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This document is designed to give you tools to troubleshoot discrepancies between Vanco and Church
Windows Donations. A common issue usually occurs when the donation is posted in Church Windows at the
end of the month and the deposit is included on the Vanco report on the following month.

We recommend the following procedures
e Use Batch Codes for Vanco imported or keyed batches. Batch codes are critical for troubleshooting
Vanco problems in both Donations and Accounting.
e In Version 23 of Church Windows, the system can automatically assign Batch Codes for both ACH
and MS transactions imported. The feature is found in Donations>Special Functions>Settings.

Note: If you are not using Batch Codes for your Vanco Donations, in Browse use the Change Dates and Filter
feature to select only Credit Card and EFT donations. If you are importing or entering donations for multiple
online companies this will not be sufficient to use this document.

o Obtain a copy of the Vanco Monthly Activity Report with Detail for the month in question. The report
contains three sections:

*  Summary Section — Shows the deposit schedule, returns and invoice activity for your asset
* aD(:e(:;gilljnSt.ection — Shows the donation/return detail for each item in the summary section.
= Totals Section — Shows activity totals for Funds, ACH/MS, and Grand Totals.

How to verify VANCO batches are transferred and posted to Accounting correctly.

You have multiple options to verify the Transfer to Accounting Donation Totals.

Option 1: Verify the debit account for each batch transferred to Accounting. This includes any
corrections to the donations you may have posted.

In Accounting>Transfer Donations

1. Check Use Batch Codes; if not

Transfer Donatio ng n
already checked
. Ac ‘ear [ *) Import transfers from file
2. Click Posted Transfers tab ' I o [ Show Do Mot 1S
3. Click Plus (+) to verify the Debit
A t . the VanCO Ho|d|n [ Transfer Donati t Account Links || PDstedTramsfersw
cecount1s g Date Ran u 12/31/2022 & Print selected transfer(s)
Account ~ [Date Occurred [ DONA Batch Code | Total Amount Transferred | DONA Date Posted
® 161 05/09/2022 EFT $200.00 05/24/2022 10:52:45 AM B
OO R R I 7] 7 T N |
(Batch Code | Amount | Giving Account ] Debit Account Credit Account | Giving Posted |
CC - CreditC... 472.00 101 - General fund 1.10,200 - Vanco Holding ... 4. 10,100 - General Tithes... 05/11/2022 2:27:46 PM
CC - Credit C... 241,50 103 - Building Fund 1.10.200 - Vanco Holding ... |4.20.100 - Building Fund ... 05/11/2022 2:27:46PM | =
157 05/08/2022 cc $102.75 05/20/2022 12:05:18 PM
156 05/06/2022 cc $639.19 05/20/2022 12:05:04PM
155 05/05/2022 cc $416.50 05/20/2022 12:04:50 PM L
154 05/02/2022 cc $713.50 05/20/2022 12:04:38 PM
153 05/01/2022 cc $102.75 05/20/2022 12:04:25PM
146 05/15/2022 $1,100.00 05/17/2022 2:32:11PM
145 02/20/2022 $8,020.00 12/23/2021 12:47:56 PM
144 02/13/2022 $5,370.00 12/23/2021 12:45:43PM
+ 143 N2/N&12N22 €3N.550.00  12/23/7021 17:45:38 PM
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You can use the Correct Transaction feature in Accounting and use Browse Transactions to Reverse and Retransfer to the
Holding Account to correct these transactions. You can post the appropriate journal entry to transfer the amount
to the Holding Account if you are outside the current accounting period. This will leave both the deposit and
transfer in the incorrect account to clear.

Option 2: Verify the donation batches transferred to Accounting by running a General Ledger Report for the month.

