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Chapter 1 - Accounting Overview
About Accounting

The    Accounting     Module of    Church Windows provides your    Church with an interface to apply the fund accounting meth-

ods and practices your   Church has decided to use to keep track of its financial activities.

 

For each calendar or non-calendar (fiscal)    Accounting Year, you will have a    Chart of Accounts (pg 124), to which you 

can apply    Budgets and Budget Projection (pg 146) amounts and financial    Transactions (pg 33). You can also    Print 

Checks (pg 197), statements, and    Reports (pg 150) that pull up financial information based on the transactions and the 

accounts they affect. While checks and statements can only be printed,    Accounting provides   Export (pg 210) features 

where you can either save the report contents to a file or send the contents in a file by email. 

 

Additional features of the    Accounting Module include a    Bank Reconciliation (pg 234), an optional way to    Transfer Don-

ations to Accounting (pg 110) and/or the Payroll software, as well as printable tax form data for your Accounts Pay-

able Vendors / Payees.    

 o From The Initial Portal of Church Windows choose Accounting.

 o The     Accounting Portal will have nine different    Quick Access Buttons in the center of the screen for the most 

commonly used functions.

 o Access to every available option in the     Accounting      Module is available    in the Button Bar at the top of the screen

 

Chapter 1
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Quick Access Buttons

? Help —   This is the Help button which will open this help interface (you can also press the F1 key on your keyboard 

from anywhere in Church Windows to bring you to the relevant section of these help files). 

 

Manage Accounts,    Reports (pg 150),    Budgets and Budget Projection (pg 146), and    Bank Reconciliation (pg 234)

 

Enter Income (pg 54),    Enter Bills (pg 57),    Pay Bills (pg 60), and    Print Checks (pg 197)

 

Button Bar

Transactions

Church Windows Help
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This menu includes: 

Browse Transactions (pg 37),      Enter Income (pg 54),      Enter Bills (pg 57),      Pay Bills (pg 60),      Transfer (pg 69),      Accounts 

Receivable (pg 71),      Transfer Donations to Accounting (pg 110)

 

The "Other" button provides functions to Enter Spoiled Check Numbers (Voided Checks) (pg 117),      Adjust Asset 

Account (pg 118), Payroll  Journal Entry (pg 120), and      Journal Entry Transactions (pg 121):

Church Windows Help
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Note:
The software also provides an Accounts Receivable (pg 71) component that you 

can use only after activating the Licensing key to unlock its functions. If the 

key is successfully activated, the Assets will contain a separate Accounts 

Receivable ledger for you to keep track of each Client (pg 134) that pays your 

Church for services your provide. To obtain a key to activate Accounts Receiv-

able, please call our toll-free Customer Service line at 800.533.5227 and ask 

about purchasing an Accounts Receivable activation key.

The      Accounts Receivable (pg 71) portion of the      Accounting Module provides the following additional options:

 

 

Manage Accounts

Church Windows Help
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Choice here include      View Accounts (pg 127),      Add an Account (pg 125),      Subtotals (pg 139),      Custom Account Groups 

(pg 138), and     Match Accounts (pg 143).

 

 

Budgets

Budget options include      Budgets and Budget Projection (pg 146) as well as     Budget Report (pg 194).

 

 

Reports/Export

Church Windows Help
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Here you have several categories of reports:       Financial Reports (pg 150),      Transaction Reports (pg 151),      Worksheets 

(pg 151),      Budget Report (pg 194),      Print Checks (pg 197),      Tax Forms (pg 152), and     Export (pg 210).

 

 

Special Functions

Special Functions include      Bank Reconciliation (pg 234),       Accounting Settings (pg 244),      Link Donations to Account-

ing (pg 246),      Manage Years (pg 248),      Change Account Number Structure (pg 256), and     Prior System Checks (pg 258).

 

 

Help and Windows

The final two options in the Button Bar across the top of the screen are Help and Windows. 

? Help is a quick link to bring you to these help files. You can also always press F1 on your keyboard to go to the 

specific area of these help files relevant to the screen where you pressed the F1 key. 

Church Windows Help
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The Windows dropdown menu is divided into three sections which allow you to adjust how your windows or 

screens appear in the current Module. These options are quite handy when multitasking with various functions in 

the software.

 

 1. The first section provides three choices for arranging the current set of open windows:

 o Cascade

Displays the windows in a staggered formation, starting in the top left corner and continuing down and 

to the right in small increments:

Church Windows Help
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 o Tile Horizontal 

Displays the windows stretched horizontally, stacked top to bottom:

 o Tile Vertical

Displays the windows stretched vertically, arranged side-by-side:

 2. The middle section in this menu includes two functions:

 o Close All — This will close all open windows in the current Module (useful for functions that require 

you to close all other windows).

Church Windows Help
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 o Restore Default Sizes/Positions — This choice will Return the screens  to their original size and pos-

ition

 3. The bottom section contains a list of each of the windows that are currently open. Clicking on one of them 

will bring that window to view in front of the other open windows.

Accounting

The    Accounting      Module of    Church Windows is a fund accounting software package for    Churches and non-profits that 

coordinates information from the    Donations and Payroll Modules. The    Module allows income and expense tracking,    

Budgets and Budget Projection (pg 146), and check writing. It also provides fund accounting financial statements and 

other    Reports (pg 150). The information kept track of in    Accounting is based on    Transactions (pg 33) applied to a Chart 

of Accounts (pg 124) that you create using the   Chart of Accounts Wizard (pg 21). 

 

The    Chart of Accounts (pg 124) is divided into the following types of accounts, each listed below with fictitious, yet 

applicable examples of what is kept track of in each type of account:    

Church Windows Help
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Assets

An Asset is anything of monetary value that your       Church OWNS as property and controls to its benefit. 

Some examples of Assets can include bank accounts, investment accounts, as well as cash on hand. 

The total balance of all the Assets you set up in the Chart of Accounts represents the value of what 

your       Church owns, prior to calculating all the money your       Church owes.       

Note:
The software also provides an Accounts Receivable (pg 71) com-

ponent that you can use only after activating the Licensing key to 

unlock its functions. If the key is successfully activated, the Assets 

will contain a separate Accounts Receivable ledger for you to keep 

track of each Client (pg 134) that pays your Church for services your 

provide. To obtain a key to activate Accounts Receivable, please 

call our toll-free Customer Service line at 800.533.5227 and ask 

about purchasing an Accounts Receivable activation key.

Liabilities

A Liability is something the       Church OWES. Some examples of Liability accounts can be: payroll deduc-

tions, "pass-through" payments, and loans or mortgages. Within the Liabilities, the software provides 

for you a separate Accounts Payable ledger to keep track of money owed to Vendors and Payees, 

from which can then use the software to print       Tax Forms (pg 152) for them. The total balance all the 

Liability accounts you set up in the       Chart of Accounts (pg 124) represents all the money your       Church 

owes.       

 

Funds

A Fund is an accounting entity set up to fulfill a designated purpose and to keep all its financial trans-

actions separate from other Funds. In the software, the Fund has a Fund Balance, or representation of 

the total value of the Fund. Each Fund can be linked to at least one Income account and/or at least 

one Expense account. The Fund Balance can then be raised and lowered according to the transactions 

posted to the Income (pg 19) and Expense (pg 19) accounts.       

        

Most       Churches will have a General Operating Fund. They might also have the following: Building Fund; 

Mission Fund; Outreach Fund; Memorial Fund; Youth Fund. A fund is not always money though; some       

Church Windows Help
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Churches, for example, will set up a Fixed Assets fund to keep track of the value of the       Church build-

ing and its contents.       

Income

The software provides you with the means to set up an Income account for each source of funding to 

your Fund. The representation of the money that your       Church receives takes place when you post a 

transaction to an Income account. Because the Income account is linked to some kind of Fund, the 

transaction then adjusts the Fund Balance by the amount in the transaction.       

For example, suppose that you set up an Income 
account called "Walk-a-thon Donations" and link it 
to a Fund account called "General Operating Fund". 
When you post a transaction to represent the 
money from the Walk-a-thon, the amount you post 
will then raise the Fund Balance of the "General 
Operating Fund".

Expense

The software provides you with the means to set up an Expense account for each representation of 

money being spent. The representation of the money being spent takes place when you post a trans-

action to an Expense account. Because the Expense account is linked to some kind of Fund, the trans-

action then adjusts the Fund Balance by the amount in the transaction.       

For example, suppose that you set up an Expense 
account called "Office Supplies" and link it to a 
Fund account called "General Operating Fund". 
When you post a transaction that represents a bill 
payment for Office Supplies, the amount you post 
for the bill will then lower the Fund Balance of the 
"General Operating Fund".

 

In the    Chart of Accounts (pg 124), you can also add    Sub-Accounts (pg 126) to any accounts that allow it. A Sub-Account 

is a subordinate account of any already existing account that you set up with the purpose of having its balance serve a 

Church Windows Help
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part of the balance of its higher-level account.    

Church Windows Help



Chart of Accounts Wizard

When the software does not yet contain a    Chart of Accounts (pg 124) for any fiscal year, the    AccountingModule will 

automatically guide you through setting them up with the following series of steps:    

 o Step 1: Set the Accounting Year (pg 21) — Choose a calendar or fiscal year setup.

 o Step 2: Decide Whether to Use Account Numbers (pg 23) — If using numbers, set a numerical structure. 

 o Step 3: Set up your Funds and Income/Expense Accounts (pg 24) — Design the funds and their income / expense 

accounts.

 o Step 4: Setting up Assets, Liabilities, Vendors, and Payees  (pg 28) — Enter the rest of the Chart of Accounts.

 o After Using The Setup Wizard (pg 29) — Final topics and features to understand before getting started with the     

Accounting      Module.

 

Step 1: Set the Accounting Year

The first step is to define the    Accounting Year, or fiscal year, by entering the month on which it begins in the current 

year. The    Chart of Accounts (pg 124), the    Budgets and Budget Projection (pg 146) amounts, and the    Transactions (pg 

33) you save and post to the accounts are kept track of in an    Accounting Year that must be set up and managed from 

one year to the next.    

Anytime during your currently active    Accounting Year, you can set up the new    Accounting Year and begin working in it 

long before the current year is finished. You can then move back and forth between the years, continuing to record 

transactions in the current year while working to get the next year ready. This can also be changed later, if needed, 

using    Manage Years (pg 248).

 

Chapter 2
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 o Review the Starting Month / Year to make sure that it matches the fiscal year applicable to your    Church. 

 o To change the current setting of the Month, click the  dropdown button next to the box that reads "January", 

and click the desired month from the list that appears. 

 o Also, you can adjust the Year by removing the year currently showing and typing the desired year.

 o Click the Set Accounting Year button to apply your settings. 

 o A message will prompt you that "This will create an     Accounting Year starting [on the first day of the chosen 

Month and Year] and ending [on the last day of the one-year period]." The message will also ask you "Is this cor-

rect?"     

Chart of Accounts Wizard
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 o Click Yes or No to answer the question:     

 o By clicking No, you will be given the option to choose a different month and year before proceeding.

 o Clicking Yes will take you to the next step —       Step 2: Decide Whether to Use Account Numbers (pg 23).

 

Step 2: Decide Whether to Use Account Numbers

You have a choice to include Account Numbers in your    Chart of Accounts (pg 124) structure, or organize Chart of 

Accounts in alphabetical order (this can be changed later, if needed, using    Change Account Number Structure (pg 

256)). After you complete   Step 1: Set the Accounting Year (pg 21), a message will prompt you with the question "Will 

you be using account numbers for your Accounts?" 

In this step, apply your decision of either using numbers in your Chart of Accounts, or not, by clicking Yes or No.    

To decide on whether or not to use numbers in your Chart of Accounts, examine your personal list of accounts to be 

added to the Chart of Accounts in the software. 

 o If, for example, you find that your Chart of Accounts is very small and straightforward, you might not need num-

bers. 

 o On the other hand, you might find that having Account Numbers will help make more straightforward a seemingly 

more complex Chart of Accounts structure.     

Chart of Accounts Wizard
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Note:
Church Windows is set up to accommodate the use of account numbers for any    

Church that uses a numbering system to organize the list of accounts, labeled in 

the software as the Chart of Accounts. If you choose to use account numbers, the 

Chart of Accounts will be organized in numerical order. Otherwise, the Chart of 

Accounts will be organized in alphabetical order by account name when you fin-

ish the setup wizard.    

 

If you choose Yes, you will be brought to a screen to specify the structure of the account numbers you wish to use in 

the Chart of Accounts.

 o Type any combination of '#' (pound signs) for your account number placeholders and '.' (decimal points) for any sep-

arators you wish your account numbers to have. 

 o The account number can have from 3 to 12 placeholders and up to 5 separators.     

 o When you are finished typing your desired account number structure, click the Use this Structure button.

 o If you click No, you will not be asked to enter any information regarding an account number structure. Instead, 

you will be brought to the Setup Chart of Accounts screen to begin Setting up Main Funds.

 

Once you have made your numbering decisions, proceed to the next step —    Step 3: Set up your Funds and 

Income/Expense Accounts (pg 24)

Step 3: Set up your Funds and Income/Expense Accounts

After completing    Step 2: Decide Whether to Use Account Numbers (pg 23), this portion of the Wizard will provide 

you with the means to enter the list of    Funds (pg 18) for your    Chart of Accounts (pg 124). Each Fund can contain at 

least one    Income (pg 19) and/or at least one    Expense (pg 19) account. If you choose to set up a Sub Fund for any Main 

Fund in the list, the Wizard will then allow you to add at least one Income account and/or at least one Expense 

Chart of Accounts Wizard
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account to each Sub Fund.    

Setting up Main Funds

Using the image below as a guide for setting up your funds:    

 A. Enter the Fund Name

 B. Enter the Fund Balance Account Name and Account Number for each fund.    
Click to mark the  checkbox if This fund will have sub funds, if not leave it empty.

 C. Then, click the Add this Fund button.     

 

The information in the top portion of the screen (indicated with an (A) in the image above) will change according to 

whether you are setting up a Main Fund, Sub Funds,    Income (pg 19) accounts, or    Expense (pg 19) Accounts. While the 

top portion of the screen will indicate the specific location in the    Chart of Accounts (pg 124) where you are adding the 

account or fund, the rest of the screen will ask for similar types of information (a name, possibly a number, and a 

checkbox to allow for    Sub-Accounts (pg 126) or funds).    

 

Chart of Accounts Wizard
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Setting Up a Sub Fund

If you have checked the box labeled "This fund will have sub funds", you will be taken to a screen to begin Setting up 

Sub Funds for your Fund. 

 

 o Enter the Sub Fund Name, Sub Fund Balance Name, and Account Number (if applicable). 

 o Then click the Add Sub Fund button at the bottom of the screen. 

 o After you click Add this Fund (or Add Sub Fund, if adding a Sub Fund) at the bottom of the screen, you will be 

asked, "Will there be Income accounts for [the name of the fund or sub fund]?"

 o Click Yes or No to answer the question.

 

 

Adding Income Accounts

 o If you click Yes, enter the Account Name and Account Number for the Income account and click the + Add 

Account button. 

Chart of Accounts Wizard
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 o Sub-Accounts

 o If the account is part of a main fund (and not a sub fund), you will be able to add sub-accounts by placing a 
 check in the box that says  "This account will have Sub-Accounts" before hitting the Add Account but-

ton.

 o Repeat for each Income account of the fund or sub fund you are currently setting up.

 o When finished, click the Finished with Income Accounts [for the fund or sub fund] button at the bottom of the 

screen. 

 o You will then be asked "Will there be    Expense (pg 19) accounts..." 

 o Click Yes or No to answer the question.     

 

Adding Expense Accounts

 o If you answer Yes, proceed in adding your expense accounts in the same manner as you entered the income 

accounts.     

 

Chart of Accounts Wizard
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 o Sub-Accounts

 o If the account is part of a main fund (and not a sub fund), you will be able to add sub-accounts by placing a 
 check in the box that says  "This account will have Sub-Accounts" before hitting the Add Account but-

ton.

 o When finished adding your Expense accounts, click the button to confirm doing so at the bottom of your screen. 

 o You will then be asked if you would like to set up another Fund or sub fund. Click Yes to repeat the process of 

adding the necessary accounts for each fund. 

 

When finally finished with all of your funds and their respective income and expense accounts, click No to answer the 

question "Would you like to setup another fund?" and proceed to the next step in the Wizard —    Step 4: Setting up 

Assets, Liabilities, Vendors, and Payees  (pg 28)

 

Step 4: Setting up Assets, Liabilities, Vendors, and Payees 

After completing    Step 3: Set up your Funds and Income/Expense Accounts (pg 24), the next screens in the Wizard 

will guide you through first, building your list of    Assets (pg 18), then Accounts Payable Vendor / Payee (pg 132) names, 

and lastly the    Liabilities (pg 18). If you have activated the Licensing key to use the   Accounts Receivable (pg 71) portion 

of the software, you will be brought to a screen to set up the list of Client (pg 134)s beforehand.

Assets and Liabilities

 o The Accounts Payable     Vendor / Payee (pg 132) list resides as a ledger in the list of Liability accounts. If you have 

activated the license to use Accounts Receivable, it will reside as a ledger among the Asset accounts.     

 o Enter the Account Name and Account Number (if applicable) for each account you wish to add to the list. 

 o If applicable, establish that "This account will have Sub-Accounts" by placing a check in the box. 

 o Click the Add Account button to proceed. Keep adding your accounts until you have finished.     

 o Then click Finished with [the type of account or Sub-Account you have added]. Continue to    After Using 

The Setup Wizard (pg 29) for the next steps.

 

Vendors, Payees, and Clients

 o If you have chosen to use Account Numbers in your    Chart of Accounts (pg 124), the Accounts Payable list of Ven-

dors and Payees requires you to enter one Account Number to represent the entire list. 

Chart of Accounts Wizard
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 o The same is true for the     Accounts Receivable (pg 71) list, provided you have activated the     Licensing key to use 

this    Module. 

 o Choose an account number for each portion and click the Set Account Number button to proceed. (You can 

always     Change Account Number Structure (pg 256) later if you need to.)     

 o Set up your list of Payees (and Clients, if applicable) by entering the Account Name and clicking the Add 

Account. 

 o If you need to enter the address and other information for the Vendor (or Client, if applicable), click the name 

you added to the list. 

 o Then, click the Vendors (or Client) tab to reveal the screen where you can add any additional information.     

 o When you are finished setting up your list, click the Finished with [the type of accounts] button at the bottom 

of the screen and proceed to the final screen in the Wizard.     

 

After Using The Setup Wizard (pg 29), use    Manage Accounts to review your new    Chart of Accounts (pg 124) and 

explore    Church Windows Accounting.

 

 

After Using The Setup Wizard

Once you have finished the    Chart of Accounts Wizard (pg 21), the    Accounting     Module will enable full functionality to 

the active software menus. You then have the choice to click the Manage Accounts button and make any additional 

adjustments to your    Chart of Accounts (pg 124) that were not made during the Setup Wizard. Below is a list of features 

to review and understand after using the Wizard.    

Chart of Accounts Wizard
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Beginning Balances

Each Asset, Liability, and Fund Balance account has a balance that represents the value of the 

account at the beginning of the       Accounting Year, called the       Beginning Balances (pg 136). After using 

the setup wizard to set up your accounts, the Beginning Balances will not yet be set. You can enter 

the Beginning Balances into the software and save your changes at any time. You have until the end 

of the       Accounting Year to assess the accurate Beginning Balances. When you are ready to make a final 

commitment to the Beginning Balances for the       Accounting Year, you should       Finalize Beginning Bal-

ances (pg 138). Doing so will allow you to set up a new       Accounting Year as time moves forward from 

one year to the next.       

 

Budgets

Use the       Budgets and Budget Projection (pg 146) features in       Accounting if your       Church sets forth 

plans to spend and gain certain amounts of money each year for its funds. The Budgets feature will dis-

play all the       Income (pg 19) and       Expense (pg 19) accounts you have added to the       Chart of Accounts (pg 

124), each with a setting for you to enter Monthly, Quarterly, or Annual budget amounts.       

 

Reports

When you run       Reports (pg 150) in       Accounting, you have the choice to print it onto paper,       Export (pg 

210) it to a file that is viewable on a computer outside of the       Church Windows software, or       Send via 

Email (pg 213) to someone. All the reports that can be run in the software are found under the Reports 

/ Export menu in the       Button Bar. The Reports menu also includes features to record payments then       

Print Checks (pg 197) and create       Tax Forms (pg 152) to give to the Accounts Payable Vendors / Payees 

listed in your       Chart of Accounts (pg 124). Either one report can be run at one time, or       Multiple 

Reports (pg 217) can be set to run one at a time in a customizable sequence.       

If you have activated the Licensing key to use the       Accounts Receivable (pg 71) portion of       Accounting, 

you can use the Reports menu to       Accounts Receivable Invoices (pg 178) and       Accounts Receivable 

Statements (pg 171) for each       Client (pg 134).       

 

Subtotals
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Each       Accounting report that has a total line will show one or more of the following: Total Assets, 

Total Liabilities, Total Fund Balances, Total Income, and Total Expenses. Within these total lines, you 

can set up       Subtotals (pg 139) and add sets of accounts. If a report is set to show the subtotal line, the 

subtotal line will show the total balance for the set of accounts.       

 

Bank Reconciliation

Each month, more or less, your bank(s) will issue you a statement to show you the activity for the 

accounts your       Church has opened with them. Use the       Bank Reconciliation (pg 234) feature in       Account-

ing to update and compare your financial records with the bank's confirmation of those transactions 

actually having cleared. The Bank Reconciliation gives you the opportunity to also account for the 

Charges and Interests that the bank account has incurred, as well as verify the Deposits and With-

drawals that have been made. The Bank Reconciliation can be saved multiple times until you are 

ready to bring closure to, or finalize, the Bank Reconciliation.       

 

Prior System Checks

On the date you decide to start using the       Accounting        Module, you might have outstanding checks 

that you have not yet accounted for as having cleared the bank. While you wait to receive a state-

ment to verify that the checks have cleared, be sure to enter the information for these types of 

checks on the       Prior System Checks (pg 258) screen. When you receive the bank statement, run the       

Bank Reconciliation (pg 234) for the corresponding Asset and mark the checks listed on the statement 

as  "Cleared" in       Accounting.       

 

Accounting Year Management

Each       Chart of Accounts (pg 124) and the transactions applicable to it are kept track of in distinct 

fiscal years, called       Accounting Years, in the       Accounting         Module. While you are working in the cur-

rent       Accounting Year, the       Manage Years (pg 248) feature found under the       Special Functions (pg 234) 

menu gives you the option to set up a new       Accounting Year, update its       Beginning Balances (pg 136), 

set up its Chart of Accounts, and update its       Budgets and Budget Projection (pg 146) amounts. Other 

features include switching between       Accounting Years to view the       Transaction Journal (pg 170) and       

Reports (pg 150), and even implementing any changes your       Church might be making to its fiscal year 
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duration.       

 

Link       Donations to      Accounting

If you plan to use the       Accounting        Module to keep track of Giving entered in the       Donations         Module, 

the next step is to link the       Donations         Module accounts to the accounts in the       Accounting         Module. 

After you are finished with the       Chart of Accounts Wizard (pg 21), you can       Link Donations to Account-

ing (pg 246) on the Default Account Links tab of the       Transfer Donations to Accounting (pg 110) 

screen.       

 

By having accurately established the above items, you can post    Transactions (pg 33) to your accounts and generate    

Reports (pg 150) that accurately reflect the financial progress of your    Church. The     Accounting Settings (pg 244) that 

are found in these features can be changed throughout the   Accounting Year unless a setting in the specific feature has 

been finalized. 
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Enter the money transactions affecting the Chart of Accounts (pg 124) of your Church by using the Transactions menu 

option. Then, choose the feature pertinent to the type of transaction you are posting: 

 

 

Functions include Browse Transactions (pg 37), Enter Income (pg 54), Enter Bills (pg 57), Pay Bills (pg 60), Transfer (pg 

69), Accounts Receivable (pg 71), Transfer Donations to Accounting (pg 110), Enter Spoiled Check Numbers 

(Voided Checks) (pg 117), Adjust Asset Account (pg 118), Payroll  Journal Entry (pg 120), and Journal Entry Trans-

actions (pg 121). 

 

While entering batches of any of these types of transactions, if you try to close the window before posting or saving, 

you be presented with the following options:
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You can "Post and Exit", "Save" to keep your progress to finish later, "Delete" to discard the entries, or "Cancel" to con-

tinue working.

