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Objective

This course covers some of the typical tasks within the ShelbyNext | Financials core
applications. Even though time does not permit you to cover all the functionality of these
applications, you cover some of the important purposes. Since many of the tasks in
ShelbyNext | Financials are accomplished in a similar manner, learning a few gives you a head
start on knowing the rest of the program. Here are the topics you cover:

e Financial Dashboard & Settings

e Where to find Help

e User, Task and Account Right Roles
e Financial Settings

e Bank Account Management

e Accounts Payable

e General Ledger

e Payroll
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Financials Dashboard

The Financials Dashboard appears immediately after logging into ShelbyNext | Financials. The
dashboard allows the user to move between applications in the following ways:

shelbynext | financials Shelby Financials Ima Excited | Set Out of Offica | Log Off
Accounts Payable | Company; | First Church  Fiscal Year: 17-18  Perfod: 12 June  Bank Account 1-10110 ACE operating checking  change
Accounts Receivable
Geonoral Ledger
Bank Account Managamant ||
Fixed Assats peame Accounts Bank Acceunt Management
it | £3000,00000 Accounts Payable
Payrall |
Purchasing Management || 2,500,000.00 Payrall
Depcslts On Had I Aecounts Recaivable
Loan Processing 1 $2,000,000.00
Insurance Biling Flked Asints
Persion Billg | $1.500.00000 |
4 -a Purchasing Managemren
wE
$100.0000¢ | 100000000 1 Deposits On Hand
R H ” H - } $500,000.00 ot h Loan Processing
&npo ) J | I] . = $000 +— |
¢t Z P 9 F ¥ A ¢t 2 §F 2 2 9§ F E I E &
THg R F R R §OE g S A4 TEET i ex s gt o=
L :: * 7?3 : g 3 % g < 3
Main Content Tasks
e Hover over the word Applications in the top menu Open link in new tab
and click (select) on the application. Open link in new windo

Open link in incognito windo

e Hover over the word Applications and right-click

with your mouse, and then choose the Open link Save link as...
in new tab option. This allows you to have more Copy link address
than one application open at a time. Very helpful! Home
y
e Choose the Application from the navigator bar on Budget Comparison for all Income Accounts v/
i i Accounts Payable By Due Date o T |
the right side of the page. o Balanc; v v,!ﬁ:
e Each application dashboard has default widgets Budget Compared to Actual
already displayed, however, those widgets can be Deposit Accounts
customized to each individual user. Application Fixed Asset Values
specific widgets are available from the widget drop- Insurance Billing Plans
dOWﬂ menu. Loans With Balance Due
Main Content Tasks
My Status
e Short cuts to common or Main Content Tasks is the s
default setting at the bottom of the page but can be el T i
moved to the top of the page for easier Payroll Scheduled Time Off
accessibility. Pension Plans

Purchasing Management

Jequianaq]
Aenuer

Receivable Invoices Outstanding
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Help

There will be times when you need help with ShelbyNext Financials. There are multiple
avenues for getting questions answered. Here is an overview. Help files and Videos will open
up into new tabs in ShelbyNext Financials.

Click on the Help Icon at the top of any page to receive instructions regarding
9 entry or processing related to that particular page.

u Video Icons can be found on many pages, and within the Help files, to watch
short videos demonstrating common tasks within ShelbyNext Financials.

shelbynext ‘ financials Shelby Financials

Applications Security Setup Utilities Help

Help L
Home Technical Support
Community
Budget Comparison for all Income Accounts About

$350,000.00

Help is at the top of any page in ShelbyNext Financials. This is where you can access the help
files for all Applications. All the Tutorials & Videos can also be found at the top of the menu.

Financials Help

Contents | Search ~
D cinn
[#) welcome! Tutorials & Videos
' &
~ lications
@ Epumm“ Tutorials & Videos
» @ Security Setup
v (0} Accounts Payable Tutorials and Videos are designed to help you use the financial applications in an effici
[ Getting Started Iinstructions for accomplishing common tasks. They are indicated with a Check Mark +/
» @ Enter Question tutorials which answer specific questions concerning the Financials. There a
> @ Manage FAQ tutorials.
» Q View
> @ Reports NOTE: Click the blue link to view the tutorial or click the Video B icon to view the
> @ Modify
> @ Utilities
» @ Accounts Recefvable .
» @ Bank Account Management Gettlng Started
> @ Fixed Assets v Getting Started i » ]
» @ General Ledger
> @ Puyrel General Ledger
> @ Purchasing Management
» @ Deposits on Hand Overview E >
» @ Loan Processing + Medify Account Structure and Accounts >
> @ Insurance Billing + Enter Opening Balances >
> @ Pension Billing + Enter a Budget > ]
¥ t Resources v P 3 | n
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X Shelby Financials - About - Google Chrome - o *
@ Secure | hitps//at01.myshelby.org/Financ m

shelbynext ‘ financials About

Update License

Shelby Financials
Version: 8.10.1

Build Date: 2016-03-07 14112 < e—— t

Shelby Systems, Inc.

7345 Goodlett Farms Parkway
Cordova, TN 38016
(888) MY SHELBY
(888) 697-4352
(901) 259-4740 (Local)

(901) 259-3018 (Direct Fax)

www.ShelbySystems.com

© Copyright 2018 Shelby Systems, Inc.

The Community

Very important that you sign-up for an account within the Community so that you can receive
updates regarding...

New Program Releases
General Announcements
Documentation
Knowledge Base

Forums

Live On-Line Support

Go to the My Subscription page and sign-up for emails specific to your needs.

lendeatd@o x| ) Update % / [@ () Shelby Community  x
© communt helbynest b
-
pon w HE = O A GO MMB®& & 2 ¢ % Quripchat I My 3 [ [ A0ISNF X SNM3 X Cormen'sSNMB [I] GuessWhat Happer X
shelbycommunity = Yml oy

Aen:  ShelbyNext © 5 Add-Ons Other About My Subsaripfions  Hosted Services Status

ShelbyNext A
Forums  Knowledge Base  Documentation  Videos  Downloads f— i
General Announcements

" ShelbyNext - Form Builder Release Notes - March 7, 2018 B o Clamdidayra

Product Team

. ShelbyNext Giving Maintenance, Tuesday, March 6th | Subscribe 19 0 Started 9 days ago
to Hosted Service Notifications wles by Randy Tumer

r N "

@ Updates / Files @8 Live Support
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User, Task and Account Roles

Each User must be assigned a Username, Password, and Task Role. Account Rights Roles are
optional and assigned if needed.

sheloynext | financials Shelby Financials
Applications  Security Setup  Utilities  Help

Users
Home Task Roles
Account Rights Roles

Budget Comparison for all Income Accounts

Who can set up security rights? Each customer is provided with an Administrator User and
Password. The is the initial account rights each customer is given. It is automatically assigned
the Admin role. This account is needed to setup additional Users and Roles.

The Administrator User also has preset sub-users for ShelbyAdmin and Trainer. These rights
are used by Shelby as a “back door” to your database.

Before setting up a New User, Update the Organization Security Settings, create Task Roles

Exercise: Create a New Task Role

The Admin and API Applications roles are installed by Shelby. Additional roles must be
created.

1. Choose Task Role from the Security Setup in the top menu.
2. Click Add New Task Role.

Home = Security Setup = Task Roles

Add Mew Task Role

Task an&_iame
Z © [ Accounts Payable entry
S 0O B admin
/ © [ External Users
d "0 @ Payro

M 4| 7] »||M  Pagesize:[ 100 +
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Click Update to Save.

You also have the option of clicking the column header Inquiry and/or checking the boxes to
customize the user rights for the specific roles. Clicking Assign All Rights is the equivalent of

Enter Task Role Name Accounts Receivable Entry as shown.
Select the Module Accounts Receivable.
Click in the check box under the column label Full Rights.

the Admin Role. It assigns full rights for all applications.

Home > Security Setup > Task Roles > Update

* Task Role Name |Accounts Receivable Entry

Task UsEers

h

Please select a Module

Accounts Payable
Accounts Receivable |
Bank Account Management
Deposits On Hand
Financials

Fixed Assets

General Ledger
Headguarters

Insurance Billing

Loan Processing

Payroll

Pension Billing

Portal

Purchasing Management

| Remove AllRights | Assign All Rights |

Description Inquiry Full Rights
v [l K
Dashboard Ci
Unposted Invoices
Enter & Manage v L4
Post L4
Recurring Charges
Enter & Manage v L4
Transfer i
Payment Processing
Enter & Manage v Zi
Process Payments L4
View
Transaction Inquiry v L4
v

Unpost Invaice
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Exercise: Add New Account Rights Roles for School

1. Choose Account Rights Roles from the Security Setup in the top menu.

Home > Security Setup > Account Rights Roles

Add New Account Rights Role €

Account Rights Role Name

No records to display.

4 | 4 |F| b | M Page size:| 100 ~ |

2. Click Add New Account Rights Role link.
Enter the Role Name School.
4. Click the Add New Role Detail link and complete as shown below.

w

In this example, we are restricting this role to the First Church Company and then School
accounts at the level defined as Fund. Within the School fund, the user can access all
departments and accounts.

e The more levels defined, the more restrictions that apply.
e Important! If Account Rights Roles are assigned, they must include at least one Asset
(bank) account that has been set up in Bank Reconciliation.

Home > Security Setup > Account Rights Roles > Update

* Account Rights Role Name |School

Note

AccouNT RIGHTS Uskers

+ | Add New Role Detail X

Company Account Structure

Company | 1 First Church

Fund 2| Q School
Department Q
Account Range Q- Q

Omit Access

5. If more Account Rights roles are needed, click Add New Role Detail in the upper left corner.
6. Click the OK to Save.
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Exercise: Create a New User

1. Choose Users from the Security Setup in the top menu. Click the Search button leaving the
Name field blank and Show Active Only from the Status drop-down.

Home > Security Setup > Users

Filters

Name

Status | Show Active Only ¥

Search Clear Filters

2. Click the Add New User link.

3. Click on the link (not set) to search for the user in the name file, or enter the Individual’s
name.

4. In this window search for Virginia Adams by entering the last name of Adams, click the
Search button, and then click the Select button or double-click the name.

5. Enter the login ID as virginia.

6. Enter the Password studentl. Note: Password must be between 5 and 30 characters and
contain one digit.

7. Optional - Check the box to Force password reset on login? For this exercise, leave box
unchecked.

8. Check that the User is Active?

e Uncheck when User is no longer active. This releases that user from your user right
limit. Users cannot be deleted if they have financial activity associated with their
user rights.

9. Optional — External Access Only? For this exercise, leave the box unchecked.

e Setting this check box only allows this individual access to the external areas of
Financials (the Portal). The Portal lets external users view and pay Accounts
Receivable invoices, create Purchasing Management requests, view Payroll earnings
information, and request time off. Users with External Access Only do not count
against your user limit.

10. Assign Task Roles as shown in the following screenshot by moving the roles, one at a time,
from Available to Assigned. A User can have more than one Task Role.
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Home = Security Setup = Users = Update

Type ' Organization ® Individual
Title * First Name Middle Name * Last Name Suffix
* User Selected Q @ [Mrs. v | [Virginia N | [adams | M

* Login ID |virginia

* Password |

|
. | o
|

* Confirm Password

[ Force password reset on login?
¥ Active?

[} External Access Only? €9

Task RoLe(s) AccounT RigHTs RoLe(s)
Available Task Roles Assigned Task Role(s)
- -
Accounts Payable entry Portal - AR
Admin Accounts Receivable Entry

API Applications
Core View Only

External Users (L]
Inquiry [ > ]
ISC Church —

[«
Matts test .
Payroll

Portal - PM/PR/AR
Portal-PM

Portal-PM/PR - -

11. Click on Account Rights Role(s) and Assign the School Role to Virginia. Click Update.

Task RoLe(s) AccounT RicHTs RoLE(s)
Available Account Rights Roles Assigned Account Rights Role(s)
rFY ry
Schoaol
i)
L>>J
L
w w
@ Reset or Cancel
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Financial Settings

Important! The current financial settings control transactions along with most reports. This
must be set by each user.

