuration.
However, you can never enter a number lower than the stored next available
receipt number.

Printed Receipt Number. The Printed Receipt Number is created by
combining Receipt Stack ID (taken from the Receipt Stacks code table in
Configuration) and the Receipt number (Receipt no. field on the gift
record). If you track multiple receipt stacks, the Printed Receipt Number is
used to check for duplicates, instead of just the Receipt number.

Receipt history information. A receipt history is information about
previously issued or reissued receipts. If a receipt is reissued for a gift at least
once, receipt history information exists. To access the Receipt History screen,
click the Receipts button on the Gift tab of the gift record.

Receipt stack. A receipt stack is the numbered and ordered stack of receipts
used to receipt donations to your organization. A receipt stack can refer to
printed paper receipts or email receipts. If you receipt only one way, with only
one receipt stack, follow the guidelines in “Receipting and Reprinting
Receipts” on page 7. See also the entry for “Multiple receipt stacks” on
page 4.

Reissue receipt. “Reissue receipt” indicates that the receipt has been issued
multiple times. Generally, “reissue” means to reprint receipts, but it denotes
that the donor has received the original receipt. For example, if a donor loses a
receipt and requests another, you can reissue the receipt. Normally, reissued
receipts have a different receipt number and must contain a message that it
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replaces the original receipt. In The Raiser’s Edge, no distinction is made
between a Reprint and Reissue Receipts process. To reissue a receipt, use the
Reprint process from a gift record. To reissue or reprint receipts, select Gift,
Reprint Receipt from the menu bar on a gift record. On the Reprint Receipt
screen that appears, you can further define whether it is a reprint or reissue.
See also the entry for “Reprint receipt” on page 5.

Reprint receipt. “Reprint receipt” is sometimes interchangeable with “reissue
receipt”. Sometimes it is necessary to reprint a receipt, either one that has
already been issued to the donor, or before it ever leaves your office. When
you reprint a receipt, use the same or a different receipt number, depending on
whether the donor has already received the receipt and whether you use
preprinted receipts. For example, if you made an error on the original receipt,
you can reprint another with the correct information. If the donor has not yet
received the original receipt, it is not necessary to include a message to
indicate that it is a replacement receipt, though it is possible. The Raiser’s
Edge and user guides use this phrase to refer to both “reprinting” and
“reissuing” receipts. For information about when and where in the program to
reprint receipts for various reasons, see the procedures in this guide. See also
the entry for “Reissue receipt” on page 4.

Spoiled receipt. A spoiled receipt contains receipt or gift information that was
incorrectly or illegibly entered, as defined by the Income Tax Interpretation
Bulletin issued by Canada Revenue Agency (CRA). A spoiled receipt requires
you to reprint the receipt.

Issues with Conversions

Receipting changes for Canada appear in The Raiser’s Edge versions 7.02 and
higher.

If you convert from The Raiser’s Edge versions 6.x, 7.0, or 7.01 to version 7.02
or higher, the program checks for the highest receipt number used and adds one
for the next available receipt number in Configuration. For example, if the highest
receipt number in your database before the conversion is 1524, the next available
receipt number stored in Configuration will be 1525.

As part of post-conversion clean-up, you can go into Configuration and manually
adjust the next available receipt number if, for example, you use preprinted
receipts and the number on the receipt is higher than the next available receipt
number.

When you convert to versions 7.02 or higher, the program does not check historic
data for duplicate receipts. The program still allows for consolidated receipts, so
duplicate receipt numbers may appear for this reason.

Suggestions for Receipts

To use The Raiser’s Edge to properly print receipts, we recommend these
guidelines:

» Do not change receipt numbers on gifts while another user prints receipts. This
applies to Import, Batch, and Records.

» Limit access to the Receipts mail task through Security.

3@ Multiple Receipt Stack
changes appear in
versions 7.5 and higher. For
more information about
multiple receipt stacks, see
“Receipting Using Multiple
Receipt Stacks” on page 35.
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To order preprinted

receipts from
Blackbaud, contact the
Forms Department via
Blackbaud’s Web site at
www.blackbaud.com or
through email to
businessforms@
blackbaud.com.

When you upgrade from versions 6.x, 7.0, or 7.01 to versions 7.02 or higher,
the program runs through all gift reords to check the next available receipt
number and determine the highest receipt number in use, which is then used to
store the next available receipt number.

As part of post-conversion clean-up, run the new Duplicate Receipts process in
Administration.

To avoid reuse of the same receipt number, the CRA tax bulletin states that it
prefers the receipt numbers be preprinted on the receipts.

After you print receipts in Mail, print a Receipt Report to keep for your records,
in case a question is ever raised.

For consistency and to ensure an appropriate message is always used, we
recommend you develop and have all Raiser’s Edge users in your office use a
standard message entered on the Reprint Receipt screen. This message appears
on reprinted or reissued receipts and explains that the new receipt replaces the
original receipt. To access the Reprint Receipt screen select Gift, Reprint
Receipt from the menu bar on a gift record. For more information, see “Reprint
Receipt Screen” on page 19.

When you print consolidated receipts, add a message to the receipt that includes
the date range for which the gifts were given. For example, “This is an official
receipt for gifts donated between 06/30/2007 and 07/01/2008”. CRA requires a
date be printed on the receipt. However, one does not automatically print for
consolidated receipts. You can enter the message on the Format tab in Mail or
on the Reprint Receipt screen. Any message entered on the Reprint Receipt
screen overwrites one entered on the Format tab.

To avoid complications in receipts, do not vary the way you record receipt stack
information. Choose one way and stay consistent.When you use multiple
receipt stacks, we strongly recommend you consistently record receipt stack
information one of two ways:

» When you enter a gift, consistently enter the receipt stack on the gift record.
 Consistently use the Receipts mail task in Mail to assign the receipt stack.

For a definition of multiple receipt stacks, see “Frequently Used Terms” on
page 4.

If you do not use multiple receipt stacks, do not enter information in the
Receipt Stacks code table or use the Receipt Stack fields on gift records and in
Mail.
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Printing Receipts in Malil

The receipting To ensure proper receipting, when you begin to run the Receipts mail task in Mail,
functions described in no other users can process receipts at their workstations. However, while the mail
this chapter are available in task runs, other users can create new parameter files for receipts, open existing
The Raiser’s Edge versions receipts, or reprint receipts from a gift record.
7.02 and higher. Functions . - . . A
for receipting using multiple If you attempt to run the Receipts mail task while receipts are already printing

from Mail on another workstation, a message appears. To return to the previous

Receipt stacks, as described screen, click OK.

in the following chapter, are
available in versions 7.5 and

higher. The Raizer's Edge |

N

Another uzer iz proceszing receipts at thiz ime. Only one uzer may generate receipts at a

firne,

If you start the receipt run with a number other than the next available receipt
number, Mail provides helpful messages. You cannot start the run with a value
less than the next available receipt number. If the value is greater than the next
available receipt number, you receive a warning that numbers will be skipped.
Additionally, a message appears to ask if all receipts printed correctly before the
message to mark all gifts as receipted.
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New Receipt Parameter Files

When you open a new Receipts mail task to create a new parameter file, the Start
receipt no. field on the General tab displays the next available receipt number, as
stored in Configuration.

I3 Hew Receipts M= E3 I
File Edit Favourites Help
HR3R0=?- |
E: Org. Address | T2 Gift Tppes | & PosgtalS aver | 3 Format
1: General | 2: Fieldz ta Include | 3 Filkers | 4 Attributes | 5 Ind. Address

j HeceiptStack:l[None] j [~ One per page

Receipt type: IF'replinted 1eceipts

Include... | All records

— Inchude Gifts with these Dates
Date to Use:lGifl date 4

Date: I Include all dates

r Include Gifts with these Amounts r~ Include these Constituents

Start amont: |$D,I:|I:| EI v Inactive constituents
Erd & [$0.00 [~ Deceaszed constituents
nd amount: |$0, | . , .
I = v Constituents with no valid address

EI — Inchude Giftg with these receipt stacks

Start ipt no.; [5152000 . )
EIEES e I %) Selected receipt stack or noreceipt stack

[~ Create IGifl 'I output guery

€ Selected receipt stack only

€l receipt stack:

< Back | Mewut » | Cancel | Frint | Preview | Layaut |

You cannot enter a value in the Start receipt no. field that is less than the default
number from Configuration. For example, when you open a new Receipts
parameter file, the number that appears in the Start receipt no. field on the
General tab is “5152001”. You cannot enter any number lower than that. If you
do, when you click Save, Print, Preview, or Layout, a message appears to inform
you that the receipt number cannot be less than the next available receipt number.

The Raiser's Edge E3

L3
y The receipt number cannot be less than the next available receipt number of 5152001 for this receipt stack.

@ If you are receipting
using multiple receipt

stacks, such as printed
receipts and email receipts,
or receipting for multiple
databases, additional fields
appear on the General tab of
the New Receipts screen. If
you are using multiple
receipt stacks, follow the
guidelines described in
“Receipting Using Multiple
Receipt Stacks” on page 35.
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The next available
receipt number is
updated once all receipts run
and you click Yes to mark
all gifts as receipted when

asked.

