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The Retail Technology Group (RTG) recommends completing the procedures in this 
guide to create inventory records for donated items. Donated items are “received” in 
negative amounts to update inventory quantities (without affecting daily sales) and 
reduce the cost of goods accordingly. Donation-specific receiving reports can be 
created at the end of the year for tax purposes. 
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Notices 
Copyright © 2018 Retail Technology Group. 
940 Industrial Drive, Suite 107 
Sauk Rapids, MN 56379 
1-800-547-7120 
All rights reserved. 

General 

No part of this document may be reproduced, distributed, performed, displayed, or used 
to prepare a derivative work without the prior and express written consent of Retail 
Technology Group. The software described in this document is furnished under a 
license agreement and may be used only in accordance with the terms and conditions 
of the license agreement. Information in this document is subject to change without 
notice, and Retail Technology Group assumes no responsibility for errors.  

Trademarks and Credits 

AXIS, AXIS Retail Management System (AXIS RMS), AXIS Data Center, AXIS 
Register, and AXIS E4473 are trademarks of Retail Technology Group and shall not be 
used without the express written permission of Retail Technology Group. 

Other trademarks, such as QuickBooks, are not being used as a trademark herein and 
are the property of the respective owners. 

Legal Counsel 

This program, printed documentation, and documents should not be used as a 
substitute for professional advice in specific situations. The procedures, images, and 
examples in this document are for illustrative purposes only and may not be applicable 
in your setting due to differences in preference, settings, and/or state and local 
regulations. 

The following notice is required by law: 

Retail Technology Group products and services are not a substitute for the 
advice of an Attorney.  
You are encouraged to seek the advice of your own attorney concerning the use 
and legality of this program, documentation, and forms.  

Publication Information 
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Set Up a Donations Vendor 
Complete the following procedure to create a new vendor called “Donations.” 

 1.  Select Data > Vendor from the menu bar to display the Vendor screen. 

 2.  Click the New button on the toolbar to display the Add Vendor window. 

 

 3.  Enter “Donations” in the Vendor field. 

 4.  Click the Add button to add the “Donations” vendor to the list of vendors on the 
Vendor screen. 

 5.  Click the Close button to close the Add Vendor window. 

 6.  Click the Close (red X) button on the Vendor screen to close it. 
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Create a Donations Invoice 
Complete the following procedure to create an “invoice” for a donation. 

 1.  Select Process > Receive by Invoice from the menu bar to display the Receive 
by Invoice screen. 

 2.  Click the New button on the toolbar to display the Add Receive by Invoice 
window. 

 

 3.  Enter the name of the organization receiving the donation in the Invoice # field. 

 4.  Click the LookUp button to display the Choose a Vendor window. 

 

 5.  Click the Donations vendor to select it. 

 6.  Click the OK button to close the Choose a Vendor window. 
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 7.  Click the Add button to close the Add Receive by Invoice window and display the 
new invoice on the Receive by Invoice screen. 

 8.  If necessary, click the new invoice to select it. 

 9.  Click the Detail tab to display it. 

 10.  Click the New button in the toolbar to display the Add Receive by Invoice Item 
window. 

 

 11.  Identify the item being donated. 

► If the Add Cross Reference window displays, click the Close button to close 
it. (There is no need for a cross reference.) 

 

 12.  Enter the quantity being donated as a negative number in the Units Recv field. 
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 13.  Click the Add button to display the item on the Detail tab. 

 14.  The donation will be reflected in the following areas: 

• The donated item will be removed from Inventory and quantities will be 
updated accordingly. 

• The Receiving Report will display the donated amounts. 

 

• The Receipt History Report will reflect the donated amounts. (This report may 
be helpful at end of year. Refer to Print the Receipt History Report for more 
information.) 
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Print the Receipt History Report 
Complete the following procedure to print the Receipt History Report. 

 1.  Select Reports > Purchasing from the menu bar to display the Report Wizard 
window. 

 

 2.  Click the Receipts History report to select it. 

 3.  Click the Next button to display the Filter Records window. 

 4.  Click the Filter button to display the Filter window. 

 

 5.  Click the Add button to display the Filter Conditions window. 
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 6.  Select “Receipts Detail History” from the Table dropdown field. 

 7.  Select “Vendor” from the Field dropdown field. 

 8.  Select “equals” from the Operator dropdown field. 

 9.  Enter “Donations” in the Value field. 

 10.  Click the OK button to close the Filter Conditions window and display the new 
filter in the Filter window. 

 11.  Click the Next button to display the Sort Records window. 

 12.  Click the Next button to display the Report Options window. 

 13.  Enter desired date range. 

 14.  Click the Next button to display the Output Options window. 

 15.  Complete the following procedures as needed: 

• Click the Preview button to preview the report. 

• Click the Print button to print the report. 

• Complete the following procedure to save the report to a file: 

1. In the Output to section, click the File option (radio button) to select it. 

2. Click the File button to display an Output to file window. 

3. Navigate to the desired location. 

► To ensure easy access to the report in the future, set up a folder 
specifically for this report on a USB drive, on the desktop, or in a 
dedicated directory (but NOT within the IMS directory). 

4. Enter a distinctive name for the report file in the Output field. 

5. Select the desired file format from the Files of type drop-down field. 

► The PDF format is the most readable format. 

6. Click the Open button to close the Output to file window. 

7. Click the Process button 

► When output is sent to a file instead of the printer, the Process button 
replaces the Print button. 


