
 

This document is designed to give you tools to troubleshoot discrepancies between Vanco and Church  
Windows using Vanco Reports.  

Based on the following procedures: 

• Use Batch Codes for Vanco imported or keyed batches.  Batch Codes are critical for troubleshooting 
Vanco problems in both Donations and Accounting. 

• In Version 23 of Church Windows, the system can automatically assigns Batch Codes for both ACH 
and MS (Merchant Services) transactions imported.  The feature is found in Donations>Special 
Functions>Settings.  Batches with Batch Codes can be posted to Accounting separately for more 
control. 

 
Note:  If you are not using Batch Codes for your Vanco Donations, in Browse use the Change Dates, Filter &  
Sort 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. 
 
Obtain a copy of the Vanco Monthly Activity Report with Detail for the month in question.  This report contains 
three sections: 
 

• Summary Section (See Image 1)– Shows the deposit schedule, returns and invoice activity for your 
asset account.  The dates and amounts deposited to the church checking account. 

• Detail Section (See Image 2)–  Helps find answers about things like returns and 
NSF giving transactions. 

• Totals Section (See Image 3)– Shows activity totals for Funds, ACH/MS, and Grand Totals.  Includ-
ing all Vanco fees. 

 
The Summary Section and Grand Totals Section are most meaningful, after the Vanco batches have been 
transferred to the Holding Account in Accounting. 
 
Glossary of Dates in the Vanco Monthly Activity Report with Detail. 

• Report Date: The date Vanco sent the original deposit report to the client.  
• Transaction Date: The date the deposit batch is settled with the client’s bank. 
• Process Date: Found in the detail section.  Note: For MS transactions, the process date and the set-

tlement date are equivalent. 
 
Recommendations:  

• Posting Transfers from Vanco Holding account to checking account using the Transaction Date in 
the Summary Section. 

• Posting the MC fees as one transaction at the end of the month that Debits a Vanco Fees expense 
and Credits the Vanco Holding Account asset. 
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Detail Section (Image 2) 
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Totals Section (Imagine 3) 
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