Refunding a Single Contribution
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Donor Management System

At some point, and under specific circumstances, your charity might be faced with the need to refund a Contact for
their offline Contribution (i.e., a gift not made through CanadaHelps.org). You can keep track of any refunds in your
DMS by simply modifying the original Contribution. It'll then be up to you to decide the best way to credit your
donor for the refunded amount.

This article will cover how to mark a Contribution as Refunded in the DMS by modifying its Contribution Status.

Table of Contents:

e Considerations

¢ Voiding the Tax Receipt (if applicable)
e Marking a Contribution as 'Refunded'
e What's Next?

Considerations

e You can only change the Contribution Status for an offline Contribution (i.e., those Contributions whose
Source is not CanadaHelps)
e [f the offline Contribution you want to refund has already been tax receipted:
o Changing a Contribution Status to Refunded will automatically cancel the tax receipt associated with it
o Important: To be able to access the voided tax receipt (so you can send a copy to your donor), you'll
want to make sure that you void the tax receipt before changing the Contribution Status (see below)
o Otherwise, even if you revert the Contribution Status from Refunded back to Completed, the original tax
receipt will remain cancelled (but you won't be able to access a copy of it)
e [f the Contribution you're looking to refund has not been tax receipted feel free to head straight to the

Refunding a Contribution section of this article

Voiding the Tax Receipt (if applicable)

As mentioned above, if you're looking to refund a Contribution for which you've already issued a tax receipt, you'll
just want to make sure that you first void this tax receipt before changing the Contribution Status. That way, you'll
be able to access a copy of the voided tax receipt (to send to your donor).


https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-registered-charity/receiving-gifts/returning-a-gift-a-donor.html
http://charityhelp.knowledgeowl.com/#considerations
http://charityhelp.knowledgeowl.com/#voiding-the-tax-receipt-if-applicable-
http://charityhelp.knowledgeowl.com/#marking-a-contribution-as-refunded-
http://charityhelp.knowledgeowl.com/#what-s-next-
http://charityhelp.knowledgeowl.com/help/donor-management-system-voiding-a-single-tax-receipt
https://charityhelp.knowledgeowl.com/help/refunding-a-single-contribution#voiding-the-tax-receipt-if-applicable-
https://charityhelp.knowledgeowl.com/help/refunding-a-single-contribution#refunding-a-contribution
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63ffd3baf19bc0634939aa24/n/contrib-click-amount.png
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https://dyzz9obi78pm5.cloudfront.net/app/image/id/63ffd5ccc69fc86d6c2526e7/n/rec-post-cancel-screen.png
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https://dyzz9obi78pm5.cloudfront.net/app/image/id/63ffd7bdc55bd33644566e3d/n/contrib-status-cancelled.png

1. Visit the Contributions tab

2. Search for the Contribution you want to void the tax receipt for and select the Contribution Amount

‘ \ Settings | Help
Avenue Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~

Search by contributor name or email Q Advanced Search

Actions ~ © 0 Selected Records Only O All 1430 Records All Contributions - Advanced Actions + © Add Co ution

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

O

[J March1st, 2023 & NoboruK $50.00| 2023 Monthly Giving DMS Manual Cheque Completed v
09:41 AM (Recurring) Webinar c

[J March1st, 2023 & AlexFergie $100.00| General Fund DMS Manual Cheque Completed  WELLO0000913 v
09:19 AM

(J March1st, 2023 & NoboruK $1.00| 2023 Monthly Giving DMS Payments Credit Card ~ Credit Card Completed -
01:52 AM Webinar Contribution (Recurring)

[:] March 1st, 2023 & Benjamin Franklin $1.23| Fitness Bottle Drive DMS Payments Credit Card ~ Credit Card Completed -
01:51AM Contribution (Recurring)

E] February 28th, 2023 & Nicole Lam $250.00| General Fund DMS Manual Cheque Completed ~ WELLOO000912 v
06:30 PM

E] February 28th, 2023 & Lucas Froese $50.00| General Fund DMS Manual Cheque Completed  WELLOO000911 v
03:40 PM °

Contribution amount

3. On the next page, select Manage Receipt in the top-right

‘ \ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Contributions from Alex Fergie £ Edit

Cancel

Contribution Details

From Alex Fergie
Fund General Fund
Total Amount $100.00

Net Amount $100.00

Fee Amount $0.00
Advantage Amount $0.00

Description of advantage

Received Mar 1st, 2023 9:19 AM °

Received Into Deposit Bank Account

Manage Receipt

4.0n the next screen, you'll see more details about the receipted Contribution.



