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Accounting Portal

To open the program,
— Accounting

The Accounting Portal opens. The Portal is designed to help you navigate to the
accounting function of your choice easily and quickly.
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Primt Checks

The screen has two specific functions,

To provide shortcuts to specific Accounting functions
To provide access to help or information on specific functions

Menu & Buttons

At the top there is a row of menu items, with each item corresponding to a main
function area in the Accounting module. Click to highlight a menu item.

Below the row of menu items is a row of command buttons. The buttons
appearing in this row are determined by what menu item is selected and are
sub-functions or components of the selected menu item. Clicking a command
button takes you directly to the screen implementing the indicated function, but
in some cases, Reports, for example, a sub-menu may be displayed.




Example:

Click the menu item Manage Accounts. Its command buttons are: View,
Accounts +/-, Subtotals, Custom Groups, Beginning Balance, Match
Accounts. They are sub-functions of the menu item: Manage Accounts.

1. Click the menu item
Manage Accounts

8 Transactions awkmu 1 Budgets

% Reports/Export

[ Special Functions 7/ Help Windows

@
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2. Click the command
button of your choice. J

Icons or Shortcuts

The labeled images are shortcuts for
frequently used financial functions. Clicking on
the labeled image takes you directly to that
function.

Example:

Clicking on the Enter Bills image displays the
Enter Bills screen. You can also access it by
clicking the Transactions menu and then
clicking on the Enter Bills button. The two
methods are equivalent.

HELP

The Help system’s Manuals can be accessed by clicking the Help
shortcut or clicking Help at the top of the screen.
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Click Transactions on the menu bar
and then click the Ester Bllls l

command button, or

Chck the Enter Bills shortcut to go
directly to Erser Bils.

7 Help




The Chart of Accounts Screen

From the Accounting Portal
— Manage Accounts

— View, or click the

— Manage Accounts icon

The Chart of Accounts opens. Itis a complete listing of all the accounts you have

Dashboard

entered into the Church Windows Accounting program.
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1.10.100 Huntington Bank Checking

I

e Chart of Accounts
Search
‘Acmunt Number | Account Name -

= 1. Asset
1.10.100 ;Huntngbon Bank Checking
1.10,105 Petty Cash Account
1.10.108 Fifth Third Money Market
1.10.110 Fifth Third Savings
1.20,100 National City CD #3456466

1.25.500 Accounts Receivable Clients

1.30,100 Lynch Schwab Investments
1.50.100 Land & Buildings
1.50.120 Furniture & Equipment

= 2. Liability
2.10.100 941 Taxes Paysble
2.10.110 State Taxes Payable
2.10,120 City/County Taxes Payable
2.10.130 Pension Payable
2.10,140 HealthLife Insurance Payable
2.10.150 Flexible Spending

2,20.100 Accounts Pavable
Dizplay Options
Show Active Filter Accounts:
Show Inactive @

[w =

Detail || Balance || Tree View | vendorPayee || Flles/Documents

[ Long Term {onger than 1 year)
D Inactive

I@ Print ]

I Add to Ledger I

Bank Name
Huntington Bank Checking

Bank Account Number
4314007

Comments




If you see an account with a Plus (+) beside it, the plus indicates that the account

has

a sub ledger or sub accounts.

See the topic Using sub funds & Sub
Accounts in this workbook for more
information.

Sub Accounts

On this chart of accounts there is a
Plus (+) beside two liability accounts:

1) Accounts Payable where our
vendors are listed.

2) A liability we set up to hold
the Pass Through accounts.

» Click the Plus (+) sign to
view the sub accounts.

a Chart of Accounts

e Chart of Accounts

Search |

| Account Number « | Account Name

= 2. Liability
2.10.100 941 Taxes Payable
2.10.110 State Taxes Payable
2.10.120 City/County Taxes Payable
2.10.130 Pension Payable
2.10.140 Health/Life Insurance Pay:

.10. Flexible Spendin
3 2.20.100 Accounts Payable
[, 2.30.000 Pass Through Accounts
0.100 Michelle's Crafts

Wedding Deposits
0 Prepaid Pledges

This plus indicates that
the account has sub
accounts. Click the Plus
(+) to see the accounts.

I This is where the

vendors you pay
are listed. Click
the Plus (#) to

open the list.

Search |
| Account Number = | Account Name - | 4
S 230100 Account Payadk A& Chart of Accounts
| Account Name ~ 2=
L2 = =
American Electric Power pearh
Ameritech | Account Number « | Account Mame - |~
Big City Utiites The vendors are 3 2.20.100 Accounts Payable
Cap City Food Bank listed here. : .
Christian Bible Supplies Michelle's Crafts =
City Florist - ss Through Accounts |
City of Columbus Account Number = | Account Name - |
Clark's Organ Repair
- 2.30,020 Crop Walk
Columbia Gas
Cybersurf Com, Inc 2.30.030 Housing for Habitat Our pass through sub
Del Smith Frozen Foods 2.30.040 Hurricane Relief accounts are here.
Don Brenner 2,30.050 Disaster Relief Recovery
Edna Vaughn M+ 2,30.120 Soup Kitchen
Account Mumber & | Account Mame
[ 3. Fund Balance

3.10,100 General Operating Fund Balance

3.20.100  Building Fund Balance ese are sub funds Sub Funds

3.25.100  Education Building Fund Balanc of the Memeorial

Fund.

Mission Fund Balance

Memeorial Fund Balance

Account Mumber &

Account Name

3.40.110
3.40.120
3.40.130
3.40.140
3.40.150

3.50.100

John Joseph Memaorial Fund Balance
Elliott Achedia Memorial Fund Balance
Timothy Anglino Memarial Fund Balance
Joy Long Fund Balance

James West Fund Balance

Daycare Fund Balance

Here we see a Plus (+) in
the Fund Balances. We
have set up sub funds.



Search
The Search box at the top of the Chart of Accounts allows you to find an account
quickly by its account number or its name.

& Chart of Accounts =N ===
e RS S
Search (v l 1.10.100 Huntington Bank Checking J
I Loccamias [ etai [ olance [ Trez view ] venci payee [Fiesfboaumens ]
[ 1. Asset L] | [ iong Term flonger than 1 year)
1.10.100  ;Huntihgton Bank Checking = | Omactve
110105  Petty Cash Account L
110,108 Fifth Third Money Market { Add to Ledger I IE@ Sriat J
110110 Fifth Third Savings
120100  Natonal City CD #3456466
125500 Accounts Receivable/Clients T

130,100 Lynch Schwab Investments Huntingtan Bank Checking

1.50.100 Land & Buildings
1.50.120 Furniture & Equipment
(& 2. Liability
210,100 941 Taxes Payable
210,110 State Taxes Payable
210,120  City/County Taxes Payable Comments
210130 Pension Payable
210,140 Health/Life Insurance Payable
2.10.150  Flexible Spending
2.20.100  Accounts Pavable &
Dizplay Options

Collapse All
Show Active Filter Accounts:
Show Inactive [®E] Refresh Accounts

Bank Account Number
4314007

By number:
> Begin typing the account number seonch 5104 )
needed, and the system drops down T pecoci v s e
to the accounts in that area of the il5.10.400 T —

COA 5.10.405 Property Insurance
5.10.410 Repairs & Maintenance
5.10.415 Custodian Supplies

We type 5104. 5.10,450 Office Expense
5.10,455 Copy Machine
5.10.460 Postage

» Click on the account needed.

By name:
> Begin typing the name of *= Chart of Accounts
the account needed, and
Search Flow|
the system drops to :
accounts with that name. Accou | Account # Account Name
» Click on the account Bl 4.10.175

needed. 5.10.600 Flowers

Account Information Tabs

Additional information about accounts can be entered/found on the account information
tabs to the right of the list of accounts. There will be a maximum of four tabs, with each
tab containing specific information. Not all tabs are used with all accounts.



(=& s

= Detail || Balance || Tree View || Vendor Payee || Files/Documents |

| I@ Print |

@ Chart of Accounts
Search E | I
|Account MNumber < | Account Name
[ 1. Asset N | [ iong Term (Longer than 1 vear)
1.10.100  Huntington Bank Checking B [ mmactive
1.10.105 Petty Cash Account |
1.10.108  Fifth Third Money Market | Add to Ledger
1,10.110 Fifth Third Savings
1.20.100 National City CD #3456466
1.25.500 Accounts Receivable/Clients
1.30.100 Lynch Schwab Investments
1.50.100 Land & Buildings
1,50.120 Furniture & Equipment
= 2. Liability
2,10.100  :941[axes Payable

On the Chart of Accounts screen,

» Click to highlight the account number/name for which you wish to enter
information or review current information.

The screen defaults on the right to showing the Detail tab for that account.

Detail Tab

Any account may have additional information recorded for it on the Detail tab. The
options on this tab vary from one type of account to another. Therefore some of the
options discussed below may not appear on one type of account, but may appear on

other types.

(&) Long Term (Longer than 1 year)
If assets or liability accounts are not to be used or turned over for over a year, or in
the case of a debt, will take a while to pay off, mark them Long Term. Examples
would include CD’s, Investment accounts, or a mortgage/line of credit.

(b) Inactive Accounts
An account may be marked
Inactive at any time.

» Click on the account
name and on the Detail
tab, click to place a
check mark in the
Inactive box.

To re-activate an Inactive
account:

» Open to the Chart of
Accounts screen.

» Find the account and
click to highlight it.

e Chart of Accounts

Search Allison Jones

&
>l |[(x]

‘Account Number 4 | Account Name

>

& 1. Asset
1.10.100 Huntington Bank Checking
1.10.105 Petty Cash Account
1.10.108 Fifth Third Money Market
1.10.110 Fifth Third Savings
1.20.100 National City CD #3456466
@ 1.25.500 Accounts Receivable/Clients
1.30.100 Lynch Schwab Investments
1.50.100 Land &Buildings
1.50.120 Furniture & Equipment
& 2. Liability
2.10.100 941 Taxes Payable
2.10.110 State Taxes Payable
2.10.120 City/County Taxes Payable
2.10.130 Pension Payable
2.10.140 Health/Life Insurance Payable
2.10.150 Flexible Spending
3 2.20.100 Accounts Payable

SCooonann e Tl & o i

Display Options
[] Show Active

MEX

Filter Accounts:
[¥] Show Inactive

B

Refresh Accounts

1.20.100 National City CT

Detail || Balance || Tree View

O (Annually Specified)

Add to Ledger

Bank Name

Bank Account Number

Comments




On the right side, click to remove the check mark in the Inactive box.

e Transactions may not be posted to inactive accounts. They will not show as an
option for use on transaction screens.

¢ Inactive accounts might have a zero balance.
To view Inactive accounts on the Chart of Accounts, the Show Inactive box at
the bottom of the screen must be checked. To not see them on the Chart of
Accounts the Show Inactive box should be unchecked.

¢ Inactive accounts will show on reports. To not show them on a report, create a
custom report that does not include them. For information on creating a custom
report, see Report Format Tabs and the topic Custom Account Groups in the
Accounting 201 training workbook, or see the HELP module’s Accounting
manual, the book on Reports and then Additional Report Options.

