
MANUAL

British Union Conference

Gift Aid



Search/New
This section explains how to upload and manage member consent forms.

Important: Only the church clerk has access to this feature

Go to ‘Member’, then click ‘Search/New’.

1. Search for the member's name.

2. Select ‘more options’, and from the drop-down menu choose Consent’.

** If ‘Consent (0)’ is shown, the member’s consent hasn’t been recorded yet — you’ll need to add or update it.



3. Here you can ‘Record Consent’ to this member.

 ** You can also: - Generate an individual link.
   - Send by email.
   - Record decline.

4. To record the consent, you need to select the ‘Type’ (Past 4 years / Main), ‘Date’ and if desired, add some ‘Notes’.

 ** You can upload in two ways:  - Upload a document from your PC;
     - Scan the QR code using your smartphone and take a photo.

5. Once you are happy to proceed, click ‘Save’.



Member Report
This section explains how to generate a report showing how many members have provided consent and how to manage the process.

Important: Only the church clerk has access to this feature.

Go to ‘Reports’, then click ‘Member’.

1. Search ‘Filters’,  click ‘Manage Saved Filters’ and create a new filter with the correct data.

2. Click ‘+ Create New Filter’.  



3. Choose the ‘Filter Name’ (Gift Aid).
 ** Where look for ‘Consent’. 
 ** Fill the other filters. 

4. Select the filters that best suit you above…
 ** On ‘Filters’ look for the filter that you just created. 

2. Click ‘List’.
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