Adventist Giving — Import from a File Instructions

This method will import any report, even from previous months.

This method enables you to wait until the end of the month and then import both monthly reports.

This method downloads the report to your computer and imports it from there, rather than connecting directly to
Adventist Giving.

AN

Before you begin:
A. Update Jewel to the latest version by going to “Help” at the top of Jewel Home Page. Click on “Check for

Updates.” If there are updates, click “yes” and download.

B. Use Chrome as your browser.

C. Create a new folder on the desktop of your computer and rename it "Adventist Giving." (If you need help with
this step, be sure to ask for it.)

1) sign in to your church’s Adventist Giving account. (Tutorial #3020)
2) Choose which report to download. (Tutorial #3010)

3) Save that report to the “Adventist Giving” folder on your computer desktop. If you need assistance with
this step, ask.

As you are in process of saving it to the “Adventist Giving” folder, along the bottom of that screen, the deposit
report file name will be formatted something like this. Six capital letters (your church’s Entity ID) and eight numbers
at the end.

A
[ File name: | f N'I'FPL-TlansferReurt-21]21}|]315

Save as type: | Adobe Acrobat Document

I

Those numbers specify the date of the report. If you edit the “file name” slightly by entering hyphens in between
the year, month and day, it will be easier to identify as a date and you will avoid importing the wrong report.

A

File name: ' ANTFF'L]TransferRepnrt-[EDED-D3-15

Save as typ eyd'obe Acrobat Document

NOTE: Your church’s 5 letter Entity ID will be different than this one. That is ok.

Click on “Save” (down in the bottom right of your screen.) This will save a copy of this PDF in your “Adventist
Giving” folder.
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4) Open Jewel to begin the import. . iays’e ENCA

Click on “Start New Offering” in Jewel

Mew Offering

In the screen that appears, ignore the date and Ulernabiae, 0 At Tod

amount boxes and click on “Import Offering.”

[ Import Offering... ]

Mo More Dfferings in May |

oK

v | X

s Import an Offering — O X
~Import from AdventistGring
Last Import & . . .
[Mer 312020 887300 c?gs'e When this window opens, do not enter an email and password at the top
. ( of the box.
|| /
1 Ve
Paszword

e e xe-mg>|-

Thiz will get the latest report, If pou
need an earlier one, log in to the
AdventistGiving website, zave the
.cav report o digk, then uze
Irpart from a File" below.

// Go directly to the bottom section and click on “Import from a File.”

rImpart fram & File7
Impart from a File. .. |I
mport & . ar . lle that was

downloaded from AdventistGiving

5) Locate the desired report in the “Adventist Giving” folder on your computer desktop
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The first time you do this, Organize = MNew folder
you will need to locate the

report.
Click on “Desktop.”

Then click on the

“Adventist Giving” folder.

ﬂ Select Import File

# Quick access

|y | Desktop
/ || Docum

ownloads
= Pictures
& K\

- Google Drive File

« « 4 I s ThisPC » Desktop

MName

Adventist Giving

Temp

Date medified Type
4/12/2020 3:18 PM File folder
4/20/2020 3:12 PM File folder

NOTE: After the first import, Jewel should automatically take you to your “Adventist Giving” folder.
You should not have to go searching for it.

This folder should contain a list of Adventist Giving Reports that have been saved. They will all be lined up in date order,

and if you have edited the date on the report name, the correct report will be easy to locate.

n . =
Il Desktop -
| Documents o
» Downloads -
W Rucic e

File name:

- ANTFPL-TransferReport-2020-02-15
- AMTFPL-TransferReport-2020-02-29
- ANTFPL-TransferReport-2020-03-15
- ANTFPL-TransferReport-2020-03-31

L

L

Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

Adobe Acrobat D...

23 KB
22 KB
24 KB
23 KB

Find the deposit
report that you
wish to import,
click on it, then
select “Open.”

This brings you to the screen in Jewel where Adventist Giving donations and Jewel accounts meet to compare notes and

ensure that the donor’s wishes are being followed.

6) Map Accounts and Donors using Tutorial #3070.

Once all the red accounts and names are mapped, click the green OK in the top right and Jewel will open the “Make

Deposit” screen.

Page 3 of4



= Make Deposit - 05/15/23

- o
Malke Deposit
: ~Deposit Info
[ . .
- B Ervs el i Trial Deposit... |
Dffering D ate i@d Checks 1901551
05/15/23 34 Tatal 19,015.51
; | [ J e
Deposit Date Mema \
|05/15/23 |AdventistGiving 5/15/23
Bank &ccount for Deposit
(8001 Checking |
1D | Account | Amount
] Weorthy Student Fund - GC& 1.00
7550 Conference Disaster Donations 1.00
7951 Cohutta Springs 1.00
4 7Am ACS S GA Buiding Fund 1.00
FrAn Georgia-Cumberland Ministries [Co 51.00
Frann Atlanta Adwventizt Acadery Worth 1.00 rial Contribution
77ah5 Sarnaritan Center - CFC Chattanoc 31.00 Repart...
. Fra94 Conference Camper Fundz 1.00
: Conference Funds|  13.965.77
M ake Caorrectionsz...
7320 Conference Elementan Schools 1.00
2200 CHURCH BUDGET 3.305.79
aE00 Mew Building Fund 159895
arz20 Adventurers 1.00
020 Ewangelism - Locally Funded 1.00
060 Community Center - Local Funds 41.00
i 9110 55 Expensze - Local Funds 1.00
9502 Piana Fund 100.00
Local Funds 5.049.74
[Depusit Total|  19.015.51

L

Take a moment to check:

1. Do these two totals match? 99% of
the time they will, but if they don't, it is
probably a mapping error and you will
need to contact me right then to fix it.

If you don’t catch it at this step, you will
find it when you are trying to reconcile
and it will take a lot longer to fix then.
And, by then, your remittance will have
been submitted incorrectly.

It takes 2 seconds to check it. Do it
every time.

Cancel

If the totals match, you can click on the green “OK v” in the top right and you are done!

NOTE: Don’t close out any month until you have entered both Adventist Giving offerings for the current month — the
one dated the 15" and the one dated the last day of that same month, using the “Cut-off Date.”

For more tutorials on ADVENTIST GIVING, see section 3000 on the gccsda.org auditor webpage.

This information has been brought to you by the Georgia-Cumberland Conference Audit Team

Created by Linda McCabe. Edited 8/22/2025
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