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Settings 
 
 
 
From the Portal screen: 
→ Special Functions 
→ Settings 
 
 
This is where you would come to set the default checking account, pay type and 
screen size and locations. Setting the default checking account and the default pay 
type saves you time during the Pay Bill transaction.  

 
➢ Click the down-arrow in each box to select the Default Asset Account and the 

Default Pay Method for Payments. Saves time and keystrokes; however, you 
may change to a different asset or pay type on any transaction.  

 
➢ If you own the Accounts Receivable module, click the down-arrow to set the 

Default Pay Method for Collections on invoices. 
 

➢ The first time you issue invoices from Church Windows, come here to set the 
Starting Invoice Number for Accounts Receivable. Thereafter, the correct 
number will carry forward. 

 
➢ To have payments in Accounts Receivable automatically print on a Deposit Slip 

printed out of Church Windows, click to place a check mark in the box for 
Default Print on Deposit Slip for Collections. 

 
➢ If you have re-sized and/or moved screens and would like to re-set them to their 

original size and location, click the bar Reset all screens to default size and 
locations.  
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➢ When posting transactions, the system will confirm your posting and ask if you 

would like to print what you are posting.  If you would like to turn off this 
question and skip printing after posting, uncheck Always confirm and ask me 
about printing after posting a transaction. 

 
➢ If you would like the Dashboard to open immediately when opening Donations, 

check Show dashboard when Accounting starts. 
 

➢ When entering a bill you can input an invoice number.  If you would like the 
system to warn you if you have entered a duplicate invoice number, check 
Show warning when a duplicate invoice number is entered in Enter Bills. 

 
➢ If you have re-sized and/or moved screens and would like to re-set them to their 

original size and location, click the bar Reset all screens to default size and 
locations.  

 
➢ Click OK when finished.  

 

Basic Transactions 
 

 
 

General Information 
 

Transaction Types and Numbers 
 

• Each time a transaction is posted in Church Windows, the system assigns it 
a number and an abbreviation for the type of transaction it was. Here are 
the transaction types: 

   
 
   Income  INCM 
   Expense  BILL 
   Payment  PYMT 
   Transfer  TNFR 
   Journal Entry  JRNL 
   Donations  DONA 
   Payroll   PYRL 
   AR Invoice  ARIN 
   AR Collection  ARCL 
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So, transaction number 1025 INCM is an INCOME transaction, 1026 TNFR 
is a TRANSFER, and so on.  

 
 

• Transactions are numbered in sequence as they are entered into the 
system. Each year’s transactions begin with transaction 1. 

 

• Each time a transaction is entered a Date Occurred can be selected or left 
to default to the current date. The Date Occurred is the date on which 
accounts and reports will reflect the effect of the transaction. 

 

• In addition, the system will automatically log in a Date Posted for the 
transaction as part of the audit trail. So a transaction might have a DATE 
POSTED of March 5, but a DATE OCCURRED of March 1. 

 

• When passwords must be used to log into Church Windows, the system will 
also assign the User’s name to each transaction done under that password. 
It is easy then to see who has done what in the system!  

 

Dual Entry 
 
Church Windows is a dual-entry accounting system. That means that for every 
transaction, there is a debit and a credit.  Accountants can rest easy – CW creates 
debits and credits. Users who are not accountants do not have to worry either because 
in most transactions, CW knows automatically what to debit and what to credit.  
 

Effects of Debits and Credits  
 

 
ACCOUNT TYPE 

 
DEBIT (DR) 

 
CREDIT (CR) 

Asset increase decrease 

Liability decrease increase 

Fund Balance decrease increase 

Income decrease increase 

Expense increase decrease 

 

 

Income - Transfer Donations to Accounting 
 
Income to the church comes from: 

• Donations Income – given to the church as contributions by the people in the 
church. 

• Non-contributory Income – income the church earns or raises: interest 
income, building rent, wedding fees, fund-raising events. 
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Let’s look at entering income from Donations.  
 
 
 
To get here:  
→ Portal screen 
→ Transactions 
→ Transfer Donations 
 

 
Donations Income is meant to be posted by the system from the Donations module.  
 
There are three reasons for doing so:  

1. Accuracy – Because you set the system to send giving account money to 
specific financial accounts, you can be assured that money is going to the 
correct account. 

2. Integrity – It will insure that the dollar amount that is being transferred to 
Accounting equals the dollar amount that was posted to Donations. If it doesn’t 
match, the system notifies you and provides the opportunity for you to find the 
error and correct it before you transfer the money over.  

3. Speed – It is much faster. You can do the transfer with just a few clicks of the 
mouse.  

 
 
Before you can link Donations with Accounting, you must have Giving Accounts 
established in the Donations module and a Chart of Accounts established in 
Accounting.  
 
Donations are transferred into Accounting from either the Donations module or the 
Accounting module. However, if you wish to have the person who enters the donations 
transfer them into Accounting, their password must be set to give them access to that 
function in the Accounting module. 
 
Three tabs 
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Default Account Links 
On the Default Account Links tab, you “map the flow” of money from Donations to 
Accounting.  Because you do, you can rest assured that it will be posted correctly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Each giving account in Donations must be linked to 1) a Debit Account, such as a 
checking account, an asset, and 2) to a Credit Account such as an income, expense 
or liability account. 3)  It may also be linked to a Prepaid Credit Account which is 
usually a # 2 liability account. 
 
