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Adjust Asset

Know those pesky transactions you have to handle?
¢ The bank charges the wrong amount on a check.
e The bank charges a fee for a check that is returned because of insufficient
funds.
e The quarterly report shows the investments have gone up/down.
¢ An outstanding check needs to be voided.

For any of these situations, the Adjust Asset is just the transaction to use!

» Click Transactions, Other, Adjust Asset.

T Adjust Asset Account E=HEoR (53

Asset to Adjust |1.10. 100 - Huntington Bank Checking EHXI

Balance

(_) Decrease

Amount to Adjust 0.00 [X] Date Occurred |05/29/2013 [v][(X]

Comments

Account I Amount I

$0.00 l

[,“ Post H Cancel ]

The following fields need to be completed:

The asset account. Click the down arrow and select the asset.
Click to choose whether to Increase or Decrease the asset.
Indicate the Amount of the adjustment.

Use the date the bank recorded the amount as the Date Occurred.
Comment on why the asset is being adjusted.

Select the Account(s) to which the adjustment will be charged.
Click Post.

Following are screenshots of three common adjustments:



Deposit Correction

Our bank deposited a check for $0.50
less than the check was written for.
We will write that off.

We need to decrease the checking
account and decrease the income

account to which the donation was
made.

@ Adjust Asset Account

Amount to Adjust

Transaction Comments |

Asset to Adjust | 1. 10,100 - Huntington Bank Checking

Balance

\») Decrease

0.50 3]

) Increase

Date Oceurred | 11/17/2021 [v][(3]

Accounts | Amount |

I |
o B I0E

5.10,480 - Bank Fees

Tatal §0.50 |

Balance

( i ) Decrease

65.00 [

( i ) Increase

Amount to Adjust Date Occurred | 11/17/2021 [v|[x]

Transaction Comments

@ Adjust Asset Account EI@
Asset to Adjust | 1,10, 100 - Huntington Bank Checking [z NSF Check Where the ChUI’Ch has

incurred a service charge.

We need to decrease the checking
account, decrease the income

Accounts | Amount |

|'| account to which the donations

were given and charge our bank fee

5.10.480 - Bank Fees
4, 20,100 - Building Fund Contributions

500 1] BEE
s000 (| HEE

expense account for the service

Total: $65.00

|,9 Post ||x Cancel |

Stock Valuation

Here we can record an increase or
decrease in value. We don’t use Enter
Income or Enter Bill because it is an
unrealized gain or loss.

e We use the same account to
record both gain in value and
loss in value to give us the netin
gain or loss.

e The account can be set up as

an income account (as in this
screen shot) or as an expense
account.

fee.
@ Adjust Asset Account EI@
Asset to Adjust | 1.30.100 - Lynch Schwab Investments @

Balance

( : ) Decrease

875.22 [%]

( : ) Increase

Amount to Adjust Date Occurred | 11/17/2021 ][]

Transaction Comments

| Accounts Amount |

4,25,315 - Gain/Loss on Investments

e [ B0

Total: $0.00

|,e Post ||x Cancel |




Payroll Journal Entry

— Transactions
— Other
— Payroll Journal Entry

If you are not using the Church Windows Payroll module, someone is calculating the
payroll manually and writing checks, or you are using a payroll service. You still must
enter the payroll into Church Windows each pay date. The Payroll Journal Entry is a
recurring transaction that, once set, can be used over and over. What a nice way to
save time!

Note: It is important to understand that this transaction does not generate a check. If
you are using it to manually calculate your payroll, you will have to write manual
checks. You can enter the check number as a comment on the transaction, but it will
not include the number on a check register. If you need to print paychecks, the church
should consider purchasing the Church Windows Payroll module

Setting up the Payroll Journal Entry

» Click the plus “+” sign to add a P signtosetup  FINS)
new employee. [Far ormaion [aves] /

» Enter the employee’s name. Einplojes Naitie

Kathryn Jones

OK ‘ | Cancel

» Key in the information in the fields requested. The next screenshot show
Kathryn’s pay set up:



Notice that while you | & Payroli Recurring Transactions :
select the account to & et 775
which the Church’s
portion of FICA will be J Pay Information || Taxes | Allowances and Deductions |
charged, you cannot S——.
tehnet:fé a_'l_?]ce)l Ig;;;gﬁ’:?IVI I Gross Pay |5.10.201 - Musidan Salaries 200.00
autonl]aticauy do that Employer FICA |5.10.345 - Church Portion of FICA/Medicare 0.00
for you.
Checking Account
NetPay |1.10.100 - Huntington Bank Checking 200.00

Frequency |as needed, always at Easter and Christmas

I x Cancel creating new recurring transaction ] "J Finished creating new recurring transaction

» Set up the taxes and withholdings:

& Payroll Recurring Transactions [o][@][=

Employee Name |- ane +|[= ][/

[ Pay Information || Taxes || Alowances and Deductions |

Federal
Social Security 12.40 Medicare 2.90 Federal 10.00
Withholding Account | 2.10.100 - 941 Taxes Payable
State
State 3

Withholding Account |2.10.110 - State Taxes Payable

Local
Account Amount Comments l ]

[x Cancel creating new recurring transaction 1 ‘ d Finished creating new recurring transaction

- ™




» Set up allowances and
deductions. In this case,
Kathryn is a musician
playing special services for
us. She has no allowances

and deductions.

This is the place we would
record the pastor’s housing

8 Payroll Recurring Transactions Q@@

Employee Name P j§_

Pay Information || Taxes || Allowances and Deductions

Allowances

|Account ] Amount | Comments

Deductions

Account Amount Comments

allowance or a deduction for

Pension.

Before clicking finished,
click back to the Pay
Information tab and
check the Net Pay to see
that it matches the pay
information that was given
to you by the payroll
service.

If it does not match,
something was entered
incorrectly. Correct the
information and check the
pay again.

[x Cancel creating new recurring transaction ’ ‘ J Finished creating new recurring transaction

) Payroll Recurring Transactions =)

Employee Name J&

JPay Information II Taxes “ Allowances and Deductions

Expense Accounts
Gross Pay |5.10.201 - Musician Salaries M) 200.00 [X]
Employer FICA |5.10.345 - Church Portion of FICA/Medicare M) 15.30

Checking Account
NetPay | 1.10.100 - Huntington Bank Checking M@ 171.70

Frequency |as needed, always at Easter and Christmas

Net Pay - This should
agree with the information

you were given.

x Cancel creating new recurring transaction l ‘ d Finished creating new recurring transaction '

» Once you have verified the pay, click Finished creating new recurring

transaction.

Using the Payroll Journal Entry
When ready to record the transaction for a pay, click on:

» Transactions, Special, Payroll Journal Entry.




» Select the employee.

@ Payroll Recurring Transactions

Employee Name Kathryn Jones

Click the drop down
arrow to see the list of
employees.

> If no changes need to be made to the employee’s pay, click the Bottle of Paste

to paste the transaction over.

> If changes need to be made to the pay, click the Pencil to edit the transaction.

You might have to adjust the transactions for hourly employees.

@ Payroll Recurring Transactions

Employee Name  Kathryn Jones

Y

(===

MEEE)

Click the Pencil to edit
the transaction if
changes need to be
made to the
employee's pay.

