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Entering the Budget 
 
Income and Expense accounts can be budgeted.  To enter a budget for a year, you 
must first have the year open in the program.  For information on opening a new year, 
see A202 or search our Support Center at www.churchwindows.com. 

 

 
Remember, a budget amount is not actual money. It is instead an estimate of 
how much money you think will be recorded as coming in for the purpose of a 
given income account or being recorded as being spent for the expense in a 
given expense account. Typically budgets are not changed after being 
approved.   
 

 
 
To get here: 
→ Portal screen 
→ Budgets on the menu bar then 
→ Budget button, or  
→ Budget icon 
 
 
 
 
 
 
 
 
The Budget screen opens:  
 
 
 

http://www.churchwindows.com/
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➢ Find the account you wish to budget: 

o Use the scroll bar and scroll to the account. 
o Begin typing the name or number for the account in the box at the top 

of the screen and then click on the desired account. 
 

➢ Click to place a check mark 
in the Budgeted column for 
that account.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ On the right side, click the radio 
dot beside the type of budget you 
are assigning: 

 
o Click Annual to 

distribute the money 
evenly over the four 
quarters/twelve months. 

o Click Quarterly to Enter 
a budget that may have 
varying amounts in the 
different quarters.  

o Click Monthly to Enter 
figures that vary by the 
month. 

 
Note: Budget figures cannot 
include pennies and budgets 
cannot be negative amounts.  
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Even Distribution over 12 Months 
Budgets can be distributed evenly over the 
accounting year. 
 

➢ Click to place the radio dot beside 
Annual and Enter the dollar 
amount of the budget. You cannot 
enter decimals or cents.  

 
➢ Click the Annual button again to see 

the distribution over the year.  The 
screen automatically saves the 
budget. 

 
 

 

 

 

  

Note: Because the system does not enter pennies, the last quarter or month 
may not be equal to other periods depending on rounding.  We see that here. 

 
➢ If you wish to change the figures, click Set Amounts to 0 and you can enter a 

different budget for that account or leave it at zero.  
 
 
Budget for the Quarter 
If you prefer to budget a line item by the quarter rather than by the month or annually,  
 

➢ Click to place the radio dot beside 
Quarterly. 

 
➢ Enter the amounts for each quarter and 

click the quarterly button again. 
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➢ The system automatically saves the 
entries. 

 
 
 

It also calculates the total amount for the 
year and shows what the distribution over 
each of the 12 months would be using 
those quarterly figures.  

 
 
 
 
 
 
 
 
 

Variable Distribution by Month 
If you wish to have the budget vary by month, 

➢ Click to place a radio dot beside Monthly and enter the figures for the individual 
months.  

You can also enter the amount as an annual amount, then click Monthly, and 
adjust each month’s figures. 

 

Note: The system will total the months’ figures to give you quarterly and annual 
amounts. 

 

Note: After you have used the program for a year, the system can 
prepare a budget for you! See the topic Budgets in the Help system’s 
Accounting manual for more information on projecting budgets.  
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Budget for a Subtotal 
Budgets may also be set for the subtotal rather than for the individual line items within 
the subtotal.  
 
Find the appropriate subtotal.  
 
 

➢ Click to place a check mark in 
the Budgeted column for the 
subtotal. 
 
 
 
 
 
 
 

➢ If the line items within the subtotal currently have budgets, you will be asked to 
confirm the deletion of those individual budgets. To remove them, click OK to 
delete them. Click Cancel 
to cancel their deletion. 

 
 
 
 
 
 
 

➢ Enter the amount for the budget. 
 
 
 
 
 
 
 
 
 

➢ When we click the Annual button again, the money 
is distributed and the entries saved. 

 
 
 
 
 
 
 

 
Note: You can open the New Year at any time so that 
you can enter budgets for that year.  
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Custom Account Groups 
 
 
The Custom Accounts Group feature allows you to select specific accounts that you 
would like to see on reports and assign them to a name of your choice. When you run 
the report, you limit it to the name for that grouping. Custom Account Groups are set up 
under the Manage Accounts menu or from specific report screens.  
 