Always make sure you are in the correct...

Company

Fiscal Year

Period

Bank Account(s) — Only applies when in a sub-ledger such as Accounts Payable
Credit Card (Optional) — Only applies when in Accounts Payable.

VVVVYVY

Change the Financial Settings as shown below:

Current Financial Settings [ |

Company |1 First Church v

Fiscal Year | 17-18 v

Period |12 June M

Bank Account | 1-10110 ACB operating checking v

Credit Card | 1-20130 American Express Credit Card v
OK Cancel

shelbysystems
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Bank Account Management

Before you can process checks or ACH payments, you must first set up your check design and,
if using ACH, add your ACH accounts in Bank Account Management.

If you are converting from Shelby v.5, your ACH accounts are brought over to ShelbyNext |
Financials; however, check settings need to be customized to your check stock.

Exercise: Modifying Check Design and/or ACH Accounts
For this exercise, we are going to review check and ACH setup but not make any changes.

1. Navigate to Bank Account Management and choose Modify -> Bank Account Information.

sheloynext | financials Shelby Financials

Bank Account Information  «h

Home > Bank Account Management Project Information

2. Click the Edit " icon next to the checking account 10110 ACB Operating Checking.

Financials » Bank Account Management > Bank Account Information > Update

* Description |ACB operating checking *

-
Account Infarmation B The Fund, Dept., and Asset
Company/Bank Info Company irst Church Account# are entered here.

MICR Stuby/Signature Info Fund Name ljlq Church If this account is shared

across multiple funds, set
it up in only one fund.

Images Department Name 0| &, Balance Sheet Accoun

MICR Print Check Password

* Account # (10110 ACB operating checking

ACH Information

* Opening Balance $0.00
Pre-printed Checks - AP
Pre-printed Checks - Payroll Bank Account #
( Use Positive Pay? )

This balance is the beginning
balance from the bank statement
when the account is first created in

Shelby. For new accounts the
balance would be zero.

m [U:LETER Reset or Cancel

3. To set up ShelbyMICR check design, fill in the fields on the following tabs: Company/Bank
Info, MICR Stub/Signature Info, Images, and MICR Print Check Password.

4. To set up ACH routing information, click on the ACH Information tab. This is ACH routing for
Accounts Payable, Payroll, and Accounts Receivable.
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Company ID

Immediate Destination ID
Immediate Destination Name
Immediate Origin 1D
Immediate Routing #
Immediate Origin Name

" Receiving DFI 1D

* Receiving DFl Account #

ACH Security

Accounts Payable voucher Note

PR voucher Mote

|1123455?39 *

[ Use Offset Detail Record?

|000000000 *
IFirst Church |
|000000000 *
064000020 |

|First Mational Bank |

|000000000 *
1234567898745 |

assword1 *
Ip

L Use Upper Case?

¥ Mask Routing # and Bank Account for Payroll Vouchers?

#endorMame®#, Attached is a PDF of your
inveice. Emter the last four digits of
your Federal ID number to access your
infoermation.

#FullName#, Attached is a PDF of your
payroll woucher. Enter the last four
digits of your Social Security number
to access your informaticon.

shelbysystems
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5. To set up AP checks design, click on the Pre-Printed Checks — AP tab.

Stock Formats

Selected format: Stub Check Stub

Mote: Currently
only supports

checks that are
11" in length.

Memo
Number of Copies to Print
Mumber of Checks per Page

Mumber of 5tub Lines

Stub Check Stub ¥ |l Resetto this format
R;

¥ Use Pay Exactly Waming?

#| Print Titles?

#| Print Dollar Sign On Checks?

#| Print Capitalized Name And Address On Check?

#| Use First Stub? Vertical Offset In Inches |0.25

#| se Second Stub? Vertical Offset In Inches |6.83

Field

Include Vertical Offset{inches) Horizontal Offset(inches) Left Justifie|

Check Mumber
Check Date

Dollar Amount

d Check Wording v 483 ruler when changing
. ” the vertical and
¥ Pay To The Order of With Address 5.33 horizontal setti ngs.

v 45 405 o
v 45 48 v

Helpfulto use a

6. Repeat setup for Payroll checks by clicking on the Pre-printed checks — Payroll tab. Will use
most of the same settings if check stock is the same.

7. Test checks as needed by clicking on the Test Preprinted Checks button.

Tip! Make several copies of a check to use when printing to correct alignment.

8. Click the Apply button to save changes but not close. Click the Update button to save

changes and close.

shelbysystems
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Bank Account Management

Note: This takes the place of Check Express (v.5) Deposits and Withdrawals.

Exercise: Enter a Deposit

1. Navigate to Bank Account Management -> Enter -> Transaction.
2. Enter the Date of Deposit, Fund, Department, and Account Codes, as shown below.
3. Enter the Description of transaction (automatically copied from header description). Tab

through each field.
4. Enter the Deposit amount (withdrawals are Charges). Click the Add =" icon at end of row to
add another line, if needed.

Home = Bank Account Management = Transactions > Update n ©  ~dd oy Tasks

D * Date |6/5/2018 i

* Description |6/3 Bockstore Sales

DetaiLs ATTACHMENTS NoTe

Add |20 | New Lines +

Date Account Description Project Deposit Charge
 [6/5/2018 = 1) 120{Q1] 44155 0| 6/3 Bookstore Sales Q $1,050.00 | ar

Fund Church
Department Bockstore & Coffee House:
Account Cost of Goods Sold - Merchandise
Project
i $1,050.00 50.00

[ RT-TEV W Recet or Cancel

5. Click the Update to save and close.
6. After choosing update, a search page appears. This is the Manage Transactions page.
7. Click the Search button to continue.
7. Select the deposit by checking the box on the left of the transaction.
8. Click the Blue button and run an Edit Report. At least one item must be selected to run.
9. Click the Green button to Post Transactions.
Home = Bank Account Management = Transactions ©  AddTo My Tasks
|. Filters !|
Add New Transaction h
Date Description Deposit Charge = Note Setup
~| x| oosz0a | imabea [ scotstoresaes | s105000| go00| o
1 entries $1,050.00 $0.00
= —_—

8. VERIFY the Financial Settings. To post a transaction the Posting Date must be in the same
Year and Period as the settings. (This can be turned off in the GL.) Also verify the bank
account.

shelbysystems
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Company: T First Church ~ Fiscal Year: 17-13  Period: 12 June  Bank Account: 1-10110 ACB operating checking  change

Home = Bank Account Management = Transacions = Post Q fdiTolyTaks l

Report Preferences v

* Posting Date 6/52018 ¥ Post Directly to General Ledger without Editing? € Cance

9. Optional - Print the Post Transaction audit report. This report can be found under the
General Ledger Source Documents or View Journals, saved as a PDF document, or printed.

10. Select the option Post Directly to General Ledger without Editing? It’s now possible to post
a journal entry to the General Ledger from the sub-ledger. For those coming from v.5, it is
no longer required that you go to the General Ledger, run the edit report, and post the
entry.

11. Click the Green button Finalize Post to Save.

Exercise: Reconcile February 2018 Bank Statement

1. Change Financial Settings

Current Financial Settings m

Company |3 Bank Rec Co. v
Fiscal Year | 2018 v
Period | 2 February v

Bank Account | 1-10110 Reconciliation Checking Account v
Credit Card A4

ﬁ Cance

2. Navigate to Bank Account Management -> Manage -> Bank Statements.
sheloynext | financials Shelby Fi

Unposted Transactions

Home > Bank Account Ma  Bank Statements

3. Click the Add New Statement link in upper left corner.
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Home > Bank Accoun!
Add New Statement gl

L

Statement Date

4. Enter the Statement Date of 2/28/2018 and Statement Ending Balance of $9,219.00 as
shown.
5. Click the OK.

Reconcile Statement Setup

Statement Date |2/28/2018 |

$9,219.00|

* Statement Ending Balance |

10. Clear Checks & Withdrawals as shown below.

Home = Bank Account Management = Reconcile Bank Statement = Reconciliation

RecomnciLIATION NoTes ATTACHMENTS

ltem #I:l.ﬂ.mount $0.00 Import Electronic Bank Statement

Checks/Voids/Withdrawals/EFTs

O Item # Amount Date Description

{$1,000.00) | 12/18/2017 | Jake the Builder

|#| 355 ($100.00) 1/16/2018  K-Mart (#637)

($60.00) Moore, Mr. Clayton (#1570)

($50.00) Conrad, Mr. Fred (#71)
($250.00) Water - Sewer Co.
($220.00) Addams, Mr. Johnny (#9)

($20.00) | 1/30/2018 | Acme Paper Supply (#1)

IBM Corporation (#567)

Withdrawal [£1508)

O
L
o
o

($1.02500)  2/24/2018 Outdoors Inc. (£1553)

O
o]
o
o]

1$500.001 2/24/2018 | Garrett. Mr. Steve (£1568)

shelbysystems
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11. Clear Deposits as shown below.

Deposits

] Item & Amount Date Description

1/26/2018 | Contnbutions deposit

. 902002 $100.00 1/30/2018 | Contributions deposit
T

902009 £300.00 21T2018  Deposit (#299)
903004 $785.00 2/25/2018 | Deposit (#299)

O T e
(] 9020035 £910.00 f8/2018 | Deposit (#299)
O 903008 £305.00 3/19/2018  Deposit (#299)

12. Make sure the General Ledger Statement Period matches the Bank Statement dates. When
the Reconcile to Bank Statement and Reconcile to General Ledger both are zero, the
account is reconciled!

Reconcile to Bank Stat: t Reconcile to General Ledger
Statement date ezt Statement Period
Opening Balancelm General Ledger Balance lm
Net Activity[  (33,105.00) Outstanding ltems| 30000
Calculated Ending Balance|  $9.219.00 General Ledger Calculated Ending Balance | $9,219.00
Statement Ending Balance General Ledger Out of Balance By
Out of Balance By Reconciled Items from after the Statement Period | $0.00

[ Apply and Finish Later | ﬁ Reset or Cancel

13. Click the View Reconciliation Report button to print the following reports and keep them
with your bank statement.

Home = Bank Account Manag

| Close Report |

© © IK < i Jots )

B Bank Statement Current Summa

B Cleared Items

m CQutstanding Items

14. Click the Close Report button when finished.
15. Click Finish.
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Accounts Payable

Exercise: Add Memphis Bounce House Rental as a new vendor

1. Navigate to Accounts Payable -> Modify -> Vendor Information.
2. Inthe Vendor Information Search window type Memphis and click Search.

Home > Accounts Payable > VVendor Information

Filters

Name |Memphis|

T
' Address

City
Country | Select Country v
State / Province | Select State / Province v Postal Code
Active? | Show Active and Inactive v _

: lear Filters

3. Since there are no vendors with beginning with the name Memphis, click the Add New
Vendor link, on the left under the filter.

4. Enter Memphis Bounce House Rental as shown. Wait and we’ll discuss the other fields, and
their usage, on this screen.

Home > Accounts Payable > Vendor Information > Update

Type '® Organization Individual

* Organization Name

* Vendor (notset) Q. \emphis Bounce House Rental h

Vendor Information

ACH Accounts Active? ¥
Phones Invoice Entry Defaults '®' Account Distribution
Emails Fund Q
Addresses Department Q

Demaographics
Account # - Q

Attachments

Last Invoice Date

Last Invoice Number
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5. Click on ACH Accounts tab. We don’t need to enter any information for this vendor, but

we’ll discuss the fields and their usage. Click Close.

6. Click on the Phones tab, then click Add New Phone link and add the Business phone as
shown, then click Save.

Add New Phone [ |

Phone Type

* Phone Number

Unlisted

SMS

Business v

(901) 230-0404

ext.

