Tracking Donations and Donors

Learn how to track donations in MSC

1 Tracking donations in MSC is pretty easy. And it will allow you to run reports to see
who's donated and how often.

First off, you must add your donor(s) to MySeniorCenter using the Add Person
button in your People Tab Main Menu.
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https://scribehow.com/workspace#dashboard

2 To track/add donations, simply go to that person’s payments area on their record
page. The use the +Add button in green up at the top and select Donation.
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Next, put in whatever notes you want and select a payment method. Then put the
amount they donated in at the bottom next to the “$” symbol.

e

Notes

In kind donation

Payment Method

Check s

Unpaid
Cash

Credit Card
Wallet




4 You can also click on the small More link right above notes (in the above photo).
This will allow you to put in the check #, destination of funds, and type of donation

information if you want.

Less
Destination Of Funds Check Number

Gift Fund #1234
Type

Money

--Select--
Food

Goods (NON-FOOD)




It's likely you will make the Payment Method above as Cash or Check, depending
on how they are donating. Then just hit the big green Charge button. This should
then take you back to the general payment area window where you'll see the
receipt for this donation in their PAID TAB.
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This is how you'll mark donations on people’s records. The next step is running
6 ) . o
reports. We actually have a special Donations Export report right in Payment

Statistics.
— o e
@l Volunteer Hours lad  Meal Statistics
Ll Log Statistics I Shid  Payment Statistics I

Expo

7 When you click on this, you can choose between a regular or detailed donations
export report and also put in your date range! Then just click the Export button
and it will download to an excel document for you.

Export Donations to Excel
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And here’s your Donations report!
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