
 

December Tech Tips 
 
 
Payroll Customers  
We expect to mail the Payroll 2015 disc before the end of the year. For our customers 
on the Update and Support program, this update is free. For our customers using 
Church Windows Web, the update will be automatic and there is not cost for the 
update. For our customers not on the Update and Support program, the charge for the 
update is $89. 

• Always make a copy of the Quarterly 941 reports and the W-2s for the year and 
keep them in a file.  

•  Install the 2015 release when you receive it – don’t put it off and forget.   
• DO NOT run the End-of-Year procedure for 2014 UNTIL you have installed the 

2015 release AND after you’ve run the last payroll for 2014. 
• Check our website (and your email) for update notifications. 
• Install service releases when you get them. Our users on the web do not need 

to install updates. 
 
Church Windows Service Release 17.14.2 Is Now Available 
Customers using Church Windows should be on version 17.14.2. This update is on the 
website and can be downloaded. This is an update only. Church Windows 17.14.0 
or 17.14.1 must display on the opening screen before installing this update. If you 
are running Church Windows on a network, be sure to update your server and all 
workstations accessing the programs. Customers using Church Windows Web should 
already be on 17.14.2. If not, please call us at 800.533.5227. 
 
Potential Scam  
There is a scam going around that includes a person calling you saying that they need 
to "fix" your "windows."  They will say that there is a charge to do so and will ask for  
your credit card number. Church Windows has nothing to do with this. You should hang 
up the phone and report any such calls and the caller’s phone number to the local 
authorities. 
 
New Year Prep & Help Information 
The wrapping-up of one year and beginning another is a busy time for the church staff. 
Here are some questions you might be asking: 
 
In Membership: 

How do I set the attendance year to 2015? If you’re using Version 17, here are 
the End-of-Year Steps. For older version, here’s help for you. 

 
In Donations: 

1) How do I take away the Giver # for people who are no longer active in the 
church? How do I stop the use of Giver #s for everyone? 

2) How do assign new Giver #s for our donors? 
3) How do I create labels for the boxes of giving envelopes that include the Giver 

http://www.churchwindows.com/docs/EOYDocs/EOY2014/MembershipEOYv17.pdf
http://www.churchwindows.com/docs/EOYDocs/EOY2014/MembershipEOYv17.pdf
http://www.churchwindows.com/docs/EOYDocs/EOY2014/MembershipEOYpriortov17.pdf


 

# and Name of the giver?  
4) How do I create a pledge campaign for 2015?  
5) How do I enter the pledges to that campaign? 
6) How do I handle a Pre-Paid Gift: where a donor gives money this year but 

wants it applied to his or her 2015 pledge? 
Here are the Donations End-of-Year steps. 

 
In Accounting: 

1) How do I open the new Accounting year? 
2) How do I enter the 2015 budget figures for the income and expense accounts? 
3) How do I make changes to our chart of Accounts for 2015?  
4) How do I continue to work in 2014 to finish it up while still entering transactions 

for the 2015 year? 
5) How do I hard close the old year? 
Here are the Accounting End-of-Year steps 

 
In Payroll: 

1) When do I install Payroll 2015?  
2) How do I open the new year in Payroll?  
3) How do I file the W-2’s for 2014? 
4) How do I print the W-’2’s for 2014? 
Here are the Payroll End-of-Year steps. 

 
Backing up your data 

How do I make a backup of our data at the end of the year?  
Here are Data Backup instructions. 

 
Resource materials for Version 17.14.2 
Many of you have recently upgraded to version 17.14.2. We have placed a lot of 
information on the website to assist you in using the Version 17 program. Be sure to go 
to the website and in the blue sidebar on the left, Under USING CHURCH WINDOWS/ 
Support, click on CW Version 17 Resources. Listed are lots of videos that offer 
training on using 17.14.2.  Just select a video and click View Movie.  
 
PRINT A LIST OF THOSE WHO RECEIVED AN EMAILED DONATION 
STATEMENT 
Customers often want to print out a list of those people who received their donation 
statement via an email. Follow these steps: 
 

1. Click Reports/Export, Compare & Analyze and select the Pledge/Giving 
Analysis report. 

2. Set the Options using the same criteria you used to run the Donation 
Statements. 

3. On the GIVERS tab, click the drop down arrow in the Select a membership 
field’ box, scroll to and click on Email (or whatever your email field is called). 

4. Select ‘is not blank.’ Click the + SELECTION button to add the criteria to the 
search.  

http://www.churchwindows.com/docs/EOYDocs/EOY2014/Don_PreparingforaNewYear.pdf
http://www.churchwindows.com/docs/EOYDocs/EOY2014/AcctgEOY.pdf
http://www.churchwindows.com/docs/EOYDocs/EOY2014/PayrollEOY.pdf
http://www.churchwindows.com/blog/?p=605
http://www.churchwindows.com/shop/custom.aspx?recid=55


 

5. Click on the COLUMNS tab and include only the Giver Name in the Visible 
Columns box. (To remove a field from the Visible Columns box, click on a field 
title and click the left facing arrow to send it back to the Available Columns box.) 

6. Click PRINT.  
 
January Hours of Operation 

• Monday – Thursday: 9am to 8pm 
• Friday: 9am to 5pm 
• Saturday: 10am to 1pm 