A) Linked to an Income account and Asset: 

 
 
B) Linked to a Liability account (as in pass-through accounts) and an Asset: 

 
Money posted into a liability account is considered pass-through money to be paid out 
through the Pay Bills function. A General Ledger for the account shows the money 
coming in and being sent out, but the money does not show on a Treasurer’s Report 
because it is not considered income or expense.  
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C) Linked to an Expense account (so that income offsets expenses) and an 
Asset. 

When income is posted into an expense account, it reduces the balance in the 
account. The Treasurer’s Report will show the net effect of the bill minus the income.  
 
 
D) Linked to an Income Account and to a Pre-paid Credit Account. 
 

When a church accepts pledges from its donors, people may pre-pay money in the 
current year which they want to count toward the pledge in the new year. Linking the 
giving account to both an income account and a prepaid credit account, which is a # 2 
liabiity account, tells the system that monies received to this account prior to the start 
of the new pledge campaign should be deposited inro the prepaid credit/liability 
account. The money can remain there until the new year when it can be journal entried 
out into the correct income account. Doing so means that while the money was 
received in the prior year, it is being counted as income in this new year. 
 
Money received to that giving account after the start of the pledge will go directly to the 
designated income account.  
 

Transfer Tab 
To transfer donations to the Accounting module,  
 

➢ Click the Transfer Donations tab. This will be the default tab when the screen 
is opened. 

➢ Donations dates and amounts show. These are batches not yet transferred to 
Accounting or are batches where a change has been made on a donor’s giving 
record for the date.  
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If there is more than one date, you have the option to post those dates, to leave them 
on the screen to post later, or to omit them from posting.  
 

➢ Click the Plus (+) sign in front of the Date Occurred to see the batch in detail. 
We recommend that you check the batch before posting it over. 

 

 
 
 
Here’s a batch report printed before posting. 
 

If you print the batch report after posting, you will see the Transaction # that has been 
assigned to that batch. Some people prefer to do that so that the donations transaction 
is easy to find using that transaction number. 
 
Note: On the Transfer Donations to Accounting screen, you can change a giving 
account and have it transfer its money to a different account in the Chart of Accounts. 
This might be done if monies typically going to Tithes and Offerings have been 
designated for one week to go to a special collection. By changing the account on the 
Transfer Donations to Accounting screen, rather than on the Default Accounts Links 
screen, the change is temporary and the default account will be reset for the next 
batch.  
 
When ready to do the transfer,  
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➢ After reviewing the batch and if ready to transfer it into Accounting, click the 
Minus (-) sign to close up the batch. 

➢ Click on the Post button for that batch.  
➢ The Confirm DONA Transaction screen opens. Click Post. 

 

 
 

➢ Click Post to post the batch. 
 

➢ The system confirms the transfer 
and provides the transaction 
number assigned to the transfer. 

➢ Click OK and close out of the 
Transfer Donations to 
Accounting screen. 

 
 
 
 
Let’s see what the donations look like in Accounting:  

 
 

At the top of the screen:  
→Transactions 
→ Browse 
 
 

 
➢ Click the Change Year, Filter & Sort button. 
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➢ In the lower right corner, limit the transactions to DONA (Donation). 
➢ Limit the Date Occurred to the date of the contributions transferred. 

 

 
 

➢ Click OK. 
 

 
 
 
What if the batch is not linked completely? 
Sometimes the person keying the donations into the computer needs to establish a 
new Giving Account for a gift. If you try to post a batch that isn’t completely linked, the 
system will stop and ask you to fix the linkage. 
 
In this screenshot, we clicked to Post a batch and suddenly get an “X” in a red circle in 
the Transfer column. The system opens the batch automatically and we see that one 
or more accounts in Donations have not been linked to the appropriate accounts in the 
Accounting Chart of Accounts.  
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➢ If the account to which these donations should go already exists in the 

Accounting module and your password allows you to link accounts, click in the 
boxes to get the drop-down arrow and select the appropriate accounts. 

➢ Once linked, click Post. 
 

Note: This is a fix to just this one batch. If there are other batches to post where 
this account is used, they will also need linking. Complete the linkage on each 
batch and post each one. 

➢ When finished, click on the Default Account Links tab and permanently set 
the linkage.  

 
 

Do Not Transfer 
If you mark a batch Do Not Transfer, it will immediately be removed from the Transfer 
Donations screen. It will not show again on the Transfer screen until you tell the system 
you want to post it.  
 

 
When would this happen? 
 
One such time would be if you received notice that a donor’s check had bounced at the 
bank. You would mark the check as NSF in the Donations module, but you would not 
transfer that to Accounting because you do not want to change the deposit for that 
date. You would take the check out of the system by doing a transaction in Accounting.  
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Entering Other Income 
 
 
 
 
From the Portal screen: 
→ Transactions  
→ Enter Income, or click the  
     Enter Income icon 
 
 

Enter Income  
• Most income to the church will come into the Accounting module via the 

donations to the church. The Enter Income transaction is generally for posting 
other income the church receives - for non-contributory income such as building 
rent, wedding fees, and bank interest.  

• However, if you are not using the Donations module of Church Windows, you 
can use Enter Income to enter account totals from a Sunday’s collection; i.e., 
$500 income came in for the Building Fund. Likewise, you can bring non-
contributory income in through the Donations module if you prefer to do so.  