1. Click Reports/Export on the @ Accounting (Jan - Dec 2021)
button bar @Transactions aManageAccounts f;j Budgets LR pecial Funittions 7/ Help Windows

2. Click Transaction menu button Financial 1| Transaction 1| Workshe Budget <A it = -
3. Click General Ledger on the $ § (.j S
drop down menu N Y v & s
#= Check Register
[!_] Deposit Slip
&> General Ledger
§ Transaction Journal
1. Select only Donation in |/ Generl Ledger Options
Transaction Type | ovtore [cimiom et Govpe | Cooms [ ot
2. Select Vanco Holding oapi0st toa TR0 = QT
Account in the Single — Funed [ incce s Fund incom
Account field 0 tcome [~
3. Check Running Balances 8 iy P r——— o
4. Select the month to O s
view in for Month payment %ﬁa Prinery Bal. Acct. Cokmn Displays..
5. Click Print Running Balances (© Vendor Payee/Client Name
Accounts With No Activity () Account Name
[] Reversed Transactions
Balances... *==Must be a visible column (see Column tab) =*
() forMonth  April 2021
() Year to Date
Starting Page = 1 [7) Show long date and time [@  Export g Print

Option 3: Verify the Donation Transaction transferred using the Browse Transactions in Accounting.

Accounting>Browse Transactions

T Browse Transactions - 01/01/2021 thru 12/31/2021
Correct ey Reverse - Expart
- £S . @

Drag a column here to group by that column (up to 3). Click a column header to sort; to sort by multiple columns, hold SHI

|i Change Year, Fil t il

Trans, # ~ |Type « | Account #
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Click Change Year, Filter & Sort

1. Select Vanco Holding
Account

2. Enter the date range in Date
Occurred From and To for the
month

3. Check only DONA Transaction

Type

1. Select Group & Sort (Date

Occurred) tab

2. At Sort Field 1 choose Date
Occurred

3. Click Group by Field 1

4. Click OK
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Transaction Browser Options

Filter | Custom Account Groups || Group & Sort (Date Oc

Finandial Year 01/01/2021 thru 12/31/20

. #, Type)" Columns Vendors ,I'Payees|
To
Date Occurred 01/01/2021 | B

Account 1.103.000 - Vanco MED Date Posted 213 253
Fund E |Z| Transaction #
User Amount @
Check /Ref Transaction Types |
D INCM (Income) D J urnal Entry)
Show Recondiled Show Unrecondled
5] o (] BILL (Expense) DONA (Donation) Clear All
Show Paid Show Unpaid [] PYMT (Payment) [_] PYRL (Transferred Payroll)
TNFR (Transfe
[C) show Reversed Show Only Reversed O (Transfer)
["] ARIN (AR Invoice) [ ] ARCL (Collection)
Show Subtotals [] suppress Repeating Transaction Data
D Show other details in transaction
D Save selections as default D Always open to this screen
[ o« |[¥ conee
E 2 E e m Group & Sort (Date Occurred) E_ -
Field 1
C‘ Ascending D Show separator line on report
Sort Field 1 Date Occurred - Group by Field 1
D () Descending L P by [[] Totals only
Field 2
® Ascending Show separator line on report
SortField2 | <none> =i Group by Field 2
.. () Descending Totals only
Field 3
=) Ascendi Show separator line on report
Sort Field 3 X 9 e by Field 3 <P
(_) Descendi Totals only
Reset Sort
Show Subtotals [C] Suppress Repeating Transaction Data
] Show other details in transaction
[[] save selections as default [] Always open to this screen
[« ok ][ cocel |

How to correct when donation or correction did not transfer to Holding Account :

Previous period — Create a Journal Entry in the current period transferring amount transferred from the
Debit Account to the Vanco Holding Account.

Current period — From Browse Transactions in Accounting correct the transaction and choose the Correct
Accounting accounts and Retransfer option and then Transfer to the Holding Account.

CompuTER HELPER PUBLISHING |

www.CHURCHWINDOWS.COM |

SUPPORT@CHURCHWINDOWS.COM |

800.533.5227




ala
%ichurchwindows Accounting Vanco Troubleshooting and Audit 7'/,4325

To confirm all transactions are posted to Vanco Holding account correctly.