7. Click on the Emails tab. We don’t have an email address for this vendor. If you were paying
this vendor with ACH, and wanted to email them a voucher, you would need their email
address. Click Close.

8. Click on the Addresses tab. Click Add New Address link and Enter the address as shown,
then click Save.

Add New Address [ |

* Address Type
Country

* Address Line 1
Address Line 2

* Postal Code

* City

State / Province

Primary

Main/Home Address
United States

8683 Old Creek Rd

38125-4020
Memphis

Tennessee

v

i Close

shelbysystems
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9. Click on the Demographics tab. We don’t need to add anything for this vendor. However, if
this were a 1099 vendor, and it’s an individual, you would enter their Social Security
number. For an Organization, a Federal Tax ID number is provided.

If a vendor is Doing Business As (dba), then enter their dba here. Example, Samantha Smith
dba Sammi’s Sweets Bakery. This is typically used when the vendor is an individual, most
likely a 1099, but uses a business name.

Cancel out of screen.

10. Click on the Attachments tab. We don’t have any attachments for this vendor. To add
attachments, such as w-9 forms, click on the Add New Attachment link and find the
document or install a desktop scanner.

Cancel out of screen

11. Click Update to Save.

shelbysystems
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Exercise: Enter an Invoice

1. Navigate to Accounts Payable -> Enter -> Transaction. The Vendor Search window appears.

2. Search for the vendor Jones Lumber in the Name filter and select the vendor by double-
clicking in the vendor row or clicking the Select button after the vendor is highlighted. Use
the Application filter if it is suspected this vendor may have already been entered as an
Employee (Payroll), Customer or Bill To (Accounts Receivable). Uncheck the Only Active?

Filter if the vendor may not have been paid in some time.

Note: to add a new vendor click on the Add New Vendor button in bottom left corner.

Person Search B }

Application Only Active? * Name City State
Accounts Payable v i jones 0
Name Address Line 1 City State ID# Mote
Jones Lumber 2600 Nolensville Pike Nashville N 634

Add New Vendor

shelbysystems
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3. Enter the Transaction Invoice as shown.

Vendor: Jones Lumber
Invoice # 10002
Invoice Date: 6/5/2018
Amount: $99.60

Home = Accounts Payable = Transactions = Update

Cash Basis 1-10110 Reconciliation Checking Account

+ Vendor Jones Lumber (2634} Q '* Invoice
2600 Nolensville Pike, Mashville, TH 37211-2217  Terms: none ) Quick Check
. "~/ Manual Check
Apply to credit card | dges not apply v ) Adjustment

" Electronic Funds Transfer

Invoice & 10002 * Invoice Total 399 /0 Check # I:I
* Invoice Date |6/5/2018 = Discount Type Check Date I:I e

Accounts: 1 —70-52338 Descr: Lumber/4t™ July Celebration Amount: $99.60

Derans ATTACHMENTS Nore

Add (20 | New Lines +

Account Description Project 1099 Amount

0 | 18 njdasa |Lumbeith July Cslabrasan g v _ 59250 5
Fund ame Churh
Department Name  Vurship/&els
Account  Special Hobdays/Easter Christmas
Remaining Budget 1ot Budgeted
Project

1 items

Link To Purchasing Management

Distibution| 7 || App

Reset or Cammcel

4. Click Update button to Save.

Exercise: Post the Invoice.

shelbysystems
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Once the Transaction is Updated in the previous steps, the following search (filter) appears.
This is the Manage Unposted Transaction filter.

1. Click the Search button to see the transaction(s) waiting to be posted.

Financials = Accounts Payable = Transactions

Filters

Vendor [notset] O

Invoice Number |

Invoice Date | Show All v |
Due Date | Show All v |
ACH |AII Transactions v |
Users Mot Filtered M

Order By '® Vendor Name

"' Sequence Entered

2. Select the transaction for Jones Lumber.
3. Print the Transaction Edit Report to verify the entry.
4. Click Post Transactions to proceed.

Home = Accounts Payable > Transactions u ©  AduTohyTasks
Filters [v]
Add New Transaction
] Vendor Invoice # Type | 1099 Invoice Date  Due Date ACH Sep Amount Note Setup
%! | Jones Lumber 06/05/2018 | 06/05/2018
1 entries $99.60
Transaction Edit Report \ Change Bank Account \ " Post Transactions |

5. Check the Post Directly to GL without Editing? option to also post to the journal in the GL.
6. Click Finalize Post.
7. Click OK to acknowledge the financial settings accuracy.
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Exercise: Payment Processing

1. From Accounts Payable choose Manage -> Payment Processing.

sheloynext ‘ financials Shelby Financic

Applications Enter [ EDETT View Reports
Unposted Transactions

Home > Accounts Payable Unposted Credit Card Transactions
Recurring Payments

Accounts Payable By DU payment Processing

Credit Card Statements
s

12/18/2015 +

2. Using the filter, Search for the vendor Jones Lumber.
Home = Accounts Payable = Payment Processing

Filters

Vendor [ocnes Lumber (£2634) QL @
Invoice Number I:I

Invoice Date |Sh0w All ¥ |

Due Date | Show All v |

Project |All Selected A

ACH |Show All »

User Mot Filtered h

sMs Clear Filters

3. Select the Jones Lumber Invoice.
4. Click Process Payments.

Home = Accounts Payable = Payment Processing

HE © ~ddToMyTasks

Filters [v] I
List of Unpaid Invoices View | Al ¥ | Auto-Select €)  None v
™l Vendor Invoice # Invoice Date Due Date ACH Hold Amount  Sep Note Setup

Jones Lumber 06/05/2018

06/05/2018

| 4 || P | M| Pagesize:| 100 ~

™ Foyment Eat Report |

1 items in 1 pages

Process Payments

shelbysystems

25



)

* Check Date |5/5/2018 s
* First Check # 537 # of checks: 1, vouchers: 0
¥ Email vouchers?

Print Emailed Vouchers?

Accounts Payable Check Register Settings
#| Show notes?
Show setup information?

Show project information?

ﬁ CIQEE

6. Click OK.

7. When you see checks, it’s time to print them!
o If we were able to print checks in this class, this is when we would click the printer icon.
e DO NOT CLICK CONTINUE until you have printed and verified your checks.
e Notice the Reprint Checks button in the upper right corner.

Home > Accounts Payable > Payment Processing > Process Payments @  AddToMyTasks
8 ‘ Reprint Checks

[@© 1K € [ juz > Dliecevorshen ¥ oo |85 @ l

LY
Pay Dale: 67572018 Cik: 537 104 434 JOMES LUVBER
Inice Dale Dsscriction Amaunt St el
o002 sisizns Lumberr4tn Jay 7.0 17052338 L
Toat .60

Say Date: /5/201% et 537109 £34 JONES LUNBER
Iz I Depnon 2
‘oo sisams b 44 by 5660 e 5.0
et X £

8. Click Continue.

Here is the opportunity to print the Check Register. Also to download files such as Positive Pay
and/or ACH Payments in the upper right corner.

» Process Paymant 0 amum

B o oty b s b e gt e [ rmeioas Positon Py e ]
T ¥ s ] 8 /
[oTerg— s
p—
= o 1 20 o 1 : e
P T
- e s
ot o ot asss

9. For this exercise, click Finalize Post.
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Exercise: Voiding a Payment

Search for the vendor Jones Lumber.

PwnNE

Click Add to Grid.

Home > Accounts Payable > Void Checks

Select Checks to Void

tVendor /ones Lumber (#634) O

From Accounts Payable choose Utilities -> Void Checks.

Click on the Check # magnifying glass (search) and choose the check you just printed.

Check # (537 Q
* Check Date |6/5/2013 [
* Amount 200 &0
Keep Detail Lines as Unpaid? )
5. Click Void Checks.
Vendor Check Number Check Date Amount Keep Detail
Q Jones Lumber B37 6/5/2018 £99.60
[ Void Check Edit Report | Void Checks _
6. Here is the opportunity to print the Void Check Register. For this exercise, click Finalize
Post.
7. Click OK.
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Exercise: View Transaction Inquiry

The View Transaction Inquiry page allows you to view and print Accounts Payable information
at any time. Use the Filters to filter and sort invoice, check, and credit card information to meet
your requirements. There are general filters, filters on the Invoice tab, and Check tab filters.

1. From Accounts Payable choose View -> Transaction Inquiry.
2. Select Paid Invoices with an Invoice Date of Year to Date.

3. Click Search.

Home = Accounts Payable > Transaction Inquiry

Filters

— Company | 1 First Church Ad .
Invoices
Y Bank Account | Mone Selected \d

%

%

%

Adjustments

Manual Checks

¥ Electronic Funds Transfer
Credit Card Charges

All (Paid/Unpaid/Selected for Payment)
& Paid
npaid

Selected for Payment
Voided Checks/Invoices

1099 Status | Show All
Project | Show All r
ACH |Show Al ¥

Show Only Ones With Discount

Datz 31472015
ericd 12 June v
Invoice CHECK
Vendor (notz2t] O Fund Q
Invoice # — Department
i v
Invoice Date | Year fo Date 1/1/2018 to 3/14/2018 ) Account Range
Invoice Total From | 000 To | 50700
Due Date | ear fo Date ¥ | 1/1/2018 to 3/14/2018

Let us Review how to do the following:

e Expand and open an invoice.
e Edit Project and 1099 detail.
e Print Checks & Invoices

e Print Transaction and Inquiry Report.
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Exercise: Undo an Unpaid Invoice

Navigate to Accounts Payable -> View -> Transaction Inquiry.
Clear Filters (next to the Search button) the choose Unpaid.
Click Search.

Expand Security Co. Invoice.

PwNPE

Home > Accounts Payable > Transaction Inquiry > Details
« Accrual Basis 1-10110 ACB operating checking

* Vendor Security Co. (#1547)
Terms: none

Apply to credit card | does not apply v
Journal AP 54 in June of 17-18

Invoice # 42-012008 * Invoice Total $133.50
* Invoice Date 2/2/2018 ﬁ Discount Type Dollar v
Due Date 2/3/2018 Discount $0.
DEetAILS ATTACHMENTS NoTe
Account Structure Account Description Project
1-30 60410 Security Sy: Security Monthly
1 entries
[ Print Invoice Detail Report |
L

Reset or Cancel

5. Open the invoice and click the Undo Invoice button.
6. The reversed transaction is placed in the Manage Unposted Transactions to be edited and

reposted or deleted.
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The 1099 Edit Report is used to verify correct names, address, SS# or Fed ID#, and amounts
before printing 1099s.

Exercise: Run a 1099 Edit Report

=

Navigate to Accounts Payable -> Reports -> 1099’s.

Choose the Calendar Year 2016. Note: We need to choose 2016 to show results in this
training database.

Report Type Edit List.

Check box to Include Address?

Select 1099 Type Miscellaneous.

Check box to Print Only Vendors Meeting Minimum Dollar Amounts? The minimum for
Miscellaneous is $600.

Click Run Report button.

Close Report when finished viewing.

N

onkw

o N

Home > Accounts Payable > Reports > 1099s

Report Preferences
FILTERS
Calendar Year | 2016 v
Report Type | Edit List v O
¥ Include Address?
Type |Miscellaneous v
¥ Print Only Vendors Meeting Minimum Dollar Amounts?
Minimum Amounts |nterest $10.00] Miscellaneous $600.00 Retirement g
. Run Report |

Close Report

‘ 0 0 |< L ¢ 1 of 1 > >| Acrobat (PDF) file ¥ | Export \.%';I 8

1099 Edit List - Miscellaneous
1 First Church
Calendar Year 2016

Yendor Federal ID Amount Box #
Anders, Grace (#202) §700.00 Box7
6036 Ivawood Dr

Bartlett TN 38134-5560

Anderson, Herb (#19) 51,250.00 Box7
2274 Elzey Ave

memphis TN 38104-5524

U0

Astaire, Fred (#71) 123-45-6789 5610.00 Box7

1133 Gordon 5t
Memphis TN 38122-2050

Exercise: Print 1099’s
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To run 1099s you can choose to Print, Use EFile Service *, or Electronic Submission. In this
exercise we’ll choose to Print using the Universal Form on Blank Nelco Forms.