 

Use the Browse  button to lookup posted transactions on the Browse Transactions (pg 37) screen and make any neces-

sary reversals or corrections. 

 

Additional features include the application of Recurring Transactions and the display of a Running Balances window 

to guide you while posting transactions:

Recurring Transactions

You can set up Recurring Transactions to post Accounting transactions that occur more than once throughout the 

year. Use Recurring Transactions to store information about the transaction that repeats. Such information includes 

any or all of the following: Payment Method, Asset Account, Income (pg 19) / Expense (pg 19) / Liabilities (pg 18)  

Accounts, Amount, and Comments. Each Recurring Transaction is kept track of by a Description and the Fre-

quency that you enter for it, based on how often you plan to apply it as a transaction to post.

 1. To use a Recurring Transaction you must first access one of the following screens. Click the article listed for 

details:
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 o Enter Income (pg 54)

 o Enter Bills (pg 57)

 o Transfer (pg 69)

 o Journal Entry Transactions (pg 121)

 o Invoice Accounts Receivable (pg 72)
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 2. Once the screen appears, click the  button in the top-right corner. The Recurring 

Transactions screen will appear:

Choose one of the following options:

 o Select one or more existing Recurring Transactions and click the Paste button in the top-right corner to 

apply them to transactions you wish to post.

 o Select an existing Recurring Transaction and click the Edit Selected button. Change the information 

you wish to make different, and click Save Transaction.

 o Click the + Create New button to set up a new Recurring Transaction. Enter the information you want 

to have automatically entered for you when you apply the Recurring transaction in the future and click 

Save Transaction.

 o If you wish to delete any Recurring Transactions, click the line you wish to remove and click the — 

Delete Selected button. The deletion of the Recurring transaction will not delete any transactions that 

have already been posted.
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You can also assign categories to your Recurring Transactions by using the features found when clicking the Edit 

Categories button. You can also Select rows by category using the box at the bottom of the screen, according to 

assigned categories. Click Clear All Selections to start over with making selections.

Recurring Transaction Categories

When setting up Recurring Transactions you have the option to organize them into categories. Doing so enables you 

to select all Recurring Transactions that belong to the selected category and apply them to the transactions you are 

posting. 

 o Begin by clicking Edit Categories button at the bottom of the Recurring Transactions screen. 

 o When the Recurring Transaction Categories appears, type in a Description for your category and click Add. 

 o If you need to remove an existing category, click to select it from the list and click the Delete button. 

 o When finished click OK. 

These categories will now be available for all existing and future Recurring Transactions.

 

Running Balances

On the screens that the button for it is available, click Show Running Balance to show you the current balance of 

the account, how the transactions at hand affect it, and the foreseen balance if the transaction were to be pro-

cessed. These running balances are calculated as transactions are being added to a batch on one the screens where 

the Show Running Balance button is available.

 

Browse Transactions

Every transaction that is either transferred to, or entered from within the Accounting Module can be found on the 

Browse Transactions screen. Use the features on the Browse Transactions screen to locate, reverse, correct, or 

print any set of transactions. Transactions can also be exported to a file, which can be saved to disk and sent by email.

 

To access the Browse Transactions screen:         
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 1.  1. From The Initial Portal of Church Windows choose Accounting.

 2. Click Transactions in the Button Bar at the top of the screen

 2. Then click the Browse button from the options that appear. 

 3. Click the Change Year, Filter & Sort button to locate any transaction(s) you seek. 

 4. Fill in the fields as many Transaction Browser Options (pg 47) screen fields needed to narrow down the list of 

transactions to what you seek, and click OK. 

 5. Look for your transaction(s) in the list. Repeat this as many times as necessary until you find your transaction(s). 

 6. If you choose to make changes to your transaction information, click to select it. 

 o Then, click the Correct button to enter a correction transaction, or the Reverse button to enter a reversal 

transaction. 

 o For either option you choose, a screen will appear with additional Transaction Corrections and Reversals 

(pg 42) options. 

 7. Reversals will appear on the Browse Transactions list only when you place a  checkmark  in the Include 

Reversed Transactions box.
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 8. You can change the layout and the columns that sort the transactions list, by either clicking the Change Year, Fil-

ter & Sort button and using the Group & Sort tab (pg 50), or clicking items and dragging them to places on the 

screen, as explained below.

 9. At any time, click the Clear Filter button to restore the transactions list to the original sort order — by the Date 

Occurred in Ascending order. 

 10. Just as well, click the Restore Default Layout button to return any column and grouping changes to their original 

state or Restore Saved Layout to view by a specific set of previously selected filters.

 Once you have made all of your selections, you can click Print Transaction Journal (pg 170) to view a Print Preview 

(pg 226) and then proceed in sending the file to your printer. You can also click Export (pg 210) to save the report as a 

file to be used outside of Church Windows.

 

View Transactions

Click the View button at the far left of each row to view the full details of that transaction.
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Sorting the List of Transactions

The screen will open to a list of current Accounting Year transactions that is sorted by the Date Occurred in Ascend-

ing order. As a result, the earliest date on which a transaction took place will be listed at the top of the list. And as 

you scroll the list to the very bottom, the date will advance as each transaction is revealed. The Browse Trans-
actions screen indicates this sort order with an  up arrow in the Date Occurred column.
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To reverse the order of the transactions, click any column with an  up arrow once. The same column will then 

show a  down arrow to indicate that the transactions are now sorted by the selected column in Descending order.

Note:
 If the Browse Transactions screen opens to a list of transactions that is not 

sorted by the Date Occurred in Ascending order, as mentioned above, click the 

Clear Filter & Sort button. Different transaction list layouts, sorts, and fil-

ters can be applied on the Transaction Browser Options (pg 47) screen and 

saved as default.

Sorting By Multiple Columns

Click any column to change the sort order. Now hold the SHIFT key and click another column. The sort order of the 

transactions list is now determined by two columns, first by the first column you clicked, and second, by the second 

column you clicked. You can hold the SHIFT key and click a third column, to then sort the list of transactions by a 

third column. Click any of the already selected columns once again to change the direction of the sort.

Grouping by Multiple Columns

Drag the desired column to the bar above the column headers, as indicated on the screen itself. The first column 

you drag will then put the transactions in collapsed groups, according to that column name. Click the  button to 

expand the group and reveal the transactions. 
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Once the transactions are revealed, you can reveal other groups, or collapse a group by clicking the   button. To 

group together by additional columns, drag as many as two more columns to the bar. The maximum amount of 

columns you can drag to the bar is three. After you have dragged the columns to the bar, click any desired column 

header to sort by that column. Alternatively, you can also select one of your                                         Custom Account Groups (pg 138).

Transaction Corrections and Reversals

Use the Browse Transactions (pg 37) screen to make reversals and corrections to your existing Transactions (pg 33). 

Note:
 Reversals are used in place of deletions, this allows an iron-clad audit history to 

be maintained. Reversing a transaction is permanent; it is not possible to 

reverse a reversal. 

Click the Browse button under the Transactions menu to open the screen: 
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Then, click to select the transaction you wish to reverse or correct, and proceed with the steps of one of the following 

options:

Correct the Transaction

 o Click the Correct button. 
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Note:
 If you are correcting a Donations transaction, you will get an initial 

screen asking if you want to change the comment on the transaction (in 

which case it will not need to be reversed) or correct the accounts used. 

If the accounts need corrected, it will be reversed and re-entered for 

you, and it will tell you the new transaction number. 

 o The screen will display the currently recorded transaction information. 

 o Enter and/or replace any information you wish to correct with the information you have determined is correct. 

 o When you are finished, click the Save Correction  button. 

 o If your correction consists of a change to an amount, a date, or an account, a message will display a new trans-

action number. The new transaction will then be shown with the corrections you made in the Browse Trans-

actions list with the new transaction number. 

 o The transaction you originally selected for correction will be reversed.

Reverse the Transaction

Click on the Reverse button at the top and you will get the reversal screen:
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 o  Choose a date that represents the way you would like the Date Occurred to show on the reversal transaction 

you are about to make. 

 o Date occurred from original transaction: 

The reversal transaction will contain the same Date Occurred as the transaction you have chosen to 

reverse. this is the recommended date to use when reversing. To pick a different date, click on the 

Advanced Options tab and you will be able to select a different date, either today’s date or any other 

date for the year.

In order to preserve the original occurrence of all transactions, no originally posted transactions will be completely 
erased during this process. Any transaction reversals can be found by placing a  checkmark in the Include 

Reversed Transactions box, and looking up the original transaction number. All reversed transactions will show in 

red text. Otherwise, the reversed transactions will be hidden when viewing the Browse Transactions list.

Note:
 Reversals are used in place of deletions, this allows an iron-clad audit his-

tory to be maintained. Reversing a transaction is permanent; it is not pos-

sible to reverse a reversal. 

 

Changing Payments or Collections
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When correcting an Invoice Accounts Receivable (pg 72) transaction (ARIN) or an entered Enter Bills (pg 57) trans-

action (BILL) that has already been paid, you will be given an option to mark it as unpaid, change the payment or 

the collection information on the transaction you are correcting. If the a bill has not been paid you will the option 

to mark it as paid and then match it with its payment transaction.

 o Select the transaction and click the Correct button.

 o On the screen that appears, choose the line containing the changes you wish to make and click the OK button. 

 o If needed, click either Change Payment or Mark as Unpaid:

 o To mark unpaid bills as paid from the Correct screen, click the button and following the prompts:

 o Verify all your desired changes have been applied to the transaction and click Save Correction to apply the 

transaction correction.
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Transaction Browser Options

The Transaction Browser Options screen is designed to help you filter the kind of transactions to either display on the    

Browse Transactions (pg 37) screen, or print on a    Transaction Journal (pg 170).    

The Transaction Browser Options screen is accessed from either:

Browse Transactions

 o Click      Transactions (pg 33)in the Button Bar at the top of the screen 

 o Then, click the Browse button. 

 o Click the Change Year, Filter & Sort button on the Browse Transactions screen:      

OR

Transaction Journal Report

 o Click the Reports menu      in the Button Bar at the top of the screen 

 o Then, click the Transaction button. 

 o Click the     Transaction Journal (pg 170) button.

 

Choose any of the following tabs to apply additional settings:     

Filter tab

Selecting Transaction Journal will bring up the interface with selections to choose from:

 

Chapter 2 - Transactions



- 48 -

 

Specify the common characteristics that you want the transactions in the list to have by choosing any or all of the 

following Filter tab options. To restore the settings to their original state, click the Clear Filter button at any time 

on the bottom right.      

 o Financial Year:

Select an       Accounting Year. When clicked, the box will show you a list       Accounting Years and the following indic-

ations:       

 o Beg Bal Finalized:         
Indicates that the         Accounting Year        Beginning Balances (pg 136) have been finalized with a  check-

mark.

 o Closed:         

Indicates that the        Close Accounting Year (pg 252) procedure has been completed.

 o Account:

The account name and accompanying ID.
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 o Fund:

Choosing a fund will prepare the transaction list to show only accounts that have been linked to the Fund selec-

ted. 

 o User:

Type the name of one of your Users to view only their entered transactions.

 o Check / Ref #:

The specific check or reference number.

 o Show Reconciled / Show Unreconciled:       
Click to place a  checkmark next to the box indicating whether you wish to show one or the other or both. 

Reconciled items consist of transactions that have been cleared by a previous finalized      Bank Reconciliation (pg 

234).

 o Show Paid / Show Unpaid:      

Filter for transactions that represent bills that have been paid by placing a check in the box. To show bills that 

have not been paid, place a check in the . 

Note:
 When clicking the Show Unpaid box, be sure to place a check only in the 

BILL (Expense) under Transaction Types to show only unpaid bills. Other-

wise, any other types of transactions marked the same way will also 

show in the list.

 o Show Reversed:      
Click to place a  checkmark in the box to also show reversal transactions associated with the filter you 

apply. Otherwise, reversed donations will not show.

 o Date Occurred: 

The date on which the actual donation took place.

 o Date Posted: 

The date on which the donation was entered into the system.

 o Transaction #: 

The number given by the software when the donation is entered.

 o Amount #: 

The dollar amount recorded with the donation.
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Note:
Enter From and To ranges of a date, number, or amount specific to what 

you want in your transactions. For any of these items, enter the same 

date, number, or amount in both From and To boxes to specify that you 

want transactions of only one Date Occurred, Date Posted, Transaction 

#, and/or Amount.

 o Transaction Types:      

Click Select All to fully broaden the scope of you wish the list to contain. You can also click Clear All and 
place a  checkmark next to each individual desired Transaction Type.

 

Apply further settings to the transactions list by making your selections any or all of the other tabs. When finished, 

click the Print or OK button.

 

Custom Account Groups tab

You can customize the report to show only the accounts and/or funds associated with specific Custom Account 

Groups (pg 138). 

 o Choose any or all desired Custom Account Groups, you can select whatever desired custom account groups 

individually. 

 o Click Select All to place a check next to all options. 

 o Click Clear All to remove all check marks. 

 o Or click the + Custom Account Group button to create a new set of accounts. 
 

Group & Sort tab
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Use the Group & Sort tab to sort and group the list of transactions by up to three columns (sort fields). Click to 

change the order of each sort field to either Ascending or Descending order:      

 o Place a  checkmark next to Group by Field (1, 2, or 3) if you will be grouping together by the chosen sort 

field. 

 o If you will be printing a       Transaction Journal (pg 170), you have the following additional options:       

 o Show separator line on report

For each sort field you have chosen to group. Placing a check in the box will place a horizontal line to 

separate contents of the report by that field. 

 o Totals Only
Place a  checkmark in the box to show only the totals of the sort field you have chosen to group by.         

If needed, click Reset Sort to return the selections to their original, default state.

Columns tab
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The Column Selector or Columns Tab allows you to decide which columns will be visible on the report and 

which will not be visible. 

 

On the left hand side Available Columns are the columns that are not showing but are available to be shown if 

desired. On the right side Visible Columns are the columns that are currently selected to be shown:

 

 o If needed, to browse the Available Columns, click the  to expand a group of fields or use the "Type to 

Search" dropdown  box to choose a column. 

 o You can either highlight the column and use the  left and  right arrow buttons to bring it back and 

forth, or double click on it to move it to the opposite side of the screen. 

 o Use the  up and down arrow buttons to rearrange the order of the columns. 

 o Underneath the Visible Columns on the right is a space for the "Report Column Header". You can edit this 

text to label that field differently on your printed / exported report without changing the actual column 

name in the database.

For example, you could remove "(current as of today)" 
from the Address field's Report Column Header, as it 
would likely be unnecessary to include on the report.

Chapter 2 - Transactions



- 53 -

 o Each column is set to print at a certain column width automatically. You can also change the width of the 

columns that show on the report. Raise or lower the number in the Width* column according to your pref-

erence. 

 o Click OK when you are satisfied with your column selections.

 o You can click on the 'Select Fields' button to the right of the report name dropdown list to reopen the 

Column Selector and make additional changes later.

 

Fonts tab

If you are printing a      Transaction Journal (pg 170), click to change the Page Header, Column Headings, and the 

Body Text to the typeface     Fonts tab (pg 224), styles, and sizes you wish to use. 

 

Vendors / Payees tab

If you want your list to contain only transactions that affect certain vendors / payees , select them from the Avail-

able Vendors / Payees box and they will appear in the Include only listed Vendors / Payees list. Click an option 

you wish to remove and click Remove Selected as needed, or click Clear All Selections to clear the list.

 

Additional Options tab

Place a  checkmark next to any of the boxes to perform the following functions. Some options are available only 

on a      Transaction Journal (pg 170) while other are only available in      Browse Transactions (pg 37).      

 o Show Subtotals (pg 139) (Only on Transaction Journal):      

Shows a subtotal line after every set of credit and debit amounts associated with the transaction.

 o Suppress Repeating Transaction Data (Only on Transaction Journal):      

Shows one instance of information per transaction on the Transaction Journal that would otherwise be repeated 

on each line item per transaction.
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 o Show other details in transaction:       

On the Transaction Journal, marking this option shows a line for each detail that affects the transaction. Each 

line will show in italicized font the account number, the account name, the amount, and whether it was a 

debit (DR) or a credit (CR). If choosing this on the Transaction Browser Options screen, pressing the OK button 

will show a  Add button next to each transaction number in the Browse Transactions list. Click the 

 button to expand the transaction details.

 o Save selections as default:      

Checking this box and pressing the Print or OK buttons will automatically make the same selections the next 

time you enter this screen.

 o Always open this screen (Only in Browse Transactions):       

Makes sure that the Transaction Browser Options screen hovers over the Browse Transactions screen when you 

access it.

 o Starting Page (Only on Transaction Journal):       

Changes the number of the first page of the Transaction Journal to the number placed in this field.

 o Show Long Date and Time (Only on Transaction Journal):       

The report shows the time along with the date when marked with a check. Otherwise, the report shows only 

the date. Regardless, the date is always shown in full (long) format.       

 

The resulting transactions list shown will reflect the accumulation of all the selections made on the Filter, 

Custom Accounts, and Vendor / Payee (pg 132) tabs. Items selected on the Group & Sort and Columns tabs affect the 

structure and layout of the list. If you are printing a   Transaction Journal (pg 170), the Fonts tab selections will determ-

ine the typeface used on the report.

 

 

Enter Income

Use the Enter Income (pg 19) screen to register into Church Windows  Accounting  Module the money that a person or 

business has given to your organization. If you do not use the Donations  Module, you may also use the Enter Income 

screen to post the total amount for each type of donation  made to your organization. However, if you are using the 

Donations  Module of Church Windows, make sure that you correctly Link Donations to Accounting (pg 246) to  

Accounting and only Enter Income from Accounting that has not already been entered into Donations.

 

To access the Enter Income screen:         
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 o From The Initial Portal of Church Windows choose  Accounting then either:

 o Click Transactions in the Button Bar at the top of the screen, then click Enter Income

OR 

 o Click on the Enter Income button in the Quick Access Buttons of the Accounting Module

 

 

If you have set up Recurring Transactions (pg 34) to reuse in your transaction screens, click the button to open the 

screen and apply the transaction to your batch. While entering transactions, you can click the Show Running Balances 

(pg 37) button to do so for the items added to the batch.

 o Date Occurred

If necessary, change the date in the box to the desired date. 
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 o Payment Method

Click the box to select the  method by which this transaction is being made. 

 o Type the Check or Ref #, if applicable. 

 o If you chose "Cash" or "Check" for your Payment Method, place a  checkmark  in the Print on Deposit Slip 

box if you plan to print a Deposit Slip (pg 162) with record of this transaction at a later time. 

 o Asset Account

Start typing the name or number of the account applicable to the transaction. You can also click the box to select 

it from the list. 

 o Comments

Type an notes you wish to store with the transaction itself. (The comments entered here will show up on your 

Church Windows Accounting reports as Transaction Comments.)

 o <<< Click here to enter the detail lines... >>>

Click in this line to begin entering the information for the appropriate Income (pg 19) / Expense (pg 19) / Liab-

ilities (pg 18)  Accounts,  Amount, and Comments (The comments entered on each detail line will show up on your 

Church Windows Accounting reports as Line Item Comments.)

 o When finished with the detail line, click the  Add button to add the line item. 

 o If the transaction you are entering contains additional components that are part of a whole transaction, 

click the next line and enter the line item. 

 o Click the  Delete button to remove the line. 

 o Click the  Undo button to discard changes without saving.

 o When finished with all necessary detail lines, click the DONE — Add To Batch (CTRL +) button.

 

Repeat these steps for every transaction until all your batch items have accumulated in the Unposted Income Batch 

list. You can make changes to, or remove any batch item. After you first click on the desired item, click either Edit to 

make changes or Remove to discard it.
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Click the button to Save the batch for use at a later time, and/or Print to print a listing of the items. To finalize the 

posting of your batch items, click Post. 

 

The automatically generated transaction number and the total dollar amount for the batch will display in a message 

asking you one last time if you wish to print the batch. Answer by clicking Yes or No.

Use the transaction number(s) in the message to look up the posted transaction(s) on the                                        Browse Transactions (pg 37) 

screen. Each transaction item in the batch will appear as an INCM transaction.

 

If you choose to Print the batch, you will first be shown a Print Preview (pg 226) and then you can proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

Enter Bills

When your Church receives a bill, use the Enter Bills screen to enter it in the Church Windows software. If your Church 

plans to pay the bill after having entered it, you can use the Enter Bills screen to then access the Pay Bills (pg 60) 

screen and process the bill payment.

 

To access the Enter Bills screen:         

 o From The Initial Portal of Church Windows choose  Accounting then either:

 o Click Transactions in the Button Bar at the top of the screen, then click Enter Bills

OR 

 o Click on the Enter Bills button in the Quick Access Buttons of the Accounting Module
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If you have set up Recurring Transactions (pg 34) to reuse in your transaction screens, click the button to open the 

screen and apply the transaction to your batch. While entering transactions, you can click the Show Running Balances 

(pg 37) button to do so for the items added to the batch. 

 o If necessary, change the Date Occurred box to the desired date. 

 o Enter the Invoice Number and the Due Date for the invoice in their respective boxes, as applicable. 

 o Select Vendor / Payee (pg 132)  receiving the bill from the dropdown box. 

 o Type any Comments you wish to store with the transaction itself. The comments entered here will show up on 

your Church Windows Accounting reports as Transaction Comments.
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 o <<< Click here to enter the detail lines... >>>

Click in the line to begin entering the information for the Bill:

 o Choose the desired Expense (pg 19) / Income (pg 19)  Accounts

 o Enter the Amount

 o Add any necessary Comments. The comments entered on each detail line will show up on your Church 

Windows Accounting reports as Line Item Comments. 

Note:
 Comments entered on this screen will not appear on the check stubs.

 o If the line item represents a credit being made back to the recipient of the bill, click the CR Memo box to 
place a  checkmark  in the box. With the CR Memo box checked, the Total for the transaction will be 

reduced by the Amount in the line item.

 o When finished with the detail line, click the  Add button to add the line item. 

 o If the transaction you are entering contains additional components that are part of a whole transaction, 

click the next line and enter the line item. 

 o Click the  Delete button to remove the line or the  Undo button to discard changes without saving.

 o When finished with all detail lines, click the DONE — Add To Batch (CTRL +) button.

 

Repeat these steps for every transaction until all your batch items have accumulated in the Unposted Bills Batch list. 

You can make changes to, or remove any batch item. After you first click on the desired item, click either Edit to 

make changes or Remove to discard it.

Click the button to Save the batch for use at a later time, and/or Print to print a listing of the items. To finalize the 

posting of your batch items, click the button to Post or Post & Pay These Bills. The automatically generated 
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transaction number and the total dollar amount for the batch will display in a message asking you one last time if you 

wish to print the batch. Answer by clicking Yes or No.

Note:
 Clicking the Post & Pay These Bills button brings up the Pay Bills (pg 60) screen 

after the work is done on the Enter Bills screen. 

Use the transaction number(s) in the message to look up the posted transaction(s) on the Browse Transactions (pg 37) 

screen. Each transaction item in the batch will appear as a BILL transaction.

Pay Bills

Use the Pay Bills screen to process any kind of bill payments, including those applicable to bills previously entered in 

the software. Add each payment you wish to process to the Unposted Payments Batch list. Verify that the payment 

information is correct, and be sure that the payments you wish to post are marked with a check in the Pay Now box for 

the item. When finished, click a button from the options at the bottom of the screen to Print, Post or, Post & Print 

Checks for the batch items.

To access the Pay Bills screen:         

 o From The Initial Portal of Church Windows choose Accounting then either:

 o Click Transactions in the Button Bar at the top of the screen then click Pay Bills

OR 

 o Click on the Pay Bills button in the Quick Access Buttons of the Accounting  Module
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Before you begin posting your bills, be sure that a Default Date Occurred, Default Asset Account, and a Default Pay-

ment Method are selected from the boxes. If you change the selection from any of these boxes at any time after hav-

ing added items to the Unposted Payments Batch, you will affect change in all batch items. Nevertheless, you can still 

change the Date Occurred, the Asset, and the Payment Method manually for each item you add to the batch list. 

If you want certain settings to be selected before you open the screen, you can set them on the  Accounting Settings 

(pg 244) screen under the Special Functions menu.

Note:
 If you wish, click the Show Running Balances (pg 37) button on the upper right 

to show the balance of the items being added to the batch. 