If you change the receipt number in the Start receipt no. field to a number higher
than what is the stored next available receipt number, when you click Save, Print,
Preview, or Layout, a message appears to inform you that receipt numbers will
be skipped.

The Raiser's Edge [ x|

? | The next available receipt number for this receipt stack is 5152001, The number you have entered will result in
‘-—‘.'r} receipt numbers being skipped. Would you like to continue and skip the receipt numbers?

Yes | Mo I

Opening Existing Parameter Files

When you open an existing Receipts parameter file, the value in the Start receipt
no. field is either the value from the last time the parameter file was used or the
next available receipt number, whichever is higher.

Previewing Receipts

Please note these points about what happens when you preview receipts rather
than print them:

» When you preview receipts, a message does not appear to ask if all receipts
printed correctly.

» When you finish previewing receipts, you can choose to print or close the
preview window. If you print from the Preview screen, a message appears to
ask if all receipts printed correctly. If you close the preview screen without
printing the receipts, you see only the message asking whether to mark the gifts
as receipted.

Restarting a Receipt Run in Mail

You can reprint receipts in Mail only if the mail task is still open and you have not
clicked Yes on the message that asks whether all receipts printed correctly. If you
click No, the Restart Run screen appears. On the Restart Run screen, you can
select at which gift to restart to reprint and specify the starting receipt number to
use.

The Raizer's Edge |

@ Did all receipts print correctly?
o |




When you click Yes, a message appears to ask whether to mark the gifts as
Receipted.

The Raizer's Edge E

@ YWwhould vou like to mark the gifts ag having been receipted?

Tez Mo |

To mark all gifts included in this receipt run as receipted, click Yes. The gift
records are updated with the correct receipt information, including date, number,
and ‘Receipted’ status. If you click No, the gift records included in the mail task
do not update. You return to the Receipt parameter file for standard receipts or the
control report for custom receipts.

=2 Gift for Emma V. Temell

Emma Terrell

-
Mot Acknowledged |—J _ il

06/07/2007 g :
$100.00 Receipt |Receipted =] [07/0as2007 g

|_|_ Receipt amt/no.: |$‘I 00.00 EI |24

o7 AmFond =]
e
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You can still manually change the receipt status on the gift record. However, you
cannot reprint receipts through Mail. The Reprint function is available only on the
gift record. If a gift is included in the receipt run, Mail generates a new receipt
number that overwrites the existing receipt number on the gift record. This flow
chart is a very basic depiction of the process for reprinting receipts in Mail.

Did all receipts print comecty?

YES MO
‘Would you like ta mark Restart Run
the gifts az having been SCreen appears
receipted’?
YV w ak Cancel
Gifts are You return to fou return to
updated the previous Receipts print the previous
SCreen and you return SCrREN
ta the previous )
Message

rou return to
the previous
SCreen

> Restarting a receipt run

Restart Run screen, decide where in the receipt run this happened and begin

E You print standard receipts through Mail and the printer jams. At the
to reprint at that gift record.

1. From a receipts parameter file, click Print. For more information about
running receipts, see the Mail Guide.

When the mail task finishes, a message appears to ask whether all receipts
printed correctly.

The Raizer's Edge E

@ Did all receipts print comectly?
|
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2. Click No. The Restart Run screen appears.

3.

4.

5.

_EJ Restart Run

Step 1: Select the record from which pou would ke the restart to run,

Records Included in Fun

Timathy D. Billings E705 Mountain Lane Denver, CO . (38
Emma*. Terell 245 High Hill Court Suite BEWinnip... i
Emma . Terell 845 High Hill Court Suite 56 Winnip... 10
Emma*. Terell 245 High Hill Court Suite BEWinnip... i
Emma . Terell 845 High Hill Court Suite 56 Winnip... 10
Luke J. Thames 418 Willow 'Way Yancouver BC WA 28
Felly &, Yaughn 1312 Hammock Street Montreal OC... 10
Fely &, Yaughn 1312 Hammock Street Montreal GC... 10+
KN LI_‘

Step 2: Select the new starting receipt number.

* Heuge the same receipt number(z)

€ Stark with receipt number

(] 4 | Cancel |

In the Step 1 grid, select the gift where the last receipt printed correctly.
To search the grid for the gift, click Find.

_EJ Restart Run

Step 1: Select the recard from which yau would like the restart o run.

&4 Fird

Records Included in Fun j‘
TIMOTHY D, BILLINGS 7 G705 MOUNTAIN LANE DENWER ... 35
Edbdt . TERRELL 80 845 HIGH HILL COURT SUITE 56 ... 5C
Emdbics v, TERRELL g0 845 HIGH HILL COURT SUITE 56 ... 1€
Edbdt . TERRELL 80 845 HIGH HILL COURT SUITE 56 ... 5C
Ebdbdts . TERRELL g0 845 HIGH HILL COURT SUITE 56 ... 1
ELI_I KE ) THAMES g 418 WwILLDW WAMCOUWER ..
KELLY &, WalGHM g5 1312 HakMOCK STREET MONT... 1L
KELLY A WALGHM 85 1312 HakMOCK, STREET MONT... 1+
KN LI_‘

Step 2: Select the new starting receipt number.

" Reuse the zame receipt humber(s)

€ Start with receipt number

ak. | Cancel |

In Step 2, select the starting receipt number to use. You can select to
either Reuse the same receipt number(s) or Start with receipt number
[ 1. For example, if you use preprinted receipts with the numbers already
printed on them, select Start with receipt number [ ].

Click OK. The receipts print again, starting with the selected gift.

6 To export or print the
grid, right-click on it.
Reprinting begins with the
highlighted row on the
Restart Run screen.
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When the mail task finishes, the message appears to ask whether all
receipts printed correctly.

The Raizer's Edge

@ [id all receipts print cormecty?
e |

6. If the receipts printed correctly, click Yes. A message appears to ask
whether to mark the gifts as Receipted.

The Raizer's Edge

@ Would wou like to mark the gifts az having been receipted?

Yes Mo |

7. To track the gifts for which you have sent receipts, click Yes. Otherwise,
click No. You return to the mail task.

8. To save the mail task, on the toolbar, click Save.

9. To close the mail task, select File, Close from the menu bar. For more
information, see the Mail Guide.

If there was a problem with the receipts you print through Mail and you already
marked the gifts as Receipted, you should manually reprint each receipt that did
not print correctly from its gift record.

If there are too many receipts to reprint individually, you can use Query and
Global Change to find and update the last records marked as Receipted and rerun
them through Mail. For example, your printer runs out of toner on the last 50
receipts you print in Mail, but you do not notice until after you mark all gifts as
Receipted. You can create a Gift query using the filters Receipt date = Today and
Receipt number between the number on the first gift to be rerun and the next
available receipt number. With Global Change in Administration, you can
change the status of the records included in the query from “Receipted” back to
“Not receipted”. After you replace the printer’s toner, rerun the Receipts mail task
in Mail for the records included in the query. For more information about Global
Change, see the Global Add, Change, & Delete Guide. For more information
about how to create a query, see the Query chapter of the Query & Export Guide.
We recommend you limit access to these areas of the program through Security.
For more information, see the Security chapter of the Configuration & Security
Guide.
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Gift Amount vs. Receipt Amount

Both the gift Amount and Receipt amt fields appear on the gift record. The
values in these fields may be the same, or they may be different. When you print
receipts from Mail, on the Format Tab, Output Options screen, you can select
either Receipt or Gift in the Amount to Print field.

I3 Mew Receipts

Arnount to print: I Receipt = I

Print this meszage on each receipt:

s A e o A = e e e AR ST et

« If you select Receipt, the receipt amount prints on the receipt.
« If you select Gift, the gift amount prints on the receipt.
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Benefits Amount/Value of Advantage

If the gift has a benefit value, you must print it, the original gift amount, and the
amount eligible for tax purposes on the receipt. When you print receipts from
Mail, on the Fields to Include tab, you can select to print the benefits amount on
the receipt. To print the benefits amount, add Preprinted Fields: Benefits Amount
(Total For Gift) to the Fields to Export box. If the gift has a benefit value, it
prints on the receipt as the Value of advantage.

12 Hew Receipts [_ |C]

File Edit Favourites Help

RS R -2 |

E: Org. Address | 1 Gift Types | 8 PostalS aver | 5: Farmat |
1: General 2 Fields to Include | 2 Filters I 4 Attibutes I 5 Ind. Address
Select optional figlds wou wizh to print by moving them to the right-hand box, |
Aailable Fields: Fields to Export:
7 Preprinted Fislds Preprinted Fieldz.Addresses O ptians... |
: Address barcode Preprinted Fields.Address Block
Delivery Mode Code Freprinted Fields. Printed Receipt Mumber
Fund description Preprirted Figlds. D ate [Short date)
Gift type ﬂ ‘B Prepirirted Fields.Benefi
Organization Mame bes Preprinted Fields.Amount Received
: Position Preprinted Fields.|D
ﬂ Preprinted Field="y'TD Amount
<<
4] |
ik Find...l
< Back I Ment » | Cancel Frint | Preview I Layout

Entering Receipt Numbers on
Gift Records

When you enter receipt numbers on the Gift tab of the gift record, either for the
first time or when you edit an existing gift, the program checks for duplicate
receipt numbers as soon as the gift is saved. If the receipt number is already in use
on a gift record in the database, a message warning that the receipt number is
already in use appears.

