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ServiceU Export Instructions 

Go to  http://my.serviceu.com/ 

1. Enter your User Id and Password 

 

2. Click the Continue to Next Page button 

 

 

 

 

 

 

 

http://my.serviceu.com/
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3. Click on the Reports menu and select Bank Deposit from the drop down menu. 

 

4. Click the Export link 
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5. Verify that each entry has a Servant Keeper ID. Important Note: The Servant Keeper Id Is a 16 digit number that 

is assigned by Servant Keeper to each individual in your database. In order to be imported into Servant 

Keeper each transaction must have a Servant Keeper ID. For Information on how to find the Individual ID in 

Servant Keeper go to Page 8. Once you have verified the information click Save 

 

6. Click Download Export 

 

The file that you download will be called ServantKeeperExport.txt, this file can be opened in either Notepad or Excel. 
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IMPORTANT NOTE: The file must be a Comma Separated Value or CSV file.  If the file is not in the CSV format Servant 

keeper will not recognize it. 

7. Once the file download has completed and you have verified that it is in the proper file format, open the 

Contribution Manager and Click the Import button. 

NOTE: The Servant Keeper Import Tool is required to be able to import contributions into Servant Keeper. Call 

1-800-773-7570 for more information. 
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8. At the prompt enter the password that you use to log into the contribution manager 

 
 

9. An Import Giving Contributions window will appear 

a. Click the Browse Button to browse for the export file that you downloaded from ServiceU. 

b. In the Import ID Type: make sure Individual ID # is selected.  

 
 

10. Once the ServiceU Export file has been selected the Batch Date will appear in the Batch Date field. 

a. You will also have the option to change the Batch Name and enter Comments 

b. /ƭƛŎƪ ǘƘŜ άYes, I want to import contributions to this batchέ ŎƘŜŎƪ ōƻȄ ŀƴŘ ǘƘŜ LƳǇƻǊǘ /ƻƴǘǊƛōǳǘƛƻƴǎ 

button. 
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11. Once the import is finished you will receive a message that will tell you how many entries were successfully 

imported into the system. 

 
 

12. If you get a message with rejected entries, click OK. Rejected entries will not be imported into your batch. 

 
 