Add to Ledger/Remove from Ledger
This feature allows you to move accounts to a sub ledger or to remove them from a
sub ledger. It can be done at any time in the accounting year.

Add an Account to a Sub Ledger ,

When an account is not part of a sub ledger, Detail | Balance |[ Tree view |[ vendor/Payee |
the Add to Ledger button is visible on the [ Long Term (Longer than 1 year)
Detall tab D Inactive
| Add to Ledger | | L print |
When an account is part of a sub ledger, the ‘ 2.30.020 Crop Walk

Remove from Ledger button is visible on the
Detail tab. We also see the main ledger in which
the account is listed.

J Detail ” Balance || Tree View H Vendor/Payee |

Long Term (Specified by Ledger)

[] Inactive

l Remove from Ledger | @ Print |

Main Ledger
Pass Through Accounts V]
In this Chart of Accounts, there is a vendor

entered as a #2 liability. It is easy to move that

account so it becomes a vendor in the AP sub Seatch 2,20.159 - Michele's Crats
ledger. All its history will move with it. Iﬂ.t Humber . Account Name »[4]
i[+] 1. Asset
: [ 2. Liability
» On the Chart of Accounts screen, find the 210100 941 Taxes Payable
. e . Z.10.110 State Taxes Payable
#2 liability for this vendor. Use the search 210120 |ty Taume Parebl
field and type in the account number or 210130 Pension Payable =
z.10,140 HealthjLife Insurance F; ere's my vendor in
name. 210,150 Flexible Spending ke “Eh'mis_'/
> CIle on the approprlate aCccou nt 2.20.100 Accounts Payable/Vendors __/

2.20,159 Michelle's Crafts

The account will be highlighted. Look on the Detail tab on the left side of the screen.



a Chart of Accounts EIIEI

Search | 2.50.100 - Michelle's Crafts U | 2.50.100 Michelle's Crafts |
|Account Number ~ | Account Name - Detail || Balance || Tree View || Vendor Payee || Files/Documents |
2.10.140 Health/Life Insurance Payable L2 | [ Long Term (Longer than 1 year)

2.10.150 Flexible Spending
2.20.100 Accounts Payable - -
2.30.000 Pass Through Accounts | Add to Ledger | I@ Lt |

2,50.100  :Michelle's Crafts —

2.70.100 Wedding Deposits

2.80,100 Prepaid Pledges

a2 oc 4nn U imbimmbam Lime nf Cendit

|:| Inactive

» Click Add to Ledger. The screen brings up a Main Ledger button.
» Click the drop down arrow and select the appropriate account /ledger for this
account. You will notice that you have several options.

a Chart of Accounts EIIEI
Search | 2.50,100 - Michelle's Crafts @ | 2.50.100 Michelle's Crafts |
|Account Number = | Account Name - Detail || Balance || Tree View || Vendor Payee || Files/Documents |
2.10.140 Health,Life Insurance Payable |*| | [ Long Term {Longer than 1 year)
2.10.150 Flexible Spending [ tnactive
2,20.100 Accounts Payable -
2.30.000 Pass Through Accounts = b
2,50,100 Michelle's Crafts | | Main Ledger
2.70.100  Wedding Deposits |
2.80,100 Prepaid Pledges 941 Taxes Payable ;
285100 Huntington Line of Credit State Taxes Payable
City/County Taxes Payable ]
2.90,100 Mortgage Payable Pension Payable
(= 3. Fund Balance Health/Life Insurance Payable |
3.10.100 General Operating Fund Balance Flexible Spending —
Accounts Payable b
3.20.100 Building Fund Balance
3.25.100 Education Building Fund Balance
3.30.100 Mission Fund Balance Comments
3.40.100 Memaorial Fund Balance
> . .. =
Click the listing for R Chort oF Actoimes
Accounts Payable and =
then click somewhere in Search > IM[E3]
the Wh ite Space on the \iccount Number « | Account Name J The account has now
left side of the scre_en 2 2.20.100 Accounts Payable been added to the
and the account will PO sub ledger for
move to the sub ledger. Nichalics Crafis Accounts Payable.
Mid-City Industrial Supplies N\,
QO'Brien Business Equipment
Odd Jobs




Remove an Account from a Sub Ledger

If you have an account that is part of a sub ledger and you would like to remove it from
the sub ledger so it stands independently, that is easily done on the Detail tab for the

account.

Let’s use the same account we just made a sub ledger under Accounts Payable.

» Find the account on the Chart of Accounts using the Search box or the scroll

bar.

To open the list, click the Plus (+) beside the parent account — in this example,

our Accounts Payable account.

>
» Click to highlight the account and the tabs on the right open.
» Click the Remove from Ledger button.

@ Chart of Accounts

Search | 2.50,100 - Michelle's Crafts

(o8 s

Michelle's Crafts |

|

|Acc0unt Number | Account Name

Detail || Balance || Tree View || endor Payee || Files/Documents |

2,10.140 Health/Life Insurance Payable
2.10.150
= 2.20.100

Flexible Spending
Accounts Payable

<1
Long Term (Spedified by Ledger)
|:| Inactive

Account Name

|E| | Remove from Ledger

| % Print |

EMicheIIe's Crafts

Mid-City Industrial Supplies
O'Brien Business Equipment
Odd Jobs

Office Max

Paper Plus

» Key in the account number to be
used for this account and click Set
Account Number.

The account will be removed from
the sub ledger and made an
independent account.

ﬂ Main Ledger
Accounts Payable

Click Remove
from Ledger.

Account Number

7 Specify an account number for
Michelle's Crafts

2.10.012

Note: If you are not using account numbers in your system, this process will
work the same way without reference to account numbers.

Remember, when account numbers are not used, the accounts will

be listed alphabetically.

(c) Print

You can print a report that will show all the activity that has affected the account.
This report is an excellent investigative tool.

» Click the Print button to open a General Ledger report for the selected

account.

(d) Bank Name and Account Number

If you would like the bank name and account number to appear on the Church
Windows Accounting Deposit Slip, include that information on the Detail tab of the

Chart of Accounts.




% Chart of Accounts EI@
Search | 2.50.100 - Michelle's Crafts @ | 1.10.100 Huntington Bank Checking |
|Attuunt Mumber = | Account Name - Detail ’m"m‘ Vendor/Payee ’m‘
[ 1. Asset [l Long Term {Annually Specified)
1.10.100 %Huntingbon Bank Checkingl [ tnactive
1.10.105 Petty Cash Account -
110,108 Fifth Third Money Market | Add to Ledger | |L53' Bri, |
1.10.110 Fifth Third Savings
1.20.100 Mational City CD #3456466
1,25,500 Accounts Receivable/Clients Bank Name
1.30.100 Lynch Schwab Investments Huntington Bank Checking
1.50.100 Land & Buildings Bank Account Number
1.50.120 Furniture & Equipment 2314007
[ 2. Liability
2.10.100 941 Taxes Pavable

Here’s how it would show on the CW deposit slip.

41st Church of Anytown - Colombus OH
Deposit Slip for 11/07:2021

Wednesday, November 10, 2021 Pagelofl

Huntington Bank Checking
4314007
Checks 525000
Cazh 53100
Total Deposit 530100

(e) Asset field for Fund Balance Accounts
Fund Balance accounts may be associated with a specific asset, which is the asset you
would typically use when posting income into or paying expenses out of that fund.

In this next screen shot, we have selected the Building Fund Balance account, and on
the Detail tab, clicked the down-arrow in the Asset box. We would click on the asset
we want to

associate with & chart of Accounts == = >
that fund Search v | 5.20.100 Building Fund Balance
|Acmunt Number & | Account Mame. - Detail ” Balance || Tree View || VendorPayee ’m
2,10,110 State Taxes Payable &
2.10.120 City/County Taxes Payable [ mactve
2,10.130 Pension Payable Click here to — —~
2.10.140 Heal.ﬂ'wL\Fe Ins.urance Payable associate the i Add to Ledger ‘ ‘@ Print |
2.10.150 Flexible Spending .
fund with an
2.20.100 Accounts Payable —
2.30.000  Pass Through Accounts asset. * Asset
The fU n d iS now 2.70.100  Wedding Deposits Sifth Third Savings B
. . 2.80.100 Prepaid Pledges allson Jones A
associated with 285100 Huntington Line of Crecit Becky &Tom Adams B
. . 2.90.100 Mortgage Payable Bill &Robyn Sharrow 3
the Fifth Third = et Thrd Horey Market =
—_— [ 3. Fund Balance [Fifth Third Savings
Savl n! lS accou nt. 3.10.100  General Operating Fund Balance Fumiture & Equipment L
3,20, 100 Building Fund Balance Huntington Bank Checking 4
3.25.100 Education Building Fund Balance Bulding fund money in Fifth Third Savings
3.30.100 Mission Fund Balance

11




When entering income or paying a bill, the system will alert you if you select an asset
other than the one associated with the fund. It will not, however, prevent you from

using that other asset.
Example
Vendor: Mid-City Industrials

Amount: $ 745.21
Reason: Repairs to church furnace

> In this next screenshot, a bill was entered to Mid-City Industrials for the bill

listed above. For information on entering a bill to a vendor, see Entering and

Paying Expenses in the Accounting 103 training workbook or see the Help
program’s Accounting manual, Transactions Menu and Enter Bills.

T Enter Bills o= ==
Date Occurred Birvoice = @ 8| ue Date
[&[ES) (BES] how Running Bal
Select Vendor/Payee T Transaction Comments
(JBd(+]
|Expenseﬂncome Accounts Amount ‘ CR Memo ‘ *Line Item Comments | | ‘
| | Clear Transaction Total £0.00 | DONE - Add To Batch {Ctrl +) ‘ ‘
Unposted Bills Batch (1)
|VEndor,{Payee Date Occurred | Amount Invoice # | Due Date Transaction Comments |

S Mid-City In

| | Edit | | Remove

Print

| ‘ Save Batch ‘ ‘ & Post | ‘6 Post & Pay These Bills | |

* Use the INS column in Pay Eills to insert comments onto check stubs.

YV V

We select Post and Pay These Bills.
The system posts the bill and automatically opens the Pay Bills screen.
We forget that the Building Fund is associated with an asset account that is not

our regular checking account. So we click to pay the bill by clicking on the Post
& Print Checks button at the bottom of the screen.

The system says, wait a
minute:

» Click Yes to pay the bill out of
the default asset; click No to
change the asset to the one
associated with this fund.

) [ |
)

The bill being paid to Mid-City Industrial Supplies for

$745.21 belongs to a fund whose associated Asset account
does not match the Asset Account used in this Payment.

Do you want to pay this bill?

12



(f) Fund

The Detail tab for Fund Balance, Income and Expense accounts also includes a field
showing the Fund to which that account is associated.

If the Fund information for an Income or Expense account is incorrect, click the drop
down arrow in the box and link it to the correct fund.

