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GAL17 — Importing donations directly from an electronic bank
statement

My Giving Online provides a facility to import your donations directly from an electronic
bank statement. This presumes you have such a function set up with your bank, if not, it
will not work.

There are three stages to get this up and running. For example, the first time you use
it, and if you need to set up more than one bank account, you’ll need to create a bank
statement template to facilitate the import process. Afterwards you’ll need to match the
imported columns to those used by My Giving Online. The first time a donor appears on
your bank statement you will need to match the details to their donor record in My
Giving Online.

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

Creating a bank statement template

Importing the bank statement

Matching a name from the bank statement to a donor record
Adding a donor in advance of a bank statement arriving

POME

1. Creating a bank statement template

e Step 1l

| £ MyGiving Online - fnden %
& € | @ Secu Hpe/ www.mygiving anting i
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Click on Admin,
Import and Import
CSv.
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e Step 2

T —

L C | @& Secure | httpswww.mygring.anline/utility import

This window wiill
appear on your
screen.
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& My(Siving.Online , : :

Import Bank Statement

J Click on Add New.

\
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Click on Save as
type drop down list
and pick CSV
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Click on Save to
store your changes.

Page 3 of 19



L i e, mygiving online utility artfiankstatement e ThlS pop up W|“
i appe @ ShaePsint @ Dioce [l TiccesssfMasche: @B GEC-Home () TheGusrdin [F MyGhingOnkse ) Nosmern ) Matioasl Bal BB - paulbsiler
appear.
Add Bank Template J
Template Mame

ces eress In Template Name

' e add the name of the
account (e.g.
Barclays).

J
My Giving Online \
needs to know
where on the CSV
file the transaction
table starts in the
Cell Address box.
This needs to be
an actual cell
address from the
spreadsheet (e.g.
Al, A5, B4 or B6).

\_

g x]
K| 2w by A This is the example
| T bank statement
I T used for this
i exercise. You'll
Staternent date: 34/3/18

.
: el see the cell

Barclays Bank

200,00 E LIE S IRANEC 01622 30 SOMARLE 0220 16
SO0 02 i ol = reference where
623,00 21104/ 2018 John Smith Builders
9 50000 14/003/2018 Geerge Willlams S52458628745256850 413495 30 1AMARIS 05:24 13

@ S0 931032018 Ngower 8, the transaction

u 046 02/00/2018 Net Interest u )
z Table starts is A5. /

L)

an -

M % ¢ W Rancays bank statement (A5} T3 0L} .
S 0% (= 5
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e ST T R B —r——— L Once you have done
# appe [ ShacePoint @ Dioce [l DiocseofManche: om BBC-Wome (B TheGuadisn 3 MyGheg Oniine @) Nochern @ NationsiRad BB Mad- pauibateyg . .
this, click on Save to
Add Bank Template store your changes.

Temgplate Name

Call Addrecs

2. Importing the bank statement

e Step1l

&« G | & Secur TP e mygRing aniling utiliy

3 appe @ ShaePoint @ Dce [l Ticcess ofMacche: @B BSC-Home (B TheGusedisn {3 MyGiingOnlise () Mo D Notisnal Rsd B Msil- paalbadeyd
-;j* M\/Giving.{}nline

Import Bank Statement

From the drop down
list, choose the
name of your
template.

Manchester DBE (Qrganisation)
-~

Company Products Sacial Bookmarks ; i
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e Step 2

y i

MyGiving Onne « Impe= % W)

L C | @ Secure | Nttpswew.myghing.anline/utility,in

/CIick on Choose \

File and find the
file location of the
SR O ety bank statement
you'd like to
import. Once you
have chosen the
file it will appear
alongside the
Choose File buttonj

3 appe @ ShacePoint @ Discs [l Diccets sfMacche: B REC- Hema

{j’ MyGiving.Online

Import Bank Statement

j Click on Import.

Company Products Sacial Bookmarks ; j

Rﬂla

opments

e Step3
T T e
& | @ Secure | httpsrwww.mpgiving anne Uty o

3 appe @ ShwePoint @ Dioce [l TioceteofMunche: @M BIC-Home (B TheGuanfisn 3 MyGhing Ocine ) Monhern @ MatoslRel B M- pauibale g
& M\/Giving.()ruline
Manchester DEE (Organisation)

Import Bank Statement -

New information \
will appear at the
bottom of the

screen. Scroll

down to see the

tasks you need to

action. )

Template Sarcays (45
e R Tt

Please map the bank statement codumns to MyGiving donation columns

Column Name Map to MyGhing donation column ts Show In Template?
-
" 2
BES -
v E
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appe @ ShaePsint @ Disce [l Discess sfManche: @B BEC-Home () TheGusdion 3 MyGiingOntine (@ Mo @ Hotionwl sl [ Msil- paalbaleyd
—

. /For the first time \

only, My Giving
Online needs your

G | & Secure | httpswawwmygiing.onling/utilit

Please map the bank celumns to MyGiving d ion columns . .
instruction to
Column Name Map to MyGhing donation column 15 Show in Template? R
= match the titles of
. the bank
statement columns
e to those used by

the software. /

If a column name
isn’t used in the
template you need
to untick the box.

