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Contribution Statement Overview 
It is a widespread practice for churches to send Contribution Statements quarterly or yearly. Both options 

include a cost for providing this service. An optimum way for providing contribution statements is through 

inFellowship's Online Giving. Anyone with an inFellowship ID can sign on to view and print their Online 

Statement. People who do not have an inFellowship should receive a printed version of the statement by 

regular mail. 

The combination of the online statement feature and the ability to generate paper contribution statements for 

a select group will allow you to provide contribution statements at the lowest cost possible. 

We recommend transitioning to online statements by making paper contribution statements available to 

donors by request or by requiring that those donors pick up their statements at the church office. 

Online Statements 
inFellowship Users can view and print an Online Giving Statement that can also be used for submission to the 

IRS for end of year tax purposes. The statement includes the church's name, address, and optionally, the tax ID 

number (or EIN). 

Making the Statement Available Online 
inFellowship Giving must be enabled for an inFellowship user to download their contribution statement.  To 

enable inFellowship Giving: 

1. Navigate to WebLink > InFellowship > Features 

2. Ensure that the Online Giving feature is ON 

3. In addition to enabling giving statements, giving features can be enabled as well. This is not required. 

However, a payment gateway is required for these options (Enable give now, Enable scheduled giving, 

Enable give without an account). 

4. Save changes.  
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InFellowship Users may not know that the online statement is an available option, so you should develop a 

communication plan - possibly an email campaign to let them know how to take advantage of this option. 

First, you need to know who contributed last year. 

Run G1050 – (Core Giving Records Report) to create a temporary group consisting of all people that gave last 

year to selected funds. We’ll call them the Donors. 

1. Access the Report Library and search for G1050 Core Giving Records 

2. Start with the received date of last year as shown in the diagram below. 

 
 

3. Choose who you want in your temporary group output. 

 

 

 

 

 

NOTE: Be sure to change the temporary group name to something meaningful or the report 

will have a generic name and may be difficult to locate in the list of temporary groups. 
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Additional Filters to Consider 
If you want to limit your donor list to those who made a minimum donation total, enter the dollar amount in 

the X within the Data Range field. 

 

 

Limit the list to those who have a contribution type fund 

 

4. Click Run Report. 

Next, use the Core Web User Account Records report and temporary groups to determine who has an 

InFellowship User ID. 

1. Access the Report Library and search for A8000 (Core Web User Account Records). 
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2. Select the temporary group from the G1050 report as the "Selected Group Members to Return". 

 

 

3. Search for anyone who has an inFellowship ID. 

 

 
4. Output to a group for your email as shown below. 

 

 

 

 

Use the Core Web User Account Records report A8000 and temporary groups to determine who DOES NOT 

have an InFellowship User ID. 

NOTE: Be sure to change the temporary group name to something meaningful or the 

report will have a generic name and may be difficult to locate in the list of temporary 

groups. 
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1. Access the Report Library and search for A8000 Core Web User Account Records. 

2. Select the temporary group created from the G1050 report as the ‘Selected Group Members to 

Return’. 

3. Now select Head and Spouse from ‘Household Positions to Return’. 

 

4. Output to a temporary group for your email as shown below. Be sure to change the temporary group 

name to something meaningful or the report will have a generic name and may be difficult to locate in 

the list of temporary groups. 

 

Communicating via Email 
Now we have the appropriate groups saved and can use the groups to send an email to individuals who can 

sign into inFellowship and retrieve their contribution statements. 

To send the email: 

1. Navigate to People > Group Email > Compose 

2. Enter a subject for the email as shown in the image below. 
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3. Click Add Recipients 

4. Choose From Existing Group and select the temporary group created for Donors with an inFellowship 

Login. 

5. Click Add 

 

6. Click the Rollback Arrow (not your browser’s back arrow) to return to Email 

 

7. Draft your email or use an existing email template to compose your email.  

 

 

8. Include a link to the Online Giving History in your email. This can be found by navigating to WebLink > 

inFellowship > Links. 

 

9. Click Send email. 

NOTE: Templates can be created in the People > Group Email > Templates menu. 

 



 
 

 

pg. 9 
 
 

 

Paper Contribution Statements 

Once you have emailed your Web Users, you can exclude them from receiving a paper contribution statement. 

This is the process that will reduce costs for your church. We previously created a temporary group to include 

Donors with NO inFellowship Login.  We will exclude this group from the Giving Statements.  If as a church, you 

decide to send contribution statements to everyone, regardless if the contributor has an inFellowship login, 

then alternatively filter by the temporary group created earlier that included All Donors. 

Create a Contribution Statement 
1. Navigate to Giving > Statements > Statement Builder 

2. Create a name for your Contribution Statements. This will create a template to use again in the future. 

 

 

 

 

 

 

Example: To send statements to only donors WITHOUT an inFellowship Login 

 
 

Example: To send statements to ALL donors 

 
 

 

3. Complete the Detail dates and Summary dates fields. The Statement Date Range fields control the 

contributions that display in the detailed contribution section of the statement and the summary 

contribution section of the statement. You can have different dates for these fields. For example, if 

NOTE: It’s recommended to name your Contribution Statements WITHOUT noting a date range.  

You can always change the date range in the next steps when ready to request the statements. 

Omitting the date range in the Statement Name will prevent scrolling through an exhaustive list 

of statements in the drop-down list when ready to request a statement in the future. 
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your church sends quarterly statements, choose the current quarter in the Detail dates and the year-

to-date dates in the Summary dates field. 

 

4. Choose one of the following to limit the statements generated: 

• Do not limit—selected by default; no limits are included in the generated statements. 

• Postal Code Range—select the radio button and enter a range of postal codes to include in the 

generated statements. 