On the Report Filters Tab:

1. Choose the Calendar Year 2016.

2. Report Type Print 1099s.

3. Type Miscellaneous.

4. Check box to Print Only Vendors Meeting Minimum Dollar Amounts? The minimum for
Miscellaneous is $600.

On the Options Filter Tab choose and Enter:

5. Form Type: Blank NELCO Forms
6. Forms to Print: Universal
7. Uncheck Print 1096 after 1099’s Finish?

Note: Options are provided to Use Blank Nelco Forms or Preprinted Forms. Each Form Type has
options for which Form to Print.

FiLTERS OPTIONS

Form Type '® Blank NELCO Forms €3
Preprinted Forms

Form to Print | Universal v

Print 1096 after 1099s Finish?
1096 Contact Info.
Contact Name |Lynette Stewart
Phone (555) 123-4567
Fax

Email || Stewart@FirstChurch.org

8. Click Run Report and Download the files to the computer’s Desktop.
Important! If you don’t see your Adobe Files, check your pop-up blocker.

9. 1099s are downloaded as Adobe Files. In this exercise, let’s Open a couple and Review.
Normally, this is where you would print.
10. Close Adobe Files to move onto the next exercise.
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Home Share View Extract

1T ; > This PC > Desktop > DownloadFile.zip
N
~ [ Name Type Compressed size Passwi

k access )
sktop P E_ 1 1099FederalCopy 1 Misc1099 ..  PDF File 28 KB No

£ 21099s 1 Misc1099 Universal.pd.. PDF File 45 KB Mo
wnloads *
cuments *

Sample Universal 1099 FED_499MISCU for 2016

Instructions for Recipient
1_Rents 2 _Hoyalties Hodplut‘s identification number, ro you poecion, ins form mey shaw
HMWWM numbar (ATINJ, mwmlhﬂ
a_Other income 4_Fed. income tax withheld Beoount number s o0 S

F&Tﬂn‘q 'W lmmmlmgmmmnwem e

o 4 accouet tepating equremenl Yo

5_Fishing boat proceeds 6 _Med. & health care pymts.

adirezs, AFjpodal ode, ¥ &ph [FPAER'S rama, addsces, ZIPjpxestal codo, couniry & phom no. Arrn.lrlsd'mn hnsuwmsﬂﬁ-ﬂnﬂnymomtsﬂhm
First Church First Church "\"“"“‘!."“""“r'“"‘:km‘m T T e o et -
7345 Goodlet Farms Parkway 7345 Goodlet Farms Parkway ty ks
Memphis TN 38016 Memphis TH 3801& me?mfmm“m ﬁmmmmmmm
amuts on s
(201) 376-5638 (201) 876-5638 Form 1099-MI 1 s o s noemact
Gata 1 payur. 1 you Gannel s 7 your k. ukar
PAYER'S federal ID number |7 scramgioyss companzaon PAYER'S federal ID number |7 monempioyea compersaicn ot o e o
12-345872¢ 700.00 12-345678¢ 700.00 S e fos s s o,k
s, o el poronal propurly i 8 bUsiness.
8 2 P o 36,000 B subetc pymis. in ool dvidencsine. |9 mm:’swmwam mz_km‘m . e m“ s
5 sy et b wan_| || oo gt s ||| el pom 4 i o e, S, e e, s Pt 3 T
10 Crop insurance proceeds |11 10 Crop insurance proceeds |11 Box 3. NG, It I Mo ARG o o T 1040 K Form (4N
Y payr. nay b pr y of  dovsasad
. ama,
12 13 Excozs gk pasach paymsnts 12 13 Erces gickn parachuto et Box 4. s eart m}m
T backiiy ¥ h‘\:‘mm ey . 50 Form WA
14 Y ion 4094 deferrals 14 Gross oot paiioanatoney | 158 Section 409A deferrals Box 5 e amant s toxmeans s oo ¥ P
Bols Far vk, report on Schede G (Form 1081,
15b Section 4094 income 16 State tax withheld 15b Saction 409A income 16 State tax withheld ‘mm,_{mm;‘m mh_m':‘;';;‘_“"“.?mms:mmm
om ca
s fosm i gy
wihheis o fax cr
o e e 7 o e 040,
Grace ZAnders Grace Anders i P 3t ud e
8036 Ivawood Dr 6036 Ivawood Dr ’;;‘;W“‘"“'mm'“m‘m“?‘"'f‘“m“*“
Bartlett TN 33134 Bartlett TH 38134 F 50 o D
mﬁ-mmimﬂumm
. i chocked, 35,000 or
REGIFENT'S nama, 2 Pp——y CORHECTED . v CORRECTED ygm%ammmw.‘ nmummmmﬁl}n’u&m.
17 State/Payer's state no. 18 State income 17 State/Payer's state no. 18 State income m}:mlmummwrwmlm
TN/328945621 TI/33945621 ol Shows your oo ol o g -
Fapor anty. et
RECIPIENT'S ID number Account number (see inst) RECIPIENT'S ID number Account number {see inst.) Box 15a. may yoar
000-00-0000 202 000-00-0000 202 s any armings on Crsant and prior yaar dolsals. . b
FATGA filing requirement | | FATCA filing requirement | | B 15D stome recem o2 menyigen i s NGOG o o vt oot
Miscellaneous Income  swmmen  Form Miscellaneous Income ~ asome: — Form| i el e
?msd it rocini 1099-MISC Copy B — For Recipient,.iy 1099 MISC| b i s oo -
o with recipient’s state o
income tax relur, whion requirod. 2016 mmmuw,,mm;mmm s 2016|  Futuro do For o

DME Mo, 15850115 Arsgrzry OME b {545 011% Iy ®

Instructions for Payer
1i_Rents 2 es 1_Rents 2 To Form 1099-MISC, use:

= the 2016 General Instructions for Certain Information

3_Other income 4_Fed. income tax withhald 3_Other income 4_Fed. income tax withheld Returms, and
= _the 2016 Instructions for Form 1099-MISC.

*EFile Service

This link provides more information regarding how the EFile Service works along with
instructions. There is a processing fee for this service. Talk to your Sales Consultant for more
information.

http://help.shelbyinc.com/Financials/PDFs/How to Use E-File with Financials.pdf
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Review of Other Reports in Accounts Payable

Not all customers will need all of these reports. Run them on your own data to see if they provide useful
information.

Reports = Modify

Cash Requirements
Aged Analysis

Vendor Summary
Contractor Report
Vendor List
Distribution Information

1099s

Vendor Labels

Cash Requirements — Just what it sounds like. A report to run before printing checks to see how much
cash is needed.

Aged Analysis — Allows you to print invoices by due date or invoice date and shows all current, future,
and past due invoices in a 30, 60, or 90 day-old format.

Vendor Summary - Provides a list for each Vendor showing the total number of invoices, net amounts
paid, and discounts to each vendor. Comparisons of the currently selected year to previous year are also
shown. The Last Invoice column refers to the last invoice for the current fiscal year. Helpful when
determining which vendors to inactivate.

Contractor Report - Prints a report for contractors that should be sent within 20 days of a contractor's
payments or contract agreements that exceed a specified amount. California requires this type of report
displaying a list of vendors paid $600 or more since the last report.

Vendor List - Prints a full or summary list of vendor information.

Distribution Information - A list of all distributions (% based distribution of Accounts) created in
Accounts Payable.

Vendor Labels - Print labels for all or a selection of vendors.
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General Ledger

Exercise: Create a Manual Journal Entry

1. Navigate to General Ledger -> Enter -> Manual Journal.

2. Enter as shown below:

1. Today’s date: 6/5/2018

2. Journal Type is JE Miscellaneous Journal Entry
3. Description: reclass printing
4. Debit Accounts 1-40-52310 for $52.50
5. Credit Accounts 1-50-52310 for $52.50
Home > General Ledger > Unposted Journals > Update n ©  ~ddTo My Tasks
p Journal Number not assigned
* Date * period Journal Type * Description

6/5/2018 i 12 June v JE Miscellaneous Journal Entry v reclass printing

C’ Send Entry to Bank Account Management? Create Reversing Journal in Next Perio@

DetaiLs ATTACHMENTS NoTe
Add 20 | New Lines '{F‘
Date Account Description Project Debit Credit
© (6/5/2018 s 1|Q| 40 Q|52310 Q reclass printing Q $52.50 $0.00
€ (6/5/2018 s 11Q] 50 Q52310 Q reclass printing Q $0.00 $52.50 '{r"

2 items

Fund Church
Department Youth
Account Printing/copier

Project

$52.50 $52.50

Reset or Cancel

Use your <tab-> key to move between fields.

The Journal dates and descriptions copy to the detail lines.

Send Entry to Bank Account Management if entry contains an Asset account linked
to a Bank Account.

Create Reversing Journal in the Next Period? When selected, a reversing journal is
created for the next period after you click Apply or Update. The reversing journal is
the same as the original except the debits and credits are reversed. The Date of the
reversing entry is incremented by one month and assigned to the first day of the
month. (For example, a journal March, with a date of 3/23/18, when reversed will be
the period of April with a date of 4/1/18.)

3. Click Update button to Save.
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Exercise: Manage Unposted Journal

After you Update your Journal Entry the Manage Unposted Journal filter will appear.

1. Using the Period pull-down menu, change the Period to 12 June.
2. Change the User to Ima Excited.
3. Click Search.

Filters

L4 Journal Types |Not Filtered hd
Y Journal Number | Show All \
Date_ Show All v
Period 12 June A
User Ima Excited hd
Pending ' Show All v
I

1. Select the journal you created, then click Journal Edit Report.
2. Close Report when you’ve finished reviewing report.

e Import Journals — Use this link, and corresponding help file, to import journals using Excel.

3. Click Post Journals.

\idd New Journal } View|AII v(lmpor‘t JournaID
Type Journal # | Date Period User Description Amount Note Attach Pending? Setup

6/5/2018 Ima Excited reclass pninting
1 entries $52.50

= 1.0 13| Change Year |  Post Journals

shelbysystems

35



4. Click on Report Preferences (light blue bar above the print screen) and change Options as
needed.

5. Click Run Report to apply changes.

6. In this exercise, we will not print or export the report. Click Finalize Post.

Home > General Ledger > Unposted Journals > Posting List of Journals

Report Preferences

OPTIONS

Change Appearance? Trebuchet M3 v |8pt -
Report Options Print Journal Notes?
Print Setup Information?
Page Break Options '® none By Type of Journal By Journal Number

Sort Detail By '® Account # Sequence Entered

PN ET G 8l Clear Preferences Cancel

‘ 0 0 |< < i of 1 ) )' Excel Worksheet ¥ | Export E

Posting List of Journals Period 12 June
Company#: 1 Hame: First Church
Fiscal Year Beginning 7/1/2017

Date Account Number Hame Description/Project
JET 6/5/2018 reclass printing
6/5/2018 1-40-52310 Printing/copier reclass printing
6/5/2018 1-50-52310 Printing/copier reclass printing
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Exercise: View Posted Journals for 52310 Year to Date

1. From the General Ledger choose View -> Posted Journals.
2. Search for posted journals Account Range for 52310.
3. Click the Search button to view the journals.

Home > General Ledger > Posted Journals

Posted Journals Filters

— Fund
Y Department
Account Range

Sub-Account

Journal Types

Journal Number
Projects
Description
Date

Amount

Show Summary Journal

ECIear Filters

[ Ja
[ Ja

152310 Q -|52310/ Q

| Show All \a

Mot Filtered

| Show All v |

Mot Filtered

Show All v

| Show All

Today :|
Last 7 Days
Maonth to Date
Previous Month
Specific

Selected Account(s)

Less than or equal
Greater than or equal

| fccannt Structura Account

Range
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4. Expand the Selected Accounts to show all the fund and departments associated with this
account.

