How do I enter a negative contribution?

Step 1

Log into Contribution Manager.

Step 2
Add Mew Batch E|
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Comrments:

l & ok H 3 Cancel

Choose the date you wish to post the transaction. You may choose any date. You can
enter the transaction the same date the initial contribution was posted, the date the
payment was returned, or today’s date.

Step 3

Choose the method of the payment.
Enter the Person’s Name/Env #

Step 4

Enter the amount of the transaction with a — sign in front of the dollar amount. After
you enter the amount with a — sign, the program will change it to the following format.
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Step 5

Enter the Account the original money was posted to.

Step 6

Post the transaction.