• By Household/Org—select the radio button and click Select to find an individual or company to 

generate a specific statement. This selection runs a single contribution statement. 

• By Group—select the radio button and choose the group for which you want to generate 

statements.   

 

 

 

 

 

5. Optionally, type a number in the Amount field to limit the statements that are generated to those that 

include contributions that total to an amount greater than the number entered. 

6. Optionally, click Select in the Funds field to select individual funds and omit others. The dialog box 

displays all funds (inactive and active) and all funds are selected by default. Hold down the Ctrl key on 

your keyboard and click any fund to omit from the request. Continue to hold down the Ctrl key until all 

funds have been selected or cleared. Click Select funds. 

7. Optionally, repeat previous step for Sub funds and Pledge drives. All sub funds and pledge drives are 

selected by default. 

NOTE: By Group is where you will choose the temporary group created for All Donors OR 

Donors WITHOUT an inFellowship ID. 
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8. Optionally, click Select in the Status field to select individuals by status. The dialog box displays all 

active statuses and sub statuses and all are selected by default. Hold down the Ctrl key on your 

keyboard and click any status to omit from the request. Continue to hold down the Ctrl key until all 

statuses have been selected or cleared. Click Select Statuses. 

9. Optionally, repeat previous step for Attributes. All Individual Attributes are selected by default. 

10. Optionally, click Select beside the Position filter. This filter selects all household member types by 

default. It's important to only select the Head and Spouse positions if you plan on rolling individual 

contributions up to the Household level. 

 

 

 

 

11. Select whether to have Fellowship One send you an email notification when statement files are ready 

to be downloaded. Select the Send confirmation email to check box and either accept the default 

email address in the corresponding field or type a new address in the field. 

 

 

 

 

 

12. Under Output, Select one or more of the following: 

• Households—select this check box to include contributions attributed to a household. 

o Rollup individual contributions to household—select this check box to include those 

contributions attributed to individuals within the household in the statement. Only select 

this option if you have selected the Head and Spouse positions in the Positions filter. 

• Individuals—select this check box to include contributions attributed to an individual. 

• Organizations—select this check box to include contributions attributed to an organization. 

 

 

 

• Optionally, select Show non-cash contributions to display this information on the contribution 

statement. The information typed in the Memo field when a non-cash contribution is entered 

displays on the statement. 

• Optionally, select Show pledge drive summaries to display a new table on the contribution 

statement that displays pledge giving. All Pledge Drives are created with an associated date range. 

The Calculation Method is referring to this date range. Select one of the following for the 

Calculation Method: 

NOTE: Select only Head and Spouse member types when you are generating rolled up 

household statements (the Rollup Individual Contributions to Household check box in the 

Output area). This ensures you will not inadvertently roll up a child's contribution statement 

to his parents' household statement. 

 

NOTE: Multiple email addresses can be entered in this field. Separate each email address with 

a semi-colon (;). 

NOTE: If Individuals is selected, you must first clear the check box to enable the Rollup 

Individual Contributions to a Household check box 
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o All Time (Pledge Start to Finish) shows all pledges given by the contributor to date, and 

compares it with the total pledged amount for the length of the Pledge Drive. 

o Summary Date Range shows all pledges given by the contributor within the "specified date 

range", and compares it with the amount that was pledged to be given by the end of the 

contribution statement period. 

 

13. Type scripture, messages, or letter information to appear within the contribution statement in the 

Comment fields. The comment fields appear in various places in the statement depending upon the 

style you select in the Statement style drop-down list. 

 

 

 

 

14. Select the Output format for the statements. The default selection is PDF files; however, you have the 

option of exporting the statement information in XML format, which can be opened in Microsoft Excel 

and used to mail merge into contribution template letters you may have already created in Microsoft 

Word. 

15. Select a style from the Statement style drop-down list. You have the option of creating new style 

sheets. This advanced option is best used by those who are familiar with style sheets. 

16. Select a sort method for the statements in the Sort statements by drop-down list. The choices are by 

Last Name or Postal Code. This indicates the order in which you want the statements to print. 

• Optionally, select Include postal code report to run an additional report listing all postal codes with 

statement counts. (This report resembles G1000z – Contribution Statement Counts by Zip Code.) 

This report appears in the files that can be downloaded in the Statement Queue. 

• Optionally, select the Include contributor export check box to include an XML file with address 

information for each contribution statement. This file can be opened in Excel and used with 

Word's Mail Merge tool to create labels or envelopes. Nicely, it's in the same order as the 

statements are printed making addressing envelopes easy. 

17. Optionally, if you are modifying an existing request definition, select the Save changes to the existing 

definition check box. This field is inactive unless you have selected 

18. Click Submit statement request. The request is submitted and the statement Queue appears where 

you can periodically monitor the status of your request.  

Retrieve Statements from the Statement Queue 
When a statement request is submitted it is added to the Statement Queue. The queue appears immediately 

upon clicking the Submit statement request button and displays the request, its status, the number of 

statements generated, the time submitted, the time completed, and links to any statement files. 

 

NOTE: Type some example text in each of the comment fields and run a sample statement (limit 

it to a single statement in the Filters area by selecting the By Household/Org radio button and 

selecting a household) with each of the styles. This will give you a better idea of which style will 

work for your church. 
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You can also access the statement queue by clicking Giving > Statements > Queue. 

 

Refreshing the Statement Queue 
The Status field continues to update as the statements are processed. Click Refresh statement requests to 

update the status column. The statuses are as follows: 

• Pending—the initial status of the statement request. The request remains in pending state until the 

statements begin generating. 

• Processing—status displayed when the statements are generating. 

• Completed—status displayed when the statements have been generated. 

When statements have completed, download links will appear. There are two separate links: Details and 

Summary. 

 

Now that the statements have been generated, they are ready to be printed, folded and mailed! 


