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HOW TO 
complete a batch 

data entry
To upload church giving data to fundingthemission.org to allow 
churches to see the gifts they have given for their District Fund 

Goal or their Education Fund Goal, follow the instructions below. 
You can see more how-to directions on our FAQ page, or 

email us at stewardship@nazarene.org.

Open a browser and go to fundingthemission.org. Click “Login” at the top right. Follow the prompts 
to enter your login information.

If you are not a fundingthemission.org user, contact your district office or Stewardship Development at
stewardship@nazarene.org or 800-544-8413. We’ll be happy to give you access to your church or district.

 
You should now see your district’s Financial Detail Summary page. Click on the gift icon to go to the 
contributions page.
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On the Contributions Giving Summary page, click on “Batch Check Entry.”

On the Batch Check Entry page, there are two ways to enter giving data from local churches. You can 
enter one gift at a time, or you can upload your batch as a .csv file. To enter one gift at a time, select 
the church name, the gift method, the date of the gift, the assembly year, the campaign/allocation, and 
the amount of the gift. Click “Add to Batch.” You will then see the gift added to the Batch Summary.

After you add all individual gifts to the Batch Summary, click “Save Batch” and the gifts will be added
to the local church’s contribution summary. A pop-up will ask to confirm “Save this Batch.” Click “OK.”
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If you made a mistake, no need to worry! To edit a particular gift you entered, click on the gift box icon
again, then select “Batch Check History” and search for the gift you need to edit or delete by using the 
date range or the column arrows above each category in the history of transactions. Then, click on the 
yellow pencil to edit the gift data or the red trash can to delete the gift data.

To upload a batch entry as a .csv file, follow steps 1-3. On the batch check entry page, click “Upload 
Batch.”
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The Batch Check Entry – Upload File page gives instructions on how to download an Excel spreadsheet 
for your district with each church already populated. Follow these steps:

     •  Click on “Download Example File.” 
     •  Locate the file in the lower left corner of your computer screen. 
     •  Open the Excel file and enable editing.
     •  Enter complete giving data and delete any unnecessary rows. 
     •  Save the spreadsheet to your computer as a .csv file and then close Excel. 
     •  Go back to the FTM Batch Check Entry – Upload File page and click on “Choose File.” 
     •  Select the file from your computer and click “Open.” 
     •  Click “Submit” to complete the upload process. 
     •  If the batch file uploads without any records rejected, click “Accept” to save the batch. 
     •  A pop-up confirmation box will appear. Click “OK”.
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