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Donations/Accounting

Vanco processing
Start to Finish
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This document walks through handling Online Donations from Vanco from start to finish using a monthly
processing cycle. Note: You may also choose to perform these steps for daily or weekly processing cycles.

This document includes:

b b=

Initial Setup for processing Vanco Online transactions.

Print Monthly Activity Report with Detail.

Importing Donations - including matching Givers/Giving Accounts, posting donations, and
transferring to Accounting.

Processing Accounting Transactions - including the monthly posting of transaction fees,
posting a monthly Vanco invoice, and Vanco direct deposits of online donations.

1. Initial Setup for processing Vanco Online transactions

For these processing steps, Vanco IDs for MyVanco login and Vanco Download login are needed.
Create a new Batch Code for Online Giving in Donations.

Create a new Giving Account for Transaction Fees in Donations.

Create a new Asset account (#1) for Vanco Holding in Accounting.

Create a new Expense account (#5) for Vanco Transaction Fees in Accounting.

Optional - If you wish to see the monthly Vanco bill separately, create a new Expense account (#5)
for the Vanco Monthly Fees in Accounting.

2. Print Vanco Report for the Month

¥/ Repon

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 will be used later in the process).
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07/04/30 Weekly Activity Report With Detail
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Note: You may also wish to print the Active Members or Active Funds Report on the Report Generator option on
myvanco.com. These reports may make handling unmatched items easier. The information is also
contained on the Monthly Activity Report with Detail section.

Import-Donations
3. Import Vanco Transactions into Church 5 D

Windows
Go to Donations>Import Donations>Vanco>
. W, F -
Import via download e ||] ¥ Import via download
Authorize NET [Zs  Import via file
Ardent ‘¥ Learn About Vanco
Clowver Donations
EFT Plus
o Fill in the Date Range of the giving you EGiving
would like to import. Teat Eile

e The date range should match the
frequency of the Monthly Activity Report with
Detail printed on Page 1.

o Click Begin Download.

e Click Yesto confirm the Date Range.

g Donations - [Import Donations From Yanco download]

~3 g Donations r. Accounts & Pledges ‘ Givers ' Reports/Export [ Special Functions 7' Help  Windows

Brawse Eriter Dnnatinr%, Giving Distribution | Bateh Codés Posted Batches Tranzfer Import.l%}\?.nations
) = To Accourting =
. =) |z il . \

Imp onations | Unmatched Items from Import ” l Setup Givers ”T. Setup Giving Accounts |
Date Range: | 06/01/2020 to |06/30/2020 [ Begin Download
" b
m Vanco Download E‘m
e Fill in the Vanco Client ID, Login Name and Password. Enter your Client ID, Login Name and Password for your
. Vanco web services account. If you are having trouble
e Click OK. logging in to Vanco, please contact them for support.

e If you have any problems with the Vanco Download log-
in, please contact Vanco via phone 800-675-7430 to | dientD
resolve these issues.

Login Mame

Password |

Save Login M
[ Save Login Name |¢ oK ||x Cance||

Resolve any Unmatched Givers or Accounts, if any

Any unmatched Vanco ID items will be displayed on the Unmatched Items from Import tab and must be matched
to either the Member or Giving Account. When the matches have been entered successfully, click either
Save Giver Matches or Save Account Matches.

Note: the Vanco IDs do not need to match either the Giver Number or Account ID. For additional help, you may
use the Active Members or Active Funds Report.
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Import Donations Fram Wanco download EE x|

Imported Donations || Unmatched Itkems from Import ‘ Setup Givers ” ‘ Setup Giving nccounts]

The following items are in the import data, but are Not recognized.
They will need To be matched before posting.