Click the Bottle of Paste to
paste the transaction over if
no changes need to be made
to the pay.

» Choosing to PASTE the transaction over opens the Journal Entry transaction

screen.

The transaction is in the Unposted Journal Entries Batch.

§® Journal Entries

2

Date Occurred Comments

05/14/2015

74 Recurring Transactions
£J2  Show Running Balance

[Accounts Debit Amount | Credit Amount | Comments I ]

“ Clear Transaction ] Total:

$0.00 $0.00 | DonE-AddToBatch (cl+) | |

Unposted Journal Entries Batch (1)

Date Occurred Amount
05/14/2015

Comments
215.30|Payroll - Kathryn Jones

l [ Edit iI_Remove l

[% Pt | [ saveBatch | [ post | l




» Click the plus (+) sign beside the Date Occurred to see the details of the pay.
We see the employee’s name in the Comments field.

Unposted Journal Entries Batch (1)

| Date Occurred Amount Comments
& 05/14/2015 215,30 | Payroll - Kathryn Jones
|Account I Debit Amount I Credit Amount | Comments |
5.10.201 - Musidian Salaries 200.00 Gross Pay
5.10.345 - Church Portion of FICA/Medicare 15.30 FICA Expense
1.10. 100 - Huntington Bank Checking 171.70 NetPay
2.10.100 - 941 Taxes Payable 15.30 Employee's FICA
2.10.100 - 941 Taxes Payable 15.30 Employer's FICA
2.10.110 - State Taxes Payable 3.00 StateTax
2.10.100 - 941 Taxes Payable 10.00 Federal withholding
| l Edit | I Remove l I L print I [ Save Batch l [ 2 Ppost I |

» If ready to post it, click Post. You can also click Save Batch, continue with
other payroll journal entries and post them all at once. Be sure to make any
needed changes before clicking Post.

Edit the Transaction before Using

> Click the Pencil to edit the transaction.

@ Payroll Recurring Transactions

Employee Name  Kathryn Jones

Click the Pencil to edit
the transaction if
changes need to be
made to the
employee's pay.

That opens the Create a Journal Entry Recurring Transaction screen where
you can make changes to the pay.

Description Frequency Comments

Kathryn Jones as needed, always at Easter and Chri Payroll - Kathryn Jones

Accounts l Debit Amount | Credit Amount ] Comments &

HEE

1.10. 100 - Huntington Bank Checking 171.70 NetPay =HEE)L

2.10.100 - 941 Taxes Payable 15.30 Employee's FICA FHEE

2.10.100 - 941 Taxes Payable 15.30 Employer's FICA =EE

2.10.110 - State Taxes Payable 3.00 StateTax FEEE|

2.10.100 - 941 Taxes Payable 10.00 Federal withholding ®EE
Total: $215.30 $215.30 Save Transaction I I Cancel ] f




» Enter the changes and click Save Transaction.
» Now paste the transaction over.

If you paste the transaction over but, need to make temporary adjustments,
click Edit to open the transaction and edit it there. You will need to know the
amount of the church’s share of FICA as the system does not calculate that
once the transaction has been pasted over. It is wise therefore to make the
changes before pasting the transaction over.

» After editing and pasting the transaction, you are ready to Post it.
Voiding Checks

There are two reasons to void a check:
e To record the check number for check stock that was damaged, or
e A check was issued in error or a check was printed that needs to be reissued.

Record a check number of a spoiled or damaged check

This function is used when a check is ruined or destroyed by the printer. We record this
so that we can account for all check numbers in the system. The Check Register then
provides a clear audit trail of check numbers.

From the Portal screen:

— Transactions

— Other

— Enter Spoiled Check Numbers (Voided Checks)

The Void Check screen opens. The system tells you THIS IS NOT TO BE USED TO
VOID A CHECK THAT IS ASSOCIATED WITH A TRANSACTION.

{ Enter Spoiled Check Numbers (Voided Checks) H
Date Occurred Check or Ref # Use this screen to record a check number of a
physically spoiled check that was NOT issued
09/03/2019) @ (e.g. a check destroyed by a printer jam while

If the check has already been issued, use

IEI Browse Transactions\Reverse."”

! printing checks).
I Asset Account

Transaction Comments

i | = Post | | ¥ cancel |

» Enter in the appropriate information for the voided check and click Post.



Void a check that was issued in error or needs to be reissued

Given below are 4 different scenarios for voiding a check. Use the instructions that fit
the situation with the check you need to void. These instructions are for a check that
was printed that should not have been or if a check needs to be reissued because it
was written for the wrong amount, was lost in the mail, etc. If you need to void a check
that is associated with a transaction, void it prior to beginning the bank reconciliation
process.

a) Void a check written in the CURRENT MONTH that needs to be corrected and
reprinted. You must know if both the bill and the payment are incorrect.

> Click Transactions, Browse.

» Click Filter and Sort to open the Transactions Browser Options screen to
limit the transactions to just those of the Vendor.

» Reverse the payment transaction with that check number.

» Correct the bill: (skip this step if the bill is correct)

o After finding the bill in Browse, click Correct. Correct the transaction
and click Save Correction. The system will determine if the correction
requires a reversal and entry of a new transaction. If so, the system will
do so.

» Click Transactions, Pay Bills and reauthorize payment for that vendor.

b) Void a check from a PRIOR PERIOD (month or year) that needs to be reprinted
in the current period.

We do not go in and reverse the bill and payment that were made because doing
so would change already-published reports and affect the bank reconciliations that
have already been done.

> Goto Transactions, | & adjust Asset Account =
Other, Adjust

Asset.
» Click to select the el :

Asset account from Ongease () Decrease

which the check was Amount to Adjust 230.00 %]  Date Ocourred |11/17/2021 [v][X]

originally issued and Transaction Comments | Check lost in mail

choose to increase (s o — |

the asset.
5.10.920 - Rental Repairs (v 230.00 |E|I [+=E)

Asset to Adjust | 1.10, 100 - Huntington Bank Checking EIIZl

This will put the
money back in the
checking account.

| Total: $230.00 |

» Select the Expense
account to which the
original bill was
charged. This transaction will reduce the balance in the expense account so we
can re-enter the bill to it. This is a deposit posting so it will show on the bank
reconciliation for the month.

» Click Post.

|)‘ Post ||x Cancel |
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Now, issue a new check:

>

>
>

Click Enter Bills. Enter a bill using the original vendor and the original expense

account.

Post and pay the bill. Print the new check.

Clear the old check and the bank deposit. You have 2 options:

o Make a note to clear that deposit and the original check when you do your
next bank reconciliation for that account.

o Open a bank reconciliation for a date different than the one you would
normally use for a bank reconciliation. On the second screen, enter in
balances of $1.00 each. Mark that deposit posting and the original, written-
off check as cleared — be sure to leave everything else outstanding.
Finalize that reconciliation.

¢) Void a check written in current month that will not be reprinted. In this case
both the bill and the payment are incorrect.

>
>

Click Transactions, Browse.

Reverse the payment transaction with that check number. Depending on your
church’s practices you may want to choose the original date or the current date
for reversal.

Reverse the bill that was originally entered. You will want this to match the
date used for reversing the payment.

d) Void a check from a prior month or year that will not be reprinted:

We do NOT want to reverse the transaction because that would change previously
reported amounts in Accounting.

