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reports 
getting to grips with our online reports 

 

 

You can view guidance on all the reports by scrolling down or click on a specific report below. 
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getting more from your reports 
All our reports have the same standard features which are shown below: 

 

You can view your report online or you can choose to export a report.  

Select the format you want and then click export; you can then 

choose to open or save the file.  

To be able to view the Excel and Word documents you will need to 

have Word: 97-2003 (.doc) or Excel: 97-2003 (.xls) 

 

If you would like to manipulate data in Excel it is best to export a CSV (comma delimited) file. When this 

file is opened it will open in Excel or an equivalent spreadsheet.    

 

 

If a report is more than one page, you can use these navigation arrows to scroll through the report. 

 

You can also search a report; this is particularly useful if the report is shown on more than one page as 

the search will search the whole report not just the current page you are viewing. You can search for all 

or part of the information you require, i.e. if searching for Smith you can just type in Smi. This search will 

only search forward, if Smith is on the previous page it will not be found, therefore it is best to be on page 

one when searching (the find function is not shown when viewing your account on certain internet 

browsers).     

 

If you would like the report to appear in a different size then select a percentage from the 

dropdown menu (the zoom function is not shown when viewing your account on certain 

internet browsers). 

 

 

You can also refresh the report screen and print your report using the report toolbar (the print function is 

not shown when viewing your account on certain internet browsers).  
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Some of the reports allow you to sort the columns into either ascending or descending order. When you 

click on the arrow for the first time the column will be sorted into ascending order, if you click the arrow 

again the column will be sorted into descending order. To return to your original view click refresh.   

To move reports further up the screen you can hide the parameters by clicking on the double arrows.  

 

To see the parameters again click on the double arrows.  
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overview 
What the report shows: The overview is a snapshot of your account activity; if you would like to 

see more detail of each of the 4 reports available from this page, simply click on ‘more’ and this will take 

you to the relevant report.  
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activity report 
What the report shows: The first part of the report shows details of the one-off gifts that have 

been allocated to your account.  The second part shows details of any new regular gift allocations that 

have been created and of any changes to existing regular gift allocations. These sections will only if either 

a one-off or regular gift has been allocated to your account within the specified time period.  

Date from/Date to: This report automatically shows the last full week or month where there has been 

activity on the account, but you can change the date range and review back to 1st May 2010. When 

inputting the date manually (without using the calendar), click View Report twice.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Show extra columns: The report will automatically show the following: 

Change (this is for changes to regular allocated gifts, it will show: new, 

increase, decrease, closed, date/frequency, tax, project, details), Giver,  

Amount, Frequency (this could be monthly, quarterly, six monthly, or 

annually), Date (the date the one-off gift was allocated into your 

recipient account; this will be different from the date the grant was 

transferred into your bank account), Change date (this is for regular 

allocated gifts only, this is the date the change was made on our 

system), Next date (this is the next date that the regular gift will be 

allocated to your recipient account, it is not the date that it will be 

received into your bank account), End date (this date will show if the 

regular gift allocation is for a limited period), Reference (this is the full 

allocated gift reference).  

 

You can also choose to see the following: 

Address (the Giver’s address), Giver title, Giver forename, Giver 

surname, Details  (additional information, such as a reference. If you 

have set up a project this column will also show which project the 

allocated gift was intended for), Tax inclusive (if the gift allocation has 

reclaimed tax to follow, a further gift will be allocated 6-8 weeks after 

the original gift allocation), Giver No. (the Giver’s unique reference with 

Stewardship). 

 

If you do not wish to see or export all the above information, simply un-

tick the boxes you do not wish to view. When exporting to a csv file all 

the columns will be exported.  
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Type: This is for the one-off allocated gift section of the report.  If 

there have been any one-off gifts allocated to your account these will 

show automatically, if you wish to see if any vouchers that have been 

allocated to you account then tick the box next to vouchers and click 

‘View Report’.    

Project: The report will automatically show the allocated gifts made to each project, if you have any set 

up. However, you can un-tick the projects you do not wish to see. 