Givers Accounts
Yanco downlo... = | Giver ['v'anco download ID « | Giving Account
f: - Jeffer B [][¢]
24977200 Giver # | Giver Mame | Type Address1 Tl
47 Una Kerr [¥] Indiv. 9907 Lake Drive
46 Caral Kiko [V] Indiv. 9563 View Glen
261 James ¥ Kidare [D] Don. Indiv. 123 Wilcox Ave. =
44 Chloe King [v] Indiv. 7006 First Street |
12 Jake Knox Indiv, 7314 Main Bhed
Judith Kniox Indiv. 7314 Main Blvd <

& Save Giver Matches & Save Account Makches

To locate the Vanco IDs, use the
Vanco Monthly Activity Report with Detail.

I BAmE Gl EWE e pay LT
- bl o2t “ . .
i W M T T T il T
Warige [480 ¥ 1

e W s T T u 1M RN
R ] A BUE  HN T4 T
Tl ¥ b o ] N i M
AL Tiraia it Dl ACH Deaill Actiant: 3007
ember [0 Lbromber oot Fund [TV Fond Nt Fond Noie  Welpoy Mot docoamd  dmoumd
115THE I Moy Oenifil Fid B3Iy 00
Tomal: 1 FT

Note: You may also use the Active Members and/or Active Funds report from the Vanco Reports Generator Menu to
obtain the same information not driven by date. This option is useful for the initial setup of the Vanco
process.

CompUTER HELPER PUBLISHING | www.CHURCHWINDOWS.COM |  SuPPORT@CHURCHWINDOWS.coM |  800.533.5227

GCEMENT SOFTWARI 9/20



ala
W4Nchurchwindows Vanco processing - Start to Finish
e 9/20

Create Donation Transactions
e Click the Imported Donations tab.

) Impart Donations From Yanco download EI

I Impotted Donations IUnmatched Items from Import ” ‘ Setup Givers |m Setup Giving Accounts

v |oefaLyz0 bo | 06y30/20 Begin L load I
Date Range foLf o | 0630/ Ao 2 Create Donations
*%¥ | ast downloaded up ko: 06/30/2020 **

Account Arnount | Will nok be imparted
Donation Date: 06,01 /20
Donation Date: 06,0420
Donation Date: 06,08,/ 20
Donation Date: 06,/11,/20
Donation Date: 06,1520
Donation Date: 06,/18/20
Donation Date: 06,2220
Donation Date: 06,25,20
Donation Date: 06,2920

e To review the batches, expand the giving by clicking on the plus (+) to the left of the Donation Date.
The last downloaded date is also displayed.

e The import does not allow duplicates because it tracks the Donation Date, Giver, Account,
Amount and Payment Type. When duplicates are found, it will display a message stating
duplicates will not be included in new batches to be posted.

o Click Create Donations. If this button is disabled, you either have unmatched items or no new
donations to post.

Note: If you close the import feature prior to clicking the create donations button, your imported data will not
be saved.

Assign Batch Code and Post Donations
e On the Imported Batches screen, you have the option to expand the batches to show the breakdown
of giving, which includes the Credit Card or EFT payment methods by clicking the + button.
e To keep your online giving separated from other donations, you must add a Batch Code prior to
posting for each batch listed:
e Highlight the batch.

& Imported Batches — O =

Imported Batches

| pate ~ | code [ Total | cash [ cheek [ # of Entries
06/01/2020 EFT - On-ine Donations 285,00 0.00 0.00 2
06,04/2020 £
06082020 Code = |Description - 235.00 0.00 0.00 2
06/09/2020 999 Non-cash Giving 165.00 165.00 0.00 3
06/11/2020 EARLY 9:00 Service 297.06 0.00 0.00 2
06/15/2020 EFT On-ine Donations 285.00 0.00 0.00 2
06/18/2020 LATE 10:30 Service 197.06 0.00 0.00 1
06/22/2020 WED Wed Nite Service 235.00 0.00 0.00 %
06/25/2020 197.06 0.00 0.00 1
06/29/2020 285.00 0.00 0.00 2 i
R
§24,707.98 §165.00 §0.00 176
I 2 postBatch ] I % Pprint Batch ]
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o Select the Batch Code for your
online giving.

e Click Post Batch button and you may get the message the date does not fall on the standard posting
day, click OK.

