Using the Electronic Form A : A Step-by-Step Guide

There are two types of Form As, one for Cash/Cheque deposits, and one for Credit Card/Debit. Every deposit should have its own Form A.
1. Fill out the following information:
Region/Chapter: enter your Region/Chapter
Prepared by: enter your name
Deposit Slip # on Cash/Cheque Form A: enter the number on your deposit slip for these items
Credit Card Batch # on Credit Card Form A: enter credit card terminal batch number for these items 
Transaction Date: enter the date you deposited the items

Form A -Cash/Cheque
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Form A - Record of Deposits

Region / Chapter :
Prepared by :

Deposit Slip # (RBC Deposit Siip #)
Transaction Date: (this date is depositdate for cash & cheques)




Form A -Credit Card
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Region / Chapter :
Prepared by :

|Credit Card Batch # (Credit card termina Batch#)
[Transaction Date: (this date is Batch date for credit cards processed)




2. Fill out the Donor’s information. The phone # or email address may not always be applicable but if you have that information please include it. Every donation should have its own line.
Type: choose the type of donor Individual or Organization from the drop-down list

First Name/Last Name: name for the individual donor
Company Name: name for the organization donor

Address: full address is required for tax receipt

Phone # / Email Address: enter donor's phone/email if applicable 
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3. Select the Payment Method from the drop down menu in that column. When you click on the box an arrow will appear. When you click on that arrow, you can choose from Cash, Cheque or Credit Card. 
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If they paid by a Cheque, please include the Cheque # in the following column. This will be helpful if they call to inquire about a cheque at a later date.

4. Choose the Account Description from the drop down list. The Account Code related to this description will automatically appear in the Account Code column.  Below, Account Description Annual Chapter Events is selected and 450 appears in the Account Code box.
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5. Select your Chapter from the drop down list. The Chapter Code will also show up in the Chapter Code column. 
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6. Fill out the transaction amount & tax receipting information:
Transaction Amount: enter the donation amount received
Tax Receipt (Y/N)?: select from the drop down list

· Yes - issue a tax receipt

· No - do not issue a tax receipt

Receiptable Amount: enter tax receipted amount
Receipt Type: select from drop down list

· Regular Receipt - mail a paper tax receipt to the donor

· E-Receipt - send an electronic tax receipt to the donor by email

Comments: type the additional notes for the transaction, e.g. registration fee, table/ticket purchase, sponsorship, and etc.
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7. Check that everything is accounted for and make sure that the Summary of Deposits is the same as what is on your deposit slip. 
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