 

 

The regular allocated gifts shown on your report may appear for a number of reasons. This reason will 

show under the ‘change’ column. 

This key provides further detail: 

New A regular gift allocation has been setup within the activity date range.  

Closed A regular gift allocation has reached the end date within the activity date range. 

Increase Amount of regular gift allocation has been increased. 

Decrease  Amount of regular gift allocation has been decreased. 

Next Date  Date of next regular allocation has been changed within the activity date range. 

End Date Date of the final regular allocation has been changed within the activity date range. 

Frequency The frequency of the regular allocation has been changed within the activity date 
range.   

Tax The tax reclaimed on a regular gift allocation has been changed. Select ‘Tax 
inclusive’ from the ‘show extra columns’ dropdown menu to see if the regular gift 
allocation is now tax inclusive.  

Project The project that the allocated gift was intended for has changed. Project may have 
been added, removed or replaced with another project. 

Details   The reference used for this allocated gift has either been added, removed, or 
altered. 
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regular gift allocations 
What the report shows: Details of regular gift allocations 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Project: To obtain details relating to specific projects you can select from the ‘Project’ dropdown menu.   

 

 

 

 

 

 

 

 

 

Show columns: The report will automatically show the following: 

Giver, Giver No. (the Giver’s unique reference), Amount, Frequency 

(this could be monthly, quarterly, six monthly, or annually), Next date 

(this is the date that the gift will be allocated to your recipient account, 

this is not the date that it is received into your bank account. Please be 

aware that the gift allocation can be cancelled or changed before the 

next date, therefore this list can only be used as a guide of future 

allocations), End date (this date will only show if the gift allocation is for 

a limited period), Short Reference (this is the first part of the allocated 

gift reference), Project (if you have set up a project this column will 

show which project the allocated gift was intended for), Tax reclaim (if 

the regular gift allocation has reclaimed tax to follow, a further gift will 

be allocated 6-8 weeks after the original gift allocation).  

If you do not wish to see or export all the above information, simply un-

tick the boxes you do not wish to see. 
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Report example: 
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allocated gift details 
What the report shows: Details of allocated gifts, broken down by type (regular, one-off, reclaimed 

tax and voucher). 

 

 Date from/Date to: This report automatically shows the last months allocated gifts, although you can 

review from 1st January 2007 When inputting the date manually (without using the calendar), click view 

report twice.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type: The report automatically shows each type of allocated gift. You 

can select the type you wish to view by using the dropdown menu.  

Projects(s): The report will automatically show the allocated 

gifts made to each project, if you have any set up. However, 

you can un-tick the projects you do not wish to see. 
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Show columns: The report will automatically show the following: 

Date, (this is the date that the gift was allocated to your recipient 

account; this will be different to the date it was received into your bank 

account), Amount, Giver, Type, Details (additional information, such as 

a reference. If you have set up a project this column will also show which 

project the allocated gift was intended for), Reference (this is the full 

allocated gift reference).   

If you do not wish to see or export all this information, simply  

un-tick the boxes you do not wish to see. 

 
Search by giver:  If you would like to view all the allocated gifts in a given period requested by one giver 

then type their name and click on ‘View Report’. 

Search by reference: If you have all or part of a transaction reference you can search the report for the 

corresponding allocated gift. 
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Report example: 
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tax reclaims 
What the report shows: Reclaimed tax that has been or is due to be distributed to you in a grant. 

The report links the reclaimed tax to the original gift allocation.  

 

Date from/Date to: This report automatically shows the last 6 months gift allocations which have a 

reclaimed tax allocation associated with it. If you would like to view a particular period you can do this by 

changing the ‘Date from’ date and the ‘Date to’ date and then click ‘View Report’. When inputting the 

date manually (without using the calendar), click view report twice.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Report example: 

 

 

 

 

 

 

 

 

 

 

Project(s): You can also choose to see the most recent allocations 

for each project you may have set up. The report will automatically 

show gifts allocated to all the projects, however you can un-tick the 

projects you do not wish to see. 