Posted Journals Filters

]

Selected Account(s)

Account Structure

Account

1-30

52310 Printing/copier
52310 Printing/copier
52310 Printing/copier
52310 Printing/copier
52310 Printing/copier
52310 Printing/copier
52310 Printing/copier
52310 Printing/copier

52310 Printing/copier

—
/

e The Print Journal Inquiry Report button appears in the upper left corner of the page.

e An option to change the Posted Journal Column Option appears on the right corner of
the page.

e To see results for all months in the search range expand All Periods. To expand, click on

the Expand -> icon next to the period or double-click the period name.
To see results for a specific month expand that period.

Print Journal Inquiry Report I 202

ﬁ Posted Journals Column Options

Period Current Year Amount Budget Amount Current Year Total Budget Total
> All Periods
> July $716.67 51.416.74 §716.67 51.416.74
5 August $716.67 $1.416.66 51.433.34 $2.833.40
> September $916.67 $1.416.66 $2.350.01 $4.250.06
» October $716.67 $1.416.66 §3.066.68 $5,666.72
> MNovember $716.67 51.416.66 $3,783.35 $7,083.38
> December $716.67 51.416.66 $4,500.02 $8500.04
5 January $716.67 $1.416.66 §5,216.69 $9.916.70
> February $1.416.66 §5.216.69 $11,333.36
¥ 1§ March $1.416.66 §5.216.69 $12.750.02
> April $1.416.66 §5.216.69 $14,166.68
> May 51.416.66 $5.216.69 $15,583.34
5 June $3.925.00 $1.416.66 $9.141.69 $17.000.00
> Audit $0.00 $9.141.69 $0.00
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When viewing a specific journal the following options are available

e The journal related to the search results appears in bold.
e Reverse Only, Copy Only, and Reverse & Copy options are at this level.

e Drill-down options

Journal Number: AP 6
Period 2/

G T Ty

Deseription & yable Invoice End
Detans ATTACHMENTS MNoTte
Date Account Structure Account Dm!in‘!im Project Debit Credit
25110 Mortgage payab Rank of the Westiw! Bal Shee a $2.000.00
30910 Equity in preperty & equipment Eank of the Westi#1 a $2.00000
52310 Printing/copier Best Copier Service(31600)/Monthly Copier Lease = msao
1110 Intenest-otes Banik Westi1364) ort Faymt Interest Q $2.500,00
a 5200000
a $500.00
-0 a $5.711667
STTIEET  STTIEET
AR ] BH| Pogesre 100 * 7 iterns in | pages

Drill-Down Results

Journal Drill Down a

Journal: AP 6 Date: 8/10/2016

Description: |Accounts Payable Invoice Entries

Period: 2 August

Vendor Amount Discount
3 A-1Advertising $500.00 $0.00
3 Bank of the West $4,500.00 $0.00
~ (Fest Copier Service $716.67 $0.00
A
Invoice # Date Who Setup When Amount Discount
\- 33-082008 8/10/2016 All Modules 6/16/2016 371667 $0.00
.. R’
DetaiLs CAT[ACHMENTS NoTe D
Account Structure Account Description Check #  Check Date Amount Discount
1-30 52310 Printing/copier Monthly Copier Lease 370 8/10/2016 $716.67 $0.00

Exercise: Let’s review the most common General Ledger Reports.
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Reports
Detail Ledger

Spegjal Reports

Detail Ledger

Modify

Statement of Financial Position
Statement of Activities
Budgeted Financial Statement
Designated Fund Summary
Financial Spreadsheet

Comparative Trial Balance

Utilitie

Important! There are two tabs — Filters and Options.

shelbysystems

- 1 Church
0 Balance Sheet Accounts

Filters "'-._‘ Options
Account Number | Show All
Account Structure Specific
= All Less Than Or Equal

Greater Than Or Equal
Range

10 Genl Income

20 Personnel

30 Genl Operations
40 Children

50 Youth

60 Adult Groups

70 Worship/Arts

From Filters tab
choose Fund,
Department and
Account Number(s)

40



Home > General Ledger > Reports > Detail Ledger

Report Preferences

FILTERS OPTIONS
Change Appearance? || Trebuchet MS v [8pt v [100% v |
Filter By ( Period © Date from 1/1/2015 |[Hto 12/31/2016 | [

Report Options 7 Suppress Zero Balances?
@ Suppress Accounts With No Activity?
¥ But Show Accounts With Balances?
[ Include Projects?

Page Break Options ® none O Department

Clear Preferences Cancel

Financials = General Ledger = Reports > Detail Ledger (=]

Report Preferences

{ To change search criteria

| close Report | expand Report

&

|© © 1€ € 1 w1 > Ol [Exporeesthe seooted format vi{coport) 21| 8

Export to the selected format
Acrabat (PDF) file

CsV (comma delimited)
Excel Worksheet

PowerPoint Presentation

Rich Text Format pary - 12 June 1 Church
TIFF file

web Archive
Word Document
ou

Acc Reference Net Debit Credit Balance
40 Children

52170 Curriculum $125.00

50.00 50.00 50.00 §125.00

Account Totals: 50.00 $0.00 $0.00 $125.00
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Statement of Financial Position (Balance Sheets)

Financials = General Ledger = Reports = Statement of Financial Position

Report Preferences

S
Filters \ Options

=@ Al
& [@] 1 Church Choose Fund(s)
- [¥] 2 School

Run Report Clear Preferences

FILTERS OpPTIONS

Change Appearance? E” Trebuchet MS v |8pt v | 100% v ‘

Report Name |Balance Sheet |

Report Options 0 Suppress Zero Balances?
¥ Print Account Number?
) Show Sub Accounts?
[ Print In Landscape?
[ Print Totals Only?
[ Wrap Deseription?
[ Columnar By Period?

[ Columnar By Fund?

Pre-defined formats | Current Year Only v

Available Options: Selected Options:

% total assets current year - YTD Current
YTD Prior 1
¥TD Prior 2
YTD Prior 3
YTD Prior 4
¥TD Prior 5
¥TD Prior 6

FYE Current | << |
FYE Prior 1

FYE Prior 2
FYE Prior 3
FYE Prior 4
FYE Prior 5 h
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Home > General Ledger > Reports > Statement of Financial Position

{ Report Preferences

Close Report

00 KK

of 6 > >I Excel Worksheet

® Balance Sheet Fund: 1 Church
W ....Fund: 2 School

shelbysystems

¥ | Export "]

Balance Sheet for Period 12 - June
Company#: 1 Hame: First Church
Fiscal Year Beginning 7/1/20
Fund: 1 Church

Account

ASSETS
CURRENT ASSETS

CASH

10105 Petty cash

10110 ACB operating checking
10140 ACB payroll checking
10180 ACB savings

TOTAL CASH

11110 Accounts rec-registrations
11220 Pensions Receivable

Current

$250.00
5778,791.35
(519,515.29)
$430,567.00

$1,190,093.06

$3,045.00
$0.00
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Budgeted Financial Statement

Tip! Click on the Help icon to access instructions on how to create custom Budgeted Financial
Statement designs.

Financials = General Ledger = Reports > Budgeted Financial Statement

Report Preferences ’
‘ Filters % Options
I

Financials = General Ledger = Reports = Budgeted Financial Statement

Report Preferences

A S
Filters  \ Options

Account Type |.~'—HII Income and Expense Accounts ¥

Account Mumber | Show All ¥
Account Structure Specific
= [ Al Less Than Or Equal
g Greater Than Or Equal
_._| [ 1 Church Range

10 Genl Income
20 Personnel
30 Genl Operations
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FILTERS OPTIONS

Change Appearance?

Report Name

Report Template

Reporting Period
Report Type

Adjust Variable Budgets

Report Options

Line Spacing
# Decimals for Percents
Account Description

Page Break Options

Include Options

®' none

Trebuchet MS v|8pt ~

Budgeted Financial Statement

Standard ACTUAL

100% v

Select Different Starting Period for Fiscal Year?

¥/ Show Sub Accounts?

Print Whole Dollars?

¥ Print In Landscape?

¥ Show Totals for Each Level?

Single v

Or

12 June v

Detail v

® Yes No 100 %
Show Missing Budget as (-) Value?
Suppress Zero Balances?

v

Do not wrap account description

Department

Include Encumbrances?

1)

Print Percent of Year Completed In Heading?

Include Opening and Ending Balance for each Department?

Budgeted Financial Statement for Period 12 - June 100.00 %

Company#: 1 Name: First Church
Fiscal Year Beginning
Fund: 1 Church

Var. Actualto Var. Actual to

Acct # Description Budget Annual Budget for Period  Actual for Period Variance for Period Budeet YTD Actual YTD Annual Budget Annual Budset
Dollar %

Department: 10 Genl Income

INCOME

OFFERINGS
40110 Offering-Tithes/pledze $270,000.00 $18,080.28 $0.00 (518,080.28) $270,000.00 5270,544.00 5544.00 100%
40120 Offering-Tithes/nonpledge $800,000.00 551,802.40 50.00 (551,802.40) $800,000.00 5130,635.47 (5669,364.53) 16%
40140 Offering-Plate/loose cash $9,600.00 $633.60 $0.00 (5633.60) 59,600.00 $12,053.84 $2,453.84 126%
40180 Building Campaign $0.00 50.00 $0.00 50.00 50.00 $450.00 5450.00 %
40910 Offering-non cash/stocks $12,000.00 50.00 $0.00 50.00 $12,000.00 50.00 (512,000.00) %

TOTAL OFFERINGS $1,091,600.00 $70,516.28 $0.00 (570,516.28) $1,091,600.00 $413,683.31 (5677,916.69) 38%

OTHER INCOME
45110 Facility Use Income- 59,600.00 $800.00 $0.00 (5800.00) 59,600.00 50.00 (59,600.00) 0%
45120 Facility Use Income-5Schaal $24,000.00 $2,000.00 $0.00 ($2,000.00) 524,000.00 50.00 (524,000.00) 0%
45150 Interest Income 54,000.00 $3313.33 50.00 (5333.33) 54,000.00 50.00 (54,000.00) 0%
45190 Other Income 52,800.00 $233.33 $0.00 (5233.33) 52,800.00 50.00 (52,800.00) 0%
45190-1 Other Income - Missions 50.00 50.00 50.00 50.00 50.00 50.00 50.00 0%
45910 Gain/loss on sale of $0.00 50.00 50.00 50.00 50.00 50.00 $0.00 0%

TOTAL OTHER INCOME $40,400.00 $3,366.66 50.00 (53,366.66) 5$40,400.00 $0.00 (540,400.00) 0%

TOTAL INCOME $1,132,000.00 $73,882.94 $0.00 (573,882.94) $1,132,000.00 $413,683.31 (5718,316.69) 3T%
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Designated Fund Summary

Home = General Ledger = Reports = Designated Fund Summary

Report Preferences

FILTERS OPTIONS

Account Types E‘ Liabilities?

¥ Capital?
Account Number [Range + ] [30000 | to 39998
Account Structure
+ ¥ Al
¥ 1 Church
¥ 25choo

N UT T Al Clear Preferences Cancel

FILTERS OpTiONS
Change Appearance? | -|Trebuchet MS v |8pt v | 100% ~ |
Show Column Header as '® Receipts/Disbursements ' ' Credits/Debits

Report Options ¥ Suppress Zero Balances?
¥ Print Account Number?
' Show Sub Accounts?
" Wrap Account Description?

¥ Print In Landscape?

