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CAF DONATE
How to submit CAF CharityCard and CAF Voucher 
payments for us to process

Data to enter into CAF CharityCard upload template

Data to enter into CAF Voucher upload template

CAF Donate now provides you with the functionality to upload 
details of your CAF CharityCard and CAF Voucher payments 
for CAF to process.  

You can assign a campaign code, if you have already set up 
and configured your campaign, and this will then be reflected 
in your reporting.   

Please note: if you are a CAF Donate profile customer, funds 
will be paid into your main fund. If you wish to allocate to a 
particular campaign you will need to upgrade to CAF Donate. 

The file is limited to 50 rows to ensure a quick upload.

Top tips

   If you select the wrong file before submitting, you can 
simply change the file by clicking on ‘Browse’ again – 
this will overwrite the file

   If you receive an error stating that the file type does 
not support workbooks containing multiple sheets, click 
‘OK’. This will save only the sheet that you have entered 
the data in

   If you receive an error regarding .csv compatibility 
features, click ‘Yes’
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Step 1  Completing and 
submitting a file for processing 

1  Download the template: this provides you with all the 
columns that you need to complete on sheet 1. The 
second sheet provides you with information on how to 
complete these fields.

2 Complete all of the fields. Please ensure you leave the  
 header names at the top of each column.
3  Delete the three bullet points that provide guidance on 

completing the spreadsheet.
4  Choose ‘File’, ‘Save As’.
5  Enter a file name (maximum 50 characters).
6  You need to save the file as a CSV. To do this, select 

the drop down menu option, ‘Save As Type’, select ‘CSV 
Comma Delimited (.csv)’ and save the file.

7  Upload your file in the Bulk Upload section of CAF 
Donate. Please note: it may take a couple of minutes 
to upload. Please do not refresh the page as this will 
resubmit your file.

8  You will see the file appear in your Upload history 
and the status column will show ‘Processing’. Once 
the upload is complete, the status will change to 
‘ProcessedNoErrors’ (successful) or ‘ProcessedWithErrors’ 
(action required). Please note: the successful lines and 
error columns will remain blank until completed.

9  Once we have finished processing, these new 
instructions or amendments will appear in your 
reporting within 24 hours.

Step 2  Error files 

1  If the file contained any errors, you’ll receive an email 
from us.

2   Log in to CAF Donate and go to the CAF CharityCard 
or CAF Voucher section. Please note: if you are already 
logged in, please refresh the page to see the error files. 

3  You’ll now be able to view your error file.
4  Click on ‘View’. This will open a new spreadsheet 

containing the problematic lines – along with an 
explanation of the error.

5  You’ll see a description of the data which has failed 
against the line at the beginning of the spreadsheet.

6  Correct the error file.  
7  Delete the columns containing the error description.
8  Save as a ‘.csv’ with new file name.
9  Upload the file, ensuring that you don’t add any 

duplicates.

Accessing your reports
Uploaded CAF CharityCard and CAF Voucher payments will 
appear in your reporting area within 24 hours.

1  Go to ‘CAFCard and Vouchers’ page within the reporting 
section of CAF Donate.  Please note: this will only display 
the CAF CharityCard and CAF Vouchers that you have 
uploaded for CAF to process.  Those that have been 
processed directly by CAF or entered by a donor online will 
appear within your standard reports.

2  You can run a report on either a specific payment type or 
both payment types.

3  A search can be run against the file name of previous 
batches that you have submitted; you will find this on your 
Self Processing file upload history.

4  The report will show the status of each donation:
 a Paid:  donation successfully paid and remitted to you 
 b  Pending:  awaiting authorisation as a query has been 

raised against the donation, such as a duplicate 
voucher number has been used (cannot be verified 
on initial submission)

 c  Rejected:  unsuccessful payment in this instance. You 
will need to contact the donor 

 d.  Reversed:  if a CAF donor queries a CAF CharityCard 
or CAF Voucher payment a reversal may be 
necessary  