• Income can be posted to an income account, a liability account or to an 
expense account.  
 

Here’s a blank Enter Income screen:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To post the income, fill in the appropriate boxes. 
 

➢ Date Occurred:  The system defaults to the current date. You may change it to 
the date of your choice.  
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➢ Payment Method: Options include: Check, Cash, EFT (Electronic Fund 
Transfer), Debit Card, Credit Card. 

➢ Check or Reference number: Enter the check or reference number for the 
income.  

➢ Print on Deposit Slip: Church Windows will create a deposit slip for you if you 
check that the income is to be placed on a deposit slip.  This box is only 
available if you select check or cash as your payment method. 

➢ Asset Account: Select the account the money is to be deposited in at the 
bank. 

➢ Manage Files: The manage files icon allows you to browse your computer and 
attach files to the transaction/account.  You can do this in any of the transaction 
screens where you see this icon     at the end of the account line.   

 

➢ Transaction Comments: This is optional information; they are Transaction 
Comments for the entire batch of income postings. 

➢ Income/Expense /Liability Accounts: Click in the box underneath the words 
Income/Expense Accounts to get a drop-down list of accounts or begin typing 
the name or number of the desired account. The system will display accounts 
that match the wording/numbers and you can click on the appropriate account. 

➢ Amount of income: Enter the dollar amount of the transaction. If it is an even 
amount, you do not have to enter the zeros for the cents.  

➢ Line Item Comments: This is an optional field and would be used for Line-
Item Comments specific to this line item. 

➢ When finished entering the transaction, click Done – Add to Batch and the 
transaction will go into the Unposted Income Batch.  

 
➢ If this is the only transaction you are posting, click Post.  If you are not ready to 

post the transaction, click Save Batch.  
 
If you save a batch and exit the module, when you click to open Enter Income, 
the transactions will show when the screen opens. More income transactions 
can be entered before they are posted or the batch may be posted at that time. 
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Enter Multi-lined Income Transaction 
 

➢ To enter a multiple lined transaction, complete the first line as described above. 
The Men’s Group held a car wash.  We will post this as income: 

➢ After selecting the asset, add the comment: Men’s Car Wash. 
➢ Select the income account: 4.10.400 – Other Miscellaneous Income - 

$100.00.  
➢ Enter a line-item Comment if you wish to do so. 
➢ To continue with a second line for this transaction, click the Plus (+) sign on 

the right. 
 
 
 
 
 
 
 
 
 

➢ Now enter the next line, as in this screen shot:  
 
 
 
 
 
 
 
 
 

➢ Continue adding lines as needed, and when finished, click DONE – Add to 
Batch.  You notice that in the batch, you see the grand total being posted in 
that transaction.  
 
 
 
 
 
 

 
➢ Click the Plus (+) sign to the left of the transaction in the batch to see the 

details. 
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➢ You can continue adding transactions and then click Post or click Save Batch.  
 

When you click Post, the system confirms the posting.  Print the transaction(s) 
if you wish to do so. If you save a batch and exit the module, when you click to 
open Enter Income, the transactions will show when the screen opens. More 
income transactions can be entered before they are posted or the batch may be 
posted at that time. 

 
Enter Income to an Expense Account 
Income can also be posted to an expense account so that the income reduces the 
expense. The result is a net effect in the expense account.  
 
Example: If we had posted expenses for repairs 
and maintenance totaling $425.54, the expense 
account # 5xxx Repairs and Maintenance would 
reflect that in the balance. If we received a $100 
rebate for materials not needed for church repairs 
and we posted the income to the expense 
account, the balance in the # 5xxx Repairs and 
Maintenance account would go down by that 
$100.  
 
While the reduced balance shows on the 
Treasurer’s Report, a General Ledger run for 
this account would show both the income and the expenses.  
The expense accounts are listed after the income accounts in the list of accounts on 
the Enter Income screen.  
 
We are posting income to our Repairs and Maintenance Expense account. It will 
reduce the balance in that expense account, saying that we did not spend that money 
after all.  
 
 
 
 
 
 
 
 
 
 
 
 
 
A General Ledger run for the expense account after posting income to it shows the 
reduced balance in the expense account.  
 

➢ Click Reports/Export on the menu bar. 
➢ Click the Transaction button. 
➢ Select General Ledger. 
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➢ In the Single Account box, limit the account to Repairs & Maintenance. 
➢ Click Print. 

And, indeed, the balance in that expense account has been reduced by that income. 
 

 
 

Enter Income to a Liability  
Here we are entering income to a liability account. The money is being set aside in this 
account to be held until the appropriate time when we can use a Journal Entry to move 
it to the correct account. Some of it will be wedding income; some of it is a security 
deposit and will be returned to the couple if there are no damages to the church. 

 
 

Entering and Paying Expenses 
Enter Bills 
 
 
From the Portal screen: 
→ Transactions 
→ Enter Bills, or click the 
     Enter Bills icon  
 
 
Paying bills in Accounting is a two-step process: ENTER the bills and then PAY them.    

• Bills may be entered today and paid today. 
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• Bills may also be entered today and held to be paid later.  

• Bills are paid to a vendor/payee; these are listed on the Chart of Accounts as 
vendors under the Accounts Payable account or are entered on the Chart of 
Accounts with their own #2 liability account.  