4.10,275
4.10,300
4.10.400
4.20,100
4.20.110
4.25,100
4.30,100
4,530,110
4.40,110

Dizplay Options
Show Active
Show Inactive

Interest - Checking & Saving
Interest on Investments

Other Miscellaneous Income
Building Fund Contributions
Technology Income

Education Euilding Contributions
Contributions to Missions

Soup Kitchen Income

John Joseph Memorial Fund Income

[ TR S TSR SRR S [ N

Collapse al

Filter Accounts:

Refresh Accounts

Fund
Mission Fund

General Operating Fund
Building Fund
Education Building Fund

Mission Fund

John Joseph Memorial Fund
Elliott Achedia Memorial Fund
Timathy Anglino Memorial Fund

Note: If the linkage of an account to a fund is changed in the middle of the
accounting year, all monies that have come into the fund through that account
or gone out of the fund through that account will move to the new fund.
Changing the linkage will thus change any reports previously published.

To preserve the reports, create a new account linked to the correct fund and
transfer the money from the existing account to the new account.

(g) Comments
This is a free field in which you may enter text.

In this screenshot we see that an asset is managed by one of the Boards within the
Church. The Comments lists the Board name and its current chairman for easy

reference.
1.10.108 Fifth Third Money Market | I Add to L edges 1 @ RS I
1.10.110  Fifth Third Savings \
1.20.100 National City CD #3456466 \
® 1.25.500 Accounts Receivable/Clients ‘ Bank Name

1.30.100  iLynch Schiwab Investments
1.50.100  Land &Buidings \ N ——
1.50.120 Furniture & Equipment [

= 2. Liability
2.10.100 941 Taxes Payable
2.10.110 State Taxes Payable 3
2.10.120  City/County Taxes Payable 3 Comments
ST I TEETRenCT Managed by the Endowment Committee - see

Display Options Jeffrey Alexander

(] show Active Filter Accounts: :‘Collapse Al

[] show Inactive [M[x]
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Balance Tab

The Balance Tab will show the Beginning Balance for |
the account which is the balance on day 1 of the fiscal
year, and then the balance at the end of each month.

The Balance in the lower corner will be the current

balance.

Note: Assets, Liabilities and Fund Balances often
begin the year with a balance. Income and Expense

accounts begin the year with a zero balance.

(===

| 1.10.100 Huntington Bank Checking | Tr ee V| ew Tab
Detail || Balance || Tre= V\ewl vendor Payee || Files/Documents

(] General Operating Fund (3.10.100)
[=] Income Accounts

General Tithes & Offerings (4. 10.100)
- Loose Offering Income (4. 10. 125)

- Thanksgiving Offering Income (4. 10. 150)

Flower Income (4. 10,175)

Love Offerings (4. 10. 180)

Rental Income {4, 10,200)

Wedding Income (4.10.210)

Fund Raising Income (4.10.215)

Interest - Checking & Saving (4.10.275)
[#] Interest on Investments (4. 10.300)
Other Miscellaneous Income (4. 10, 400)
Hand Bells Income (4.40.405)

(2] Expense Accounts

[#] Sr Minister Salary & Benefits (5. 10.100)

[+ Assoc Minister Salary & Benefits (5. 10, 150)
Supply Pastor (5. 10. 190)

‘ Right-Click to Add/EditiDelete Accounts

accounts.

L[«

Vendor/Payee Tab

» Click to highlight a liability or vendor
account, and then click the
Vendor/Payee tab.

» If you do not see the names of the
vendors you have entered for Accounts
Payable, click the Plus (+) to the left of
the account name/number.

» Enter the information.

The Name/dba, Address, City, State and Zip
fields will print on checks.

If the vendor is an Independent Contractor, you

can print a 1099 Misc for that contractor. See
Reports, Tax, 1099 MISC & INT.
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1.10.100 Huntington Bank Checking

January

February

March

April

May

June

Balance | Tree View | vendor,

Beginning alance

Payee |[Fies/Documents

$160,029.79

July

$153,938.59 $143,039.26
August

$152,030.84 $143,039.26
September

$149,813.23 $143,039.26
October

$147,053.52 $143,039.26
November

$144,747.01 $143,039.26
December

§143,039.26 $143,039.26

Balance
$143,039.26

SpecilHolday Giving (310.150) H Here is a tree view of the General Fund with its

[Aczuniane —|| The Tree View is a visual representation of how the
== accounts relate to each other.

7

Lo |8 s

2.10.120 City/County Taxes Payable

- Balance || Tree View || Vendor/Payee (| Files/Documents

. |Vendor for City/County Taxes Payable

A

MName/dba

City/County Taxes Fayable

Address

City

State  Zip

Phone 2

Email

Web Address

Account Number

Tax ID

Phone

Fax

Standard Payment
0.00 [

| View Change History

| | Clear Vendor Payee |




Files/Documents Tab =N [EER ™<=

The files/documents tab allows you to attach | 1.10.100 Huntington Bank Checking
files or documents to an account. [Detai | [Balance | [Tree View | Verdor fPayee | Fies/Documents |
» Click add file. [@ Add afile | [ Extract selected file

Select your file or document from

|5z Delete selected file

>
your computer.

» Click Open to attach it to the tab.

» Click Cancel to cancel.

To extract the file

Click Extract selected file.

Click Browse.

Select where you would like to save the file.
Click Open File.

Click Cancel to cancel extraction.

VVYVYYYVY

. i¢” Extract a copy of a file from storage - O *
This will extract a copy of the file from the database. In order to open the file it must be saved on your computer.

Click Browse to select a folder to save the file
iCy\Wsersikeleyanne \Documents | Browse...

MNote: If youintend to view this file temporarily, you will want to = ]
! delete it from the saved location when you are finished with it. L5 Open File | | x Cancel |

To delete the file

» Highlight the file.

» Click Delete selected file.
» Say Yes to delete the file.
» Click No to keep the file.

Are you sure you want to delete ‘Document.pdf’?
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Adding/Deleting/Editing an Account

Accounts may be added at any time from the Manage Accounts/View COA screen or
from the Account Screen for the specific type of account you wish to add. Accounts
may also be added during a transaction, such as Enter Bills.

Add an Account or Fund from the Chart of Accounts Tree View
If not already on the Chart of Accounts screen, from the Portal,
» Click the Manage Accounts icon. You can also click Manage Accounts at the

top of the screen and then click View.
» Click on the Tree View tab.

& Chart of Accounts EI@
Search ) | 1.10.100 Huntington Bank Checking |
|Accnunt Mumber « | Account Name s ‘ Detail |Balance || Tree View | Vendor [Payee | Files/Documents
B 1. Asset ~ |Account Name
110,100 Huntington Bank Checking L =] Assets
110,105  Petty Cash Account  Huntingte Add a new Asset
110,108 Fifth Third Money Market Petty Cash Account {1.10.105)
1.10.110  Fifth Third Savings &+ Fifth Third Money Market (1. 10. 108)
1.20.100  National City CD £3456466 - Fifth Third Savings {1.10.110)

- National City CD #3456466 (1.20.100)
Accounts Receivable/Clients (1.25.500)

& Lynch Schizb Investments (1.30.100)

Land & Buildings (1.50.100)

L. Furniture & Equipment (1.50,120)

1.25.500 Accounts Receivable [Clients
1.30.100 Lynch Schwab Investments
1,50, 100 Land & Buildings
1.50,120 Furniture & Equipment
= 2. Liability

[ Liabilities
2.10,100 941 Taxes Payable &) Funds
2.10.110 State Taxes Payable
2.10.120 CityfCounty Taxes Payable
2.10.130 Pension Payable
2.10.140 Health/Life Insurance Payable
2.10,150 Flexible Spending
2.20,100 Accounts Pavable

Digplay Options

Show Active Filter Accounts:

Show Inactive E Refresh Accounts |H|ght—CI|ck to Add/Edit/Delete Accounts |

» Onthe Tree View tab, right-click on the name of the type of account you
wish to add. For example: Right-click on Asset and then left-click on Add a

new Asset. . \
» Enter the Account Name and it

Account Number (if you are Add a new Asset Account

using account numbers in the T e

chart of accounts). Click the b [L2s100

down arrow in Subtotal and

select the appropriate subtotal Subtotal [Total Current Assets & Investments ©

for the account.
» Click OK. * cancel |

16



g@ And the new account is in the system.

Account Mame ~

[ Assets

- Hunkington Bank, Checking {1.10.100)
- Pekty Cash Accounk (1.10.105)

- Fifth Third Savings {1.10.110)

- Mational City €D #3456466 {1,20,100)
& Hunkington Bank C0 (1.2

- Lynch Schwab Investments {1,30,100)
- Land & Buildings {1.50.100)

- Furniture & Equipment (1.50.120)

{ciaLiab

ilities

» To add an income or an expense account on the tree, first click to select the
fund to which the account will be linked, and then right-click on either Income

Accounts or Expense Accounts.

&
E

13
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1.25.100 Huntington Bank CD

Detail |Ea\anca ” Tree View | Vendor/Payes | Files/Documents

a Chart of Accounts
Search
[Account Number = | Account Name:

[ 1. Asset
1.10.100  Huntington Bank Checking
1.10.105 Petty Cash Account
1.10,108 Fifth Third Money Market
1.10.110 Fifth Third Savings
1.20.100 National City CD #3456466
1.25.100 Huntington Bank CD

1.25.500 Accounts Receivable/Clients

1.30,100 Lynch Schwab Investments
1.50.100 Land & Buildings
150,120 Furniture & Equipment

[ 2. Liability
2.10.100 941 Taxes Payable
2,10.110 State Taxes Payable
2.10.120 CityfCounty Taxes Payable
2,10,130 Pension Payable
2.10.140  Health/Life Insurance Payable
2.10.150 Flexible Spending

Display Options

Show Active Filter Accounts:

Show Inactive [~

Refresh Accounts

R E

|Acmunt MName

Assets
Liabilities
= Funds
General Operating Fund (3.10,100)
Building Fund (3.20,100)
Education Building Fund {3.25.100)
= o

Income Add a Fund

Expense ‘ Add an Income account to Mission Fund

Memorial Fur

T Add an Expense account to Mission Fund
Eliott Achedi

Edit Mission Fund

Tiny Tots Pre
ASPCA Fund (3.60. 100)
. Net Fixed Asset Fund (3.90.100)

| Right-Click to Add/Edit/Delete Accounts

Add a Fund from the Chart of AccountsTree View

To add a new fund from the Tree View,

>
>

Click on the Tree View tab.

Right-click on the type of account to be

added. Here we clicked on Funds on the

Tree View.
Left-click on Add a new Fund.

Fill in the information and click OK.
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| 1.25.100 Huntington Bank CD

Detail |Ba|ance ” Tree View | Vendor /Payee || Files/Documents

|Ac.c0unt MName

Assets
Liabilities

r] Building Fund (3.20. 100)

¥] Education Building Fund (3.25.100)

¥] Mission Fund (3.30. 100)

¥] Memorial Fund (3.40. 100)

] Elliott Achedia Memorial Fund (3.40.120)
¥] Tiny Tots Preschool Fund (3. 50.100)

+] ASPCA Fund {3.60. 100)

- Met Fixed Asset Fund (3.90.100)

e O e O O O o B i
e




Here we have added

Add Account

the information for
the new fund and
have selected the
subtotal in which that
account/fund should
be included.