One way to process a payment is by using the dropdown box to Select Vendor / Payee (pg 132)  to Pay. Once you select 

the desired vendor / payee, click the Add to Batch (CTRL +) button to add the payment information.
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Note:

 If you need to add a new payee, you can click the  Add button and add 

either the name, or more vendor details. Then press OK. payees can be edited 

on the Vendor / Payee (pg 132) tab in View Accounts (pg 127).

A quicker and usually cleaner way to Pay Bills is to use the Quick Pay button and one of the following options:

 o Pay Bills Entered Today brings up any bills entered today via the Enter Bills (pg 57) screen.

 o View Vendors with a Balance (pg 63) from the window that appears to select your vendors and create payments. 

 o View Outstanding Bills (pg 65) from the window that appears to select your outstanding bills and create payments.

 

Verify the payment information for each item showing in the Unposted Payments Batch. Adjust the Date Occurred, 

Asset, Amount to Pay, Payment Method, Check or Ref #, and Comments as needed. 

If you do not want to pay a vendor currently showing in the Unposted Payments Batch, click the line that shows the 

vendor and click the Do Not Pay Selected Vendor button.

Click the Pay Now box next to each item that represents a payment you wish to post in the current batch. Doing so will 
place a  checkmark in the box. Items without a checkmark will remain unpaid until the next time you decide to post 
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payments. Click the button to Save the batch for use at a later time, and/or Print to print a listing of the items.

Post the checked items by clicking the Post or Post & Print Checks (pg 197) button. The automatically generated trans-

action number and the total dollar amount for the batch will display in a message asking you one last time if you wish 

to print the batch. Answer by clicking Yes or No. If you clicked Post & Print Checks, the Print Checks screen will 

appear.

Use the transaction number(s) in the message to look up the posted transaction(s) on theBrowse Transactions (pg 

37)screen. Each transaction item in the batch will appear as a PYMT transaction.

View Vendors with a Balance

When you are using the Pay Bills feature, first click the Quick Pay button. Then, click View Vendors with a Bal-

ance.

Use the View Vendors with a Balance feature to view Accounts Payable / Vendor balances.
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If you wish to create payments for any of the listed vendors, click to check  the box next to each vendor name. 

Click the Create Payments button to add the vendors marked with a check to the Unposted Payments Batch on 

the Pay Bills screen, where you can adjust, verify, and post the selected payments. Click on the Pay Now box to 

pay that specific bill.
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View Outstanding Bills

When you are using the Pay Bills feature, first click the Quick Pay button. Then, click View Outstanding Bills.

Use the View Outstanding Bills feature to view bills that have been entered, but not yet paid. If you wish to create 
payments for any of the listed vendors, click to check  the box next to each vendor name. Click the Create Pay-

ments button to add the vendors marked with a check to the Unposted Payments Batch on the Pay Bills screen. 
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Here you can adjust, verify, and post the selected payments.
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Note:
 If you have more than one bill / invoice  that needs paid, you can either pay 

them all with one payment by clicking on the Pay Now box, or split them into 

separate checks as needed. To only pay one bill or invoice in a separate check, 

you will need to simply put a check in the box to the right in the "Separate 

PYMT" column as circled in red below. 

 

 

You can either select separate bills to pay, pay them all at once, or choose not to check any boxes at all and simply 

put amount in the Amount to Pay field at the top and keep the bills / invoices active for a later time. If you do not 

put a check in either the "Pay Now" or the "Separate Payment" boxes, you can still make a payment but the bill / 

invoice (s) will stay marked as unpaid.

 

INS Option

The far right column on this screen is labeled INS. If you are using the option to Pay Outstanding Bills, this will 
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allow you to add bill comments to the payment. Click on this to open the screen with the available comments at 

the top, with an "Append to PYMT Comment" button on the right:

 

After clicking on the "Append to PYMT Comment" button, it will add the comment to the PYMT Comment below. 

Doing this will add the comment to the PYMT transaction above for future reference.
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Once you have made all you selections, there are buttons at the bottom to let you either Print the transaction details, 

Save Batch to post the transaction later, Post the transaction now and to print checks later if that is your payment 

method, or Post & Print Checks (pg 197) to print your check(s) now.

Transfer

Use the Transfer screen to post Transactions (pg 33) that represent the transfer of money between the same kind of 

accounts (e.g. from and Asset to an Asset, a Liability to a Liability, etc.)

 

To access the Transfer screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Click the Transfer option  located in the Transactions menu in the Button Bar at the top of the screen:
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If you have set up Recurring Transactions (pg 34) to reuse in your transaction screens, click the button to open the 

screen and apply the transaction to your batch. While entering transactions, you can click the Show Running Balances 

(pg 37) button to do so for the items added to the batch.

 

 o Enter the Date Occurred. 

 o From Account: 

Choose the account from which the money is being transferred. 

 o To Account:

Then select the account to which the money is being transferred. 

 o Enter the Amount, the Payment Method, and any applicable Check or Ref #. 

 o If you have chosen asset accounts, you can also choose to have pertinent information Print on Deposit Slip (pg 

162), by  checking the box.

 o Enter any additional Comments you would like stored with the transfer transaction. 

 o Click DONE — Add to Batch (CTRL +) to add the transaction to the Unposted Transfers Batch.
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If you need to make changes or remove a transaction from the Unposted Transfers Batch, click the item to select it. 

Then, click the Edit button to make changes, or Remove to completely get rid of it. Click the button to Save the 

batch for use at a later time, and/or Print to print a listing of the items. 

To finalize the posting of your batch items, click the Post button. 

 

The automatically generated transaction number and the total dollar amount for the batch will display in a message 

asking you one last time if you wish to print the batch. Answer by clicking Yes or No.

Use the transaction number(s) in the message to look up the posted transaction(s) on the Browse Transactions (pg 37) 

screen. Each transaction item in the batch will appear as a TNFR transaction.

Accounts Receivable

The Transactions (pg 33) menu provides access to the Accounts Receivable module options, click each option  below 

for detailed information:

 

 o Invoice Accounts Receivable (pg 72)

 o Collect Accounts Receivable (pg 75)

 o Accounts Receivable Invoices (pg 178)

 o Accounts Receivable Statements (pg 171)

 

To use the Accounts Receivable options, you must first have a license to use them. To obtain a Licensing key, please 

call us at 800.533.5227. 
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Invoice Accounts Receivable

Use the Invoice Accounts Receivable (pg 71) screen to keep track of information that pertains to an Accounts Receiv-

able Client (pg 134) that owes money to your Church.

To access the Invoice Accounts Receivable screen:         

 o From The Initial Portal of Church Windows choose Accounting.

 o Choose Transactions in the Button Bar at the top of the screen

 o Click the Accounts Receivable button. 

 o Then, click Invoice Accounts Receivable.

If you have set up Recurring Transactions (pg 34) to reuse in your transaction screens, click the button to open the 

screen and apply the transaction to your batch. 
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While entering transactions, you can click the Show Running Balances (pg 37) button to do so for the items added to 

the batch.

 o Date Occurred

If necessary, change to the desired date. 

 o Due Date

Enter the applicable  date for the invoice. 

 o Select AR / Client 

Select who will be receiving the invoice from the dropdown box. 

 o Transaction Comments

Type any note(s) you wish to store with the whole transaction. These comments will show up on your Church 

Windows Accounting reports as Transaction Comments.

 o <<< Click here to enter the detail lines... >>>

Click the line (circled in green below) to begin entering the detailed information. 
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 o Choose the desired Income (pg 19) / Expense (pg 19) Accounts, the Amount, and the Line Item Comments / 

Description. (The comments entered on each detail line will show up on your Church Windows Accounting reports 

as Line Item Comments.)

Note:
 Comments entered on this screen will not appear on the check stubs, only 

on reports.

 o DR Memo

If the line item represents a refund, adjustment or debit memo being sent to the recipient of the invoice, click to 
place a  checkmark  in the box. With the DR Memo box checked, the Total for the transaction will be reduced by 

the Amount in the line item.

 o When finished with the detail line, click the  Add button to add the line item. 

 o If the transaction you are entering contains additional components that are part of a whole transaction, click the 

next line and enter the line item. 

 o Click the  Delete button to remove the line or  to undo an action.

 o When finished with all detail lines, click the DONE — Add To Batch (CTRL +) button.

 

Repeat these steps for every transaction until all your batch items have accumulated in the Unposted Accounts 

Receivable Invoice Batch list. 

 

You can make changes to, or remove any batch item. After you first click on the desired item, click either Edit to 

make changes or Remove to discard it.

Click the button to Save the batch for use at a later time, and/or Print to print a listing of the items. Click the Post 

button to finalize the posting of your batch items. The automatically generated transaction number and the total dollar 

amount for the batch will display in a message asking you one last time if you wish to print the batch. Answer by click-

ing Yes or No.

Use the transaction number(s) in the message to look up the posted transaction(s) on the Browse Transactions (pg 37) 

screen. Each transaction item in the batch will appear as a ARIN transaction.
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Collect Accounts Receivable

Use the Collect    Accounts Receivable (pg 71) screen when your    Church receives a collection from an Accounts Receiv-

able   Client (pg 134).

To access the Collect Accounts Receivable screen:         

 o From The Initial Portal of Church Windows choose Accounting.

 o Choose Transactionsin the Button Bar at the top of the screen

 o Then, click Collect Accounts Receivable
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 o First enter your defaults:     

 o Default Date Occurred

 o Default Asset Account  

 o Default Pay Method

Note:
 If you change the selection from any of these boxes at any time after hav-

ing added items to the Unposted Collections Batch, you will affect change 

in all batch items. Nevertheless, you can still change the Date Occurred, 

the Asset, and the Payment Method manually for each item individually as 

you add them to the batch list.
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 o Add each collection you wish to process to the Unposted Collections Batch list. There are two ways to process a 

collection:      

 1. Select Accounts Receivable / Client dropdown       

 o Make your selection(s) and click the Add to Batch (CTRL +) button to add the collection inform-

ation.         

OR
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 2. Quick Collect button:       

 o Collect Invoices Entered Today

 o View Clients with a Balance

Use the View Clients with a Balance feature to view Accounts Receivable / Client balances. 

If you wish to create collections for any of the listed vendors: 

 o First click the Quick Collect button. 

 o Then, click View Clients with a Balance. 

 o Click the  checkmark next to each client name. 

 o Click the Create Collection button to add the clients marked with a  checkmark to the 

Unposted Collections Batch.

 o On the Collect Accounts Receivable screen you can adjust, verify, and post the selected col-

lection.             
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 o View Outstanding Invoices

Use the View Outstanding Invoices feature to view invoices that have been entered, but not yet col-

lected.                                         

If you wish to create collections for any of the listed clients, 

 o First click the Quick Collect button. 

 o Then, click View Outstanding Bills.                                             

 o Click the box next to each client's name to place a  checkmark. 

 o Click the Create Collection button to add the clients marked with a  checkmark to the 

Unposted Collections Batch. 

 o On the Collect Accounts Receivable screen you can adjust, verify, and post the selected col-

lections.

 o Date Occurred, Asset, Amount to Pay, Payment Method, Check or Ref #, and Comments

Adjust these fields as needed.             

 o Dep. Slip?
Click to place a  checkmark in the box if you want the batch items to show on the             Deposit Slip (pg 162). 

 o Unposted Collections Batch

Verify the collection information for each item showing.             

 o Remove Selected Client

If you wish to remove clients currently showing in the Unposted Collections Batch, click the line that shows the cli-

ent and click the button. 

 o Click the Paid box next to each item that represents a collection you wish to post in the current batch.             

 o Doing so will place a  checkmark in the box. 

 o Items without a  checkmark will remain unpaid until the next time you decide to post payments. 
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 o Click the button to Save the batch for use at a later time

 o Click Print to print an             Accounts Receivable Report (pg 192) listing of the items.             

 o Click the Post button to post the items that have a  checkmark in the Paid box. 

 o The automatically generated transaction number and the total dollar amount for the batch will display in a mes-

sage asking you one last time if you wish to print the batch. Answer by clicking Yes or No.             

 o Use the transaction number(s) in the message to look up the posted transaction(s) on the             Browse Transactions (pg 

37) screen. Each transaction item in the batch will appear as a ARCL transaction. 

Note:
 If you wish, click the Show Running Balances (pg 37) button show the balance of 

the items being added to the batch.         

 

Post Accounts Receivable Refund

Posting a refund in the Accounting  Module for a Collect Accounts Receivable (pg 75) transaction involves posting an 

Invoice Accounts Receivable (pg 72) transaction in the amount of the Collection, but as a negative amount. Since the 

original A/R Collection transaction also affects a checking account in your Chart of Accounts (pg 124), the refund also 

involves posting a Transfer (pg 69) transaction to show the money being transferred from the checking account to the 

A/R Client (pg 134).

 1. Post an A/R Invoice with a DR Memo

 o Click Transactions in the Button Bar at the top of the screen 

 o Then, click Accounts Receivable and Invoice Accounts Receivable.

 o Use the Invoice Accounts Receivable feature to Select A/R Client receiving the refund at the Amount being 

refunded. 

 o Click to place a  checkmark in the DR Memo box to apply a negative amount. 

 o After entering any other applicable transaction information you wish to keep track of with your transaction, 

click Done — Add to Batch (CTRL +) and Post.
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 2. Post a Transfer transaction from the checking account to the A/R Client

 o Click the Transfer button under the Transactions menu. 

 o Select the applicable checking account name from the From Account box.

 o Select the Client Name from the To Account box. 

 o Enter the Amount being refunded. 

 o Choose between Computer Check and Manual Check from the Payment Method box, depending on 

whether you wish to print a check using Print Checks feature in the Accounting  Module. 

 o If you wish to manually issue a check, type the check number in the Check or Ref # in the box. 

 o After entering any other applicable transaction information you wish to keep track of with your transaction, 

click Done — Add to Batch (CTRL +) and Post.

 

If done correctly, the last line of the Balance column on the Accounts Receivable Statements (pg 171) for the Client 

receiving the refund will show as $0.00. If you selected Computer Check, use the Print Checks (pg 197) feature to 

print the check information onto check paper.

 

 

A/R Invoice and Statements Designer

Use the Report Designer feature in Accountingis a highly powerful tool that is used to customize and design layouts 

for the Accounts Receivable Invoices (pg 178) and/or Accounts Receivable Statements (pg 171) that your organization 

sends to its clients. The Report Designer provides you with the tools to design the appearance of the invoices that will 

be sent to your Accounts Receivable (pg 71) Clients. This tool lets you change the intricate details of each field on 

your report: size, position, separators, headers and footers, etc. This is a very involved tool and usually only used by 

those very familiar with customization and designing that have specific requirements.

When the software is first installed, there are layouts that are already included and available for you to use, such as 

Invoice — Payment Coupon , Simple Invoice, or Simple Statement, etc. The default layouts that come with Church 

Windows will all say [Template] and then the name of the layout. These templates cannot be modified or replaced, 

however they can be used as a starting point as long as you enter a new name when you save the layout. Any layout 

that you modify or create cannot have [Template] before the name of the layout. First, check to see if you like the 

way these layouts show the contents of the invoice or statement, if so you can disregard using these instructions. Other-

wise, if you are interested in making changes to fit your needs, select one of the layouts, make changes to it, and save 

it under a different name of your choice (you cannot save over the original layouts without renaming). Or click the 

New button to start from scratch.
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How to Use the Report Designer

The following provide you with the basic overall steps to use the Statement / Invoice Designer. The instructions 

break down the contents of the screen into five sections:

Where to Access the Report Designer Feature

Use the following instructions to go to the screen where you can design your invoices and/or statements.

 1. Click the Transactions menu.
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 2. Click the Accounts Receivable button.

 3. Depending on which function you need, click either the Print Invoices, or the Print Statements option.

OR
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 4. Click the  dropdown button and select a name from whichever box appears on your screen. Then click the 

Designer button beside the box to enter the designer screen.

Invoice Layout

Click the Invoice Designer button after selecting the desired invoice layout.

OR

 Statement Layout

Click the Statement Designer button after selecting the desired statement layout.

Step-by-Step Instructions

The steps below refer to the areas of the screen by the letters indicated in the screenshot shown above.

 1. Click an item from the [B] Standard Controls Tool Box (pg 90).

 2. Choose whether you are putting the item in the [C] Header (pg 97), the [D] Detail (pg 97), or the [E] Footer (pg 

97).

 3. For the item that you chose in [B], click and drag the mouse button in the area chosen — [C], [D], or [E]. This 

will trace the perimeter of the item you chose in [B] and add it to the form.

 4. Click a desired option from the [A] Format Toolbar (pg 86) to format the appearance, size, and other char-

acteristics of item added to the form.
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 5. Click the arrow on the selected item on the form, as shown in the image below.

Note:
 In the image above, the arrow points to the left. When the item is selec-

ted, this arrow points to the right and the task menu does not show. 

Click the arrow, however, and you will get a menu like the one above to 

appear. This menu lets you apply characteristics that are only specific to 

the item selected on the form.

 

Repeat Steps 4 through 5 until you are satisfied with the appearance of the object. At any time, you can move 

the object around and change its size. You can also press the Preview button in the lower left corner of the screen 

to see a demonstration of how the item(s) added to the form will appear. If you want to add a new item from [B], 

Repeat Steps 1 through 5.

Note:
 To move objects very precisely, you can hold down the CTRL key and use the 

arrow keys on your keyboard (← , ↑ , → , or ↓ ) to move the object(s) very 

minutely. You can also hold the SHIFT key along with CTRL and the use arrow 

keys to either stretch or shrink the size of the object(s).

Finally, when you are finished, press the Save As button at the top of the screen. Enter a name that you would like 

your form to have and press the OK button. Your new layout will be ready for you to use.
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Sections of the Report Designer

[A] Format Toolbar

The two toolbars at the top of the screen allow you to save the layout under a specific name and adjust the font 

size, font style, text alignment, as well as zooming further in and further out. Below is a complete list of the items 

from left to right, starting with the top toolbar and ending with the bottom toolbar. Both toolbars are separated 

into their own groups.

Top Toolbar

Gives you the option to save the layout under a different name, espe-

cially if you have created a layout already and do not want it to be saved 

under the name that represents the already created layout.

Updates the layout on which you are currently working.

After you have selected any object or text, click this button to make a 

copy of the item to the clipboard while removing the item from the lay-

out.

After you have selected any object or text, click this button to make a 

copy of the item to the clipboard. When you click the button it will 

appear as if nothing has happened. This is because the function of copy-

ing the item to the clipboard is not visible to the eye when inside this lay-

out.

Note:
 To be reassured that the item was copied to 

the clipboard successfully, you will have to 

use the Paste button.

Click this Paste button to place any item or text in the form that has 
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been copied to the clipboard via the Cut or Copy button.

Click this button to undo the last operation performed.

Click this button to redo the last operation. For example, if you pressed 

the Undo button and changed your mind immediately afterwards, you 

can press the Redo button to cancel that operation.

When you are selecting any item that has editable text for which you can 
choose different fonts, click the  dropdown button and make a choice 

from this box. Fonts that you can use to change the style in which the 

text appears for your item selected can be chosen from this box.

When you are selecting any item that has editable text for which you can 
choose a different font size, click the  dropdown button and make a 

choice from this box. Font sizes that you can use to change the size in 

which the text appears for your item selected can be chosen from this 

box.

Click this button to show in bold typeface any item that presents edit-

able text.

Click this button to show in italicized typeface any item that presents 

editable text.

Click this button to show in underlined typeface any item that presents 

editable text.

Click this button to align editable text of any object to the left margin.

Click this button to align editable text of any object to the center mar-

gin.

Click this button to align editable text of any object to the right margin.

Click this button to align editable text so that it reaches both left and 
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right margins with the spacing needed on each line to do so. In other 

words, if you would like to have text be equally aligned towards the left 

as you would like to have it aligned towards the right margin, press this 

button.

Click this button to set the foreground color of the selected item.

Click this button to set the background color of the selected item.

This feature allows you to zoom further in and further out from the nor-

mal appearance of the layout. For instance, zooming in consists of mak-

ing the objects bigger so that you can get a closer look at individual 

objects or text on the form without making size changes to any items. In 

the same respect, zooming out makes the items smaller in the same 

respect. Either use the dropdown box to choose a percentage, or click 

the (-) or (+) buttons on either side to zoom further out or further in.

 

 

Bottom Toolbar

After having clicked on a control from the [B] Standard Controls Tool Box (pg 90) and having placed the control 

on the form, you can use any of the following buttons to apply formatting to the control. Eight of the twenty-

five controls on this list can be used with at least one control. These controls have been marked in the list below 

with an (*) asterisk.

To use any of the rest of the seventeen controls on the bottom toolbar, you must first select at least two con-

trols that have been already added to the form.

 To Grid (*) Align the positions of the selected controls to the grid.

 Lefts Left align the selected controls.

 Centers Align the centers of the selected controls vertically.

Chapter 2 - Transactions



- 89 -

 Rights Right align the selected controls.

 Tops Align the tops of the selected controls.

 Middles Align the centers of the selected controls horizontally.

 Bottoms Align the bottoms of the selected controls.

 Width Make the selected controls have the same width.

 Size to Grid (*) Size the selected controls to the grid.

 Height Make the selected controls have the same height.

 Both Make the selected controls the same size.

 Make Equal Make the spacing between the selected controls equal.

 Increase Increase the spacing between the selected controls.

 Decrease Decrease the spacing between the selected controls.

 Remove Remove the spacing between the selected controls.

 Make Equal Make the spacing between the selected controls equal.

 Increase Increase the spacing between the selected controls.
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 Decrease Decrease the spacing between the selected controls.

 Remove Remove the spacing between the selected controls.

 Horizontally (*) Horizontally center the selected controls within a band.

 Vertically (*) Vertically center the selected controls within a band.

 Bring To Front (*) Bring the selected controls to the front.

 Send To Back (*) Move the selected controls to the back.

Click this button to make adjustments on the Appearance tab to 

adjust the colors and fonts of the columns and rows and then select 

the information to include on the Columns / Fields tab (pg 222).

 

* This field is only available when designing invoices.

 Click this button to choose the columns of information that should 

appear on the Statement.

* This field is only available when designing statements.

 

 

[B] Standard Controls Tool Box

When any item from the list below is selected, you can place it anywhere in the [C] Header (pg 97), the [D] Detail 

(pg 97), and/or [E] Footer (pg 97).
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Note:
 When you first enter the screen, the  pointer object in the Standard Con-

trols will appear as  underlined. This is an example of what indic-

ates the object as active and ready for you to use. And when you click a 

different item, that new item will then contain the line underneath it.

The following is an alphabetical list of all the fields inside the Report Designer. Most of these fields can be added 

to both statements and invoices. However, for those fields that can be added to either statements, or invoices, an 

indication has been made with an asterisk ( * ) next to the explanation specifying as to where the field can be 

added or found:

The Balance field represents the ending balance, or the balance as 

of the date that the statement was printed.

* This field is only available when designing statements.

The Border object is a square that you can use to surround any 

items you wish to enclose.

The Client Account Name field represents the name associated 

with the client being sent the statement or invoice.

The Client Account Number field represents the number on the 

account associated with the client.

The Client Comments field represents comments that are listed 

with the client information.

The Client Name field represents the first and last name of the 

Accounts Receivable client.

The Client Name and Full Address field represents the first and 

last name of the client with their address information. The address 

information only includes the address number, street, city, state, 

and zip code.
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The Due Date field represents the date on which the invoice is 

due. The date that this box will show is set on the Enter Invoices 

screen.

If you try to print the invoice and notice that no due date has prin-

ted when indeed you have added this field to the form, it means 

that the invoice was entered without a Due Date.

It also means that any other invoices that are entered with a Due 

Date, will show the date on the invoice, provided that this box is 

added.

* This field is only available when designing invoices.

The Global Memo field represents a message that will appear on 

all copies ready to print, according to one of the following 

screens:

 o Print Invoices: If you are printing invoices, having this field 

appear in the Report Designer layout will provide space for a 

message that is to appear on all invoices listed.

 o Print Statements: If you are printing statements, having this 

field appear in the Report Designer layout will provide space 

for a message that is to appear on all statements listed.

Note:
 Do not place the actual text that you 

want the Global Memo field to print on 

paper, in the box inside the designer. Pla-

cing text in the field on the form from 

within the designer might cause confusion 

when, in the future, there might be a 

need to change the text.