The Raiser's Edge I

® The conbination of receipt stack and receipt number iz already in

uze. The next available receipt number for this receipt stack iz
5152007, Select from the options below the number you would

" |lze the nest avallable receipt nurmber (5152001)
% |lze the receipt number [5152000] as entered on the: qift

QK I Cancel
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If you are about to reuse a number, the program warns you but does not prevent
you from doing so. If you choose the Use the receipt number () as entered on
the gift option, you will have duplicate receipt numbers.

The program also checks to see if the receipt number you enter is higher than the
next available receipt number. If it is, a message appears to tell you that you are
about to skip receipt numbers and ask whether you really want to do so.

The Raiser's Edge I
& Warning: The receipt number entered (7000823) is higher than the next available receipt number (5152001) for this
- receipt stack. This will result in receipt numbers being skipped. Do you want to continue and use the number entered
(7000823)7
oK | Cancel I

Again, this message only warns you that you will skip receipt numbers, but does
not prevent you from doing so. If you skip receipt numbers, the program stores the
next available receipt number as one greater than the highest receipt number. You
can manually enter receipt numbers that have been skipped directly onto the gift
record, but Mail does not use skipped numbers for receipting. Mail only starts at
the next available receipt number.

If the Receipts mail task is being run on one workstation, no other user can run
receipts from another workstation. However, you can enter and edit gift
information while the receipts print.

17
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Reprinting Receipts from Gift

Records

To reprint receipts, select Gift, Reprint Receipt on the menu bar of a gift record.

Beprint Receipt

Campaigr:
I Currenicy Exchange

Receipt amt/ho.: |$5EI.DD

|

A l +% Make Recuring
Appeal: I Sl Stonky Froperty
Package: I Srite vI
v Solicitors ” Load Defaults from...
Fay method: I[;ash =] Amount billz: |$EI.DD II
Ret no./date: | | |E| Amount coins: |$D.DD II
|Dale added:

| Press F7 for Constituent Search

¥ Gift for Kelly A. Yaughn [_ o] =]
File Edit iew m Favourtes Tools Help
I Save and Clos - M First Gift 1 » H|—*'||%'|&'|| ?'|%' ‘
v Gilt | v disce ¢ EEOS B g Gifts | Tribute | Attibutes | v Spit Gift |
B Mext Gift
Constituent: I M Last Gift MI ID: 85
Gift type: I — Golo b vI Reference: I g
Gift subtype: I %) Apply ta G 'I Acknowledge: INotAcknnwledged | I =
Gift date: I & Links ' Letter “ ﬂ Benefits |
Amount; I Adjust Receipt: IHeceipted ﬂl =
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Reprint Receipt Screen

On the Gift menu, the Reprint Receipt selection is enabled only if the gift is
marked as Receipted and a receipt number is entered on the gift. When you select
Gift, Reprint Receipt, the Reprint Receipt screen appears.

Repnnt Receipt |
Feceipt action: IHEiSSUE j

Receipt hiztory reason: IDn:-nn:-r lozt receipt

Lz thiz parameter file: IPaper Receipts ﬁl
Feceipt number to uze: 8 Mext available: |3

™ Same: IE

" Other; I

Meszage to print an receipk | This iz a reissue for receipt #2.

Cancel | E wport | Erint Fresem

Receipt action. The Receipt action field indicates the type of receipt
transaction being processed on the gift record. It explains why it is necessary
to print another receipt for this gift. What you select in this field appears on
the Receipt History screen.

The Receipt action field is required. However, you must define the options
for this field. We recommend you define the options of Reprint and Reissue.
Or, enter the terms your organisation uses to distinguish between different
types of reprinted or reissued receipts. To create table entries for the field,
click Receipt action. The Receipt Actions screen appears. To add new
options for this field, click Add.

f* Long Descrption € Short Deserption
= Reprint
Inzert | Qelete...l

Soit... | Frint... |
o]+
ak. I Canhicel |
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For consolidated

receipts, we strongly
recommend you enter a
message including the date
range the gifts were given.
CRA requires a date, which
does not automatically print
for consolidated receipts.

Receipt history reason. This field includes an explanation of why receipts
have been reprinted or reissued. What you enter in this field appears on the
Receipt History screen.

Use this parameter file. To reprint or reissue a receipt, you can use the settings
of existing Receipts parameter files. To search for an existing Receipts
parameter file, click the binoculars. These parameter files are created and
stored in Mail.

Receipt number to use. These options enable you to reprint the receipt with
the next available, same, or different receipt number. This is required. CRA
requires that receipts have a receipt number.

Message to print on receipt. The message you enter here automatically
appears on standard receipts. If you export receipts, the message is added to
the export file. This message overwrites any message in the receipt’s
parameter file, which you select on the Format Tab, Output Options of the
mail task. This message also overwrites any benefit Notes entered on the
Benefits screen, accessed through the gift record.

Receipt Field and Receipt History Screen

If the receipt for a gift has been printed at least once, the label for the Receipt
field on the Gift tab of the gift record becomes a button. To access the Receipt
History screen for the particular gift, click the Receipt button.

To appear on and update the Receipt History screen, the receipt must be printed
from Mail or a parameter file (selected when you print from the gift record). If
you manually mark the gift as ‘Receipted’ on the gift record, the Receipt History
grid does not update.

To update the Receipt History grid, click Yes at the message that appears after
printing the receipt(s) and ask “Would you like to mark the gifts as having been
receipted?” (for new receipts) or “Would you like to update receipt information?”
(for reprints).

Receipt History E3
Current Receipt Information
Status: Receipted Date: 041242009 Amount; $100.00 Hurnber; 304
Receipt Hisktory
Receipt Date / I Receipt Ma, Receipt Amt, I Action Reason
10/09/2009 203 $100,00 Prinked From Mail
10/09/2009 203 $100,00 Reprint Prinker jam during processing
04412 [2009 304 $100.,00 Reissue Donor lost original receipk
[+] | i3

Cloze

Current Receipt Information. The Status, Date, Amount, and Number for
the most recently reprinted receipt appear across the top of the screen.
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Receipt Date. The Receipt Date that appears on this screen is the original
receipt date on the gift, before it is reprinted. When the receipt prints, both the
original and the current (reprint) date are listed.

Receipt No. This is the receipt number on the gift before it is reprinted.
Receipt Amt. This is the receipt amount on the gift before it is reprinted.

Action. This field refers to the type of receipt transaction, as defined on the
Reprint Receipt screen.

Reason. This field further explains why the gift was reprinted. This information
is from the Receipt History Reason field on the Reprint Receipt screen.

The Receipt History grid on the Receipt History screen is for informational
purposes only. You cannot enter information in this grid. The grid sorts by
Receipt Date in ascending order by default. To sort the grid by another column
header, click and drag the column header.

Reprinting Receipts

Before you reprint receipts, if you are unsure which area of the program to use,
ask yourself these questions:

» Why are you reprinting the receipts? Was there a printer problem or a
user error in data entry, or did the donor lose the original receipt?

If a printer problem occurs while you are still initially printing the receipts
using the Receipts mail task in Mail, you can reprint by using the Restart Run
screen. You can do so only if you have not yet clicked Yes on the “Did all
receipts print correctly?” message.

I you reprint a receipt due to error, either in data entry or on the donor’s part,
or if the donor loses the original receipt, you must reprint from the gift record.
On the menu bar, select Gift, Reprint Receipt. Include a message to indicate
it is a duplicate receipt.

 Did the donor already receive the receipt?

If so, you must reprint the receipt with a new number and a message to
indicate it is a reprinted receipt. If not, you do not need to include the message

and you can use the same receipt number, if it is not preprinted on the receipt.

21
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> Reprinting a previously issued receipt

E Kelly Vaughn says she cannot find her receipt for a $50 gift given on
02/02/2007. To reprint the receipt, use the Gift, Reprint Receipt menu on
the gift record. Include a message stating this receipt replaces the original
receipt and include the original receipt number. Use the next available
receipt number.

1. From the gift record for Kelly Vaughn for $50, dated 02/02/2007, select
Gift, Reprint Receipt from the menu bar. For more information about
opening gift records, see the Gift Records Guide.

gﬁiﬂ:for Kelly A. Vaughn !EE
File Edit View | Gift Favourites Tools Help
[ save and Clo: M First Gift i)l|—" %'|§'|| P - B |
v Gt | v Mises ¢ BrEVious Gt | Atibutes | Spit Git |
Conztituent: [ o5
Gift type: [ -+ Goto » Reference: I ‘g
Gift ublype: [ (4 Apply to " Acknowledge: INot hcknowledged | ¥ | I
Gift date: [ & Links 3 Letter ” 'I :]I Benefits |
Amount: [ diust Receipt | Receipted | |o2s0z/2007
Fund: I' Currency Exchange Receipt amt/no.; |$50.DD =| |2U2
£ 3% Make Recurring
Appeal; [
Package: [
+ Solicitors "
Pay method: [ Amount bills: |$50_DD EI
Load Defaults from. .. _
Rief no./date: [ . e— Amaoint coing: |$D_DD EI
|Date added: 0B/27/2001

| Prezs F7 for table lookup |€§;¢

The Reprint Receipt screen appears.

