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Contribution Statement Instructions 
 

1) Click on the Login | Register link. 
 
2) You will be directed to the “Newsong Give” log-in screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3) If you already have an account on the Newsong database, please login. If you 
have previously registered for an event, or given online, you can use the same 
login.  For register users please skip to step 7). 

 
4) If you do not have a “Newsong Give” account, please follow the instructions on 

the right side of the login screen in order to create an account.  Please fill in all 
information required by the Newsong database when signing up for an account.  
Required information is marked with an “*”. 
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5) Once you have created a new account, please click on the Logout button in the 
upper right hand corner of the page.   

 
6) You will need to wait 1 to 2 business days for Newsong to merge the new 

account you just created with your old account in our database. Thanks for your 
patience. 

 
7) Once you have logged on to your Newsong account, go to the bottom section 

titled: Contribution History. 
 

8) Change the Year in the Contribution History section to 2009. 
 

 
 

9) Click the Print View link to the right of the title Contribution History. 
 

10) Review the Contribution Statement provided.   
 

If this statement is not accurate or if it is missing information, please email 
lainfo@newsong.net or call during office hours (Mon-Fri, 9am-5pm) at 310-
807-5795. 

 
11) If the Contributions Statement is accurate, click the print contribution 

statement link in the upper left corner of the screen. 
 

12) A gray Print screen will pop up next. 
 

13) Go to your printer preferences screen.  This will differ from computer to 
computer. 

 
14) Change the paper orientation from Portrait to Landscape.  The contribution 

statement is extra wide and printing in Portrait will cut off the sides of your 
statement. 

 
15) Click the “OK” button on the bottom right of the Printing Preferences screen. 

 
16) Click the “Print” button on the bottom right of the Printer Control to print your 

statement. 
 

17) Click Return to contributions at the bottom of the contribution history page 
 

18) Select Logout 
 
 
 