 
To get here: 
→ Portal screen 
→ Manage Accounts 
→ Custom Groups 
 

 
The Custom Account 
Groups screen opens.  
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
When might you want to set up and use a Custom Account Group? 

• A specific group of people are meeting to discuss the progress on certain 
accounts. Because the group members do not need to see all the accounts in 
the system, they will need a report on only the accounts that they will discuss. 
You can create a Custom Account Group where only the accounts that the 
group members need to see will appear on the report. Save the Custom 
Account Group under the name of the group, if desired. Afterwards whenever 
you run your report, you choose the Custom Account Group as named so that 
the report will only print the accounts pertinent to the group of people and its 
discussion of the selected accounts. 
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• When viewing the Chart of Accounts, you might like to shorten the list to show  
only the accounts that are of interest to you. You select the desired accounts 
and give the group of accounts a Custom Account Group Name. From then on, 
when you view the Chart of Accounts screen, click on the down-arrow in the 
Filter Accounts box and choose the Custom Account Group Name and the 
list will only show the accounts you wish to view.  

• In the Browse Transactions screen, view the complete list of transactions or 
narrow down the list of transactions. To narrow down the list to only show 
transactions of specific accounts, you can save a Custom Group name that 
contains the desired accounts. Then, from that point on, click on the Custom 
Account Groups tab and choose the name and it will display only transactions 
that pertain to the specific accounts in that grouping. 

 
 
To create a custom group:  
 

➢ Click the Plus (+) sign at the 

top of the screen. 

➢ Enter a title for the group and 
click OK. 

 
➢ To add an account to the grouping, click on the name of the account in the 

Account List box and click the right facing  arrow.   
 
The accounts will show in the Account Groups box.  
 
 

 
 

• You can also click to hold the Ctrl key down as you select multiple items. Then 
when you click the right facing  arrow, all the selected accounts will move over. 

• If several accounts in sequence are going to be added, click to highlight the first 
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account and then hold the Shift key down as you highlight the last one. When 
you click the right facing  arrow, all the selected accounts will move over. 

• Accounts that are grouped as sub funds or sub accounts cannot be split apart 
in the Custom Group function.  If you need to have them show on separate 
Custom Group reports, consider using subtotals instead of sub funds or sub 
accounts. 

 
 
Here’s a custom group for office expenses 
that includes some salary accounts as well 
as traditional office expenses. 
 
 
Note: An account can belong to numerous 
Custom Account groups.  
 
 
 
 
 
 

Let’s look at the List Chart of Accounts report. 
 

➢ Click Reports, Worksheet, List 
Chart of Accounts.  

➢ Click on the Custom Accounts 
Groups tab to view the existing 
Custom Groups in your system. 

 
 
 
 
 
 
 
 
The Custom Account Groups tab 
opens. 

➢ Click to place a check mark 
in the desired grouping. 

➢ Select more than one 
custom account group for a 
report.  

➢ Click Print in the lower right 
corner of the screen to view the report and then print it. Our report will show just 
the accounts in this group!  

Here’s a sample of our report. 
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➢ Click the X in the red box to close the preview and Cancel to close the report.  
 

Financial Reports 
 
 
Reports are accessed by using the Reports icon on the Portal screen or by clicking the 
word Reports/Export at the top of the screen. 
 
Try both: 
 

➢ Click the Reports icon on the Portal screen.  
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➢ In the Available Reports box, click to highlight the report or reports to view.  
➢ Click the right facing arrow to send the report title to the Selected Reports box.  

 
 You may select more than one report.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click OK. If you select only one report to view, the screen will open to the XXX 
Report Options screen with XXX representing the name of the report you 
selected. 
 

