
 

April/May 2015 Tech Tips 
 
 

Church Windows Updates 
a) Church Windows 17.14.4 is now available on the Church Windows website for 

downloading. This is an update only. Church Windows 17.14.0 or a later 
version of 17.14 must display on the opening screen before the update 
can be installed. Be certain to view the Installation Instructions and the 
What’s New in 17.14.4 documents.  If you are running Church Windows on a 
network, update the server and all workstations accessing the program. Click to 
download the update. Customers using Church Windows Web will see it on 
their program after VOS has time to get it installed. 

b) Payroll 2015 SR2 update containing the 2015 941 form is available on the 
Church Windows website and has been mailed to all users on support. Be 
certain that this update has been installed before sending in the 2015 First 
Quarter 941. Click to download the update. 

First Quarter Reports in Accounting 
Now that March is over, print copies of the following reports and analyze them for 
accuracy. Finding an error now and fixing it is much better than finding it in December 
or at the end of your fiscal year.  

a) Balance Sheet – This report lists the total of the Assets (# 1 accounts if you 
use account numbers) compared with the total of the Liabilities (#2 accounts if 
you use account numbers) and Fund Balances (#3 accounts if you use account 
numbers). To be in balance, the amount in the Total Assets subtotal should 
equal the amount in the Total Liabilities & Fund Balances subtotal. 
 
If a balance shows in the Accounts Payable Vendor line and you are not sure 
why, go to Reports (the large icon in the middle of the screen), click to select 
Accounts Payable & send it to the Selected Reports box. Click Next. Select to 
run the Accounts Payable List, but uncheck Include Vendors with a Zero 
Balance. The listed vendors will have a positive or a negative balance. Run the 
Accounts Payable Journal (on that same screen) for each vendor to see what 
is causing that vendor account to show a balance.  
 

b) Treasurer’s Report – This report is intended to compare actual cumulative 
income and expense amounts to budgeted amounts. Depending on the options 
checked, this report may list income and expense accounts balances, budget 
comparison information, information from a previous year, and will subtotal 
these amounts. If you do not use budgets, this report would be a helpful tool to 
compare income to expenses. Remember, however, the report does not deal 
with the amount of money in a given fund; it merely shows how much came into 
each income line item or went out of each expense line item.  

 
c) Fund Activity Report – This report is perhaps the most useful report to give a 

committee or board. It shows how each separate fund stands: monthly 
beginning balance, total income, total expenses, total transfers and monthly 
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ending balance. It can be printed in Detail (one report for each fund) or in a 
Consolidated format. It can also include year-to-date activity. It shows not only 
income and expenses but the amount of money in the fund. This is a good 
report. 

View or Correct a Posted Donations Batch 
If a batch has been posted and you would like to view it, go to Donations/Posted 
Batches. Select a specific date range (which can be one day) or choose to view all the 
batches posted in the current year. Each batch date shows. 
 

To view the 
batch on a 
given date, 

click the Plus 
(+) beside the 

date. 
 

 

Listed is each 
person’s 

donation on 
that date. 

 

 

 
  



 

 
 
 
At the bottom of the screen, you see that you can do the following: 

 
 
• Reverse the entire batch. You would then have to re-enter it if it should be in 

the system. 
 

• Correct the batch date or 
code. Your choices will be to 
change the batch date or the 
batch code. 

 

 

 
• Print the batch.  If you forgot to print the batch when posting it, you can print it 

from here. 
 

• Reactivate the Batch for Transfer. If this option is selected, the system will 
look in Accounting to see if the batch has already been posted to Accounting. If 
it does, it will not allow the batch to be re-transferred as that would double it. If 
the batch does not exist in Accounting, it will allow the transfer.  

 
 
 
Correct a Donor’s Gift 
If a correction needs to 
be made to a specific 
donor’s record, go to 
Donations, Browse. 
Enter the donor’s name 
or Giving # into the 
Giver box to see the 
donor’s gifts.  
 
To make a correction, 
click on the line for the 
date of the gift and 
click either Correct to 
correct it or Reverse to 
reverse it donation. 
 
If Reverse is selected, it will reverse the transaction.  
 
If Correct is chosen, everything can be changed: the date, the batch code, the Giver, 
the amount, payment method and check number. New comments or line item 



 

comments can be entered. The account to which the money was donated can be 
changed.  
 
 
Corrections 
often require 

that the 
original 

transaction 
be reversed 

and new 
one entered. 

Church 
Windows 

will do that 
for you. 

  

 
If the corrections need to be transferred to accounting, click Save & Transfer. It will 
open the Transfer Donations to Accounting screen. If the correction does not change 
the dollar amount of the batch, you will need to check Show Do Not Transfer Items 
on the Transfer Donations screen to see the correction. It will show as a $0.00 change, 
but click the Plus (+) by the date and you will see the corrections being made. Before 
transferring the correction, it is import to know if the bank reconciliation for that month 
has been completed. If it has not, the change can be transferred. If it has been 
finished, do NOT transfer the change; instead, go into Accounting and make the 
correction there. 
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