>

>

Determine the account the check was originally charged to or establish a new

income account — “O/S (Outstanding) Checks written off”.

In the current month or year, go to Transactions, Other, Adjust Asset and

increase the checking account for the dollar amount of the checks. The other

side of the entry is to the original account or the new income account.

Clear the old check and the bank deposit. You have 2 options:

o Make a note to clear that deposit and the original check when you do your
next bank reconciliation for that account.

o Open a bank reconciliation for a date different than the one you would
normally use for a bank reconciliation. On the second screen, enter in
balances of $1.00 each. Mark that deposit posting and the original, written-
off check as cleared — be sure to leave everything else outstanding.
Finalize that reconciliation.
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Prior System Checks

Special Functions

To get here:
— Special Functions
— Prior System Checks

Frior System

If you are just starting to use the Accounting module, you may have deposits in transit
or outstanding checks from your reconciliation on your prior system. To enter this
information, click on Special Functions and choose Prior System Checks.

» Select the asset account and input the un-cleared items from the prior
system.
» Click Add Item after entering the information for each deposit or withdrawal.

Prior System Checks E=5{EcE 5

Asset Account -
1.10.100 - Huntington Bank Checking M(x]

If you have undeared checks or deposits that were entered in a system other than Accounting, you may enter them below.
FOR BANK RECONCILIATION ONLY; ITEMS ENTERED WILL NOT BE RECORDED AS TRANSACTIONS

Type __ Amount __ Date — Check or Ref # Comments
Withdrawal || 0.00 (X M(x]
‘ Cleared | Type ‘ Amount i Date Occurred | Check or Ref # Comments ] |
") |Deposit 2,105.00 11/30/2014

Withdrawal 45.52 12/23/2014 3214
Withdrawal 198.74 12/23/2014 3215
Withdrawal 47.01 12/29/2014 3216

J [

When you prepare your first reconciliation in Church Windows Accounting, these items
will appear on the Deposit or Withdrawal screen to be marked as cleared in the month
in which they appear on the bank statement. They will NOT affect the balances in the
module because you accounted for them when you entered your beginning balances
for the program. They are entered here solely for the purpose of clearing them during
the bank reconciliation process.

Bank Reconciliation Process

You will want to use the Bank Reconciliation function within the Accounting program so
that you know that Church Windows and your bank agree. Even if you keep a “paper
checkbook,” it is the Church Windows Accounting program that must agree with the
bank.

We recommend that you go to our website — www.churchwindows.com/blog - and
watch the movie on the bank reconciliation. We also recommend printing out the
following articles:

First Bank Reconciliation

First Bank Reconciliation after Conversion from Financial to Accounting

When the Bank Reconciliation Does Not Reconcile

12
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To complete the bank reconciliation, you will need the bank statement from the
asset you are reconciling for the month you are reconciling. For the purpose of
this discussion, we will be working with the figures from the sample bank statement
shown on the last page of the book.

From the Portal screen:

— Bank Reconciliation icon, or
— Special Functions

— Bank Reconciliation

G Accounting (Jan - Dec 2019)
song, @ Manage Accounts  [§| Budgets R

The Bank Bank 1| Bettings Manage Years
. Rec. p onalionsr iy,
Reconciliation /Eié %m&ov

t !

Dashboard

nm:o.l

screen opens. ]

Jan - Dec 2019

~

Reports Budgets Bank Reconciliation

> Click the down arrow and select the asset account to be reconciled.

¢ Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 03/31/2019 =R =R =

Account | Statement || Charges & Interest || Deposits || Withdrawals

Select an Asset Account

1.10,100 - Huntington Bank Checking [=[ET]
Statement Ending Date You may elect to begin a new bank
() Begin & new Bank Reconciiations reconciliation, or you can click to select
01/31/2018 = a saved of finalized bank reconciliation

fram a given month.

|’- Mext ‘

S

> Elect to work on either a new or saved bank reconciliation.

e If you are just beginning to work on the bank reconciliation for this
month, click Begin a new Bank Reconciliation. Choose the date for
the bank reconciliation: this date should match the date on the bank
statement.
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¢ If you are continuing to work on a bank reconciliation that you started
previously, click Select a Saved Bank Reconciliation. The bank
reconciliation will show in the field with the drop down arrow.

¢ If you have finalized the bank reconciliation for a prior month and would
like to retrieve it, you will be able to select that month in the Select a
Saved Bank Reconciliation box.

We are starting a new bank rec.

» Click Next.
The Statement tab opens.

> Fill in the boxes with the information from the bank statement.

Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 01/31/2019 =]
Statement | Charges & Interest || Depasits || Withdrawa
Huntington Bank Checking (1.10.100) == Delete this Bank Recondiation |
Statement Ending Date
01/31/2019
Statement Balances & Totals Comments
Beginning Balance 125,047.38 @
Total Deposits +) 9,215.44 [v] ]
Total Withdrawals (=) 19,033.01 [+ (%]
Ending Balance (=) 115,229.81 [
|-lm Back | | next |
Adjusted Bank Balance Asset Balance per Accounting Difference To Reconcile
104,014.16 190,565.06 85,551.90
Note:
e Total Deposits will be deposits into the account, including any interest
earned.

e Total Withdrawals will be the total amount of all checks/withdrawils,
including any fees charged.

e The screen will not let you advance unless the math on the screen is
correct.

» Comments
Comments are optional. Perhaps you want to comment that you had a deposit
correction or that you are going to write off a check.
At the bottom of the screen, the system has begun to indicate the Difference to
Reconcile. At this point, because you have not cleared any deposits or checks,
there will be a difference to reconcile. That’s fine, ignore it.

> Click Next.
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The Charges and Interest screen opens.

> Enter on this screen the charges and interest shown on the bank statement.
Comments are optional for each line item.

» If you would like a printout of your charges or interest postings during the bank
reconciliation, click Print Grid in either area.

__; (===
Statement | Charges & Interest || Deposits || withdrawals
Fees, charges and other bank debits not previously recorded Print Grid
‘Expanse Accounts | Amount | *Line Item Comments | | |
5.10,480 - Bank Fees 32.79 [@l HEE
‘ Tetal $32.79 |
Interest and other bank credits not previously recorded
‘Incuma Accounts | Amount |Lir|e Item Comments | | |
4,10.275 - Interest - Checking & Saving 42,77 [@l HEE
‘ Tetal s2.77 |
- | |
Adjusted Bank Balance Asset Balance per Accounting Difference To Recondile
68155 195652 5,992

> When all entries have been entered, click Post and Next.

The Deposits screen opens.

./ Bank Recondiliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 10/31/2021 =N EoE
|Stahement || Charges & Interest || Deposits || Wiﬂ1drawa\s|
Drag a column header here to group by that column Show Cleared
‘Cleared | Chk or Ref # | Amount | Date Occurred | Batch Code | Pay Method | Type | Comments | Trans #
2,320.00 01/06/2019 DONA 7|~
2,805.00 01f13/2019 DONA 7| |
] ) 3,105.00 01/20/2019 DONA 79
D 2,940.00 01/27/2019 DONA 80 L
=] =1
] ' . )
0 Click to place a check mark in the Cleared a1
O box for all deposits that cleared the bank. 52| |
0 A blank box will tell the system that the 83
O deposit is outstanding. 84
O 85
O 5 W e el i 85
D 1,247.26 03/01/2020 DONA 87
D 2,493.48 03/08/2020 DONA 88
O 1,248,55 03/15/2020 DONA 89 [+
‘ Cleared: §5,125.00
| ‘ Back | XL *  Get Help Reconciling | | ’ Next |
Adjusted Bank Balance Asset Balance per Accounting Difference To Recondle
-71,606.66 19,883.26 91,489.92

» Click to enter a check mark in the Cleared box for all deposits that cleared the
bank. Leave the Cleared box empty for those deposits that did not clear. You
will see the deposit for the interest you posted and it has already been marked
as cleared.