5. Select Void Tax Receipt on the bottom-right (note: your Contact won'’t be notified even if Email had previously
been the Delivery Method).

A Settings | Help
‘ | venue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Tax Receipt
Receipt No.  WELL00000913 Issue Date Mar 1st, 2023 9:21 AM
Issued By celinaproduct@gmail.com (91) Method Email
Type Single Receipt Status  Issued
Amount $100.00 Email Opened

Thank You Settings

Mark Contribution as thanked @

(]  Sendacustom Thank You Message

Delivery Method

I

Method ~ Email -0

Back Complete

Void Receipt

6.You can then download the voided tax receipt (to send a copy to your donor) by selectingPrint as the Delivery
Method and then Complete.

‘ \ Settings | Help
Avenue Dashboard Contacts Contributions ‘Campaigns Opportunities Reports DMS Mail
DMSCADMSCA

Tax Receipt
Receipt No. WELLOO000913 Issue Date Mar 1st, 2023 9:21 AM
Issued By celinaproduct@gmail.com (91) Method Email
Type Single Receipt Status
Amount $100.00 Email Opened

Thank You Settings

Mark Contribution as thanked @

(7  Senda custom Thank You Message

Delivery Method

Method } 9
o ([ o

Download the cancelled tax receipt to send to your donor



Marking a Contribution as 'Refunded’

1. From the same Tax Receipt landing page where you've just voided the receipt,select the Contribution amount

A Settings | Help
‘ ‘ venue Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~

Tax Receipt
Receipt Details
Receipt No. WELL0O0000913 Issue Date Mar 1st, 2023 9:21 AM
Issued By celinaproduct@gmail.com (91) Method Email

Type Single Receipt Status | Cancelled
Amount $100.00 Email Opened

Thank You Settings

Mark Contribution as thanked @

[J Sendacustom Thank You Message

Delivery Method

I

Method ~ Email - e

Select Contribution Amount

3. 0On the Contribution Details page of the Contribution whose receipt was just cancelled, select Edit on the top
right-hand corner of the screen

‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Contributions from Alex Fergie | Cancel

Contribution Details

From Alex Fergie
Fund General Fund
Total Amount $100.00

Net Amount $100.00

Fee Amount $0.00
Advantage Amount $0.00

Description of advantage

Received Mar 1st, 2023 9:19 AM °

Received Into Deposit Bank Account

Edit Contribution

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



Settings | Help
‘ |Avcr\uc Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA ~

CONTRIBUTOR

AlexFergie
TOTAL AMOUNT *

CAD($) ~ 100.00

DATE RECEIVED *

03/01/2023 x4 10:19AM

The date this contribution was received

FUND *

General Fund v
CAMPAIGN

- select - v
SOURCE +Add New Source

DMS Manual - o

CONTRIBUTION STATUS

Refunded -

Cancellation or Refund Information

CANCELLED / REFUNDED DATE

=P 03/01/2023 8 o x

Enter the cancellation or refunded date, or you can skip this field and the cancellation date or
refunded date will be automatically set to TODAY.

CANCELLATION / REFUND REASON

_’ Donor unintentional duplicate

Payment Method Transaction ID Status
Cheque Completed

~ Additional info
~ Contribution Details
~ Dedication Information

~ Additional Details

ew Cancel

Save Save al

Contribution Status update: Refunded

5. Once the Contribution Status has been changed to 'Refunded', back on the Contribution details page, you'll notice
that the Contribution is no longer eligible for a tax receipt



‘ ‘ Avenue Dashboard

Contacts Contributions Campaigns Opportunities Reports DMS Mail

Contributions from Alex Fergie

Contribution Details

From AlexFergie

Fund General Fund

Total Amount $100.00

Net Amount $100.00

Fee Amount $0.00

Advantage Amount $0.00

Description of advantage

Received Mar 1st, 2023 10:19 AM
Received Into Deposit Bank Account
Status Refunded

Cancelled/ Refunded Date
Cancellation / Refund Reason
Method

Source

Receipt Number

Thank-you Sent

Delete Contribution

Mar 1st, 2023 12:00 AM

Donor unintentional duplicate

Cheque

DMS Manual

WELLQ0000913

Mar 1st, 2023 1:22 PM

Settings | Help

DMSCADMSCA ~

Not Eligible For Receipt Cancel

Contact ID: 399

Contribution status: Refunded

What's Next?

Remember, because this was originally an offline Contribution (i.e., not made through CanadaHelps), it'll be up to

you to decide how to credit your Contact for the Contribution amount (e.g., through cash, etransfer, cheque).