\| Subtotal |Total Fund Balances v

Add a new Fund Account

Fund Name Fall Festival Fund
AccountName  |Fall Festival Fund Balance

Account Number |3,27.100

l¢ OK Hx Cancell

Add the Income and Expense Accounts to the New Fund

» On the Tree View, find the new fund.
» Right-click on it and left-click on Add Income account for xxx Fund, with xxx
representing the name of the fund just added.

e Chart of Accounts E@
Search @ | 3.27.100 Fall Festival Fund Balance |
‘Amunt Number & | Account Mame N Detail | Balance || Tree View ‘ Vendar Payee | Files/Documents
3.27.100 Fall Festival Fund Balance L~ |Acr_ount Name
3.30.100 Mission Fund Balance Assets
3.40.100 Memorial Fund Balance Liabilities
3.40.120  Eliott Achedia Memarial Fund Balance = Funds
3.50.100 Tiny Tots Preschool Fund Balance B [ General Operating Fund (3. 10. 100)
3.60.100  ASPCA Fund Balance || [ Building Fund (3.20.100)
3.90.100  NetFixed AssetFund Balance 2 B e B g R (2 T
g Fall Festival Fund (3.27.
1Bl s o w oA Add 2 Fund
Mission Fi (3.30. 100
4.10.100 General Tithes & Offerings ElesacpEtdll )
210,125 L Offering 1 (3] Memorial Fund (3.40. 10( Add a Fund subledger to Fall Festival Fund
.10, oose ring Income : :

4.10.150 Spedial Holiday Giving [3] Elliott Achedia Memorial | Add an Income account to Fall Festival Fund

[+ Tiny Tots Preschool Fung
4.10.160 Thanksgiving Offering Income £ ASPCA Fund (3.60.100) Add an Expense account to Fall Festival Fund
4.10.175 Flower Income . Net Fixed Asset Fund (3 Delete Fall Festival Fund
410180 Love Offerings Edit Fall Festival Fund
4,10,200 Rental Income il

> Enter the information for the new income account as shown above and select

its appropriate subtotal.

» And the process is the same for the expense account. Repeat, choosing to add
an expense account to the fund.

Add an Account or Fund from the Menu Buttons
Accounts may also be added using the menu

buttons at the top of the screen.

» Click Manage Accounts
bar.
» Click Accounts +/-.

2 Transactions

e Manage Accounts

Subtotal

on the menu
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Add a Vendor

» Click Accounts Payable/Vendors.

' Reports/Export _ Special Functions ? Help  Windows

Accounts.Payablel | Fund === Income |
Yendo e >

To enter a new vendor

> Enter the name of the vendor | & setup chart of Account=

and click Add Account.

Accourts Payable/Vendors Number

2,20.100

[ Accounts Payable/Vendors
(=) Enter New Vendor (_) Choose from Membership

Click on a non-ledger account below to edit vendor/client info at right. {(optional)
|Delebe | Account Name
[C]  aBC Preschool Supply House
[]  alex's Plumbing
American Electric Power

ATET

I Yendor for Kersey Tea House

MHame/dba
kersey Tea House

Address
440 Wexton Rd

City

Galena .

_— ~ »On the left, click the Vendor/Payee tab and enter
([n] . . . .

oH 43021 the information for the vendor, including name and

Phone Phone 2 mailing address so you can use window format

envelopes.
Fax Ernail
‘wheb Address

Account Mumber

If the vendor exists in Membership as an individual record in People, and you would
like to bring over that information from the record.

» Select Choose from Membership.

» Start typing the name, or select the name from the drop down list.
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The system will pull the address, phone and email from the individual record and

display it on the right on the Vendor/Payee tab.

2.20.100

Accounts PayableVendors
() Enter New Vendor

() Choose from Membership

+ Add Account

Item Name

@ Setup Chartof Accounts i
Vendor for Bill Bell - IndivE 25-1 ;
Accounts PayableVendors Mumber Name/dba
Eill Bell

Jen L Arnold [=] fo at right. (optional)
Richard Arnold -
~
( Bill Bel B
Eric Bernard
[+
.

Address (Gray fields are updated in Membership)
6431 Elm Pike

City

Columbus
State  Zip

OH 43216

Phone
(223) 555-3745

Phone 2 Fax

Email
EBell@faux.com
Web Address

Account Mumber

v

I Chart of Accounts || Help | vendor Payee @

Other accounts are added in the same manner:

YV VVVV

Click Manage Accounts.
Click Accounts +/ -.

Click the button for the type of account you wish to add.

Key in the name of the account/fund and, if you are using account numbers in

your system, the account number.
Click Add.

e If you are adding a fund, you will need to remember to add its income

and expense line items.

e If you are adding an income or an expense account, you will first

select the fund to which they will be linked.

Here an income account was added to the Building Fund and was placed in its
appropriate subtotal.

eSetup Chart of Accounts [ol@ ][ =]
[~Main Income Accounts for [ Account Name |
Current Fund Assets
Building Fund Liabilities
(=) Funds
General Operating Fund (3.10.100)
-] Building Fund (3.20.100
Account Name DE) ngme { s )
Add Account
Santincone uilding Fund Contributions (4.20.100)
Account Number Subtotal echnology Income (4.20.110)
4.20.115 Total Building Fund Income Expense Accounts
Income Accounts for Building Fund [3] Education Building Fund (3.25.100)
| Delete [ Account Number + | Account Name - | Sub Accts | @ Mmor! de (G300
4.20.100 Building Fund Contributions N/A 3 Momopd Bd (590, 100)
@ la20:m0 T B E] [+] Elliott Achedia Memorial Fund (3.40.120)
.20, echnology Income
Y. [#] Tiny Tots Preschool Fund (3.50. 100)
- Net Fixed Asset Fund (3.90.100)
[Right-Click to Add/Eit/Delete Accounts |

l Chart of Accounts
| ride Hep |
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Deleting an Account

As long as an account has a zero beginning balance and no transactions posted to it in
the current year, it may be deleted from the Chart of Accounts.

If an account has had activity to it in the current year or has a beginning balance and
you no longer wish to use it, go to the Chart of Accounts and mark it Inactive. Delete it

when the New Year is opened.

Delete Accounts from the Tree View

> Click on the

@ Chart of Accounts

Search | 4.10.160 - Thanksgiving Offering Income

o =

EE ‘ 4.10.160 Thanksgiving Offering Income ‘

[Account Number = [ Account Name

T || [oewi Balance | Tree View | Vendor/Payes |[Fies/Documents

Manage

Accounts icon e
to open the s
Chart Of 4:10:200
Accounts, or B
click Manage e
Accounts on o

the menu bar

Thanksgiving Offering Income
Flower Income

Love Offerings

Rental Income

Wedding Income

Fund Raising Income
Interest - Checking & Saving
Interest on Investments
Other Miscellaneous Income
Building Fund Contributions

and then click the View button.
» Click on the Tree Tab to open it.
» Use the Search box to quickly find an account: begin typing the account name
or number and the system will find the accounts that include the word or

number you began typing.

> Click on the account to be deleted.

» Click on the Tree View tab on the right. The

account will be highlighted.

» Right-click on the account name and

“A:cuuntName |
% Specal Holiday Giing (3. 10. 150)

. Flower Income (4.10.175)
- Love Offerings (4.10. 180)
E| i+ Rental Income (4.10.200)

b+ Wedding Income (4.10.210)

i+ Fund Raising Income (4.10.215)

i Interest - Checking & Saving (+.10.275)
Interest on Investments (4, 10,300)

r—

(=[O ]k

4.10.160 Thanksgiving Offering Income |

Detail |Ba|ance ” Tree Yiew | vendar/Fayee || Files/Documents

Account Name | |

- Spedal Holiday Giving (4. 10, 150)
i iing g o (s 10150
- Flower Income (4. 10.175)
~ Love Offerings (4.10.150)
- Rental Income (4. 10.200)
- Wedding Income (4. 10.210)
Fund Raising Income (4. 10.215)
- Interest - Checking & Saving (4, 10,275)

[#] Interest on Investments (4. 10.300)

left-click on Delete xx with “xx”
representing the name of the
account.

If you do not have the option to delete

the account, it has transactions to it

and cannot be deleted.

Instead, on the Detail tab, mark it
Inactive so that it cannot be used.
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‘ 4.10.166 Easter Offering |
Detai | Balance || Tree VIE'A" Vendor [Payee || Files/Documents
|Attnunt MName | |
Assets [~
Liabilities
= Funds

2] General Operating Fund (3. 10. 100)

[=] Income Accounts

- General Tithes & Offerings (4. 10.100)

+ Loose Offering Income (4. 10.125)

- Spedal Holiday Giving (4. 10, 150) 1

[& Thanksgiving Offggias =

- Easter Offering

- Flower Income ()
Love Offerings (|

i Rental Income {4
Wedding Income

Delete Thanksgiving Offering Income

Edit Thanksgiving Offering Income

Add an Income account to General Operating Fund

Add an Income subledger to Thanksgiving Offering Income

++ Fund Raising Income (4. 10.215) [ _]



Delete Accounts Using Menu Buttons
Specific accounts can be deleted on the

™ Setup Chart of Accounts

screen that opens when you click the T S
menu button at the top of the screen for Current Fund:
that type Of account General Operating Fund
The system will indicate if an
For example, from the Portal screen, ot can be deleted. .
> CIICk Man a-ge ACCOUI’ltS. N/A means the account has I
> ClickAccounts + /- N " b ™ /
Ic € accoun ype utton. Exper [&bcwmg Fund:
In thls example We CI|Cked On @ ‘|Accnunt Murn. .. 4 |Accnunt Marne *+ |Suhnccts -
[ sa10.370 \Water i [
EX ense. 5.10.400 Grounds Maintenance (VTS =
» Inthe Curr_ent Fund box, select the O 504 braperty Insrance —
fund to which the account belongs. 0 si0410 Repais & Maintenance o [
» Find the account to be deleted and @ 510415 Custordan sLpplies ° &
click to place a check mark in the —
Delete column box for that account
» More than one account may be checked.
» Click Delete Selected Accounts and click Yes on the confirming message
screen.
Note:

An NA in the column left of the account number means that there are
transactions to that account and it cannot be deleted. Mark it Inactive on the
Detail tab so that it cannot be used for the remainder of the fiscal year. Delete
the account when you have opened the New Year.

If you wish to delete a fund, you must first delete its income and expense
accounts or connect them to a different fund.

Editing an Account
Accounts are easily edited from the Tree view on the Chart of Accounts.

>

>
>
>

Click the Manage Accounts icon to open the Chart of Accounts. You can also
click Manage Accounts on the menu bar and then click the View button.

Use the Search box to quickly find the account.

Click on the name of the account needed and click the Tree tab to open the
tree view.

The Tree tab opens and the account is highlighted.