 
Let’s look at the Chart of Accounts. 

➢ Click to open Accounting if it isn’t 
already open. 

➢ At the top of the screen, click 
Manage Accounts and then View. 

➢ Clicking the Plus (+) sign on the 
Accounts Payable number opens 
the sub-ledger of vendors. 

 
Vendors may be added during the setup 
of the Chart of Accounts or may be added later as they are needed.  
 

 
When converting to Accounting from a prior version of Church Windows  
Financial, vendors listed as Payees under Post Expenses will automatically be 
converted to the vendor list under Accounts Payable. Vendors listed as 
individual liability accounts in the Chart of Accounts will not be converted to the 
Accounts Payable subsidiary ledger. We encourage you to change them to the 
Accounts Payable sub-ledger. 

 
Entering a Single-Line Bill 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Fill in the fields as indicated:  
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➢ Date Occurred: This is the date the transaction will affect the Treasurer’s 
Report. 

➢ Invoice Number: This is an optional field. We recommend entering an invoice 
number if you have one. 

➢ Due Date: This is an optional field if the bill is going to be immediately paid. If 
the bill is to be paid later and you enter a due date for it, then you will be able to 
run the Transaction report Show Payments Due _____ (blank would be filled 
in by the date due).The report would show what bills are due as of that date. 

➢ Select Vendor/Payee: Begin typing the vendor or payee’s name. As more of 
the name is typed in, the list is refined to include only those accounts that more 
closely match what has been typed. You can display the entire list by erasing 
what you have typed in the box or by clicking on the small arrow on the right 
side of the selection box, then scrolling to the account needed. 

➢ Manage Files: The manage files icon allows you to browse your computer and 
attach files to the transaction/account.  You can do this in any of the transaction 
screens where you see this icon     at the end of the account line.   

 
Here is a screenshot showing a vendor being selected.  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

➢ Transaction Comments: This is an optional field. These are transaction 
comments that pertain to the entire transaction.  These comments can print on 
the check stub.  

➢ Expense Account: Select the Expense account to be charged. Begin typing 
the name of the expense account. As more of the name is typed in, the list is 
refined to include only those accounts that more closely match what has been 
typed. You can display the entire list by erasing what you have typed in the box 
or by clicking on the small arrow on the right side of the selection box, then 
scrolling to the account needed. 

➢ Amount: Key in the amount to be charged to this account.  
➢ Cr. Memo: This field would be used to show that we have a credit memo from 

the vendor.  
➢ Line Item Comments: These line-item comments are especially useful when 

a multi-lined entry is entered. The comment field will then pertain to the specific 
expense account charged so you can have different comments for each line 
item of a bill. These comments can be printed on the check stub. 
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Here’s the completed transaction:  

 
➢ When finished with entering the bill for this vendor, click Done – Add to Batch. 

 

You can see that a batch for the bills being entered has been opened and the 
batch heading shows that one bill has been entered.  
 
 

➢ You may now: 

• Edit the transaction if something is wrong with it; 

• Remove the transaction from the batch if you do not want to use it; 

• Print the batch to see the transaction; 

• Save the Batch if you need to close out and come back later or if you are 
entering a lot of bills; 

• Post the batch. You can pay the bill now or later. 

• Post and Pay These Bills if you want to authorize the check right now.  
 

Entering a Multi-Lined Bill 
It is easy to charge an expense across multiple line items.  
 
Begin as before:  

➢ Select the Date Occurred if you do not wish to use the default of the current 
date.  

➢ Enter an Invoice number if you have one. 
➢ If you are not paying the bill today, enter a Date Due for when you need to 

authorize the payment. 
➢ Select the Vendor. 
➢ Enter the Transaction comments if you wish.  
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Enter information for the first expense account:  
➢ Expense / Income Accounts: Choose the account to which the first part of the 

bill should be charged.  
➢ Amount:  Key in the amount for this line item. 
➢ Line Item Comments: Key in the appropriate comments. 
➢ To create a new line for this transaction so another expense account can be 

charged,  

• Press the Enter key on the keyboard, or  

• Use the Tab key on the keyboard, or 

• Click the Plus (+) sign at the right side of the entry.  
➢ On the new entry line, repeat the process using the different information. You 

may have as many lines to the entry as you need.  

 
➢ When finished with all lines for that vendor, click Done – Add to Batch. 

 

The transactions are now visible in the Unposted Bills Batch and the heading 
shows the number of transactions in the batch.   
Notice, in the batch section of the screen, we see only the total amount due 
each vendor. But if we click on the Plus (+) sign next to the bill, you can see 
the details for that total. 
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You can now: 

• Continue adding more transactions. 

• Click Save Batch to save the batch for posting later. The next time the Enter 
Bills screen is opened, any bills in the saved batch will be retrieved and you 
can continue to add bills to it or edit the bills in the batch.  

• Click Post to post the batch without paying it right now. 

• Click Post & Pay These Bills to authorize their payment now. 
 
 

Adding Vendors on Enter Bills Screen 
Sometimes you are in the middle of entering bills and you need to add a new vendor. 
You do not have to leave the Enter Bills screen to do so. 
 

➢ Click the Plus (+) sign in 
the Select Vendor/Payee 
field.  

 
 
 
 
 
 

➢ Key in the name of the vendor, 
or select Choose from 
Membership and select the 
name from the drop-down list. 