➢ Click the X in the upper right corner to close out of the reports back to the 
Portal. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
To open a report using the menu and buttons  
 

➢ On the Portal, we click Reports/Export at the top of the screen. The buttons 
under the menu change to those seen in this next screenshot. Different 
Accounting reports are found under the buttons shown. 
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Where Reports Are Listed 
 
Financial Button 
A Financial report is a financial statement of some 
type, typically a summary of information that may be 
distributed to others for analysis and/or discussion.  
 
 
 
Transaction Button 
Transaction reports allow you to view individual 
transactions for analysis. 
 
 
 
 
 
 
Worksheets Button 
A Worksheet report is typically something used by 
those working in the accounting module to analyze a 
particular situation or account. 
 
 
 
 
 
 
 
Budget Button 
The Budget report allows you to 
print and compare budgets across 
several years or for just one year.  
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Print Checks Button 
Clicking Print 
Checks opens 
the Check 
Printing screen 
for computer-
printed checks. 
See Print 
Checks in the 
Accounting I 
workbook or 
Printing and 
Designing 
Checks in the 
Help program’s 
Accounting 
manual.  
 
 
 
Tax Button 
Clicking the Tax button will allow you to print the following 
tax forms: 1099 Misc/NEC or 1096.  To do so you will need 
to enter the tax information for independent contractors on 
the Vendor Tab on the Chart of Accounts. 
 
Export     
Clicking the Export buttons provides these three options. 
For more information on using the export button see 
Exporting Accounting Data in this training workbook or 
see the HELP program’s Accounting manual, the book 
on Reports and the topic Exporting Reports. 
 
 
 

Report Format Tabs 
 
 
Report options are password associated, so two users may set the formats differently 
and the formats will hold for each of them.  
 

Options Tab 
 
Different reports offer different options. 
 
The Options tab of a given report may include the following items: 
 

• Accounting Year 
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The year to which the 
profile has been set 
shows in the 
Accounting Year box. 
You may elect to run the 
report for any other year 
by clicking the down-
arrow and selecting the 
year from those in the 
listing. 
 
 
 
 
Closed means that the accounting year has been closed so that no more 
changes may be made to it. You can VIEW a closed year and print reports for it 
but you cannot make changes to it.  
 

• Include: 
 
Running Balances 
If you elect to show account Running 
Balances on a report, you will see how the 
balance of the account was affected with each 
transaction applied to the account. We 
encourage you to include this option. 
 
Accounts with No Activity 
If the box is checked, accounts with a zero balance will be included in the 
report; if the box is unchecked – the default setting – they will be excluded. 
 
Reversed Transactions 
If this box is checked, the report will display transactions that have been 
reversed. On some reports, the transaction number will have a symbol beside it 
to indicate that it has been reversed.  
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On other reports, there will be a column to include and if the transaction has 
been reversed, the column will give you the transaction number for the 
reversing transaction or the transaction number that reversed the original 
transaction.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

• Truncate Cents 
This option allows you to have the report 
remove the cents from balances shown on 
the report. It does not round the balances 
up or down; it cuts the cents off. If you like this option, click to place a check 
mark in the Truncate Cents box; if not, leave the box blank. 
 
 

• Fund 
You may elect to run some of the 
reports for just those accounts 
associated with a specific fund. 

 
Click the down-arrow in the Fund box 
to see the list of funds and click on the 
desired fund. 
 
 
 

• Single Account 
You may elect to run some 
reports on just one account. 
You might run a General 
Ledger to review the activity to an account.   
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• Balances    
Click the down-arrow to choose the month 
for which you want the report or to run it for 
the Year to Date.  
 

 
 
 
 
 
 
If you elect to run the report for a prior year, the 
month dates will reflect that year. 
 
 
 
 
 
 
 
 
 

 

• Line Item Comments 
When entering transactions, there are Transaction Comments which apply to 
the entire transaction and Line Item Comments which apply to the individual 
account used in the transaction.  
 
Here’s a bill showing comments entered in all places. 

