
Guide to Preparing ona on a  e eipt  
 

While you can send individual receipts for individual  in Xero, there is no ability for 
Xero to send a receipt for consolidated  over the tax year period. Therefore, 

excel. 

process is: 

1.  for the tax period (1 April to 31 March) 
2. Run a  
3.   and any internal records. 
4. Note  

for tax . 
5. Either: 

a. a copy of the 
  

b. Or 
   

6. n or can also be 
 

7.  

 

Eligibility of donations for tax credits 

donor, and under the parish’s full control.  

the Parish chooses to 
later send the  

 - —for 
for a 

 

 

 

One off Donations 
the parish has issued any one-  

the  on the annual tax receipt. 



Donation Template

“ ” 

issued it 

ins 

.

Donor Contact Details

–
excel.  

addresses are on the receipts (unless you plan 

Copies of Donation Receipts
nother



Step One - Reconcile Bank Account for Tax Period
1.

Step Two – Run the Donor report.

Account Transaction Report – Group by Contact  
1. .

2. Find and open the

3. Under , search for or select the accounts to include in the report. 

4. Select all the 
(1110, 1120, 1130, 1140, 1150)

such as appeals codes that a and possibly 

5. Select a next to the date to choose a set 

6. – by 
Donor.

7. – – - , 
or hall hirers.

8. to run the report.

9.



1.  
any internal records). 

2.  but 
.  

a Full 
 merge true duplicate are ]. 

3. - 
-  

be updated.  
10.  

( Summarise by Contact
 

) 
11. Export the report to excel. 
12. 

 
13. in the excel spreadsheet  under each 

contact to total for each donor.  any 
  

Master Donor Record – Omissions or changes 
When the donor report has been exported to excel save this as the 

 totals for the year.  
.  

 in the 2025 accounts then you can edit and update this 

 
  recorded to th   

 

Please note in Xero in the excel sheet 
purposes. 

 

Step Three – Assign Receipt Numbers 
Previously

e tax year -2026 or 
26_2026. 

  



Step Four(A) – Producing donation templates not using mail merge 
1. Open the  connect to a 

database. 
2.   

donor:  
1. (updated in 4 places) 

1.  
2.  
3.   
4.  

2. Treasurer Na  (updated in 2 places) 
1.  
2.  

3.   
4.  

3.   
4.  

in  
1.  
2. Total    
3.  only 
4. E  
5.  
6. Add city) 

5. 
electronically. 

6. Distribute to each Donor. 

 

Step Four (B) – Producing donation receipts using a mail merge 
1. Open the spreadsheet and 

 
   

0 
 

 

Treasurer  
each Donor. 

 

2. 
to a database. 
 



3. Go to and Select Recipients and

4.

5.

6.

results.

7. .  



 
1.  – 

edits to 
individual  

2. – S .  
 

3. – 
and your  
 

8.  
 

9. Distribute to each Donor. 

 

 

How to merge contacts  

 

for each contact on the excel spreadsheet instead of 
the contacts in Xero. 

 

1.    . 

2.  

3.  .  

4.  

5.   . 

   

   

 

Assistance Request 
assistance, . 

 


