
 

August 2015 Tech Tips 
 
 
VOID CHECKS IN ACCOUNTING 
Sometimes you need to void a check that you have written. HOW you do this depends 
upon the situation. Click to go to the Church Windows Blog and view or print the 
document on Voiding Checks. We recommend that you download and save or print a 
copy of this document. 
 
NEW YEAR PREP & HELP 
Donations:   

If you are operating your pledges on a fiscal, non-calendar year (such as 
August 2015 – July 2016), on our website is a document called Donations New 
Year Prep Steps.  It will assist you in setting up new pledge campaigns and 
pledges in Donations.  Click to get to the New Year Prep & Help page of the 
website. The article covers:  Stop the use of Giver #s; Reassign Giver # (if you 
want to continue using numbers); Creating labels for boxes of giving envelopes; 
Starting a new campaign; and Handling Pre-paid pledges We recommend that 
you print this article. On that page there is also a movie you can watch called 
Donations New Year Setup Movie. 

Accounting: 
If you are operating your Accounting year on a fiscal, non-calendar year (such 
as August 2015 – July 2016), on our website is a document called Accounting 
New Year Prep Steps.  It will assist you in setting up the new Accounting year.  
Click to get to the New Year Prep & Help page of the website. The article 
covers: Accounting EOY Instructions/Opening a New year; Closing the year; 
New Budget Figures for the Income and Expense Accounts; Working in the 
New and Old Years in Accounting; Changing the Chart of Accounts; and 
Balance Sheet Report. On that page there is also a movie you can watch called 
Accounting End-of-Year Movie. While you have the ability to hard-close an 
accounting year, we do not recommend that you do it right away: audits or other 
situations might necessitate going back to that year to make a change, and 
when a year is closed, you are not able to make any changes to it.  

 
  

http://www.churchwindows.com/blog/accounting-voiding-checks/
http://www.churchwindows.com/blog/accounting-voiding-checks/
http://www.churchwindows.com/shop/custom.aspx?recid=52
http://www.churchwindows.com/shop/custom.aspx?recid=52
http://www.churchwindows.com/shop/custom.aspx?recid=52


 

 
 
WHAT DO I DO WHEN I GET AN ERROR MESSAGE? 
If you receive an error message in the Church Windows or Payroll program, follow 
these steps: 

1. Write down the entire message. 
2. Write down what you were doing and what you clicked on just before the error 

message appeared. Close out. 
3. Rebuild the database: 

a. If the error occurred in your Church Windows program, open Church 
Windows, click Admin, Support Functions. Click to Repair/Compact 
Access Databases & Sync Membership w/ Donations.  

b. If the error occurred in your Church Windows Payroll program, open 
Payroll, click Sys. Admin, and click Repair Database. 

4. Now go back into the program and try the process again. If the error reoccurs, 
make note of the version of the program you are using. In both Church 
Windows and in Payroll, you can see the version number on the opening 
screen. 

5. Call our support line at 1.800.533.5227 for technical assistance.  
 

COMPUTER HELPER ADDRESS 
We have changed the lockbox address we use to receive checks from customers. 
Some of you may not have that address: P O Box 30191, Columbus OH 43230. If you 
create and send payments to us directly out of your Church Windows Accounting 
module, follow these instructions to see if you have the correct address on the 
Computer Helper vendor tab. If you use a service or bank to pay us, please make sure 
they have this correct address. 
 Open Accounting. At 

the top of the screen, 
click on Manage 
Accounts and then 
on the View button. 

 

 On the Chart of 
Accounts screen, 
begin typing the 
name Computer 
Helper in the search 
box and click to 
select the vendor. 

 



 

 
 
 On the right side of the screen, 

click on the Vendor/Payee tab. 
 
 

 
Here is a screen shot of what 
we suggest you enter. 

 
 

 
 

 
HOW DO I GET FREE TRAINING? 
This is a question we are frequently asked and we offer many options: 

a) FREE, USER WEBINARS: Each month we offer free training webinars on a 
variety of topics. In August, 12 are being offered, including previews of the new 
Attendance and Visits components that will be a part of Church Windows 
Version 18. Click to view the webinars coming up this month. 

b) NEW VERSION RESOURCES / RECORDED WEBINARS: On the Home page 
of our website, in the blue sidebar on the left you will see New Version 
Resources and Recorded Webinars. Clicking on either of these line items will 
take you to a screen showing the list of recorded webinars. There are movies 
you can watch on Membership, Donations and Accounting. Click this link to get 
to the page on the website. 

c) SUPPORT BLOG: We often call this “Church Windows 24/7.” At any time you 
can go to our website, click the Support tab at the top of the screen and click 
on Church Windows Support Blog. At the top of the blog screen, click the 
module(s) you are using to see the list of documents and movies that pertain to 
the module. You can bookmark or access the blog directly via 
www.churchwindows.com/blog.  
  

http://www.churchwindows.com/shop/custom.aspx?recid=76
http://www.churchwindows.com/shop/custom.aspx?recid=55
http://www.churchwindows.com/shop/custom.aspx?recid=55
http://www.churchwindows.com/blog


 

 
d) MANUALS WITHIN THE PROGRAM: 

a. F1 Key: In either Church Windows or Church Windows Payroll, if you 
open a screen and press the F1 key on the keyboard, the HELP 
program will open to information on that screen. Read or print the 
information. 

b. The manual within CHURCH WINDOWS: Click Help on the opening 
screen of Church Windows to open the Help program. The following 
manuals can be opened and topics printed: Getting Started; Admin; 
Membership; Donations; Accounting; Scheduler. However, if you decide 
to print the full manual, we recommend printing it from the latest CW CD 
that you have. Put the CD in the CD drive and click OPEN FOLDER TO 
VIEW FILES, and then double-click on the MANUALS folder. Print any 
manual you need.  

c. The manual within CHURCH WINDOWS PAYROLL:  From the 
opening screen in Payroll, click HELP to open the Payroll manual. 
Browse the manual, reading and printing the topics you need. However, 
if you wish to print the entire manual, we recommend printing it from the 
latest Payroll CD that you have. Put the CD in the CD drive and click to 
OPEN FOLDER TO VIEW FILES, and then double-click on the 
MANUALS folder. Print the manual from here. You will also see a folder 
called Tax Documents which contains IRS documents that should be of 
use to you. 
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