Reprint Beceipt

Receipt action: I j
Receipt histary reason: I
Uze thiz parameter file: I ﬁl

Receipt number bo uge: ¢ Mext available:  |B02

" Same; 202

= Other; I

tMeszage to print on receipt:

Cancel | E xport | Frint Freview
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2. Inthe Receipt action field, select Reissue because the donor asked you to You must define the
reissue the receipt. options available for
. . . the Receipt action field. We
3. Inthe Receipt history reason, enter “Donor lost receipt” as the suggest you use Reissue and
explanation to appear on the Receipt History screen. Reprint to define the

receipting action from the
gift record. See the sample
database that comes with the
program for examples. To

4. In the Use this parameter file field, click the binoculars and select a
parameter file of established settings to use to reprint the receipt. The
Select a Parameter File screen appears. For this example, select Gift

Receipts for Supervisor. For more information about selecting parameter add field options, click
files, see the Mail Guide. Receipt action.
5. In the Receipt number to use field, select the Next available option. If the donor has not yet

received the receipt,

In the Message to print on receipt field, enter “This duplicate receipt you can use the Same

replaces receipt no. 202.” option, if you want to use
. . the same receipt number as
on the original.
Receipt action; |F|eissue j

Receipt histary reason: ID ohor lost receipt

Ize this parameter file: IEift Receipts for Supervizor ﬂl

Feceipt number to use:  Mest available:  [B02

£ Same: 202

= Other: I

teszage to print on receipt;

Thiz duplicate receipt replaces receipt
no. 202

Cancel | E sport | Frint | Freview |

7. Click Print.

8. Because the parameter file you selected has the Save Static Query
checkbox marked, the Save Static Query screen appears.

Save Static Query E3

uuer_l,lﬂame:|GiftHeceiptsfurSupervisor | S ave I

Drescription: ;I Cancel |

[ |

Cuemy format; IStatic "l Guery Type: Gift

¥ Other users may erecute this query Created From: Mail - Gift Receipts for
Supervisor
W Other users may modify this query
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9. Because you are only printing one record in this receipt run, you do not
need to save a query of the records included in the run. Click Cancel. The
receipt processes and the update information message appears.

The Raizer's Edge

@ “iould you like to update receipt infarmation?

ez Mo |

10. To update receipt information on the gift record, click Yes. You return to
the gift record.

11. To save and close the record, click Save and Close on the menu bar.

Batch

You do not have to When you enter gifts in a gift batch, you can select the receipt fields for data entry.
enter the receipt However, the program does not check for duplicate receipt numbers during data
number in batch. entry, but only when you Commit or Validate the batch. Duplicate receipt

numbers can cause an exception and appear on the batch exception report.

The Tools, Global Change menu item in Batch, which enables you to make all
entries in a selected column the same, is not available for the Receipt number
column.

For gifts not present on the batch data entry grid, receipt numbers are handled
according to the following:

 Cash gifts created from pledge overpayment; options are available on the
Receipts tab of the Commit Batch screen.

» Payments added using Add Payments to Pledge; options are available on the
Receipts tab of the Commit Batch screen.

» Payments added using Add Payments to Recurring Gifts; options are
available on the Receipts tab of the Commit Batch screen.

* Receipt numbers for Matching Gifts are never to be automatically added to the
Matching Gift pledge. Receipts are normally processed for payments, rather
than pledges. Pledges normally receive pledge reminders.
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Receipts Tab on Commit Batch Screen

If the receipt number field is included on the Data Entry screen, a new Receipts
tab appears on the Commit Gift Batch screen. The options on the Receipts tab
designate what to do if a receipt number entered in the batch being committed is a
duplicate of an existing receipt number in the database.

Commit GiftBatch [
g

Step 3: Indicate how to process receipt numbers

1: General | 2 Paymentz

If duplicates are found for the combination of receipt stack and receipt number:
¥ Create an exception if the duplication existz on any constituent's giftfs)
" Create an exception if the duplication exists only on a differsnt constituent's giftz)

" Commit the gift aryway

Batch Statistics |
Running number of gifts: 3 Mumber of matching gifts: 0
Runring arnaunk: $1.600.00 Matching qift amount: $0.00
Created on; | 10/07)2007 11:43:31... Times commitked: a0
Last changed on: | 10/07/2007 11:44:57,., Last committed on:
Created by SUpEryisar

< Back | st | Cancel | EDmmitNoﬂl

Create an exception if the duplication exists on any constituent’s

gift(s). If a duplicate receipt number is found, that gift transaction becomes an
exception and appears on the exception report. It is handled according to how
you specify on the General tab, as to whether a new Gift batch of exceptions is
generated.

Create an exception if the duplication exists on a different

constituent’s gift(s). If you select this option, an exception generates only if
the receipt number exists on a gift record of a different constituent than on the
gift being committed. For example, if a gift is being committed for John Doe
with a receipt number of 9 and John Doe already has a gift in the database
with a receipt number of 9, the gift does not become an exception. However,
if Mary Smith has a gift already in the database with a receipt number of 9,
John Doe’s gift becomes an exception because the receipt number appears for
two different constituents.

Commit the gift anyway. If you select this option, the batch does not check for
duplicate receipt numbers and simply commits all gifts, as long as nothing
else causes an exception.

The next available receipt number is not updated in the database until the batch is
committed.

3@ If transactions are
automatically
generated, then all fields not
currently in the batch are
added to the batch. This
includes the Receipt
number. Therefore, the
Receipts tab is always
present when auto-generated
transactions are added to the
batch.

If you select the
Commit the gift
anyway option, you may get
duplicate receipt numbers in

your database.
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Validate Gift Batch Screen

The If duplicates are found frame appears at the bottom of the Validate Gift
Batch screen. The options available in this frame on the Validate Gift Batch
screen are the similar to those on the Receipts tab of the Commit Batch screen.
However, when you Validate a batch, the program checks only for duplicate
receipt numbers entered in the current batch. It does not search the database for
duplicates of existing receipt numbers. Though duplicates are not noted on the
Validate screen, they can generate exceptions. For more information about the
Commit batch screen, see “Receipts Tab on Commit Batch Screen” on page 25 of
this guide or the Batch Guide.

Validate Gift Batch ]|

The walidation process will compare the projected totals for thiz batch to the running totals, as well as confirm
that each row in the batch can be committed without eror,

Y'our anzwers ko the following questions will allow the validation to be bazed on how the batch iz to be
comitted.

[T Automatically apply gifts to pledaes and recuning gifts
= @l apply gifts to pledge. atd recurringgifts itk the same fund(z]

If & payment overpaps a pledge or recuring gitt: = Create qift with remaindes

¥ Create an exception (do not commit the payment]

[ Check credit card authorization codes on credit card gifts
If a credit card payment with a declined authorization code iz found:
£ Commit the gitt amway

(% [Lreate an erception [de not commit e qitt]

If duplicates are found far the combination of receipt stack and receipt number:
¥ Create an exception if the duplication exists on any constituent's gift(s)

™ Create an exception if the duplication exists only on a different constituent's gift[s)

= Commit the gift anyway

W alidate Mow Cancel
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Query and Export

You can use the fields in the Gift Receipt History category, available on the
Criteria tab in both Query and Export, to export and query on past receipt history
information. The fields in the Gift Receipt History category added to Query and
Export are: Previous Receipt Amount, Previous Receipt Date, Previous
Receipt Number, Previous Receipt Reason, and Previous Receipt Type.

& New Gift Query - The Raiser's Edge

Fil= Edit “iew Fomat Fecords  Fawourtes Toolz: Help

= T Y

1:Criteria |2:Elut|:|ut| 3:80rt| ﬂ:HesuItsl

The filterz entered here will determine the records that are output.
— Awailable Fields — Filkers

Shawe: | <All> =l

- Events ;I

- Membership

- Proposzals

- WA

EGift Receipt History
Previous Feceipt Amount
Previous Receipt Date
Previous Receipt Mumber
Previous Receipt Reason |

_I Previous Receipt Type -

»

<-F|emwe| [Ehanae.. |_[| _]l ﬂl il llll
Bun Mow |

¢ Find | ol |

¢ Back | Mest » | Cancel |

| | | /4

The Gift Receipt History category is available under all Gift categories in Query
and Export, including First Gift, Last Gift, and Largest Gift subcategories.

Keep in mind, the receipt information found in the gift fields directly under the
Gift information category represent the most recent receipt information for that
gift. These fields are one-to-one fields. The fields under the Gift Receipt History
category are one-to-many fields and represent previous receipt information.

One-to-one fields can

only have one
relationship to other fields.
For example, the spouse
field has a one-to-one
relationship with a
biographical field because
each constituent can only
have one spouse.
One-to-many fields can have
several various relationships
to other fields. For example,
a biographical field has a
one-to-many relationship
with a gift field because
each constituent can have
many gifts.
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@ The Receipt column
displays the Receipt
number, if you are
receipting from only one
receipt stack. If you are
using multiple receipt stacks
and tracking them in

The Raiser’s Edge, the
Receipt column displays the
Printed Receipt Number (a
combination of Receipt
Stack ID and Receipt
number). For more
information, see “Receipting
Using Multiple Receipt
Stacks” on page 35.

