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1. Start by opening the app launcher from the blue North Star icon.

2. Head to 'Fundraising'
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3. Select 'Donations'

4. Click 'Add Donation' to record a new contribution and keep your records up-to-date.
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5. Pick a donor from your list, making it easy to credit supporters accurately. You can also 
choose to add a New Individual or New Organization if the donor is not already in your system.

6. Choose the specific gift type to properly categorize this donation.
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7. Enter the donation amount to capture precise details for your records.

8. Select a campaign and designation, ensuring funds go directly where they make the 
biggest impact. You also have options to make the donation anonymous, make the donation 
in honor or memory of someone, as well as attribute soft credit to another constituent.

View online

https://app.arcade.software/share/a63a3awygcPa7idLtH17


9. Hit 'Create Donation & Record Payment' to save and confirm the new gift.

10. Choose credit card, cash or check to instantly log the supporter's preferred payment 
method.
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11. Click into the gift date field to specify when the donation was made, allowing you to 
backdate the donation if the payment was received after the gift was recognized. This is the 
date that will be referenced in all accounting reports.

12. Select the correct day to finalize when this payment will be recorded.
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13. Click 'Record payment' to confirm and save all payment details.

14. 
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