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GAL18 — Importing donations from a spreadsheet

My Giving Online provides a facility to import your donations directly from a template
spreadsheet. This needs to be created in the way outlined in this guide otherwise it will
not work for you. This has already been created and can be sent to you via email if
you'd like a copy.

This will be particularly useful for those Churches who do not have access to electronic
bank statement and use spreadsheets to record their donations, or to transfer
information from Treasurers to Gift Aid Secretaries to be inputted at a later stage.

Please note, if a donor record does not exist to receive the donations you are importing,
you’ll need to create a record before proceeding.

The following step-by step guide provides instructions on how to do this in the following
sections:

1. Creating a template spreadsheet
2. Importing the spreadsheet into My Giving Online
1. Creating a template spreadsheet
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Open a new
spreadsheet.
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In separate cells \

- ks S mlE e B e | W O FE A
2 e ML b I i o S S s e el IR s along the top row

Kl = £ | Donorname

enter the following

; Me:m J\m:.mﬂ Dumu.:.m cu'u-:h Pul:mr.- Cnmn:rul lm».:up- Ilhhk::aemr cms:n;lble Metl]md Wording exactly as

: typed:

' Reference

o Amount

” DonationDate

% ClaimTax

i Purpose

s Comment

5 Envelope

§ Batchreference

5 GASDSeligible

: Method

= \Donorname /
N
JE The Donorname

sl shen s S ¢ : field isn’t required

Rewdy 0 00 |~

by My Giving
Online as part of
the import process,
so it can be
excluded if you
wish. However, it
is useful to have it
as a simple visual
identifier. Please
ensure you add
this column name
as the last one on
the right hand side
of the sheet. Note,
if the Donorname
column is created
in column A, this
will prevent the
spreadsheet from

\being imported. /
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If you'd like the \
column names to
be visible as you
scroll up and down
the sheet, click on
the top row to
highlight it.
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Click on the View
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data you are
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: specific Purposes

E or Envelope

0 number order),

” firstly you’ll need

s to highlight the

.8 cells on the top

1° row. Secondly, in
the Home tab click
on Sort & Filter,

\then click on FiIter./
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You’'ll notice that
drop down arrows

' = have appeared next
to the column
names.

. . J
= £ —
ﬁhen you click on \

the drop down
arrow a menu will

= appear. Your data
can then be sorted
2 Ato Z, Zto A, and
2 specific text can be
2 searched for.
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e Step 8

/It will be good \

practice to create a
worksheet for each
month or quarter.
The worksheets
along the bottom
(Sheetl, Sheet2,
Sheet3) can be
renamed. Double
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Tort & Find &
Filter = Select =

click onto the
Sheet title and
type in the name
of your choice (for
example, July1l8

qtr). /

KI'o sort the \

envelope numbers
alphanumerically
you need to format
the cells. To do
this highlight the
column and right
click on your
mouse. This menu
will appear and you

need to click on
Format Cells. /
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If the donor doesn’t
have an envelope
number leave the
cell empty (don’t
add N/A or similar).

Page 5 of 14



e Step9

2~ Bookd - Whorsat Gucel — — =
B o | e oo Fomuse  Gein eiew  ew  dasset QoW / ) \
1_'\‘ _“:j' ) Caliei S A W omg - [EEWmnTen| General - B O ¥ [ 3 - If yOU WISh to
e e L A L alphanumerically
T A T ; ‘ 5 : . & - | sortyour donors
"1 Reference - Amount - DonationDate - ClaimTax = Purpose - Comment - [Envelope - > - | Method - D - L.
z e e within My Giving
B v | | e | i | 14| o | Online you’ll need
& Catrgery:
I ] to use a three or
Cusrensy
% o R ettt four digit recording
11 Prroeniage
i poec method (e.g. 012
—_— gl
" Cusbom
= or 0012). To
15 -
o enable this to be
| used within the
A . .
= importing process
= the cells need to
226
o be formatted as
n
& Text. In the
i .
= number Tab click
& on Text and then
a1 OK. /
=
]
:ﬂ' b M| sheety - Gheatd “Sheasd 3 4 |[v
Feady | (T et (o) (] &3]
e Step 10
@ida- %77 Dookl - Micreset bucel — — =
| R c@oom \
B S  [BYCETAs =elle B | WO EEE R Once you have
e ris B 7 .__m R - EEN ill 13 Merge & Center = L B I~ | . Nr:- S “ " Y. . .
OF Fmmat P - | A = = Formatting = 5 Table = Styes » 2 taeae Seleet» hl hII hted the
------ B '- L Amgunt - :
[l A C o E £ G H i ] [ L ™ N = CO|Umn Ca”ed
1 Relerence Dute - ClaimTax - Puspuse - | Comment - Dnvelope - - - Method - D
2 Amount, repeat the
i — instruction in Step
8| tarter [ ahgrment | oot | Barder | FA_ [ Poteston |
| DT | e
: = 3
i Tre
= P ——
i) soenste N .
4l et In the Number tab
o click on Number
i : : (not Currency) in
2 R Ry e o e o the list and then
a|
B OK.
H = Y,
::
=il
u.
=5
36|
37
38
3
o] . =
M A4 M| Shest] - Shest? - Shest3 i3 0L L0
B e — L

Page 6 of 14



e Step 11
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cells for each
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\for the first time. /

When entering the\
Method of donation
please ensure you
use the same
wording as used in
My Giving Online.
When you start
using the
spreadsheet, have
a list of the
wording and
abbreviations used
by your keyboard
as you complete
your data entry.
The spreadsheet
will remember the
Methods used after
you have entered it

\changes.

