
Field Note: Edit Fundraiser Field 
on a Payment Record

Steps to Edit Fundraiser Field 

1. Navigate to your Mission Unit record page 
2. Run Mission Unit Revenue Report by clicking 

the Quick Action button in top right corner
3. Find donation that needs to be designated to 

a specific staff member
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This can be done from any payment. One place to easily 
locate payments is on your Mission Unit Revenue Report.

4. Click on Payment Number of donation to edit (Note: you may need to 
scroll across the page to see this number!)

5. Click Edit Details in top right corner of payment record page
6. Type in the full name of staff member, and select it from the 

dropdown list (The Primary Campaign name will be displayed below Fundraiser contact name)

7. Click Next

This field searches for the Contact Record, not User. If multiple contacts show up for the same person use 
the Merge Request Form to merge those contacts in order to ensure accurate mapping of the payment.

https://young-life.lightning.force.com/one/one.app#/sObject/ContentDocument/0694M000009cYlSQAU


Tips: 

If you need to remove a name in the Fundraiser Field, contact Income 
Processing. 

Making these edits on the Fundraiser field is valuable because this field 
is used in the Mission Unit Staff Support Report (a Quick Action report) 
on your MU page to track Personal Donor Development. This report will 
become more accurate and useful as you fill in the Fundraiser field to 
designate payments. 

8. On the Edit Details screen, select an option. 
o Apply to this payment only OR 
o Apply to this and all future payment

9. Click Next (A screen appears noting the update made)

10. Click Finish to exit

11. Confirm the edit by checking the name in Fundraiser field of 
payment report 
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