 
➢ Click the More button to open 

the entire vendor screen.  
 
 

Fill in the details.  
 

➢ When finished, click OK. 
 
 

The new vendor now shows and we 
can continue with the transaction.  
If you select Choose from 
Membership, the program will pull 
the information from the record.  If 
you need to edit anything, it also 
indicate gray fields can be updated 
on the actual record in 
Membership. 
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Posting Credit Memos 
It is easy to use a credit memo from a vendor/payee! 
 
Let’s assume that you have a $750.00 bill from a company and you also have a 
$50.00 credit memo from supplies that were returned. You want to use the credit 
memo on this bill. It does not matter which item you enter first. We will enter the 
regular bill: 
 

➢ Enter the bill for the $750.00 to the expense account as you normally would but 
do not click Done – Add to Batch. 
 

➢ Click the Plus (+) sign to the right of the comments for the line item.  
 

➢ Now select the expense line item to which you want to apply the credit 
memo, key in the amount of the credit memo – we key in $50.00 and click 
to place a check mark in the Credit Memo box;. You can enter the invoice 
number for the credit memo in the Comments box for the line item.  

 
➢ If you click in the white space of the screen, you will then see that the 

amount box now shows the net amount due – perfect! That is what will show 
on the check.  

 

 
 

➢ Click Done - Add to Batch. Click Post to post the transaction or Save Batch to 
save the batch for posting later.  
 

Note:  You can also enter the credit memo by itself, not necessarily when you have 
a bill to the vendor. It will take the vendor’s account into the negative and then 
when a new bill is entered for the vendor, the net amount due (new bill minus the 
credit memo) will be available to send the vendor. 
 
Note: If the credit memo is large enough, you may post several bills against it 
before it is used up. 
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Example:  
We paid Mid-City Industrials $740. Now we have a credit memo of $250 from them. 
We post that credit memo to the same expense account that we used for the 
original bill - Repairs and Maintenance – and mark that it is a Credit Memo.  

Looking at a General Ledger report for the vendor, we see that the account has 
now gone into the negative: we have that money to spend from that credit memo. 
Here’s a General Ledger showing the effects of our transactions. 

 

Later we have a new bill from the company but it is for just $79.00. We enter  and 
post it but we do not have to pay it because our credit memo with the company 
covers it. Our General Ledger says we still have more money to use on that credit 
memo.  
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Time goes by and we are ready to use up the rest of the credit. We now have a bill 
from the company for $189.42. Because we have a credit memo balance of 
$171.00 that means our payment for this last bill is actually going to be $18.42. 
 
➢ We enter the bill for $189.42 and add it to the batch and then click Post. 

➢ Go to Pay Bills, Quick Pay, View Outstanding Bills.  
 
All the items for our vendor – Mid-City Industrial Supplies - are there. Notice 
that the balance in the account is listed as $18.42, exactly what we said we 
would owe. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click to select all the items and click Create Payments.  
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➢ Leave all items selected. Check the Amount to Pay – it is the correct amount 
we owe. Enter the Payment Method. You might mention the credit memo in 
the Comments section. 

 
➢ Post the 

payment 
and print 
the 
check. 

 
Now, let’s see 
what our General 
Ledger shows for 
our vendor. We 
see that all is well 
and our account 
is now at $0.00. 

 
 
Show Running Balance 
The Show Running Balance button is available on all transaction screens.  

 
 
After one or more transactions have been added to the batch, this box will display the 
effect the transaction(s) will have on the selected accounts – you can verify the 
accuracy of a transaction BEFORE you click the Post button. If you have added 
several transactions, you can check them all at once.  
 
Here we see a 
transaction 
screen showing 
one bill having 
been entered and 
added to the 
batch.  
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➢ Click the Show Running Balance box. 
 

 
The effect of the transaction(s) on the selected accounts now shows and we can check 
our work before posting the batch. Nice safeguard against errors!   
 

 
➢ If a transaction has an error, click the Edit button in the lower left corner of the 

screen or double-click on the transaction to move it back to the top where you 
can make the corrections. When finished, click Done - Add To Batch and 
check the transaction again.  

➢ Click Post. We will discuss Post & Pay These Bills in the next section of this 
workbook.  
 
 

Pay Bills – Quick Pay 
 
 
From the Portal screen: 
→ Transactions 
→ Pay Bills, or click on the 
    Pay Bills icon 
 
 
The Pay Bills screen opens. On this screen, we tell the system that we will be paying a 
given vendor using money from a given asset account. There are several ways to 
select the vendor you wish to pay.  
 
Pay Bills Entered Today 
When you click Pay Bills Entered Today. The screen brings up any bills posted today 
with the details of the first bill opened to view.   
 

➢ Clicking on each posted bill displays the details of that bill. 
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View Vendors with a Balance 
When you click View Vendors 
with a Balance and the system 
will display a list of all vendors 
– vendors/payees from the 
Accounts Payble number and 
other liabilities – that have a 
balance.  
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➢ To create a payment to any of those vendors, click to place a check mark in the 
Select box to the left of the vendor and then click Create Payments.  

 

• Those vendors where a bill was entered show the amount to pay. 

