
Changing Giver Codes

 Open Giving Unit Field Maintenance

Go to Programs > Contributions > Giving Unit Field Maintenance 
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 Display your Givers

Click on the Show All button to show all your Givers in contributions. 
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 Sort List

You many want to sort the list by Last Name or Current Code. To sort the list, cilck on the Column
heading name.
For example, if you want to sort by last name, cick on the heading "Last Name."
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 Enter Pending Codes and Finish up

1. Enter the new codes for next year. 
2. Check this box to make sure that the pending codes will clear when you make the switch. 
3.  When you have run this years Giving Statements and completed your year end activities in
Contributions, click the Copy button to change your codes. This will move your Pending Code to the
Current Code. 
4. Click Save. 
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