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Vanco Processing to handle fees

(5/24)

Reconciling your bank statement with Church Windows Accounting may be challenging when you
use an online giving company.

The steps below outline an option to handle online giving transactions imported from Vanco using a
monthly processing cycle. This process has you post a Journal Entry in Accounting including the
fees, the amount actually put in the

STEP 1 - Print Vanco Monthly Activity Report with Detail for the Month

If you do not receive this report via email:
Log on to myvanco.com and sign in to the Church’s Account.
Select Reports
Set the Date Range
Select the Monthly Activity Report with Detail
Click Search
Select the desired report from the list and click View.
Print the report. (This report is shown on the last page of this document).

/ Monthly Activity Report With Detail
\ A N Date:  05/01/2023

Time: 05:29:08 CT

BOO-E75-7430 (Phone) Phone: 574-936-2519
caffivancopayments.com

ClientiD:  ES803109

Summary: 04/01/23 - 04/30/23

Transoction  Report

Account Daiz Date  Baich ¥ Repari Depasits Withdrawals
4593 0403723 033023 684342670 ACH Deposit Repart 100.00 0.00
040523 040323 685008482 ACH Deposit Repost 120,00 0.00
04/0523  CAD423 635006152 MS Depnsit Report 249.13 0.00
0406123 04423 6RSIZETIO ACH Deposit Report 50.50 0.00
0410/23 040623 £85390152 ACH Depasit Report 100.00 0.00
W73 0N Tnveice 0.00 2206 7
041723 0413723 686254754 ACH Depasit Report 100.00 0.00
0418723 0417723 636TEO85L M5 Deposit Report 1372 0.00
4N1%ZT  04/1823  GREI09IIZ MS Deposit Report 249.13 0.00
0420123 04/1823 66943036 ACH Depasit Report 50.50 0.00
04724123 042023 687148074 ACH Deposit Report §61.10 0.00
0425723 (424023 GRTST08T6 MS Deposit Report 29,50 0.00
Totak 12 1,833.58 2206
Grand i 1,533.58 2206

Total:

Note: You may also perform these steps on a weekly processing cycle. If so, you will use the
Weekly Activity Report with Detail.
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STEP 2 - Import or Manually Enter the Vanco Donations for the Month

A batch code must be assigned for either method. This will keep your online giving batches separate
from all other giving.

To create a batch code, go to Donations>Batch Code and click Add.

Note: To automatically assign a Batch Code to online giving when you import Vanco Donations in
Church Windows, go to Special Functions>Settings.

o Click Yes at Use batch codes for Credit Card and EFT payment methods?
e Choose the Credit Card Batch Code from the drop down list
e Choose the EFT Batch Code from the drop down list

Settings

Settings | Relabel Fields

All Users Settings Set Receives Statement true for all

‘four default date range is January - December

Start Month | January 2024

Show Membership Groups

Default Payment Method Chedk E
Standard Posting Day Sunday @
Weekday for weekly pledges Sunday @
Mass Assign Default Email Field (from | ngne> @

Membership module)®

*Also editable on the 'Contacts' tab in 'Manage givers'
Support Only Login's Settings

[ Show Middle Name in Donations/Membership
Always confirm and ask me about printing after posting donations:

Wanco Import Download Options
- [] Never show/print inactive people by default (Except Statements)®

Use batch codes for Credit Card and EFT payment methods? | (71 Yes () Mo

[] show dashboard when Donations starts

Credit Card Batch Code | VMS - Vanco MS Credit Card @

EFT Batch Code VACH - Vanco ACH EFT [~

| Reset all screens to default size and location |

| J Save | ‘ x Cancel ‘

STEP 3 - Print Vanco Report for the Month

Once all of the Vanco batches are posted, validate that donations have been imported by comparing
the posted donations against the donations listed in the detail section of the Monthly Activity Report with
Detail. This step is your validation.

There are a variety of donations report that can be used to accomplish this task, such as Donations
Log Report or the Donations Batch Report. For any credit card transactions (MS), the donation date will
match the processing date on the Vanco report.
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The Detail Section of the Vanco Monthly Activity Report with Detail shows the breakdown of giving.

D4/03/2023 Transaction Date ACH Deposit Report Detail Account: 4593
Member

Member [DD  Member Name Fund ID  Fund Name Fund Noie Webpay Note  Accownt  dmount

309534 0001 General Fund 1283 100,00

Total: 1 1000

04/05/2023 Transaction Date ACH Deposit Report Detail Account: 4593
Member

Member ID  Member Name Fund 1D Fund Name Fund Noie Webpay Nete  Aceount  Amount

42287138 I 0001 General Fund 1146 12000

Total: 1 I20.00

04/05/2023 Tramsaction Date M8 Depaosit Report Detall Aceount: 4593
Pros Grars Trang  Ntoows

Mfember (D Member Name Fiund ([} Fund Mame Fund Moge by Nove D Amaunr Fee  Baiz Fee Ampunr

NIGISETG LAl General Fond (303 356.HE 045 T30 240,13

Total; i 15680 [T 730 249,13

04/062023 " Transaction Date ACH Deposit Report Detail Account: 4593
Member

Member (D Member Name Fund ID_Fund Name Fund Note Webpay Note  Account Amount

43727546 | 0001 General Fund 5215 50,50

Total: 1 S0.50

Any donations that were imported but are not on the report, will be validated in the next month.

If you have any donations that have been posted but are showing a returned on the Vanco report—

reverse the donation. We do not receive returns from Vanco.

STEP 4 - Transfer to Accounting

On the Transfer Donations to Accounting screen, for all Vanco Batches, check the Do Not Transfer

checkbox.

Transfer Donations to Accounting

Accounting Year | 01/01/2024 thru 12/31/2024 I\g’ Export transfers to file I

i [_] Show "Do Not Transfer” items

Transfer Donations " Default Account Links ” Posted Transfers |

Changes to Account Links made on this tab are temporary for this transfer. Changes on 'Default Account Links' tab will save.

Date Occurred 4 | Batch Code

£140.00

STEP 5 - Post Journal Entry in Accounting
These totals are obtained from the Monthly Activity Report w/Detail Report.

1.xx.xxx Checking Account — Debit Total Deposited
5.xx.xxx Vanco Fee Expense — Debit Total Fee’s

4 xx.xxx Fund Income - Credit Total Gross Amount (may be more than one Income Account)

One journal entry (posted the last day of the month) records all deposits for the month and will not

match each deposit located on your bank statement. It will match in total.
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Fund Totals
Fund Name Gross Amount Transaction Fee  Discoumt Rate Fee Total Amount
General Fuad 1,779.44 1.50 18.40 1,759.24
- ACH 1,13%10 1,132.10
-M5 64734 1.80 18.40 627.14
Memorial Fand 15.69 045 0.90 1434
-Ms 15.69 045 .90 24.34
Wednesday Night Meals S0.00 0.0 0. S0.60
- ACH S0.00 5000
Detail Grand Total
ACHMS Gross Amouni Tramsgction Fee  Discount Rave Fee Total Amount
ACH 1,182.10 1,182.10
M5 67303 225 19,38 65148
Grand Total: 1,855.13 225 19.30 1 A33.58

This example does not illustrate considerations for multiple Assets or Returns from VANCO.
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