 

Search by reference: If you have all or 

part of a transaction reference you can 

search the report for the corresponding gift 

allocation. 

 

Search by giver: If you would like to view all the 

gift and reclaimed tax allocations in a given 

period requested by one giver then type their 

name and click on ‘View Report’. 

 

Search by giver: If you would like to view all the 

allocated gifts in a given period requested by one 

giver then type their name and click on ‘View 

Report’. 
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largest givers  
What the report shows: The total amount of allocated gifts broken down by the individual givers 

who requested the gift allocations.  These will be shown in order of magnitude within a specified time 

period. 

Date from/Date to: This report automatically shows the gifts allocated within the last year, although you 

can review from 1st January 2007. When inputting the date manually (without using the calendar), click 

view report twice.  

Number of rows: The report automatically shows the 10 largest givers, although this can be changed to 

any number you wish.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Show extra columns: The report will automatically show the 

following: Giver, Total (total allocated gifts for a given period - 

includes all types). 

 

You can also choose to see the following: 

Giver No. (The Giver’s unique reference), Postcode (the giver’s 

Postcode).  

 

Project(s): You can also choose to see the largest givers for each 

project you may have set up. The report will automatically show 

the total gift allocations to all the projects; however you can un-

tick the projects you do not wish to see. 
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Report example: 
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summary of allocated gifts 
What the report shows: The total number and value of allocated gifts in a specified period. A 

breakdown by project will be shown if any have been set up. 

 

Date from/Date to: This report automatically shows gifts allocated during the previous month, although 

you can review gift allocations from 1st January 2007. When inputting the date manually (without using 

the calendar), click view report twice.  

  Report example: 
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breakdown  
What the report shows: Details of allocated gifts, listed by grant payment date. 

 

The initial report shows the breakdown of your last grant. If you would like to view breakdowns of other 

grants made to you, then please select the required date from the ‘select grant date’ dropdown menu. 

The grant date is the date the payment arrived in your bank account. You can view the breakdown of all 

grants made within the last 6 months. 

 

 

 

 

The report automatically shows the following details: 

Giver, Amount, Type (this is the type of allocated gift, i.e. voucher, 

regular etc.), Short reference (this is the first part of the allocated gift 

reference), Allocation date (the date the gift was allocated into your 

recipient account; this will be different from the date the grant was 

transferred into your bank account), Project (if you have set up a project 

this column will show which project the allocated gift was intended for), 

Details (this may include additional information, such as a reference).  

You can also choose to see the following: 

Giver title, Giver forename, Giver surname, Reference (this is the full 

allocated gift reference), Payroll giver (if the gift received has originated 

from a giver who pays into their giving account via a payroll giving 

scheme then ‘Y’ will appear), Giver postcode, Giver No. (the Giver’s 

unique reference), Old Giver No. (the Giver’s previous reference), Grant 

date (the date the grant was received into your bank account).  

 

 

Projects: To obtain details of specific projects you can select from the 

‘Project’ dropdown menu 
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Report example: 
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on the way  
What the report shows: Details of allocated gifts, which are in the process of being sent from your 

Stewardship account to your bank account.  

 

 

 

 

 

 

 

 

 

Report example: 

 

 

 

 

 

 

 

 

 

 

Projects: To obtain the details of your available balance for specific 

projects you can select the relevant project from the ‘Project’ 

dropdown menu. The report automatically shows allocated gifts to all 

projects.  

 

The report automatically shows the following details: 

Giver, Amount, Type (this is the type of allocated gift, i.e. voucher, 

regular etc.), Short reference (this is the first part of the allocated gift 

reference), Allocation date (the date the gift was allocated into your 

recipient account; this will be different from the date the grant is 

transferred into your bank account), Project (if you have set up a 

project this column will show which project the allocated gift was 

intended for), Details (this may include additional information, such 

as a reference).  