Click on Save or \
File and Save.

Choose a location,
enter an

appropriate file

name (e.g.

Donations to

import 2018) and
click on Save to

store your

J

Page 8 of 14



c@=v i
= i I - e e FEPh Ea .
Y ::::’ - o Ay Syl @ Siwepne Ganarst h’é = 5 o~ & nj gh‘l'l“:““ 2? a
Fromarpess| B L U B[S A BEE EE Duocacen- J- % | g avrubie= sper | o e | Qo e sued-
Cligbaand A Font . Alignmest a8 Sumber s styles Ces
2 - (8 &
A 8 ¢ o £ 3 G H 1 ] x o e

1 Reference |- Amount - DonstionDate - ClaimTax - Purpose - | Comment - Batchileference - GASOSeligible - Method - Donomname | -
_}_-pfaﬂmmw 100.00 04/06/2018 ¥ General  Sunday am 3/6/1. ImphO618 N o Peter Edwards :
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2. Importing the spreadsheet into My Giving Online

e Step1l

Your completed
spreadsheet should
look like this
example.

A comment has
been added, this
could be a reference
to a specific service.

\

A batch reference
has also been
added, for example
Imp060618 (Imp
for import and a
date).

J

13 MyGiving Oniine - Dot %

L C | @& Secure | httpe/wew.myghing online/dashboard w*

3 oappe @ ShacePoint @ Dics [l DiccesssfManche: @B BEC-Hems (B The Gumedisn {3 MyGhingOaliee () Morsaen @D Mational Asd [P M- paulbaleyd

{} M\/Giving.()nline

[ Merhen Joumec:

My Profile

Donor Records

Enter Donations

Regular Gifts

Make a Claim

Secial Bookmarks

Click on Admin,
Import, Donations
and Excel/CSV.

Please note, if a \
donor record does
not exist to receive
the donations you
are importing,
you’ll need to
create a record
before proceeding./
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& C | & Secure | httpswww.mpgring.anline/utilit artDanat | 2
3 appe @ ShaePoint @ Dce [l Ticcess ofMacche: @B BSC-Home (B TheGusedisn {3 MyGiingOnlise () Mo D Notisnsl ad B M- paalbaley@e [N Northem Jeumerd

_;j* M\/Giving.{}nline e

Import Donations

This window will
appear on your
screen.

w5 SRades red ane NEt IMPoRabie Ouk 1o an errar inthe data T held, pledse revidy and amand the data in the gicel or csv file In crder to

Al Flelds (Red marked fieids are mandatong) Fields to be Imponted

Company Froducts social Bookmarks

& © C | @ secure | Nttps/waw.myghing anline/utilty importDanst |

Click on the >>
button to transfer
all the fields listed
into the fields to be
imported list.

3 appe @ ShaePoint @ Dce [l Ticcess ofMacche: @B BSC-Home (B TheGusedisn {3 MyGiingOnlise () Mo D Notisnsl ad B M- paalbaley@e [N Northem Jeumerd

_;j* M\/Giving.{}nline

Manchester DBE (Qrganisation)

Import Donations

Al Falds (fod marked fieids are mandatory)

Fie

Company Froducts social Bookmarks

W 898 B U
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e Step 4

I MyGring Orbne « mpe: %

Click on Choose File\

-£n. —= r g
i A . bonios @ Nomars @) Netioost Bad T Mai- pasibaleg@e [ Northarm lumayC
) [ Taining » Traning documents .
R [ e | and the open file
it (7 s 13 op up will appear.
B Oesbrep ) Barclays bank statement (45] p p p pp
8 Deverdendy ] Bareays u2 bank statemant (25 i i
ool | B Manchester DB (Orgrisation) Pick the file name
] GALL How 1o ke in and log our— ol -
Subwis (]| Gt Howtotpinsmdlog e & you wish to use
B ) GALZ Cresting and updting yd D4t modfiedt 07/05/2018 1815 T T S T ——
o' Music T8 GAL2 Creating and upeting your Uses P.. 5 U and click on Open_
= Poetures 1) GALY Donar record guide
B videes P GALY Donor recoed guide
] GALL Crestiey a Backup file & epenting
M Computar L GALE Cresting o Badkup file & experting .
& Acer i) 8] GALS Choosing and Addwg Purposes
o dsogunts (k) L GALS Choosing and Addeng Purpones
S finance () GRLE ek S i m i ¥
Fie e | - |l e -
(Com 1 [ome ] B
Fie

sacial Bookmarks

e Step5

y.f I MyGreing Orbne « mpe: % . i R

L C | @& Secure | httpswew.myghing.anline/utility importanations s

3 oappe @ ShacePoint @ Diocs [l DiccesssfManche: @B BEC-Hems () The Guaedisn {3 MyGhingOalies () Morsaen [N Merthem feumeyDr ) Masicosliad B Mad - pautaieyd

