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Entering Disbursements into Aristotle 360 
 

This guide provides the steps to enter disbursements into Aristotle 360 using the disbursements 
import or through Quick Entry.  

AI360 Disbursements Import  

This Import is used to create disbursements in AI360. This import is not used for receipts from 
individuals, please continue to use the NAR Import under the Custom Reports List to create 
receipts from your members.  
You will need to create a .csv import file for your disbursements that includes the following 
columns, other columns can also be added at your discrection:  
 
Entity Name  
Entity Address 1  
Entity Address 2  
Entity Address 3  
Entity State  
Entity City  
Entity Zip  
Disbursement Date  
Amount  
Check Number (optional)  
Purpose (optional, this field will pull to most state compliance reports) 

Import:  

1. File>Import Manager  
2. Click Start New Import  

 
3. Browse for your file. Select Committee as the Import Type, if you have a file of disbursements to 

committees. If you are running a file of disbursements to organizations, select that entity type. 
For the purposes of this guide, we will focus on committee disbursements. Enter an import title 
and select your Federated Access, which will be your State Association. Check or un-check the 
“first row contains column headings” box, as applicable to your import file. Then click “Next”.  
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4. Click “Next” to confirm your file. No action items on this screen  
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5. The next step is to direct (“map”) where each data point will import or match to in the database. 
Once you are done with each field, click “Next” at the bottom.  

 
 

6. On the next screen, select all of your defaults. Typically, when you are disbursing to a candidate 
committee, the type/subtype will be Contribution to Committee/State/Local. Select your 
committee, account, Election Period and batch. If you do not have a batch created, you can do 
so by entering the new batch on this screen. Once you do, it will refresh. Please make sure to 
check all of the fields again, to be sure everything looks correct. Then click “Next”.  

 
 

7. Skip this screen that asks you to assign to a group or list, as it does not apply to disbursements.  
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8. You have several options for Record Matching on this screen. If you would like to create 

committees that do not exist in the system already, you can leave that radio button checked at 
the top. If you would like disbursements to only be created for committees that already exist in 
the system, select “Ignore Non-Existing Committees”. Then select whether you would like the 
import to update the committee records with the information you provided in the spreadsheet. 
Leave Matching Criteria as the default option (committee name and address).  
 

 
 
 

9. Enter your email address and then click “Finish”, which will start the import. Do not save the 
settings. You will receive an email when the import is done. Make sure you open the attachment 
on the email that shows you warnings or exceptions, since it will show you which disbursements 
were not imported successfully. This import will create a batch of disbursements in your batches 
screen. You do not typically have to batch disbursements, but this import creates a batch 
automatically as part of the process.  
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Entering Disbursements Via Quick Entry 

1. In Aristotle 360 select Quick Entry 

 
2. Select Committee or Organization Tab and fill in name of the committee Ex. John Smith 

for Congress or Organization Name  Search  Then select your committee or 
organization where you disbursed funds  

3. Choose the Disbursements Tab and enter in the following:  
a. Date 
b. Amount 
c. Check #, if applicable 
d. Period 
e. Type/Subtype  
f. Your filing committee account  
g. Purpose  

 
4. Click Submit 