• Vendors that are listed as individual liabilities (# 2 accounts if you are using 
numbers in your system) or who receive money from the Donations or the 
Payroll module show a zero dollar amount to pay. The system has no way 
of knowing how much of that money you wish to pay out. Click in the 
Amount to Pay box for each liability and enter the amount to pay out of 
each. 

 
View Outstanding Bills 
When you click View Outstanding Bills from the Quick Pay button, you will see a list 
of all outstanding bills entered, regardless of when they were entered.  In this case, 
liabilities such as the 941, which are not technically “bills,” will not show.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ To create a payment for any of these bills, click to place a check mark in 
Select.  

➢ Once all vendors to be paid have been selected, click Create Payments. 
 

The amount of money entered as the bill will come over as the amount to pay.  
 
 

Select Vendor/Payee to Pay 
When you Select Vendor/Payee to Pay. Doing this, you will select one vendor at a 
time. Several may be added to the screen before posting the payments.  
 

➢ Click the drop-down arrow to find the vendor’s name or begin typing in the 
name. The vendor list includes both vendors with whom you have bills and # 2 
liability accounts such as the one for your 941 taxes withholding.  

➢ When you have clicked on the vendor’s name, click Add to Batch.  
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➢ If a bill has been entered under Enter Bills, the amount to be paid will have 

carried forward and show as the balance of the account. 
➢ If you select a vendor for whom you have a bill and the vendor’s account 

balance is $0.00, no bill has been entered. Go to Enter Bills to enter the bill 
from the vendor.  

➢ If you are paying out of a liability, it should have a balance but you will 
determine how much of that balance you wish to pay.  

➢ It is vital that you click to place a check mark in the Pay Now box if this 
payment is for the invoice shown. If the Pay Now box is not checked, the 
system will not know that the invoice has been paid and it will be left 
outstanding. Clicking the Pay Now box enters the dollar amount of the invoice 
in the Amount to Pay box.  

 
Note: When you select a vendor from the drop-down list, the Pay Now box comes 
over unchecked. It is essential that you check it. However, if you select the vendors 
to pay using one of the Quick Pay methods, the Pay Now boxes are automatically 
checked. We recommend that you use the Quick Pay to ensure that the invoice(s) 
will be marked as paid with this payment.  

 
 
Completing the Payment 
After the vendors have been brought to the Pay Bills screen, complete the payment 
information.  
 

Asset Account and Payment Method 
Each payment must have an Asset account from which the money will be taken 
and a Payment Method. 

• If you are going to pay all bills from the same asset and will use the 
same payment method for all bills, click to select the asset in the 
Default Asset Account. 
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• You can also set a default asset account and have it automatically 
populate this field. That feature is found under Special Functions, 
Settings. If you converted to Accounting and had selected a default 
asset account in the prior program, that asset will carry forward as the 
default. 

• If you wish to change the asset or the payment method selected for a 
given bill, click in the transaction line for the specific transaction and in 
the column for the asset and payment type and make the appropriate 
selection.  

• Manage Files: The manage files icon allows you to browse your 
computer and attach files to the transaction/account.  You can do this in 
any of the transaction screens where you see this icon     at the end 
of the account line.   

 
Payment Method. The options are:  

• Manual Checks – These must have a Check or Reference # entered 
in order for the item to appear on the bank reconciliation screen. 

• Computer checks – These are numbered when the checks are printed.  

• Electronic payments (EFT), Debit Card, Credit Card and Cash 
payments – These do not require a check or reference #. The method of 
payment will show on the bank reconciliation.  

 
Transaction Comments 
There is a transaction comment field on the line of the vendor and payment 
method. You may key specific comments in here if you wish. These comments 
will print on the check stub. 

 
 

However, to avoid having to 
re-type comments so that 
they appear on the check 
stub,  
➢ Click the INS (Insert) 

button to view the 
comments entered on the 
Enter Bills screen.  

➢ To add the comments to 
the check stub, click to 
highlight the line and click 
the Append to PYMT 
Comment button. 

 
 
 
 

After clicking the Append to PYMT Comment button, the comments are 
displayed in  the PYMT Comment box.  

 



31 
 

 
 
 
 
 
 
 
 
 
 
 
 

➢ Click 
OK. 

 
 
 
 
 
Remove a Selected Vendor/Payee from the Pay Bills Screen 
If you have brought over a vendor onto the Pay Bills screen and do not wish to pay 
them, you may choose to not pay them. Removing them from this screen does not 
cancel the bill; it says you are not going to pay it right now. You will be able to pay the 
bill later.  
 
You must remove the vendor from the Pay Bills screen before you click to Post the 
batch.  

➢ If you want to remove a payment entry from the batch, click the vendor name in 
the list of bills to be paid and click the Do Not Pay Selected Vendor button at 
the bottom of the screen.  

 
➢ Click Yes on the 

confirming 
message to 
continue with the 
deletion; click No if 
you wish to cancel 
the deletion. 

 
 
 
When finished with all transactions, you may 
 

➢ Click Save Batch if you would like to leave the batch open and come back later 
to post it or add more transactions before posting.  

 
➢ Click Post if you are finished paying bills today but want to print the computer 

checks later. If you want to print the checks right away, click Post & Print 
Checks. We will click Post. 
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Post & Pay These Bills 
You have seen that typically paying a bill is a two-step process: Enter the bills on the 
Enter Bills screen and then open the Pay Bills screen and post the payment. Is there a 
way to speed up this process? Yes, on the Enter Bills screen is the Post & Pay 
These Bills button. 
 
