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Overview 
 

This article will teach you how to enter the tax-deductible donation amount when recording/updating donations.  It walks through a few different 

methods such as: 

- Recording it on a single donation record 

- Setting the tax-deductible percentage for a list of donations en masse 

- How to batch enter the data in a list (grid) view utilizing the editable column feature 

 

 

 

 

 

Outline 
 

#1 Enter the Tax-Deductible Donation Amount into a Single Donation Record 

#2 Set a Tax-Deductible Percentage for a List of Donations En Masse 
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#3 Batch Entering the Tax-Deductible Amount for Donations in the List (Grid) View using Editable Columns 

#4 Related Resources 

 

 

 

 

 

 

 

#1 Enter a Tax-Deductible Donation Amount into a Donation Record 
 

Navigate to the Contacts (Voters/Donors) list. 
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Query for and open ǘƘŜ ŘƻƴƻǊΩǎ ǊŜŎƻǊŘ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ Řƻƴŀǘƛƻƴ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜŎƻǊŘ ŀ ǘŀȄ-deductible amount for.  In my example I searched 

for my own record. 
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Navigate to the Contribute tab and open the donation record you want to record a tax-deductible amount for.  In my example I selected a $1,500 

donation made on 4/6/2012. 
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Under the General tab you can fill in the Ψtax-deductible amountΩΣ and then click [Save and Close].  My example is below where I entered the full 

amount as tax-deductible. 
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The next section will show how to mass update a list of donations with a set tax-deductible percentage (either full, partial, or zero). 

 

 

 

 

 

 

 

#2 Set a Tax-Deductible Percentage for a List of Donations En Masse 
 

Navigate to the Contributions list. 
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Build and run your search query for the donations you want to update the tax-deductible amount for.  In my example I populated all credit card 

donations for 2016 which produced 76 results (as of the time this article was written, online donations will have a tax-deductible amount of zero). 
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Click File > Set Tax Deductible Amount. 
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Click [OK] to proceed. 

 

 
 

You now have 3 options for setting the Tax Deductible Amount: 

- Full ς Set Tax Deductible Amount = Amount 

- Non ς Set Tax Deductible Amount = 0 

- Partial ς Set Tax Deductible Amount = % of Amount (then choose the percentage) 

 

In this example I updated the amount to 100% for all donations in my list.  Click [OK] to proceed after selecting your preference. 

 

http://www.trailblz.com/kb


                      ¢ŀȄ-5ŜŘǳŎǘƛōƭŜ /ƻƴǘǊƛōǳǘƛƻƴǎ ς Iƻǿ ǘƻ wŜŎƻǊŘ ǘƘŜ ¢ŀȄ-5ŜŘǳŎǘƛōƭŜ !Ƴƻǳƴǘ 
ŀƴŘ Iƻǿ ǘƻ aŀǎǎ ¦ǇŘŀǘŜ ŀ [ƛǎǘ ƻŦ /ƻƴǘǊƛōǳǘƛƻƴǎ ǿƛǘƘ ŀ ¢ŀȄ-5ŜŘǳŎǘƛōƭŜ tŜǊŎŜƴǘŀƎŜ 

 

 KNOWLEDGE BASE www.trailblz.com/kb    15 

 
 

!ŦǘŜǊ ǘƘŜ ǇǊƻŎŜǎǎ ƛǎ ŦƛƴƛǎƘŜŘ ȅƻǳΩƭƭ ƎŜǘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǊŜǎǳƭǘǎΣ ŎƭƛŎƪ [OK] to finish. 

 

 
 

If you format in the Amount Tax/Deductible column into the grid you can verify the results.  My finished example is below. 
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If a mistake was made you can usually roll-it-back if you catch it in time. 

 

The next section will show how to modify the tax-deductible amount in the ΨƎǊƛŘκƭƛǎǘΩ view by adding in the necessary columns and making them 

ΨǳǇŘŀǘŀōƭŜΩ. 

 

 

 

 

 

 

 

#3 Batch Entering the Tax-Deductible Amount for Donations in the List (Grid) View 

using Editable Columns 
 

Navigate to the Contributions list under the Application Menu. 
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Build and run your search query.  In this example I populated all credit card contribution records for 2015 which produced 656 donation records. 
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Click the [Format] drop-down and select Columns. 
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Check the box on the right for Ψ!Ƴƻǳƴǘκ¢ŀȄ5ŜŘǳŎǘƛōƭŜΩ.  This is the step that will add that column into the list (grid). 
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Navigate to the Format tab and scroll to the bottom of the list. 
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