The Horizontal Line object represents a straight line that you can 

draw on the form that extends from left to right, and vice-versa.
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The Invoice Memo field represents the memo information recor-

ded with any one invoice. If you add this field to the Report 

Designer layout, any information that has been entered in the 

Invoice Memo (Optional) box for any client shown on the Print 

Invoices screen will print on that invoice.

* This field is only available when designing invoices.

The Invoice Number field uniquely identifies the invoice by a 

number that is set either when you enter your first invoice, or 

when you enter a new Starting Invoice Number in the  Accounting 

Settings (pg 244) screen.

In order to identify each invoice as being different from another, 

this number increases every time you enter a new invoice.

* This field is only available when designing invoices.

The Label field represents a blank area that is available for any 

text that you would like to enter and have appear on every state-

ment or invoice that uses the layout you are adjusting with the 

Report Designer. Sometimes, you can use this to enter a few set 

spaces between objects and fields. While at other times, you can 

enter text of your choice.

The Logo or Image field is an object that lets you determine a 

place on the Report Designer layout to add a picture or design 

found on your hard drive. For example, if you would like to add a 

logo that your organization prints on most of its brochures, bul-

letins, etc, you can also add it onto your statements and invoices.

To do this, however, your computer must have access to the logo, 

which must have already been created. Then, you can use the soft-

ware to position it on the Report Designer layout.

The Organization Info field will allow you to further customize the 
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Organization Info you can click on the Statement Designer at the 

top to open the report design interface. Here, you can drag and 

drop the Organization Info field from the right, and when you let 

go of the mouse button, you can further customize which organ-

ization info fields and where you want them: 

The Pointer object is to be selected only for when you would like 

to move any object or field to any desired place on the Report 

Designer layout.

The Shape object represents any symmetrical object that you wish 

to add to the form. Some of the available shapes include an 

ellipse, a circle, a pentagon, a hexagon, etc, which are available 

once the shape is added to the form.
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Note:
 First, click the Shape item from the 

list, then add it to the form. Once you 

add it to the form, click the arrow for 

additional details on the shape.

The Starting Balance field represents the balance that was manu-

ally entered in the software, if entered, for any particular client.

For any new Chart of Accounts (pg 124) created from scratch — not 

copied from any given year — The Beginning Balances (pg 136) 

screen allows for a place for a balance to be entered for your cli-

ents. This way, if any client has a pending balance when the Chart 

of Accounts (pg 124) is set up, you can enter the balance. This 

serves as the dollar amount that the statement will show, if you 

add this field to the form.

* This field is only available when designing statements.

The Statement Date field represents the date that the statement 

is printed.

* This field is only available when designing statements.
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The Statement Memo field represents the information that was 

entered in the Statement Memo (optional) field for any client lis-

ted on the Print Statements screen.

* This field is only available when designing statements.

The Total Amount Due field represents the total dollar amount 

that the person receiving the invoice is to pay to your organ-

ization.

* This field is only available when designing invoices.

The Transaction Comments field represents the comment inform-

ation that was entered into the software at the time that the 

invoice was prepared via the Invoice Accounts Receivable (pg 72) 

screen.

Note:
 This field is different than the Invoice 

Memo and Global Memo items that you 

can add to the form. The information 

that this field will print on the invoice is 

only specific to the transaction that is 

entered in the Enter Invoice screen for 

any specific invoice.

* This field is only available when designing invoices.

The Transaction Date Occurred field represents the date on 

which the invoice was entered into the software via the Enter 

Invoice Accounts Receivable (pg 72).

* This field is only available when designing invoices.
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The Vertical Line object represents a straight line that you can 

draw on the form that extends from left to right, and vice-versa.

 

[C] Header

Any of the items you place in this area will appear at the very top of the paper that you have set aside to print 

invoices / statements.

[D] Detail

Any of the items you place in this area will appear in the center of the paper that you have set aside to print 

invoices / statements.

[E] Footer

Any of the items you place in this area will appear at the very bottom of the paper that you have set aside to print 

invoices / statements.

[F] Designer / Preview

 o Click the Designer button  to make any adjustments to the fields on the layout (as explained 

above). 

 o Click the Preview button  to view how the layout items would look if printed out.

Note:
 The Preview will display the layout using demo data, not your Church's data.

Once you have your layout completely setup, go up to the top left and click the Save As button to give it a Statement 

Layout name, so that you can select it the next time you wish to print your statements / invoices with a specific lay-

out.  Enter a name or edit the current name and click OK.
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Note:
 When naming a new report layout, keep in mind that you are creating a tem-

plate which can be used for other reports with different data in the future, 

therefore names should NOT include specific dates or the search criteria you 

used to compile the report. Instead, the name should indicate what kind of 

information will be included in the report.

Exit out of Report Designer. The saved layout will now be listed in the drop box for use in the future and you will be 

returned to the Step 2 screen of Accounts Receivable Invoices (pg 178) or Accounts Receivable Statements (pg 171) 

where you can click Print to view a Print Preview (pg 226) and send the statements to your printer. 

Accounts Receivable Invoices

Once you have prepared the    Invoice Accounts Receivable (pg 72) information for a Client who owes money to your 

organization, you can print the invoice to send it to the client. To print the invoice, use the Print Invoices screen. The 

Print Invoices screen will show you that you can set up a layout of how the invoice is to appear, which you can use 

time and time again.    

 1. To access the screen, click the Accounts Receivable button in the Transactions menu.     

 2. Then, click Print Invoices:
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 3. Select the Invoice Layout from the dropdown box, or click Invoice Designer to design and save a new one using 

the     A/R Invoice and Statements Designer (pg 81).     The default layouts that come with Church Windows will all say 

[Template] and then the name of the layout. These templates cannot be modified or replaced, however they can 

be used as a starting point as long as you enter a new name when you save the layout. Any layout that you modify 

or create cannot have [Template] before the name of the layout. 

 4. Show Only Invoices...

Choose any or all of the dropdown boxes:     

 o For Client name selected 

 o Due By a specific date

 o For Date Occurred  

 o Show All Invoices that can be printed

 5. Invoice Data
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 o Invoice Date - Enter the desired date for your invoices.

 o Org. Info - Specify the      Organization Info you wish to use for your invoices.      

Unless otherwise specified, your      Church name will appear at the top of the report as you initially entered 

it into  the Organization Info stored in System Information in the Administration area of Church Windows. 

 

If you need to create additional sets of Organization Information, click the  Add button. Or, select 

an existing name from the Org. Info box and click either   Edit to change it or  Delete to remove 

it from the list. 

 o Global Memo - Enter a new message, or select a previously entered one from the dropdown if you would 

like to include a message on all Invoices. (Alternatively, you can use the Invoice Memo (optional) to 

include a personal message for one specific Client)      

Note:
If you wish the invoices to print the Invoice Date and the Global 

Memo information, first make sure that the Invoice Layout shows the 

Invoice Date and Global Memo fields for the selected in the     A/R 

Invoice and Statements Designer (pg 81). 
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 o To reposition or format the information, open the      A/R Invoice and Statements Designer (pg 81) interface. 

Here, you can drag and drop the Organization Info field from the right, and when you let go of the mouse 

button, you can further customize which organization info fields and where you want them:      

Note:
 To move objects on the Statement Designer screen very precisely, 

you can hold down the CTRL key and use the arrow keys on your key-

board to move the object(s) very minutely. You can also hold the 

SHIFT key along with CTRL and the use arrow keys to either stretch 

or shrink the size of the object(s).

 o Once finished, it will ask if you want to name the layout to access it later, and save it.
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Note:
 When naming a new report layout, keep in mind that you are creating 

a template which can be used for other reports with different data in 

the future, therefore names should NOT include specific dates or the 

search criteria you used to compile the report. Instead, the name 

should indicate what kind of information will be included in the 

report.

 6. In the list of invoices, click to place a  checkmark in the Print box next to each invoice you wish to print. You 

can also click the buttons at the bottom of the screen to Select All Invoices, or Unselect All Invoices.     

 7. Type any additional information under Invoice Memo (optional).     
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 8. There is another option on the     A/R Invoice and Statements Designer (pg 81) called Edit Detail Grid:     

 o Selecting this will open up a new window to further allow you to customize the report. 

 o Here you can use the Appearance/      Fonts tab (pg 224) to choose the background color, the text color, and 

the size and font style to be used, as well as the      Columns / Fields tab (pg 222) tab to select which fields you 

want to show. 

 o Once these are all set, click on OK. 

 9. Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in send-

ing the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be 

used outside of Church Windows.
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Accounts Receivable Statements

Accounts Receivable Statements can be printed at any given time with the use of the Print Statements screen. The 

screen first requires you to specify a set of Transaction Dates, between which the    Invoice Accounts Receivable (pg 

72) was entered and/or collected. Then, you must choose the    Accounts Receivable (pg 71) Clients, and click the Print 

button to proceed with sending statements to your desired clients.    

 

To view or print the Accounts Receivable Statements:

 o From The Initial Portal of Church Windows choose Accounting

 o Then, either:     

 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the Transaction button

 o Click Accounts Receivable

OR

 o Click Transactionin the Button Bar at the top of the screen

 o Click Accounts Receivable

 o Then, click Print Statements.

 o When opening the screen you must first enter the Transaction Date Range and click the Select Date Range but-

ton:     
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 o The Print Statements screen will open:     

 

 o Select the Statement Layout from the dropdown box, or click Statement Designer to use the     A/R Invoice and 

Statements Designer (pg 81) to design and save a new one.     The default layouts that come with Church Windows 

will all say [Template] and then the name of the layout. These templates cannot be modified or replaced, how-

ever they can be used as a starting point as long as you enter a new name when you save the layout. Any layout 

that you modify or create cannot have [Template] before the name of the layout. 
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 o Statement Data

 o Enter the desired Statement Date. 

 o Specify the Org. Info (      Organization Info ) you wish to use for your Statements. 

Organization Info

Unless otherwise specified, the info used to print on your statements is automatically selected for you 

from the Organization Information stored in         System Information in the         Administration area of        Church 

Windows. 

 

To create additional sets of Organization Information to use on different sets of statements, click the 
 Add button. 

 

Or, select an existing name from the Org. Info box and click either  to change it, or  to remove 

it. 

 

To reposition or format the information, open the         A/R Invoice and Statements Designer (pg 81) inter-

face. Here, you can drag and drop the Organization Info field from the right, and when you let go of 

the mouse button, you can further customize which organization info fields and where you want them:
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Note:
 To move objects very precisely, you can hold down the CTRL key 

and use the arrow keys on your keyboard (← , ↑ , → , or ↓ ) to 

move the object(s) very minutely. You can also hold the SHIFT key 

along with CTRL and the use arrow keys to either stretch or shrink 

the size of the object(s).
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Once finished, it will ask if you want to name the layout to access it later, and save it.         

Note:
 When naming a new report layout, keep in mind that you are cre-

ating a template which can be used for other reports with dif-

ferent data in the future, therefore names should NOT include 

specific dates or the search criteria you used to compile the 

report. Instead, the name should indicate what kind of inform-

ation will be included in the report.

 o Enter a new message, called a Global Memo, or select a previously entered one from the dropdown if you 

would like to include a message on all Statements. (Alternatively, you can use the Statement Memo 

(optional) to include a personal message for one specific Client)

Note:
If you wish the Statements to print the Statement Date and the 

Global Memo information, first make sure that the Statement Lay-

out shows the Statement Date and Global Memo fields for the selec-

ted in the      A/R Invoice and Statements Designer (pg 81). 

 o If you need to select a date range after entering the Print Statements screen, click the Change Transaction 

Date Range button in the top right and enter a different date range:     

 

 o In the list of Clients, click to place a  checkmark in the Print box next to each statement you wish to print. You 

can click the buttons at the bottom of the screen to Select All Statements, or Unselect All Statements. 
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 o You can also use the Select Client box at the top right to individually mark the name of each selected client with 

a check. 

 

 o Type any additional information for each individual client under the Statement Memo (optional) column. 

 

 o If you wish to prevent clients that have a $0.00 balance from showing in the list, click to place a  checkmark in 

the box labeled Show Only Clients with a Balance.     

 o There is another option on the     A/R Invoice and Statements Designer (pg 81) called Edit Detail Subreport:     
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 o Selecting this will open up a new window to further allow you to customize the report. Here you can use the      

Columns / Fields tab (pg 222) tab to select which fields you want to show, as well as the      Fonts tab (pg 224) to 

choose the background color, the text color, and the size and font style to be used. 

 o Once these are all set, click on OK.      

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

Transfer Donations to Accounting

Once you have posted a batch of donations using Enter Donations, you can transfer the information from the Church 

Windows  Donations  Module to the Accounting  Module. To be able to do so, you must have a Chart of Accounts (pg 

124) set up in the Accounting  Module. Then, you must Link Donations to Accounting (pg 246) so that your Donations 

accounts are matched up with the corresponding Accounting Module Chart of Accounts. 

 

To access the Transfer Donations to Accounting screen:         
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 o From The Initial Portal of Church Windows choose  either:

 1. Donations

 o Then click Donations in the Button Bar

 o Click the Transfer to Accounting button

OR
 2. Accounting

 o Then click Transactions in the Button Bar

 o Click the Transfer to Accounting button

 o The Transfer Donations to Accounting screen will appear:
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 o The tabs in this screen allow you to perform the following tasks:         

Transfer Donations

When a batch of donations is posted, you can then transfer the batch from Donations to Accounting. To 

access the Transfer Donations tab that contains the options necessary to transfer the batch, you can click the 

Post & Transfer button on the Enter Donations screen. Otherwise, click the Transfer to Accounting button 

from the series of buttons found above in the Donations or Accounting menus.

Locate the batch that you want to transfer to Accounting. You can rearrange the order of the items being dis-

played by clicking any of the columns.

 o Date Occurred: The date on which the batch was posted.

 o Batch Code: Displays the batch code used at the time the batch was posted, if used.

 o Total Amount: The amount of all the donations entered into the batch.

 

Each line represents a batch that has been entered and posted in the Donations  Module, but not yet trans-
ferred to Accounting. Click the  expand button to the left of each row to view details (when expanded it 

will become a  collapse button).

In the revealed batch details you can only change the accounts shown in the Debited Account and Credited 

Account columns. If you need to make changes, click the Debited Account or Credited Account box you 

wish to change and select the desired account. 

If you wish to currently refrain from transferring the batch to Accounting, you can click to check the Do Not 

Transfer box on the line that represents your batch. The line that contains the information about the batch 

will disappear only from view. 
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Place a checkmark in the Show “Do Not Transfer” Items box to bring any such items back into view at any 

given time. Once this box is checked, any items that have not yet been transferred will reappear unless they 

have been already transferred.

 

When you are ready to transfer the batch to the Accounting  Module, click Post. The Confirm DONA screen 

shows a line for each account in the Accounting  Module and the corresponding Debit Amount / Credit 

Amount that will be affected after you confirm the Donations transfer. Type any Comments you wish to add 

next to each line and/or for the whole batch. Confirm the Donations transfer to Accounting by clicking the 

Post button at the bottom of the screen.

A message will display the transaction number(s) created by the successful transfer of the Donations batch to 

the Accounting  Module. Use the transaction number(s) in the message to locate the transaction(s) in the 

Browse Transactions (pg 37) screen of the Accounting  Module, where each transaction involved in the 

batch you transferred will be kept track of as a DONA transaction. Click OK to clear the message.

The batch you posted in the Transfer Donations list will disappear. Click the Posted Transfers tab to locate 

the batch you just posted and print if necessary. 

Print Selected Transfer(s)

If you wish to print the information about the batch you wish to transfer, click the line that describes the 

batch and select the Print Selected Transfer button at the bottom of the screen to customize the                                         Transfer 

Report Options (pg 116). Once you have made all of your selections, click Print to view a Print Preview (pg 

226) and then proceed in sending the file to your printer. You can also Export (pg 210) most reports and/or 

Send via Email (pg 213) as a file to be used outside of Church Windows.

Default Account Links

If you are using the Accounting  Module along with Donations, use the Default Account Links tab in the 
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Transfer Donations to Accounting screen to Link Donations to Accounting (pg 246). Here you can set up, 

correct, or remove the links between giving accounts in Donations to the accounts stored in the Chart of 

Accounts (pg 124) of the Accounting  Module. 

 

When the screen appears, on the Default Account Links tab, use the following columns to make the neces-

sary adjustments. 

 

To print or export a report that shows the current settings of the links, click the Print Account Links (pg 248) 

button. 

Posted Transfers

After a batch has been posted to Accounting, you can view it using the Posted Transfers tab in the Transfer 

to Accounting screen. Select the Date Range for the posted batch you seek to find. Then use any of the fol-

lowing columns to locate the specific batch and its entries.

 o Trans #: The transaction number given to the Donations batch item(s) at the time of posting.

 o Date Occurred: The date that the batch was manually set to represent.

 o DONA Batch Code: The batch code posted with the Donations batch, if applied.
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 o Total Amount Transferred: The sum of all batch item dollar amounts.

 o DONA Date Posted: The date on which the batch was posted to Accounting.

 

Click the  expand button to the left of each row to view details (when expanded it will become a  col-

lapse button). Each set of details shows the Batch Code, Amount, Giving Account, Debit Account, Credit 
Account, and Giving Posted for each item in the posted batch. Click the  collapse button to collapse the 

details.

Print Selected Transfer(s)

To print posted transfers, click the Posted Transfers tab to view the list of batches already posted to 

Accounting.

If you wish to print a batch in the list, click it once to select it.  If you wish to select more than one line, 

hold down the CTRL key on the keyboard, and click the next desired line. Then click the Print Selected 

Transfer(s) button and the Transfer Report Options (pg 116) screen will appear. Use the tabs and options 

available to format the information as needed. 

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in 

sending the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a 

file to be used outside of Church Windows.
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Transfer Report Options

Use the Transfer Report Options screen to print a report about batches in Donations either before or after you Trans-

fer Donations to Accounting (pg 110).

Choose any of the following tabs to apply additional settings:     

Columns Tab
Determines the order and the appearance of the columns displayed. 

Sort (or Group & Sort) Tab
Organizes the information into the desired order (and groupings). 

Fonts Tab
Sets the style and size of the typeface used to display the contents of the report. 

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.
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Other Transactions

The Other available transaction options are: 

 o Enter Spoiled Check Numbers (Voided Checks) (pg 117)

 o Adjust Asset Account (pg 118)

 o Payroll  Journal Entry (pg 120)

 o Journal Entry Transactions (pg 121)

Enter Spoiled Check Numbers (Voided Checks)

Whether your Church is using Church Windows Accounting to Print Checks (pg 197), or even writing the payable inform-

ation on a check by hand, the check number on the physical check does not change. If you have determined that a 

check is unusable or voided, you can use the Enter Spoiled Check Numbers (Voided Checks) screen to post a trans-

action that represents the circumstance. Doing so would account for the check number that you would have otherwise 

used to administer to a Vendor / Payee (pg 132).

 

To access the Enter Spoiled Check Numbers (Voided Checks) screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Click the Transactions menu in the Button Bar at the top of the screen

 o Click the option for Other
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 o Choose "Enter Spoiled Check Numbers (Voided Checks)" and the window will open:

 o Enter the Date Occurred to represent the day you declared the check as spoiled. 

 o Type the Check or Ref # printed on the check. 

 o Select the Asset Account applicable to the check. 

 o Enter any additional Comments in the box. 

 o Verify the information is correct and click the Post button.

A message will display the transaction number(s) created by the successful posting of the voided check. Use the trans-

action number(s) in the message to locate the transaction(s) in the Browse Transactions (pg 37) screen of the Account-

ing  Module, where the voided check you posted will appear as a PYMT transaction with "Voided Checks" showing as 

the Vendor / Payee (pg 132)  and Account Name.

Adjust Asset Account

Use the Adjust Assets screen to post Transactions (pg 33) that either increase or decrease the balance of one asset 

account and one non-asset account in the Chart of Accounts (pg 124). For instance, some transactions that affect your 

assets are neither an Income (pg 19), nor a bill of any kind, and must still be recorded. By using the Adjust Assets screen 

to record such a transaction, you will be able to enter the amount of money that affects the asset, and therefore main-

tain the accuracy of the asset account.

To access the Adjust Asset Account screen:         
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 o From The Initial Portal of Church Windows choose Accounting

 o Click the Transactions menu in the Button Bar at the top of the screen

 o Click the option for Other

 o Click Adjust Asset and the window will open:

 

Choose the Asset to Adjust from the dropdown box. Click the option to either Increase or Decrease the Balance of 

the selected Asset to Adjust. Enter the Amount to Adjust, and the Date Occurred. Enter any additional Comments in 

the box.

Select the  Account and Amount that you wish to affect by the Asset you are about to adjust. You can select more than 

one account as long as the total amount of the items at the bottom of the list matches the Amount to Adjust.

Verify the posting information and click Post. A message will display the transaction number(s) created by the Asset 

adjustment successfully posted. Use the transaction number(s) in the message to look up the posted transaction(s) on 

the Browse Transactions (pg 37) screen. Each transaction item in the batch will appear as a JRNL transaction. Click 

OK to clear the message.
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Payroll  Journal Entry

If you have not obtained and installed the Church Windows Payroll software, you have the option to use the Payroll 

Recurring Transactions screen to record Transactions (pg 33) for your employees and independent contractors.  Other-

wise, if you have indeed obtained and installed the Church Windows Payroll software, refrain from using the Payroll 

Recurring Transactions screen unless you have been given specific instruction to do so. 

 

To access the Payroll  Journal Entry screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Click the Transactions menu in the Button Bar at the top of the screen

 o Click the option for Other

 o Click the Payroll Journal Entry option:

 o Choose the Employee Name from the dropdown box and click the  paste button.
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 o The Journal Entry Transactions (pg 121) screen will display all the information added to the recurring transaction 

for the selected employee.

 o If you need to add the employee, click the  Add button, enter the Employee Name, and click OK. You can also 

select an existing Employee Name and click the  Edit button to change existing information or the  Delete 

button to delete it.

 o Under Pay Information, choose the Expense Accounts and the Checking Account information you wish to affect 

when processing a recurring payroll transaction for the selected employee.               

 o Manually enter the amount for the Gross Pay.

 o The Employer FICA and the Net Pay amounts will change according to the information you type on the Taxes and 

Allowances and Deductions tabs.

 o Enter a Frequency specific to how often you plan to apply the transaction.

 o Then proceed to the other tabs and enter the applicable information for the selected employee.

 o Click the Finished creating new recurring transaction button to save the information for the selected 

employee.

Journal Entry Transactions

Use the Journal Entries screen to record in the Church Windows  Accounting  Module Transactions (pg 33) where money 

is transferred between any two accounts.  

To access the Journal Entry Transactions screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Click the Transactions menu in the Button Bar at the top of the screen

 o Click the option for Other

 o Choose Journal Entry Transactions
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Journal Entries let you transfer money between multiple accounts of multiple types. If you had intended to specifically 

transfer money between like accounts, you can still choose them from this screen, or you can also use the Transfer (pg 

69) screen. 

If you have set up Recurring Transactions (pg 34) to reuse in your transaction screens, click the button to open the 

screen and apply the transaction to your batch. While entering transactions, you can click the Show Running Balances 

(pg 37) button to do so for the items added to the batch.

 o Enter the Date Occurred and any Comments you wish to save with the transaction. Type any Comments you wish 

to store with the transaction itself. The comments entered here will show up on your Church Windows Accounting 

reports as Transaction Comments.

 o Click the line to begin entering the information for the desired Account, the pertinent Debit Amount or Credit 

Amount, and the Comments. The comments entered on each detail line will show up on your Church Windows 

Accounting reports as Line Item Comments.

 o When finished with the detail line, click the  Add button to add the line item. If the transaction you are enter-

ing contains additional components that are part of a whole transaction, click the next line and enter the line 
item. Click the  delete button to remove the line or  to undo an action.
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 o Each journal entry you make must have a Total of equal Debit Amounts as it does Credit Amounts. Done — Add to 

Batch (CTRL +). 

 o Repeat these steps for every transaction until all your batch items have accumulated in the Unposted Journal 

Entries Batch list. You can make changes to, or remove any batch item. After you first click on the desired item, 

click either Edit to make changes or Remove to discard it.

 o Click the button to Save the batch for use at a later time, and/or Print to print a listing of the items. To finalize 

the posting of your batch items, click Post. The automatically generated transaction number and the total dollar 

amount for the batch will display in a message asking you one last time if you wish to print the batch. Answer by 

clicking Yes or No.

