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Administration
Click Administration to access the following tasks:

Backup
We recommend Making a Backup (pg 2) anytime you make changes which you would not want to lose.

 

Restore
In the event of data loss or corruption, Restoring a Backup (pg 4) will allow you to revert to old data from a previously 

made backup.

 

Sys Info
Short for System Information (pg 6), this screen stores your organization's name and address as well as the licensing 

information for each Module. 

 

Security
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This option   opens the Security (pg 10) function of   Church Windows, where you may design a system of individual Users 

(pg 11) with their own passwords. This will record who makes what changes and will allow you to restrict the access to 

specific features and Module for each individual username.

 

Support
The Support Functions (pg 22) are used in troubleshooting more complicated issues, please contact our Technical Sup-

port staff at 800.533.5227 or support@churchwindows.com (be sure to add this address to your email contacts list to 

ensure delivery) or visit the Support Center on our website for additional training materials. if you are having dif-

ficulties.

 

 

Making a Backup
Church Windows includes a backup program that will back up your Church Windowsdata files for you. This program 

compresses files for storage   in another location such as flash drives or cloud drives. Even if you have a different backup 

program that you use regularly,   you need to back up Church Windows using our built in backup program. Any backup 

program is not effective if it   is not used properly. 

Important!
 o Take the most current backup OFF SITE! A backup   will do you no good sitting in the drive 

of a computer that has been stolen or destroyed.

 o If in the event you are Restoring a Backup (pg 4) to your computer,   keep in mind that it 

will delete the current data and replace it with the data as it existed at that   exact 

point when the backup was made. Any changes made to the data after that backup   was 

made will be lost.

To use the internal backup procedure:

 o From The Initial Portal of Church Windows choose Administration (pg 1)

 o Choose Backup
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 o The Backup screen will appear:

 o Choose either: 

 o All Data to backup all of the Modules 

or 

 o Pictures to only backup your Membership photos (which are not included in the All Data backup). If you 

have pictures in you Membership records, be sure to do both backups. If you do not have pictures 

uploaded, this option will not be available as in the image above.

 o Depending on your selection, the compressed backup file will be named:

 o CWDataBackup MM-DD-YYYY HH.MM.SS AM.zip (the date and precise time of the backup)  if you selected 

to back up All Data (Membership, Scheduler, Donations, Accounting)

 o CWPicts.zip   if you selected Pictures
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 o Backup To...

 o Select the location where you will be using to store   your backed up information, such as a USB flash drive 

or a networked drive. 

 o The system defaults to the drive most recently used to create a   backup. 

 o To change this backup destination, click the Browse   button and select the drive or directory you’d like to 

back up your data   to.

 o If the system   detects already existing data in your backup destination, it will ask you if you’d like for   the 

existing data to be erased. 

 o You can then change the location to one that does not have such files already existing. 

 o If you do not switch to a location that is empty, and choose to overwrite the existing backup files in any par-

ticular location, the information previously saved in that location will be erased. 

 o It will then be replaced with your new backup.

 o To create the backup, click Begin  Backup. The program will compress your Church Windows data and   store it 

onto the selected drive.

 o After the backup has completed, make sure you keep track of where you have saved the data.

 

Restoring a Backup
If this is a new installation of Church Windows, it will ask if you are restoring a backup, and you can choose to Restore 

Existing Data. 

Important!
 o When you restore a backup, it will delete the current data and replace it with the data 

as it existed at that   exact point when the backup was made. 

 o Any changes made to the data after that backup   was made will be permanently lost.

 

To restore a backup that was created by Making a Backup (pg 2):

 o From The Initial Portal of Church Windows choose  Administration (pg 1)

 o Choose Restore Data
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 o If the Restore Data button is grayed out with a lock symbol on it, then your Church Windows password does not 

allow you access to this feature.       

 o Click Administration and choose Security (pg 10) (or have your system administrator do this) to permit your 

username access to the Restore function. 

 o This feature can be disabled for specific Users (pg 11) since an accidental restore could possibly result in 

data loss.

 o The Restore screen will open:

 o When you select Restore   Data, the system checks for a backup file to restore from. The   system will default to 

restoring from the drive that was used for the   last backup created. 

 o Once the Restore Data screen is open, you may then   click Browse and select the location   of the backup file that 

you’d like to restore.

 o Click Begin  Restore. The system will replace your current Church Windows data   with the data file(s) you selec-

ted.
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 o When the restore has finished, a window will pop up to alert you, click OK:

 o Another window will open telling you to restart Church Windows:

System Information
In Church Windows, the System Information screen contains your organization's name and address, and also gives you 

the opportunity to customize your copy of Church Windows. Many of the changes you make on this screen will not take 

effect until you exit Church Windows and re-open the program.

 

To access the System Information screen:         

 o From The Initial Portal of Church Windows choose Administration (pg 1).
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 o Choose Sys Info from the popup buttons that appear above it. 

 o The System Information screen will appear:

                     Organization Info                 

Organization Name and Address
The Church name and address that appear here on the System Information screen were entered as the name and 

address of your Church when Church Windows was first installed. 

