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NAR Receipt Import 

The NAR - Import function is used to import member receipts from a Microsoft Excel import 

spreadsheet into Aristotle 360. Note: The acceptable file formats are .xls (Excel 97-2003) and 

.csv.  

 

For best results and to ensure the import tool will correctly place the imported data, it is 

recommended for you to use the Batch Import Template provided by Aristotle.   

Here is an example of the spreadsheet: 

 

When saving the spreadsheet to prepare for import, it should be named starting with the NAR 

batch naming convention. This means that it should begin with the two-digit state identifier and 

two letter state abbreviation, followed by the date in mmddyy format, and ended with the 

batch type or RPAC, PAF, or ORG. RPAC is hard/personal dollars. PAF is soft/corporate dollars, 

and ORG is organization soft dollar contributions. Example: 06CO102722RPAC. You can add to 

the name if you would like, but it must start with the correct naming convention. 
 

After you have prepared and saved your batch import spreadsheet, you are ready to import.  

From the Aristotle 360 home screen, go to Reporting > Custom Reports List (QRTs) 
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Select the NAR – Import Option under All Reports. Tip: Click the green push pin to the right of 

the report title to pin this report to the top of the list so it will be easier to find next time.  

 

This is what the NAR Receipt Import Screen will look like. Be sure to edit or verify the 

highlighted fields. See details below for step-by-step instructions.  
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Import Steps: 

1) Select the State radio button. 

2) Select the file Type. 

3) Click Browse to locate and select the import file. 

4) Select the Account. 

5) You can leave the Batch Name blank and the system will automatically name the batch the 

same as your Import File, or you can enter the batch name you would like to import to. 

6) You can enter a batch date or leave it blank and the system will automatically select the 

earliest receipt date to fill in as the batch date. 

7) The batch amount is not necessary but can be filled in for tracking purposes. 

8) The Receipt Type and Subtype default to Contribution/Check. -Typically, users leave these 

settings, but they can be changed as necessary. 

9) The Receipt Period will default to Other and the current year (e.g., Other 2022). This is your 

compliance period, NOT the recognition year. The recognition year will be taken from the 

field on your import spreadsheet.  

10) The Local Association field is not necessary as that will be taken from the field on your 

import spreadsheet. However, if you would like to force the entire import file to one local 

board, enter the 4 digit association code in this field.  

11) You will receive two emails from the import, one that it has started and the other when it 

completes. Your email address will be auto filled. 

12) Always uncheck the box next to Perform receipt checks.  

13) Click Import! 

 

Once you click Import, you will see this screen: 
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You will receive two emails from Import Services.  

The first email will notify you that an Import has initiated:  

 

The second email will provide the outcome of the import. See the descriptions on the image for 

more information: 
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To locate the batch, from the Aristotle 360 Home Screen, go to File > Batches. 

 

This is what the Batches screen will look like. Your import file will appear in the list. 

 