Administration

Duplicate Receipt Report

To search the database for gifts with duplicate receipt numbers, click the
Duplicate Receipts link on the Administration page. You can create an output
query of the gifts returned in the search. We recommend you run this process in
post-conversion clean-up.

#% The Raiser's Edge

File Edit “iew Go Favourtes Tools

Help

4 Back & Forward| Open in separate windaw

Syztem Statistics

Import

Globally Add
Records

Globally Change
Records

Globally Delete
Records

Globally \frite Off
Pledges

Post to General
Ledger

Duplicate
Caonstituents

Duplicate
Receipts

Merge
Canstitugnts

Walidate
Database

Dirop Lapsed
Members

Security
— 8

‘wielcome to The Raizer's Edge 7

P System Statistics

b Import

b Globally Add Records

b Globally Change Records
b Globally Delete Records

P Globally \irite Off Pledges
b Post to General Ledger

b Duplicate Constiuents

b Duplicate Receipts

b Validate Database

F Drop Lapsed Members

b Security

F QUELE

} Data Enrichment Services

~ System Statistics

i Provides you with & court of the records in your database. For more information about System Statistics,
see the Program Basics chapter of the Program Basics Guids

N E

The Duplicate Receipt Report includes: Receipt, Constituent Name, Gift ID,
Fund ID, Gift Date, Gift Amount, Receipt Date, and Receipt Amount
columns. Due to the number of columns, the report does not accommodate the

Fund Description.
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If gifts are split among several funds, all fund IDs list on the report. These funds
are separated by commas, and the row in the report expands to accommodate the
multiple funds.

Ig New Duplicate Receipt Repoit WEE
X I<| 4 | 10f 1 > | -| %|§|®| [z =] |:|ﬁ| Total28 100 26 of 28
Freview |
R Rlackbaud Nema
Duplicate R eceipt Report

Receict Constituerit Harne Gift 1D Fund 1001 Gift Date Gift fmowrt Receict Date Receict Arnourit

0 Carer Farmacemiak, T 37 3000 35000

0 City Tmmanse Congaar 29 10000 10000

0 Dauk &Toloson Phammcenticak 382 20000 2000

1 Foneigu FnawinlGrorg, Lol 3T 37 37500

0 Fow Moo Gas & Elotic 37 T 7000

0 Fonowyhia Gl 6 Fring Corpmations 379 00,00 00 00

0 B Cempesaton o 112500 112700

0 Werky G e 3 100000 1,000 00

1M FlunH Cmawlew L0000 1000 00

10 Torerh &, Malwasy 17 43000 12020995 +3000

1M Molnumed Ealowa 2 100000 0512 1,000 00

113 TerspbP Dimechn 388 3000 0 3000

11 Creklenl Tous 000 000

103wkt Eay e 12700 01472000 12700

1% o D. hosn 300 20000000 03271595 200,000 00

1% BeprB Langhy 12500

107 Mak D Adawson bi4] 200

117 adiow 3 Fl 2000

234 HMak D, Adsmson m 10000

234 Heallwa L Finllas: 34 1700

234 Leasll Tt ng w00

471 Masd D Adawson 20 3T00

+11 Ly Al m 10000

+1 Ik Bl 17 00

1303 BabertC. Heramales 413 10000

1303 Bleaica L. fBame 00

3008 Ealertt. Hermules 419 1000 00

3009 Anly T Lorsus +10 200000 07072000 2,000 00

Dplicak Becept FBoml: 23

The Duplicate Receipt Report sorts first by the receipt number and then by the
constituent’s name. You can print the Duplicate Receipt Report from the preview
screen that appears after you click Run Report Now on the Duplicate Receipt
Report screen, accessed through the Duplicate Receipts link on the
Administration page.

Duplicate Receipt Report Screen

When you click the Duplicate Receipts link on the Administration page, the
Duplicate Receipt Report screen appears. On this screen, select which records and
for which receipt numbers to search or not search in the database.

Duplicate Receipt Report E3 I

Thiz facility vill zearch for gitts with duplicate receipt numbers
fram the zame receipt stack.

Inciude the gift in the report if the duplication:

¢ Exists on any constituent's giftfz)

' Exists only on a different constituent's giftfs)

Options
[ Include gifts fram constituents who receive consolidated receipts
[ Create output query of duplicate records

Fun Repart Maw I Cancel |

Exists on any constituent’s gift(s). When you select this option, the gift is
included in the report if the same receipt number appears on any two gifts for
the same or different constituents.

29
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Exists only on a different constituent’s gift(s). When you select the
option, gifts are included in the report only if the same receipt number appears
on gift records for different constituents.

Include gifts from constituents who receive consolidated receipts.
When you mark this checkbox, gifts for constituents whose Receipt Type on
the Bio 2 or Org 2 tabs are set to Consolidate Receipts are included in the
duplicate receipt number search.

Create gift output query of duplicate records. When you mark this
checkbox, a gift output query of all gifts with duplicate receipt numbers is
created.

Run Report Now. When you click this button, the program checks for duplicate
receipts. A preview of the Duplicate Receipt Report appears.

Import

The program checks for duplicate receipt numbers during the Importing,
Updating, and Validating processes for the following import types: Gift, Pledge
Payment/MG Pledge Payment, and Recurring Gift Payment. To start the database
check, click Import Now. The program checks for duplicate receipt numbers in
the database, not the import file.

Gifts with their receipt numbers updated through Import do not have an entry
added to the grid on the Receipt History screen. The Receipt History grid is
updated only when you select Gift, Reprint Receipt from the menu bar of the gift
record.

For more information about the Receipt History grid or reprinting receipts from
the gift record, see “Reprinting Receipts from Gift Records” on page 18.
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Summary Tab

A section appears so you can define how to process duplicate receipt numbers
during an import. The section appears between Import Options and Import
Summary Information on the Summary tab of the Import parameter file.

Import - Gift

17 | Create an output query ohthe recards updsted

If duplicates are found for the combination of receipt stack and receipt number:
@ Do not impart the gift if the duplication exists on any constituent's gift(s)
€ Do not impart the gift if the duplication exists only on a different constituent's gift(s)

© Impart the: gift anyway

Type: Gift

File Mame: C:4Caonstituent Update with 3 Attibutes. cavw
Mew giftz will be imported

Figld namez are on the first line of the import file

Figlds are separated by Comima
The text qualifier iz a <Cuotation:

Do not import the gift if the duplication exists on any constituent’s

gift(s). This is the default selection. If the receipt number on the gift in Import is
on any gift record in the database, that gift creates an exception and appears
on the exception report. Based on the user’s defined User Options for Import,
an exception file can be generated for records not updated/imported.

Do not import the gift if the duplication exists only on a different
constituent’s gift(s). Exceptions are generated if the receipt number exists on a
gift record for a different constituent than on the gift being imported. For
example, if a gift is being imported for Kevin Singleton with a receipt number

of 112 and Kevin Singleton already has a gift in the database with a receipt
number of 112, that gift in the import file will not be an exception. However,
if Tyler Jones has a gift already in the database with a receipt number of 112,
Kevin Singleton’s gift creates an exception.

Import the gift anyway. When you select this option, Import does not check
for duplicate receipt numbers and simply imports all gifts as long as nothing
else causes an exception.
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When the Import process finishes, the program updates the next available receipt
number. If the receipt number on an imported gift is greater than or equal to the
next available receipt number stored by the program, the next available receipt
number becomes one greater than the highest receipt number. For example, if the
next available receipt number stored by the program before Import is 50, but the
highest receipt number imported is 100, the next available receipt number
becomes 101 after the import is complete.

The Receipt Number field supports only numeric characters and has a maximum
value of 2147483647. If you attempt to import a gift whose receipt number
contains invalid characters or is greater than this number, that gift creates an
exception with the reason of Invalid receipt number.

Queue

If you include receipts in the queue, the program does not display the warning for
other users not to enter receipt numbers while the receipt function runs.

When you view the parameter file via Queue for Task Scheduling, the Start
receipt no. field on the General tab behaves the same way as on the General tab in
Mail.

When you process each receipt run in the queue, the first receipt number starts
with the next available receipt number stored in the program or the value currently
saved on that mail parameter form, whichever is higher.

You cannot specify whether to mark gifts as receipted for each receipt run. To
avoid problems with receipt numbers, gifts receipted via Queue for Task
Scheduling are always marked receipted.

When receipts finish processing, the program updates the next available receipt
number.

Defaults

There is a Business Rule that enables gifts to be automatically created when you
add memberships or when registration fees are added for event registrants. Event
registrants must meet one of these requirements:

» The registrant is a constituent.
» The registrant has a row added to the registration fees grid.
» The registrant does not already have a gift linked.

Receipt number is not available for selection on the General screen of Gift
defaults. To access the Gift Defaults screen, select Tools, Organise/Create
Defaults on the menu bar on the shell of The Raiser’s Edge. This prevents
duplicate receipt numbers when gifts are automatically generated during
membership and registration fee imports.
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Configuration

The next available receipt number is stored under Gift options, Activity options
on the Business Rules page in Configuration. The next available receipt number is
updated if the receipt number is automatically generated or if you enter a receipt

number manually.