To change your organization's name, address, and/or phone number, click the appropriate fields and make your 

changes. This information appears at the top of Church Windows Reports / Directory / Exports (pg 1) and as the 

return address on Donation Statements (pg 1) and Labels (pg 1). If you choose to Use Organization Info (City, Stae, 

ZIp Code, and/or Country) (pg 1) when you enter a new family, the City, State and Zip code entered here will be 

the default address information automatically added to a new record which you can either leave or edit as needed.

 

Country (USA or Canada)
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If you are a US customer, then leave the Country field at USA.

If you are a Canadian customer, then on the System Information screen, click the  dropdown button in the Coun-

try field and select Canada. Once you make this change, then the City, State field will change to City, Province, 

the Zip Code field will become Postal Code, and the Tax ID number will become Registration Number. 

This change also affects Donation Statements (pg 1), which are renamed to "Donation Receipts (pg 1)" and comply 

with Revenue Canada requirements. (See Canada Settings (pg 44) for detailed information about using Church Win-

dows in Canada.)

 

Tax ID Number (for non-profit organizations)
In the Tax ID Number field on the System Information screen, enter your organization’s tax identification num-

ber, if you have one. This number will print on Donation Statements (pg 1) printed from the Donations Module and 

on Form 1099 MISC (pg 1)’s printed from the Accounting Module.

If the Country field is set to Canada on the System Information screen, this field will be called Registration Num-

ber.

Product Improvement Program
There is a   checkmark at the bottom of this screen for this option. This program helps Computer Helper Pub-

lishing improve this product for you.            The information that is gathered cannot be used to identify you or your organ-

ization or contact you, nor is any of the data entered by your organization collected.          Without interrupting you, this 

program periodically uploads information about your PC hardware and general usage data (to let us know which por-

tions of the product are being used the most).

Users (pg 1) Settings
There is a  checkmark on the right side of this screen for the option to "Always ask me to confirm closing a Mod-

ule". This determines if a Module will close right away when you click the red X in the upper right to close that Mod-

ule or if it will first show a confirmation popup before closing the Module, like this:
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Licensing

This tab will give you information regarding which products you have licensed:

 

 

Accounts Receivable (pg 1) and Postage $aver (pg 46) are optional add-ons to the main set of Church Windows Mod-

ules. If you would like to start using any of the unlicensed Modules, contact support for more information at 
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800.533.5227. 

 

 

About

This tab shows information about Church Windows and how to contact us:

 

Security
Different people that use the Church Windows software are kept track of as Users on the Security screen. The Secur-

ity screen is a panel of options where you can designate only certain Users to have access to the different features of 

each Module of Church Windows. 
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Important!
When logging into Church Windows, you will need to know the Username, not the Full Name. 

The Full Name is only for reference in the security screen and is not used to log in, so make 

sure any new user that is set up knows their Username since it will need to be typed in. There 

is not a list of usernames to choose from.

 

From The Initial Portal of Church Windows choose Administration (pg 1), then click Security:

 

Users

The Users list is set up to accommodate a set of permissions per User added to the list. Therefore, designating the Users 

of this software means that you must also designate the features that you want each User to use. Once there has been 
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at least one Active user added to the list of Users, the software will open to a screen prompting you to enter a User-

name and enter a Password before The Initial Portal opens. 

Note:
 Only one person can be logged in as a certain user at any given time. 

 

Add a New User 

Click the + Add button to create a new user.

 

User Information

 o The information for New User 1 will appear in the list and in the Full Name field on the System tab, on the 

right side of the screen. 

 o Replace New User 1 with the Full Name of the person you are letting have access to the software. 

 o Enter a desired Username (first names are a good choice).

 o Enter a desired Password (the users can change this themselves later on, if needed). 

 o To help you verify that you have correctly entered the password you intended, click the  eye button 

next to the field. The characters entered in the field will turn from asterisks to the text you actually 

typed. 

 o Every user MUST have a password. Passwords are case sensitive, but Usernames are not.

Note:
When setting up Users, make sure that you allow access to the Security 

screens for at least one user. Doing so will give one user the ability to make 

changes to User information and make any changes to software feature access 

privileges as needed. 

 

Allow user...

 o Access Security Screens
Click to place a  checkmark in the  box if you want to allow the User to open this Security screen and make 

changes to the Security and Passwords information on this screen. 
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 o Restore Backups
Place a  checkmark in the  box if you want to allow the User access to the Restore Data feature found under 

the Administration (pg 1) menu. We recommend exercising caution with this permission and limiting this access 

to only one or two users as Restoring a Backup (pg 4) will completely erase any data entered into the system 

after Making a Backup (pg 2).