 

Use the transaction number(s) in the message to look up the posted transaction(s) on the Browse Transactions (pg 37) 

screen. Each transaction item in the batch will appear as an JRNL transaction.
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Chart of Accounts

The Chart of Accounts is a list of accounts that you set up to organize and keep track of the money your Church 

spends and receives. Church Windows Accounting provides your Church with a Chart of Accounts structure that allows 

for Assets (pg 18), Liabilities (pg 18), Funds (pg 18), Income (pg 19), and Expense (pg 19) accounts to be separated into 

their own distinct categories.

 

Once accounts are created within these categories, they can be grouped together by Subtotals (pg 139) and Custom 

Account Groups (pg 138). They can also be placed in sequential order by account number.  There is a Chart of 

Accounts Wizard (pg 21) to help you quickly get started with data entry. 

 

If using account numbers, the first digit of the account number is assigned to each type of account as follows:

 1. Asset accounts (money your Church owns).

 2. Liability accounts (money your Church owes).

Chapter 4

- 124 -



- 125 -

 3. Fund (Balance) accounts (money designated to a purpose.

 4. Income accounts (money your Church spends).

 5. Expense accounts (money your Church receives).

 

As an option, the Liability Accounts category allows you to create a Accounts Payable / Vendors sub-ledger to keep 

track of money transacted between your Church and its vendors / payees. If your Church is currently subscribed to 

access and use the Accounts Receivable (pg 71) options in Church Windows, you can create an Accounts Receivable 

Clients sub-ledger in the Asset accounts.

Add and Remove Accounts

To add or remove an account in the Chart of Accounts: 

 o From The Initial Portal of Church Windows choose Accounting.

 o Click Manage Accounts in the Button Bar at the top of the screen 

 o Then click the Accounts +/— button from the options.

 o Then, click the button that corresponds to the category of the account you wish to add or remove:

Add an Account

 o Create an account by entering the Account Name and Account Number (if field is available). 
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 o You can now also add that new account to an existing subtotal by using the Subtotals (pg 139) dropdown to the 

right of the account number field. This will automatically put the account under that subtotal when created so 

you do not have to add it later. 

 o Once done, click + Add Account to add the account to the Accounts list. The account will then be ready to be 

used in processing Transactions (pg 33).

 

Delete an Account

 o Place a  checkmark  in the box next to each desired account in the list. 

 o Then, click the  -  Delete Selected Accounts button located below the list. 

 o An account that cannot be deleted at the present time contains an N/A button, which displays a reason when 

clicked.

 

 

Sub-Accounts

Any account with a $0.00 balance and no transactions applied to the account can be converted into a ledger. You 

can then add accounts to it, called Sub-Accounts, to which you can then apply transactions.

Click the  ellipses button under the Sub Accts column to add and/or remove Sub-Accounts. Then proceed to one 

of the following options:

Add a Sub-Account

 o Enter the Account Name and Account Number (if field is available). 

 o Then, click + Add Account button to add the Sub-Account for the selected account. 

 o Repeat this for any other Sub-Accounts you wish to add.

Delete a Sub-Account
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 o Place a  checkmark  in the box next to each desired account in the list. 

 o Then, click the — Delete Selected Accounts button located below the list. 

 o An account that cannot be deleted at the present time contains an N/A button, which displays a reason 

when clicked.

 

When finished, click the button at the bottom of the screen to take you Back to Main Accounts. 

The number of Sub Accts will then change according to the number of Sub-Accounts the ledger (main account) now 

contains.

 

View Accounts

 o Click Manage Accounts in the Button Bar at the top of the screen
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 o Then click View. The screen that appears will display the Chart of Accounts for the currently set Accounting 

Year:

 o Enter the Account Name or Account Number in the Search box. As you type, the box will show you the res-

ults that match the text you type. 

 o Click the Account Number and Account Name column headings to sort the list of accounts in order by the 

chosen column. 

 o Once you locate a desired account, click the Account Name or the Account Number once and type the 

change you wish to make:
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 o In the Display Options box in the bottom right, you can:

 o Click the button to Collapse All and Expand All accounts in the list. 

 o Place a  checkmark  in the box to Show Active and/or Show Inactive accounts. 

 o If you want to use one of your Custom Account Groups (pg 138), use the Filter Accounts dropdown box 

to show only the accounts in that group.

 o Review or make further changes to any selected account by clicking the Detail  tab, or any of the other avail-

able tabs found on the right side of the Chart of Accounts screen. These tabs will vary depending on the type 

of account:

Detail

Use the Detail tab fields to view or make further adjustments to the following options which vary depending on 

the type of account.

 

 

 o Long Term: 

Identifies the selected asset or liability account as one that lasts for a period of time longer than a year.
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 o Inactive: 

Prevents the account from appearing on transaction entry screens.

 o Add to Ledger: 

Selects a desired Main Ledgerfor the account.

 o Print: 

Accesses additional options to print, export, and/or email a General Ledger report.

 o Bank Name: 

Stores the name of the financial institution entered.

 o Bank Account Number: 

Stores the account number at the financial institution entered.

 o Asset: 

Links the Fund Balance account to the selected Asset account.

 o Fund: 

Links the account to a Fund in the Chart of Accounts.

 o Comments: 

Records any further information you would like to store.

Balance

Use the Balance tab to view the balances for the selected account. Balances will show for the beginning of the 

year, for each month, and Running Balances (pg 37) (or an ending balance) for the currently set Accounting 

Year.
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Tree View

Use the Tree View tab to alternatively navigate your way through the Chart of Accounts. Right-click an 

account to see its available options for you to Add a Sub-Account (pg 126), change, edit, and/or Delete an 

Account (pg 126).
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Vendor / Payee

View and edit any additional information about your Accounts Payable Vendors / Payees by using the fields on 

the Vendor / Payee  tab:
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All fields are optional, except for the Name / DBA field. Any modifications that you make to the Vendors / Pay-

ees will be saved as you go.

 o Change the Name / DBA only if you would like to use a name different than the account name in the Chart 

of Accounts. The Name / DBA entered will be noted on Payee (or Client) fields on various Accounting 

screens, and on the Payee field of a check printed from the Accounting  Module.
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 o Enter the Address, City, State, Zip, Phone, Phone 2, Fax, Email, and Web Address information in the 

fields provided.

 o Enter the associated                               Account Number and/or Tax-ID.

 o Enter a Standard Payment if the dollar amount transacted between your Church and your vendor / payee 

(or client) is most often the same amount. The amount entered here for the selected vendor / payee will 

automatically appear in the Amount To Pay box found on the Pay Bills (pg 60) screen. 

 o The Default Expense Account you choose will automatically appear in the Expense / Income  Accounts 

box found on the  Enter Bills (pg 57) screen when entering an invoice for the selected Vendor / Payee . 

 o Keep track of the time frame that the account will be used by entering dates in the Date Established and 

Date Expired fields.

 o On the Vendor tab only, choose the Default 1099 Form that applies. By choosing a form from this box, 
the software will automatically place a  checkmark  in the Print box on the screen you use to print your 

Form 1099 MISC (pg 206). Any account not selected from this box will still be available for you to select 

manually in order for it to print on your Form 1099.

 o Enter Comments to identify any further details you would like to include.

 

Click the View Change History button to see a log of the changes made to the information on this tab. 

 

If you click Clear Vendor / Payee , all the information from the above fields will disappear.

Client

For Accounts Receivable (pg 71) clients this is called the Client tab. To display the tab and make any desired 

changes to the Client's information, click the account from the list of accounts on the left side of the screen. 

Click the tab itself to proceed:
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All fields are optional, except for the Name / DBA field.
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 o Change the Name / DBA only if you would like to use a name different than the account name in the Chart 

of Accounts. The Name / DBA entered will be noted on Payee (or Client) fields on various Accounting 

screens, and on the Payee field of a check printed from the Accounting  Module.

 o Enter the Address, City, State, Zip, Phone, Phone 2, Fax, Email, and Web Address information in the 

fields provided.

 o Enter the associated                               Account Number and/or Tax-ID.

 o Enter a Standard Payment if the dollar amount transacted between your Church and your vendor / payee 

(or client) is most often the same amount. The amount entered here for the selected Accounts Receivable 

(pg 71) client will automatically appear in the Collected Amt box found on the Collect Accounts Receiv-

able (pg 75) screen.

 o The Default Income Account you choose will automatically appear in the Income / Expense  Accounts 

box found on the Invoice Accounts Receivable (pg 72) screen when entering an invoice for the selected Cli-

ent. 

 o Keep track of the time frame that the account will be used by entering dates in the Date Established and 

Date Expired fields.

 o Enter Comments to identify any further details you would like to include.

 

Click the View Change History button to see a log of the changes made to the information on this tab. 

 

If you click Clear Vendor / Payee , all the information from the above fields will disappear.

Beginning Balances

The balance of an account is initially determined by the Beginning Balance, the dollar amount set at the beginning of 

each Accounting Year. The Beginning Balances are either entered manually by the Users or the software can Update 

beginning balances from prior Accounting Year ending balances (pg 251). By entering the accurate Beginning Bal-

ances and subsequent Transactions (pg 33) into the software, you define the foundation by which the software cal-

culates its running and end-of-year balances that will be shown in the Chart of Accounts (pg 124) and presented on 

future Reports (pg 150).

To manually enter the Beginning Balances:
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 o Click Manage Accounts in in the Button Bar at the top of the screen

 o Click the Beginning Balance button:

 

The Setup Chart of Accounts screen appears:

 

Type the Beginning Balance amount in the space provided for each account. When finished, click the Save Balances 

button. You can either close the screen to continue later, or proceed to Finalize Beginning Balances.
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Finalize Beginning Balances

When you and your Church have determined that the Beginning Balances for the Accounting Year are correct, you can 

lock the balances in place to where they become unchangeable by clicking Finalize Beginning Balances button.

We strongly advise Making a Backup your Accounting data before clicking the Finalize Beginning Balances button. 

Clicking the button will display a prompt to warn you that, once finalized, any changes to a beginning balance 

must be recorded through a transaction entry. You can click No to refrain from going any further, or click Yes to 

Finalize Beginning Balances.

Beginning Balances Out of Balance

Review the two boxes listed next to Total Debits / Credits at the bottom of the screen. The sum of all Beginning Bal-

ance (DR) amounts must equal the sum of all Beginning Balance (CR) amounts for you to successfully complete the 

Finalize Beginning Balances feature. If the Total Debits do not match the Total Credits, you have the option to click 

Save Balances and further investigate your accounts, transactions, and totals for accuracy and make corrections you 

determine are necessary to balance the Total Debits with the Total Credits. You also have the option to click Finalize 

Beginning Balances, which will place the amount of money throwing the Chart of Accounts (pg 124) off balance into a 

new account.

 o If you click the Finalize Beginning Balances button with the Totals out of balance, a message will appear to 

inform you that you are currently out of balance. 

 o Here, you have another chance to review and verify your balances by clicking the Back to Balances button.

 o On the other hand, if you click the Balance button a message appear to inform you that the software will create 

an account called  "TO BALANCE [followed by the Accounting Year]" to store the amount throwing the Chart of 

Accounts (pg 124) out of balance. 

 o Click Yes to proceed, or No to cancel. If you click Yes, you will have to enter a transaction to make any changes 

to the beginning balance you wish to record.

 

Once you finish the steps to Finalize Beginning Balances, the Beginning Balance button once found under the Man-

age Accounts menu will disappear.

Custom Account Groups

When running Reports (pg 150), you can choose Custom Account Groups that contain only the accounts you want the 

report to show. In order to use Custom Account Groups you must first set it up on the Custom Account Groups 

screen. 
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To access the Custom Account Groups screen:         

 o Choose Manage Accounts in the Button Bar at the top of the screen

 o Click the Custom Groups button

OR

 o It can be opened from the Custom Account Groups (pg 219) tab of the report that makes it available.

Setup new Custom Account Groups

 o Click the Add  Add  button under Account Groups on the right side of the screen:

 o On the message that appears, type in the desired Group Name and click OK. 

 o Click to select the desired items in the Account List and click the   right button to add the item to the list 

below the Account Groups. 

 o To remove an account from the selection list, click it in the list below Account Groups and click the  left but-

ton. 

Select another Account Group from the box if you would like to change or remove the name. Then, click either the 
 edit button to change the name, or the  delete button to delete it.

Subtotals

Once you have your Chart of Accounts (pg 124) entered, you can add subtotal lines to show on your reports a balance 

that represents all the accounts in the subtotal grouping. 
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To access the Subtotals screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Choose Manage Accounts in the Button Bar at the top of the screen

 o Click the Subtotals button 

 

 o Click the Show Accounts button at the bottom of the screen to reveal the accounts among the existing Subtotals. 

 o If no accounts immediately appear, expand the node of any subtotal until the account you need is revealed. Click 
the  expand button to the left of each row to view details (when expanded it will become a  collapse but-

ton). See the following image for an example:

Click , a collapsed node

It turns into , an expanded node

Which then reveals  any available accounts
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Add and Remove Subtotals

 o Click Add New Subtotal to begin setting up your new subtotal. 

 o To remove a subtotal, first be sure that it does not contain any accounts or other subtotals before removing it. 

Once the subtotal is empty, click Delete Subtotal to remove it.

Move an Account

 o Once you reveal the location of the  account, click it once to select it. 

 o Use the   dropdown box above the Move Account button to select the destination subtotal. 

 o Then, click Move Account to move the account to the new location.

Move a Subtotal

 o Once you reveal the location of the  subtotal, click it once to select it. 

 o Use the dropdown box above the Move Subtotal button to select the destination subtotal. 

 o Then, click Move Subtotal to move the subtotal to the new location.
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 o Alternatively, you can also move the subtotal by clicking the one you want to move, and clicking the up or 
down arrows  found in the middle of the screen.

Click-and-Drag Subtotals and Accounts

 o Locate the desired subtotal or account, and click it once to select it. 

 o Then click and hold down the mouse button and drag the mouse pointer towards the destination Subtotal. 

 o Release the mouse button when the destination subtotal is reached.

Subtotal Details
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 o Click any subtotal in the list and type the Subtotal Name  in the box provided. 

 o Place a  check in the box if you would like this name to Display as Header for the accounts and Subtotals 

in its group. 

 o Type in a Header Text if you wish the header to be of a different name than the Subtotal Name.

 

Match Accounts

Use the Match Accounts screen to link an account in the current Accounting Year to one in the prior Accounting Year. 

Doing this gives you the ability to update the Beginning Balances (pg 136) with the prior-year ending balances of the 

matched account. On the same screen, you can also unlink accounts that are already matched with the prior-year 

accounts. 

 

To access the Match Accounts screen:         

 o Click Manage Accounts in the Button Bar at the top of the screen 

 o Then click the Match Accounts button to open the screen.
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Linking Unmatched Accounts

 o Make sure the Unmatched Accounts tab is clicked. 

 o The list on the left side of the screen shows the prior Accounting Year accounts. 

 o The list on the right side of the screen shows the accounts of the current Accounting Year. 

 o Click one account on each list, matching the account on the left to the account on the right. 

 o Click the Match button to link the unmatched accounts.

Unlinking Matched Accounts

 o Click the Matched Accounts tab to show the list of linked accounts:

 o Click the row that shows the accounts you wish to unlink, and click the Unmatch button. 

 o A message will display to ask you if you are sure that the accounts selected are NOT the same account. 

 o Click Yes to unlink the accounts, or No to cancel.
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Chapter 4 - Budgets
Budgets and Budget Projection

Church Windows Accounting provides you with two ways that you can view and adjust your budget amounts. You can 

use the Budgets screen to manually enter a budget amount for each of the desired accounts. Alternatively, you can 

use the Budget Projection screen to automatically raise or lower the currently set budget amounts based on a desired 

percentage of either the previous year's actual Income (pg 19), or previous year's budget amounts.

 

Budgets

 o Access the Budgets screen by clicking the option for it under the Budgets menu in the Button Bar at the top 

of the screen:
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 o Accounts / Subtotals

Use the dropdown box or the  list below it to locate an account and make changes to its budget amounts. 

 o Sort by Account Name
Place a  checkmark  in the box to reorder the list.

 o Budgeted
Click the  box to place a  checkmark  and add budgets. Remove the checkmark from the Budgeted box to 

exclude the account from being budgeted.

 o Annual, Quarterly, or Monthly 

Choose the option that describes the kind of budget you wish to apply.

 o Enter the amounts in each box made available by the kind you chose.

 o To advance to the next account you can either click it, or press the CTRL and ↓  down arrow keys on 

your keyboard. 

 o The amounts of the other budget types will adjust according to the amounts you enter.

 o Set Amounts to 0

You can click this button to reset all stored amounts to zero (only available for Expense (pg 19) Accounts, not 

Income (pg 19)). 
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 o Refresh the budget content by clicking the button, or click Close to exit.

Budget Projection

If there is a prior year from which to project budgets, the Budget Projection screen will display a list of the 

Budgeted Accounts and Subtotals and the  Prior Year Budget, Prior Year Actual, and Projected Budget 

amounts that apply to the current and prior Accounting Year. 

Note:  
While this screen is open you will have exclusive access to editing accounts. No 

one else will be able to make changes to accounts while you are in this screen.

 o Access the Budget Projection screen by clicking the option for it under the Budgets menu in the Button Bar 

at the top of the screen:
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 o Use the letter indicators in the image below to follow the instructions for setting up a Budget Projection: 

 o For each account type (A), make the desired selections to either increase  or decrease(B) a budget amount by a 

certain percentage(C).

 o Then choose between adjusting your selections based on (D) either last year's budget  or last year's actual 

Income (pg 19) / Expense (pg 19).

 o Click the View Projection button to apply the selections you made  for the Budgeted Accounts and Subtotals. 

 o Review the Projected Budget and make as many changes to (B), (C), and (D) as needed.

 o If you wish to apply the projected budget amounts as the current Accounting Year budget amounts, click the 

Save & Close button. 

 o Otherwise, click Cancel & Close to exit without saving any changed information.

After budget amounts have been entered, you can then run a Budget Report (pg 194) to provide a means to review the 

budget in a format that you can print out, Export (pg 210) to a file, or Send via Email (pg 213).

Chapter 4 - Budgets



Chapter 5 - Reports/Export
Reports

The purpose of a report in    Church Windows Accounting is to inform your    Church of how the posted transactions and 

entered budget amounts affect the    Chart of Accounts (pg 124) kept track of in the software. By ensuring the accuracy 

of the information you enter in the software, you can then generate reports that the reader(s) can use to make fin-

ancial suggestions and recommendations that they might want to apply towards the   Church.

Use the Reports/Export menu to print and export your report information for different categories of reports: 

 

Financial Reports

The available Financial reports are the      Balance Sheet (pg 153),      Fund Activity Report (pg 155), and     Treasurer's 

Report (pg 158).
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Transaction Reports

Accounting Transaction Reports include:      Check Register (pg 161),      Deposit Slip (pg 162),      General Ledger (pg 167),      

Transaction Journal (pg 170),      Accounts Receivable Invoices (pg 178), and      Accounts Receivable Statements (pg 

171)

 

Worksheets
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The available      Accounting Worksheet reports are as follows:      Accounts Payable Report (pg 184),      List Chart of 

Accounts (pg 186),      Summary of Cash Activity (pg 188),      Trial Balance (pg 190), and      Accounts Receivable Report (pg 

192)

 

 o Budget Report (pg 194)

 o Print Checks (pg 197)

Tax Forms

After you have made a payment to Accounts Payable Vendors / Payees, you can send to them the      Form 1099 MISC 

(pg 206) and      Form 1096 (pg 208) used to acknowledge that the Vendor / Payee (pg 132) is receiving money from your     

Church. 

 

These forms can be accessed and printed by clicking the Tax button under the Reports/Export menu, and choosing 

the desired form:

 

 o Export

 o Export COA Data (pg 214)

 o Export Accounts Payable and Accounts Receivable (pg 215)
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Note:  
All reports can be printed, but only some can be exported.    

Financial

Balance Sheet

Use the Balance Sheet report to pull up a summary of the value of all Assets (pg 18), Liabilities (pg 18), accounts pay-

able / vendors, and Funds (pg 18) balances showing the organization's condition on a specific date.

To view or print the Balance Sheet:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Financial button and a menu will show the option for Balance Sheet.

 3. Click the Balance Sheet option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 

 5. Balances... 

Choose either:

 o For Month and select the month from the dropdown.

 o As of and choose the specific date.

 6. Place a  checkmark in the Truncate Cents box if you wish to remove the decimals that would otherwise show 

with each dollar amount.

 7. Include... 
If you wish to include Accounts With Zero Balance on the report, click to place a  checkmark in the box. 

Otherwise, the report will show only accounts that have some kind of balance other than $0.00. 

 8. Format (See Columns / Fields tab (pg 222) for additional selections) — 

Choose either:

 o Monthly Comparative —  shows period information for the selected month on the report.

 o Annual Comparative — shows information for the entire year.
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 9. Choose any of the following tabs to apply additional settings:      

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the 

report to show.

 

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

 

Detail tab
Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections on 

the Detail tab.

 

Fonts tab
Change the size and style of the font that prints on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Fund Activity Report

Run a Fund Activity Report to pull up the progress of the balances for all Funds (pg 18) and their associated Income (pg 

19) and Expense (pg 19) accounts, as of a specific date.

To view or print the Fund Activity Report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Financial button and a menu will show the option for Fund Activity Report.
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 3. Click the Fund Activity Report option.

 

 

 4. Accounting Year — 

Choose the desired year from the dropdown box.
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 5. Format — 

 o Detailed: 

The report will contain annual (Year-To-Date) amounts and monthly amounts that demonstrate the net 

effect of each account as of a specified date. If you choose this format, click the dropdown box to specify 

the desired date.

 o Consolidated — Selected Month (Horizontal): 

The report will then show a column for the Beg Balance (Beginning Balances (pg 136)), Receipts, Dis-

bursements, Transfers / Journal Entries, and the End Balance for the selected month for each fund. The bot-

tom of the report will show a Total for each column. If you choose this format, click the dropdown box to 

select the month.

 o Consolidated — Year To Date (Horizontal): 

The report will then show a column for the Beg Balance (beginning year balance), Receipts, Disbursements, 

Transfers / Journal Entries, and the End Balance to the last currently available day of the year for each 

fund. The bottom of the report will show a Total for each column. If you choose this format, click the drop-

down box to select the date.

 6. Include...
If you wish to include Accounts With Zero Balance on the report, click to place a  checkmark in the box. 

Otherwise, the report will show only accounts that have some kind of balance other than $0.00. 

 7. Place a  checkmark in the Truncate Cents box if you wish to remove the decimals that would otherwise show 

with each dollar amount.

 8. Choose any of the following tabs to apply additional settings:      
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Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Detail tab
Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections on 

the Detail tab.

Fonts tab
Change the size and style of the font that prints on the report.

Funds tab

The report will show only the funds and their associated accounts found in the Selected Accounts 

list. Otherwise, the fund name will appear in the Available Accounts list, and all its accounts will 

not show on the report. 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

Treasurer's Report

Run a Treasurer's Report to obtain a listing of the balances for either the month, or the quarter, for Income (pg 19) and 

Expense (pg 19) accounts.

To view or print the Treasurer's Report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Financial button and a menu will show the option for Fund Activity Report.

 3. Click the Treasurer's Report option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 

 5. Include...
If you wish to include Accounts With Zero Balance on the report, click to place a  checkmark in the box. 

Otherwise, the report will show only accounts that have some kind of balance other than $0.00. 

 6. Fund

If you choose to run a report that shows information for only one fund, click the dropdown box and select it.

 7. Report period...

Choose either:

 o for Month and select the desired Month from the dropdown.

 o for Quarter and select the desired Quarter form the dropdown.
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 8. If you would like to see accounts for which more money has been accumulated than the money budgeted for them, 
place a  checkmark in the Display asterisk for over-budget items box. The report will place an * asterisk next 

to each account that has a balance amount that is higher than the amount entered in the budget-to-date.

 9. Place a  checkmark in the Truncate Cents box if you wish to remove the decimals that would otherwise show 

with each dollar amount.

 10. Choose any of the following tabs to apply additional settings:     

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the 

report to show.

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Detail tab
Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections on 

the Detail tab.

Fonts tab
Change the size and style of the font that prints on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Transaction
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Check Register

The Check Register is a listing of all transactions where a check was issued during a specific time and for a specific 

Asset.

To view or print the Check Register:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Transaction button.

 3. Click the Check Register option.

 

 4. Accounting Year — 

Choose the desired year from the dropdown box.

