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Documentation Cluster
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Help Articles

• Before getting started with Advanced Import, 

we recommend opening the Advanced 

Import Documentation Cluster

• This is a collection of articles meant to teach 

you how to complete an Advanced Import 

from start to finish

• You can access those articles here.

https://help.salsalabs.com/hc/en-us/sections/114093994154-Advanced-Import


5

Column Headers
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Where to find the 
column headers

• Navigate to Tools > Data Sync > Advanced 

Import

• If you need to identify any column headers, 

you can use the Search all columns box to 

identify what your column header should be

• Note whether the field is Required? and its 

Max Length

• You can name the file and select Save 

Column Definitions… to do a full download 

of this page

• If you just need to know the column headers, 
select Create Sample File… 
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Spreadsheet Best Practices
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Constituent Spreadsheets
• No formatted spreadsheet or can’t export from a previous software? Use this Excel file as a template

• Are you updating existing records in your Salsa CRM? Be sure to include a Constituent Number column

• If you are importing constituent information only, there should be no donation or gift-related columns

• If you are importing Individuals and Organizations, you must include a Constituent Type column marked 

either I or O for each constituent

• Individual records must have First Name and Last or Org Name columns 

• Addresses need to be complete, with at least Address Line 1, City, State, and Postal Code. Partial 

addresses are not accepted

• If you do not know the phone number type, I recommend putting everything under the Cell Phone Number 

column so you can potentially still send texts

• Organizations must have an Org Type column

https://help.salsalabs.com/hc/article_attachments/360068996333/Constituent_Import_or_Update_Templates.xlsx
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Donation Spreadsheets

• No formatted spreadsheet or can’t export from a previous software? Use this Google sheet as a template. 

Just be sure to use File > Download > Comma Separated Values (.csv) before using

• There are SIX required fields when importing donations: Batch, Fund, Gift Amount, Gift Date, Gift Type, 

and Payment Type

• There are additional required fields based on the Payment Type field. For example: 

• If the Payment Type is Check, you must also provide the Check Date and Check Number

• If the Payment Type is Credit Card, you must also provide the Credit Card Expire Date, Authorization 

Number, and Credit Card Number (last 4)

• If you do not have any of this required information, we recommend using Cash as your Payment Type

• IMPORTANT: You must have Constituent information tied to each gift. If you are importing new 

Constituents, please use Constituent Number with the Constituent columns and Donation columns to 
make sure the importer recognizes the unique individual. If you are updating existing Constituents, please 

use the Source Constituent UUID in its place and include their Salsa CRM Constituent ID

https://bonterratech-my.sharepoint.com/personal/charles_case_bonterratech_com/Documents/Desktop/Salsa/Advanced%20Import/Advanced%20Import%20Webinar.pptx?web=1
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Additional Resources



11

Additional Training Opportunities

Other targeted webinars available in Bonterra Academy 

(live and recorded)

1. Adding Salsa CRM Users

2. Creating Constituents and Supporters

3. Adding Donations

4. Managing Recurring Donations

5. Advanced Import and Resolution Queue

Visit the question bubble in your software to find 

Documentation or the Help Center to find a library of help 

articles.

Build confidence and knowledge 

in our software.
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Customer Support

Reach out to our Customer Support team with questions or concerns.

Available Monday through Friday, from 8am until 8pm ET.

• Submit a Support Request through the question bubble
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Q & A

• Ask questions about functionality covered in this training

• Ask trainer to redo a demo

• Ask real-life application questions

• Or sign off and we will see you in the next training!

We value your feedback!



Thank you for attending!

We hope to see you
 in future trainings.
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