Note: If you close the Imported Batches prior to Posting all the batches, they will be Saved and accessible in
Unposted Batches in Enter Donations.

Transfer Donation Batches to Accounting

Donations>Transfer to Accounting

When Vanco giving is imported in Donations and transferred to Accounting, it is for the total amount of the
gift. But when Vanco deposits the giving into the church’s bank account, the amount is adjusted for their fee.
The bank reconciliation process will be less challenging utilizing the new Holding account for each deposit.

Transfer Denations to Accounting H
|_|r|tir|g Year |01/01/2020 thru 12/31/2020 ‘\;j* Export transfers to file |
Use Batch Code  [_| Show "Do Mot 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. ‘@ Print selected transfer |
|Date Occurred i | Batch Code | Total Amount| Do Mot Transfer | Transfer
06/01/2020 EFT - On-line Donations £285.00 O B
Cl 06/04/2020 EFT - On-line Donations $297.06 O
|Giving Account - | Amount| Date Posted | Prepaid? | Debited Account edited Account |
103 - Building Fund 220,00 09f18/2020 9:36:31 AM [] 1.10.101 - Vanco Hol. .20. 100 - Building Fund Contributions
106 - Maintenance 75.00 09/18/2020 9:36:31 AM ] 1.10.101 - Vanco Hol . §9%4, 20, 100 - Building Fund Contributions
260 -Hand Bells 2.06 09/18/2020 9:36:31 AM [] 1.10. 101 - Vanco Hol 4,40.405 - Hand Bells Income =
d I3

Vanco batches must be kept separate so they can be sent to the Vanco Holding account. Check Use Batch
Code.

For each Online Batch listed:
e Expand the date by clicking the + button to the left of the Date Occurred.
e For each Giving Account listed, under the Debited Account, click the down arrow and choose your
Vanco Holding Asset account (#1).
o Click Post.

Do not continue until all of the donations for the month have been successfully imported and
transferred to Accounting:

4. Handling the Transaction Processing in Accounting

Using the Vanco Monthly Activity Report with Detail from Step 1, go to the Detail Grand Total Section on the last page of
the report.
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Calculate the total transaction fees for the month.
o Total Transaction Fees = Grand Total Transactions Fee + Grand Total Discounted Rate Fee.

LN i - - - [ b i1 X
PrERRERR BESEE. PIOEm % [ - Ll W v

Toul T |1TT B T R T R
Fund Totals
Fund Nama (Gross Amouni Ti iom Fer  Discound Rate Fee Total Assound
Gemeral Fusd 4LI7TR00 [¥T3 8271 4,220.83
-ACH 286500 2365.00
- M5 L1500 448 2N 1,857.83
lp offser the processing fee 2687 il 0.7 254
- MS 697 L X ] .7 2582
Mortgage Debt Retirement HE00 il 659 438,00
- ACH 205,00 205,00
-MS 140,00 (¥ 6.59 233,00
Mortgage Retirement Campaign 12800 [T} 138 1250
-ACH 17500 175,00
- M5 50000 i 134 4650
Add total
Dihier 000 L] .08 -
- ACH 50.00 Processing
1
Detail Crand Tofad Fee's and
ﬁ’.\c‘&' Grass Amouns Tramsaction Fee  Divcount Rate Foe RDI SCI_EJUFI’[fS
A 13197 540 6141 ate Fee for
Grasd Tonsl: 502497 4 .1 Asset
/ / Adjustment
Return Reasons” Transaction
B Rid- Customer'S R4 According to the customer’s banlke, the hank: sccoum mumber is imcomect. First, verify the
Routing Or Bask baslong mformation provided was entered coemectly. hake smy necessary comestions o comfact e

Accoust Number I3 customar o confirm information. If the costomer has the same s what