Page Break Options '~ none '® Fund
Line Spacing
Report Type |YTD v
Available Options: Selected Options:
Beg. Balance Opening Balance
Difference Credits/Receipts
Transfers & Adjustments Credits/Receipts ¥TD
Transfers & Adjustments ¥TD Debits/Disbursements
o Debits/Disbursements YTD
Ending Balance
> |
<< |
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Designated Fund Summary for Period 12 June

Company: 1 First Church
Fiscal Year:

LIAB & NET ASSETS
UNRESTRICTED

30110 General operations
30120 Bookstore & Coffee Hous

30140 Youth trips

30410 Board designated

30910 Equity in property & equi
TOTAL UMRESTRICTED

TEMP RESTRICTED
31110 Benevolence
31130 Missions-home
31150 Missions-overseas
31170 Missions-trips

311%0 Emergency relief
31200 Memorials

31780 Building Fund
TOTAL TEMP RESTRICTED

PERM RESTRICTED
32110 Endowment
TOTAL PERM RESTRICTED

MET ASSETS
TOTAL LIAB & NET ASSETS

Fund: 1 Church

Opening Balance Receipts Disbursements Ending Balance
5965,990.48 520.00 518,793.50 5982,807.09
$3,176.95 50.00 5500.00 52,676,995
$2,400.00 50.00 %0.00 %2,400.00
$10,000.00 50.00 %0.00 $10,000.00
$2,990,800.00 50.00 %0.00 $3,004,800.00
53,972,367.43 $20.00 $19,293.50 54,002,684.04
$7,378.00 50.00 %0.00 %8,878.00
$5,633.02 50.00 (5450.00) %6,933.02
$1,653.85 50.00 5450.00 %2,803.85
59,811.25 50.00 50.00 $70,831.25
54,620.00 50.00 50.00 %6,290.00
5360.00 50.00 $0.00 5525.00
5202,811.10 50.00 %0.00 5318,986.10
§232,267.22 $0.00 50.00 5415,247.22
5250,000.00 50.00 50.00 5250,000.00
$250,000.00 $0.00 $0.00 $250,000.00
54,454,634.65 $20.00 519,293.50 54,667,931.26
54,454,634.65 $20.00 $19,293.50 $4,667,931.26
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Review: Changing Default Period

Each month it is a best practice to change the Default Period
and close any months where the bank accounts have been
reconciled and the financial reports issued. It might also be a
good idea to close future months.

1. From the General Ledger, choose Modify -> Company

Information.

2. Change Default Period.

3. Click the Update button.

Home > General Ledger > Company Information

Add New Company

* Company #

* Name

Address Line 1
Address Line 2

Postal Code

* City

Country

Phone

Web Site

Federal Tax ID Number

Default Year

Note

1
First Church

7345 Goodlet Farms Parkway

Modify

Company Information

Utilities Help

Year and Periods
Account Structure

Chart of Accounts
Budget Information
Project Information
Journal Type Information
Special Reports Setup

Budgeted Financial Formats

38016 Mote: Enter postal code to auto-fill the City and State.
IMemphis * State | Tennessee A
US - United States A

(901) 876-5638

[12-3456789 -

[~ Default Period | June v

¥ Send Entry to Bank Account Management?

Create Separate Bank Items For Each Detail Line?

¥ Require the Posting Date and the Period to match on all Journals?

This is a note

Reset or Cancel
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Exercise: Close months July through April along with the audit period.

1. From the General Ledger, choose Modify -> Years and Periods. You will be in the default year.

2. Click in the check boxes to close Periods July through April along with the Audit period as
shown.

3. Click the Update button.

Home > General Ledger > Year Period
Add New Year
* Begin Date |7/1/20" * End Date |6/30/20
* Number of Periods | 12 ¥ Include Audit Period? L Close Year?
NoTte ATTACHMENTS
o
Period Information Closed?
1 ‘July ‘ _l"ﬁ 7 ‘January | W
2 ‘August ‘ % 8 ‘February | 7
3 ‘September ‘ 4 9 ‘March | L4
4 ‘October ‘ 4 10 ‘April |
5 ‘November ‘ o 11 ‘May | o
6 ‘December ‘ L4 12 ‘June | o
Audit | @
Update ;Reset or Cancel
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Review: Account Structure — Funds & Departments

1. From the General Ledger, choose Modify -> Account Structure.

2. To add a New Fund, click the Add New Fund Name button. To add a New Department,
expand the fund and click Add = icon.
e To edit a fund or department click on the Edit : "icon.
e To delete a fund or department click on the Delete & icon.

3. Click Update to Save.

Financials = General Ledger = Account Structure
Expand All Collapse All Settings
Lewvel Mumber Mame

E + V4 €  Fund Name 1 Church
’ € Department Name 0 Balance Sheet Accounts
’ € Department Name 10 | Genl Income
’ € Department Name 20 Persennel
’ € Department Name 30 | Genl Operaticns
’ € Department Name 40 Children
’ € Department Name 30 | Youth

Update Department Name |
" Number IEI ‘ Fund Name 1 Church |

* Name |Genl Operations

¥ Active?

To inactivate,
uncheck.

shelbysystems



Exercise: Add a New Account to Chart of Accounts

A new Temporary Restricted Fund for the Children’s Home needs to be added to our Chart of
Accounts. Because it’s a restricted fund, we’ll need to add three accounts:

31115 as Capital account to Balance Sheet (closing account)

41115 as Income account to Fund: Church Department: 100 Designated Closes to 31115
81115 as Expense account to Fund: Church Department: 100 Designated Closes to 31115

1. From General Ledger choose Modify -> Chart of Accounts.

Home > General Ledger > Chart of Accounts

Filters

[E— Account Type {®| Balance Sheet Income and Expense Show Inactive

Y Fund 1| @, Church

2. Choose the Balance Sheet and Fund 1 then Click Search.

Home > General Ledger > Chart of Accounts

Filters
Expand All Collapse All B.CCEE T WL A | Add Sub-Account |
Account Number Usage Account Type Name
+ + 7 € 10000 - 19999 Asset ASSETS
£ kj'-+ 7 € 20000 -39999 Capital LIAB & NET ASSETS

3. Click the Expand icon next to the account range of 20000-39999.
4. Continue Expanding the ranges until you get to 31100-31993 TEMP RESTRICTED.
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5. Click the Add " icon next to the 311000-31993 Range as shown.

Home > General Ledger > Chart of Accounts

Filters
Expand Al Collapse All [ Add Sub-Account |
Account Number Usage Account Type  Name
i € 10000 - 19999 Asset ASSETS
= €© 20000 - 39999 Capital LIAB & NET ASSETS
€ 20000 - 29995 Liability LIABILITIES
€ 30000 - 39995 Capital NET ASSETS
€© 30000 - 30993 Capital UNRESTRICTED
# 3 € 31100 - 31993 Capital TEMP RESTRICTED
S0 3110 ©  Capital Benevolence
+_ 0 31130 ©  Capital Missions-home
+_ * 0 31150 ©  Capital Missions-overseas
&S O 370 O  Capital Missions-trips
&/ O 3190 ©  Capital Emergency relief
g/ O 31200 © | Capital Memorials
&S O 31780 ©  Capital Building Fund
4 dpS @ 32100-32993 Capital PERM RESTRICTED

e Note: the Add Account button at the top of the grid can also be used to enter new

accounts.

6. Enter the new account, 31115 Children’s Home, as shown.

7. Click OK.

Add New Account B

* Account # 31115

* Name Children's Home

¥ Active?

Prevent Use of Manual Journal?

Account Type | Capital

Note

Fund 1 Church

Department 0 Balance Sheet Accounts
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8. Navigate back up to the top of the page and Click on Filters and choose Income and
Expense, Fund 1 Church, and Department 100 Designated and Click Search.

Home > General Ledger > Chart of Accounts

Filters

Account Type () Balance Sheet ® Income and Expense | Show Inactive

A
Y Fund Q, Church

Department ), Designated Gifts

9. Click Expand All then click Add Account button from the top menu.

Home > General Ledger > Chart of Accounts

‘ Filters
| ExpandAll,l| Collapse All | [ Add Sub-Account
ﬁ Account Number Usage Account Type Name
] g/ © 40000 - 89996 Income NET INC/(EXP)
4+ dp/S © 40000 - 49995 Income INCOME
$FS O a0 € Income Offering-Benevolence
&S O 4130 €  Income Offering-Missions Home
&S O 4150 €  Income Offering-Missions Overseas
$/ O 4170 €  Income Offering-Missions Trips
FS O 4119 €  Income Offering-Emergency Relief
&S O 41200 €  Income Offering-Memorials
&/ O 41780 €  Income Offering-Building
4 s/ © 50000 - 89995 Expense EXPENSE

Fs O 810 €)  Expense Benevolence
&7 O 81130 €)  Expense Missions Home
&7 O 81150 €)  Expense Missions Overseas
&/ O 8170 €)  Expense Missions Trips
&/ O 81190 €)  Expense Emergency Relief
&7 O s1200 €)  Expense Memorials
&S O 81780 €)  Expense Building WIP
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10. Enter 41115 with the Description of Children’s Home as an Account Type of Income and
the Closing Account of 31115 Children’s Home then click Apply.

Add New Account a

* Account #

* Name

Account Type

Closing Account

GAAP Restriction Type
Functional Expense Type

Note

41115 Fund 1 Church

Department 100 Designated Gifts
Children's Home

¥ Active? Prevent Use of Manual Journal?
Income
31115 Children's Home

None

None

Add to Levels... No Levels Selected

ﬁ Reset or Close

11. Next Enter 81115 with the Description of Children’s Home as an Account Type of Expense
and the Closing Account of 31115 Children’s Home then click OK.

Add New Account x|

* Account # (31115 Fund 1 Church

Department 100 Designated Gifts

* Name |Children's Home

¥ Active? Prevent Use of Manual Journal?

Account Type | Expense

Closing Account | 31115 Children's Home
GAAP Restriction Type | None
Functional Expense Type |None

Note

Add to Levels... No Levels Selected ﬁ Reset or Close
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Exercise: Editing a budget amount.

Various methods for entering the budget are available including importing. For this exercise,
we’ll just edit one account manually.

1. From the General Ledger, choose Modify -> Budget Information.
2. Filter to the Church Fund, Youth Department 50 then click Search as shown.

3. Click the Edit < icon next to 52410 Weds Night Program.

Filters
= Fund 1| @, Church
Y Department 50| @, outh
Account Range | All Accounts v
Budget Revision |0 Original v
Show Inactive Accounts
J— et o Cancel
View Selected
Account# Name Account Type Distribution Type Current Budget
D 43110 Activities ncome by Period $3,600.00
D 43140 Camps Income by Period $29,500.00
D 43210 Youth Trips ncome by Period $12,500.00
D 52230 Ministry Contacts/Gifts Expense by Period 51,800.00
D 52270 Cutreach Expensze by Periad 52,200.00
D 52280 Postage/shipping Expense by Period $900.00
D 52310 Printing/copier Expense by Period $1,800.00
D 52315 Resource Material Expense by Period $1,200.00
D 52320 Small Equipment Expensze Annual £900.00
D 52340 Supplies Expense by Period $450.00
D y 4 52360 Teacher Development Expense by Period 51,150.00
D 4 52390 Videos/CD's/DVD's Expense by Period $800.00
D V4 ) 52410 Weds Night Program Expensze Annual $3,600.00
D ¢ 53110 Activities Expense by Period 54,900.00
D rd 53140 Camps Expense by Period $36,000.00
D 4 53210 Youth Trips Expense by Period $12,000.00

4. Change the Annual amount to $5,000.00 then click Done.
e When entering multiple budget amounts, press the <enter-> key (or click the Next
button) to go to the next account.
e Options for budgeting each account:
Annual — Divides amount by 12 and distributes by period.
By Period — Manually enter amount when expenses are anticipated.
By Prior Year % — Distributes amount based on last year’s spending.
By Prior Budget % — Distributes based on last year’s budget %.
By Defined % — Distributes amount based on manually entered %.

