
 

June 2015 Tech Tips 
 

Church Windows Updates 
Church Windows 17.14.4 is 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. Install Church Windows 17.14.4 
 
If your church is using Church Windows Web, all updates are performed for you. You 
don't need to install this or any other update, ever. After VOS installs the update, you 
will see 17.14.4 displayed on the opening Church Windows screen. 
 
Quarterly Statements 

1) It is the end of the second quarter and churches are sending out Donation 
statements. If you are missing a statement for a person who has made 
donations to the church, there are two possible reasons. 
a) The box to receive a statement is not checked on their individual or family 

record. Open DONATIONS>GIVERS>MANAGE GIVERS. Click in the giver 
box and begin typing the giver’s name. If it is an individual giver, the box will 
be on the NAME tab of that screen. The box needs to be checked. If this is 
a statement for a family, click on the FAMILIES & GROUPS tab, find the 
family name. The Receives Statement box is on the Name tab. It needs to 
be checked. 

b) If the person has been terminated but needs to receive a statement, when 
you are setting up the statement, go to the GIVERS tab and click to place a 
check mark in the Terminated/Inactive box.  

2) Don’t forget: if you have people with an annual pledge type and you run a 
donation statement with a date range through 06/30/2015, the statements will 
show the full amount of the pledge in the Amount/Frequency column, nothing in 
the Pledged (to date) column, giving for the period in Amount Given, but 
nothing in the Over/Under column. The donor can’t be over or under since 
nothing is due until the end of the year. If you want to show the annual pledge 
people how much they still owe on their pledge, run their statements for the full 
calendar year.  

 
Advancing School Grades 
Sometime in the late summer or early fall, you will want to run the Advance School 
Grade routine to move the children into the correct school grade for the 2015-2016 
academic year. Open Membership, click Special Functions, Advance School 
Grades. The system will advance the year in school for all persons in grades K through 
12 in both the Members and the Visitors files. It will only affect the field called “School 
Grade” – i.e., it does not advance the Sunday School Classes. 
 
 

http://www.churchwindows.com/shop/custom.aspx?recid=13


 

In addition, it will tell you when it was last run and, if your use passwords to open 
Church Windows, by whom it was run. If it was not run in 2014, you may have some 
cleanup to do to ensure that boys and girls are placed in their correct school grade. We 
strongly recommend that you back up your Church Windows data before performing 
this function. If you would like further information before performing the advance, go to 
the Advance School Grade screen and press the F1 key on the keyboard to open the 
HELP topic to the Advance School Grade topic. 
 
 
Advancing Groups/Classes 
Likewise, at some point in late summer or early fall, you will want to run the Advance 
Groups/Classes functions for your church school classes. Boys and girls in your 
Sunday School classes may need to be moved to a new level and sometime in adult 
classes there is a sequence of classes people take, so they can be moved. We 
recommend that you access the HELP topic and read about the set up and move 
before you start. Open Membership, click Special Functions, Advance Groups & 
Classes. You will get a message about backing up your data before completing the 
process. Do so! But if you are just going to read about it, click OK to open the screen. 
Once on the Advance Groups/Classes screen, press the F1 key on your keyboard to 
open the HELP topic. 
 
There are two other things we would suggest: 

1) Begin the advancing process with the oldest group, taking the people OUT of 
that group/class before advancing others INTO it. 

2) The process involves setting a START date for the date the people joined the 
new class. If you do use a date in the future, such as 09/01/2015, then you will 
not be able to run a report on those classes until it is September. You might 
want to use an August Start Date. Using Start and End Dates allows you to 
preserve the past history of their involvement in classes. 

3) If this is not important to you, then do not use Start and End Dates. Just move 
the people from one class to another.  

 
Printing Reports 
If you click to print something and you do not see the print preview, hover the mouse 
over the Church Windows icon that shows in the tray at the bottom of the monitor. The 
print preview may be stacked behind the icon. Click on the preview screen to bring it up 
and continue printing.  
 
Changes to Donations Batches 

1. “I need to change the date on a batch.” Or, “I forgot to put a batch code on a 
batch.” Or, I need to reverse an entire batch.” 
 
These items are taken care of on the Posted Batches screen. Highlight the 
date and click Correct Batch. It will allow you to change the date on the batch 
and/or add/change the Batch Code for the batch.  
 
To reverse the entire batch, highlight the line for the batch and click the 
Reverse button. 



 

 
2. “I need to make changes to someone’s record on a batch date.”  

 
This is handled on the  Browse Donations screen. Click Donations>Browse. 
Enter the person’s name in the Giver box and the system will find that person’s 
name; click on it. Click on the line for the transaction date to highlight it. Click 
the Correct button. Make the necessary corrections. The correction may or 
may not need to be transferred to Accounting.  
 
Remember that if you make a change to a donation that does not change the 
dollar amount, such as changing the gift from one giving account to another, 
you will want to transfer the change to Accounting if the bank reconciliation for 
that particular month has not yet been finalized. 
 
Because the dollar amount did not change with the correction, the batch will not 
automatically show to be posted to Accounting. Click to place a check mark in 
the Show Do Not Transfer Items. The $0.00 amount will show. Click the plus (+) 
sign beside the transaction date to see that money is being moved from one 
account to another.  
 

 
Viewing Donation Transactions or Accounting Transactions From a Prior Year 
To view donation transactions or accounting transactions from a prior year, go to 
Browse and click on the Change Dates, Filter & Sort button. Set the Date Occurred to 
the appropriate date range. The range may be any range you need.  
 
Viewing Donation or Accounting Reports From a Prior Year 
On Donation reports, you can set the Date Occurred boxes for any time from you 
wish. For example, to view a Log Report for 2014, set the Date Occurred to 01/01/2014 
through 12/31/2014. Or set it to cross more than one year: 01/01/2014 though 
06/30/2015. On Accounting reports, just set the year in the Accounting Year box then 
continue with the selections for that report.  