 

 5. Date Range —

Click the dropdown boxes and choose the beginning and ending dates. (If you wish to run a report for only one day, 

choose the same date from both Date Range boxes.)
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 6. Asset Account —

Click the dropdown box to choose the desired  account from the list of Assets (pg 18).

 

 7. Choose any of the following tabs to apply additional settings:     

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Fonts tab
Change the size and style of the font that prints on the report.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

Deposit Slip

The    Deposit Slip report pulls up information about the check and cash donations that have been on a specific day, 

which are to be deposited into a specific bank account (or other asset).    

To view or print the Deposit Slip:

 1. From The Initial Portal of Church Windows choose  either:     

Donations
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 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the Donations Reports button that appears below.       

OR

Accounting

 o Click Reports/Export in the Button Bar at the top of the screen. 
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 o Click the Transaction button and a menu will show the option for      Deposit Slip.      

 2. Choose the Deposit Slip option.
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 3. The     Deposit Slip screen will appear:     

Note:
Before beginning, complete the     Transfer Donations to Accounting (pg 110) 

procedure for all the transactions you wish your     Deposit Slip to show.     

 

 4. By default, the     Deposit Slip Options screen is set to show you both     Donations and     Accounting entries:     

 o Place a  checkmark in the Include Accounting entries box to display items that were entered in      

Accounting. 

 o Place a  checkmark in the Include Donations entries box to display items that were entered in       Don-

ations.       

 5. Date —    

Choose the day that the donations were given. 
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 6. Batch Code —    

If you would like information that pertains to only a specific batch of donations on the selected date, choose that 

batch from the box. 

 7. Asset Account —     

If you have chosen to include    Accounting entries, be sure to select the account to which you will be depositing 

your donations. 

 8. The Check Number and the Amount of the donations made by check for the selected date and Asset Account will 

appear in the list on the right side of the screen. Any bank information stored under the selected Asset Account in    

Accounting will also appear. 

 9. Include Bank Information —    

Place a checkmark in this box to print the bank information on the report.

 10. Total Cash & Coin —     

The total of the donations made in cash will appear at the top of the screen in the box.     

 o If you need to separate the amount of cash given in bills and the amount of cash given in coins, click the 

Split Cash and Coin.      

 o The one box separates into two boxes for you to enter the Total Cash and Total Coin. 

 o As you enter the total cash and total coin, the amounts will be compared against a total of both items:       

 11. Under the Cash & Coin options, a list of checks will show any donations made with a check. 

 12. Choose between Sort by Check # and Sort in Entry Order to change the order in which the checks appear.     

 o Clicking the Sort by Check # option will place the items in the list in order according to the check number. 

 o If you click Sort in Entry Order, the list will reorder the items and place them according to when they 

were entered into       Donations or      Accounting.

 13. Click the Add Check button to add any check items that you will be making with this deposit and want to show on 

the    Deposit Slip. 
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 14. To remove any items, click the desired item and click Delete Check.     

Note:
 The cash and check items and amounts displayed on the      Deposit Slip 

Options screen ONLY affect the appearance of the report. No changes will 

be made to the donations as they were originally entered and stored in the 

software. Therefore, when you close the screen, any cash or check inform-

ation you have added, changed, or removed will not be saved.      

 15. Click the    Fonts Tab to make any changes to the style and/or size of the typeface printed on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

General Ledger

The General Ledger is a report used to troubleshoot discrepancies in transactions and/or balances in your Accounting 

history. It is a very detailed report and has many options that can be utilized to track down any issues that may be hard 

to find.

To view or print the General Ledger:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Transaction button and a menu will show the option for General Ledger.

 3. Click the General Ledger option.
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Options tab

 o Accounting Year — 

Choose the desired year from the dropdown box.

 o Transaction Type — 
Place a  checkmark next to each you wish to include in the report. 

Remove the check from the box to exclude that Transaction Type from the report.

 o Balances... 

               Choose either:     

 o For Month and select the month from the dropdown.

 o Year to Date and choose the specific date.

 o Filter Accounts to Display — 

Click the Funds (pg 18) or Single Account dropdown box and choose the desired account. 
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 o If you are choosing a Fund, you can Include Sub-Fund Income (pg 19) / Expense (pg 19) Accounts by pla-
cing a  checkmark in the box. 

 o By choosing to Filter Accounts to Display, you specify that the report will only show the accounts asso-

ciated with the options you click. 

 o Include...
Place a  checkmark next to any or all of the following boxes to include Running Balances (pg 37), Accounts 

with No Activity, and/or Reversed Transactions on the report.

 

 o Primary Bal. Acct. Column Displays...

Choose between having the Vendor / Payee (pg 132) / Client  Name or the Account Name to be the item that 

appears on the report in the place where the Primary Bal. Acct. Column is set to display. 

Choose any of the following tabs to apply additional settings:     

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the report 

to show.

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

 o You can also use the Columns tab to make the Line Item Comments a Visible Column.

 o Then return to the Options tab to choose between all showing comments with each transaction 

or the Account's comment only. If the Line Item Comments shows in the Available Columns list 

on the Columns / Fields tab (pg 222) tab, you will not be able to choose what between the two 

options until you add the Line Item Comments column to the Visible Columns list.

Fonts tab
Change the size and style of the font that prints on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.
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Transaction Journal

The Transaction Journal is a printable and/or exportable log of transactions whose report contents are determined by 

the adjustments you make on the Transaction Journal report options screen.

To view or print the Transaction Journal:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Transaction button and a menu will show the option for Transaction Journal.

 3. Click the Transaction Journal option.

 

 

 4. Use the fields on the Filter tab (pg 47) to specify the common characteristics that you want the transactions in the 

list to have by choosing any or all of the Filter tab options.

 

 5. To restore the settings to their original state, click the Clear Filter button at any time on the bottom right.
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 6. Choose any of the following tabs to apply additional settings:     

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the 

report to show.

Group & Sort (or Sort tab)

Arrange the list of transactions by up to three columns (sort fields). Click to change the order of 

each sort field to either Ascending or Descending order and separate the data into categorized 

groupings.

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Fonts tab
Change the size and style of the font that prints on the report.

Vendors / Payees tab 

Specify  only transactions that affect certain Vendors / Payees.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

 

Accounts Receivable Statements

Accounts Receivable Statements can be printed at any given time with the use of the Print Statements screen. The 

screen first requires you to specify a set of Transaction Dates, between which the    Invoice Accounts Receivable (pg 

72) was entered and/or collected. Then, you must choose the    Accounts Receivable (pg 71) Clients, and click the Print 

button to proceed with sending statements to your desired clients.    

 

To view or print the Accounts Receivable Statements:
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 o From The Initial Portal of Church Windows choose Accounting

 o Then, either:     

 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the Transaction button

 o Click Accounts Receivable

OR

 o Click Transactionin the Button Bar at the top of the screen

 o Click Accounts Receivable

 o Then, click Print Statements.

 o When opening the screen you must first enter the Transaction Date Range and click the Select Date Range but-

ton:     
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 o The Print Statements screen will open:     

 

 o Select the Statement Layout from the dropdown box, or click Statement Designer to use the     A/R Invoice and 

Statements Designer (pg 81) to design and save a new one.     The default layouts that come with Church Windows 

will all say [Template] and then the name of the layout. These templates cannot be modified or replaced, how-

ever they can be used as a starting point as long as you enter a new name when you save the layout. Any layout 

that you modify or create cannot have [Template] before the name of the layout. 
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 o Statement Data

 o Enter the desired Statement Date. 

 o Specify the Org. Info (      Organization Info ) you wish to use for your Statements. 

Organization Info

Unless otherwise specified, the info used to print on your statements is automatically selected for you 

from the Organization Information stored in         System Information in the         Administration area of        Church 

Windows. 

 

To create additional sets of Organization Information to use on different sets of statements, click the 
 Add button. 

 

Or, select an existing name from the Org. Info box and click either  to change it, or  to remove 

it. 

 

To reposition or format the information, open the         A/R Invoice and Statements Designer (pg 81) inter-

face. Here, you can drag and drop the Organization Info field from the right, and when you let go of 

the mouse button, you can further customize which organization info fields and where you want them:
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Note:
 To move objects very precisely, you can hold down the CTRL key 

and use the arrow keys on your keyboard (← , ↑ , → , or ↓ ) to 

move the object(s) very minutely. You can also hold the SHIFT key 

along with CTRL and the use arrow keys to either stretch or shrink 

the size of the object(s).
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Once finished, it will ask if you want to name the layout to access it later, and save it.         

Note:
 When naming a new report layout, keep in mind that you are cre-

ating a template which can be used for other reports with dif-

ferent data in the future, therefore names should NOT include 

specific dates or the search criteria you used to compile the 

report. Instead, the name should indicate what kind of inform-

ation will be included in the report.

 o Enter a new message, called a Global Memo, or select a previously entered one from the dropdown if you 

would like to include a message on all Statements. (Alternatively, you can use the Statement Memo 

(optional) to include a personal message for one specific Client)

Note:
If you wish the Statements to print the Statement Date and the 

Global Memo information, first make sure that the Statement Lay-

out shows the Statement Date and Global Memo fields for the selec-

ted in the      A/R Invoice and Statements Designer (pg 81). 

 o If you need to select a date range after entering the Print Statements screen, click the Change Transaction 

Date Range button in the top right and enter a different date range:     

 

 o In the list of Clients, click to place a  checkmark in the Print box next to each statement you wish to print. You 

can click the buttons at the bottom of the screen to Select All Statements, or Unselect All Statements. 
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 o You can also use the Select Client box at the top right to individually mark the name of each selected client with 

a check. 

 

 o Type any additional information for each individual client under the Statement Memo (optional) column. 

 

 o If you wish to prevent clients that have a $0.00 balance from showing in the list, click to place a  checkmark in 

the box labeled Show Only Clients with a Balance.     

 o There is another option on the     A/R Invoice and Statements Designer (pg 81) called Edit Detail Subreport:     
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 o Selecting this will open up a new window to further allow you to customize the report. Here you can use the      

Columns / Fields tab (pg 222) tab to select which fields you want to show, as well as the      Fonts tab (pg 224) to 

choose the background color, the text color, and the size and font style to be used. 

 o Once these are all set, click on OK.      

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

Accounts Receivable Invoices

Once you have prepared the    Invoice Accounts Receivable (pg 72) information for a Client who owes money to your 

organization, you can print the invoice to send it to the client. To print the invoice, use the Print Invoices screen. The 

Print Invoices screen will show you that you can set up a layout of how the invoice is to appear, which you can use 

time and time again.    

 1. To access the screen, click the Accounts Receivable button in the Transactions menu.     
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 2. Then, click Print Invoices:

 3. Select the Invoice Layout from the dropdown box, or click Invoice Designer to design and save a new one using 

the     A/R Invoice and Statements Designer (pg 81).     The default layouts that come with Church Windows will all say 

[Template] and then the name of the layout. These templates cannot be modified or replaced, however they can 

be used as a starting point as long as you enter a new name when you save the layout. Any layout that you modify 

or create cannot have [Template] before the name of the layout. 

 4. Show Only Invoices...

Choose any or all of the dropdown boxes:     

 o For Client name selected 

 o Due By a specific date

 o For Date Occurred  

 o Show All Invoices that can be printed
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 5. Invoice Data

 o Invoice Date - Enter the desired date for your invoices.

 o Org. Info - Specify the      Organization Info you wish to use for your invoices.      

Unless otherwise specified, your      Church name will appear at the top of the report as you initially entered 

it into  the Organization Info stored in System Information in the Administration area of Church Windows. 

 

If you need to create additional sets of Organization Information, click the  Add button. Or, select 

an existing name from the Org. Info box and click either   Edit to change it or  Delete to remove 

it from the list. 

 o Global Memo - Enter a new message, or select a previously entered one from the dropdown if you would 

like to include a message on all Invoices. (Alternatively, you can use the Invoice Memo (optional) to 

include a personal message for one specific Client)      

Note:
If you wish the invoices to print the Invoice Date and the Global 

Memo information, first make sure that the Invoice Layout shows the 

Invoice Date and Global Memo fields for the selected in the     A/R 

Invoice and Statements Designer (pg 81). 

Chapter 5 - Reports/Export



- 181 -

 o To reposition or format the information, open the      A/R Invoice and Statements Designer (pg 81) interface. 

Here, you can drag and drop the Organization Info field from the right, and when you let go of the mouse 

button, you can further customize which organization info fields and where you want them:      

Note:
 To move objects on the Statement Designer screen very precisely, 

you can hold down the CTRL key and use the arrow keys on your key-

board to move the object(s) very minutely. You can also hold the 

SHIFT key along with CTRL and the use arrow keys to either stretch 

or shrink the size of the object(s).

 o Once finished, it will ask if you want to name the layout to access it later, and save it.
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Note:
 When naming a new report layout, keep in mind that you are creating 

a template which can be used for other reports with different data in 

the future, therefore names should NOT include specific dates or the 

search criteria you used to compile the report. Instead, the name 

should indicate what kind of information will be included in the 

report.

 6. In the list of invoices, click to place a  checkmark in the Print box next to each invoice you wish to print. You 

can also click the buttons at the bottom of the screen to Select All Invoices, or Unselect All Invoices.     

 7. Type any additional information under Invoice Memo (optional).     
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 8. There is another option on the     A/R Invoice and Statements Designer (pg 81) called Edit Detail Grid:     

 o Selecting this will open up a new window to further allow you to customize the report. 

 o Here you can use the Appearance/      Fonts tab (pg 224) to choose the background color, the text color, and 

the size and font style to be used, as well as the      Columns / Fields tab (pg 222) tab to select which fields you 

want to show. 

 o Once these are all set, click on OK. 

 9. Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in send-

ing the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be 

used outside of Church Windows.
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Worksheets

Accounts Payable Report

The Accounts Payable reports allow you to view information about invoices or bills that have been entered into the soft-

ware, but have not yet been paid. You might find these reports most useful if you or your organization is accustomed to 

entering at least some of the invoices on one date, and then paying them on a different date. If so, the Accounts Pay-

able reports might give you a helpful understanding of which bills need attention, and then allow you to make your 

own decision on what is to be done with them.

To view or print the Accounts Payable Report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Worksheets button and a menu will show the option for Accounts Payable.

 3. Click the Accounts Payable option.

 

 

 4. Accounting Year — 

Choose the desired year from the dropdown box.
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 5. Report Type —

 o Accounts Payable List: 
Shows a complete list of vendors / payees and their balances. If you place a  checkmark in the Show 

Unpaid Invoices box, the list will also show the invoices. If you place a  checkmark in the Include Ven-

dors With Zero Balance box, the list will show invoices for vendors that owe your organization $0.00.

 o Aging Report: 

Shows how much time has passed since the due date of invoices that have not yet been paid.

 o Show Payments Due By: 

Shows all the invoices due by the specific date. Specify the date by clicking the dropdown box next to this 

option and selecting the date.

 o Accounts Payable Journal: 

Shows all transactions that have been recorded for a specific Vendor / Payee (pg 132). Specify the vendor / 

payee by clicking the name from the dropdown box.

Note:
 On the Enter Bills screen, a field called Due Date allows you to specify 

a date by which the bill is due. If no date was entered in the Due Date 

field, the bill will not appear on the reports shown on both the Aging 

Report and Show Payments Due By selections. To show these bills, you 

must choose either the Accounts Payable List, or the Accounts Pay-

able Journal and the additional options that are specific to the bills 

for which you are searching.
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 6. Choose any of the following tabs to apply additional settings:     

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Fonts tab
Change the size and style of the font that prints on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

List Chart of Accounts

The List Chart of Accounts report will compile a list of the accounts that you or your organization have set up in the 

Chart of Accounts (pg 124), along with their net activity amounts for the month selected, and their year-to-date bal-

ances.

To run the report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Worksheets button and a menu will show the option for List Chart of Accounts.

 3. Click the List Chart of Accounts option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 5. Month — 

Select the month for which you want to run the report.

 6. Include...
If you wish to include Accounts With Zero Balance on the report, click to place a  checkmark in the box. 

Otherwise, the report will show only accounts that have some kind of balance other than $0.00. 

 7. Fund — 

If you choose to run a report that shows information for only one fund, click the dropdown box and select it.
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 8. Choose any of the following tabs to apply additional settings:     

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the 

report to show.

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Detail tab
Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections on 

the Detail tab.

Fonts tab
Change the size and style of the font that prints on the report.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Summary of Cash Activity

The Summary of Cash Activity report allows you to 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.

To view or print the Summary of Cash Activity:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Worksheets button and a menu will show the option for Summary of Cash Activity.

 3. Click the Summary of Cash Activity option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 

 5. Date Range —

Click the dropdown boxes and choose the beginning and ending dates. (If you wish to run a report for only one day, 

choose the same date from both Date Range boxes.)

 

 6. Asset Account —

Click the dropdown box to choose the desired  account from the list of Assets (pg 18).

 

 7. Choose the desired Asset Account you wish the report to show.

 

 8. Click the Fonts tab (pg 224) if you would like to change the size and style of the font that prints on the report. 

 o Then, choose the Page Header, Column Headings, and/or Body Text settings, and apply your selections. 

 o When you click OK, a sample set of text will show you how the report text will print due to the selections 

you made. 

Chapter 5 - Reports/Export



- 190 -

 o Click Reset to Default to change all fonts to their original settings.

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Trial Balance

The Trial Balance report will create a list of the accounts that are set up in the Chart of Accounts (pg 124) and the bal-

ance of each account at the end of the selected month. If on of your Assets (pg 18) or Expense (pg 19) account has a pos-

itive balance, that balance will print in the Debit column. If Liabilities (pg 18), Fund Balance, or Income (pg 19) 

accounts have positive balances, those balances will appear in the Credit column. The report totals all credits and deb-

its at the end of the report, and the two should equal.

To view or print the Trial Balance:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Worksheets button and a menu will show the option for Trial Balance.

 3. Click the Trial Balance option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 5. Include...
If you wish to include Accounts With Zero Balance on the report, click to place a  checkmark in the box. 

Otherwise, the report will show only accounts that have some kind of balance other than $0.00. 

 6. Choose either:             

 o For Month and select the month from the dropdown.

 o Year to Date and choose the specific date.

 7. Choose any of the following tabs to apply additional settings:     
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Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Fonts tab
Change the size and style of the font that prints on the report.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Accounts Receivable Report

The Accounts Receivable (pg 71) Reports provide information regarding people that owe money to your organization. 

The accounts that will appear on this report have been originally set up in the Accounts Receivable sub ledger of the 

Assets in the Chart of Accounts (pg 124). Also, the information that appears on the reports is dependent on whatever 

Accounts Receivable transactions have been processed using the Invoice Accounts Receivable (pg 72) and Collect 

Accounts Receivable (pg 75) screens.

Note:
 The features that allow you to run the Accounts Receivable Reports will only be 

available to you if your organization has successfully registered the Licensing 

key that provides access to the Accounts Receivable portion of Church 

Windows Accounting.

To view or print the Accounts Receivable Report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Worksheets button and a menu will show the option for Accounts Receivable (pg 71).

 3. Click the Accounts Receivable option.
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 4. Accounting Year — 

Choose the desired year from the dropdown box.

 5. Report Type:

 o Accounts Receivable List — 
Shows a complete list of Accounts Receivable Clients and their balances. If you place a  checkmark in 

the Show Unpaid Invoices box, the list will also show the invoices. If you place a  checkmark in the 

Include Clients With Zero Balance box, the list will show invoices for clients that owe $0.00 to your organ-

ization.

 o Aging Report — 

 Shows how much time has passed since the due date of invoices that have not yet been collected.

 o Show Invoices Due By — 

 Shows all the invoices due by the specific date. Specify the date by clicking the dropdown box next to this 

option and selecting the date.
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 o Accounts Receivable Journal — 

Shows all transactions that have been recorded for a specific client. Specify the client by clicking the name 

from the dropdown box.

Note:
 On the Accounts Receivable Invoices (pg 178) screen, a field called 

Due Date allows you to specify a date by which a collection for the 

invoice is due to your organization. If no date was entered in the Due 

Date field, the invoice will not appear on the reports shown on both 

the Aging Report and Show Payments Due By selections. To show 

these invoices, you must choose either the Accounts Receivable List, 

or the Accounts Receivable Journal and the additional options that 

are specific to the invoice(s) for which you are searching.

 6. Choose any of the following tabs to apply additional settings:     

Columns / Fields tab
Check the Visible Columns list on the to see which columns are set to display.

Fonts tab
Change the size and style of the font that prints on the report.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

 

 

Budget Report

The Budget Report takes the budgeted amounts entered on the Budgets (pg 146) screen and presents them into a print-

able format across a selected date range and report layout.
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To view or print the Budget Report:

 1. From the Button Bar at the top of the screen either:

 o Choose Reports

 o Then Budget

OR

 o Choose Budgets

 o Then Budget Report

 

 2. Choose a date range using the From Accounting Year and To Accounting Year boxes. If you select a date range 

of at least one year, you will be able to get additional columns that compare the years' budget figures to the one 

selected in the To Accounting Year box. 
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 3. To Filter Accounts and Subtotals (pg 139) by the Fund, click the dropdown box and choose the desired fund name. 

The report will show results pertaining only to the fund and accounts in the chosen fund name.

 4. Choose either a Presentation, or a Monthly layout to set the appearance of the Budget Report.

 o The Presentation Budget Report shows the Budget Amount and Budget Percentage differences between the 

amount of years chosen. If only a one-year date range is applied, the Budget Report will show the budget 

amount for only the selected year. However, when you select a date range that expands further than one 

year, additional lines will show the differences between the years. Expanding your date range to more than 

one year then makes the options to Show Amount Difference and Show Percentage Difference applic-
able. To show on the report, click to place a  checkmark next to each desired option.

 o The Monthly Budget Report can Show Budgeted Amounts, Show Actual Amounts, or both, according to 

the option marked with a check. Click to place a check next to each desired option. Expanding the date 

range to more than one year will then reveal one additional line of monthly figures for each selected year.

 

 5. Click to place a  checkmark next to Show Budget Lines, to reveal this line.  As your Church discusses budget 

amounts, you can use a printout of the Budget Report to manually write discussed amounts on preprinted blank 

lines on the report. 

 

 6. Choose any of the following tabs to apply additional settings:     

Custom Account Groups tab
If the group you wish to choose is not there, you can even add a new group by clicking + Custom 

Account Groups (pg 138) button, and adding to the new group only the accounts you wish the 

report to show.

Fonts tab
Change the size and style of the font that prints on the report.

Accounts and Subtotals (pg 139)

Show or hide the history and budget lines for any Accounts and Subtotals (pg 139) on the report by 

making selections on this tab. This tab is similar to the  Detail tab (pg 224). You also have 4 separate 

buttons to check or uncheck all Accounts and/or all Subtotals.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used 
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outside of Church Windows.

 

 

Print Checks

After you post transactions on the Pay Bills (pg 60) screen, each transaction posted with Computer Check as the pay-

ment method can then be found on the Print Checks screen. Use the Print Checks screen to print checks onto pre-

printed check paper that has been approved.
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 o Select the Check Date by clicking it from the dropdown box. This is the date that will be printed on the check.

 o Choose an existing Check Layout from the dropdown list. 

 o The default layouts that come with Church Windows will all say [Template] and then the name of the lay-

out. These templates cannot be modified or replaced, however they can be used as a starting point as long 

as you enter a new name when you save the layout. Any layout that you modify or create cannot have [Tem-

plate] before the name of the layout. 

 o If you have check paper you wish to use, you can also design your own check layout by clicking Check 

Designer (pg 199) and saving a custom layout you make under a specific name. 

Note:
 When naming a new report layout, keep in mind that you are creating 

a template which can be used for other reports with different data in 

the future, therefore names should NOT include specific dates or the 

search criteria you used to compile the report. Instead, the name 

should indicate what kind of information will be included in the 

report.

 o After doing so, the name you choose will then appear in the Check Layout dropdown list for you to select 

and apply.

 o Click the dropdown box to select one of the desired Assets with Checks to Print. 

 o Type a Starting Check Number to automatically assign a Check # to each Payee in the Checks to Print list. 

 o You could also enter a Check # manually in the box for each Payee individually by typing in the field for 

the specific payee. 

 o To have information appear in the Memo field of the check, enter the information on the Memo field in this 

screen. (The Check Layout you choose must also have the Memo field added to the layout in order for the inform-

ation typed here to show on the printed check.)

 o A check will print for each Payee that has a check marked in the corresponding Print box. Click to remove the  

checkmark if you wish to refrain from printing a check for the payee. 

 o Click the Print button at the bottom of the screen when you are ready to print your checks. A Print Preview (pg 

226) screen will show you the layout of the check contents ready to be printed. 

 o You can close and make any adjustments you need to either the Check Layout or the options chosen on the Print 

Checks screen. 