Go to Accounting>Transactions>Other>Adjust Asset
e From the dropdown list, select the Asset to Adjust Vanco Holding account (#1)
Click Decrease to decrease the Balance

o
o Amount to Adjust is the total Transaction Fees for the period (shown above).
o Date Occurred is the last day of the Transaction Fee period.
e Comments - Vanco Fees for the month of...
e Under Account the other side of the entry which is the Vanco Transaction Fees (#5)
e Click Post
T Adjust Asset Account BN el =
Asset to Adjust | 1.10.101 - Vanco Holding Account (][]
Balance
() Increase (*) Decrease
Amount to Adjust 66.81 @ Date Occurred @
Transaction Comments |Fee for the month of...
Accounts Amount | |
IE.ll.’J.ll.’Jl—'u'ancoTransaction Fees 66.811 B
Total: 256,81 |

|I,E Fost “x Cancel I
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Handling the Vanco Monthly Invoice Payment

Using the Vanco Monthly Activity Report with Detail from Step 1, go to the Summary Section on the first page of the

report.

Summary: 060120 - 063020

This is the
Dravancn  laport
Monthly Actewnt Doz Dese _ Bawhs Report Wishdhowais
"o L) WOIN  BaW Wwens ACH Depost Fapert 15600 (1]
BillPayment 60220 069120 S5SN8 ACH Depout Repeet 1,000.00 000
p e 0620 060120 S48S1eses S Deposst Report 4586 000
for Vanco 060320 060120 S4ES571548 ACH Depost Repert 0w 0.00
o B 60420 060020 ST ACH Degost Report 500 000
Services 060520 060420 548909370 ACH Returs Repeet 0.00 1,000.00
(60520 060420 548963530 S Depoust Rapert “wn 000
60820  CEOLI0  S4P00846L ACH Degost Report 10000 000
(60820 060320 545143496 ACH Depost Repert 2500 000
60020 060820  S4PIEREN0 ACH Depost Repart 155,00 000
061020 060820 S4SAENEIE ACH Depost Rapert 13,00 000
061020 060920 S45658209 MS Deposst Report 817 000
(61120 060920 S48684N1S ACH Deposst Report 200 000
(61220 061020 54979689 ACH Depost Rapeet 63300 000
061520 080120 twvowce 000 i
061520 061120 4906171 ACH Deposst Rapeet 10000 000
061620 061220 S50042310 ACH Drposst Repert 155.00 000
061620 061520 0N ACH Degost Regort 100 000
061620 061520 550802398 MS Deposst Raport 3199 000
061720 061520 50452796 ACH Degost Report %00 000
061720 061620 SSS0IN mng:-rfm a8 000
061820 061620 350614808 ACH et 2000 000
61820 MS Deposst Regort 2 000
062220 ACH Deposst Rapert 10000 0.00
062320 ACH Degost Report 153,00 000
062320 M 7. 194,04 000
6240 mmx;n 000 000
062420 ACH Degost Report 14000 000
06240 S Deporst Raport ay 000
062520 ACH Depost Report .00 000
062620 ACH Deposst Repert 50.00 000
062920 ACH Deposst Rapert 10000 000
063020 ACH Deposst Report 133,00 000
063020 ACH Depost Rapert 000 000
063020 MS Depout Report M4 000
Totak - 595506 M8
Crsad
Touk » 595506 LTS

Note: Date Occurred = Transaction Date

Go to Accounting> Transactions>Other>Adjust Asset

o From the dropdown list, select the Asset to Adjust church’s checking account (#1)

e Click Decrease to decrease the Balance
e Amount to Adjust is the Vanco invoice Amount (shown above)
e Comments — Vanco Monthly Service Fee for the month of ...

o Under Account the other side of the entry which is the Vanco Monthly Fees (#5)

e Click Post

T Adjust Asset Account =n ===
Asset to Adjust | 1,10, 100 - Huntington Bank Checking E]
Balance
() Increase (*) Decrease
Amount to Adjust 47.34 %] Date Occurred (][]
Transaction Comments |Vanco fee for the month of ...
Accounts Amount | |
5.10.102 - Vanco Monthly Fees 47,341 [+][=][4]
| Total: $47.34 |

||2 Post “x Cancel I
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Process Vanco Deposits using Transfer (Bank Deposits)

Using the Monthly Activity Report with Detail from Step 1, go to the Summary Section on the first page of the report.

