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Importing Donations from a Text File

(10/16)

Currently, Donations has preformatted import options for several popular online giving companies

Vanco Clover Donations
Authorize.net EFT Plus
Ardent EGivi
e You can still raen ving import Donations, if you

are using a company that is not listed above. You will need to obtain a text or comma separated value file
of the online donations that includes the Giver, Giving Account, Amount and Date Occurred.

e Here are examples of what you will need from that company. The file can be Comma or Tab delimited

File Edit Format View Help File Edit Format View Help

GiverID AcctID Amount Date - GiverID,AcctID,Amount,Date a
11111 100 50 3/1/20x¥4 1111111,100,50,3/1/20XX

22222 200 150 3/1/20XX 22222,200,150,3/1/20xXX

33333 300 75 3/8/20XX 33333,300,75,3/8/20xXX

44444 200 200 3/8/20xX 44444 ,200,200,3/8/20XX

55555 100 45 3/8/20xX 55555,100,45,3/8/20xXX

‘ Tab Seperated

**If you are re- ~ searching online
giving companies, feel free to send us the text file and we can verify it will import into Donations properly**

Comma Seperated

Saving the Batch

After receiving the data file from the online giving company, it needs saved

1. Choose a location in your computer to save the file. You may want to create a folder called Online Giving Im-
ports on your Desktop

2. Change the name of the data file to include the date. This prevents the new file from overwriting previously

saved files (i.e. 20XX0815Donations.txt). P —— = ——
%% Donations f Accounts & Pledges @, Givers  “Reports/Export - Special Functions 7 Help Windoun V”P‘nn'rl'iorkdp
Importing the Batch ‘E"" oyl e 3

1. Go to Donations>Import Donations>Text File

Enter Donations Browse Donations  Donation Statement
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2. First you will need to match the f

column names from your text file to [l efton [mpored e : =7
the corresponding fields in Donations et constrs s rmached iensfum ot | s Gres | stp e |

%) Import Donations From text file (slim]=

4

3. Specify whether the file is comma tab The import fle must be a text fle, either comma or tab delimited and must

[ have at least the following fields. The first row must contain column names.
de“m'ted Please enter these column (field) names below.

| Generictxt  Notepad

. Field names from file:
4. Go to the Imported Donations Tab and File Edit Format View ‘Help
. . Date field: Date
click Select Import File GiverID AcctID iAmOUNt Date 3
Giver fieldi | GiverID 11111 100 50 3/1/20XX
— 22222 200 150 3/1/20X

5. Browse to the location where you s e 4442 200 200 Vesom
saved the data file, select the file you Account fied: | AcctiD W B YYay

are importing and click Open. - « ;

() Comma delimited  (5) Tab delimited

Click the Imported Donations tab to select the file to import.

6. The data file with the Donations Batch will then be imported.

7. If there are any givers that are not matched | e bersensFomiec e

to their record in Church Windows, the T g L LT L=

) The following items are in the import file, but are not recognized.
Unmatched Items from Import tab will open. || ey villneed tobe matched before posting.
Match the Giver ID with the correct Giver in || (5s e e
Church Windows and click Save Giver Matches b Bob Smith  [Jlx] | 100 g
If new Accounts were added, be sure to — General Fund
match those to the Church Windows giving || s
accounts and Save Account Matches. 55555
Please note: It is not necessary for the Giver ID to match
the Giver # in Donations

8. Once all matches are saved go back to the Imported Donations Tab and Click Create Donations.

wxmmmr"‘&wmﬂ]l @ 5etup Giving Accounts |

m C:\Users\rachel, CHPUBLISHING \Desktop\Generic. txt $ Create Donations
Donation Date - | Giver Account Amount

© Donation Date: 03/01/20]
Donation Date: 03/08/20

Highlight the batch and click Post Batch.
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