GIVE 4 MARION

How can | resend a donation receipt to a donor?

Step 1: Navigate to Your Admin Dashboard

If your home page is notyour admin dashboard, click on the drop down box at the bottom of
the screen nextto "Viewing Dashboard For" to view a list of organizations thatyou are an
administrator for. Click on the name of your organization you'd like to access.

GiveGab A Home g7 Support @-

Nonprofit Giving Platform

& Welcome, Jonathan!
X

W Your Personal Fundraisers e Rl o N0
Your Donations

I View your GiveGab donation history, resend
Bl BakerRipley TurkeyTrot receipts to yourself, and manage recurring gifts.

Logan's Pups

| Your Personal Goal: $500

$ $25Raised FH 155days left & 1Donor

Your Volunteerism
24.0 hours

T'esting ‘Log Hours

yground

| Your Personal Goal: 5500

Viewing Dashboard for | Jonathan Na

Step 2: Go to your Donation Reports page

Click on "Reports" while inyour Admin Dashboard, this tab will expand, then click on the
"Donations" option to be taken to your organization's donation records and information.
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Step 3: Search Your Donation Report

Use the Search bar to locate the donor who's receipt you would like to send.
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Step 4: Resend the Donor’s Receipt

Click on the receipticon to send the donation receipt to the email address associated with the
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