
Importing Online Giving or EFT’s in Offering 

1) To enable a user to import into Offering an Administrator in ParishSOFT (designated by the 

ability to see the Administration tab when logged into ParishSOFT) should check under the 

Manage Staff area, and first verify that the user has import abilities, as seen below: 

 

Setting up your Online Giving tool to export correctly 

1) Second, verify Online Giving program is compatible with its exports.  At a minimum, if the 

program is able to list fund ID’s for importing you will want to map the correct ParishSOFT fund 

to the Online Giving tool.  The fund ID is the number that the import tool in ParishSOFT uses to 

map the donation to.  The Fund ID in ParishSOFT, NOT the Account numbers in Quickbooks as 

seen below. 

 



2) After looking up the fund in ParishSOFT and clicking on the name of the fund, additional details 

are shown, as seen below, where the Fund ID number is located.  Please write the 

corresponding numbers for all active funds in your online giving tool. 

 

 
In the Online Giving there should be a section for this Fund ID number which will be pulled on 

the export file.  And finally, if there is an Export Settings area, select for the Export type of file to 

be ParishSOFT Connect Now or ParishSOFT CSV file type.  You may also need your Organization 

number to enter in, which is found in ParishSOFT under the Administration tab < Organizations 

area and it’s listed as the POL # as seen below. 

 
 

3) The Online Giving tool must also have a designation to map the donation to the correct family.  

This is typically the envelope number and the donors in your Online Giving tool must have the 

envelope number which matches ParishSOFT’s envelope number. Please take the time to verify 

this.  

 

 



Depending upon the Online Giving tool, a correct file to import into ParishSOFT, should be 

formatted as below. (as a CSV file with the main header as the first row and the donations as the 

additional rows below it)   

 
 

If your file looks like this and you’re ready to import, then skip down the Importing your 

spreadsheet into ParishSOFT section. (on pg. 4) 

  

Setting up your own import spreadsheet by hand - 

1) If your online giving tool does not have a corresponding setup, you may wish to format a 

spreadsheet and save it as a CSV file for importing.  The following row, as the first row is 

required for importing correctly into ParishSOFT. The data required in each contribution 

column/row is identified in the following table. (columns are across the top, rows are down the 

side) 

Column Expected 
Data 

Description 

A H Identifying this is a header row, to identify parish of import 

B Org ID Found under the Admin tab, the Organization ID in ParishSOFT 

C 2 Indicating that the second row starts the donations. 

 

2) The rows following the header row, are formatted by this method:  

Column Expected 
Data 

Description 

A C C: Identifies a contribution record. 

B Envelope # Family envelope number.  

C Amount Contribution amount in xx.xx format. 



D Date Contribution date in mm/dd/yyyy format. 

E Fund ID Fund ID. 

 

3) If you’re formatting a spreadsheet by hand, it will be similar to the screenshot below: 

 
 

4) Save the file as a CSV to a location you can identify for import into ParishSOFT. 

 

Importing your spreadsheet into ParishSOFT- 

1) Make sure you have saved your spreadsheet as a CSV type of file in a location you recognize.  

Next, open ParishSOFT, go to Offertory tab, then click Imports < File on the left side. 

 



2) Click the Browse files area and browse to the saved CSV file and select it. Information will 

appear, as seen below, showing the files information.  Rename the Batch Name area, 

highlighted below, so it’s consistent with the other batch names in your system. (usually adding 

a OG or EFT to indicate it was from Online Giving or EFT’s)  Click the checkmark, highlighted 

below to import your batch. 

   
3) After the file is imported, the system displays a successful import at the bottom.  The screen is 

ready for the next import, but up at the top, you can confirm the file is imported by clicking on 

the Import History, seen below.  

 
4) Click on the created batch, to see the details, and from there, click to export your report, then 

select to Review as seen below:  

 
5) Click to Close your batch, after verifying your postings match your overall report from Online 

Giving.  If you don’t close the batch, your postings won’t show on the donor reports. 