{} M\/Giving.Online
Manchester DBEE (Organisation)

Import Donations -

shaded red afk nat IMporiabie due to 30 errar in the data £ hold, pheace ey and amend the dat in the exdel of e file In erder to

The file name will
appear here.

Branch

Al Ralds (fed marked fieids are mandatory) Fields to be Imported

Click on Show
Donations.

Company Froducts sacial Bookmarks

BE'T @ @™

Page 11 of 14



43 MyGiing Onne « Imper %
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3 appe @ ShaePeine @ Dises [l Diccess ofMasche @B BSC-Hems () TheGumisn I3 MyGuingOnliss () Mo [) Nehemleumat Q) Maseslid [ M- pauaieyd

A L rn—— mportDanation e / \
3 oappe @ ShacePoint @ Diocs [l DiccesssfManche: @B BEC-Hems () The Guaedisn {3 MyGhingOalies () Morsaen [N Merthem feumeyDr ) Masicosliad B Mad - pautaieyd The imported

e Step 6

-

{j— My(Siving.Online donations will
appear at the

Import Donations SR e, bottom of the

screen and you'll

need to scroll down

to view them.

shaded red ank nat IMPorabie Oue 10 30 @rTor ir the data € held, phtase stvidw and amend the data in the exdel o csv file In enderto

Al Ralds (fed marked fieids are mandatory) Fields to be Imported

Confrm  Danar Ruference Amount  Donation Date ClimTax  Purpose  Method  Erveigpe  Batch Reference EASDE Bligine Comiment

e Step7

C | @& Secure | httpswww.myghing online/utility importDanation frl £

Complete a quick of
the data to ensure
the information
from the
spreadsheet has
been imported.
/

“ | e

Confirrn  Donhor Reference Amaunt Conation Date Claim Tax Purpase Method Ervelope Batch Reference GASDS Bligiule Comment

100 DADEIZ01E “ Gersral S0 mpE0s1a
01/06/2018 erarl 0 2 m ™
s PrAGNO0003Z. X 05/08/2018 General  Ca i mpE0s18

02082018 4 C HEOY 2 MpGs1 3
2018 SR, A ME&ts:
0 8 - Gengral .= A Mpas

Company Products Social Bookmarks ; j
= P ]

Page 12 of 14



e Step8

T — _— T
L € | @& Secure | httpswew.myghing.anline/utilityimportanations

i oappe @ ShaePsint @ Disce [l Discess sfManche: EB REC - Hem,

s (B TheGusdn {3

£

Tick the Confirm \
box(es) to approve
the donations as
being ready to
import into My
Giving Online.

MyGiing Ortise () Mormar [} Nerhem Jeumeysr @ Maticaslmad [ Mad - poulaieyd

Click on Import
Donations.

Products Social Bookmarks

y.f I MyGreing Orbne « mpe: %
L € | @& Secure | httpewww.myghing.online/UtilitgimpartBanano
i appe @ ShaePsint @ Disce [l Discess sfManche: @B REC - Hem,

o (@ TreGusdion I3
{} M\/Giving.Online

Import Donations

MyGiing Ortise () Mormar [} Nerhem eumeysr @ Matienslmad [ Mad - poulbaieyd

A Success message
will appear to
confirm you have
imported the
donations.

Manchester DBF (Drgagle

fows shaded red a0e Nt IMPorabie dut to a0 ermar in the dats it hal

" Success

Total 7 donations imported

Branch

All Flelds (fed marked fieids are mandatory)

Fields to be Imported
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e Step 10

4
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3 apps @ ShaePsint @ Disce [l Discessofhanche: @M GRC-boee (B The Guardisn {3 MyGhingOnine () Netharn [ Mot loumays @) MaticnsiFad [ Mal- pautais @
Echwaros Beter
[EracDo0003s)

Dedlaraton, Defaults and Pledge Lopn Detais
harity
. err
LR AEEETE Branch

HMRC Address.

Danor type - = Added

Comment

RegulirGif | Contactrestery | Decliration Matory

ose  IF Amount Claim GASDS Enveiop Mashad Furpase Comment Clamad Claim Clam B
(£) Tax @ Start Erd [
04082018 10000 L H e 1 S0 General Sunday anm It

316118

[ { 13 MyGiving Onbne « Denc. X ..] R

-

Visit one of the
donor records and
you’ll see the
imported donation
at the bottom of

~

the screen.
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