Here’s a screenshot from Enter Bills showing a bill that has been entered and added 
to the batch. 
 

 
➢ After adding the bill(s) to the Batch, click Post & Pay These Bills. 
➢ You will be given the opportunity to print the transaction(s) you entered. 

The Pay Bills screen automatically opens and all bills entered are shown, ready for 
you to make the payment.  
 

 
➢ If you have not set a default Asset and Payment Method, click to select those.  

If you have a default asset and payment method set up, those are already 
selected.  
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Remember: 

• Computer checks are assigned numbers in the Check Printing screen. 

• Manual checks, EFT, Debit cards and Credit cards and Cash do not 
need a number entered into the Check or Ref # box. 

➢ Enter Comments if you prefer, or click the Insert button and add the comments 
that were entered on the Enter Bills screen. 

➢ Click Post.   
 

 

Paying a Single Vendor But Printing Two Checks 
 
Sometimes you need to enter a bill to a vendor for two different line items. It is the 
same vendor but you want two different checks. The bills are due at the same time so 
entering them at the same time is appropriate. But, you need two different checks. On 
the Pay Bills screen, you can tell Church Windows to print two separate checks when 
you pay the bills.  
 

➢ Enter the bills as independent invoices and tell the system to print two checks. 
Post the bills. 

 

 
➢ On the Pay Bills screen, click Quick Pay, View Outstanding Bills. 
➢ On the Outstanding Bills screen, as you select the vendors to be paid at this 

time, select both invoices to the vendor. 
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➢ Click Create Payments. 
➢ On the Pay Bills screen, click to check Separate PYMT (Separate Payment) 

for each invoice.  Check the Default Date for the payment, select the Asset 
account and the Payment Method. 

 
 

➢ Click Post & Print Checks. Print the transaction if you wish. 
 

➢ On the Print Checks screen, you can now print two separate checks to the 
same vendor. 

 
 
 
 

Paying from a Liability 
 
Liabilities are ‘holding tanks” – they hold money that needs to be sent somewhere else.  
They can be used to hold monies collected from: 

• Entering bills to vendors that you must pay. (This was covered under Enter 
Bills, so will not be discussed here.)  

• Deductions in the payroll process; for example, 941 tax money, state taxes, 
pension payments, etc. 
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• Donations coming in to send elsewhere; for example, contributions for pass 
through emergency aid programs, special collections. 

• Loan/Mortgage or Line of Credit balances; for example, the amount of money 
still owed on a loan or mortgage. 
 

 
From the Portal screen: 
→ Pay Bills 
 

Paying the 941 Tax Deposit 
If you are using the Church Windows Payroll program, it brings the money for the 941 
deposit (which is deducted from a person’s pay and also includes the church’s share of 
Social Security/Medicare) directly into the Accounting # 2 liability account for FICA (or 
Federal Withholding) when the payroll is transferred to accounting. This is not a bill to 
the church; you are sending the money into the Internal Revenue Service for the 
employees and the church. These payments are typically made on a monthly basis 
unless the church qualifies to make a payment just once a quarter.  
 
If you do not use the Church Windows Payroll program, you are calculating the pay in 
Accounting.  Part of that transaction would be to set aside the amount each person 
owes for their 941 plus the church’s share of Social Security and Medicare for each 
employee. 
 

➢ You must know how much you need to pay the IRS. Using the Church Windows 
Payroll program, you would print a Pay Period Deductions report from the 
Payroll module for the period in question, whether it’s  a single pay period, the 
month or the quarter, so that you are sure of the amount that is to be paid.  

➢ You can also see what was withheld for State and/or Local taxes if you need to 
make periodic payments for those. 

 

 
 

➢ Then, in Accounting, click Pay Bills, Quick Pay, View Vendors with a 
Balance.  
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The View 
Vendors with a 
Balance screen 
opens. Here you 
see the total 
amount sitting in 
each liability or 
vendor. 
 
 
 
 
 
 
 
 
 
 

➢ Click to place a check mark in the Select box beside the liability account(s) you 
are paying and click Create Payments. 

 
Note: Remember, when you select to pay out of a # 2 liability account, you may 
not be paying out all that is in the account. For example, with the 941 account in 
the screenshot above, we see more money than the Pay Period Deductions 
report tells us we owe, because we have already processed a pay for the next 
pay period. We pay the amount that is given on the Pay Period Deductions 
Report. 

 
➢ Enter in the Amount to Pay.  

 
Because the liability is a ‘holding tank’ for money to be sent on, when the 
money comes in as a transaction OTHER than a bill, the system does not 
assume that you want to pay all the money out. When you select the liability to 
pay, it brings over a $0.00 amount and you enter the amount you want to send 
out. That could be some or all of the money in the account.  

  
➢ Continue by choosing the Asset Account and the Payment Method and 

clicking Post.  Typically we now make those payments online with the IRS so 
the payment method would be EFT. 
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Paying Money From a Pass-Through Liability 
Liabilities can be used to collect money for special offerings that need to be sent on to 
another agency. Bringing money into a liability from the Donations module and then 
sending it out of that liability means that it will not show up on the Treasurer’s Report 
as income or as an expense. It is considered ‘pass-through money, not income to the 
church. 
 