15



Two Situations

1) If you have made more
than one deposit on a
single day, you will see
separate lines for them.
To view the grand total
for the day rather than
the line items that made
up the deposit, try this:

o Click on the heading
Date Occurred and,
holding the left
mouse down, drag
the

heading to the top of

the grid. Viola!

Date Qccurred «

-/ Bank Recenciliation - Huntington Bank Checking (1.10.100) Statement Ending D
| Statement || Charges & Interest Deposits| Withdrawals

Check All Unche

Date Occurred: 01/06/2019

Batch Code | Pay Method

Date Occurred:
Date Occurred:
Date Occurred:
Date Occurred:
Date Occurred:

Date Occurred:

Date Occurred

Date Occurred:
Date Occurred:

Date Occurred:

01/13/2019
01/20/2019
01/27/2019
01/05/2020
01/12/3020
01/19/2020

: 01/26/2020

02/02/2020
02/08/2020
02/16/2020

Total Amount: $2,805.00
Total Amount: $3,105.00
Total Amount: $2,940.00
Total Amount: $3,376.84
Total Amount: $2,157.55
Total Amount: $295.00

Total Amount: $882.50

Total Amount: $1,497.33
Total Amount: $1,649.14
Total Amount: $1,348.34

o After confirming the deposit total, click the plus (+) sign so you can clear

the deposit.

2) If you took two deposits to the bank on the same day, but they were entered
into Church Windows on different dates, the bank will show them as ONE
deposit, while Church Windows will show them as two. If the total of the two
equal what the bank statement shows, clear both in Church Windows.

» After clearing the appropriate deposits, click Next.

The Withdrawals screen opens.

- Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 10/31/2021 = =R )
|513hement|| Charges & Interest || Deposits || Withdrawals |
Drag a column header here to group by that column Show Cleared
‘Cleared |Chk or Ref # | Amount |Date Occurred |Payee |Pay Method |Type | Line Item Comments |Trans #
O 12345 1,410.00 12/27/2015 Columbia Gas Manual Ch... PYMT 101 | ~ |
O 12348 434.61 12/27/2018 Chrigtian Bible Supplies  Manual Ch... PYMT 102 E
] 12348 80.00 12/23/2018 American Electric Pow... Manual Ch... PYMT 104
O 13,669.20 12312018 Internal Revenue Ser... EFT FYMT 106
() 1,624.00 12/31/2018 State of Ohio EFT PYMT 107
|:| 12345 1,881.69 01/15/2019 Computer ... PYRL Higgins, Larry 7
O 12350 555.60 01/15/2019 Computer ... PYRL Hilliard, Jimmy I 8
] 12351 1,438.62 01/15/2019 Computer ... PYRL Jones, Steve 9
O 12352 157.77 01f15/2019 Computer PYRL Kiling, George 0
() 12353 638,48 01/15/2019 Computer ... PYRL Thomas, John 11
|:| 12354 867,50 01/15/2019 Computer ... PYRL Trane, Roger 12
O 12355 1,245.20 01/15/2019 Computer ... PYRL Wiliams, Jerry 13
] 12358 613,23 01/15/2019 Computer ... PYRL Worth, Sue 14
O 12357 516.00 01/15/2019 Computer  PYRL Young, Lisa 15
C 12358 1,410.00 01/28/2019 Columbia Gas Manual Ch... PYMT 16 B
‘ Cleared: $0.00
‘ 4 Back | x; *  GetHelp Recondiing |
Adjusted Bank Balance Asset Balance per Accounting Difference To Recondle
| of Finalize | |L§g Print | 71,606.66 19,883.26 91,489.92

» Clear the checks shown on the bank statement.
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» Check for other transactions that should be cleared.
o Our EFT payments show; they cleared so we check those.
o We see the bank fees we entered already cleared for us.

Try these two things:

e Click on the Chk or Ref column heading to sort the checks by check
number.

e Click on any column heading and hold the left mouse down & drag the
heading to position it next to a different column. You can reposition all
the columns by moving them this way.

» To double-check yourself, after clearing the checks, click to remove the
check mark in the Show Cleared box. The un-cleared checks remain. Did
you clear the correct ones?

__; Bank Reconciliation - Huntington Bank Check 0.100) Statement Ending Date: 10/31/2021 = o<

| Statement || Charges & Interest || Deposits | Withdrawals

Drag a column header here to group by that column Chedk all Print Grid

|Cleared | Chk or Ref # | Amount | Date Occurred | Payee Em Comments | Trans # |
O 3,129.89 01/15/2020 EFT PYRL Combined Payroll EFT Tran... Payroll EFT
O 3,129.89 03/15/2020 EFT PYRL Combined Payroll EFT Tran... Payroll EFT
O 3,129.89 04/15/2020 EFT PYRL Combined Payroll EFT Tran...  Payroll EFT
O 3,129.89 06/15/2020 EFT PYRL Combined Payroll EFT Tran... Payroll EFT

» When you have cleared all the checks for this month, look at the Difference
to Reconcile box:

We have balloons and a zero difference to

. ) Difference To Reconcile
reconcile. We reconciled! 0

0.00

If you do not reconcile
Church Windows’ bank reconciliation process is designed to assist you.

P Back\ lx - GetHelp Recondiing l

- Adjusted Bank Balance Asset Balance per Accounting Difference To Reconcile
Igb Print ’ 112,724.21 112,215.21 509.00 @ save

} J Finalize

» Click Get Help Reconciling.

We now have four new tabs to look at.
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. Bank Reconciliation - Huntington Bank Checking (}10100) Statement Ending Date 02282015

=

| statement || Charges & Interest || Deposits || Withdrawals | Help-Deposit Comparison " Help-Withdrawal Comparison || Help-Deposit Line Items || Help-Withdrawal Line Items |
[

Help-Deposit Comparison Tab
This screen looks at deposits that have been recorded in the software and compares
them to the amount of debits shown on the bank statement.

This may provide enough information for you to remember the situation causing the
difference and you will be able to research the transactions to see what has happened.

