Modifying Multiple Contributions at Once
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Donor Management System

This article covers modifying multiple Contributions at once within the Contributions tab. If needed, you can also
modify a single Contribution.
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Considerations

e Be sure to select only manually-entered (i.e., offline) Contributions for your mass-update.

e CanadaHelps-sourced Contributions have limited editing available.

Tip: To locate only manually-entered Contributions, perform an Advanced Search for "DMS Manual"
Contributions first to segment your results by source.

Modifying Multiple Contributions at Once

1. Visit the Contributions Tab

2. Select either:

e (1) The specific Contributions you wish to modify,
e (2) Every listed Contribution on the page, or
e (3) All Contributions in the list

e You may also conduct an Advanced Search for Contributions first


https://charityhelp.knowledgeowl.com/help/donor-management-system-adding-modifying-a-single-offline-contribution#modifying-a-single-contribution
http://charityhelp.knowledgeowl.com/#considerations
http://charityhelp.knowledgeowl.com/#modifying-multiple-contributions-at-once
http://charityhelp.knowledgeowl.com/help/donor-management-system-adding-modifying-a-single-offline-contribution
https://charityhelp.knowledgeowl.com/help/donor-management-system-modifying-a-single-canadahelps-contribution#modifying-a-single-canadahelps-contribution
http://charityhelp.knowledgeowl.com/help/donor-management-system-advanced-search-for-contributions
http://charityhelp.canadahelps.org/en/articles/adding-and-modifying-a-single-contact/
http://charityhelp.knowledgeowl.com/help/donor-management-system-advanced-search-for-contributions
http://charityhelp.knowledgeowl.com/help/donor-management-system-advanced-search-for-contacts
https://dyzz9obi78pm5.cloudfront.net/app/image/id/645938e31701a936604afe1a/n/screenshot-wa-dmscanadahelpsorg-20230508-13-58-28.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/64593990ae4000050231bd5b/n/screenshot-wa-dmscanadahelpsorg-20230508-14-02-55.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/64593b3cdb4e70389e320b46/n/screenshot-wa-dmscanadahelpsorg-20230508-14-10-17.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/64593cdbe52d5766784bb3dc/n/screenshot-wa-dmscanadahelpsorg-20230508-14-16-34.png

) Wellnesy

Aven Dashboard  Contacts

Search by contrbutor name or emall

Contributions

Actions ~ | @ 5Selected Records Only [O] Al 1565 Records
2

Received Name
May 8th, 2023 & AndersonAda
ot:120M

May 8th, 2023 & AndersonAda
1139 AM

O mavetn202s & MayaKarolina
1507 AM

|1 maysin202s & BenjaminFrankiin
1107 AM

O may7tn2028 & BenjaminFrankiin
10:58AM

May 6th, 2023 & BenjaminFrankiin
10:54AM

May5th,2023 & Rehmani Tamera
o4:49pM

O] maysin202s & Rehmani Tamera
03:17pM

O] maystn202s & BenjaminFrankiin
10:50AM

May5th,2023 & Rehmani Tamera

Campaigns

Opportunities  Reports

Amount

510000

510000

s123

(Recurring)

s123

s123

510000

5000

510000

DM Mail

Fund

General Fund

General Fund

Fitness

Fitness

Fitness

Fitness

General Fund

General Fund

Fitness

General Fund

Campaign Source

DM Manual

DM Manua!

DMS Payments Credit Card

Contribution (Recurring)

Bottle Drive DMS Payments Credit Card
Contribution (Recurring)
Bottle Drive DMS Payments Credit Card
Contribution (Recurring)
Bottle Drive DMS Payments Credit Card
Contribution (Recurring)

DMS Manus!

DMS Manus!

Bottle Drive DMS Payments Credit Card

Contribution (Recurring)

DMS Manus!

Select Contacts 3 ways

Method

Cheque
Cheque
CreditCard
c
CreditCard
CreditCard
CreditCard
Cheaue
Cheaue
CreditCard

cash

Status

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Settings | Help

DMSCADMSCA ~
Q Advanced Search

AllContributions

Advanced actions + [ETNCISSEY

RecsiptNo. Thanked
WELLO00O1082 i
WELLO001081 i
WELLO0001080 i

3. Select the Actions menu towards the upper-left of your Contributions list

4. Select the Update multiple contributions action
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5. On the next page, select Update Contributions from the profile dropdown menu. You'll also see the total number
of Contributions that you've selected. Next, select Continue.
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6. You will be directed to the Update Page where you can modify key Contributions fields

Tip: next to each column’s name you'll see a “two pieces of paper” symbol. Selecting it will copy the value of the
first row to all subsequent rows in the same column.

( \ Wellresy setings | el
Avente Dashboard  Contacts  Contributions  Campaigns  Opportunites  Reports  DMSMail
DMSCADMSCA +
Total ’ contribution Contribution
Name Email Address Date Received o ©Fund [Feampaisn Payment Method 0 Al
ot tamraroutiookeom [ @ 10 10000 Generatuna - Aeseotspring 203 - caun - ows Manual
Tanara
Rahmani tamaragoutioskcom prmm— ® | ossmen 10000 GeneralFund ATusteotspring 2023~ Cheaque - P
Tamas
Bevamin  celnssbemaaZ1eEmaleon | os/0612023 B | tosum 12 Finess - Atasteofspring 2022+ creditcart - TesTRecuURRING ¢ | | oS Payments
Frankin
Sacerson andersnagiesicon osioar2023 8 10000 Generalfund - PR R—— Cheaque - P
s
1o
o andersonae osioa0z3 o 10000 Generalund - Atssteofspring2on3 - cheque . oM Manual
sds

ovizem

Modify the available fields

7. After making the necessary changes, select Update Contributions in the bottom left corner.

8. In the top right-hand corner, you'll see a notification that the selected Contributions have been updated
successfully. Select Done to return to the Contributions tab.