You can also choose to see the following: 

Giver title, Giver forename, Giver surname, Reference (this is the full 

allocated gift reference), Payroll giver (if the gift received has 

originated from a giver who pays into their giving account via a 

payroll giving scheme then ‘Y’ will appear), Giver postcode, Giver 

No. (the Giver’s unique reference).  
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Report example:  

 



 

 20 
Report guidance for all reports 

copyright Stewardship 2009   t 020 8502 1100   e helpdesk@stewardship.org.uk 

The report automatically shows the following details: 

Giver, Amount, Type (this is the type of allocated gift, i.e. voucher, regular etc.), 

Short reference (this is the first part of the allocated gift reference), Allocation 

date (the date the gift was allocated into your recipient account; this will be 

different from the date the grant is transferred into your bank account), Project 

(if you have set up a project this column will show which project the allocated 

gift was intended for), Details (this may include additional information, such as 

a reference).  

You can also choose to see the following: 

Giver title, Giver forename, Giver surname, Reference (this is the full allocated 

gift reference), Payroll giver (if the gift received has originated from a giver who 

pays into their giving account via a payroll giving scheme then ‘Y’ will appear), 

Giver postcode, Giver No. (the Giver’s unique reference).  

 

 available  
What the report shows: Details of allocated gifts, which are available for you to withdraw.  

 

 

 

 

 

 

 

 

 

 

 

Projects: To obtain the details of your available balance for specific 

projects you can select the relevant project from the ‘Project’ 

dropdown menu.   
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Report example: 
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by tax year 
What the report shows: Total grants made to you in a specified period.  

 

Date from/Date to: This report automatically shows grants made to you during the previous tax year, 

although you can review grants sent since 1st January 2007. When inputting the date manually (without 

using the calendar), click View Report twice.  

Report example: 
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Project: The report will automatically show the allocated gifts made 

to each project, however you can un-tick the projects you do not wish 

to see. 

 

allocated gifts by type 
What the report shows: The total gift allocations in each month, broken down by type (regular, 

one-off, reclaimed tax and voucher).  

What the chart shows: A visual representation of the total amount of gift allocations in each 

month, apportioned by type. 

Date from/Date to: This report automatically shows gifts allocated for the last year, although you can 

review gift allocations from 1st January 2007. When inputting the date manually (without using the 

calendar), click view report twice.  

               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type: The report and graph automatically show each type of allocated 

gift. If you would like to view the gift allocations for a particular type 

then just un-tick the gifts you do not want to include in the report and 

chart. 
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Report example: 
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Types: The report and graph automatically show each type of 

allocated gift. If you would like to view the gift allocations for a 

particular type then just un-tick the gifts you do not want to include 

in the report and chart. 

 

Project: The report will automatically show the allocated gifts made 

to each project, however you can un-tick the projects you do not wish 

to see. 

 

monthly comparison 
What the report shows: The total gifts allocated each month compared to previous years. 

What the chart shows: A visual representation of the total gifts allocated each month compared to 

previous years.  

 

Date from/ Date end: This report automatically shows gifts allocated during the previous 2 years, 

although you can review gift allocations from 1st January 2007. When inputting the date manually 

(without using the calendar), click view report twice.  
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Report example: 
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Project: The report will automatically show the allocated gifts made 

to each project, however you can un-tick the projects you do not wish 

to see. 

 

yearly comparison  
What the report shows: The cumulative allocated gifts throughout a year, broken down by months 

and compared to previous year’s cumulative figures. 

What the chart shows: Cumulative allocated gifts shown by month and compared to previous 

years. 

Date from: This report automatically compares gifts from 1 January 2007. You can change this date to a 

later date, but please keep in mind that for the most useful comparison the start date should be at the 

start of the year. When inputting the date manually (without using the calendar), click view report twice.  

 

 

 

 

 

 

 

 

 

 

 

Type: The report and graph automatically show each type of 

allocated gift. If you would like to view the allocated gifts for a 

particular type then just un-tick the gifts you do not want to include 

in the report and chart. 
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Report example:  
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