Voiding a Single Tax Receipt

Last Modified on 07/14/2023 1:11 pm EDT

Donor Management System

Sometimes, after issuing a Tax Receipt, you may find for various reasons that you need to void the receipt. The
DMS allows you to easily void a tax receipt with the click of a button.

But to fully void your Tax Receipt (and avoid double-counting the corresponding Contribution in your reports),
you'll need to:

1. Void the Tax Receipt, and

2. Change the Contribution's Contribution Status to 'Cancelled’
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Step 1: Voiding a Single Tax Receipt

Note: for security reasons, the DMS will only allow you to void a single Tax Receipt at a time.

1. Visit the Contributions Tab

2. Search for the Contribution you whose Tax Receipt you'd like to void
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Settings | Help
Dashboard  Contacts  Contrlbutions ~ Campaigns  Opportunities  Reports  DMSMall
JohnBonjov +
Actions | @ OSelectedRecords Only () All1826 Records AllContributions - Advanced Actions + I

Received Name Amount  Fund Campaign Source Method Status Receipt No. Thanked

O luyieth 2023 & Nicole Lam $5.00000  General Fund OMS Manual Cheaue Cancelled -
0916 AM

[ luy1sth2023 a $500  Fitness DMS Payments Credit Card CreditCard Pending (Incomplete Transaction)
07:26PM (Recurring) Contribution (Recurring)

O Juy1sth 2023 & AndyMonthly $1000  Mental Heslth nititive Andy Test Form Canadabelps CH- Crdit Card Completed
1213AM (Recurring)

O Juvizh2023 & Kists Stewart $12000  GiftBox Bottie Drive OMS Manual Cheaue Completed v
09:00 AM
July22th, 2023 & Kiista Stewart $1,00000  GiftBax Botte Drive cash Completed -
05:00AM

O luy1zh 2023 & Nicole Lam $5000  GiftBax Botte Drive Cash Completed
09:00AM

O Juvizh2023 & Amold Schwarzeneighger $15000  GiftBox Bottie Drive Cash Completed WELL00001189 v
09:00 AM

[0 luy1zth 2023 & PepperStewart $25000 Gt Box Bottie Drive Cheque Completed WELLO0001192 -
09:00 AM

O Juy1zth 203 & Kista stewart $15000  GiftBox Bottle Drive CreditCard Completed WELLO0001191 -

09:00AM

Search for the specific receipted Contribution

3. Clickon

Dashboard
ol Scnwarzeneignge]

Actions +

m] Received

July12th, 2023
05:00AM

O June 215t, 2023
1128 AM

O September 19th, 2022
07:42PM

] September 19th 2022
0659 PM

September 19th, 2022

(=] September 20th, 2021
02:48PM

Contacts

Contribution's Amount

Contributions ~ Campalgns

©® OSelectedRecordsOnly () Al Records

Name

& Arnold schwarzenelghger

& Arnold schwarzeneighger

& Arnold schwarzeneighger

& Arnold schwarzencigher

& Arnold schwarzencighger

& Arnold schwarzeneighger

Opportunities

Reports

DMs Mall

Amount  JFund
$15000 fGiftBax
$200000 [TestFund
$40000 [General Fund
$10000 fGeneral Fund
$20000  General Fund
$50000 General Fund

Campaign

Battle Drive

Contribution Amount

Source

OMS Manuzl

OMS Manuzl

DMs Manuzl

OMs Manuzl

OMS Manuzl

cash

cash

Cheque

Cheque

Cheque

Cheque

Settings | Help

JohnBonjovi -+

Q Advanced Search

AiContriutions - AdncedActions +
Status ReceiptNo. Thanked
Completed WELLO0001189 v
Completed WELLO0001124. -
Completed WELL00000363 N
Completed WELLO0000362 v
Completed WELL0000361 v
Completed WELL00000356 -

4. 0On the next page, select Manage Receipt on the top-right

Ce from Arnold

Contribution Details

Adiantage Aot

AmoidSchwarzeneighger

Gitcaae

$15000

st5000

s000

000

Manage Receipt

Cancal

5.0n the next screen, you'll see more details about the receipted Contribution



Receipt Details
ReceiptNo.  WELLOO0O1189 IssueDate  Jul12th 2023 9:57AM
ReceiptStatus  Issued

IssuedBy  wellnessave@eanadahelps.ca (74)
Tpe singe Method print

Amount 15000 Email Opened

“Thank You Settings

Mark Contribution s thanked ©

[ Sendacustom Thark YouMessage

Additional information about the already receipted Contribution

6. Select Void Tax Receipt on the bottom-right. Note: your Contact won't be notified even if Email had previously
been selected.

