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Administration > Getting Started > Import Donors 

You can import donors into Paxton from a csv file.  
 

If you’re running online then you will need to upload your donor import csv file to the cloud. 

Click on the grey tab at the top middle of your browser screen and you will see the following icons:- 

 

Click on the first icon which is ‘From PC to server’. 

 

Browse to the location of the file you wish to upload,  

select the file and click on Open.   

 

 

Click on the button with the 2 dots next to the ‘Import file’ field and select your csv file. 

The data  in your file will be previewed in the grid below:- 

 

 



Click on the ‘Core fields’ tab and all the fields that you can import data  
into will be displayed.  Click the down arrow against each field you wish  
to import and select the corresponding column on your csv file. 

 
You can either import the Donor References from your csv file or tick the ‘Auto generate 
Donor ref’ tick box and it will generate the references start.  If you choose to auto generate 
you need to ensure you have the ‘Auto donor reference’ field set to Y and the ‘Next donor 
number’ set in System Maintenance. 

 

 

 

 

 

 

 

 

 

 

 

Click on Import and click Yes on the confirmation message. 

 

 

The donors will be imported and any 
issues will be displayed in the Import 
Report tab. 
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