 
Here the comments were inserted into the payment. 
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Here’s the General Ledger for the flower expense account showing Account’s 
comment only. 

 
Here’s the same General Ledger showing All comments with each transaction. 

• Transaction Types 
 

The General Ledger and the 
Transaction Journal allow you 
to limit the report to one or 
more specific types of 
transactions. This can make it 
easier to investigate 
transactions. 

 

• Primary Balance Account Column Displays 
 

The General Ledger provides the option of 
printing the primary balance account for the 
other side of the transaction. 
 
 
This feature allows you to see the account on the other side of the transaction. In 
the case of multiple accounts, it prints the account name with the highest amount in 
the transaction, or the first account used if several accounts have the same dollar 
amount. 
 
Optionally you can show the payee name instead of the account name for liabilities, 
vendors and Accounts Receivable clients.  
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Custom Account Group 
Once you have set up Custom Account Groups, you may elect to run the report for 
only those accounts associated with a grouping. 
 

➢ Click the Custom Account Groups tab. 
➢ Click to select one or 

more groups to limit 
the report to the 
accounts in the 
group(s).  

➢ Click the + Custom 
Account Group 
button to create a new 
group. 
 
Note: Custom Groups can also be set up under Manage Accounts, Custom 
Groups. For more information see the topic Custom Groups in this workbook. 
 
 

Columns Tab 
The Columns tab allows you to select the columns you want displayed on the report 
and the order in which those columns are displayed.   
There are two boxes:  

• Visible Columns will display on the report. The different reports have different 
columns set as a default.  

• Available Columns can be added to the report.  
 

 To set the columns for the report:  
➢ To add a column to a report, click the name of the column in the Available 

Columns box and click the right facing arrow to move it to the Visible Columns 
box. 

➢ To remove a column from a report, click the name of the column and click 
the left facing arrow to move it from the Visible Columns to the Available 
Columns box.  Some reports will remain as you set it until it is changed; others 
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will revert to the default upon closing the report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ To reorder the columns, click to highlight a column’s name in the Visible 
Columns box and use the up and down-arrows to change it to the desired 
position. 

➢ To adjust the column width across the page, Use the up or down arrows to 
increase or decrease the size, or type the number you would like in the width 
column for the appropriate column. 

 
You can increase or decrease the width. This adjustment will help you space 
the columns across the page. 
 

Detail Tab 
The Detail tab allows you to set the level of detail you want to see on a given report. 
 
A check mark in the Detail box for a subtotal tells the system to list all the accounts on 
the report. 
 
 An un-checked Detail box tells 
the system to include only the 
total dollar figure for the subtotal 
and not see each individual 
account. 
 
Here we have opted to see the 
subtotal only for salaries. 
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Funds Tab 
The Fund Activity Report 
includes a Fund tab. It 
allows you to select the 
funds that will print on the 
report.  
Here we have opted to not 
include the Net Fixed Asset 
Fund in our report for this 
month. The report will 
default back to all funds 
when you open it the next 
time. 
 
 

Fonts Tab 
You can adjust the fonts for 
each report.  The changes you 
make will hold until they are 
changed again. 
 
 
 
 
 
 
 

Print Options 
On reports, you may have these three 
options: 
 
 
Export 
 
This option creates a file that can be e-mailed or 
exported. Create the file, click to export or email the 
document, save the file and it is ready to use.  
 
 
 
If you are going to export the file, click the down-
arrow and select the type of file you need. The use 
of your export will determine the type of file you 
select. 
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If you are going to e-mail the file, click the down-arrow on the 
Send via E-mail side to select the type of file you want.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Print 
This option opens the Preview screen from which you can view and/or print the report. 
 
There are some nice options on this screen. 
 

 
 
Other reports may have other options. But let’s look at two. 