Receipt Details
ReceiptNo.  WELLOODO1189 lsueDate  Jul12th 20239:57.AM
ReceiptStatus  Issued

IssuedBy  wellnessaveGcanadahelps.ca (74)
Tpe Sing Method print
Amount 15000 Email Opened

Void Tax Receipt

7.You can then download a copy of the Voided Tax Receipt by selectingPrint as the Delivery Method and then Print
Duplicate Tax Receipt.

TaxReceipt

Receipt Details
ReceiptNo.  WELLOD001189 lssueDate  Jul12th, 2023 %:57AM

Receiptstatus  Canceled

lssuedBy  wellnessaveGeanadahelps ca(74)
Type Singis Method print
Amount 15000 Email Opened

[ Send acustom Thank You Message:

Delivery Method

Print Duplicte Tx Recspt

Receipt Status will change to 'Cancelled’

8. The tax receipt when viewed will now display a'CANCELLED' watermark.



Official Tax Receipt For Income Tax Purposes

WELLNESS AVENUE n Wedlreyy,
Charitable Registration #: 10000-000-RR0O002 Avenue

1864 Spadina Avenue
Toronto ON MST 3B2

Receipt # WELLOO001158% Donated by:
Receipt Issued: 2023-07-12 old Schwarzeneighger
Location Issued: Toronto, Ontario 22 Alder Drive
Burlington OM L7L 0OA7
Donation Received: 2023-07-12 Canada
Donation Amount: $150.00
Eligible Amount of Gift: $150.00
Authorized Signature

Canada Revenue Agency - canada cafcharities-giving

Cancelled Tax Receipt

Step 2: Changing the Contribution Status to Cancelled

After voiding the Tax Receipt, you'll need change the corresponding Contribution's Contribution Status to
'Cancelled' to avoid double-counting this Contribution in your DMS reports.

1. Visit the Contributions Tab and search for the Contribution you wish to modify

2. Select the Contribution’s Amount to see its Details

r ‘ Settings | Help
Avenie Dshboard  Contsets  Contributions  Campaigns  Opportunities  Reports  DMSMail
JohnBorjovi ~
Amold Schwarzeneighger Q Advanced search

Actions * | @ 0SelectedRecordsOnly () All8 Records AllContributions EYSSSYRSSRA  © - Contribution

] Received Name Amount [Fund Campaign Source Method Status RecelptNo. Thanked

[m] July 12th, 2023 & Arnold Schwarzencighger 15000 aiftBox Bottle Drive Cash Completed WELL00001189 N
0900 AM

] June 21st, 2023 & Armold schwarzeneighger 5200000 frestrund DM Manuzl cash Completed WELLOO0D1124 -
11:28AM

=] September 19th 2022 & Arnold Schwarzencighger 520000 |General Fund OMSManuai chegue Completed WELL00000363 -
07:42PM

=] September 19th 2022 & Arnold Schwarzencighger 510000 |General Fund OMSManuai chegue Completed WELL00000362 N
0659 PM

m] September 19th 2022 & Arnold Schwarzeneighger $20000  General Fund DM Manuzl Cheque Completed WELLO0000361 v
0645 PM

[m] September 20th, 2021 & Armold schwarzeneighger 550000 General Fund DM Manuzl Chegue Completed WELLO0000356 -

Select Contribution Amount

3. On the Contribution Details page, select Edit on the top right corner of the screen



C from Arnold

Contribution Details

Fom AmoldSchwarzencighger

Fund GiteBox

Tota Amaunt s15000

Net Ao s15000

Fes Amant s000

Edit Contribution

4. Under Contribution Status, change the status from Completed to Cancelled and Save.

EmrE c : rce'

CONTRIBUTOR
Arnaold Schwarzensighger

TOTAL AMOUNT *

CAD[S) = 150,00

DATE RECEIVED *

0722023 [an] OS:00AN
The date this contribution was received.
FUND *

Gifi: Box

CH FUND

=sedect CH Fund - -

CAMPAIGH

Battle Drive

SOURCE + Add New Source

DMS Manual

CONTRIBUTION STATUS

Completed

Completed

Refunded
Chargebac E
Scheduled

3t That & recelnt was Sent 1o te Conbroutor.

Payment Method Transaction ID Status

Cazh Completed
~ Contribution Details

~ Dedication Information

~ Additional Details

Update Contribution Status

What's Next?

Now that you've voided the incorrect tax receipt and cancelled the incorrect Contribution, learn how toissue a

corrected receipt.


http://charityhelp.knowledgeowl.com/help/donor-management-system-issuing-a-corrected-tax-receipt