VVVVY
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Payroll

Exercise: Run a payroll for Semi Monthly employees.

1. Change the Financial Settings to ABC Payroll Checking Account!
2. From Payroll Choose Enter -> Employees to Pay.
3. Using the Filters select # Pay/Year: Semi-Monthly.

Home > Payroll > Payroll Processing > Employees To Pay

# Pay/Year |24 for Semi-Monthly v
Deduction Cycle | 1st Pay Period v 0
Pay Group  All Selected i

Distribution Selection Date |5/1/2018 ﬁ (1)

< Salaried? Include salaried records when entering hours?
¥/ Hourly?
Use Regular Hours information from last payroll?
Include Scheduled Time off hours? 0
Sort By '®*' Employee Last Name?

Home Department?

Reset or Cancel

4. Change the Distributions Selection Date to 6/1/2018. This is the 1%t day of the pay

period.

Select Salaried and Hourly.

Ensure all other selections are the same as the image shown.

Click OK.

Enter the following hrs. for each employee. Click Next to go to next employee.
Click Finish after Lanette.

e S
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Hourly Timesheets:

Jim A. 86 regular hrs.

Rebecca A. 44 regular hrs.

Matt H. 40 regular hrs. for Administration
Matt H. 40 regular hrs. for Facilities
Susan M. 58 regular hrs.

Lanette S. 68 regular hrs.

Total of 336 hours

Company: 1 First Church ~ Fiscal Year: 17-18  Period: 12 June  Bank Account: 1-10140 ACB payroll checking  change

Home > Payroll > Payroll Processing HE O acmomys I
Filters v ‘

Select Employees To Pay Clear Employees to Pay Time Clock Import ﬁ Distribution Selection Date |6/1/2018 ] 0

Name Hours Compensation Deductions Taxes Net

s /O Anderson Jim 86.00 $1.462.00 $146.20 $151.13 §1.16487
s / © Atlas Rebecca 4400 $352.00 $0.00 §26.92 $325.08
y /' O BladBil 00 $2,994.79 520848 $0.00 §2,786.31
sy /7 © Fdwards, Blake 00 $1,33333 $50.00 521481 51,068.52
3 /@ Hascher Matt 80.00 §710.00 §25.00 §90.11 $594.89
s /@ Jackson, Wiliam 00 $2,65833 $11208 $150.00 $2,396.25
> . " @ Jordon, lanice 00 $1.33333 $100.00 520240 §1.03093
> 4 € Martin, Susan M - Susan M 58.00 §522.00 $0.00 $59.42 $462.58
3 /7 © Randolph Nancy 00 §1,56333 §150.00 522015 §1.213.47
s /7 @ Stewar Lanette 68.00 $1,088.00 $0.00 §166.61 §921.39
s / © Udall Randy 00 §1,54167 $0.00 $325.99 §1,21568
336.00 §15.578.78 $791.76 $1.607.55 §13.179.47

M| 4 | 1‘ P M Page size:| 100 ~ 11 items in T pages

10. To verify the payroll, click the Payroll Edit Report. If there are any changes needed, click

the Edit - icon. To delete an employee from this payroll run, click the Delete & icon.
11. Click the Process Payroll button to proceed.
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12. Enter the Check Date of 6/15/2018 and the Pay Period from 6/1 to 6/15/2018.
13. Accept whatever the First check # appears (may vary in this test database).
14. Click OK.

Check Information [

‘You have 1-10140 ACB payroll checking selected as the
bank account to use for this payrall.

Check Date |6/15/2018 | E®
Pay Period from |5/1/2018 = to 6/15/2018 |ER
* First Check # |400 # of checks: 8, vouchers: 3

Email Vouchers?

Payroll Check Register Settings

Do not process ACH direct deposits (Print checks for all)? €}
Do not accrue time off hours?
Print in home department sequence?

Print time off available hours?

Cloze
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15. When you see checks, it’s time to print! In this exercise, you just look at them.

e Reprint Checks button in right corner if needed. So don’t press continue until you
know your checks are good to go.
[ ]

16. Click the Continue button.

Company 1 First Church  Fiscal Yoar: 1710 Pariodk 12.une  Bank Account: 1-10140 ACB payro checking ¢

Home > Payrall > Payroll Processing > Process Payroll [1]
 Continue [0 —
iaﬁi(( T w2 N '?xm,ﬁila,

=

Emoloyes: Mr. Jom Anderion  Home Departmest; Pl Plant.

Uhech®: 180 utes 6/B72018 For payredl from 5/28/1018 to 6/87 1076
Desgrction o Bast
Facility Staff [Reg)
lective Defermal. 145200
Fedenl Withholding 121580 nn e
Social Security 1,680.00 WAL ua
Vedicare 148000 ux B4
Comomrnation Dedtion Ipe -} Conlyh
Tl Chech 146100 1420 LA L RAAT E
0 2%m W0 fna 43536 L)

17. If using ACH, an ACH Verification Report and Vouchers are generated for printing.
18. Click Continue.

Home > Payroll > Payroll Processing > Process Payroll (2]
[@© 1K € i Jus2 2l v e (@] 8 (O]

W ACH verification Report

® \Vouchers

ACH Verification Report Compary Hame: First Church
Consary®: 1 Hame: Fiest Charch Comparry ID & 1123456789
Effective Date: 8872018

Immeediate Destination I0: Immediate Origin 10:
Immediate Destination Rame: Immediate Origin Name:
Transaction Date:  3/16/2018 Tramsaction Time: 1812
Emadled
Azet Tvoe  PankBouting ¥ Bank Accoumt & DepssitAmoynt Hame D Mame Traser#  Moucher
Chexching VB 1349678 51,008.51 333 Edwards, Blake 0000001 Mo
Checiing Ti88a8TES S421458UTHRASE548 559459 285 Hascher, Natt 0000002 o
Checking 122187238 BATIM 21397 1n FRandolph, Hancy 0000003 Ho
Company Totsl 52,876.58

Total Number of Transactions: 3
Humber of ACH Youchers: 3

Home > Payroll > Payroll Processing > Process Payroll 0

[IEETTIEEN - vosng 0ot 557015 |8 ¥ st ity toGeor Lo bt ity ) 1< Donrload ACH File

100 I € i ws ) Mrwimites v e 8] @ [T

B Payment Register

# Distribution Summary

- Payroll Fayment Register for Check Date: 6/4/2018
8 Deduction Summary Comparny¥: 1 Rames First Church
8 Employer Matching Contribution £ wﬁmlwg
Bank Acoount 1-10140 ACE payrell checking
Pay Period from /2872018 to 6/8/2018

Checkd Hame Bos  Hows  Cowemetin Dot Too et
W Anderson, Jim

19. Print Register, Summaries, and Matching reports (if applicable).

20. Remember to Download ACH file, if you use ACH, before proceeding.
21. Click Finalize Post.

22. Click OK.
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Exercise: View a Detail Earnings Inquiry

ik wnN e

From Payroll choose View -> Earnings Inquiry.
Select an Lanette Stewart by clicking the Search “ icon.
Select Year to Date (payment) date range from the drop-down list.
Click Search.

Click on the Detail tab.

Print Preview to print the YTD detail or click on the Printer icon to print and

individual check summary.
Either can be saved as a pdf document and emailed to the employee.
Summary and Time Off Hours Views are also available.

Home > Payroll > Earnings Inquiry

Filters

Y

* Employee Lanstie Stewart (#1266) Q, @

Check Date |Year to Date

®' Regular or Manual Checks

v | 17172018 te 3/17/2018

Voided Checks
lear Filtars
Home > Payroll > Earnings Inquiry
Filters
Lanette Stewart — EEEETTE
Summary
Check # Date Hours Gross  Deductions Federal FICA  Other Taxes Net Non-Cash Joumnal
Detail -
= s 3449 018 80.00  $1.280.00 50.00  $137.63 59792 5000 §1.044.45 50,00
ime urs
y 35208 m 80.00  $1.280.00 5000 $13763  $97.92 $0.00  $1,044.45 50.00
s 3608 20018 80.00  $1,.280.00 $0.00  $137.63  $97.92 S0.00  $1,044.45 $0.00
240.00  $3,840.00 $0.00 $412.89 $293.76 $0.00 $3,133.35 $0.00

L)l a)l7]pln)  Pagesizer|100 v

3 items in 1 pages
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Exercise: Run Employee Earning Report and Export to Excel

1. From Payroll choose Reports -> Employee Earnings
2. Select the Range 1/1/2018 to 3/31/2018.
3. Filters and Options tabs and then click the Run Report button.

Home > Payroll > Reports > Employee Earnings

Report Preferences

FiLTERS OpTIONS
Check Date | Range v | |1/1/2018 ERto |3/31/2018 | ER
Employees All Selected M
Home Department Mot Filtered hd

Check Types '® Regular and Manual Checks Void Checks

Clear Preferences  Cancel

4. Click on the Options tab and choose the Report Type Employee Summary Only, check to
include Compensation, Deductions and Taxes along with Export to Excel.
5. Click Run Report.

Home = Payroll > Reports > Employee Earnings

Report Preferences

FiLTERS OPTIONS

Change Appearance? Trebuchet MS v i|8pt v |100% ¥
Report Type | Employee Summary Only ¥
Report Options

vl

vl
Include Zero Amount Checks?
Print Social Security # | Mo v

Export To Excel?

U LLGET T B Clear Preferences Cancel
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6. When the Save As window appears, Save it to the desktop with its current name

(Report.xlsx) and click Save.

7. Open Excel file on desktop and view. Close when you’re finished.

A B( D EFGE JELD N OFQF
Employee Earnings Report
Company#: 1 Name: First Church
From 1/1/2018-3/31/2018
1
Administration
3 |Name Staff Auto Allowance Cell Allowance
4 |Able, Hourly Single 1 OR 1,320.75
5 _Able, Salary Married 1 OR 1,583.41
6 |Able, salary Married 3 OR 1,193.85
7 -Access, Paortal 3,076.96
g -Agard, Steve 50.00
g -Anderson, Jim
10 |atlas, Rebecca
11 |Black, Bil 1,624.98 255.00
12 | Edwards, Blake 7,999.93
13 |Hascher, Matt 990.00
14 |Jackson, William 600.00
15 |Jordon, Janice
16 _Martin, Susan M - Susan M
17 | Randolph, Mancy
18 |stewart, Lanette 3,840.00
19 udall, Randy
20
21 | Totals " $20054.95 "  $2,224.98 " $255.00 "
24 Report Totals Compensation " $88,079.69 Non-Cash Comp. 7
26 | Deductions " 64,448.39
Can | . Tavas ¥ Ean ann s
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Exercise: Run the Information Format 941 Summary to aid with tax payments

1. From Payroll choose Reports -> 941 Summary
2. Choose Format Options: Informational Format
3. Select the Range 6/1/2018 to 6/15/2018.

4. Run Report.

Tip! Check your balance sheet withholding accounts. They should match the amount of
withholdings that should be paid within a few pennies. Those pennies can be included in your
quarterly payments to zero out those accounts.

Home = Payroll = Reports > 941 Summary

Report Preferences

FILTERS

Format Options IRS Format

* Informational Format

Check Date |G/1/2018 B to 6/15/2018 |[EH
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Exercise: Run 941 Summary IRS Format

Home > Payroll > Reports > 941 Summary

Report Preferences

FILTERS OPTIONS OTHER INFORMATION

Format Options [s||rS Format
" Informational Format

Calendar Year |2018 »

Reporting Quarter | 1 - January to March v

| RunReport |

1. From the 941 Summary Report, Select IRS Format Option then Calendar Year and
Reporting Quarter.

2. Click on Options tab and enter as appropriate.

3. Click Run Report. In this exercise, we’ll choose the Pdf to Print filing option.

Home > Payroll > Reports > 941 Summary

Report Preferences

FILTERS OpTIONS OTHER INFORMATION
* Number of Employees on 3/12 16| €) Adjustment for Tips & Group Insurance $0.00
Calculated Deposits for Quarter $7,47964| @
Fractions of Cents $0.04/ @y
If Overpayment ¢) '® Apply to Next Return " Monthly Depositor
0
'/ Send a refund 0 Third Party Designee

Filing Options ' Efile
'®! Return Pdf To Print
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4. Click Other Information tab. This information is required for the form to print.