I f th d . t ¢ Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 02/28/2015 [El=r=]
edade pos IS [Statement|[ Charges &Interest] [ Deposits | Withdrawals | Help-Deposit Comparison || Help-Wi Comparison | Help-Deposit Line Items || Help-Withdrawal Line Items |
We re Oﬁ ] th e Total Deposits for this statement, minus all uncleared deposits for prior month, plus current month deposits in transit should equal

the Debits/Deposits recorded in Accounting.

system offers
us assistance

Total recent deposits for Huntington Bank Checking (1. 10.100)

. . Total Deposits per Bank Statement 9,215.44)
in verifying Difference n Depositsin Transi =
depOS|tS by =) 9,215.44 Total Deposits Recorded in Accounting 9,215.44
. . Difference 0.00 We do not have a
CIICkIng on difference, so the
_ problem is not with our
G o t o H eI p The Deposit side of your Bank Reconciliation appears to be correct! deposits
Deposit Line
ltems.
| <o | | Next. > ‘
Adjusted Bank Balance  Asset Balance per Accounting Difference To Recondle
He' p - ¢ Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 02/28/2015 [sl@] =]
Dep 0Ss | t [ Statement || Charges & Interest || Deposits || Withdrawals || Help-Deposit C |[Help C ison || Help-Deposit Line Items | Help-Withdrawal Line Items
. Enter All Deposits, Interest and other Bank Credits as they appear on your Statement.
I— ine LINE ITEMS WILL NOT BE SAVED IF THE SESSION IS CLOSED NOR RECORDED AS TRANSACTIONS
Amount Date
Item S Tab 0.00 [“J(x] [ Add new Statement Line Item || Suggestmatch |
| Delete selected Line Item “ Remove match |
| | Amount [ Date
Transactions below have not been matched Line Items without matching, balancing Transaction(s) are highlihted above in red
‘ Cleared | Amount | Date Occurred | Comments Trans # Al
» 120.00 01/31/2015 57| .
] 1,227.33 02/01/2015 5
2,756.04 02/08/2015 s
2,268.08 02/15/2015 69
Select a Transaction and its corresponding Line Item and Click Match Selected" 7 Match Selected
| Return To "Help-Deposit Comparison™ |
Adjusted Bank Balance Asset Balance per Accounting Difference To Reconcile

» On this screen, you would enter each deposit shown on the bank statement and
the system will compare each to entries recorded in Church Windows. It will
match items that show in each. Discrepancies can then be researched and
corrected.
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Note: If contributions are entered as a Sunday date but deposited at the bank
on a Monday date, the system will not automatically see them as a match. Note

the date difference and mark them cleared.

But in this example, we are told our deposits match. The ‘problem’ must be with our

withdrawals. Click on the Help-Withdrawal Comparison tab.

Help-Withdrawal Comparison Tab

» Clicking this tab, we see that our withdrawals do not match.

The amount of the difference might trigger in our mind that there was a check

for that amount. But if not, the system offers assistance.

. Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 02/28/2015

oo/

[ |[ Charges & Interest | Deposits | Withdrawals | Help-Deposit Comparison | Help-Withdrawal Comparison | Help-Deposit Line Items || Help-Withdrawal Line Items |

redits/

Total recent withdrawals for Huntington Bank Checking (1. 10.100)

Total Withdrawals per Bank Statement 19,033.01
Difference in Outstanding Checks 2,505.60
=) 21,538.61 Total Withdrawals Recorded in Accounting

Difference

Items from your bank statement.

Because the Withdrawal Amount Recorded in Accounting is different from the Bank Withdrawals minus the undeared Withdrawals in transit, this
that there may be transactions that are not recorded or are recorded incorrectly. We recommend that you enter the Withdrawals and o]

Total Withdrawals for this statement, minus prior month outstanding checks, plus current month outstanding checks should equal the
dit: ded in i

22,047.61

-509.00

So here is our difference.
Something is wrong with the

|V~ GoTo Hep-Withdrawal Line Ltems” checks.
‘ - 5ok ‘
Adjusted Bank Balance Asset Balance per Accounting Difference To Recondile
,/ Finalize @ Print 112,724.21 112,215.21 509.00

Help-Withdrawal Line Items Tab

We click on the Help-Withdrawal Line Items tab.

Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 02/28/2015 fola=s
| Statement | Charges & Interest|| Deposits || |[ Help-Deposit Comparison || Help: Comparison || Help-Deposit Line Items || Help-Withdrawal Line Items
Enter All Withdrawals, Fees and other Bank Debits as they appear on your Statement.
LINE ITEMS WILL NOT BE SAVED IF THE SESSION IS CLOSED NOR RECORDED AS TRANSACTIONS
Amount Check or Ref #
0.00X] [ Add new Statement Line Item || suggest match |
[ Delete selected Line Item || Remove match |
[ Jamount [ checkorref =
Transactions below have not been matched_Line Items without matching, balancing Transaction(s) are highiighted above in red
| [cleared [ chkorRef 2 [ Amount [ Date Ocaurred | comments Trans # [~
» [v] 96877 2,008.96 01/30/2015 91=
97454 197.77 01/31/2015  Kiling, George 107
[ 97457 1,228.20 01/31/2015  Williams, Jerry 110
97458 602.23 01/31/2015  Worth, Sue 111
[ a7asa 50Q AN N1/21/9015  Yeunn liea nvg
Select a Transaction and its corresponding Line Item and Click "Match Selected”
| Return To *Help-Withdrawal Comparison™ |
Adjusted Bank Balance Asset Balance per Accounting Difference To Recondile
,/ Finalize | & Print 112,724.21 112,215.21 509,00 @ sae

> First,

scroll through the items and compare them with the bank statement again. In
this example we would see that check # 74739 written on 2/28/2013 for

$509.00 should not have been cleared.
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We would go back to the Withdrawals tab and unclear that check. We would
get our balloons.

» If it were not that simple, we would click to enter each amount and check
number for each withdrawal shown on the bank statement and then would click
Add new Statement Line Item.

If the system can match it to a withdrawal listed below, it will remove it from the
bottom part of the screen and turn the item you entered blue. This tells you it is
matched.

Discrepancies can then be researched and corrected.

When we finish, we would be left with check # 97473 which is not matched to a
check because we cleared it in our bank rec. And it is for the exact amount we
are off.

> In this case, we return to the Withdrawals tab and unclear the check. Balloons

again!

2] 97471 852.50 02/28/2015 Manual Ch... PYRL Trane, Roger 127 3
O 97472 602.23 02/28/2015 Manual Ch... PYRL Worth, Sue 129
[ 97473 509.00 02/28/2015 Manual Ch... PYRL Young, Lisa 130
[ 32.79 02/28/2015 JRNL Fees, charges and other bank debits ... 210
2] 3,108.89 02/15/2015 EFT PYRL Combined Payroll EFT Transactions fo... Payroll EFT
2] 3,108.89 02/28/2015 EFT PYRL Combined Payroll EFT Transactions fo... Payroll EFT

v

! — Back ‘ / [ » Next |

Adjusted Bank Balance Asset Balance per Accounting Difference To Reconcile [

& Findlize | |G Print ‘ 112,215.21 112,215.21 ¥ 0.00 @ sae

> Click to Finalize the bank Y'ou cannotmake changesto afinalized Bank Reconciliation.
reconciliation. Click Yes to Do youwanttofinalize this Bank Reconciliation?

confirm the finalization; click
No to stop the finalization.

» After finalizing the [T%es ][ mwo |
reconciliation, we
recommend you print it. However you can always pull the reconciliation up
again and print it later.