/£ MyGhing Onbne fmpe: %

&

3 appe @ ShaePoint @ Dce [l Ticcess ofMacche: @B BSC-Home (B TheGusedisn {3 MyGiingOrlise () Mo D Notisnsl Rsd B Msil- paulbadeyd
—

Ea For Moneyln, select\

=
L

G | & Secure | httpswawwmygiing.onling/utilit

Amount in the

Please map the bank celumns to MyGiving donatien columns

F— 10 Chng doton o s Shawin i column used by My
o ¢ Giving Online and

. . leave ticked to

o e E show in the

; . template.

~

For Date, select
DonationDate in
the column used by
My Giving Online
and leave ticked to
show in the

o template.
J

B8 EETE=
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e Step 6

23 MyGiving Onkine « fmpe: %

L C | @ Secure | httpswww.myghing.anline/utility/Importanksiatement

3 appe @ ShaePint@Disce [l Diccessof Manche: @B RSC-Home () The Gusedisn {F MyGaingOniine (@ Normern @) National Rl [ Mail- paulbateyd
——

il

For MoneyOut,
Description and
Reference untick
the boxes to show
in the template.

\

Please map the bank columns to MyGiving di |
Column Name Map to MyGhing donation calumn 15 Show in Template?
nityin "]
aneyOu -
Date L]
Description [ ggen
suference ~
EiEE] ——————
Marwyin MarsyOut Date Description Reference
20000 3032016 Esme Rose §71628062675266850 %
401622 30 2OMAR1E 0220
5000 26032NE Brimsh Ga:
2500 211032018 4
50000
000 DRI03201E Hpower 12
0.46 03/03/2018 1 Irzerest

e Step7

23 Myliing Onkine « Impe: % -

£

L C | @ Secure | https/www.myghing.anline/utility importankstatement

3 oappe [ SheePoint @ Dioce [l Do ofManhe mm BEC-Hemas ([ The Gusdion I MyGaingOnlw () Mormaes ) Matisnsl el [ Msil- paibalerd

Click on Save
Template to store
your changes.

J

A message will
appear stating you
have been
successful. Click on
OK.

J
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3. Matching a name from the bank statement to a donor record

e Step1l
L C | @ Secure | hitpeswww.mygiving onne/utity importSan erit riE
B appe O ShaePoint @D B TiecesssfManche: OB BRC-Haee (B The Guartisn {3 MyGhing Onine @) Morhem @ Mations Rad [ Mail - pauibaleyd / ) \
CR DK S T N o If the donation
details have been
imported
s, [ . e . ,
successfully you’'ll
w [ o
== be able to see the
donations amounts
_ and dates. The
Canfrm Donar Purpase Method Dlairmilax Morweyin Cate
relevant rows will

be white in colour;
if they all remain
red the process
hasn’t worked

properly. /

Total & records founa

Company Froducts social Bookmarks

e Step 2
J, £ Mydiving Orine - fmpe. Em / \
& € | & Secure | hitpes/www.mygiving.onne;utity Tmportiank arit ol
B g @ Sabontg 0 Choose the names

of the donors that
matches against

each of the

donation amounts.
This will be shown

in the transaction
description in your
bank statement. /

Total & records founa

Company Froducts social Bookmarks
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e Step 3

W £ MyGiving Ovioe - fmper % .
& o | @ secure | hitpe//www.mygiving ontme/tiity importfan "

3 appe @ ShwePoint @ Disce [l TiocetssfMaschs: @M BBC-Home (@ TheGuansan {3 MyGhingOnine ) Neahem @ MatcnslRai BB Mad-paiaing

R whis nz 3 Piew

n: 58

Social Bookmarks

e Step 4

S i —————i T Sk
&« C | @ Secure | https/www.mygiving online/utiiy/imporifank &l

B appr @ ShawPoint@Dioce [ DocesesfMaschi: @B BC-Home (B TheGuasian I3 MiyGhingOnine () Netherm @ MiccnsiRai B Mad-pauibain @

R whis nsa ES

n: 58

Canfrm Darwar

In the Donor
column, click on
Select to show the
drop down list of
your donors.