- Chart of Accounts

iearch | Senil

Accou

=1

Account Murmber Account Mame L K

5.10,550

Senior Citizens
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» Right-click on the account
and click Edit “xx” with xx | [o ] & sl

representing the name of

the account - Balance || Tree Uiew| vendor [Payee || Files/Documents

> To edit the name, enter the | 2520 =

adjusted name in the

Account Name box. Edit Flowere Edit Senior Citizens

the account number by Buletins (5.10.510) T |_
Worship Supplies (5.10.620)

5.10.550 Senior Citizens |

a

Youth Add an Expense account to General Operating Fund

entering the new account Music Material (5. 10.650)
number. E L Smaciel Musiciane £5 10 san)

» If needed, click the down arrow in the Subtotal box and change the subtotal in
which this account belongs.

» Click OK.

In editing an account, you may,

1. Delete the account if it has had no activity to it and no beginning balance and
re-add it with a number that positions it correctly.

2. Re-name the account.

3. Re-number the account. When you renumber an account, the system carries
the account’s history from the old number to the new number.

4. Change the subtotal in which the account is included.

Change Account Number Structure
Consider backing up your data before using this feature.

You can accomplish these functions on the screen:
1) Sweeping or broad change to account numbers.
2) Change the structure of Account #s (length, decimals etc.)
3) Enable or disable using account #s.

You can change as many accounts as needed. You may not want to use the function
to change just a few accounts. The Change Account Number Structure function
typically is used when changing a lot of accounts.

You cannot edit or change account names.

Red accounts are conflicts and must be fixed before changes can be saved.

Under Special Functions at the top of the screen, click the Change Account Number
Structure button to access the screen. Before entering the screen, a message notifies
you that "While this screen, is open you will have exclusive access to editing accounts.

No one else will be able to make changes to accounts while you are in this screen."
After you see the message, click the OK button.
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Renumber Chart of Accounts

Search E| |XJ
Account Number Account Number = oo i B
BEFORE Renumbering AFTER Renumbering
[ 1. Asset 3
1.10.100 1,10,100 Huntington Bank Checking
1.10.105 1.10.105 Petty Cash Account
1.10.108 1.10.108 Fifth Third Money Market
1.10.110 1.10.110 Fifth Third Savings
1.20.100 1,20.100 National City CD #3456466
1.25.500 1.25.500 Accounts Receivable/Clients
1,30.100 1.30.100 Lynch Schwab Investments
1.50.100 1.50.100 Land & Buildings
1,50.120 1.50.120 Furniture & Equipment
(2 2. Liability
2.10.100 2.10.100 941 Taxes Payable
2.10.110 2.10.110 State Taxes Payable
2.10.120 2.10.120 City/County Taxes Payable
2.10.130 2.10.130 Pension Payable
2.10.140 2.10.140 Health/Life Insurance Payable m

If you wish to change the Account Number structure, or change whether you use
account numbers, click the Change Structure button. On the Account Number
Structure screen that appears, you can click to remove the vl checkmark next to the
Use Account Numbers? box to refrain from using account numbers in the Chart of
Accounts. Otherwise, place a check in the box and decide on a structure to use for the
account numbers to use in your Chart of Accounts. The default number structure is

# #it H#HiH

Renumber Chart of Accounts

To enter the structure of the account number you have decided to use, enter a #
(pound sign) to designate the place of a number / placeholder and a . (period) to
designate the place of a separator. Press OK to lock your changes.

Once you make changes to the structure, you might find that there are multiple account
numbers that AFTER renumbering them are the same. Any duplicate, or even blank
account numbers, will be highlighted in red. You can also adjust the list to show
duplicate or blank account numbers by clicking to place or remove a [l checkmark
in the box. Change the account numbers found in the Account Number AFTER
renumbering to the desired numbers. You can also locate each account individually
by clicking the Search box, typing a part of the name or number, and pressing the
Enter key.

When you are finished with your changes, apply them by clicking the Save button.
Then close the screen.
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Creating Subtotals

Subtotals make financial reports easy to read because they provide totals for
categories of accounts, such as Total Salaries, Total Office Administration, Total
Donation Income, to mention just a few. There’s lots of flexibility in using subtotals.
Any account can be in any subtotal and subtotals can easily be arranged in any order.

ﬁ Accounting (Jan - Dec 2013)
§® Transactions ‘e Manage Accounts ‘ ;;'; Budge

View

it

To get here:
— Portal screen
— Manage Accounts

of= | Subtotals s

Accounts
i — INCOHE

— =cad 100
Subtotal Py
— Subtotals e XD
\ NSE
208
D =
€58 Subtotals oo
Total Fund Balances Subtotal Details
The Subtotals screen opens.
ubtotal Name
| Accounts/subtotals Total Fund Balances
B Total Assets
= Total Lizbities Display as Header

Header Text

B Total Income: Fund Balances

= Total Expenses

Drag items or use move button to rearrange subtotals

== Add New subtotal Show Accounts

Church Windows comes with 5 pre-set subtotals:
e Total Assets

Total Liabilities

Total Fund Balances

Total Income

Total Expenses

All other subtotals will be within these 5. So if we want to add the subtotal Total Fixed
Assets, it will be a subtotal within the Total Assets subtotal. On the Subtotals screen,

a Plus (+) in front of a subtotal indicates that it has one or more subtotals
underneath/within it.

Add a Subtotal

> Begin by clicking to highlight the subtotal under | = Add New Subtotal
which your new subtotal will be listed. For this
example, click Total Assets.

» Click Add New Subtotal in the bottom left corner of the screen.

» On the Subtotal Details screen on the right, key in the subtotal name.
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» If you would like a header, click to place a check mark in the Display as

Header
bOX and ﬁ} Subtotals E
Total Subtotal Details

enter In
Collapse All
Subtotal Name

th e | AccountsSubtotals | Total Long Term Svgs & Investments

header 1w Total Assets Iil

M = * Total Current Assets & Investments Display as Header
yOU WISh - Total Fixed Assets Header Text
to use. --wp Total Long Term Svgs & Investments Long Term Savings & Investments|
[} w Total Liabilties
- wp Total Payroll Liabilities
- wp Total Current Liabiites
- wp Total Long Term Liabilites
- wp Total Fund Balances
=+ ® Total Income
- wp Total General Fund Income
- wp Total Building Fund Income
. wp Total Mission Fund Income
- wp Total Memarial Fund Income
W Total Other Fund Income

[<I 0 |

Drag items or use move button to rearrange subtotals

Move 'Total Long Term Svgs _Investments' To

Total Current Assets & Investments

Move Subtotal |

> The |+ Add New Subtotal | |— Delete Subtotal ‘ | Show Accounts |
system

automatically saves the entries. If something is wrong with the subtotal, you can
click to edit it or delete it and re-add it correctly.

= Total Income
o Total Expenses

> To move accounts into a
subtotal, click Show Accounts
at the bottom of the screen.

‘ Drag items or use move button to rearrange subtotals + ‘

+ Add MNew Subtotal — Show Accounts

» Click the Plus (+) beside the specific account type to see the accounts listed in
that category of accounts.

@Subtotals
) 150,100 - Land & Buildings
If any accounts are not included [ Epma || colapse Al | [Tiese accolints are
in a subtotal, they will be listed [Accouis ubtotal ;
below the main subtotal and CF _Total Assets [~]

+[E] Furniture & Equipment (1.50.120)

before the first subtotal, as in this
screenshot.

i--[E] Land & Buildings (1.50.100)
. Total Current Assets & Investments

: Accounts Receivable/Clients (1.25.500)

Fifth Third Money Market (1, 10, 108)

Fifth Third Savings (1.10,110)

Huntington Bank Chedking (1.10.100)

Lynch Schwab Investments (1.30.100)

National City CD #3456466 {1.20.100)

Petty Cash Account (1. 10.105)

.. Total Fixed Assets -

In our example, we are going to
move these two accounts into
our new subtotal.
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There are two ways to move accounts into a subtotal:

» Left-click on the account and drag it to a
subtotal. Drag it so that the account is on top
of the subtotal under which it belongs. When

EBX

you let go of the mouse, the account will have

Select the account to

moved to the subtotal.

highlight it. Tthen click
the down-arrow to
select the name of the

» Oryou can click on an account to highlight
it, and, on the right, click the drop down
arrow to select the subtotal to which that
account belongs. Then click Move Account.

Total Assets

appropriate subtotal.

Move ‘Fifth Third Money Mark

Edit a Subtotal

| Subtotal |
Total Assets
Total Fixed Assets

Total Long Term Svgs & Investments

To edit the name of a subtotal, click to highlight it and on the right side key the
corrected name into the Subtotal Name box.

We edit our first subtotal so it reads Total Current Assets.

» Click on the subtotal on the left side of the screen and then on the right side,

edit the title.

{E} Subtotals

Total Current Assets & Investments

| Expand All || Callapse Al

=N EoR =

Subtotal Details

Subtotal Name

| Accounts/Subtotals

Total Current Assets

Eh-wp Total Assets

. [E] Furniture & Equipment (1.50.120)

Land & Buildings (1.50.100)

[} W Total Current Assets & Investments

- Accounts Receivable/Clients (1.25.500)
Fifth Third Money Market (1. 10. 10&)
[E] Fifth Third Savings (1.10,110)

Arrange the Subtotal Order

Display as Header

Header Text
Current Assets

Move 'Total Current Assets Investments' To

Subtotals may be put in any order for reports.

> |If still on the Subtotal
screen, to make things
easier to see, click
Hide Accounts so that
all you see are the
subtotals.

[-wp Total Worship Expenses

* Total Qutreach Expenses

E}# Total Rental Property Expenses

i 1-[E] rental Electric (5.10.900)

-[=] Rental Gas (5.10.910) |
:-[E] Rental Repairs (5. 10.920)

| Drag items or use move button to rearrange subtotals

w

=} Add New Subtotal —_

Hide Accounts
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» Highlight a subtotal and use the Order Buttons on the right to change its
position.

{5‘5 Subtotals

Total Fixed Assets Highlight the subtotal to Subtotal Details
| Expand all || Collapse Al be moved.

| Accounts/Subtotals | |

=+ wp Total Assets m
* Total Current Assets & Investments E‘ Display as Header
.. Total Fixed Assets / Header Text

Subtotal Name
Total Fixed Assets

. wp Total Long Term Svgs & Investments |Fied Assets
1= Total Lizbilties = E
* Total Payroll Liabilities — -
Mc

- W Total Current Liabilites
o Total Long Term Lisbiites Use these buttons to change |

o Total Fund Balances T¢ the position in the list.
Ehop Total Income \\
.. wp Total General Fund Income | Move Subtotal

..mp Total Building Fund Income

o~ B

If you converted to Accounting from the Church Windows Financial module, the

subtotals existing in your existing Chart of Accounts carried into the new
version. You may change those as needed.

Delete a Subtotal

» Move all the accounts out of the subtotal using the click and drag or Move
account function as described earlier. Put them under the main subtotal for the

type of account, as in Total Income. Or move them into the new subtotal in
which you want them.

» Click to highlight the subtotal to be deleted.

» Click Delete Subtotal.

Let’'s view the subtotals for our assets on the Balance Sheet.

To get here:

— On the Portal screen, click Reports/Export on the menu bar.
— Financial

— Balance Sheet

» Alternately, click the Report icon in the middle of the screen. The Multiple
Reports screen opens.

