How to Submit Cash & Cheque Donations
CASH & CHEQUES ADDRESSED TO YOU
Did you receive cash donations or a cheque made out to you from a friend, family member or coworker? You can deposit the cash or cheque into your own bank account and enter the donations online
on your credit card and your donor will receive a tax receipt in their name for all applicable donations of
$20 or more! Here is how:
Step 1: Visit www.cysticfibrosis.ca/walk and click on the blue ‘Login’ button at the top left of the
website.

Step 2: On the login homepage, enter your username and password and press the ‘Login’ button below.

Step 3: Once logged in, you will arrive at your fundraising ‘Home’ page. Click on the ‘Personal
Homepage’ tab on the left hand side.

Step 4: Once on your ‘Personal Homepage’, you will see the left-hand tool bar expand. Click on ‘Manage
Cash & Cheques”.

Step 5:
Once you are in ‘Manage Cash & Cheques’ follow the below instructions:
1. Indicate if the donation is from a friend or family or if the donation is from an event (BBQ, staff
fundraiser such as a bake sale, etc.) This will determine if a tax receipt needs to be issued or
not.
2. Enter ALL the donor information (this is especially important for tax receipting purposes)
3. Add the donation amount
4. Press the button ‘Add Donation’

a. Once you do that you will see this donation reflected on your personal fundraising page
Step 6:
Now you can use your own credit card to pay for this donation and ensure your donor gets their tax
receipt.
1. If you scroll down to the bottom of the “Manage Cash & Cheques” page you will see a total cash
donations amount (this will include all cash donations you’ve entered)
2. You will see a button that says “Pay for cash donations” (this includes cheques made out to you)

3. After you press the ‘Pay for cash donations’ button, you can choose which donation you’d like to
pay for (you can do multiple donations in one transaction)
4. Then you will fill out the below prompts to enter your credit card information:

Note:
Tax receipts will be issued to all applicable donations of $20 or more to the donor whose information
you previously entered and it will automatically send to their email. The donations that you’ve paid with
your credit card are no longer considered offline donations.
CHEQUES MADE OUT TO CF CANADA
If you receive a cheque donation that is made out to Cystic Fibrosis Canada you can enter it offline so
that it reflects on your fundraising page and send the cheques to our head office so they are deposited,
processed and tax receipted. Here is how:
Step 1: You will follow Steps 1 – 5 above to enter your donor information and donation amount so that
it shows up on your fundraising page.
Step 2: Then you will send your cheques in the mail to:
Cystic Fibrosis Canada
Attention: Walk
2323 Yonge Street, Suite 800
Toronto, ON
M4P 2C9
Please be sure to include the following important information:
- Be sure to include your name, which Walk location you are registered to and your Walk team
name as well
- The cheque must be made out to Cystic Fibrosis Canada – we cannot deposit it if it says your
team name or a walker’s name (in this instance follow the steps above)
- In order for your donors to receive a tax receipt we legally need their first and last name and
Canadian mailing address (sometimes included on their cheques – please double check that this
is included)
*Please note that due to COVID-19 and our physical office locations being closed currently our processing
timelines may take longer than normal*

If you have any questions about this process please email walk@cysticfibrosis.ca

