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When people are entered into your Church Windows database, they are entered as either Membership or
Donation Givers. The module they are entered in determines how much information you are able to track for
each type of giver. Typically, Donations givers are people who only give to the Church but do not attend or
came once and are not expected to return. Membership givers are people you need to track information for
such as family members, ages, attendance, etc. If these circumstances change, you need to move people
from one module to the other.

ALWAYS make a backup before you begin this process. Go to Administration>Backup.

Transfer from Donations Givers to Membership
Go to Donations>Givers>Transfer to Member
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Transfer Donations Givers to Membership screen appears, check each person you want to transfer and select the
Category, then click Transfer.

Transfer Donations Givers to Membership

Select the givers you wish to transfer from Donations to Membership.
Assign their Membership Family Category.
Each giver transferred becomes a new family in Membership.
You can then use "Transfer Individual' as necessary to combine individuals into families in Membership.

Membership Family Category

Giver

Giver Type

T ———— S
&l Dona. Ind. 780 Tresham Description ]
[ Brown, Katherine Dona. Ind. 301 Watling Rd Visitors [V]
[ Choir Dona. Group hfdkahdsnfla [Members ]
[] 79 -Clooney, Tom Dona. Ind. 1547 Whispering Pines Way
(]  Dennis, Beverly Joz Dona. Ind. 12655 Whispering Tree Lane
| Dona. Ind. 12655 Whispering Tree Dr.
O 217-5,..,,;,9@@,,%@; Dona. Group meets at church X
[] Garich, RobertE Dona. Ind. 1248 Ambarwent Way &6
[0 301-Jones, John W Dona. Ind. 2147 N Hamilton Rd # 456 2[53]
[J  261-Kidare, James X Dona. Ind. 123 Wilcox Ave. M
[ 260 -Mr. &Mrs, Wiliam Stehl Dona. Group 4561 Franklin Rd. &3]
[J Nobles, Robert Dona. Ind. 6512 Fremont St (3]
[J 500 -Reimbursements, Received. Dona. Ind. M
[0 510 -Rental, Fadiities Dona. Ind. M
[  302-Sanders, Sue Dona. Ind. 550 Wilcox Rd o |
0 & Dona. Ind. 4478 Hamilton Rd # 241 M
’_| Nona. Tnd. 8712 Retreat | ane [Vl
|\ s Transfer l| l MK Close J
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|
Are you sure you wish to transfer these selected A window opens to confirm that you
givers to Membership? wish to complete the transfer, click Yes
or No.
' é,...........;..e..; ............ \§| l No

If Yes was selected, a confirmation screen will
open which lets you know the transfer was
successful.

Transfer Completed Successfully

Transfer from Membership to Donations

ALWAYS make a backup before you begin this process. Go to Administration>Backup.

Go to Membership>People>Transfer to Dona.

ttendance pef Groups/Skills ' Reports/Export
Find Visits Transfer to Dona.

¥ Fne

An Important Information Important Informationl W

. Special Function

message box appears.

Please read all of the information to
fully understand the implications of
transferring Membership Individuals
to Donations Individuals. any event they are connected to in Scheduler.

backup before continuing.

Once you have read the entire

Please read all of this information (scroll to the bottom) carefully and understand the implications of
transferring Membership Individuals(s) to Donations. It is also recommended that you make a

Only the following information for each selected individual will be moved from Membership to Donations. All
other data for transfered families and individuals in Membership will be lost and they will be removed from

« First Name, Middle Name, Last Name, Title, Suffix, Nick Name, Comments.

» The address, phone, and email field you select on the next screen. Donations only allows one address, one

message and are Completely phone and one email per individual. If you have more than one of these, the next screen will allow you to

certain you want to go ahead select the one that transfers.

with the transfer, check the box Effect of the transfer on Donations/Pledges/Giver #'s

stati ng ‘I have read' and l:m derstood If everyone who gives with family is transferred:

what will hap pen durmg this transfer : * Because the Donations module does not have a concept of a family, the “Gives with Family” marker E

Click Next.
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On the Transfer Individual(s) to Donations screen, put a checkmark next to each person you wish to transfer to

Donations.

T e
If yOU are tra nSfe rrn g Choose the individual(s) you wish to transfer to Donations.

; : Choose the address, phone, and email you want them to have in Donations if they have more than one.
a pe rson WhO GI ves Wlth Person If necessary, use the right most column to select who will get the Giver # and Pledge(s).

Faml’y y ou W| ” nee d t o Other information shown on this grid will not be transferred to Donations.
’

choose one of the
individuals to keep the
giving and pledging for
the family.

969 - Bell, Donna 6431 Elm Pike (223) 555-8745
[C] Mr Dylan Bernard

. [C) Mr and Mrs Evan Bernard
If there are multiple [ btr3an Besry [V]

addresseS, phone [C] Ms. Andrea Brown [V]
numbers and/or emails [0 Ms. Joanne Clarkson [V]
for each individual, you [J Ms Bella Cuckler [V]
will need to select one [=J-Mr Christion Day

to store in Donations, e 125 Careline D

b [J Mr Trevor Dowd [V]
ecause you can not () Abigail Ellison [V]

keep more that one [C] Mr and Mrs Brian Ellison

per Donations [J Penelope Ellison

Individual. [ mMrJonathan Fisher ]
@ Giver # and Pledges (if any) will be assigned to this person upon transfer to Donatons. [ = Transfer ] [ ¥ Close ]

. A window opens to confirm that you
Are you sure you wish to transfer these selected wish to complete the transfer, click Yes
people to Donations? or No.
[ ............. Y es ............ :l ’ No

If Yes was selected, a confirmation screen will Transfer Completed Successfully

open which lets you know the transfer was
successful.
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