 

System Information
This is the screen where you can make changes to the                      Organization Info                  (pg 7) (Church name and location) and the 

software license activation.  To give the User access to the System Information (pg 6) feature found under the 

Administration (pg 1) menu, click the option to give the User one of the following levels of access:

 o None

The User will be able to click the Administration menu to view the menu options, but will not be able to 

click the System Information screen. The option will be grayed out.

 o Read-only

The User will be able to click the System Information option under Administration and view the screen set-

tings, but will not be able to change anything that has been entered in any of the fields.

 o Full

The User will be able to view and/or change settings on the System Information screen without restriction.

 

As long as you allow at least one User the access to the Security screens, you can go back to make changes to any 

other settings you make on the Security screen. To maintain an accurate Audit History, it is not possible to delete 

old Users, instead you can make them Inactive if no longer needed.

 

 

Module Permissions tabs

After adding a new User, the  tabs for each specific Module  contain lists of features in that Module where you can 

give the User a specific level of access to each listed feature. You can prohibit a User from accessing entire Mod-

ules by unchecking the box at the top of the tab: Allow User Access to Membership / Scheduler / Donations / 

Accounting Module. At the bottom of each tab are the more global, broad settings for that Module. 

 

The specific features are separated into categories on each tab. Next to each desired feature, click the box to 
place or remove a checkmark  under each of the following applicable columns:

 o View

When checked, the User will be allowed to open and view the screen items.
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 o Create

When checked, the User will be allowed to add new information.

 o Modify

When checked, the User will be allowed to make changes to information already entered.

 o Delete

When checked, the User will be allowed to remove information.

 

Click the  expand button to the left of each row to view details (when expanded it will become a  collapse 

button).

Membership

The options on this tab control the selected User's access to the Membership Module features of the software 

including The People File, Reports / Directory / Exports, Groups/Classes and Skills/Interests, and more.

Note:
 Prohibiting a User from accessing Membership also prohibits them from 

accessing Attendance and Visits.
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Attendance

The options on these tab control the selected User's access to the Attendance Options of the Membership  Mod-

ule of the software.
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Visits

The options on these tab control the selected User's access to the Visits features of the Membership  Module of 

the software. In addition to the checkbox options, there are two buttons with additional Visits view and com-

ment options:
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AND

 

Scheduler

The options on the Scheduler tab control the selected User's access to the Scheduler Options of Church Win-

dows.
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Donations

For the selected User to be able to enter, browse, and/or edit in the Donations  Module, make sure that you 
place a  checkmark in the Allow User Access to Donations Module. Or, remove the  checkmark to pro-

hibit the user from having any access. 

 

Donations permissions are broken up into four categories: 

Accounts & Pledges, Givers, Giving, and Reports / Browse. 
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Note:
 When  'Show Giver names — Limited functionality' is unchecked, the 

options you select in the list will change to allow the User to use Donations 

without seeing names. Givers without a Giver # will not be displayed. Also 

keep in mind that when showing Giver names is not allowed, many parts of 

Donations are not accessible. 

 

 

Accounting

Accounting permissions are broken up into Accounts, Transactions, Reports, and Export.
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If you wish to give the User access to the Renumber Chart of Accounts, Allow Access to Bank Reconciliation, 
and/or Allow Closing Accounting Year place a  checkmark in the corresponding box.

Continue through all settings and tabs until you have completed setting up your list of Users. You can click the button 

to Save Permissions after you make adjustments to this screen. Click Print Permissions to print them out. Then click 

Save & Close to retain your changes and exit the Security screen.

Audit History

Keep track of data that has been backed up and restored onto your installation of Church Windows by reviewing the list 

found on this tab:
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Date Occurred
Shows the time and date that the action took place. 

 

Action
Indicates if the user was Making a Backup (pg 2) or Restoring a Backup (pg 4). 

 

CHP Module
Shows the Module(s) affected by the item in the list. 

 

Reason
Contains the reason that was entered by the user who made or restored a backup. 

 

User Full Name
By having setup Users (pg 11), this screen will also show you which user restored  the data. 

 

Computer Name
Shows the name of the computer (set up on the Computer itself). 

 

Other columns include Additional Information, Old Data, New Data, CHP Technician, and CHP Version.

If you wish to document your history of Making a Backup (pg 2) and Restoring a Backup (pg 4), you can click the button 

to Export Audit History. A message will show you that the file was saved to a specific location and ask you if you 

would like to open the folder. The file is saved as a PDF file. If you choose to open the folder you can then move the 

file to any other location you wish.

Support Functions
When you click on the Administration (pg 1) button and click on Support, you will open the Support Functions Login 

window:
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These settings CANNOT be accessed without the help of a Church Windows Support Technician. 

 

If you are having technical issues, please contact our Technical Support staff at 800.533.5227 or sup-
port@churchwindows.com (be sure to add this address to your email contacts list to ensure delivery) or visit the Support 
Center on our website for additional training materials. for help and if you need to access these settings, you will be 

provided access by the Technician.