» If you click to delete the reconciliation, you will need to confirm that you wish to
continue. Click Yes to continue with the deletion, click No to cancel it
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You can even delete the reconciliation and start over:

_¢ Bank Reconciliation - Huntington Bank Checking (1.10.100) Statement Ending Date: 02/28/2015 (=a ]
J Statement ” Deposits H Withdrawals || Help-Deposit Comparison H Help-Withdrawal Comparison |[ Help-Deposit Line Items ” Help-Withdrawal Line Items l
Huntington Bank Checking (1.10.100) {— Delete this Bank Recondiiation J
?;;::;;;;;"di"g Date Finalized on 07/02/2015 by Unknown User. Asset reconciled to balance of $112,215.21. I
Statement Balances & Totals Comments

Note: If you delete the reconciliation, it will unclear all the cleared deposits and
checks, but it will NOT reverse the postings for charges and interests. When
you redo the reconciliation for that month, you will not have to re-enter those
items.

After completing the bank reconciliation for a given month, remember: nothing
should be done to the month that would change the balances in the asset
account, as that may create problems with the finalized bank reconciliation and
with future reconciliations.

Bank Reconciliation Reports
At any time during the bank reconciliation, you
can click Print, and select from two reports.

. Banpk Reconciliation - Huntington Bank Checking (1.10.7

t | Charges & Inherest” Deposits || Withdrawals |

Hunlington Bank Checking (1.10.100)
Statel ent Ending Date
10/31) 021

Statement Balances & Totals

Beginnin 125,047.38 [X]
| " Badk ‘
Total De +) 5,215.44 [v][x]
e T Adjusted Bank Balance As Total With v =) 19,033.01 @
of Finalize | 5 Print | 117271075
Bank Reconciliation | Ending Bala =) 115,229.81 [X]
Activity Summary

“ Back ‘

..................................... Adjusted Bank Balance
|'\’ AR | p Print | 102,710.25
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Here is an example of the Bank Reconciliation report.

41st Church of Anytown - Columbus OH
Bank Reconciliation - Statement Ending QOctober 31, 2021

Wednesday, November 17, 2021 Pagelofl
Statemant Ending Data: 10/3 172021
Account Huntington Bank Chacking {1.10.100)
Statemant Ending Balanea: 511522981
Outstanding Checks and Withdrawals
Trans# Date Qee. Check # Amount Vendor
96 01/ 15/2020 1,88269 Higeins, Larry
102 01/15/2020 124720 Williams, Jerry
132 03/15/2020 1.88269 Higgins, Larry
138 03/15/2020 1,24720 Williams, Jerrw
149 04/15/2020 1,88265 Higeins, Larry
155 04/15/2020 1,24720  Williams, Jerry
184 06/15/2020 1,88269 Higeins, Larry
180 06/15/2020 1,24720 Williams, Jarry
Total: 51251956
Adjustad Bank Balanea: $102,71025
Balanca par Aecounting: $19. 88326
Differencs to Raconeils: $82 82699
This bank reconcilstion has not been finaliz=d
41st Church of Anytown - Columbus OH
ACTIVITY REPORT for BANK RECONCILIATION
Wednesday, November 17,2021 Pageloff

Statement Ending Data:

Here is an example of Aconunt

10/31/2021
Huntington Bank Chacking(1.10.100)

Cleared Deposits

the first and last page —
of the Activity 77

Summary report. I
80
79
80
81
82
B1
84
B5
86
s
88
89
a0

Date Oce.

01/06/2019
01/13/2019
01/20/2019
01/27/2019
01/05/2020
01/12/2020
01/19/2020
01/26/2020
02/02/2020
02/09/2020
02/16/2020
02/23/2020
03/01/2020
03/08/2020
03/15/2020
03/29/2020
04/05/2020
04/12/2020
04/19/2020
04/26/2020
05/03/2020
11/16/2020
12/28/2020
02/14/2021
02/14/2021
02/28/2021
04/30/2021
10/18/2021
10/19/2021

Prior Months  Current Month

100,00000
336470
980,00
(980.00)
321098
1,234 56

23400

12300

$149,30654 533700

Cleared Dishursements

Trans #

102
101
104
106

Date Oce.
12/27/2018
12/27/2018
12/28/2018
12/31/2018

Check # Prior Months  Current Month
12345 43461
12345 1.41000
12348 80.00
13.66920
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41st Church of Anytown - Columbus OH

ACTIVITY REPORT for BANK RECONCILIATION

Wednesday, November 17, 2021 Page 6 of 6
21 10/17/2021 79017 12.00
77 10/19/2021 456 12300
24 10/25/2021 12300
25 107252021 32158
26 107252021 12300
$195.11047 123 B398
Totals
Bapinning Bank Balancs 511504738
Clzarad Deposits 133
Clagrad Disbursemants 8311894545
Ending Bank Balancs $115,22981
Oustanding Dishursements
Trans# Date Qce. Check # Prior Months  Cuarrent Month  Vendor
96 01/15/2020 1,88269 Higgins, Larry
102 0L/15/2020 1.24720 William s, Jarry
132 03/15/HX0 1,88269 Higgins, Larry
138 03/15/220 1.24720 William s, Jarry
149 04/15/2020 1,88269 Higgins, Larry
155 04/15/2020 1.24720 William s, Jarry
184 06/15/2020 1,88269 Higgins, Larry
190 06/15/2020 1,.24720 William s, Jarry
$12.51956 $0.00
Totals
EBzginning Book Balancs 514336124
Outstanding Daposis 50.00
Outstanding Chacs $12.5195
Ending Book Balance 519 88326

This bank raconcilation has not been finalized
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Accounting Dashboard

Accounting can produce charts, graphs and more through the Dashboard. The
Dashboard can be accessed in two ways.

Special Functions - IE Accounting (Jan - Dec 2012) WHIF  THENEE TR TR TS W . & i =
Das h b oar d 8 Transactions g Manage Accounts  [§j Budgets ~ * Reports/Export (A,/ Special Functions );) Help
-0r- Eank " & Settings, gnk i \ Manage Years ﬁharl\j s s ‘ Dashboard i
eC. lonat [?237;» ﬂl umber Structure IBCKS | -
Dashboard /gf %W - @ RTTRTY & | b _O-I
-

Dashboard

Manage Accounts Reports

This opens the Dashboard. The Dashboard provides you with four different selections
across the top — an Account Weekly Balance, Budget vs. Actual, Fund
Receipts/Disbursements and Income vs. Expense graph.

r N
) Accounting Dashboard [E=RE= )
Account Weekly Balance [ | | Fund Receipts/Disbursements [ | | IncomevsExpense [ | | BudgetvsActual [ | | [ Colors v Reset toDefault Layout
Account Weekly Balance [B] | sudget vs Actual =]
Account | 1,10, 100 - Huntington Bank Checking & (2) All Budget Ttems () Specific Budgeted Items | | 01/01/2018 to | 07/31/2018
Huntington Bank Checking Balance Income Shprint | Expense Sprint
240,000
210,000
180,000
150,000
120,000 17.5% 19.6%
$90,000 Actual: $56,770 Actual: $71,227
$60,000 Budget: $323,874 Budget: $363,816
30,000
s
1231 04/01 07/01
Week Ending
Fund Receipts/Disbursements [B]| | income vs Expense =]
DateRange [01/01/2018 [+ to |07/31/2018 Ledgers [v]B¢)| [ Print Fund | 3.10. 100 - General Operatit [v][%] | () Inc vs Ex() Income () Expense || Print
$70,000 | Receipts Legend
$60,000 I Disbursements . Income $57,900
$50,000 I Expense $68,083
$40,000 Income
30,000
20,000
10,000 I
s
4. & 4 < %
Y ", ", ‘ﬁ»% %, @,% ‘%'«;’%
y,
£ %y, £ ,?%13% “‘r%) vy,
%, %, %, Tk, %,
% % K4
2 % T
I %
J)

24



By turning off toggle switches along the top of the screen, you can display just the
items you would like to see on the screen. By default, the Dashboard will display all
the options. See below in the screen shot how each selection is on.