Chapter 5 - Reports/Export



- 199 -

 o Click the Print button on the Preview  screen to print out the checks.

 o When the printing has finished, close the Preview screen. A message will ask you "Did the checks print cor-

rectly?" Answer by clicking Yes or No. 

 o If you click No, an additional screen will ask you to indicate which checks, if any, printed correctly. Place 
a  checkmark in the Printed Correctly? box next to only the checks that printed correctly. 

 o Otherwise, do not place a check in the box. 

 o Then click the OK button to return to the Print Checks screen and continue to any additional check printing 

you may need for the checks that did not print correctly.

 

 

Check Designer

If you use Church Windows Accounting to print your checks, you can then use the Check Designer button on the Print 

Checks (pg 197) screen to design the layout that corresponds to the check paper you use. 
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Use the Standard Controls toolbar on the right to choose the objects that you would like your checks to contain. Then 

add the object you chose to the Layout Detail Area, where you may click and drag the object to the desired position 

on the layout. You may make additional adjustments to the appearance and the alignment with the use of the buttons 

available on the Format Toolbar. Use the Designer / Viewer  Toolbar to switch back and forth between the design 

layout and either a preview of what the design will look like, or even how the design will look on an HTML web page. 

These four areas of the Report Designer are discussed in further detail below:

 

Format Toolbar

The Format Toolbar, found at the top of the screen, allows you to save your layout as is, save the layout under a dif-

ferent name of your choice, reposition and resize text and its font style, and zoom further in and further out from 

the items on the layout screen. Below is a more detailed description of each button shown on the toolbar, from left 

to right:
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When viewing or making changes to your layout, you can click Save As  to 

save it under a different Check Layout name.

Note:
 When naming a new report layout, keep in 

mind that you are creating a template which 

can be used for other reports with different 

data in the future, therefore names should 

NOT include specific dates or the search cri-

teria you used to compile the report. Instead, 

the name should indicate what kind of inform-

ation will be included in the report.

When viewing or making changes to your layout, you can click Save to 

save it under the same Check Layout name that you chose when you first 

opened the Report Designer.

First, select your text, or any other object you wish. Then press this but-

ton to “cut” it. Your selection, though not presented on your screen any-

more, is saved to the clipboard until you make it appear at another 
position on the layout, using the  paste button described below.

First, select your text, or any other object you wish. Then press this but-

ton to “copy” it. If will appear as if nothing has changed. However, the 

item you just “copied” has been saved to the clipboard for as many times 

as you wish to create a duplicate at another position on the layout, using 
the  paste button described below.

When pressed, the button will allow you to take any material or object 

and either create a duplicate for it, or make it appear in a different pos-

ition. Usually, you will see this button light up on the toolbar after you 
have chosen either , or .

Undoes the last action that you made. If pressed repeatedly, it will undo 

every action that took place even more previously.
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You will see this button light up when you press the  Undo button. This 

will then allow you to redo the action.

Select the letters or object on the layout. Then press the  font button, 

in order to choose the typeface, or font style currently indicated.

Select the letters or object on the layout. Then press the  font size but-

ton, in order to choose the size of the font currently indicated.

Select the letters or object on the layout. Then press this button in order 

to give a Bold appearance to the selection.

Select the letters or object on the layout. Then press this button in order 

to give a slanted or italicized appearance to the selection.

Select the letters or object on the layout. Then press this button in order 

to place a line under the selection.

Select any lines or objects on the layout. Then press this button to adjust 

what you selected so that it all appears to be aligned along a left margin.

Select any lines or objects on the layout. Then press this button to adjust 

what you selected so that it all appears to extend from a central margin.

Select any lines or objects on the layout. Then press this button to adjust 

what you selected so that it all appears to be aligned along a right margin 
— contradictory to what the  button does.

Select any lines or objects on the layout. Then press this button to adjust 

what you selected so that it all appears to be equally distributed along 

both left and right margins — similar to many textbooks.

Use either  and , or the  button to zoom further into or further out 

of the layout.
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Layout Detail Area

The largest portion of the Report Designer screen, as you can see from the image above, allows you to add objects 

to a layout and visualize how your checks will appear. 

Note:
 To move objects very precisely, you can hold down the CTRL key and use the 

arrow keys on your keyboard (← , ↑ , → , or ↓ ) to move the object(s) very 

minutely. You can also hold the SHIFT key along with CTRL and the use arrow 

keys to either stretch or shrink the size of the object(s).

 

Standard Controls

The toolbar found on the right side of the screen allows you to choose what type of object you want to place on the 

Layout Detail area. Click any of the objects from the Standard Controls toolbar to place a line under it. Once the 

object has been underlined, it is active and ready for you to specify on what position it should appear on the layout. 

Except for the , the , and the , the objects described below are controls that will print 

information that varies from one printed check to the next.

Note:
 When you first enter the screen, the  pointer object in the Standard Con-

trols will appear as  underlined. This is an example of what indic-

ates the object as active and ready for you to use. And when you click a 

different item, that new item will then contain the line underneath it.
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When activated, you may use the pointer to select or change the 

content of objects that have been already added to the layout. To 

select an object with the pointer, click it once. Otherwise, you 

may double-click the object to change its contents.

The day on which the check is being printed.

The numerical amount for which the check is written.

The amount of the check written in words.

Prints whatever Check Number is specified by the Print Checks 

screen.

The Memo or Notes field on the check where you can write addi-

tional notations in regards to the check.

The first and last name, organization name, or purpose of the recip-

ient of the check that you are printing.

The address, city, state, and zip code of the recipient of the check 

that you are printing.

The applicable Tax ID that you have assigned to the recipient.

The Chart of Accounts (pg 124) Account Number that is assigned to 

the recipient of the check.

The Account Name of the recipient as it appears in the Chart of 

Accounts (pg 124) — sometimes it is the same as the Payee.

The Account Number of the recipient as it appears in the Chart of 

Accounts (pg 124) — if you use account numbers.

The Chart of Accounts (pg 124) Account Name of the Asset that the 

issue of the check affects.
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The Chart of Accounts (pg 124) Account Number of the Asset that 

the issuance of the check affects — if you use account numbers.

The name of the bank listed under the Asset account used to gen-

erate the check.

The account number associated with the bank listed under the 

Asset account used to generate the check.

The Transaction Number on the Browse Transactions screen, under 

which the issuance of this check is recorded.

The comment information associated with the check at the time 

the bill was paid.

The Invoice Number, Chart of Accounts (pg 124) Account Name 

and Account Number (if applicable), and the dollar amount for 

each expense associated with the issuance of the check. At the bot-

tom of the Expense Report, you will also find the Total Invoice 

Number and the Total Dollar Amount for the check.

The Invoice Number and the Dollar Amount associated with the 

check to be written.

Custom text that is printed on the check or its stub. You more than 

likely will be using a Label to appropriately represent each of the 

objects that you have placed on the layout. In addition, you can 

place a Label on the layout to show a sentence or paragraph that is 

applicable to all checks that will print using this Check Layout.

A line that you can draw, which will either separate items, be 

drawn next to other lines, among other things custom to your 

desired result.
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Designer / Viewer  Toolbar

 o Click the Designer button  to make any adjustments to the fields on the layout (as explained 

above). 

 o Click the Preview button  to view how the layout items would look if printed out.

Note:
 The Preview will display the layout using demo data, not your Church's data.

 

 

Tax Forms

Form 1099 MISC

Use the 1099 Report Options screen to print 1099-MISC information regarding the Vendors / Payees and the trans-

actions recorded for them in the software. 

Before you begin any of the instructions below, please make sure that you have entered the Tax ID that the IRS has 

given to your organization. The Tax ID for the Church is entered, from the The Initial Portal of Church Windows, click 

Administration > Sys Info (System Information). If the Tax ID is missing for a Vendor that needs a 1099 go to Manage 

Accounts > Accounts +/— > Accounts Payable / Vendors.

To run the report:

 1. Click Reports/Export in the Button Bar at the top of the screen. 

 2. Click the Tax button and a menu will show the option for 1099 MISC.

 3. Click the 1099 MISC option.
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 4. Click to select the desired Tax Year from the dropdown box. 

 5. Choose the desired 1099 Report Type by clicking the option next to 1099-MISC or Report.

 6. Choose your desired Copy Type: 

 1. Informative - To use a blank sheet of paper to print the 1099 data, along with the structure of the tax 

form. 

 2. Government - To print only the data onto a the preprinted Form 1099 MISC  acceptable by the IRS.

Note:
 If you chose Report for your 1099 Report Type, you will not be 

required to choose a Copy Type.

 7. Place a  checkmark in the Print box to Select Vendor / Payee (pg 132)s in the list, or click the button to Select 

All or Clear Selection. 

 8. Type the Adjusted Amount for any applicable vendor / payee in the list. 
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 9. If the 1099 Box differs from the one displayed on the screen, click the box and choose a different one from the 

dropdown list that appears.

 10. If you find that you must adjust the Vertical or Horizontal positioning of the tax form data, you can place a num-

ber between -0.5 and 0.5 in any of the Offsets boxes on the Options tab. 

 o The default positioning for each (vertical or horizontal) is 0. 

 o Placing a negative number moves the printable tax data that many inches towards the left (Horizontal) or 

below (Vertical) its default positioning. 

 o Placing a positive number moves the printable tax data that many inches towards the right (Horizontal) or 

above (Vertical) its default positioning.

 11. If you wish to change the font style of the text on the form, click the Body Text button located on the Fonts tab 

(pg 224) tab. 

 o Make your selections and click OK. 

 o A sample of the changes you made will show next to the Body Text button. 

 o If you wish to change the font style back to its original state, click the Reset to Default button.

 12. Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in send-

ing the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be 

used outside of Church Windows.

 

Form 1096

Use the following instructions to print the information for Form 1096. Before you begin these instructions, please 

make sure that you have entered the Tax ID that the IRS has given to your organization.From The Initial Portal of 

Church Windows choose Administration then choose Sys Info (System Information) and make sure that the Tax ID for 

your organization has been entered in the Tax ID field.

To run the report:

 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the Tax button.

 o Click the Form 1096 option.
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 o Much of the information needed for Form 1096 is already stored by the system. The remaining information is 

entered on this screen.

 o Choose your desired Copy Type: 

 o Click the Informative option if you would like to use a blank sheet of paper to print the 1096 data, along 

with the structure of the tax form.

 o Or, click Government to print only the data onto the preprinted Form 1096 acceptable by the IRS.

 o Type the Name of the person to contact and the contact Email, the Total number of Forms, and the Total 

amount reported with this Form 1096 in the boxes provided.

 o Click the  box to place a  checkmark if there is an Entry in box 7 on 1099.
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 o If you find that you must adjust the Vertical or Horizontal positioning of the tax form data, you can place a num-

ber between -0.5 and 0.5 in any of the Offsets boxes on the Options tab. 

 o The default positioning for each (vertical or horizontal) is 0. 

 o Placing a negative number moves the printable tax data that many inches towards the left (Horizontal) or 

below (Vertical) its default positioning. 

 o Placing a positive number moves the printable tax data that many inches towards the right (Horizontal) or 

above (Vertical) its default positioning.

 o If you wish to change the font style of the text on the form, click the Body Text button located on the Fonts tab 

(pg 224) tab. 

 o Make your selections and click OK. 

 o A sample of the changes you made will show next to the Body Text button. 

 o If you wish to change the font style back to its original state, click the Reset to Default button.

 o Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in send-

ing the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be 

used outside of Church Windows.

 

Export

Exporting Church Windows reports involves saving the contents of a report to a file to be used outside of Church Win-

dows. Through the program, you can save the file to a location on the hard drive, network location, or removable 

media. If you have an email client application that successfully sends and receives emails installed on the same com-

puter (such as Microsoft Outlook), you can use the Send via Email option to send the saved file as an attachment in an 

email. 

Note:
 Keep in mind, Send via Email is NOT the same as "Send Emails " to the people in 

your Church Windows database.

The reports in Church Windows can be exported from the final window of nearly any Report Options screen accessed 

from the Reports / Export menus of each Module. 
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Clicking the Export button brings you to a screen where you can choose to save the report contents to a file (A), or 

send the report contents in an attached file by email (B). Both options involve transferring the report contents to a 

file. To send a report via email, your computer must have a properly configured email client that successfully sends 

and receives email independently of Church Windows (such as Microsoft Outlook). 

Depending on the option you choose, click the desired  arrow button circled in the image above to reveal a list of 

file formats:

 

 A. Export Document

If you chose this option, you will get a dropdown to select the file type for your export. Click the desired 

format from the list that appears: 

Chapter 5 - Reports/Export



- 212 -

 o A screen specific to the format you chose will show you additional options you can apply to the file. 

 o Click OK and a window will prompt you to save the file to a location. 

 o Specify the location to save your file and click the Save button. 

 o A final screen will appear asking you if you wish to open the file you saved.
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 B. Send via Email

If you chose this option,  you will get a dropdown to select the file type to attach to your email. Click the 

desired format from the list that appears: 

 o A screen specific to the format you chose will show you additional options you can apply to the file 

(changes here are rarely necessary).  

 o Click OK and a window will prompt you to save the file to a location. 

 o Specify the location to save your file and click the Save button. 

 o Finally, a screen will show you a new email message with the file already attached. 
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A very important note about com-
patibility:  

Church Windows will attempt to open your default email client when you 

choose the email feature. This should work with most mail programs; 

however, there are many different email programs available. Some vari-

ation in functionality may occur.  Please check your email program’s doc-

umentation for information. Church Windows will work with most MAPI-

compliant email clients. Remember, this is a different procedure than 

Sending Emails to the people in your Church Windows database.

 

Export COA Data

Use the Export Chart of Accounts (pg 124) Data feature to save the following items to a file and/or Send via Email (pg 

213): Account Type, Fund Name, Account Name, Account Number (if enabled), Account Comments, Beginning Balance, 

Activity for each month.

To access the Export COA Data screen:         

 o From The Initial Portal of Church Windows choose Accounting

 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the option for Export

 o Choose COA Data:
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 o Click the dropdown box and select the AccountingYear on the Options tab.

 o If you would like to export a specific set of accounts, click the Custom Account Groups (pg 219) tab and place a 
 checkmark next to each group you wish to apply. 

 

When finished making your selections, click the Export (pg 210) button and either choose an Export Document type or 

Send via Email (pg 213).

Export Accounts Payable and Accounts Receivable

These Export options allow you to save lists of Vendors and Clients under Accounts Receivable (pg 71) in the Chart of 

Accounts (pg 124)  to a file to be used outside of Church Windows. 

 

To run either of these exports:

 o From The Initial Portal of Church Windows choose Accounting

 o Click Reports/Export in the Button Bar at the top of the screen. 

 o Click the Export button

 o Choose Accounts Payable to save the list of Vendors / Payees

 o Click Accounts Receivable to save the list of Clients
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Note:
 These Accounts Receivable exports will only be available to you if your organ-

ization has successfully registered the Licensing key that provides access to the 

Accounts Receivable (pg 71) portion of Church Windows Accounting.

 

Accounts Payable

 o If you would like to export the information for specific names, individually select them from the Available Ven-

dors or Available A/R Clients dropdown list. Each selection you make will fill the list located to the right of 

the dropdown list. 

 o To individually remove names from the list, click the desired name and click the Remove Selected button.

 o You can also click the Clear All Selections button to remove all names. 

 o If you wish to export every vendor, make sure that the list to the right of the Available Vendors dropdown list 

is blank and says Include all Vendors/Payees* at the top. 

 

Accounts Receivable
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 o If you would like to export the information for specific names, individually select them from the Available A/R 

Clients dropdown list. Each selection you make will fill the list located to the right of the dropdown list. 

 o To individually remove names from the list, click the desired name and click the Remove Selected button. 

 o You can also click the Clear All Selections button to remove all names. 

 o If you wish to export every A/R client, make sure that the list to the right of the Available A/R Clients drop-

down list is blank and says Include all A/R Clients* at the top. 

 

After making your selections for either export, click the Export Selected or Export All button to Export (pg 210) the 

information to a file and/or Send via Email (pg 213). 

Multiple Reports

In Church WindowsAccounting, you have the option to either run each report individually or to run multiple Reports (pg 

150) at one time. Running an individual report involves going to each specific report option to run the report. Running 

multiple reports involves choosing the desired report names from a list and pressing the →  Next button, which sub-

sequently opens the Report Options screen for each selected report name.

 

To run Multiple Reports: 
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 o Click the Multiple button found under the Reports/Export menu of the Button Bar:

 o To begin, you can  click to select the desired reports from the Available Reports list on the left, then click the 

 right button to add them to the Selected Reports list on the right:
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 o To remove any of the already Selected Reports, click it once to select it. Then click the  left button. 

 o You can also use the Saved Report Group dropdown list if you have already saved groups of reports (see below).

 o Click →  Next to start running each of  the Reports (pg 150) you have selected one by one, following the individual 

instructions for each respective report.

 

If you wish to save the selected reports in a Saved Report Group to run the same set of reports again in the future, 
click the  save button at the bottom of the screen to do so:

 o Give the group a name and click OK. 

 o The next time you enter the Multiple Reports screen, you will be able to select the group name from the dropdown 

and the reports will automatically be selected for you. 

 o You can always remove any unwanted reports from the group. 

 o When you click →  Next, choose whether or not to save the changes you made to the Saved Report Group. 

 o You can get rid of a Saved Report Group you no longer need by selecting it from the dropdown list and clicking 
the  Delete button.

Additional Report Options

The Accounting Reports (pg 150) Options screens will contain additional tabs that offer selections you can make to 

adjust certain aspects of your Reports (pg 150). Use these tabs to further specify the type and appearance of the report 

data. Review and make any desired selections from whichever of the following tabs are available on your report:

Custom Account Groups

You can customize the report to show only the accounts and/or funds associated with specific Custom Account 

Groups (pg 138). 

 o Choose any or all desired Custom Account Groups, you can select whatever desired custom account groups 

individually. 

 o Click Select All to place a check next to all options. 

 o Click Clear All to remove all check marks. 
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 o Or click the + Custom Account Group button to create a new set of accounts. 
 

 
 

Group & Sort (or Sort tab)

Use this tab to sort the results by up to three columns (sort fields). Whether you are viewing the Group & Sort 

tab, or the Sort tab, use the following options to change the order of the contents of your list:
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 o Sort Fields:

Choose the name of the field(s) by which to sort the contents of the report:

 o The field chosen in Sort Field 1 will sort the entire list by that field first. 

 o Then, choose a field from Sort Field 2 if you want sort the list further within the order chosen in Sort 

Field 1. 

 o To sort the list in an additional order within the order chosen in Sort Field 2, choose a field from Sort 

Field 3. 

For example, you could choose Zip Code for Sort 
Field 1, then within each Zip Code you could make 
Sort Field 2Status Code, then within each Status 
Code grouping you could sort by Name for Sort 
Field 3.

 o Ascending & Descending:

Choose the order in which you want the contents to be sorted: 

 o Ascending — lowest to highest / alphabetical

 o Descending — highest to lowest / reverse alphabetical

 

The following choices appear only on the Group & Sort tab,  place a  checkmark in the box to select that 

option:
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 o Group by Field — Group the contents of the report by the item selected in that sort field. 

 o Show Separator Line on Report — Show a short horizontal line in between each grouping of information.

 o Totals Only — Show only a total to represent the donations grouped by the selected sort field.

 

Click the Reset Sort button to change the selections back to their original state.

 

Columns / Fields tab

The Column Selector or Columns Tab allows you to decide which columns will be visible on the report and 

which will not be visible. 

 

On the left hand side Available Columns are the columns that are not showing but are available to be shown if 

desired. On the right side Visible Columns are the columns that are currently selected to be shown:
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 o If needed, to browse the Available Columns, click the  to expand a group of fields or use the "Type to 

Search" dropdown  box to choose a column. 

 o You can either highlight the column and use the  left and  right arrow buttons to bring it back and 

forth, or double click on it to move it to the opposite side of the screen. 

 o Use the  up and down arrow buttons to rearrange the order of the columns. 

 o Underneath the Visible Columns on the right is a space for the "Report Column Header". You can edit this 

text to label that field differently on your printed / exported report without changing the actual column 

name in the database.

For example, you could remove "(current as of today)" 
from the Address field's Report Column Header, as it 
would likely be unnecessary to include on the report.

 o Each column is set to print at a certain column width automatically. You can also change the width of the 

columns that show on the report. Raise or lower the number in the Width* column according to your pref-

erence. 

 o Click OK when you are satisfied with your column selections.
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 o You can click on the 'Select Fields' button to the right of the report name dropdown list to reopen the 

Column Selector and make additional changes later.

 

 

Detail tab

Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections on the Detail tab. 
Click the  expand button to the left of each row to view details (when expanded it will become a  collapse 

button). Click the Detail checkbox to show the Accounts / Subtotals item on the report, or click to remove the  

checkmark and hide the item.

 

Fonts tab

Change the size and style of the font that prints on the report by clicking the Fonts tab, choosing the  Page 

Header, Column Headings, and/or Body Text settings, and applying your selections. 

Choose the setting for the item you wish to change, and another screen will appear for you to change the font.
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Change to the desired font settings and click OK. When you click OK, a sample set of text will show you how the 

report text will print due to the selections you made. Click Reset to Default to change all fonts to their original 

settings.

 

Funds tab

The report will show only the funds and their associated accounts found in the Selected Accounts list. Otherwise, 

the fund name will appear in the Available Accounts list, and all its accounts will not show on the report. 

 o To add an Available Account, click it once to select it. 

 o Then, click the  right button to place the account in the Selected Accounts list. 

 o To remove a Selected Account, click it once to select it. 

 o Then, click the  left button to place it in the Available Accounts list. 

 o Click Select All to place all accounts in the Selected Accounts list, or click Unselect All to place all accounts 

in the Available Accounts list.
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Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending the 

file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used outside of 

Church Windows.

 

 

Print Preview

Throughout Church Windows whenever you click the "Print" button it will always take you to a preview screen so that 

you can see what the document will look like, before you actually print it out. Across the top of this screen is a toolbar 

where you can choose the final formatting options for your report. 

 

From left to right these buttons are called: 

 Search (pg 226),  Print  (pg 227),   Page Setup  (pg 228),   Scale  (pg 228),   Move  (pg 229),  Magnifier  (pg 229),   Zoom  (pg 229),  

First, Prev, Next or Last  (pg 229),  Pages  (pg 229),  Watermark  (pg 230),  Export  (pg 230),  Email  (pg 231), and  Info  (pg 

232)

 

 

 Search
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Used to find a particular word or phrase   in the document:

 Print 

Click this button when you are ready to send the document to your printer. You will see a screen   that allows you to 

choose your printer and number of copies and page range as well as a button to access the Preferences for your specific 

printer.  If you have more than one printer available to   you (as in a network setup) you can select a different printer 
from   that screen by clicking the Printer Name  dropdown:
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  Page Setup 

Click Page Setup to adjust paper size, page orientation, and/or margin settings. The Page Setup dialog box will 

appear:

 

 o Paper Size

If your printer supports multiple paper sizes, you will see the available options in the dropdown list. Make your 
selection by clicking on the  dropdown button, then clicking on your choice. 

 o Orientation
Choose between portrait or landscape using the  radio button. 

 o Margins in inches

You may adjust the left, right, top or bottom margins, if you wish.

 o Click OK close the Page Setup dialog box and keep your changes, or click Cancel to close the box and discard 

your changes.

 

  Scale 

Click to adjust the size of the report on the page when you print it. You can scale up or down by percentage or you can 

set it to print more than one page of the report per piece of paper:
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  Move 

Click if you would like to be able to move around in the   page with your mouse (click, hold, and drag the hand to move 

around the page).  This is   simply a different way to navigate around on the preview page, you can also use the   scroll 

bars if you like.

 

 Magnifier 

This button allows you to switch back and forth between viewing the preview at 100% and another Zoomed percentage 

that you set (see Zoom below).

 

  Zoom 

These buttons allow you to zoom in or out on the preview of the document.    You can either click the + In or — Out but-

tons or click the   down arrow on Zoom and choose a specific percentage of zoom.