'Configuration +Business Rules ;

Gengral When adding a gift warn if constituent has... =
@ [(Jg:llcc?te.s [¥ Outstanding pledge balances
el[fdividuals [¥ Dutstanding registration fees
2] Organizationz [¥ Lapzed memberships
When changing "gift amount' automatically update...

- |Z] Options )

i Name display [V Receipt amourt
i 5] Membership

Generate IDs

Batch options [ Currency gift amaunt

=3 Gift options When changing 'receipt amount' automatically update... i
eneral options [ Currency receipt amount ;I
""" 11y optioh:

When generating receipt numbers...

27 Constituent options

i [E] General options Feceipt numbers will be generated using the nest available number for the
specified receipt stack.
i opti ch Nurb [Click. '"Change Number' to view or edit the nest available
e b e i i el receipt number for each receipt stack)

""" Achivity options a gift....
Event options [ Automaically
(a: User defln_ed ules [+ Da not allow receipt amount' to exceed 'gift amount’
i+ [£] Constituent ;
- 5] Gift I Do not allow gifts to be saved that are less than El

Mezzage: I g

On the Business Rules page, anyone with rights established from the Security
link of Administration can change the next available receipt number. To change
the next available receipt number, click Change Number. The Change Next
Available Receipt Number screen appears.

Change Hext Available Receipt HNumber |

You can change the next available receipt number for
each receipt stack by typing it in the cell nest to the
receipt stack you wizh to change.

Click the up arrow in the box to find the first available
receipt humber far that receipt stack.

Receipt Stack Mext Available Receipt Mo,
(Mone) 5152001 y

ak I Cancel |
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You can manually enter a number in the Next available receipt number field.
The program verifies the receipt number you enter is greater than or equal to the
number stored in the program. You can only enter numbers in this field. The
maximum number is 2147483647. To find the lowest available receipt number,
click the ellipsis with the up arrow.

To update the next available receipt number, click OK. To close the screen
without updating the receipt number, click Cancel. You return to the Business
Rules page.

VBA and API

When you write code to run a receipt parameter form through VBA for Advanced
Customisation or API for Advanced Application Development, the warning to
make sure other users are not updating gifts does not appear.

When you run receipts through VBA or API, the start receipt number is either the

next available or the value set by the user. No warning message appears if the next
available receipt number is higher than the one stored in the parameter file being

used.

When receipts run through VBA or API, the program updates the next available
receipt number, if you select to mark gifts as Receipted.
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If you do not truly use

multiple receipt stacks,
do not enter information in
the Receipt Stacks code
table or use the Receipt
Stack fields on gift records
and in Mail.

In The Raiser’s Edge versions 7.5 and higher, you can use multiple receipt stacks
to receipt gifts and still remain in accordance with Canadian receipting
requirements. If you work with multiple databases, have multiple offices, or
receipt gifts multiple ways, for example, through print or email, or any other
similar scenario, you use multiple receipt stacks. The Raiser’s Edge can account
for multiple receipt stacks, so each stack you use remains in correct order and
ensures the receipt numbers in each stack are not reused.

When you use multiple receipt stacks, we strongly recommend you consistently
record receipt stack information one of two ways.

» When you enter a gift, consistently enter the receipt stack on the gift record.
» Consistently use the Receipts mail task in Mail to assign the receipt stack.

To avoid complications in receipting, do not vary the way you record receipt stack
information. We recommend you choose one way and stay consistent.

Receipt Stacks Code Table

If you do not truly use multiple receipt stacks, do not enter information in the
Receipt Stacks code table or use the Receipt Stack fields on gift records and in
Mail.

In Configuration, you enter multiple receipt stack information in the Receipt
Stacks code table under Tables. The Receipt Stack field does not appear on the
gift record or in Mail until there is at least one entry in the Receipt Stacks code
table.

#% The Raizer's Edge

File Edit “iew Go Favouwites Tools Help

4 Back & Forward| Open in separate windaw

B Home

i

iﬁ Records Configuration || ] Mew Table Entry '« |Open =% Insert | 3¢ Delete... | (3 Find... | Sort.. | Table Cleanup... View Short Deserip p |
TECOrAs

G |

LTS Show |<AII> B " emall receipts
ciicis Purposes ;I [ preprinted paper receipts
[ blank printed receipts

Addrescees / )
5 alutations Ratings

Attributes Reason
Reason Left?

[E receipts for home office

[ receipts For Eastern satellite office
Financial
Institutions Receipt Actions
General Ledger Receipt Stacks
Regions

Letters

|nternational Registration Response

Relationship Interests
Buziness Rules

5 Relationships
Figlds

Religions
tembership
Categaries School Types _I
Schanls

Custom Yiews
Segment

Solicit Code

Solicitor Goal Categories
. LI ™ Display active entries only

Tables il

$ Tables (alzo called code tables) increase data ertry speed and sccuracy throughout The Raiser's Edge _I
-

2]

‘wWelcome ta The Raiser's Edge 7

A receipt number can be duplicated in the database, as long as it is not duplicated
within the same receipt stack.
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Next Available Receipt Number

The Change Next Available Receipt Number screen lists the next available receipt
number for each receipt stack entered in the Receipt Stacks code table. To access
the Change Next Available Receipt Number screen, click Change Number under
Gift options, Activity options on the Business Rules page of Configuration.

Change Mext Available Beceipt Humber |

Y'ou can change the next available receipt number far
each receipt stack by typing it in the cell nest to the
receipt stack you wish bo change.

Click the up arrow in the box ta find the first available
receipt number for that receipt stack.

Receipt Stack, Mext Available Receipt Mo,

{Mone) 152001 M
email receipt 1

preprinked paper ... 103

blank paper receipt 1

receipts for Easte, ., 1

receipts for home. .. 1

(] Cancel
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ig If you do not truly use
multiple receipt stacks,
do not enter information in
the Receipt Stacks code
table or use the Receipt
Stack fields on gift records
and in Mail.

Entering Receipt Stack
Information on the Gift Record

The Receipt Stack field appears on the gift record. If you enter receipt stack
information on the gift record, select the receipt stack to use to receipt this gift.
For example, if you use two separate means of receipting, email receipts and
printed receipts, select which type of receipt this gift will receive.

o New Gift

_Fci
Mat .&cknowledged

The values available for selection in the Receipt Stack field on the gift record
come directly from entries in the Receipt Stacks code table in Configuration. For
more information, see “Receipt Stacks Code Table” on page 36.

If you enter receipt stack information on the gift record, when you run the
Receipts mail task in Mail, you select for which receipt stack to create receipts.
Gift records with the matching receipt stack entered in the Receipt Stack field are
included in the mail run. In this case, select the Selected receipt stack only in the
Include gifts with these receipt stacks frame.

You can also enter receipt stack information when you receipt in Mail. However,
if you choose to track multiple receipt stack information this way, do not enter
anything in the Receipt Stack field on the gift record when you create or save a
gift record. When you run receipts in Mail, the program enters a selection in the
Receipt Stack field on the gift record. For more information, see “Entering
Receipt Stack Information on Receipts in Mail” on page 44.
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Gift Default Set

You can include the Receipt Stack on a Gift Default Set to automatically fill in
the Receipt Stack field on a gift record when you select Gift, Load Defaults
from from the menu bar of the gift record. For more information about how to
create gift default sets, see the Program Basics Guide.

Mew Default Set
File Edit Defaultz Help

[ Save and Close '|u 'X| * ’| ? - ‘

Mame: I

'ou may enter a value in any of the fields below to create a default walue for that field.

- General General
== Split Gift
b Solicitors Field Mame Defaulk Value I;I
Schedule Gift coda
- Attributes Letter code
Pay method

GL post date
oL post stakus
Receipt Amount

Receipk

Receipt date

Reference

Send reminders [l

Gift subtype

Tvpe

Gift 1D

Receipt Stack jj
ermail receipt il
preprinted paper receipt —
receipts for hame office I

| Pre=s F7 for table lookup receipts For Eastern satellite office

Printed Receipt Number

The Printed Receipt Number is created from a combination of the Receipt
Stack ID (taken from the Receipt Stacks code table in Configuration) and
Receipt Number (on the gift record).

If you track multiple receipt tracks, the program searches for the repeat of this
combination of numbers (Printed Receipt Number), instead of just the Receipt
number, when you run receipts in Mail; save a gift record; reprint or reissue a
receipt from the gift record; commit a gift batch; or run an import, query, or
export.
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If you track multiple receipt stacks and select three per page in the Receipt type
field on the General tab, the Printed Receipt Number replaces Receipt Number
in the list on the Fields to Include tab for the Receipts mail task in Mail.

l& Hew Receipts

RS G0 -

] [5] Receipts Addresses

[5) Address barcode [£) Receipts Position

; % Delivery Mode Code % Receiptz, Organization Mame
Receipts Address Block

If you select Create custom data file, the Receipt Number, Receipt Stack, and
Printed Receipt Number fields are available for selection on the Fields to
Include tab. For the Donor Acknowledgement Letters mail task, Printed Receipt
Number and Receipt Stack are also available for selection on the Fields to
Include tab.