Send Email
Sending emails from Church Windows is a similar process to other Reports / Directory / Export with some unique fea-

tures. 

 o From The Initial Portal of Church Windows choose  either Membership or Donations

 o Click Reports / Export in the Button Bar at the top of the screen

 o Click Send Email
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 o This will open the Email window:

 

 

Step 1 — Select who should receive the email

The following tabs allow you to select which people you want to receive the email:

 

People Tab

Select a Membership Field
Choose any field in The Individual Record or The Family Record to compile a search query limiting the people 

who will be included on the report. To include everyone, do not make any selections. The different Field Types 

will provide different "operator" choices, such as:
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OR

 

 

Once you make your Membership Field Selection, to add it to the search criteria, click on the  

'Add Selection' button. It will add it to the criteria box below. 
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For example, if you want to add ages greater than 65 to the 

criteria, just use the    Membership Field dropdown to select 

Age like above, then select the "greater than" operator, and 
put 65 in the first box. Then click on the  but-

ton. It will add it and look like this:

Once you have at least one criteria added to your selection, you can either continue selecting other options for 

the report with just one criteria, or use the   Membership Field dropdown again to select additional options. 

 

Before you can click on the  button to add additional criteria, you must either click the AND or 

the OR button to the right of the  button to specify how you want the selections applied:

 o AND — Use to search for people who meet BOTH of the criteria, allowing less people to be included. 

 o OR — Use to search for people who meet EITHER of the criteria, allowing more people to be included. 

 o For more complex searches, you can also add parentheses to select people meeting either or both of several 

different combinations of criteria selections. 

 

Then you will be able to click on the  button. 
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So for this example, 

 o Select age greater than 65 

 o Then click the  button

 o Then select Groups / Classes and choose those presently 

in the adult choir

 o Then click "AND"

 o Then click the  button again, and it will 

look like this: 

Include...

 o If you wish to Include Inactive Givers in the report, click the box to place a  checkmark. With a check-

mark in the box, the report will show both of the following:     

 o Givers that have been marked as Inactive on the       Manage Givers screen of the       Donations Module.

 o Givers that have been marked Inactive with an Inactive Reason (formerly Reason for Termination) 

on       The Individual Record in the       Membership Module.       

 o If you wish to include Visitors or people in other Categories, click the box to place a  checkmark next to 

the desired    Category(ies). 

 o Place a  checkmark in the boxes if you wish to include     Membership Groups,     Donations Individual 

Givers, and/or     Donations Groups in your report. The boxes you check will include the items on the report 

regardless of what has been setup in the     Membership criteria.     

Giver #
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 o If you would like to include all Givers, regardless of whether the Giver has a giving number stored on 
record, make sure that a  check mark is placed in both Select Givers with # and Select Givers without 

# boxes. Otherwise, place a check mark in only one of the two boxes.

 o Use the Giver # Range boxes to choose the range of Giver numbers for the labels or statements you want to 

print. 

 o If you have saved a Giver # Range in the past and would like to reuse it, select it from the Named Range 

box. 

 o You can also add a new Named Range by clicking the  Add button. Or, if you no longer need a Named 

Range that currently exists in the list, select it and click the  button.

 

At the very bottom you can also choose any previously Saved Selections of report criteria you have set up and 
saved in the past and/or save your current selections to use them again later by clicking the  floppy-disk but-

ton.

 

Once you have entered all options necessary for the people you would like to see, you can continue on to the 

next tab.

 

Giving / Pledging Tab

This screen allows you to select options to show those who did or did not give or pledge, or to show certain date 

ranges for the Givers and/or pledgers. There are also options to select to show the different combinations of 

types of Pledges:
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Accounts Tab

This tab lets you decide which accounts you do or do not want to show. As in other reports in Church Windows, 
you can use the  left and  right arrow buttons in the middle, or just double click on the actual accounts to 

bring them back and forth between the Available account field and the Selected account field. You could also 

click on the Select All or Clear All buttons to move the entire list of accounts back and forth. 
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Note:
Once you have selected the appropriate criteria in any tab(s), you have the 

ability to save the all selections you have made in all the tabs by clicking on 
the  floppy-disc button to the right of the Saved Selections field at the 

bottom, at any time, no matter which tab you are in, and name it appro-

priately. From that point on, you can access that specific search criteria any 

time you go back into this screen.

 

Once your selections are made, click the →  Next button, which will bring you to the Step 2 screen.

 

 

Step 2 — Select the email settings, message and signature
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If you have not yet setup your Email Settings, click here to see Email Setup information. Otherwise, click the  

dropdown to choose the Email Setting you want to use:

Composing an Email Message and/or Signature
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 o To enter a new email message, click the  Add button beside Email message.

 o Compose the email message and enter a Subject if you choose to. The Home tab allows you to set use 

standard word processing options — such as setting the font style and size, changing the color of the text, 

etc. 

 o The Insert tab allows you to insert picture or symbols or files in the email.

 o Here we have attached a file (such as a PDF newsletter) to the email.
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 o Once the email is ready, click on the Options tab to send the email.