Each

Transaction
Represents

anEFT
Deposit
Withdraw

from Vanco

Accownt Dav Dese  Bawhe Raport Dapecse Wishdrore

o Wil WA 86 ACH Deposst Rapont oo 0
w0 060120 548597428 ACH Depost Repert 1,000.00 000
06m 060120 S4ES1sees MS Deposst Report 45 86 9%
60320 040120 MESTINE ACH Deposst Rapert 20 20
(60420 060220 SAETIYe ACH Depost Report 300 000
60520 060420 548909370 ACH Returs Repont 0.00 100000
60520 060420  S4E9639%0 MS Depoust Rapert “r 000
060820 060420 45008468 ACH Degost Raport 10000 000
L3 o) 060520 549145496 ACH Deposst Repert 2500 000
00 00820 SapiEses0 ACH Degosst Report 15500 0
061020 060820 S4PAELES ACH Deposst Repert 2500 000
61020 060920 545658209 MS Deposit Repornt an 0%
061120 060920 S40E9aN1S ACH Degost Raport 200 000
w120 061020 S49T9EEY ACH Depost Repert 63300 L0
w6150 0651 20 lwvosce 000 o
061520 081120 49906171 ACH Deposst Repert 10000 00
061620 061220 550042310 ACH Depost Repert 15500 000
061620 041520 IS0 ACH Depost Report 7100 000
61620 061520 550442398 MS Deposst Repornt REAE 000
061720 041520 50492796 ACH Degosst Report 000 000
%1720 061620 SS0S80IN4 S !7m an 000
%1820 041620 550614808 ACH aport 2000 000
6180 04170 IS MS Deposst Report n Vw0
062220 061820 SSEMEN0 ACH Deposst Rapert 10000 000
W 19  I00EN0 ACH Degost Regort 15500 000
6230 W NN mbg-lm‘ 1940 (1
62420 062220 SS1I2M6 ACH 20 000
062420 06220 S ACH Depost Raport 14000 000
062420 062320 S513EBER4 MS Daposst Raport an 000
6290 06230 S5416E78 ACH Deposst Report 200 000
62620 062520 S5164910 ACH Depost Repert 00 000
w0 042320 SN6MITS ACH Deposst Raport 10000 000
W 042620 331767708 ACH Deposst Repont 1330 o
w6300 042920 557598 ACH Depost Rapert 000 000
%300 042920 55101360 MS Deposst Report M 000

Totak M EX ) LTS

Crsad

Totak » 595806 L4754

Go to Accounting>Transactions>Transfer for each deposit record in the Summary Section:
e Date Occurred is the Transaction Date shown on the report
e From Assetis the Vanco Holding account (#1)
e ToAssetis the church’s bank account (#1)

e Payment Typeis EFT

e Amountis the Deposit Amount shown on the report

o Comments enter if desired

o Click Done add to Batch

ﬁ Enter Transfers

Date Occurred
®[ES

Fraom Account
1.10.101 - Vanco Helding Account

To Account

[o[®|us]

\ IE_,‘:‘ Recurring Transactions J
|

g}, Show Running Balance J

@ 1,10, 100 - Huntington Bank Checking

Amount Payment Method Chedk or Ref #

100.00 [3¢] EFT
Transaction Comments

Clear Transaction

@[5

@[]

| DOME -Add ToBatch (Crl +) |

Vanco processing - Start to Finish
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Once all transactions are entered use the Show Running Balance to review the transaction effect prior to posting.
Any remaining balance will correspond to transactions that cross reporting periods and can be determined by
the comparison of Transaction Date and Report Date shown on the report above.

e Click Post

o After the Transfer, the Holding account will contain only cross period amounts.
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