~\
In this example, the

name of the donor

has been chosen.
J

Company Froducts

"o B N B @&

Social Bookmarks

Once you have \
chosen the donor’s
name you’ll see
their defaults are
also added,
including whether
you can claim Gift

Aid. /
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e Stepb5

_', £ Mydiving Orine - fmpe.
Fe ¢ | & secure
H oapps @ ShaPoint

it/ mygiving.antine/utiity impartiankStatement tr i

Click on the Map to
column drop down
list, and choose
Description.

B Ciootse of Muechs: @B BRC-Home (B The Guarsian 3 WMyGiingOnine () Meahem @ MatensiFad [EB sl pauinad

Confirm

Company Froducts Social Bookmarks

- e e Ao c@-oH \
5 cami AN @ M OB S E Ay A Open your bank
e -1 P B LU - A- EEE| EE EHw - v i iseal Fommt t ouire Farmat ;Ik‘_ " <I>"|M"'-
B! ; SRR B e statement
[ -5 Rk e T 1401622 30 : -
T R spreadsheet and
1 Barclys Bank i . .
: Statement date: 31/3/18 Identlfy the
[ g e information in the
5 a0 3003200 EE— i
7 =0.00 ?s.mmonn British Gas transactl on
8 $25.00 21/03/2018 JDI|n¥|n|l|.| Buslders — . . .
B o ctou oot " description that will
1 046 03/03/2018 Net Interest R
= appear in all future
i monthly
- statements. For

example, you
won’t need the
date and time if

\this included.

Select the text as
instructed and
either right click on
your mouse and
choose copy, or
press CTRL and C.

/

J\

SEHS Bacctars ok pateoant (35 AL91 L

E;fsuw:xuzszzszasyaazuus

E-FEes
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e Step7

poyrEe— e PO

#| ¢ In the Enter \
keyword box, you
need to add the
transaction
description text

from your bank

statement. /

Repeat this process
for each of the
individual Standing
Orders from your
bank statement.

Each time you add a
new donor you’'ll
need to complete
this process.

Sacial Bookmarks

J

) )
Tick the box to

confirm you wish to
transfer the
transaction(s).

J

Click on Import

Donations.
J

/If a transaction for\

one of your donors
hasn’t appeared
yet on a
statement, you can
create this in
advance by clicking
on Map Donors
(see below for
instructions).

Compary Froducts social Bockmarks

J
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e Step 9

|/ £ MyGiving Onine - fmpe- =

& | & secure | Rttpswawmygning.anline/utiity el An audit report can
be printed out for
your records by
clicking on Yes.

# oapps @ ShaePoint @ Disce [l Ticosss sfManche: @B BEC-Heme (B The Guadion I MyGhingOnlce () Mortars @) Notisnsl Asd [ Mail- paslbaleyd:

L £ Myiving Orine < fmper %
& © | @ Secure | httpeswww.mygiving.antine/utiity importianistatement tr

51 appe @ ShacePoint @ Disce [ DicceseofMaschs: oM BAC-Home (@ The Guwrsisn {3 MyGiingOnine () Necthern @ Matcosifad [ Msl- peuaiey®

Click on Preview.

Export Repart.
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e Step 11

g rivetnge 5V 5 eovaniraseren =\ =

| & -‘.-.:in Rtpe/ waw.mygring anline; __ il 4 7= 30444060 ‘afal T iSe Te pdi I E A PDF COpy Of the

3 appe @ ShacePoint @ Discs [l Diccess sfMacche: @B REC-Hems () The Guaedisn [ MyGhing Ol () Mormees @ Matisns Rad B M- paulbaled . .

Donation Gid Repert / ¢ report will open in a
I new tab. Print a

copy for your

[y e . records.

S Ganorge - FRGONT R )

Data Developreents.

Hame and refarence Conation Dae

e Step 12

I MyGiving Oniine « Impe- % YA DORMEA GRS Rapaet K|

L € | @& Secure | httpswww.myghing.online/UtilitgimpartfankStatement s

3 appe @ ShaePoint @ Dce [l Ticcess ofMacche: @B BSC-Home (B TheGusedisn {3 MyGiingOrlise () Mo D Notisnal Rsd B Msil- paulbadeyd
-;j* M\/Giving.{}nline

Import Bank Statement

Manchester DBE (Qrganisation)
-~

A message appears
confirming you have
successfully added
the donations.