Administration



- 34 -

 o You see the many options available.  Click the one of your choice: 

 o If this is a message you might use again, after entering or sending the email, click to Save it. 

 o The system will confirm that it has been saved: 

 o Saving the email means that you will be able to call it up, make any necessary edits to it, and send it 

again.

 o To send the email, click Send Email.

 o Repeat the exact same process that you followed to compose your message to compose your Custom Sig-

nature, if needed.
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Re-use a saved Email Message and/or Signature

 o Click the  dropdown button in the Email Message box: 

 o Click the desired saved message to select it. 

 o You can also click the   Edit button to edit the message before sending, if necessary.                

 o Click Send Email.

Emailing the Parents of Children

You are now able to email just the parents of the children in a family! All you need to do is check the "Send to par-

ents in family" box on the Step 2 — Select the email settings, message and signature (pg 30) screen: 
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 o This will use the email address(es) of the 1 — Primary and 2 — Secondary family member(s) only. 

 o If you wish to send emails to both the parents and the children, you will need to send two separate emails. 

 o You can also check the box to "Include parents linked from other households" if you have used the Add an 

existing person to an additional family feature to link children to multiple households and you want those par-

ents included in the email as well.

 

Select People
The bottom half of this window allows you to do a final select and/or deselect of people and/or groups to be 

included on the email: 
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This list contains every person, group, class, etc. that meets the criteria of your search parameters. They will all 

default to having a check in the Email column so that they will appear on the report. However, if you want to 

deselect anyone or anything, you can take the check out of the box to exclude them from your report. There are 

buttons at the bottom to "Check 'Email' for all" or "Uncheck 'Email' for all" with a single click, along with a ←  

Back button if you need to return to make changes to the report criteria in Step 1 — Select who should appear on 

the report. 

 

Finally, there is a button allowing you to print labels to mail a hard-copy of your email to people who meet your 

search criteria but who do not have email addresses on file. Click the Print Labels for people with no Email but-

ton to continue through the Labels procedure for those individuals.

 

After you send emails out of Church Windows, it creates a Log Report with the results, providing information on each 

of the emails sent and the details of any emails that have failed to send. You can click the "View Sent Email 

Logs" button to open the log report for any emails you have sent: 
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Email examples

Emailing an Individual

In order for an individual in The People File to be emailed, the recipient must have a valid email 

address. In addition, people entered into the Membership database could have more than one email 

address. For example, you might have a second email address field for a work email address.

 

InMembership, find the person’s Family and Individual record:

 o Click the Print Individual Info button and choose Email:

 o The email screen opens and the individual’s name shows in the bottom of the screen:

 o Continue by selecting or composing a message, as explained above.

Administration



- 40 -

Emailing a Group of People

The Adult Choir will have an extra rehearsal on a certain date at a certain time in the Choir Room.  

Email the members a reminder notice! 

 

 o From The Initial Portal of Church Windows choose Membership

 o Click Email from the Quick Access Buttons

 o The Email window will appear:

 

 

So, in this example, to select the people enrolled in a specific Group or Class:

 o Click the  dropdown button for ‘Select a Membership field, make selections and click Add 

Selection and choose [ Groups /Classes]:
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 o Click to place a checkmark in the box for each group to be emailed:
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 o After selecting the group(s), click OK and then click the  button:

 o Because we have asked for a specific Group or Class, we leave checked the boxes for all Cat-

egories. The system will pull only those people enrolled in the selected class. 

 o When you're finished, click the →  Next button.

 

The Step 2 — Select the email settings, message and signature (pg 30) screen opens. We see the 

names of the people in the group(s) we selected:

Administration



- 43 -

 o Select the appropriate email address from the Email Settings dropdown list or add a new one, if 

needed.

 o Click the  Add  button beside the Email Message box and enter a new email message or click 

the  dropdown button to select an message already saved. 

 o Click Send Email to send the email.

 

Note:
If your Church sends bulk emails, go to our website — www.churchwindows.com — 

hover your mouse over Investigating at the top of the screen. In the CW Part-

ners  section, click to read about using our partner Constant Contact for your 

bulk emails. 
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Canada Settings
When you set your Church Windows system to Canada, changes are made   to the Membership and Donations  Modules 

to better comply   with the requirements of our Canadian customers.

 

Set your system to Canada

 o Click Administration (pg 1) and choose Sys   Info(System Information (pg 6)). 

 o If you haven’t already, then enter your organization’s   address and telephone information.

 o In the Country   field, click the  dropdown button and select Canada. 

 o When you make this selection, the address fields   on the System Information screen change to "City, Province," 

and "Postal   Code". 

 o The "Tax ID" field becomes "Registration #".   Enter your organization’s registration number into this field. This is   

the registration number that will print on Donation Receipts as required   by Revenue Canada.