» Inthe Available Reports box, click on the report needed — in this case we
select The Balance Sheet.

» Click the right facing arrow to send the report to the Selected Reports box, as

shown in this screen shot.
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[™ Multiple Reports =N e
Available Reports Selected Reports
Fund Activity Report 7 | Balance Sheet |
Treasurers Report i
Check Register
Deposit Slip E
General Ledger .
Transaction Journal 3
Accounts Payable
List Chart of Accounts
Summary of Cash Activity
Trial Balance |
Accounts Receivable |
Budget Report w
- CtnlShift wil alow mult-select in lsts -
Saved Report Groups @
I e Next I [ K cancel J
» Click Next
» Click Print.
41st Church of Anytown - Columbus OH
Balance Sheet as of January 31,2015
Pagelof2
‘Accournt # Account Name Beginning YTD Balance
i Balance
i Assets
{Current Assets
11.10.100 Huntington Bank Checking 13123291 12062122
i1.10.105 Petty Cash Accowt 100.00 100.00
:1.10.108 Fifth Third Money Market 0.00 0.00
:1.10.110 Fifth Third Savings 2038063 29.38065
:1.23.500 Accounts Receivable/Clients 0.00 0.00
| Total Current Assets & Investments $160,71356 $150,10187
‘Fixed Assets
11.50.100 Land & Buildings 1.200,000.00 1,200,000.00
:1.50.120 Fumiture & Equipment 300.00000 300,000.00
Total Fixed Assets $1,500,000.00 $1,500,000.00
‘Long Term Savings & Investments
:1.20.100 National City CD 23436466 6299558 62,99558
i1.30.100 Lynch Schwab Investments 59927 6,30532
3 Total Long Term Savings & Investements $68,98833 $69,301.10
Total Assets $1,729,70189 $1,719.,40297
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Using Sub Funds & Sub Accounts

A fund may be divided into categories called Sub Funds. For example, the Building
Renovation Fund may be sub-divided into the Church Repair & Renovation Fund and
the Parsonage Repair Renovation Fund.

Each sub fund would have its own linked income and expenses.
The total of the balances of the sub funds would be the balance that shows in

the main/parent fund. No activity occurs in/to the main/parent fund and the
parent fund has no income or expense accounts associated with it.

Adding a Fund with Sub Funds

To get here:

— Portal screen

3] Budgets

— Manage Accounts
— Accounts +/-

@ Transactions a Manage Accounts

Subtotals Bescem ™ !

IHCOHE

wod
oM
e

Liability

— Fund

Fund '-‘ =
GENERAY
AT A%y

» We are going to add the Building Renovation Fund and its sub funds, so we

click the Fund button.

Note: You can also add funds on the Tree View tab of the Chart of Accounts.

The Setup Chart of Accounts screen opens.

Add the main/parent fund first.

» Enter the fund name and
click in the Fund Balance
Account Name box to bring
the name of the fund balance
account there. If using
account numbers, add the
account number forits # 3
fund balance account.

In our example, we add
Building Renovation Fund
with 3.25.200 as its fund
balance account.

a Setup Chart of Accounts

[~ Setting up Main Funds
Fund Name

Building Renovation Fund

Fund Balance Account Name

Account Number
3.25.200

Building Renovation Fund Balance

Subtotal
‘otal Fund Balances|

o

Existing Funds

[Select ] Fund Name

I AccountN... « I Balance Account... ] Sub Funds :

Building Fund

[E Education Building Fund
[E Mission Fund

[E Memorial Fund

Elliott Achedia Memor...
— o

General Operating Fund 3.10.100

General Operating Fu... N/A
Building Fund Balance N/A

3.20.100

3.25.100 Education Building Fu...
3.30.100 Mission Fund Balance
3.40.100 Memorial Fund Balance 5 D
3.40.120

Elliott Achedia Memori...

e

=
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» Click to place the fund in the appropriate Subtotal.

> Click Add Account.

Account Number:

At the bottom of the screen,
Existing Funds:

|
\

we see all our funds including

the new one we have added. |5elect | Fund Mame AccountM... = | Balance Account... = | Sub Funds z
General Operating Fund 3. 10,100 General Operating Fu...
Building Fund 3.20.100 Building Fund Balance |
Education Building Fund  3.25. 100 Education Building Fu... 1
+|:| Building Renovation F... 3.25.200 Building Renovation F...
Mission Fund 3.30.100 Mission Fund Balance |
Memorial Fund 3.40. 100 Memorial Fund Balance 5 E| =

There is a column for Sub funds.

[ )

e A number in the column, such as 2,
parent fund has.

[ ]

A zero in the column means that the fund has no sub funds.

shows the number of sub funds the

A N/A in the column means that the fund already has income and expense

accounts linked to it. You cannot add sub funds to a fund that has income
and expense accounts linked to it or transactions associated with it.

Add the Sub Funds
> Click the box with 3 dots initin

the Sub Funds column by the fund

Fund Balance Account Name:

Account Number:

just created.

Now the Sub Fund(s) for the new parent fund
can be added.

In this example, the screen tells us we are
adding new sub funds for the Building
Renovation Fund.

» Enter the name of the sub fund, click
in the Sub Fund Balance Name box
to bring the name into that box and
enter the number of the # 3 fund
balance account (if using numbers)
for this sub fund.
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Existing Funds: I
|Seler_t | Fund Name AccountM... < | Balance Account... = | Sub Funds
General Operating Fund 3.10.100 General Operating Fu... NJA
Building Fund 3.20,100 Building Fund Balance A
Education Building Fund  3.25.100 Education Building Fu. .. _
[[] Building Renovation F... 3.25.200 Building Renovation F... 0 E‘
Mission Fund 3.30.100 Mission Fund Balance
Memorial Fund 3.40.100 Memorial Fund Balance 5 [=) 7
— —
Q Setup Chart of Accounts
—Setting up Sub Funds for Building R ion Fund %=
Sub Fund Name
Sub Fund Balance Name
Account Number

Sub Funds for Building Renovation Fund

\ Select ‘ Fund Name Account Number 4 | Balance AccountName =




In our example, we add Church
Repair & Renovation Fund and
its number — 3.25.205.

Click Add Account and we see
the sub fund.

[ Setting up Sub Funds for Buildi

Sub Fund Name:

Sub Fund Balance Name:

Account Number

+ Add Account

Sub Funds for Building Renovation Fund:

|Select | Fund Mame

Account Number & | Balance Account Name &

Add the other sub fund with its fund balance account.

[]  church Repair & Renovation  3.25.205

Here's our
first sub fund
listed.

Church Repair & Renovatio...

Parsonage Repair & Renovation Fund and its # 3 account — 3.25.210.

Click Add Account.

When all the sub funds have
been added, click Finished with
Sub Ledger for XXX fund
balance’, with XXX representing
the name of the parent fund you
added.

& Setup Chart of Accounts

[~Setting up Sub Funds for

Sub Fund Name

Parsonage Repair & Renovation Fund

Sub Fund Balance Name

Account Number
3.25.210]

Parsonage Repair & Renovation Fund Balance

Sub Funds for Building Renovation Fund

|Select I Fund Name

Account Number

Balance AccountName =

[[J church Repair &Renovatio... 3.25.205

church Repair & Renovatio...

« Finished with Sub Ledgers for Building Renovation Fund Balance

& Setup Chart of Accounts EE=]
And the setup screen shows e =
Fund Name: Assets -
that the fund has sub funds. R The Tree View
) Funds shows the parent
: . Fund Balance Account Name: GeneralOperaty  1UNd andits sub
> Click to close the Settlng Inthe Sub Funds BuildingFmd(s.
: : column, we see the EEEITIEL L g
up Main Funds screen. _—— number of sub BE )
funds we added. i+ Church Repair Fund (3.25.205)
Existing Funds: arsonage Repair & Renovation Fund (3.25.210)
[select [ Fund Name AccountNu... | Balance Account Namd || sub Funds :‘5“’“;:" ;3( 33° 4:"1‘::0)
o 0.
General OperatingFund 310,100 General peratingFun NA) | i E"::medri‘a e
Bulidlng. Fund . 3.20.100 Bulldlng. Fund E.alance E = e
Education Building Fund ~ 3.25.100 Education Building Fund... N/A Tiny Tots Operations Fund (3.50.110)
Building Renovation Fund  3.25.200 Buiding Renovation Fun... 2 [ {. Net Fixed Asset Fund (3.50.100)
Mission Fund 3.30.100 Mission Fund Balance N/A
Memorial Fund 3.40.100 Memorial Fund Balance 5 [

Right-Click to Add/Edit/Delete Accounts Print |

Chart of Accounts [ Help]
) Hide Help
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Note:

Once sub funds are set up, they are treated as a ‘unit.” For example, if setting
up a Custom Group for reports, the sub funds cannot be split apart. If you will
want to report on the funds separately, consider using subtotals rather than sub
funds.

Once funds are made into sub funds, they themselves cannot have sub funds.

Adding Income Accounts to a Sub Fund

>

Income

Since we are in the Accounts +/- function, click the
Income button to add the income accounts for these two

sub funds. | |

Note: Income accounts can also be added to a fund from the Tree View in the
Chart of Accounts.

R o
Current Fund box and click on Setup Chart of Accounts
the pal’ent fund Main Income Accounts for

Current Fund

General Operating Fund

We click on the Building Fundiiame

General Operating Fund

Renovation Fund. Buikding Fund

ACCOUN Edycation Building Fund

Mission Fund + Add Account

Met Fized Assets
Accou Building Renovation Fund

Click on the first sub fund. & Setup Chart of Accounts

~Income Accounts for
Current Fund
Building Renovation Fund v

Sub Funds |Church Repair & Renovation Fund E]

————{ FundName i
Account Name Church Repair & Renovation Fund

Parsonage Repair & Renovation Fund

Add the income account and, | & setup Chart of Accounts

if using account numbers, its ~Income Accounts for

number and then click Add Ll v _

ACCO u nt Building Renovation Fund |:J

Continue.adding income Sub Funds | Church Repair & Renovation Fund Ej

accounts to the sub fund as Account Name

yOU need . Church Repair & Renovation Income

When finished adding income Aooount Nurber At .
. . 4.25. tal v

accounts to this fund, click to o neeme

C|Ose the Setu p Chal’t Of Income Accounts for Church Repair Renovation Fund

ACCO unts screen for income [Delehe lAccount Number 4 | Account Name - l

accounts.
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Adding Expense Accounts to a Sub Fund

Click the Expense button under
function.

Click on the parent fund and then on the appropriate sub

fund.

Again, add the expense
account for the fund and its
number and then click Add
Account.

Continue adding more
expense accounts for the sub
fund as needed.

When finished adding
expense accounts to this fund,
click to close the Setup Chart
of Accounts screen for
expense accounts.

the Accounts +/-

-
e Setup Chart of Accounts

[~ Expense Accounts for

Current Fund

Building Renovation Fund [

Sub Funds |Church Repair & Renovation Fund E}
Account Name e

Church Repair & Renovation Expense ‘ == Add Account

Account Number Subtotal

5.25.205 Total Expenses v

Expense Accounts for Church Repair Renovation Fund

|Delebe l Account Number 4 | Account Name

N

Let’'s view the setup of the fund, its sub funds and their sub accounts.