Account Weekly Balance E Fund Receipts Disbursements E Income vs Expense :; Budget vs Actual :; [l Colors v | Reset to Default Layout

Here is an example of what the dashboard looks like with the Account Weekly
Balance and Budget vs. Actual turned off.

-
S mw e - —aaw
Account Weekly Balance [ | | FundReceipts/Disbursements [ | | IncomevsExpense [ | | BudgetvsActual [ | | [l Colors v Resetto Default Layout
Fund Receipts/Disbursements @ Income vs Expense |m]

DateRange 01012018 [ to 07312018 [v]  ledgers  |Type o Search E]H@ Print ] Fund\3.10.100—Ganara\0peramE]H@ﬁnE'hs’"’Ei&Dlnmme () Expense H@] Print I

£75,000 | I | Receipts Legend
[ Disbursements I Income $57,500

£70,000 -
I Expense $68,983

565,000 -|
$60,000 -|
55,000 -|
$50,000 -|
545,000 -|
540,000 -|
$35,000 -
$30,000 -|
25,000 -|
520,000 -|

$15,000 -

$10,000 -|
$5,000 - H
s | ! -

To revert to the default layout,
click Reset to Default Layout
in the upper right.

| & o

v  Reset to Default Layout |

You can also change the color
scheme of the charts and
graphs. Click the Colors
button along the top of the
screen.
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Select the color scheme you would like. The dashboard will change to reflect your
selection.
e

:l:l Reset to Default Layout

Colors

Apex .
() spedfic Aspect 13 to |07/31:
Black and White
Blue
Blue Green
Bluell
Blue Warm
Chameleon
a Ciic 19.6%
6,770 ctual: $71,22°
Concourse

23,874 dget: 5363,8]
Default

Equity

Flow \

Foundry

—— ~  Grayscale

Green
ating A [ Green Yellow \J Expense [

Tm A Frm

i

Reset to Default Layout

Colors

Apex

() spedific 13 | to | 07(31/
P Aspect

To change back to the default colors, click Colors
and select Default from the drop-down list.

Black and White
Blue
Blue Green
Blue Il
Blue Warm
Chameleon
0 e 19.6%
6,770 ctual: $71,22°

Concourse

23,874 dget: $363,8:

quity

Flow \

Foundry

v | Grayscale

Green
ating i [ Green Yellow \_) Expense [

Tm L B
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Account Weekly Balance Graph

This graph show a line graph of the balance of a
specific account from the beginning of the year
through the current date.

Account Weekly Balance Graph Options

Account Weekly Balance

=]
Account | 1.10,100 - Huntington Bank Chedking @
Huntington Bank Checking Balance

$240,000 -
$210,000 -
180,000
$150,000
$120,000
$90,000 -
$60,000 -
530,000

£Y
12/31 04/01 07/01

Week Ending

> Account — select the account

Account Weekly Balance

you would like to see. You can
either start typing the name or

Account | 1,10, 100 - Huntington Bank Chedking

number of the account, and the system will narrow down to matches for what
you type, or select the account from the drop-down list.

The information will display as a line

Account Weekly Balance

B

graph. The dollar amounts show
along the left, and the dates show
along the bottom. Hovering on the
line will give more specific
information.

£240,000
$210,000 4
$180,000 4
$150,000
$120,000 +
$90,000 +
$60,000
£30,000 +

s

Account | 1,10, 100 - Huntington Bank Checking

U@ e ]

Hunt‘mhn—“m"—':‘yecking Balance
1/28/18: £166,781.00

1231 04/01 o7jo1
Week Ending
» Print — clicking Print brings up the , .
; % Graph Options AR X
Graph Options screen. You can
edit your Page Header or the :
Page Header Sample: AaBbCe 0123

Orientation for your graph. Click
Print to bring up a preview, or
Cancel to close the Graph Options
screen.

Times MNew FRoman 9,75 Bold

! : ) Porfrait l : | Landscape

|% Print | |x Cancel
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Here is an example of the Account Weekly Balance Graph report.

Wednesday, Augnst 01, 2015

41st Church of Anytown - Columbuws OH

Pagelofl

$240,000

Weekly Balances

from 01/01/201810 08/01/2018

Huntington Bank Checking Balance

03/04

Budget vs. Actual Graph

0429

Week Ending

Budget vs Actual @
The BUdget vs. Actual () Al Budget Items () specific Budgeted Items 01/01/2018 to | 08/01/2018
graph Compares your Income [ Print | Expense [ Print
income budgets to your
expense budgets.
17.5% 19.6%
Actual: $56,77 Actual: $71,227
Budget: $323,874 Q.%fﬁ.%-.é&lﬁ
Budget vs. Actual Graph Options
> AII/SpeCIfIC Budget vs Actual @
BUdget () Al Budget Items () Spedific Budgeted Itemsjﬂlfﬂlflﬂlﬁ to |08/01/2018
Iltems —

select all budget items or specific budgeted items.
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Specific Budgeted Items -selecting
this opens the Income Budget and
Expense Budget fields so you can
select specific accounts.

Budget vs Actual @
() Al Budget Ttems (2) spedific Budgeted Ttems | |01/01/2018 to |08/01/2018
Income L‘DJJ Print|  Expense L‘DJJ Print
Income Budget General Tithes & Offerings Expense Budget
Account # | Accounty... | Type
510105 Sr Minist...  Account
510110 Sr Minist...  Account
510115 Sr Minist...  Account
510120 5r Minist...  Account
510125 5r Minist...  Account
510155 Assoc Mi... Account
510160 Assoc Mi... Account
: L
L]

The graph information Budget vs Actual

]

displays as a circle that
fills with a percentage in
the middle. The amount
of the circle filled and
the percentage
represent the actual.

Income

Income Budget

() All Budget Ttems

Actual; $55,833
Budget; $316,238

-

(*) Specific Budgeted Ttems | | 01/01/2018 to | 08/01/2018
(iPrint|  Expense (< Print
General Tithes & Offerings Expense Budget \Water

17.7% 92.1%

Actual: $1,478
Budget: $1,605

» Date Range — either type the
dates directly in the field, or click
the down arrow and click on the
date in the calendar.

Budget vs Actual

[

(2) All Budget Ttems

L:JSpedﬁcBudgebedIhem4 01012018 [v] to |08/01/2018 ’

=)

;| |do1/2013

(] to

08/01/2018

®

Expe

zxpen

=]

7
14
21
28

Print

January ¥ 2018 >

MO TU WE TH FR SA

. 2 3 4 5 &
g 9

m 11 12 13

15 16 17 18 19 20

22 23 24 25 2% 27

29 31
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» Print — clicking Print brings up  { * graph Options [E=SREER )
the Graph Options screen.