 

Selecting Canada in the Country field on the System Information screen has   the following effects in Church Windows:

Membership

In The People File: 

 o "City, State" becomes "City, Province" 

 o "Zip   Code" becomes "Postal Code" 

If you have already changed   the names of these fields using the Customize Fields screen, then your pre-

vious customizations will be retained   and changing to Canada will not affect these field names.

Donations

The Donation Statements options will include processing Donation Receipts and Replacement Don-

ation Receipts. 

 

Each will provide you with a tab called Options, from which you can Set Next Receipt #, and enter the 

Canadian Tax Agency and Canadian Tax Website pertinent to your Church.
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Church Windows' Compliance with USPS Requirements
You must have a permit from the USPS to send out Bulk Mailings (pg 45). If you use Standard Bulk Mail, you may qualify 

for a Non-Profit rate from the USPS. For further information about bulk mail, you can request "Publication 95", also 

known as the "Quick Service Guide", from your local postmaster or USPS.com. 

There are two facets to these   requirements that concern Church Windows: 

 o CASS Certification and NCOA Processing (pg 53) of your addresses

 o Printing Labels with Barcodes (pg 47)

 

Church Windows also works in conjunction with Postage $aver (pg 46), a program   that is a PAVE-Gold certified program 

that processes your bulk mailings   in a manner that may reduce your mailing costs. PAVE-Gold is the highest   level of cer-

tification that a program can attain with the United States   Postal Service (USPS). We have chosen Postage $aver as our 

partner to   make Church Windows more powerful in the administration of your organization’s   mailing capabilities.    

Contact Church Windows Sales at 800.533.5227   or sales@churchwindows.com or visit savepostage.com for more 

information. 

Bulk Mailings

Church Windows accommodates US Post Office requirements for discounted rates for bulk mailings. If you choose to pre-

pare your mail to meet USPS requirements   for discounted mailings, then you may take advantage of these features   of 

Church Windows. Please speak to a representative at your local Post   Office for detailed information about their require-

ments for bulk mailings and see Church Windows' Compliance with USPS Requirements (pg 45).

 

Another great resource for bulk mail is found on the Postage $aver (pg 46) website at  www.savepostage.com. Click the 

link "Bulk Mail Tutorial for Beginners" for an overview. Another bulk mailing option available through the US Post 

Office is called PostalOne, see their website - www.usps.com/postalone - for further information.

If you are going to be printing barcodes on your Labels, you need to send your data for CASS Certification and 

NCOA Processing (pg 53). The postal service will certify your addresses one time for free, every time after that you 

need to pay for the service. Lorton Data is the company we recommend to handle all your Coding Accuracy Support 

System (CASS) Certification needs. Please contact your local Postmaster for further details. 
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Postage $aver

What is Postage $aver?

Postage $aver is a PAVE-Gold certified program that processes your bulk   mailings in a manner that may reduce your 

mailing costs. PAVE-Gold is   the highest level of certification that a program can attain with the   United States Postal 

Service (USPS). We have chosen Postage $aver as our   partner to make Church Windows more powerful in the admin-

istration of   your organization’s mailing capabilities. Use Postage $aver for mailings   of over 200 pieces.

How can I get Postage $aver?

If you would like to try Postage $aver,   you may install a trial version from the Church Windows Installation CD or from 

their website: savepostage.com.   After installing the program, go to Administration (pg 1), System Information (pg 6)   

and click the Browse button by   the Postage $aver Location box.   After the program finds the location, click OK.   At 

that point a message will appear notifying you that you have begun   the 30-day trial. When the trial period is over, you 

will need to purchase   Postage $aver to continue using it. Contact Church Windows Sales at 800.533.5227   to purchase 

the program. 

Using Postage $aver with Church Windows

After Postage $aver (pg 46) is installed following their instructions and the correct Church Windows serial   number is 

entered.   Click Browse at the bottom of the screen in the Postage $aver section   and it will browse the mapped drives 

automatically to find the Postage   $aver program. 

Before you can create Labels with barcodes, you need to link Postage $aver with Church Windows. 

 o To finish linking the programs, put a check in Use Postage $aver. 

 o If Postage $aver is installed on your computer, the program will search for it and fill in the File Location. 

 o If for some reason, Church Windows does not see Postage $aver, you can click the box with three dots and browse 

to where you have installed your Postage $aver. 

 o Once the File Location is chosen, click OK.

 

If Postage $aver cannot be found on a mapped drive, an explorer window   will appear and you can point the system to 

the correct drive. The drive   does not have to be mapped for Postage $aver to work. This step will need   to be com-

pleted on each computer that will have access to the Postage   $aver program.

If you would like to try Postage $aver,   you may install a trial version from the Church Windows Installation CD:  
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 o After you complete the Church Windows Installation, go to  Administration (pg 1).

 o Choose System Information (pg 6).

 o Click the Browse button by   the Postage $aver Location box. 

 o After the program finds the location, click OK.   

 o At that point a message will appear notifying you that you have begun   the 30-day trial. 