» Click Manage Accounts and View. Click on the Tree View tab and click the

>

Plus (+) sign next to the funds.
Click the Plus (+) sign beside
the parent fund and each sub
fund. Then click the Plus (+)
sign beside the words Income
Accounts and Expense
Accounts.

And on the right on the Tree
View tab, we see the tree for the
parent fund — the Building
Renovation Fund - and its sub
funds and their income and
expense accounts.

Note:

You can also add funds and sub
funds from the Tree View in the
Chart of Accounts.

Once accounts are made into

Tree View | Vendor/Payee | FilesfDocuments™

| Account Mame

Assets

Liabilities
E| Funds
General Operating Fund (3. 10, 100)
Education Building Fund (3.25.100)
[ij Building Renovation Fund (3. 25.200)
E| Church Repair & Renovation Fund (3.25.205)
E| Income Accounts
. L church Repair & Renovation Income (4.25.205)
E| Expense Accounts
: L. Church Repair & Renovation Expense (5.25.205)
é Parsonage Repair & Renovation Fund (3,25, 210)
B Income Accounts
Parsonage Repair & Renovation Fund (4. 25,210)
E Expense Accounts
Parsonage Repair& Renovation Expense (5.25,210)
[#] Mission Fund (3.30.100)
Memerial Fund (3.40.100)
Tiny Tots Preschool Fund (3.50.100)
ASPCA Fund (3.50.100)

| Right-Click to Add/Edit/Delete Accounts

sub accounts, they themselves cannot have sub accounts.
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Adding Sub Accounts for Income/Expense Accounts

Expense accounts and income accounts may have sub accounts in order to provide
greater detail on income and expenses.

Sub accounts can be added by going to Manage Accounts, Accounts +/-, and
Income or Expense. They can also be added from the Tree View on the Chart of
Accounts. We will go to the Chart of Accounts.

» From the Portal click Manage Accounts, the large icon in the middle of the
screen. You can also click Manage Accounts and View at the top.

We will add sub accounts to an expense line item, which will make that account a
‘parent’ account. If you have an existing account to which you want to add sub
accounts, the parent account cannot have any transactions posted to it. Our account
has no transactions to it.

To find the account, you can:
e Begin typing the name or number in the Search box. The system will narrow
the accounts down to those matching what you key in so that you can click on
the correct account.

e Use the Scroll bar to scroll and find the account.

o Click the Collapse All button at the bottom of the screen. Then, click the Plus
(+) beside the type of account you need and scroll to find the account.

In our example, we clicked in

Chart of Accounts
the Search box and began =

typing Property Insurance. To Search prop| -
select the account, we can [ Accou Account = Account Name
click on the account or press B1

the Enter key on our keyboard.

Our account, Property Insurance, is highlighted.

e Chart of Accounts EI@
Search | 5.10.405 - Property Insurance @ | 5.10.405 Property Insurance |
|Account Number « | Account Name - | - Balance | Tree View | VendorPayee | Files/Documents
Property Insurance -~ |Acc0unt Mame | |

5.10.410  Repairs & Maintenance - Water (5. 10.370)
5.10.415 Custodian Supplies - Grounds Maintenance (5. 10.400)
5,10.450 Office Expense g Property Insurance (5.10.405)

- Repairs & Maintenance (5.10.410)
- Custodian Supplies (5.10.415)

- Office Expense (5. 10.450)

- Copy Machine (5. 10.455)

5.10.455 Copy Machine

5.10.450 Postage

5.10.455 Paper

5.10.470 Continuing Ed/Conferences
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We want to create two sub accounts: one for the church insurance and one for the

parsonage insurance.

» Click on the right side, on the Tree View tab. The Property Insurance account

should be highlighted.

» Right-click on the

(=] OS]

account on the |

i10.405 Property Insurance ‘

Tree View.
> If that account has

Vendor fPayee || Files/Documents

|Account MName

no transactions
posted to it, then
you will be able to
left-click on Add
an Expense sub
ledger to
Property
Insurance.

> Enter the account name and
number, if using account
numbers, and click OK.

- Grounds Maintenan®
§ Property Insurang
- Repairs & Mainten
- Custodian Supplie
- Office Expense (5
- Copy Machine (5.
- Postage (5. 10,461,
- Paper (5.10.455)
- Continuina EdfConferences (5. 10,470}

|
5. 10,400)

1d an Expense account to General Operating Fund

Add an Expense subledger to Property Insurance

ol

Delete Property Insurance
Edit Property Insurance

a Add Account
Add a new Expense Sub Ledger Account to Property Insurance
Account Mame | Church Building Insurance
Account Mumber |5.10,407]
|_¢ Ok | | M cancel |

» To add a second sub account, right-click again on the parent account and left-
click on Add an Expense sub ledger to XXX account - with XXX representing

the name of your account.

We add Parsonage Insurance — 5.10.409.
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» Clicking on the Tree View, we

should then see that our

parent account — 5.10.405
Property Insurance has a

Minus (-) beside it, and

underneath and indented, are

listed the two new sub
accounts.

> On the left side of the
screen, we can also see
the sub accounts.

Note:

[= & |ws)
| 5.10.40% Parsonage Insurance |
Detail || Balance || Tree View | vendor/Payee || Files/Documents
|.-'-\ccount MName | |
- Water (5.10.370)

- Grounds Maintenance (5.10.400)
[=] Property Insurance (5.10.405)
Church Building Insurance (5. 10.407)
- Repairs & Maintenance (5. 10.410)
- Custodian Supplies (5.10.415)
- Office Expense (5.10.450)
- Copy Machine (5.10.455)
- Postage (5.10.460) E
- Paper (5.10.465)

a Chart of Accounts

Search |5.10.405 - Property Insurance
|Account MNumber & | Account Mame a |~
5.10.370 Water
5.10.400 Grounds Maintenance
= 5.10.405 Property Insurance
Account Mumber & | Account Mame =
5, 10,407 Church Building Insurance
5. 10,409 Parsonage Insurance

e Sub funds and sub accounts may also be added when using the wizard to add
funds or the income and expense accounts to the funds.

¢ Once transactions have occurred to an account, or once an account has a
balance, it cannot have sub accounts added to it. However, if it has a balance, it
can be added to a ledger as a sub account.

o Once sub accounts are set up, they are treated as a ‘unit’ — for example, if
setting up a Custom Group for reports, the sub accounts cannot be split apart. If
you will want to report on them separately, consider using subtotals rather than

sub accounts.

For more information, see Adding/Editing/Deleting an Account in this workbook or see
Account Management Subsequent to Setup in the HELP system’s Accounting

manual.

Create a Parent Fund or Account from an Existing One

A chart of accounts evolves over time. It is created and used and then has changes
made to it. That is a normal process. We currently have a Tiny Tots Preschool Fund —
# 3.50.100. It has income and expense accounts linked to it and transactions posted to

it.
We want this:

4.50.100 - Tiny Tots Preschool Funds (parent account)
3.50.105 — Tiny Tots Preschool Grant Fund (sub fund)
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3.50.110 — Tiny Tots Operating Fund (sub fund)

We cannot take an existing fund or account that has a beginning balance and/or
transactions posted to that account and make it a parent. Parent accounts by their
nature may have no transactions affecting them and no income or expense line items
associated with them. Their sole purpose is to reflect the total amount of money in their
sub funds. But we can rename the existing fund and make it one of our sub funds,
create 2 new funds: one for the parent fund and one for the second sub fund, and re-
link the income and expense accounts to the appropriate fund. Then we make the two
funds sub funds.

Sound complicated? It isn’t. Just follow the sequence listed here.

Step 1: Rename and renumber the existing account because we want to use that
number as the number for the new parent account.

Our parent account is Tiny Tots Preschool Fund. We will edit the name to be Tiny Tots
Operating Fund with the account number 3.50.110. This way all of the amounts and
accounts are associated with the new number 3.50.110, freeing up account 3.50.100 to
be the number for the parent fund.

» Click on Manage Accounts and View.

» Onthe Tree View tab, right-click on the highlighted fund — 3.50.100 - and left-
click on Edit XXX (the name of the fund). Change the name to the new sub fund
name. Here we have changed it to Tiny Tots Operating Fund.

Click in the Account Name box and change the name of the # 3 account as
well.

> Edit the Account Number so

Edit Account

that it can be one of the sub

fU n dS ] Edit Account Tiny Tots Preschool Fund Balance
Fund Name Tiny Tots Operating Fund
In this example, | rename it AccountName | Tiny Tots OperatingFund Balance
Tiny Tots Operating Fund and | || accountnumber (3.50.110
change its account number to Subtotal [Total Fund Balances ©
3.50.110.
[ _ox ][ concel |
» The fund can be added to a
subtotal but this is not the

parent account, so | leave it alone.
» Click OK to verify the change.

Step 2: Add the new funds
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Still on the Tree View tab, we will
add the other funds: one will be our
parent fund and one another sub

fund. m Balance || Tree View | Vendor Payee | Files /Docnment<*
Account Name Right-click on the waord
> Right click the Fund button. Funds.
g ; Assets Left-click on Add a new
> Left click on Add a new Liahilities
Fund. [ Funds |
General Add a new Fund |
Education Building Fund (3.25.100)
Building Renovation Fund (3. 25.200)
f Add Account - )
» Add the account that will be Add 2 new Fand Aocalrt
the arent aCCOUnt. Fund Name Tiny Tots Preschool Funds
. AccountName Tiny Tots Preschool Funds Balance
We add Tiny Tots Preschool A G
Funds - # 3.50.100. Subtotal [Total Fund Balances ~
> Click OK. r‘/ OK Hx Cancel | \
f Add Account = \
» Now follow the same process Add a new Fund Account
again to add the fund that will
Fund Name Tiny Tots Preschool Grant Fund
be the second sub fund.
AccountName | Tiny Tots Preschool Grant Fund Balance
i Account Number |3,50.105
We add Tiny Tots Preschool T S rrr— g
Grant Fund, # 3.50.105.
[" OK Hx Cancel I |

(=8 =)

1.10.100 Huntington Bank Checking

Step 3: Re-link the existing income and expense accounts to their proper fund
Re-link the income and expense accounts currently linked to Tiny Tots Operating Fund
to the Tiny Tots Preschool Grant Fund — 3.50.105

» Click Manage Accounts and View.
To re-link an account to a new fund, in the grid on the left, click on each existing

income and each existing expense account and on the Detail tab, link it to the
appropriate fund.
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§ Chart of Accounts E=SEER=

Search | 4.50.105 - Preschool Grant Income [ ‘ 4.50.105 Preschool Grant Income ‘
|Accaunt Number = | Account Name - ‘ ‘ Detail || Balance || Tree View | Vendor/Payes || Files/Documents
4,40.405  Hand Bells Income

4.50.100 Preschool Tuition
4.50.105
4.60.100

gechool Grant Income

We will re-link our existing income
account for the grant to the new Tiny
Tots Preschool Grant Fund and the

Preschool Tuition income account to
the Tiny Tots Operating Fund.