 

 First, Prev, Next or Last 

Click any of these  buttons   to skip to other pages in the preview.

 

 Pages 

Click this button to change the number of pages being displayed at once   on the preview screen. The default is one page 

by one page. Hover your mouse over the number of pages you'd like to view, such as 3 pages side to side and 2 pages 

top to bottom:
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 Watermark 

This button allows you to add text or a picture   to the background of the printed report. 

 

 Export 

This button allows you to save the report in one of several   standard formats for use in other programs. Click the down 

arrow to choose   the file format you would like to Export (pg 210) to.  The type of file you choose should be determined 

by the other software with which you want to use the data. You will then see a form   that allows you to adjust the set-

tings, if needed, and then choose a name and a location for the file.
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 Email 

This button will convert the report to one of several file   formats and attach it to an external email for you using 

Outlook or another email client installed on your computer.  Click the down arrow   to choose the format you would like 

it converted to.  (PDF file format   is a very common way to send reports via email) You will be asked to name   the file 

and choose a location for it to be saved.  When you click   OK, it will create the file and   attach it for you Send via 

Email (pg 213).
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 Info 

This button is a quick way to get Report Information including a count of how many total items are on the whole report  

as well as a breakdown of the criteria you used for creating the report itself (this information is also displayed at the 

very end of most Membership and many Donations reports): 
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Chapter 6 - Special Functions
Special Functions

The Special Functions menu contains the overall  Accounting Settings (pg 244): 

 

Through the options in this menu you can do a Bank Reconciliation (pg 234), Link Donations to Accounting (pg 246) for 

transferring to Accounting, Manage Years (pg 248), Change Account Number Structure (pg 256), and work with Prior 

System Checks (pg 258). The menu also contains a Settings feature that gives you a panel where you can apply default  

Accounting Settings (pg 244) for the various screens throughout Accounting.

Bank Reconciliation

One of the critical functions in keeping the books of the Church includes reconciling the records in Church Windows 

with the actual statements you receive from your bank for each cash (checking / savings, etc.) account. The Account-

ing  Module even includes a wizard that can assist if there are problems with the reconciliation.

Chapter 7

- 234 -



- 235 -

Note:
 If you are just starting to use this Module, you may have deposits in transit or 

outstanding checks from your reconciliation on your prior system.  To enter this 

information click Special Functions and choose Prior System Checks (pg 258).

 

To access the Bank Reconciliation screen:         

 o From The Initial Portal of Church Windows choose Donations

 o Click Special Functions (pg 234)

 o Then click the Bank Rec. icon:

 o This will open the Bank Reconciliation screen:
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Account tab

 o Select an Asset Account to reconcile from the  dropdown and then use the  radio button to choose 

between starting a new bank reconciliation or continuing with one that has already been started.  

 o Clicking on the  dropdown of Select a Saved Bank Reconciliation will display the dates of all prior com-

pleted or in process reconciliations.

 o When you're finished, click the →  Next button.

 

Statement Tab

If this is your first bank reconciliation, the beginning balance field will be 0.00:
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 o On the statement from your bank, locate the summary information for the month’s activity and enter it into 

the fields for Total Deposits, Total Withdrawals, and Ending Balance.  

 o A red circle with the exclamation point  will flash to the right of "Statement Balances & Totals" until the 

math for the entries is correct.  

 o With correct entries, when you tab off the ending balance the icon will disappear.

 o Also on this screen, there is the option at the top right to  delete a bank reconciliation if you want to start 

over with that month’s reconciliation.  

 o There is a Comments box where notations about activity or unusual items can be recorded.  

For example, information about a redeposit of a 
returned item or a deposit in transit might be recorded 
there.

 o At the bottom of the screen is dynamic balancing information between the bank statement and books, at the 

time.  

 o The only time this screen would immediately show a reconciled balance would be if no items cleared the bank 

and every item on the bank statement was already recorded on the books. 
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 o From this point forward, you can click the ←  Back button to return to the previous screen and discard your 

entries.

 

Charges & Interest tab

Frequently, there are bank charges or interest which are not known until the bank statement is received.  Those 

items can be entered and posted on this tab:

 o Debits (fees, charges, etc.) are entered in the top half of the screen. 

 o Credits (Interest, etc.) are entered in the bottom half. 

 o Click Post after entering all of these transactions from your bank statement.  

 o These items will automatically be marked as cleared in the Deposits and Withdrawals tabs.  

 o When you're finished, click the →  Next button.

 

Deposits tab

Here you will see all of the Deposits that you have entered into Church Windows Accounting. 
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 o Mark as cleared all the checks, cash, electronic deposits, etc. that appear on your actual bank statement for 

the selected account. 

 o When clearing deposits you can click the Check All or Uncheck All button to speed your entry.  

 o You can also opt to exclude from the screen, entries already marked as cleared by unchecking the Show 

Cleared box at the top right.

 

Withdrawals tab

The Withdrawals tab is similar to the Deposits tab. 
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 o Mark as cleared all the checks, electronic withdrawals, etc. that appear on our bank statement. 

 o When clearing withdrawals you can click the Check All or Uncheck All button to speed your entry.

 o You can also opt to exclude from the screen, entries already marked as cleared by unchecking the Show 

Cleared box at the top right.

 

Get Help Reconciling

If there is a difference to reconcile, we may want to click the Get Help Reconciling button:  

 o The Help — Withdrawal Comparison tab and the Help — Deposit Comparison tab will each provide us with 

the total difference for withdrawals and deposits respectively.  This may be sufficient to find the discrepancy:
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 o If not, we can click the Help — Withdrawal Line Items tab:                     

 o On this tab, we enter each outgoing check or withdrawal shown on the bank statement, then click Add new 

Statement Line Item.  
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 o Entries that do not produce an exact match will appear highlighted in red.  

 o We can click View Suggested Matches.  

 o Then we can examine and match items that might be related, but perhaps the amount on the books and the 

amount that cleared the bank are slightly different.  It could be that check numbers for two checks somehow 

got reversed.

 o Just as Help — Withdrawal Line Items, the Help — Deposit Line Items tab compares each entry from the 

bank statement to those deposits recorded in Church Windows Accounting.  

 

Once we have resolved all the differences between our records in Accounting and the bank statement, the Difference 

To Reconcile shows 0.00 with balloons next to the box:

 

Then we click Finalize to complete the process.  Finalized bank reconciliations cannot be edited.  It is also important 

to finalize bank reconciliations to help find potential problems with future bank reconciliations.  

 

If someone makes a change in the books for a date in a cash account that has already been reconciled for the month, 

the Get Help Reconciling tabs will include an additional tab which shows the entries that were entered after the recon-

ciliation was finalized.
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Bank Reconciliation Report OptionsPrint button and the Bank Reconciliation Report Options screen appears:

Bank Reconciliation Report

 

 o Accounting Year — 

Choose the desired year from the dropdown box.

 o Asset Account —

Click the dropdown box to choose the desired  account from the list of Assets (pg 18).

 o Statement Ending Date —

Choose the desired date from the dropdown.
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 o Choose any of the following tabs to apply additional settings:     

Detail tab
Show or hide any of the balances of any Subtotals (pg 139) from the report by making selections 

on the Detail tab.

Fonts tab
Change the size and style of the font that prints on the report.

 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used 

outside of Church Windows.

 

 

 Accounting Settings

When entering Transactions (pg 33), you can have specific transaction details appear automatically (by default) as you 

tab through the fields. Use the Settings button under the Special Functions menu to set these defaults and activate 

additional features to the Accounting  Module. 
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Settings tab

Transaction Settings

Select your desired universal settings from  the dropdown boxes on the left side of the screen:

 o Default Asset Account

 o Default Pay Method for Payments 

 o If using the Accounts Receivable (pg 71) feature, also choose:

 o Default Pay Method for Collections

 o Starting Invoice Number for Accounts Receivable invoices you will be issuing in the box. 

 o If you want your Accounts Receivable Collections to print on the Deposit Slip (pg 162), click to place a 

check in the Default Print on Deposit Slip for Collections box. 

User Settings

These settings on the right side of the screen are unique to each of the Users in your database:

 o Always confirm and ask me about printing after posting transactions

Check this box if you want Church Windows to automatically give you the option to print a report after your 

make a posting.

 o Show Dashboard when Accounting starts

Check this box if you would like the Accounting Dashboard (pg 259) to open as soon as you open the Module.

If you are unable to see certain windows or need to reposition windows to view them more easily, click the button to 

Reset all screens to default sizes and locations.

 

License Additional Features tab

The software contains an Accounts Receivable (pg 71) option which must be activated by entering a Licensing key. The 

license key is given to you when you subscribe to the Accounts Receivable Module.
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If your screen looks similar to the one in the image above, you can be sure that the Accounts Receivable (pg 71) por-

tion of the software has already been established. Otherwise, if you would like to start using it, contact support for 

more information at 800.533.5227.

Link Donations to Accounting

A successful transfer from Donations to Accounting consists of two parts. First, you must post and transfer a batch 

using Enter Donations. Then, you must use the Transfer Donations to Accounting (pg 110) feature  to successfully com-

plete the transfer to Accounting.

 

The Link  Donations button is found under the Special Functions (pg 234) menu of either Donations or Accounting. It 

opens to the Transfer Donations to Accounting (pg 110) screen where you can link the Giving Accounts of the Don-

ations  Module to your Chart of Accounts (pg 124) in the Accounting  Module:
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When the screen appears, use the following columns  on the Default Account Links tab to make the necessary adjust-

ments:

 o Giving Account

Contains the account name and number as they are listed in Donations.

 o Debit Account

For each Giving Account, click this box to select the desired Debit Account in Accounting.

 o Credit Account

For each Giving Account, click this box to select the desired Credit Account in Accounting.

 o Prepaid Credit Account

As an additional option for any giving account you desire to link, you can also link to a Liability Account in 

Accounting that will serve as a prepaid credit account when a transfer is made from Donations to Accounting.
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Note:
 If you would like to link accounts in a different Accounting Year , select the 

desired year from the Accounting Year box at the top of the screen.

 

Print Account Links

To print or export a report that shows the current settings of the links, click the Print Account Links button. When the 

Account Links Report Options screen appears, make your selections from the following tabs:

Columns Tab
Determines the order and the appearance of the columns displayed. 

Sort (or Group & Sort) Tab
Organizes the information into the desired order (and groupings). 

Fonts Tab
Sets the style and size of the typeface used to display the contents of the report. 

Once you have made all of your selections, click Print to view a Print Preview (pg 226) and then proceed in sending 

the file to your printer. You can also Export (pg 210) most reports and/or Send via Email (pg 213) as a file to be used out-

side of Church Windows.

Manage Years

The Chart of Accounts (pg 124), the Budgets and Budget Projection (pg 146) amounts, and the Transactions (pg 33) you 

save and post to the accounts are kept track of in an Accounting Year that must be set up and managed from one year 

to the next. Anytime during your currently active Accounting Year, you can set up the new Accounting Year and begin 

working in it long before the current year is finished. You can then move back and forth between the years, continuing 

to record transactions in the current year while working to get the next year ready. 

 

Under Special Functions in the Button Bar at the top of the screen, click the Manage Years button to reveal a list of 

options:
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Change to another existing Accounting Year

Choose Change to Another existing Accounting Year to open this screen. 

 1. Click to Select an Accounting Year from the box. 

 2. When clicked, the box will show you a list of Accounting Years and the following indications:

 o Beg Bal Finalized: Indicates that the Accounting Year Beginning Balances (pg 136) have been finalized 
with a  checkmark. 

 o Closed: Indicates that the                                         Close Accounting Year (pg 252) procedure has been completed.

 3. Select the desired Accounting Year and click the OK button.

Setup new Accounting Year

Choose Setup New Accounting Year to open this screen.

Chapter 6 - Special Functions



- 250 -

 1. Click the option to either Create Next Accounting Year, or Create Prior Accounting Year, according to the 

Accounting Year you plan to set up.

 2. Click the option to either Copy Chart of Accounts from [the previous Accounting Year period listed], or 

Create Empty Chart of Accounts.

 o If you choose the option to Copy the Chart of Accounts, decide whether you wish the new year to have 

the same budget amounts from the Chart of Accounts being copied. If so, click the Copy Budgets box to 
place a checkmark .

 OR 

 o If you choose the option to Create empty Chart of Accounts, decide on whether you wish to Use 
Account Numbers. If so, click the box to place a checkmark . 

 o Then, decide on the number structure you wish to use for your Chart of Accounts. 

 o Type the pound sign (#) to indicate a number placeholder and a period (.) to indicate a separator. 

For example, ###.## indicates that you want your 
structure to have account numbers like 123.45 or 
678.90.

 o You can enter any combination of as many as 23 placeholders and periods, according to your desired 

number structure.

 3. Click the OK button to proceed.

 

When the software finishes setting up the new year, the screen will return you to the main Accounting screen show-

ing the Accounting Year you have just set up. If the new Accounting Year you set up contains an empty chart of 

Accounts, you will instead be shown to the first of a set of Chart of Accounts (pg 124) screens. Enter the information 

for each account and account type, and press the appropriate buttons to advance through the screens until finished. 

You might also be brought to a screen to set up Beginning Balances (pg 136).

 

View Accounting Year Information

Choose View Accounting Year Information to open this screen. 

 o Each line contains the Start Date and End Date of an Accounting Year set up in the Accounting  Module. 

 o A checkmark  in the Closed box indicates that the year has been closed. 
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 o Any name in the Closed By box indicates the login name of software Users that closed the year (if closed). 

 o A checkmark  in the Beg Balances Finalized box indicates that the Beginning Balances (pg 136) were final-

ized. 

 o The login name of the software user that finalized the Beginning Balances is then shown in the Beg. Bal Fin-

alized By box. 

Update beginning balances from prior Accounting Year ending balances

 1. Choose Update Beginning Balances from Prior Accounting Year end balances. 

 2. A message will prompt you to answer the question: 

"Are you sure you want to update balances for 20XX [current Accounting Year] from 20XX [previous Accounting 

Year]?" 

 3. Choose Yes to continue or No to cancel. 

Note:
 If you are using the software for the first time, you will need to manually 

enter your Beginning Balances (pg 136).

Re-copy Chart of Accounts from prior Accounting Year

If the current Accounting Year does not contain any entered Transactions (pg 33), you can click the button to 

Delete [the current Accounting Year] and re-copy from Accounting Year [prior to the current one]. 

 1. Choose Re-copy Chart of Accounts from prior Accounting Year to open this screen.

 2. A message will prompt you to answer the question: 

"Are you sure you want to replace the current Chart of Accounts for [the current Accounting Year] with the 

prior year Chart of Accounts [prior Accounting Year dates]?" 

 3. Answer the question by clicking Yes or No. 

 4. Another message will ask you if you would like to copy Budgets and Budget Projection (pg 146) from the prior 

year. 

 5. Answer the question by clicking Yes or No, and the process will complete. 
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 6. Once transactions are entered in the current Accounting Year, you can only click the option to Update [the 

current Accounting Year] account details from [the previous Accounting Year]. 

 7. A message will prompt you to answer the question: 

"Are you sure you want to replace the Account details for [the current Accounting Year] with the Account 

details from [the previous Accounting Year]?" 

 8. Answer the question by clicking Yes or No.

 

Close Accounting Year

Choose Close Accounting Year (prevents further changes to Accounting Year) to open this screen. 

 

 1. Click the dropdown box and Select the Accounting Year to Close. 

 2. A message will prompt you that: 

"You will not be able to add or change accounts, budgets, or transactions to this year after it is closed. Are you 

sure you wish to close Accounting Year [selected from the dropdown box]?" 

 3. Click Yes to close the year, or No to cancel.

Once you have clicked Yes to the message, the currently accessed Accounting Year will be considered Closed. In 

the Closed year, only the following Accounting  Module features will be available for you to use:

 o Search for, view, print, export, and email accounts, transactions, budget, and balance information. All fea-

tures found in the Reports (pg 150) and Export (pg 210) menu will be available for you to use.

 o Match Accounts (pg 143)

 o  Accounting Settings (pg 244) found in the Special Functions (pg 234) menu

 

In addition, only the Manage Years features used to Change to Another existing Accounting Year, Setup New 

Accounting Year, and View Accounting Year Information will be accessible in the Closed year. All other Account-

ing  Module features while in the Closed year will be disabled until you  Change to Another existing Accounting 

Year option to access a different year that is not Closed.

 

 

Convert to a Non-Calendar or Calendar Accounting Year
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When you set up the Accounting  Module, you are asked to enter a starting month for your fiscal or Accounting 

Year. At some point in time, your Church might decide to switch from operating on a Calendar Year (January — 

December) to a Non-Calendar Year (fiscal), or vice-versa.

 

Convert to a Non-Calendar Accounting Year

Note the difference:
 

If the Current Accounting Year is set to a date range other than one that runs from 

January through December, you are already using a non-calendar year. See instead Con-

vert to a Calendar Accounting Year (pg 254).

Click Convert to a Non-Calendar Accounting Year, and a message will prompt you to understand that "a 

backup should be made before you convert to a non-calendar Accounting Year". Click OK to the message, and 

another message will prompt you to understand that "while you have this screen open you will have exclusive 

access. No one else will be able to make changes to accounts or enter transactions while you are in this screen." 

Click the OK button to open the screen.

Here are some things to consider before changing from a Calendar to a Fiscal Year in Church Windows Account-

ing:

 o Most of our customers who make this change call us back before the next year wanting to change back to a 

calendar year.

 o From an accounting standpoint, December is one of the best months for Churches. Depending on the month, 

you could be ending your yearly reports on a less than encouraging note.

 o Potential for miscommunications and conflicts  when one person is thinking in terms of calendar year, while 

someone else is thinking in terms of fiscal year.
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Suggestion: Many of the Churches that operate on a calendar year open their 

next year early (between June to December) and have their budget done 

months before the year-end, instead of waiting for the end-of-the-year 

crunch.

Click the dropdown box to select your New Start Date. After selecting a month, you will be notified that "the 

following years will be created" by the message that will appear beneath the box you clicked.

Verify that you have selected the desired date and click OK. You will be prompted to answer the question "Are 

you sure you want to convert to a non-calendar Accounting Year?" Click Yes to complete the conversion, or No 

to refrain from going any further. When you complete the conversion, the new Current Accounting Year based 

on the New Start Date you selected will appear above the Quick Access Buttons (pg 10) of the Accounting  Mod-

ule.

Convert to a Calendar Accounting Year

Note the difference:
If the Current Accounting Year is set to a date range that runs from January through 

December, you are already using a calendar year. See instead Convert to a Non-Cal-

endar Accounting Year (pg 253).

Choose Convert to a Calendar Accounting Year, and a message will prompt you to understand that "a backup 

should be made before you convert to a calendar Accounting Year". Click OK to the message, and another mes-

sage will prompt you to understand that "while you have this screen open you will have exclusive access. No one 

else will be able to make changes to accounts or enter transactions while you are in this screen." Click the OK 

button to open the screen.

The January date that will begin the Accounting Year after you perform the conversion will show in the New 

Start Date box. Notice the dates shown beneath where the screen indicates "The following years will be cre-

ated:", as those will be the new years that will be set up after you convert. Click OK to begin the conversion.
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You will be prompted to answer the question "Are you sure you want to convert to a calendar Accounting Year?" 

Click Yes to complete the conversion, or No to refrain from going any further. When you complete the con-

version, the new Current Accounting Year based on the January-December time period will show on the Portal of 

the Accounting  Module.

 

 

 

Delete Unused Accounts

This option brings up a window with a list of all accounts in the current year that do not have any activity. At the 

top is an explanation of the criteria for deleting these accounts:

 

You will be able to put a check in the "Delete?" column on the right of any account you want to delete. Then click 

on the Delete Selected Accounts button at the bottom. Deleting an account in a year that it has no activity will 

not delete it in any past years that it DID have activity, all history will be kept.

 

 

Delete Accounting Years

This option allows you to delete certain old or new Accounting Years as long as they meet a certain criteria. If no 

existing Accounting Years meet the criteria, it will simply tell you that there are no years available to be deleted. 

The criteria can be seen by clicking on the blue question mark, and are as follows:
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Change Account Number Structure

Under Special Functions (pg 234) in the Button Bar at the top of the screen, click the Change Account Number Struc-

ture button to access the screen. Before entering the screen, a message notifies you that "While this screen, is open 

you will have exclusive access to editing accounts. No one else will be able to make changes to accounts while you are 

in this screen." After you see the message, click the OK button.
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If you wish to change the Account Number structure, or change whether you use account numbers, click the Change 
Structure button. On the Account Number Structure screen that appears, you can click to remove the  checkmark 

next to the Use Account Numbers? box to refrain from using account numbers in the Chart of Accounts (pg 

124). Otherwise, place a check in the box and decide on a structure to use for the account numbers to use in your Chart 

of Accounts. The default number structure is #.##.###

Renumber Chart of Accounts

To enter the structure of the account number you have decided to use, enter a # (pound sign) to designate the place of 

a number / placeholder and a . (period) to designate the place of a separator. Press OK to lock your changes.

Once you make changes to the structure, you might find that there are multiple account numbers that AFTER renum-

bering them are the same. Any duplicate, or even blank account numbers, will be highlighted in red. You can also 
adjust the list to show duplicate or blank  account numbers by clicking to place or remove a  checkmark in the 

box. Change the account numbers found in the Account Number AFTER renumbering to the desired numbers. You 

can also locate each account individually by clicking the Search box, typing a part of the name or number, and press-

ing the Enter key.
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When you are finished with your changes, apply them by clicking the Save button. Then close the screen.

Prior System Checks

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.  Use the Prior System Checks feature to enter all checks that have not yet 

been cleared during your transition from another software (or method of keeping track) to Church Windows Account-

ing.

 

Click Special Functions in the Button Bar at the top of the screen and choose Prior System Checks:
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 o Click the dropdown and select the desired Asset Account. 

 o Enter the Type (Withdrawal or Deposit), Amount, Date, Check or Ref #, and any Comments in the respective 

boxes. 

 o Then click the + Add Item button. 

 o The item will appear in the list below without a  checkmark in the Cleared box. 

 o Once you perform a Bank Reconciliation (pg 234) and mark the item as cleared, a checkmark will appear in the 

Cleared box.

 o When you have finished, click Save.

 

Accounting Dashboard

Four types of graphs are available to view and/or print a visual comparison of various information about the Account-

ing Transactions (pg 33), Account Balances, and Budgets (pg 146) recorded in your database. The available graphs are: 

Account Weekly Balance, Budget vs. Actual, Fund Receipts / Disbursements and Income vs. Expense

 

To access the Accounting Dashboard screen:         

 1. From The Initial Portal of Church Windows choose  Accounting

 2. Then, from the    Quick Access Buttons in the center of the screen, choose Dashboard
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 3. Or, in the Button Bar at the top of the screen choose Special Functions and then click Accounting Dashboard:
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 4. The Dashboard will look like this:

Across the top of the Dashboard window is a toolbar with several buttons:
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 o On / Off switches for each of the graphs:

If you can't see all of the graph switches, there will be a small down arrow button to the right that you can click 

to reveal the rest of the switches:
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 o Colors

A dropdown menu to select the color scheme applied to the graphs:

 o Reset to Default Layout

Used to return the dashboard to its original setup after making one of the graphs full screen or turning some of the 

graphs off.
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In the top right corner of each graph are two buttons:

 o   Maximize which will make that graph full screen. 

Or

 o  Minimize which will return the graph to its original size alongside the other graphs.

 o click Print to view a Print Preview (pg 226) and then proceed in sending the graph to your printer. A 

window will open allowing you to change the font and the page orientation, if desired: 

You can also Export (pg 210) graphs and/or Send via Email (pg 213) as a file to be opened outside of Church Win-

dows.

 

Account Weekly Balance

Select any of your accounts from the  dropdown to see a simple line graph of the weekly account balance from the 

beginning of the accounting year through today:
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Budget vs. Actual

Choose a date range in the top right to compare your actual Income and Expense to your Budgets (pg 146) for either 

all or only a selection of your budgets: 
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 o All Budget Items

 o Specific Budgeted Items
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Fund Receipts / Disbursements 

This bar graph compares the Receipts and Disbursements for each fund, or select a single fund from the Ledgers 

dropdown:
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It will default to the first day of the accounting year through today, but you can select any dates you'd like to see.

 

Income vs. Expense

This pie graph provides three display choices for your Funds (pg 18). Select a Fund from the dropdown and then choose 

to view either:

 1. Income versus Expense

 2. Income
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 3. Expense
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