 

When the trial period is over, you will need to purchase   Postage $aver to continue using it. Contact Church Windows 

Sales at 800.533.5227   to purchase the program. If you choose to purchase the program, you will receive an email from 

Postage $aver Software containing registration   number and an update code. (You may have to enter this information on 

each   separate workstation that will run Postage $aver reports.) Until this is correctly   entered, you can use the program 

on a 45-day free trial. 

 

Printing Labels with Barcodes

When you choose to use Postage $aver, it will allow a barcode to be printed for each address. Once the programs are 

linked, then you will see the barcode options available in the label Report Designer toolbox. To print Barcodes on your 

Labels, you will need to select or create a label layout that includes a barcode field.

 

Create a label layout with a barcode

 o Click + New Label.

 o Select the Label Products and the Product Number for the labels you will use. You may use any label 

product you prefer; just make certain the label is at least 3 ½ inches wide to accommodate the Intelligent 

Bar Code. (Avery 5262 is one option.)
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 o Click Nextonly if you need to adjust the label’s parameters. 

Note:
 You do not usually have to do this step Church Windows is configured 

to work with all of the labels listed preset according to the Label 

Product Company. If, however, you have purchased an off-brand of 

labels designed to work as one of the standard ones, you might have to 

adjust the label’s parameters. 

We recommend that you first use the parameters set in the program, 

get to the point where you can print a page of labels. Print them on a 

blank sheet of paper, hold the paper up to a page of the labels and 

check how they fit. Only if they do not line up correctly should you 

choose to adjust the parameters.

 o Click Finish.

 o The Report Designer will open. This is where the layout information is selected that will print on the label. 

The system defaults to putting a layout on the label of "Mailing Label and Address". This means the label 

would print whatever is entered into the Mailing Label field in The Family Record and the current address. A 

typical entry would read:

MR. & MRS. JOHN SMITH

3245 ASH TREE LANE

WHATEVER CITY, OH 45290

 o With the left mouse click  on the box that says Mailing Label and Address under the Detail bar. Holding the 

left mouse down, drag the box up a little on the screen.
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 o There should now be space below the Mailing Label and Address box for another field:

 o Look to the far right side of the screen at the Tool Box section.

 o You will see:

 o Standard Controls

 o Data Controls

 o Postage $aver (pg 46)

 o The  Postage $aver section of the Designer contains the Barcode field:
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 o Click on the Barcode field, hold the left-mouse down and drag the field to place it on the label below the 

Mailing Label and Address box:

 o If there is any pink/red color on the Report Designer, it means the fields are overlapping. Click on each 

field, hold the left-mouse down and adjust them as needed until the pink disappears.

 o At the top of the screen, click Save As and assign the label a name. Name the label so you will know what is 

on it. Include in the name the type of label and the layout used, for example, "Avery 5262 with barcode".

Note:
 When naming a new report layout, keep in mind that you are creating 

a template which can be used for other reports with different data in 

the future, therefore names should NOT include specific dates or the 

search criteria you used to compile the report. Instead, the name 

should indicate what kind of information will be included in the report.

 o Click OK to save the title.

 o Click the X in the upper right corner of the screen to close the Report Designer screen.

 o The label is now ready to use for your next bulk mailing.
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Note:
Barcodes are not needed unless you are sending thousands of pieces of mail and 

they must be identical, i.e. a newsletter. Donation Statements are rejected 

because there are variations such as names and amount of information on each 

one. Bulk Mail rate requires 200 pieces or more and does not require Barcodes 

on those pieces of mail.

  The USPS states:        Barcoding your mail may entitle you to a lower Step 2 — 

Select the Label Layout postage price, but ONLY if all the other requirements 

for automation postage prices are met. A barcode alone will NOT qualify your 

mail for automation prices.

In general, the US Postal Service recommends that, unless you are preparing a 

mailing for automation prices, you should NOT put barcodes on the mail pieces. 

As long as the mailing address is correct, your mail will still be processed effi-

ciently without a barcode—and you won’t need to worry about having the wrong 

barcode on your mail. A bad (incorrect) barcode is much worse than no barcode 

at all. A bad barcode can cause your mail piece to travel to the wrong des-

tination.

Once you complete your settings on the Step 2 — Select the Label Layout screen, click   Print to begin the Postage $aver   

process: 
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It is critical that the screens are completed properly for the   mailing to be accepted by the USPS Postmaster. The user 

assumes ALL responsibility   for ALL postage costs associated with the use of this software. 

 

Each Postage $aver screen that now appears will have the most current   Help information. Please   consult the Postage 
$aver help within the Postage $aver program by clicking the  button in the bottom right of the Postage 

$aver dialogue screens. Also consult the   USPS (www.usps.com) for the most current   mailing requirements. 
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Once Postage $aver has all of the necessary settings entered,   it will read your label selection and re-sort them to the 

correct USPS   requirements. 