N4

Tiny Tots Preschool Fund

(3 5. Expense
5.10.100
5.10.150 Assoc Minister Salary Mge

510,130 Supply Pastor
5.10,200 Music Director Salary & Benefits
5.10.201 Musician Salaries
5.10.230 Christian Ed Director & Benefits
5.10.250 Church Administrator Salary & Benefits
5.10.270  Financial Secretary Salary & Benefits
5.10.27% Financial Secretary Pension
5.10.280  Admin Secretary/Receptionist & Benefits
5.10.300 Custodian Salary & Benefits
5.10.310 Youth Department Salaries & Benefits
5.10.345 Church Portion of FICA Medicare

Be

Net Fixed Asset Fund

Parsonage Repair & Renovation Fund
School Renovation Fund

Timothy Angline Memorial Fund

(Tiny Tots Grant Fund

Tiny Tots Operating Fund

Tiny Tots Preschool Fund

<[]

Display Options

: Callapse Al
Show Acive  Fiter Accounts:
Show Inactive Bl e

Note: If transactions have been done in the current year to the income and expense
line items, re-linking them will automatically move the existing income or expense
transaction to the new fund.

» Re-link any expense accounts that already exist to the appropriate fund. Follow
the same directions used in re-linking the income accounts.

Step 4: Create any new income or expense account(s) that are needed
We need to add an expense account for the Tiny Tots Grant Fund.

» Click Manage Accounts,

ACCOUHtS +/_, and eSetupChartofAccounts

—Main Ex Accounts for
Expense. Select each bt ) Fund |
fund and add in the Tiny Tots Preschool Grant Fund - v
needed expense [ Account )

account(s). Key in the /. name
Account Name:
account name and /AE‘

. Tiny Tots Grant Expense
number and click Add R
Account. Add as many 550110 s, Accountnumber '
aCCOUH'[S as are needed- Expense Accounts for Tiny Tots Preschool Grant Fund:
[Delete IAccount Number « I Account Name 4 | Sub Accts

When finished we can view the structure of these funds on the Tree View tab.
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> Click Manage Accounts, | 3.50.100 Tiny Tots Preschool Fund Balance Account

View. Detail || Balance || Tree View | Vendor /Payes ’m
» Click on the Tree View tab and |[Account Name
scroll to find the funds. Click Assets ~

the Plus (+) signs to open the Liabilities e il becorme our
list of funds and then click on ~ |&1""*

G Genersloper  parent fund. It has no
+
any Plus (+)s under the funds B sdueatonBul income oF expenses or a
until we see all the funds and (2] Buiding Reno balance.

accounts we have that deal (] Mission Fund |

with the Tiny Tots Preschool. (2] Memorial Fund (3.40. g8

& Tiny Tots Preschool Fur nd (3.50.100)

[] Tiny Tots Grant Fund (3.50. 105

E| Income Accounts L.
. Preschool Grant Income {4.50,105) Th|5 IS the

= Tiny Tots erahng Fund 3.50.120) | first sub fund.

E| Inoom

: Preschool Tt 50, 100)

g Bxpense At This is the second

i Preschool |
- Easter (3.50.9 SUb fund

[+) ASPCA Fund (3.50.100)

i Bianl Fmamtinae Coand 73 70 AAch b

Step 5: Move the two funds into a sub ledger under the (new) parent account
Our parent account is Tiny Tots Preschool Funds - # 3.50.100.

» On the Chart of Accounts screen, on the left side of the screen, scroll to the #
3 fund balance accounts and click on a fund that is to become a sub fund.

» On the Detail tab, click Add to Ledger. In the Main Ledger box, click the drop
down arrow and select the name of the original fund that is the parent fund.

» Click on the grid side of the screen with the left mouse, and the new fund will
flip and become a sub fund. Do the same with any other fund.
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a Chart of Accounts

search s.o.10-rrescw 2. Click the Add to Ledger | [V
button. T
525200 sk 9. Click the drop-down arrow in B
330100 Mist the Main Ledger box.
3.40.100  Mem
3.50.100 Tiny Tots Preschool Fund Balance

3,50.105 Tiny Tots Grant Fund Balance

3.50.110 Tin{gggts Operating Fund Balance
3.50.999 Eas

1. Click on the #3 fund balance
account for the fund that is to be

[E=S[H (==

‘ 3.50.105 Tiny Tots Grant Fund Balance

Detail | Balance || Tree View | Vendor/Payes || Files/Documents

D Inactive
Main Ledger
[

Building Renovation Fund Balance
Memorial Fund Balance
Tiny Tots Preschool Fund Balance

\

= moved into the sub ledger.
4. Click on the name of the parent account
410150  Special Holiday Giving and then click somewhere on the left side
410,160  Thanksgiving Offering Tncome of the screen. The fund will now show as
410,166  Easter Offering a sub ledger.
4.10.175 Flower Income
4.10.180 Lave Offerinas
Dizplzay Options
Show Active Filter Accounts:
Show Inactive @
We see the parent fund and its 3.25.100 Education Building Fund Balance
sub funds 3.30.100 Mission Fund Balance
. 7 Parentfund.
# 3.40.100 Memorial Fund Balance
3.40.120 Elliott Achedia Memorial Fund Bala
= 3.50.100 Tiny Tots Preschool Funds Balance

Account Number ~

Account Name

3.90.100

3.50.105

50.110

Tiny Tots Preschool Grant Fund Balance

: Tiny Tots Operating Fund Balance

Net Fixed Asset Fund Balance

Two sub
funds.

Step 6: Transfer the beginning balance into the new fund
The parent fund itself doesn’t have a beginning balance: the balance exists in the sub
funds. The existing balance is in the fund that was renamed. Our money was sitting in
the fund that we renamed Tiny Tots Preschool Operating Fund.

» Use the Transfer function to move money from the # 3 fund balance account of
the original fund into the # 3 fund balance account for the new fund. You could

also use a Journal entry to debit the existing fund balance account and credit

the new fund balance account. In this example, the money would be divided
appropriately between the Tiny Tots Operating Fund Balance and the Tiny Tots

Preschool Grant Fund Balance.
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@ Enter Transfers EIIEI

Date Occurred E ;_,‘-‘ Recurring Transactions
11f15/2021 il
42 Show Running Ealance

From Account To Account
3.50.110 - Tiny Tots Operating Fund Balance E 3.50.105 - Tiny Tots Grant Fund Balance E
Amount Payment Method Chedk or Ref #
000]E

‘El Transaction Comments
Moving grant money into own fund

Clear Transaction | DOME - Add To Batch {Ctrl +) |

Unposted Transfers Batch (0)
|.ﬂr.co|.|nt Type | Date Occurred ‘ Amount Payment Method Check or Ref = | Depaosit Slip | Transaction Comments |

Let’s look at a Balance Sheet to see what we have accomplished. Close out of the
Chart of Accounts.

» Click Reports, Financial, Balance Sheet.

. . 41st Church of Anytown - Columbus OH
» Click Print. Balance Sheet as of April 30,2015
Page2 of 2
Account £ Account Name Beginning YTD Balance
Balance
3.25.100 Education Building Fund Balance 2483584 2562762
3.25.200 Building Renovation Fund Balance
3.25.205 Church Repair & Renovation imd Balance 0.00 0.00
Total Building Renovation Fund Balance $0.00 $0.00
325210 Parsonage REpair & Renovation Fimd Balance 0.00 0.00
3.30.100 Mission Fund Balance 2061884 31,59084
3.40.100 Memorial Fund Balance
3.40.110 John Joseph Memonial Fund Balance 1,290.00 11,895.00
3.40.130 Timothy Anglino Memorial Fund Balance 0.00 0.00
3.40.140 Joy Long Fund Balance 0.00 0.00
3.40.150 James West Fund Balance 6.155.00 6,15500
3.40.199 Undesignated Memonial Fund Balance ' 0.00 . 0.00
Total Memorial Fund Balwice 8$7,445.00 8$18,050.00
3.40.120 Elliott Achedia Memorial Fund Balance 8.060.00 8.060.00
3.30.100 Tiny Tots Preschool Funds Balance
3.50.105 Tiny Tots Preschool Grant Fund Balance 0.00 8.000.00
Scroll down to 3.50.110 Tiny Tots Operating Fund Balance 9.882.00 :
the # 3 Fu nd Total Tiny Tots Preschool Funds Balance $9.882.00
Balance 3.90.100 Net Fixed Asset Fund Balance 1,274,50000
Total Fund Balances $1,460,87033 $1,415,151.06
ACCOU nts. Total Liabilities and Fund Balances $1.729.70189 $1.699.382.14

We see our parent fund Tiny Tots Preschool Fund Balance and underneath it
the two sub funds. Notice that the parent account is in italic script.

Show Detail or show Summary

One of the primary reasons for using sub funds or sub accounts is so that we can see
only the parent account on reports with the total dollars in its sub accounts, without
having to see each account with its amount.

To do that, on the Balance Sheet report,
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» Click to open the

% Balance Sheet Options

Detail tab.

Options |[Custom Account Groups] [Columns][DetaiI H Fontﬂ

Accounting Year

01/01/2013 thru 12/31/2013

Indude...
Accounts With Zero Balance

To show some sub accounts but not others,

» Click the Plus (+) beside Total Fund Balances.

> Find the parent account and click to remove the check mark in the Detail box.
This tells the system to display only the parent account with its total dollars.

L Balance Sheet Options
| options || Custom Account Groups |[ Columns || Detail | Fonts |

=3 8 =)

[ Accounts/Subtotals

Detail

() Total Assets
[i}-wp Total Liabilities

()% Total Fund Balances
+~[E] Memorial Fund Balance (3.40.100)
Tiny Tots Preschool Funds Balance (3.50.100)

0 & B IE

> Click Print.

Having done that, this is what we will see when we look at the Balance Sheet report.

41st Church of Anytown - Columbus OH
Balance Sheet as of April 30, 2015

1

Page2 of 2

Account = Account Name Beginning YTD Balance
Balance
3.30.100 Mission Fund Balance 2961884 3183084
3.40.100 Memorial Fund Balance
3.40.110 John Joseph Memonial Fund Balance 1,290.00 12,145.00
3.40.120 Elliott Achedia Memorial Fund Balance 8.060.00 8.060.00
3.40.130 Timothy Anglino Memorial Fund Balance 0.00 0.00
3.40.140 Joy Long Fund Balance 0.00 0.00
3.40.150 James West Fund Balance 6.155.00 6,155.00
3.40.199 Undesignated Memorial Fund Balance 0.00 0.00
Total Memorial Fund Balance 815,505.00 826,360.00
3.50.100 el Tisry Tots Preschool Funds Baloce 9.882.00 1229200
3.90.100 Net Fixed Asset Fund Balance 1,274,50000 1,274,50000
Total Fund Balances $1,460,87033 §1,447,781.69
Total Liabilities and Fund Balances $1.726.096.03 $1.686.31150

Here all the Memorial
sub funds are visible,
but only the parent fund
for our Tiny Tots
Preschool Funds.

N\

44




	Blank Page
	Blank Page

