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Importing Donations from a Text File

(06/22)

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

Vanco
Authorize.net
Ardent

Clover Donations
EFT Plus
EGiving

You can still 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.

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

:i] Genericcomma.txt - )

File Edit Format View Help

/| Generic.txt - 2
File Edit Format View Help

GiverID AcctID Amount Date
11111 100 3/1/20x
22222 200 150 3/1/20XX
33333 300 75 3/8/20xx
44444 200 200 3/8/20XX
55555 100 45 3/8/20XX

- GiverID,AcctID,Amount,Date

111111,100,50,3/1/20XX
22222,200,150,3/1/20XX
33333,300,75,3/8/20xX
44444 ,200,200,3/8/20XX
55555,100,45,3/8/20Xx

-~
Tab Seperated

4

Comma Seperated

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

Saving the Batch

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

1.

ports on your Desktop

saved files (i.e. 20XX0815Donations.txt).

Importing the Batch

1.

Go to Donations>Import Donations>Text File

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

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

S2 Donations.
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2. First you will need to match the Er— =
COIumn names from your teXt ﬁle tO JFMe Definition | 1mported Donations || Unmatched Items from tmport || B, Setup Givers || {ff Setup Giing Accounts
the corresponding fields in Donations

Inst ions
. . “T:\mport file must be a text file, either comma Or tab delimited And must
3. Specify whether the file is comma tab e o e 2" s nanes
dellm Ited Field names from file:
Date field: |Date
4. Go to the Imported Donations Tab and v fkt: [Gver
click Select Import File Amaunt fei | Amount
Account field: | Account
. Transaction # field: * Mot required
5. Browse to the location where you N

saved the data file, select the file you O Conma demted @ Tab delmted
are importing and click Open.

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 | */ImeertDenstions from text il ) (oo s]
to their record in Church Windows, the | e Refhitonmported Dogaons | nmstched tieme fom Snpart | J ewp Grers | I Setvp Griog fccounts
Unmatched Items from Import tab Will OpEN. || T o e maties bete poctig. e "ot recoonized:

Match the Giver ID with the correct Giver in || cves Accounts

Church Windows and click Save Giver Matches %“‘ e - [extfer 2| Gg deourt

If new Accounts were added, be sure to preeey EN  oeafnd O
match those to the Church Windows giving || 33 300

accounts and Save Account Matches. e

Please note: It is not necessary for the Giver ID to match
the Giver # in Donations

+ Save Giver Matches +f Save Account Matches

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

= Import Donations From text file o) ]
File DefiitioR ]| Imported Donations | Lmatched Ttems from Import || B Setup Givers || @ Setup Giving Accounts |
Select Import File | C:\Jsers\rachel, CHPUBLISHING\Desktop\Generic. txt S 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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