Split gifts have the same Printed Receipt Number. A split gift is a gift split
among various campaigns, funds, appeals, or packages.

Duplicate Receipt Search and
Warning Messages

When you save a gift record, the program checks to see if the combination of
Receipt no. and Receipt Stack ID (also known as the Printed Receipt Number)
is already used elsewhere in the database. If a Receipt number and Receipt
Stack ID combination (Printed Receipt Number) is found to match one on an
existing gift in the database, regardless of who the constituent is, a message
appears to tell you and offers two options:

* Use the next available receipt number.
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 Use the receipt number as entered on the gift.

The Raiser's Edge

9 The cambination of receipt stack and receipt number iz already in
\-I) uze, The next available receipt number for thiz receipt stack, is 1.
Select from the ootions below the number vou would like to uze.

" Usze the next available receipt number [1]

o |lsze the receipt number [1] az entered on the gift

0k, Cancel

If the receipt number and Receipt Stack combination is not found on any other
gift in the database, the program checks to see if the receipt number entered for
the specified Receipt Stack is higher or lower than the Next available receipt
number for that receipt stack. If the receipt number entered is higher than the
Next available receipt number, a message appears to tell you numbers are
skipped for that receipt stack. To use the number you entered, click OK.
Otherwise, to return to the gift record to enter the next available receipt number
for that receipt stack, click Cancel.

The Raizer's Edge
YWarning: The receipt number entered [100] iz higher than the nest available receipt

* rurnber [1] for thiz receipt stack. Thiz will result in receipt numbers being zkipped. Do pou
want ko continue and use the number entered (10077

ak | Cancel |

If the receipt number you enter is higher than the Next available receipt number,
a message appears to tell you numbers are skipped.

The Raizer's Edge
Warning: The receipt number entered [271000000] iz higher than the nest available receipt

* nurnber [3152007]. This will rezult in receipt numbers being skipped. Do you want to
continue and uze the number entered (2100000077

ak | Cancel |

To use the number you entered, click OK. Otherwise, click Cancel to return to the
gift record to enter the next available receipt number stored in Configuration.

Receipt History Screen

When a receipt for a gift is printed at least once, the label for the Receipt field on
the Gift tab of the gift record becomes a button. To access the Receipt History
screen for a gift, click Receipt.

The receipt must be printed from Mail or a parameter file (selected when you print
from the gift record) to appear on and update the Receipt History screen. If you
manually mark the gift as ‘Receipted’ on the gift record, the Receipt History grid
does not update.
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After you print the receipt(s), a message appears to ask “Would you like to mark
the gifts as having been receipted?” (for new receipts) or “Would you like to
update receipt information?” (for reprints). To update the Receipt History grid,
click Yes.

Current Receipt Information
Statuz: Receipted Date: 27/09/2005 Amount: $5,000,00 Mumber, 532

Stack: preprinted paper

Receipt Histar

Receipt Date I Receipt Stack I Receipt Mo, I Receipk Amt. I Aickion Reasan
gefnzfzons  preprinted paper receipt 200 $5,000.00 Printed from Mail

27/09/2005  preprinted paper receipt 53z $5,000.00 Reissue Donor lost original receipk
4] | o

Cloze

On the Receipt History screen, the Receipt Stack column in the grid displays
which receipt stack was used to reprint the receipt. Receipt stack information also
appears at the top of the screen in the Current Receipt Information summary
section.

On the Receipt History screen, the Receipt History grid is for informational
purposes only. You cannot enter information in this grid. By default, the grid sorts
by Receipt Date in ascending order. You can sort the grid by any column header
by clicking and dragging the column header.

Reprint Receipt Screen

The Next available Receipt number to use is based on the next available receipt
number for the receipt stack specified on the gift record.

Reprint Receipt |

Receipt achion: IHEiSS'-‘E j

Receipt hiztony reason: ID onor lost receipt

|Jze this parameter file: IF'aper Receipts ﬁl

Receipt number to uze; & Mext available: |3
" Same: |2
" Other: I

tezzage to print on receipt:

This iz a reizsue for receipt #2.

Cancel | Export | Print Preview
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If the number entered in the Other field is higher or lower than the next available
receipt number for the specified receipt stack, a warning message appears to tell
you So.

The Raizer's Edge

P Warhing: The receipt number entered [Z200] iz higher than the next available receipt
\'I) nurnber [3] for thiz receipt ztack. Thiz will rezult in receipt numbers being skipped. Do you
want ko continue and usge the number entered [200]°7

| Cancel |

] 9

For more information about these warning messages, see “New Receipt Parameter
Files” on page 9 or “Reprinting Receipts from Gift Records” on page 18.

Reprinting Custom Receipts

When you select a custom receipts parameter file from the Reprint Receipt screen,
the Printed Receipt Number field is added at the end of the data file. (If you are
not using Receipt Stacks, the field is labelled Receipt Number.)

In addition, the Previous Receipt Amount, Previous Receipt Date, and
Message to Print on Receipt are added to the created data file. You can see this

on the control report for the receipt export.

THE FOLLOWING DATA HAS BEEN WRITTEN F OR EACH RE CORD

1. Addre ssee
1. Paosition
3. Orzanization Hame
4. fddre ss lime 1
5. Addre ss lime 2
0. Address Ime 3
T Addre 55 line 4
8. Addre sz Ime 5
9. City
10. Prowince
11. Postal Code
12. Country
13. Printed Eeceipt Humber
14. Rece ipt ammount
15, (rift date
16. Fumd description
17. Gifttype
18. Rece ipt Stack
19. Rece ipt anount (donated currency)
0. Fece ipt Humber
21. Prewions re ceipt ammonnt
43, Previons e ceipt date
23 . Message to Pt on Teceipt
M. Prewious re ceipt ramnber
- Prewious re ceipt stack
- Prewrions privted receipt mamber

However, the following fields are added to the data file only if their corresponding
fields are selected on the Fields to Include tab in the specified parameter file:

* Previous Receipt Number (only if Receipt Number is a selected field in the

specified parameter file)

* Previous Receipt Stack (only if Receipt Stack is a selected field in the

specified parameter file)
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3% If you are not truly
using multiple receipt

stacks, you should not enter
information in the Receipt
Stacks code table or use the
Receipt Stack fields on gift
records and in Mail.

» Previous Printed Receipt Number (only if Printed Receipt Number is a
selected field in the specified parameter file)

I3 Custom Receipts _ ||
File Edit Fawourtes Help
= | E @ | 2 “f@ Send to Word merge wizard |
B Org. Address | 7 Gift Types | 8: PostalSaver | 3: Format
1: General 2 Fields to Include | 3 Filters | 4 Attibutes | 5 Ind. Address

Select optional fieldz you vaizh to print by moving them to the nght-hand bos, |

Awvailable Fields: Fields to E sport:
- 2] MG Amount ;I Addrese.City ;I [ tiarie... |
- |Z] Murnber OF Instalments Address. Province

Address. Postal Code
5] Address. Country

!B Gifts. Printed Receipt Mumber
2] Giftz.Receipt amount

=] Gifts. Gift date [Short date)

2] Gifts.Fund description (1)

=l Gifts. Gift type

Gifte. Receipt Humber

- ] Package description

- [£] Package ID

- [2] Payp Method

__'| Receipt amount [donated curmency]

- [B Receipt Stack
- |Z] Reciprocal
. =] Reference

grence Date

- [2] Reference M

Find...l | ¥

The address to print iz defined an the Individual/Organization Address tabz. If 3 phone number is
chozen the selected phone twpe for that address will be printed.

< Back I Mesnt » | Cancel Egpnrl...l teme. .

Reprinting Consolidated Receipts

A consolidated receipt is one receipt generated for several gifts. When you print a
consolidated receipt, the program identifies all receipted gifts from the same
constituent that have the same Receipt Stack, Receipt number, and Receipt
date, and prints one consolidated receipt which represents all those gifts.

This consolidated receipt includes the constituent’s other gifts with the same
receipt number. The receipt information and history is updated for all gifts in the
reprinted consolidated receipt.

Entering Receipt Stack
Information on Receipts in Mail

The way you look at and use the Receipt Stack field on the General tab in the
Receipts mail task depends on whether you enter your multiple receipt stack
information on the gift record or in Mail.

If the Receipt Stacks code table in Configuration is empty, the Receipt Stack
field and Include Gifts with these receipt stacks frame do not appear on the
General tab in Receipts.
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If you enter Receipt Stack information on the gift record, use the Receipt Stack
field on the General tab of the Receipts mail task in Mail to select the receipt stack
for which to run receipts. For example, you want to run receipts for all gifts with
preprinted paper receipts entered in the Receipt Stack field on the Gift tab. On the
General tab of the Receipts mail task, select preprinted paper receipt in the
Receipt Stack field. In the Include Gifts with these receipt stacks frame, select
the Selected receipt stack only option.

The program prints receipts for all gift records with the matching Receipt Stack
selected on the Gift tab. If you want to define further parameters, such as only
gifts given last week, preprinted paper receipts print for only gift records that fit
all other parameters defined in the mail task. For more information about creating
a Receipts mailing, see the Mail Guide.