Watermark 

 
 
 
 

With this option you can add a picture or text 
watermark to the report.  
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Here we are adding a text 
watermark. Notice the controls you 
have. You can also add a picture 
as a watermark.  
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Multiple Pages 
The Multiple Pages option allows you to see several pages of the 
report on the Preview screen as in this next screenshot. 
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Cancel  
This option cancels the request to view the report selected.  
 
 
 

Getting Ready for Meetings 
 
Choose the reports you wish to provide your committees. If you aren’t certain which 
ones to use, we recommend the following: 

• Balance Sheet 

• Treasurer’s Report 

• Fund Activity Report 

• Summary of Cash Activity and/or Check Register 

Balance Sheet 
 
 
From the Portal screen: 
→ Reports/Export 
→ Financial 
→ Balance Sheet 
 
The Balance Sheet report is a report that lists the total of your assets compared with 
the total of your liabilities and fund balances. Of the four basic financial statements, the 
Balance Sheet is the only statement which applies to a single point in time, instead of a 
period of time.  
 
 
 The formula for being in balance is: 
 

Total Assets = Total Liabilities + Total Fund Balances 
 
 
 
We see the tabs 
and can set our 
options. 
 
These are the 
same options 
discussed under 
the Report 
Format section of 
this workbook.  
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For the report today, we will:  
➢ Select a single 

month Include 
Accounts with 
Zero Balance 

➢ Include these 
columns: 

• Account #  

• Account Name 

• Beginning 
Balance 

• Year to Date 
Balance 

 

 

➢ Click Print. 
 
See the Balance Sheet report at the end of this workbook.  

Treasurer’s Report 
 
In Church Windows Accounting, the Treasurer's Report is a report primarily intended 
to compare actual cumulative income and expense amounts to budgeted amounts. 
Depending on the options checked, this report may list income and expense account 
balances, budget comparison information, information from a previous year and will 
subtotal these amounts. If you do not use budgets, this report would be a helpful tool to 
compare income to expenses. 
 
From the Portal screen: 
→ Reports/Export 
→ Financial  
→ Treasurer’s Report 

 
Options 

➢ Click to select the month for which you want the report. 

➢ Click to indicate whether the report should include Accounts with Zero 
Balance. 

➢ If you have set up Custom Account Groups and would like to run this report for 
one of the groups, click the down-arrow in the Custom Account Groups box 
and click on the name of the group you want. 

➢ If you would like to limit this report to a single fund, click the down-arrow in the 
Fund box and choose the fund. If you leave the fund box blank, it will report on 
all income and all expense accounts. 

➢ Choose the Month for the report. If a specific quarter is selected, it will report 
totals for that time period. 
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Columns  
Select the columns to be displayed on the report and the order in which you want them.  
 
 

 
Detail 
 

➢ Click to set the level of detail 
(individual accounts versus 
subtotal) on this tab. 

 
➢ Click Print.  

 
At the end of the report you 
will get the difference 
between the income and the 
expenses.  
 
This is an important report. 
Play with the settings until 
you customize it to fit your 
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needs. As long as you use passwords to enter into the program, it will remain 
that way until you change it. 
 
 

See the Treasurer’s Report at the end of this workbook. 
 

Fund Activity Report 
This report is perhaps the most useful 
one for distributing to a committee or 
board. 

• It shows how each separate fund 
stands – monthly beginning 
balance, income, expenses, 
transfers, and monthly ending 
balance. 

• It can be printed in Detail or in a 
Consolidated format. 

• It can also include year-to-date 
activity.  

 
Consolidated Format - This format 
would be good to provide the Finance 
Committee as they see all the activity to 
all the funds. 
 
Detailed Format - This version of the report is best for the chair of a committee in 
charge of a given fund. It will run a detailed report for each fund. You also can limit the 
list of funds on the Fund tab to just one fund. 
 
 See the two Fund Activity Reports at the end of this workbook. 
 

