
How to upload receipts into a deposit report 
Candidates and committees can upload data into a deposit report from an Excel document. 

EXAMPLE: A candidate for office collects contributions by credit/debit card, and is provided 
an Excel database by the merchant provider, such as Act Blue or Win Red, with donor 

information. Rather than enter the contributor information into the depository report manually, 
the candidate’s committee decides to upload the Excel document into the report.  

This illustrated guide provides instructions for uploading data.  



After logging into Reporter 7 and creating a 
deposit report, click the “upload” button. 



Download the Excel template to prepare the data. 



This is an empty template. Please note the 
column headings. It is important not to delete 

column heads, even if they are not used. 



The next step is to copy and paste the 
contribution data from the original Excel 

document provided to the committee from a 
merchant provider into the template. 

Committees may also arrange the original 
Excel document to reflect the column headers 

from the template.  






Please enter the correct “Record Type ID” in column A. The ID 
number is available on the upload specification table below. 

Do the same for the “Tender Type ID” column. 






This is where the “Record Type ID” number is entered. 

This is where the “Tender Type ID” is entered. 



Save the formatted Excel file as a tab-delimited 
text file. See the example on the next page. 



Save the formatted Excel file as a tab-delimited 
text file. 



Upload the tab-delimited text file. 



Click the upload and review button. 



Click the import records button. 



From the summary page, e-file the deposit 
report. 