I3 new Receipts M= I
File Edit Favourites Help
FIEEIEIERS |
E: Org. Address I £ Gift Types I 2 PogtalSaver I 3 Format
1: General | 2 Fields ta Include | 3 Filters | 4: Attributes | 5 Ind. Address

Receipt lype: I Freprinted receiptz j Receipt Stack: I [Mone]

[Mione
Include... | All records Blank. printed receipts
- Email receipts
Include Gifts with these Dates Preprinted paper receipts

Date ta Use [ Gitt date = Receipts for Eastern satelite office
I J Receipts for home office
Date: I Include all dates j

j [~ One per page

r~ Include theze Constituents
EI v |nactive constituents
[~ Deceased constituents

v Constituents with no valid address

—Ihclude Gifts with these Amounts
Start amaunt: |$D.DD

End amount; |$D.DD EI

EI — Include Giftz with theze receipt stacks
¥ Selected receipt stack on noreceipt stack

= Selected receipt stack only

Start receipt no.; |51 52004

[~ Create IGift "'I outpLt query

) finy receipt stack

< Back | Mest » | Cancel | Frint | F'revieml Layout I

You can choose to enter receipt stack information when you are create receipts in
Mail, instead of on the gift record. If you track multiple receipt stack information
in Mail, select a query when you click Include on the General tab of Receipts to

define which gifts need receipts. In the Receipt Stack field, select the particular

receipt stack to use to print receipts.

For example, you want to send email receipts to a group of donors who requested
to receive receipts this way. Click Include, choose Selected records, and select
the appropriate query. In the Receipt Stack field, select email receipt. When you
run the Receipts mail task, the Receipt Stack defined on the General tab in Mail
is entered in the Receipt Stack field on all gift records included in the mail run.

The option you select in the Include Gifts with these receipt stacks frame also
affects which gifts are included and updated.

When you use multiple

receipt stacks, we
strongly recommend you
consistently record receipt
stack information one of two
ways: Consistently enter the
receipt stack on the gift
record when you enter a gift,
or consistently enter the
receipt stack in Mail when
receipting. To avoid
complications in receipting,
do not vary the way you
record receipt stack
information. Choose one
way and remain consistent.
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If you enter receipt

stack information on
the gift record, in the
Include Gifts with these
receipt stacks frame on the
General tab of Receipts, we
recommend you select either
the first or second option.
This is because you already
defined the Receipt Stack
on the gift record and should
select particular receipt
stacks to use when
receipting in Mail, not just
Any receipt stack.

Include Gifts with Receipt Stacks

The Include Gifts with these receipt stacks frame is enabled only when you
select a receipt stack in the Receipt Stack field on the General tab of Receipts.
The Include Gifts with these receipt stacks frame includes three options that
refer to the Receipt Stack field on the gift record.

Selected receipt stack or no receipt stack. To print receipts for a
particular receipt stack or for gifts with nothing selected in the Receipt stack field
on the Gift tab, select this option. In the Receipt Stack field on the General tab,
select the receipt stack to use for this receipt run. The receipt run includes all gift
records with the chosen receipt stack entered in the Receipt Stack field or with no
receipt stack entered that meet all other parameters defined in the mailing.

Selected receipt stack only . To print receipts only for gifts with the same
receipt stack entered in the Receipt Stack field as is selected in the Receipt Stack
field on the General tab, select this option.

Any receipt stack. To print receipts for all gifts that meet the various
parameters defined in the mail task, regardless of what is selected in the Receipt
Stack field on the Gift tab of the gift record, select this option.

Receipt Report Mail Task

In the Receipt Report mail task, a Receipt Stacks button appears in the Include
these Receipts frame on the General tab if there is at least one entry in the
Receipt Stacks code table in Configuration. When you click Receipt Stacks, the
Receipts to Include screen appears.

Receipts to Include I

Select the receipt stacks you want to include and zpecify starting and
ending receipt numbers for each stack.

Receipt stack | Starting receipt na, | Ending receipt no. |
| Email receipts 100 200
| #|Preprinted paper re... | 2025 2102

(] I Cancel

Select the receipt stacks on which to report, and define the starting and ending
receipt numbers for each stack.
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If information is entered on the Receipts to Include screen, the Start receipt no.
and End receipt no. fields on the General tab do not contain information and are
disabled. On the Receipt Stacks button, a red checkmark appears to indicate
information exists on the Receipts to Include screen.

G Hew Receipt Report

Include these Receipts

Start receipt no.:l

End receipt no.:l

If the Start receipt no. and End receipt no. fields are empty and nothing is
defined on the Receipts to Include screen, the Receipt Report shows all receipts
from all receipt stacks.

If you track multiple receipt stack information, the first column of the Receipt
Report, called Receipt, displays the Printed Receipt Number (a combination of
Receipt Stack ID and Receipt Number), instead of just the Receipt number.
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A

action, defined 21
administration
duplicate receipt report 28
import 30
API 34

B

batch
commit batch screen 25
receipting gifts 24
validate batch screen 26

C

Canada Customs and Revenue Agency
receipting requirements 3
commit batch screen
commit gift anyway, defined 25
create exception if duplication exists for any
constituent, defined 25
create exception if duplication exists for different
constituent, defined 25
commit gift anyway, defined 25
configuration
receipt stacks code table 36
receipting setup 33
consolidated receipt, defined 4
converting, issues 5
create exception if duplication exists for any
constituent, defined 25
create exception if duplication exists for different
constituent, defined 25
create gift output query of duplicate records, defined
30
current receipt information, defined 20
custom receipts, reprinting using multiple receipt
stacks 43

D

defaults 32
duplicate receipt report 28
duplicate receipt report screen
create gift output query of duplicate records,
defined 30
exists for any constituent, defined 29

INDEX 49

exists only for different constituent, defined 30
include gifts from constituents who receive
consolidated receipts, defined 30
run report now, defined 30
duplicate receipt search, multiple receipt stacks 40

E

error messages, see messages

exists for any constituent, defined 29

exists only for different constituent, defined 30
export 27

F

frequently used terms 4

G

gift default set, multiple receipt stacks 39
gift defaults 32
gift record
entering receipt numbers 16
multiple receipt stacks, entering receipt stack 38
receipt field 20
receipt stack field 38
reprint receipts screen 19
reprinting receipts from 18
warning messages 16

H

highlights 2

/

import
receipting 30
summary tab
do not import gift if duplication exists for any
constituent, defined 31
do not import gift if duplication exists only for
different constituent, defined 31
import gift anyway, defined 31
include gifts from constituents who receive
consolidated receipts, defined 30
include gifts with these receipt stacks 46
issued receipt, reprinting 22

M

Mail
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multiple receipt stacks 44

printing receipts 8

Receipt Report 46

receipts, include gifts with these receipt stacks 46
message to print on receipt, defined 20
messages, multiple receipt stacks 40
multiple receipt stacks

code table 36

consolidated receipts, reprinting 44

defined 4

duplicate receipt search 40

entering information in Mail 44

entering information on gift record 38

gift default set 39

gift record, receipt stack field 38

include gifts with these receipt stacks 46

next available receipt number screen 37

printed receipt number 39

receipt history screen 41

Receipt Report mail task 46

reprint receipt screen 42

reprinting consolidated receipts 44

reprinting custom receipts 43

warning messages 40

N

next available receipt number, defined 4

P

parameter files
opening 10
receipts 9
previewing receipts 10
printed receipt number 39
printed receipt number, defined 4
printing receipts 8

Q

query 27
gqueue 32

R

reason, defined 21

receipt action, defined 19

receipt amt., defined 21

receipt date, defined 21

receipt field, gift record 20

receipt history information, defined 4
receipt history reason, defined 20
receipt history screen

action, defined 21
current receipt information, defined 20
reason, defined 21
receipt amt., defined 21
receipt date, defined 21
receipt no., defined 21
receipt history screen, multiple receipt stacks 41
receipt no., defined 21
receipt number to use, defined 20
Receipt Report mail task 46
receipt stacks
code table 36
defined 4
receipting
basic requirements 3
gift record
warning messages 16
suggestions 5
receipts
consolidated, reprinting using multiple receipt
stacks 44
custom, reprinting using multiple receipt stacks
43

parameter files 9
previewing 10
previously issued, reprinting 22
printing 8
reprinting
custom receipts using multiple receipt stacks
43
defined 18
questions to ask 21
restarting a mail run 10
Receipts mail task
include gifts with these receipt stacks 46
multiple receipt stacks 44
reissue receipt, defined 4
reprint receipt screen
message to print on receipt, defined 20
multiple receipt stacks 42
receipt action, defined 19
receipt history reason, defined 20
receipt number to use, defined 20
use this parameter file, defined 20
reprinting receipts
defined 5
previously issued 22
questions to ask 21
requirements, receipting 3
restarting a mailing 10
restarting a receipt run, procedure 12

S

spoiled receipt, defined 5
suggestions 5
summary tab, import 31
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T

table, receipt stacks 36

U

use this parameter file, defined 20

vV

validate batch screen 26
VBA 34

w

warning messages, multiple receipt stacks 40
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