In this example we have collected money for Crop Walk and on the Vendor/Payee tab 
for that liability have indicated that the money is to go to our conference office which 
will send it out for us.  
 
 

When we want to send this money out, we DO NOT enter a bill – this is not to be 
shown as an expense to the church. Instead,  
 

➢ Click to open the Pay Bills screen. 
➢ Click Quick Pay, View Vendors with a Balance. 
➢ On the Vendors with a Balance screen, click to place a check mark in the 

Select box by the name of the liability. You see the amount of money in the 
liability and may pay out all or part of it.  
 
Note: You 
may select 
as many 
vendors as 
you wish. 
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➢ Click Create Payments. 
 

 

➢ Make certain the correct Asset is showing.  
➢ Enter the correct Amount to Pay. 
➢ Select the Payment Method.  The options are:  

• Manual Checks – These must have a Check or Reference # entered in 
order for the item to appear on the bank reconciliation screen. 

• Computer checks – These are numbered when the checks are printed.  

• Electronic payments (EFT), Debit Card, Credit card payments and Cash 
– These require no check or reference #.  The method of payment will show 
on the bank reconciliation.  

➢ Enter in Comments that you wish to have on the check stub.  
➢ Click Post or, if ready to print the check, click Post & Print Checks. For this 

exercise, click Post. Print the transaction if you prefer.  
➢  

 
 
 



39 
 

A VERY IMPORTANT NOTE:  
 It is important in Accounting that you pay only ONE VENDOR out of a liability account 
because of the audit trail. 
 

• In our Chart of Accounts, we have a liability called Disaster Relief. Because our 
money is always sent to the same relief organization, the name of the agency 
can be entered into the Vendor/Payee tab for that liability.  

 
 
 
 
 
 
 
 
 
 
 
 

• We also have a liability for Soup Kitchen and there are several soup kitchens 
within our community that we support. We do not enter a specific vendor on the 
vendor/payee tab for that # 2 liability account. 

 
Instead, in our # 2 Accounts Payable vendors sub ledger we set up individual 
vendors for the various soup kitchens we support. Then we transfer the money 
out of the Soup Kitchen liability into the appropriate vendor account and send 
out the donation.  

 
 
 

Print Checks 
 
 
 
From the Portal screen: 
→ Reports 
→ Print Checks, or click the 
    Print Checks icon 
 
 
 
Alternately, after you set up the payments for the bills on the Pay 
Bills screen, you can click Post & Print Checks. The system will 
post the payments and automatically open the Print Checks 
screen. 
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The Print Checks screen will provide a check for any payment entered on the Pay 
Bills screen where the Method of Payment was Computer Check. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Select the Check Layout to be used. The standard stub-check-stub layout will 
be selected by default in the Check Layout box. Clicking the Check Designer 
button allows you to create a layout to suit your needs. The use of the Check 
Designer is described in the Help system’s Accounting manual and will not be 
discussed here.  

➢ Select the Asset account from the drop-down list in the Assets with Checks to 
Print box. If only one asset has been used, it will show in the box automatically. 
If more than one asset was used on the Pay Bills screen, select the first one for 
which you need to print checks.  

 
If there is a check you do not wish to pay, click to un-check the box in the Print 
column for that vendor.  We are not printing a check for two vendors today so 
we click to un-check the Print box for that check.  
 
 
 
 
 
 
 
 
 
 
 

 
 

➢ Enter the Starting Check Number and press the tab key on the keyboard. 
Check numbers for each check will show in the Check Number column. 
To have the system find the next check number, click Get Next Check 
Number.  The system will look at check numbers for the selected asset in the 
past two years.  It will use the next number in sequence.   
 

➢ If you would like to include a memo on the check, key it into the Memo column.  
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➢ Clicking the Print button opens a preview screen of the checks to be printed.  
 

• You will note that the two stubs contain different information. The top 
stub is to be mailed with the check; the bottom stub is for church 
records.  

• When first printing checks, consider printing the first check on plain 
paper and holding it up to one of your actual checks to be sure the 
alignment is correct.  
o If you need to make changes to the layout or to re-align the fields on 

the checks, click Check Designer. You can click on and drag a field 
– or a block of items to the desired position. 

o Click Save As and use a title to indicate that this is the layout you 
want. 

 
See the Help system’s Accounting manual for more information on 
changing the layout for checks. 

 
➢ Click the printer icon to print the checks. It brings up a Print Dialog box that, 

among other things, allows you to select which available printer to use and to 
access the Printer Setup for 
that printer.  

➢ After printing the checks, 
look at them to ensure that 
they printed properly. 

➢ Clicking the ‘X’ in the upper 
right corner of the Print 
Preview screen closes the 
Print Preview and brings up a screen asking if the checks printed correctly. 

• If you answer Yes, the check numbers are recorded in the payment 
transaction and the check printing process is completed. 

• If you answer No, the system will ask if any of the checks were successfully 
printed. Click to place a check mark in the Printed Correctly?  box and 
click OK. If none printed correctly, click OK. You can now reprint the 
check(s) that failed to print correctly. 

 
Note: If a check is ruined by the printer so that it cannot be used, go to 
Transactions, Other, Enter Spoiled Check Numbers and record the check as 
unusable. This provides an audit trail for that check.  
 

If there are checks to print on other assets, we can now select those and repeat the 
process to print those checks.  
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