You can edit your Page Header |||~ Pagerieader |  Sample: AaBbCc 0123
or the Orientation for your e
graph. Click Print to bring up a O portai © Landscape
preview, or Cancel to close the
Graph Options screen. You :
P . P I% Frint J Ix Cancel
can print a report for the

income or a report for
expenses. They are separate reports.

Here is an example Of the 41st Church of Anytown - Columbus OH
BUdget VS' ACtuaI report Wednesday, August 01, 2018 Pagelofl
for income budget items. Budget vs. Actual

General Tithes & Offerings from 01/01/2018 to 08/01/2018

17.7%
Actual: $55,833
Budget: $316,238

Hel’e |S an i A1stChurch of Anytows - Columbus OH

eXampIe Of the Wednesday, August 01, 201§ Pagelofl
Budget vs. Actual

BUdget Vs' ACtuaI WEIEI’T[DF:U‘%E‘I.;SU‘IEIDLSZA’[I‘UZ[I‘IE

report for expense
budget items.

92.1%
Actual: $1,478

Budget: $1,605
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Fund Receipts/Disbursements Graph

This is a bar Fund Receipts/Disbursements @
graph that T A—
Date Range |01/01/2018 to | 08/01/2018 Ledgers & Print
compares the S S O
receipts and 70000 eceipts
disbursements ' Elliott AchediaMemorial Fund  hishursements
for each fund $60,000 1 Receipts: $0.00
for a selected £50,000 [ Disbursements: $0.00
date range. $40,000
£30,000
£20,000
£10,000 [
5 L]
Education Building Fund Tiny Tots Preschool Fund
General Operating Fund Memaorial Fund Met Fixed Asset Fund

Fund Receipts/Disbursements Options

» Date Range — either type the dates directly in the Fund ReceiptsDisbursements
field, or click the down arrow and click on the date in | osterange |Flo1/2018 to 07032018 [V

the calendar.

£70,000 < January ¥ < 2018 ¥

£60,000 SU MO TU WE TH FR SA

$50,000 .2 o4 5 6
8

7 9 10 11 12 13

540,000

14 15 16 17 18 19 20
£30,000

21 22 23 24 25 26 27
520,000

28 029 30 3
£10,000

iy Tot:

General UpeErstmg FOmE " MEmGoTarFnd

» Ledgers —if you have funds with subaccounts, then under the Ledger field
select any from the drop down list to select a Ledger or parent fund.

Fund Receipts Dishursements

=

Date Range | 01/01/2013

£70,000

to | 08/01/2018
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Ledgers | @ LQJ Print

Identifi... |Item Name
3.40.100 | Memorial Fund Balance




Here is an example of how the graph appears when just looking at the Memorial Fund

subfunds.

Fund Receipts/Disbursements

Date Range | 01f01/2018

£50,000 [
540,000
S30,000
£20,000
£10,000 [
. P .
p, Ty, gy, Y
' I Mgy .
Jos,, ., s@% {7 ;_r;’@;)g%
'q'},% %&;;,D %'_, 'fﬁﬁh} A ey
’??o.»?éfk A’@%‘}r Fﬂ""&% o’@f%%’&.fﬁ, o
a"?::?' '{i\;‘% ey 7 ﬁ”’o’

[=]
to |08/01/2018 Ledgers | 3.40.100 - Mai [][3¢]

Receipts
I pisbursements

Fund Receipts/Disbursements

The report will display as
a bar graph with a bar
representing income and

another representing 330,000
expense for each fund. $40,000
To the right a legend $30,000
indicates what each £20,000
color means. £10,000
Hovering on a bar in the

s

Date Range | 01/01/2018

James West Memaorial Fund
Receipts: §50,500.00
[ Disbursements: $0.00

=]
to | 08/01/2018 Ledgers | 3.40.100 - Mai [v][]

[ Recsipts
I pisbursements

image will provide more . S S 12
e . 2 g Yy G )
specific details. i, gy i s %%,%T)%%
s “lo iy oo,
- Fo Dr
”efk%fho'_@&& U @:’%ﬂq e gy R"'?g
> Print — clicking Print brings up [ * Graph Options [E=REEE)

the Graph Options screen.
You can edit your Page Header
or the Orientation for your
graph. Click Print to bring up a
preview, or Cancel to close the
Graph Options screen.

| Page Header |
Times Mew Roman 3.75 Bold

() Partrait (%) Landscape

Sample: AaBbCe 0123

|% Print | |x Cancel
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Here is an example of the Funds/Receipts Disbursements Graph report.

4lst Church of Anytown - Columbws OH

Wednesday, August 01, 2015 Pagelofl
Receipts and Disbursements by Fund
$160,000 | B Receipts
W Disbursemes
140,000 |
$120,000 |
100,000 |
80,000 |
$60,000 |
40,000 |

§20,000 |

JEH

Budlding Fund Migsion Fund Eliate Achadis Mamar sl Fund

General Operating Fund Education BuildingFund Memarial Fund Tiny Tots Preschoal Fund

Income vs. Expense Graph

ASPCA Fund

Mat Foed A3t Fumd

Income vs Expense

=)

This graph looks at a

selected fund and then Fund|3.10.100—GeneraI Operating FIE]H =i

O Income O Expense | II@ Print ]

displays the income vs.
expenses or just income or
just expenses for that fund.

Expense: 68,983 54%

Legend
I Income $57,%00
I Expense 568,983

Income vs. Expense Graph Options

» Fund - from the drop-down list, select the fund you would like to see

=

() Expenze

& Print ]
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» Inc vs. Exp/Income/Expense — selecting Inc vs. Exp will display all income
and expense accounts for the selected fund. Selecting Income will display all
income accounts for the selected fund.

Income ws Expense @

Fund | 3.10.100 - General Operating Fu @ L;' Inc vs Exp l; . l;' Expense = Print

Selecting _ Legend
EXpense will General Tithes & Offerings §55,833
dlSpIay all the I Flower Income $437

I OtherMiscellaneous Income $910

expense I Hand Bells Income $220

accounts for the

General Tithes & Offerings
selected fund.

i Bppeagameon <

[Hand Bells Income: §220 0% ]

Income ws Expense @

Fund | 3.10.100 - General Operating Fu @ () IncwsExp () Income  (2) Expense

Legend
I SrMinister Salary & Benefits $12,210

The graph _ I AssocMinisterSalary &Benefits 10,083
. I Church Administrator Salary & Benefits $9,450
displays the

) . I Music Director Salary &Benefits $6,300
information as a I Custodian Salary &Benefits £5,560

pie Chal’t To the I\ Youth Department Salaries & Benefits $4,728
right a legend

Financial Secretary Salary & Benefits 84,728
Christian Ed Director &Benefits 3,953
indicates what Others §14,215

each color

represents and
provides more
specific details.

» Print — clicking Print brings up o x|

©* Graph Options =
the Graph Options screen.
You can edit your Page Header T P tender | Sample: AaBbCe 0123
or the Orientation for your Times New Roman 9,75 Bold
graph. Click Print to bring up a
preview, or Cancel to close the
Graph Options screen.

() Portrait (%) Landscape

|@ Print | |x Cancel
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Here is an example of the Income vs. Expense graph report.
A4lst Church of Anytown - Columbus OH

Wednesday, August 01, 2015 Pagelofl

Income vs. Expense
3.10.100-General Operating Fund Balance

Legend
B Income §57,500
s Expense 568,983
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