 

You will have the option to print three reports at this   time. If you choose to skip these reports now, you can access 

them from the Postage $aver   software directly until the next mailing process you do.

 1. Mail Preparation Instructions

This helps you organize   your mailing, tells you how much money to take to the Post office, and   it gives you the 

information for the USPS Statement. 

 2. USPS   Qualification Report

Take this to the USPS office when you drop off your mailing. 

 3.  Tray/Sack Tags

This will print cards to label your trays and   sacks. For this report you can use Avery 5371 (Postcards/Business Cards   

for laser printers) or Avery 8371 (Postcards/Business Cards for ink jet).   

Finally, the Labels will be generated. If during the envelope labeling   process, they get out of order, the "Mail Pre-

paration Instructions"   report will guide you in getting the correct items in the tray or sack.

CASS Certification and NCOA Processing

If you will be Printing Labels with Barcodes (pg 47), certification needs to be done by a firm certified by the USPS 

first.  The postal service will certify your addresses one time for free, every time after that you will need to pay for the 

service. Lorton Data in Minneapolis is the company we recommend to handle all your Coding Accuracy Support Sys-

tem (CASS) Certification needs. Lorton has agreed to accept the input and format the output disk   to match the USPS 

functions that exist in Church Windows. 

 

The Lorton certification request form can be accessed from the "Partners" area of our website at www.church-
windows.com. For your convenience, we have taken the opportunity to fill in some of the information required. Your 

addresses should be CASS certified at least every six months. Questions about sending data to Lorton,   pricing, etc. 

should be directed to them, visit www.lortondata.com or call 651.203.8290. Please pay special attention   to the section 

where we have added the text "retain case". Without   this notation, your data may be returned in all upper case. It is 

OK for   your data to be in mixed case as Church Windows will convert to upper   case and strip punctuation when you 

print mailing labels.
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Not sure if you need CASS/NCOA? 

We recommend reading the general information posted by Postage $aver (pg 46) at www.bulkmail.info and specifically 

at  http://bulkmail.info/moveupdate.html.  You can also contact your local Postmaster for further details. 

Once you have determined that you need to have your addresses certified, you can Create a CASS/NCOA file (pg 54) 

and then Import your Output from Lorton (pg 56) to learn how to export and import the data.

Create a CASS/NCOA file

If you are going to be Printing Labels with Barcodes (pg 47), you need to send your data for CASS Certification and 

NCOA Processing. The postal service will certify your addresses one time for free, every time after that you need to 

pay for the service. 

Important!
To create a file to have your addresses certified, you (and any other Users (pg 11)) may not 

have The People File open.

 o From The Initial Portal of Church Windows choose  either Membership or Donations

 o Select Special Functions from the top Button Bar

 o Click  NCOA
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 o Choose Create CASS/NCOA file:

 o At the top of the screen, place a  checkmark next to the kind(s) of information you wish to export.

 o Place a  checkmark next to the item in the Export column for each line of information you wish to export. 

 o Click Check All or Uncheck All to do so in the list of items.

 o Click the Export button. 

 o When the Export to File screen appears, click the  ellipses button.

 o Choose the location you wish to export your file. 

 o You can save the file to a folder on your computer and email it. 

 o Alternately, use removable media (e.g. floppy disk, flash drive). 

 o Press the Save button. 

 o The box next to the  ellipses button will show you the path and name of the file. (By default, the file will be 

called uspsconv.csv) 

 o The file will be saved as a "Comma Separated Value" (CSV) file.

 o Click OK and a message will tell you where the file was created and if you would like to open the folder where the 

file resides.
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 o If you are emailing Lorton your file, just follow their instructions to send them your uspsconv file. 

 o Otherwise, transfer the file to a newly created media and label it per the instructions on the Lorton form (usually 

Input), and take another blank media disk and label it "output " per the instructions. 

 o Be sure to put your Church name, address and phone number on each piece of media. 

 o Complete the forms per the enclosed samples. 

 o Enclose the completed Lorton forms.

Note:
 Remember that after you send your data away for processing, any name or 

address changes that you make before you get your data back will be lost when 

you restore the output into Church Windows. Please refrain from making name 

and address changes until after you Import your Output from Lorton (pg 56) or 

the USPS.

Import your Output from Lorton

First, always back up your current data before importing any data from Lorton. Mistakes can happen and your data is 

too valuable to be damaged by a faulty disk/file. After Making a Backup (pg 2), then open the program so that you are 

at The Initial Portal. To run the import   routine, you may not have The People File open. 

 o From The Initial Portal of Church Windows choose  either Membership or Donations

 o Select Special Functions from the top Button Bar

 o Click  NCOA

 o Choose Import CASS/NCOA file

 o Click the Select File button and locate the file (most likely in your downloads folder if you cannot find it). When 

you locate it, click the file and click the Open button.

 o Click Import to complete the installation of your output from Lorton.
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