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Exporting All Your DMS Data

This article will guide you through the step-by-step process of exporting all your data from the system.
Exporting Contacts, Contributions, and Opportunities will cover everything stored in your instance, ensuring no
information is left behind. Once complete, you'll have three CSV files, easily readable in Excel, providing a full
backup of your records. Let's get started!

1. Exporting All Contacts
This Contacts export method includes all contact-related information, such as notes, addresses, phone numbers,
communication preferences, and everything ever recorded for your individual, organization, or household-type

contacts.

To export please follow the steps below:

1.
Settings | Help
CanadaHelps Dashboard Contributions  Campaigns  Opportunities  Reports  DMS Mail
DMSCADMSCA +
Search by contact name or email Q Advanced Search
3. 2.
Actions ~ () OSelectedRefords Only |@ All439 Records All contacts ~ Advanced Actions »  Add Contact +
export] Q
City Province Phone Email Date Created Last Modified
Export contacts
0 a 151 ar net Dec 31st, 1999 11:00 PM Nov 17th, 2024 6:01 AM

1. Go to the Contacts Tab
2.Click on All # Records
3. Click on Actions and choose Export Contacts

4.You will be directed to the next page, where the Export Primary Fields and Do Not Merge options are
preselected. Ensure these options remain selected, then click Download File to proceed.

+ 1.Find Contacts > 2. Export Options 3. Select Fields to Export

439 records selected for export.

(@ Export PRIMARY fields

T Select fields for export

() Merge ATl Contacts with the Same Address

O Merge into their
Postal Mailing Export [ Exclude contacts with "do not mail" privacy, no street address, or who are deceased.

Additional Group for Export

Download File Cancel

-select group - ~



https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e3be277a16e49d308db9b/n/screenshot-2024-11-20-at-23926-pm.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e3d3a5960675c33000785/n/screenshot-2024-11-20-at-24426-pm-1fd3e2.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e3f1223fa13ed730b4f94/n/screenshot-2024-11-20-at-25424-pm.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e3f97606e7aaf3a052969/n/screenshot-2024-11-20-at-25748-pm.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e4168bf15bdc0af0aa644/n/screenshot-2024-11-20-at-30211-pm.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/673e4172bbc349462a048cc4/n/screenshot-2024-11-20-at-30600-pm.png

Primary fields include every single column available in your system, ensuring that no information is excluded.

Your CSV file will include Canada Helps driven contacts, as well as all manually recorded or previously imported
data. Your file will be downloaded immediately to your device.

2. Exporting All Contributions

To complete the Contributions export, you will follow a similar process. This export includes all contribution-
related information, covering donations made through Canada Helps, manually recorded contributions, and
contributions processed directly within your DMS with iATS.

1.

ICanadaHelps Dashboard  Contacts Campaigns  Opportunities  Reports  DMS Mail

Settings | Help

DMSCADMSCA ~
Search by contributor name or email Q  Advanced Search
8. 2.

Actions  » (O OSelected RecordsOnly | @) All 3180 Records All Contributions - Advanced Actions + © Add Contribution
Export contributions

Name Amount  Fund Campaign Source Method Status Receipt No. Thanked
Issue Aggregated Tax Receipts

& Alfred MacKenzie $150.00  General Fund DMS Manual Cheque Completed
Issue Separate Tax Receipts.
Send Thank You P » . N 5 v

& Andy Accentovié $11.00  16jan P2Pj DMS Manual Credit Card Completed WELL00001493

Update multiple contributions

1. Go to the Contribution Tab
2.Click on All # Records
3. Click on Actions and choose Export Contributions

4. Make sure that Export Primary Fields option is pre-selected and click on Download File to proceed.

+ 1.Find Contributions > 2.Export Options 3. Select Fields to Export

3180 records selected for export.

% Export PRIMARY fields |

Select fields for export

Download File Cancel

3. Exporting All Opportunities

If your organization was recording Opportunities we highly recommend exporting them as well.

1. Go to the Opportunities Tab



2. Click on All # Records
3. Click on Actions

4. Choose Export opportunities

ICanadaHeIps Dashboard ~ Contacts  Contributions  Campaigns

Search by contact name or email

2.

(O OSelected Records Only [@ Al 19 Records

Delete opportunities

e Prospect Opportunity Status
.
& Ada Anderson Approved
Print selected rows
[ AdaDonation & Ada Anderson In Progress

Settings | Help

DMS Mail

DMSCADMSCA ~

Q  Advanced Search

All Opportunities ~ © Add Opportunity

Application Deadline Opportunity Amount ~ Amount Received  Opportunity Report Due
September 12th, 2022 $5,000.00 $2,000.00 September 6th, 2023
$500.00

5. Make sure that Export Primary Fields is pre-selected and click on Continue to proceed.

+ 1.Find Opportunities > 2. Export Options

19 records selected for export.

(® Export PRIMARY fields

() Select fields for export

Cancel

3. Select Fields to Export



