
 

SEPTEMBER TECH TIPS 
 

Exciting Times! Be ready! 
Version 17.14.0 will be on its way to you this month. You must be on Version 16 
before you can install the update. If you are and you are using both Donations and 
Accounting, you are ready to install the update.  

• For our customers still using the old Financial module: you need to convert to 
Accounting (released in 2008) before you can convert to Donations.  

• For our customers using the old Contribution module or using Accounting with 
Contributions: Now is the perfect time to convert from the old Contribution 
module to the Donations module so that you can install Version 17 when it 
comes and start enjoying its powerful new features.  Without Donations being 
present on your machine, you will not be able to install 17. 

Donations has been around since 2011 and most of our client churches 
have been enjoying it for quite some time. This is the perfect time to 
convert. All of your data converts, even prior years’ data. Nothing is lost. 
Here is a helpful document on the conversion process that you can 
read. There are also webinars and videos available on our website to 
help acquaint you with how the new program works. It does the same 
functions as Contribution, just in a more updated and powerful way. Do 
it now! 

• For our customers owning only Membership: As long as you are on Version 16, 
you are ready to install Version 17. 

 
Important Information/Checklist About Soon to be Released Version 17 
Church Windows version 17 has many new features that keep your Church Windows 
software and information safer and more secure. As a result of these new security 
features: 

 To install Version 17, you must be on Version 16. If not, call our office for 
assistance.  

 To enjoy the new features of version 17, you must have converted to 
Accounting and Donations. Version 17 will not install if your program is still on 
the outdated Contribution or Financial modules. 

 Your operating system must be Vista or later. Church Windows version 17 will 
not install on XP as XP no longer receives security updates from Microsoft. 

 Running Church Windows from a workstation will require a network license to 
avoid network errors. 

 Unique user names/passwords are required - two people may no longer log in 
at the same time using the same user name. 

 Anyone using Church Windows must know both a user name and password. 
The list of user names will no longer be displayed. 

 One Call Now will no longer be supported from within Church Windows, but you 
will still be able to export a file to it. 

  

http://www.churchwindows.com/shop/custom.aspx?recid=77
http://www.churchwindows.com/shop/custom.aspx?recid=77


 

 

Additional information to know before installing version 17: 
 Before installing, print out criteria for saved lists or labels, custom reports, 

directories, denominational reports, and exports - This information will need to 
be recreated in the new version.  See the June 2014 Tech Tip for instructions. 

 Although all denomination-specific fields will be converted, the Church Windows 
opening screen will no longer display denomination titles and you will not be 
able to reinstall denomination-specific versions. 

Labels from Membership or Donations 
When you need to produce a set of labels out of Membership for a mailing, you click 
Membership, Reports, Labels. In Donations, you click Donations, Reports/Export, List 
& Labels, Labels. 
 
In both modules there will be a screen where you decide who will appear on the labels. 
This Tech Tip does not cover setting the criteria. If you need assistance with that, a 
technician at Computer Helper will be happy to answer your questions. 
 
Once the criteria has been selected, you will come to the screen Selections for 
Labels. 

 
This Tech Tip discusses two areas of this screen that affect the labels that are 
produced.  

• The LABEL LAYOUT determines what information for the people will be on the 
label when it prints.  

• The line ONE LABEL PER determines whether labels will be produced for 
individuals, for giving units or for families.  
  

 

http://www.churchwindows.com/shop/custom.aspx?recid=14


 

 
 
Label Layout 
You are able to create many different label layouts. Once a layout has been created, it 
is available for everyone to use. When you create a label layout, we recommend that 
you save it with a title that identifies what will print on the label. 
 
If you have not created or edited label layouts, go to the Church Windows Support 
Blog to watch the movie on creating label layouts. We suggest that you begin by 
creating two different label layouts. Others may be added as you need them. 
 

(1) You will need one label that indicates in its title that the Mailing Label and 
Address will be used on the label. This layout will be used when sending a 
mailing addressed to the family (even if the family is only one person) and will 
be based on what has been entered into the Family Mailing Label field on the 
Family Record. In many churches, the Mailing Label is entered as Mr. & Mrs. 
John Smith. In other churches, it is entered as John & Mary Smith. The label 
layout title shown in the next screenshot says that it will always print a label that 
uses the Mailing Label and the Address.  

 
 

 
 

(2) You will need one label layout that indicates in its title that the Name and 
Address will be used on the label. This will be used when sending a mailing to 
individuals, for example, to the members of the Adult Choir. That label would be 
addressed to John Smith. The screenshot below shows a title that indicates that 
the label produced with this layout will always use the names of the people 
meeting the criteria.  

 
 

 
 
 
 
 
 
  

http://www.churchwindows.com/blog/membership-label-designer-help-v-15-11-4-newer/


 

 
 
Using the Labels 

(1) When you are ready to produce a set of labels, the first thing you ask yourself 
is: Which of my label layouts will put the information needed for this mailing on 
the label? On the Print tab, click the drop down arrow in the Label Layout field 
and select the appropriate label layout for the mailing you are doing.  

 

 
(2) Next you decide whether you want One Label Per  each Individual whose name 

is pulled up, each Giving Unit that is pulled up or each Family that is pulled up 
by the criteria. 

 
 

 
 
Examples 
 

• Here’s a screenshot showing a label using the 
Mailing Label and Address. 

 
• If you use a label layout that says it will print the Name and Address on the 

label and you select One Label Per Individual, and more than one person in the 
family meets the criteria, you will see one label for each individual. We see 
that in this next screenshot. 

 
  



 

 

 
• If you use a label layout that says it will print the Name and Address on the 

label and you select One Label Per Family, and more than one person in the 
family meets the criteria,  you will see one label that combines the names of 
the people meeting the criteria. This next screenshot shows that. 

 
 

 
 
In summary, when you are producing labels, be certain to make the correct selection of 
the LABEL LAYOUT and the ONE LABEL PER for the mailing being done.  
 
 
Free Training on Version 17 
We are already providing free training on Version 17 in our User Group 
Webinars. Each month we offer different topics in the webinars, so you will 
want to check the schedule at the beginning of each month. Click to see the 
User Group Webinars for the month of September. 
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