Summary of Cash Activity 
 
 
To get here:  
→ Reports/Export 
→ Worksheets 
→ Summary of Cash Activity 
 
 
The Summary of Cash Activity will print the beginning balance for an asset account, 
list each category of transaction that added money to the account (debits), list each 
category of transaction that subtracted money from that account (credits), and a 
balance as of the end of the day or designated time period. 
 
The report is especially helpful because you can get a balance for an asset account for 
any day of the month or any range of dates, not just the current balance or the balance 
at the end of the month.  
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We suggest that you run this report with dates that match the dates on your bank statement 
prior to starting the bank reconciliation process on an asset account. 
 

See the Summary of Cash Activity report at the end of this workbook.  
 

Check Register 
 
 
To get here: 
→ Reports/Export 
→ Transaction 
→ Check Register 
 
 
The Check Register is a listing of the checks that have been entered using the 
software. It can be run for any time period, including just one day. So the register can 
be run for a day when bills are paid and checks printed. It provides a total for the 
checks listed. 
 
 
See the Check Register report at the end of this workbook. 

Other Accounting Reports 
Other Accounting reports provided in the system are listed here. We encourage you to 
look at them. If you would like to talk with a technician about them, call 1.800.533.5227. 
 

• Deposit Slip 

• General Ledger 

• Transaction Journal 

• Accounts Payable 
o Accounts Payable List 
o Aging Report 
o Show Payments Due by ____  
o Accounts Payable Journal 

• Trial Balance 

• Budget Report 

• Tax Reports 
O 1099 MISC & INT 
O 1096 
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Exporting Financial Data 
 
Many of you are experienced users of spreadsheets and like to export data elsewhere 
for analysis.  It is easy to export Church Windows data to a spreadsheet or word 
processing program. Once Church Windows creates the export file, you can use the 
other program to retrieve and manipulate the data. 
 
 
For this demonstration we will use Microsoft Excel. 
 
 
To get here: 
→ Portal screen 
→ Reports/Export 
→ Export 
 
 
You can export the Chart of Accounts, Accounts Payable information and Accounts 
Receivable information. 
 

 

Export COA Data 
 

➢ Click to export the COA Data. 
➢ Select the year for the chart of accounts. You can export the COA for any year, 

including prior ones.  
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➢ If you have set up Custom Account Groups and would like to export only the 
accounts in one of those groupings, click the Custom Accounts Groups tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➢ Click Export. 
 

➢ Click the little drop-down arrow by Export Document and select the type of file 
you wish to create. We have chosen to export it as an Excel file. 
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➢ The XLS Export Option screen 
opens. We can enter information as 
needed.   
 
Note that the screen that opens at 
this point will be different depending 
upon the type of file you export. 

 
➢ Click OK. 

 
   
 

 
   

 
➢ Click to save the file in a 

desired location – perhaps 
in a folder named Exports. 

 
You can also rename the 
file to make it easy to find. 
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The system then asks if you want to open the 
file.  

 
➢ Click Yes to view the file. If you click No, 

then you can go into the other program 
and import the file for use.  

 
 

Here’s the file.  The file can be saved and all fields can be edited.  
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Export Account Payable 
This option allows you to export information on the vendors from the Accounts 
Payable/Vendor list or other liabilities in the Chart of Accounts. It exports information 
on the vendor, not the transactions associated with that vendor. 
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Export Accounts Receivable  
If you own the Accounts Receivable module, this allows you to export information on 
the Accounts Receivable clients you have set up. 
 

 
 

Export Transactions 
Transactions are exported from the Browse Transactions screen. 
 

➢ Open Accounting. If Transactions is not already highlighted on the menu bar,  
click on Transactions and then click the Browse button. 

➢ Click Change Year, Filter & Sort if you wish to filter the transactions to be 
exported. After setting the filters, click OK. 

➢ On the Browse Transactions screen click the Export Button.  
 
 
 

Sample Reports 
 
Beginning on the next page are samples of the following reports: Balance Sheet, 
Treasurer’s Report, Fund Activity Report, Summary of Cash Activity, and the Check 
Register. 
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