Company Products social Bookmarks ; j

Dat
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;.-" £+ MyGiving Oniine - Donc:

L C | @& Secure | Nttpswww.myghing anline/dans frl £
H# odppe [ ShaePoint @ Diocs [l DitcssofManche: @B BE0-Home () TheGuadun {3 MyGhingOnles ) Momrers @ Maticnal Rl BB Wil - palbaleyd
Cazh
205/ 0 z GASDE-  Gan z
=
US/2018. 10.00 o 3 Ganers 2
005/24 o ¥ 2 Gane
0205 1500 ¥ 22 Gansrsl 2
Ttriis
. . You will see the
donation has
S0/032ME " 20000 * /A i Ganral

wovE 0% o = caiot ener : appeared in the
; donor’s record.

Campany

Socual Bookmarks ; j

.,.DM“'“

apments

4. Adding a donor in advance of a bank statement arriving

e Step1l

;,-z_s MyGiving Ordine - Impor
€ o ¢ sa

3 appe @ ShwePoint @ Disce [l TiocesssfMaschs: @M BIC-Home (@ TheGuansan {3 WyGhingOnine () Neahem @ MitcnslRai BB Mad-piaing

\

R/ WWWLTygiving. onlme Lty importianistal

As previously
Template explained, select a
o [ e bank statement
[ mporco | Template and
choose a file
cuam  oonee iaposa Mapod p— Maneyin oe containing a

_ ’ - \statement. j

Click on Map Donors.

Company Products Social Bookmarks
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L C e

3 appe @ ShaePoint @ Dice [l TiocessofMuachs: @M BRC-Home () The Gusrsan

Rt/ www.mygiving-anime/utility

e e e e This pop up window
will appear. See
Cobrontame. | e Cabme ; below for the
instructions on how
to complete it.

Map Donor

J

C e

# appe @ ShaePoint @ Discs [ Diccass ofMuechs @M BRC-Heme (B Tee

https/ www.mygiving-anime/utilit

T : Select the donor of
your choice from the
drop down list.

Map Donor

Column Name

Rowiey, Margaret (pracilc
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€ | @ Secure | https

B oappe [ ShaePoint @ Do [l TiocesesfManchs: OB RRC- Home

Map Donor

Column Name

Tet

Donor

Purpose

Method

swmygiving orlime/u ity imporBanikStatement

B EENE

Rttps:/ . mygring.anline/ utilit

3 appe @ ShaePoint@Dice [l Ticcess ofManche: @B RSC- Homa

Map Donor

Cofumn Name

Tha Gusedion 3

srfisn 3 MyGiing Orine @) Neathern @ MitensiRal D Mad - poubaiey

MyGiving Onlne. () Mot @ National sl [ Ml - paalbaley @

-Eh::!ﬂ {x3

/Once you have \

chosen a donor
their defaults will
be added in the
Purpose and
Method fields, and
if appropriate the
Claim Tax box will
be ticked. You can
change these if you

wish. /

From the Column
Name drop down
list, choose
Description.

Page 17 of 19



£ MyGiving Orsine - Impe
& C | & secure
# oapps @ ShaePoint @ Disce [l Tiecass sfMuechs: mm BBC-Heme ([ The G

w.mygining.online/itility impartfankstatement

= In the Text field \

enter the details

that will uniquely

cotmnname | e " identify the donor
Ba36982547630 from a bank

statement. This

would usually be

their name,

account number

Cnd sort code. /

\

acgan {3 MyGhingOniee (@) Moshern @ Neticewifad [ Mai- pauaieyd

Map Donor

Click on Save to
store your changes.

2O EENNGE

e Step7
£3 VgGaing Orline < Imper . - - - — Lo == | \
£ O | @ Secwie | hbtgsdiwwememygivingaantee utilib i

You can then
import your
donations in the
usual way when
your bank

statement arrives.
. J

5 odpps @ SrercPoimt @ Omer [ DioceseoiMpnche: @B S50 beme (B The Guardian LF MyGtangOnine @) Nomern @ hutonaifail B Mail- padicaiey@ [ Northen foumneys

- ™ o i o Choose a template,
’ the file containing
the latest statement
- and click on Import.
[ oo soosions© | wapoooro |

Company Products Social Bookmarks ; j
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e Step8

£ WyGaving Celine - Impe: % = - e Bl e | @

£ C | @ Secure | httgs)'wwmrmygivingaontne utilityImponBankStatement &

The mapped \
donor’s donation
will appear on the
screen. You can
change the Purpose
and Method if

needed. )

#oapps @ trerePoint @ Decr [ DiocesecfMpnche: am B850 Hoee (B T

Canfrm Donor Purpase Method ClalmiTax

Company Products Social Bookmarks ; j
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