Accounting>Browse Transactions

Click Change Year, Filter & Sort

obrwON~

T2 Browse Transactions - 01/01/2021 thru 12/31/2021

Correct

= o= N

Drag a column here to group by that column (up to 3). Click a column header to sort; to sort by multiple columns, hold SHI

k Change Year, Fil

View Trans. # ~ | Type ~ | Account # Account Name

‘ TNFR 3.10. 100
1 TNR  [3.10.150 Staff Bonus Fund Balance

Transaction Browser Options
ﬁw|mmmt&ml|mamtﬁs,rmjuml Fonts |[ vendors [ Payees |
H From To e
Enter yOUf Vanco HOIdlng Financial Year 01/01/2021 thru 12/31/2021 Date Occurred 01/01/2021 B oy3yz021 (eS|
Account Account 1.103.000 - Vanco Holding Acco. [v] <) (35 Date Posted =) B3
Enter the Date Range for the ] ! aeoson &
month you are verifying e et ® =
. Check [Ref # Transaction Types 1
Click Group & Sort Tab — T Dowert ooy (2 K08 GoumalEntry)
zconcied | [¥] BILL (Expense) [ ponA (Donation)
Show Paid Show Unpaid BYMT (Payment) PYRL (Transferred Payrol)
[] show Reversed Show Only Reversed ' [d ™R CTransfer)
[) ARIN (AR Invoice)  [w] ARCL (Collection)
[ Show Subtotals [ Suppress Repeating Transaction Data
[ show other details in transaction
[ save selections as default [ Always open to this screen = ] X e
Transaction Browser Options
o 5o ocared = Ve [avess]
. . Field 1
Select Type in Sort Field 1 —— g ©ecrng oy gy ] Showsepmatr e reort
Check Group by Field 1 Checkbox O pescendng 00 Totalsonly
Select Date Occurred in Sort Field 2 =42 . .
. 1 Ascending Show -ator line on t
Check Group by Field 2 Checkbox — setrei osteocaames o 16 - 00 Elgroupbyrieaz " H -
Click OK Feld3
SortField 3 | <none> g d3 e e e
O Descending Totals only
[] Show Subtotals [ suppress Repeating Transaction Data
DShow other details in transaction
[[] save selections as default ] Always open to this screen
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@ Browse Transactions - 01/01/2021 thru 12/31/2021 [E]

Comect /% He-:erse/ /( Expart “;‘"\\ ?inl Tr‘ansactim
<8 3 < “*A e & [
-l R (< <>

| Change Year, Filter & Sort ‘

Type
Date Occurred

View
| @ Type:DONA  Debit Amount: $1,387.00, Credit Amount:$0.00
Type: JRNL  Debit Amount: $0.00, Credit Amount: $47.89

Type: TNFR  Debit Amount: $0.00, Credit Amount: $1,566.11

Credit Amt.

$1,387.00 $1,614.00
<]l [ | G

[[ciear Fiter | [ Restore Defauit Layout | [ Restore SavedLayout | [ EBxpandAl | [ colapse Al |[SearchinGrid| [ Refresh Transactions |

[[] Indude Reversed Transactions

Transaction Types
DONA - The total represents the total donations imported for the month selected.
The total can be compared to either your Donations Browse Total or Vanco Monthly/Weekly Activity Reports

JRNL - This total represents the total transactions fees for the period and should match the Vanco Monthly/
Weekly Activity Report with Detail .

TNFR — The total represents the total deposits for the month and should match the Vanco Monthly/Weekly
Activity Report with Detail.

e Return/NSF Vanco transactions will not be imported to Donations. These kinds of transactions must be
dealt with in Donations and Accounting separately.

e Comparing the Church Windows Accounting reports with the Vanco Monthly/Weekly Activity Report with
Detail will help resolve a balance in the Vanco Holding Account.
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