Report Preferences

FILTERS OPTIONS OTHER INFORMATION

Signer Information

* Mame of Signer |David Zimmerman |

* Title of Signer |Business Manager |

* Phone |(001) 555-2345

* Email Address |training@5helbyinc.com |

Preparer Information

Firm Name of Preparer | |

Preparer Name | |

Address 5950 Scofield Cv |

City State |Tennessee v | Zip |38018-7904
N | e[

rorm 941 for 2016: Employer's QUARTERLY Federal Tax Return 970114
(Rev. January 2016) Department of the Treasury -- Internal Revenue Service OMB No. 1545-0029
Report for this Quarter of 2016
Employer identification (EIN) 12-345678%9 (Check one.)

1: January, February, March
Name (not your trade name) FIRST CHURCH

[ 2: April, May, June
Trade name (if any)

[:l 3: July, August, September
Address 7345 GOODLET FARMS PARKWAY

[:I 4: October, November, December

MEMPHIS TN 38016 Instructions and prior year forms are
available at www.irs.gov/form341.

Read the separate instructions before you complete Form 841. Type or print within the boxes.
Part 1: Answer these questions for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter4) .. .. 1 ‘ 16 ‘

2 Wages, tips, and other compensation. . .. .. ................ouiit i 2 ‘ 47493.8 5‘

3 Federal Income tax withheld from wages, tips, and other compensation. . . .................... 3 ‘ 3283.4 0‘

4 It no wages, tips, and other compensation are subject to social security or Medicare tax. . . . ... .. D Check and go to line 6.
Column 1 Column 2

5a Taxable social security wages. . ... .. .. | 27425.07‘ x.124 = | 3400.71‘

5b Taxable social security tips. . ......... | 0. OO‘ X.124 = | 0. OCJ

5C Taxable Medicare wages & tips. ... . . .. | 27425.07‘ x.029 = 795.33J

5d Taxable wages & tips subject to
Additional Medicare Tax withholding . . . I

0.00‘ x.009 =
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Exercise: Print W2s

From Payroll choose Reports -> W2s.

Change the Calendar year to 2017.

Report Type to Print W2s.

Sort Order is Alphabetical.

Choose Form Type Blank Nelco Forms.

Forms to Print Universal.

Click Run Report.

Click Save and Open the Universal PDF Files in zipped folder.
e W3 Contact Info
e Electronic File Ino

O NV AEWNE

Home > Payroll > Reports > W2s

Report Preferences

Calendar Year

Report Type |Print W2s v

Sort Order '* Alphabetical
Home Department
Form Type ® Blank NELCO Forms ¥/ Print Federal Copy A and W3 copy A to blank paper?
Preprinted Forms
Form to Print | Universal v
“ Include W3 with W2s?

Employees Mot Filtered e

CompPAaNY INFO. W3 ConTACT INFO.

* Company Name |First Church
* Address Line 1 7345 Goodlet Farms Parkway
Address Line 2
* City |Memphis * State | Tennessee v * Zip 38016

* Phone Number (901) 876-5638
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5154.00 7588.28 |

6154.00 798.28 6154.00 T9E.28
1 W  fips. other comp. |2 Fed. income tax withheld 1_Wages, fips, other comp. |2 Fed. income tax withhald
6154.00 381.5¢6 §154.00 381.58
3 Social i 4 Soc. sec. tax withheld 3 Social securi s 4 5Soc. sec. tax withheld
6154.00 95.24 6154.00 §9.24
5 Medicare wages and tips |6 Medicare tax withheld 5 Medicare wages and tips |6 Medicare tax withheld
Emginyors nama, address, and 1P ods Empioyers name, address, and 2P coda Employar's nama, ackdrass, and 1P coda
First Church First Chuxch First Church
7345 Goodlet Farms Parkway 7345 Goodlet Farms Parkway 7345 Goodlet Farms Parkway
Memphis TH 3801& Memphis TH 38301& Memrchis TN 38016
7 Social security tips 8 Allocated fips 7 Social security tips 8 Allocated tips 7 ‘Social security tips 8 Allocated tips
9 Vedification code 10 Dependent care benefits 9 Verification code 10 Dependent care banefits o Verification code 10 Dependent care benefits
11 Nonqualified plans 12a 11 Nonqualified plans 12a 1 qualified plans 12a
12b 12 12b
19 T e e 120 SEL B RV 120 (R T P
| | 12d | | 12d | l i2d
14 Employes’s S5N 14 Employee's 55N 14 Employee’s S5N
123-25-1234 123-25-1234 123-25-1234
Employer ID number (EIN) Employer 1D number (EIN) Employer 1D number (EIN)
12-3456789 12-3456788 12-345678%
L e L frr .
Portal Access Portal Access EPortal Access
HH jaie) HH
npiy aridinss, and AF coce | Empinyoa’s name, address, and 2P code nama, address, and AF coa
IS&.IEwmlnm 16 s tpes, oie. |17 15»! 16 e, s, el | 17 Stalo moome tax 15 = | Empioyors stato 1D numbar 16 statn wages, tps, oie. | 17 Stato noome tax.
M3 §154.00 ZZ0.00 M3 5154.00 220.00 [ 6154.00 ZZ0.00
18 Local wagus, bps, o 18 Local nooma tax |20 Locaky nama 18 Locat wages, tips, aio. 18 Local incoma ta 20 Locatty name 18 Local wages, sps, e, 18 Local ncoma tax 20 Locary rama
Wage and Tax Statement Form Wage and Tax Statement Form Wage and Tax Statement Form
cuw B Ths information = baing heshod to iha (RS, w_z Cop‘y 2 w_2 cnw 2 w_z
To Boe Filed With Employee’s To Be Filed With Employoe's State, To Be Filed With Employee’s State,
FEDERAL Tax Return. 2017 Cily, or Local Income Return. 2017 City, or Local Income Tax Return ' 2017
~ 7 W2u  nNiFzseiais ' o Copyright 2017 Grealland/Nelco
£154.00 798.28 Instructions for Employee :mmlm Furm 100 or Fim 1040 o dutaies
" - Box 1. e ihe amount an tha @ of our i ratn. R
1_Wages, fips, other comp. |2 Fed. income tax withheld BOX 3. £t e oot oot ot e , ) Long Tom are Insance Gormcatts
@l54,00 381.5¢6 BoXx 5. vou * e, Tax mmlmmmmammmamk psn et
: - PR 3 i np k. o 1)
3_Sacial security wages 4 Soc. sec. tax BOX 6. Am_ icicias 1 45% Wockcars Tax wilihokd an a Modicars wages &5ps chownin b 1—-Adoplion 1). Compi , Guaitod Adapeon
6154.00 59.24 5 Tast on:amy of g & L V- i i
Box 8. not .1, 3 for i ==ncoT bom o porrstatul R (53 fnoiucied in boses 1, 3 (up o socil
5 Medicare wages and ips |6 _Medicare tax withheld LA N [ R, o e o A0 MR Pty g ) and 5. o Pt Tt s o poa, 4 eponie
| Wou must ke Foem 4137, Social Securfty and Modicas Tax on Linrporied Tip Incoma, with St kg
Emgioyars nama, addness, and AF cods. ous income Lot salun o supud i i it tharl Yol o T ¥ znl. Fiogcort on Foem B850, Hoalh
First Church mpmnlmwmllu’r‘vmunummmmﬂps.mhmaw;ﬁwmw e Acoounts BSAL -
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Exercise: Add New Employee Information

1. From Payroll choose Modify -> Employee Information.
2. Search for all Active, Full Time and Part Time Employees by checking each box as shown.
3. Click the Search button.

Financials > Payroll > Employee Information
Filters
L2 MName
Y Home Department Mot Filtersd -
Ethnic Group Mot Filtered b
Employment Status ¥ Active Terminated Inactive
Work Status ¥ Full Time #|| Part Time Temporary
Hire Date | Show All ¥
Termination Date | Show All v
MNext Review Date | Show All v
Rehire Date | Show All r

4. Click the Add New Employee link from this screen. Here is the new employee’s information
and Search for Tone, Barry. There is no one in the database with the last name of Tone.
5. Click Close to proceed to the Employee Information Update screen.

* Mame City State
o ==3

Name Gender Age City State ID# MNote

No records to display.

Click 'Select’ to use an existing record as an Employee
Click 'Close’ to add a new record as an Employee

\
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Assign the Home Department of Ministers.

Check the box Minister (this will Exempt them from the tax tables).
Add the Hire Date of 6/16/2018.

. Work Status is Full Time.

10. Employment Status is Active.

11. Add Next Review Date 6/16/2019.

12. Add Minister Date (Ordination) of 1/1/1984.

© 0N

Home = Payroll = Employee Information = Update

Title * First Name Middle Name * Last Name Suffix
" Employee (not set] O ¥ | |Barry A Tone v
Employee Information Home Department | Ministers A Hire Date |5/16/2018 | [
Compensations
¥ Minister € Termination Date m
Deductions
Taxes Work 5tatus | Full Time ¥ Next Review Date |5/16/2019 |
ACH Accounts Employment 5tatus | Active v Rehire Date o
Time Off Hours Ethnic Group | Not Assigned ¥ Minister Date |1/1/1984 bl
Phones
Secure
Emails
Time Clock ID Number 757 6y
Addresses
Can App Home Depar t(s)
Demographics Not Assigned
Attachments Administration
Ministers
Physical Plant
Preschool
Support Staff
Note
e

" TTET 0 Reset or Cancel ( Previous ][ Next

shelbysystems

69



13. Click on the Compensation tab, and click the Add New Compensation link.
14. Choose Compensation of Salary/Hourly (Regular Wages).

15. Choose Distribution Pastoral Salaries.

16. Change the Starting Date to 6/16/2018.

17. Change #Pay/Year to 24 for Semi-Monthly.

18. Add the Annual (Salary) Amount of $45,000.

19. Click Apply.

Add New Compensation n

Compensation | Salary/Hourly(Regular Wages) v
Distribution | Pastoral Salaries v
¥ Active?

Time Clock Defaultz €0
¥| Scheduled Time Off Hours Default? €0
Starting Date |6/16/2018 |
Frequency | Regular Basis ¥
# Pay/Year | 24 for Semi-Monthly v
Pay Group |Normal Payroll v

Classification '® Salaried Hourly

Pay Rate Information Information Only
* Annual Periodic

Annual Rate | 54500000

First Check Amount: $1,875.00

Remaining Checks: $1,875.00

Worker's Compensation | Not Assigned v
Project Q

Mote

ﬁ Ca nee
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Add New Compensation m

Compensation | Housing allowance to purchase or rent a home v
Distribution | Pastor Housing v
¥ Active?
Time Clock Defaul? €3
Scheduled Time Off Hours Default? €
Starting Date |6/16/2018 | HH
Frequency |FRegular Basis ¥
# Pay/Year |24 for Semi-Monthly v
Pay Group | Mormal Payroll v

Classification '® Salaried Hourly

Pay Rate Information Information Only
*' Annual Periodic

Annual Rate| 525,000.00

First Check Amount: $1,041.59
Remaining Checks: 41.04167

Worker's Compensation | Mot Assigned r
Project Q

MNote

20. Choose Compensation of Housing Allowance to Purchase or Rent a Home.
21. Change the Starting Date to 6/16/2018.

22. Change #Pay/Year to 24 for Semi-Monthly.

23. Add the Annual (Salary) Amount of $25,000.

24. Click OK.
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25. Click on the Deductions tab and click on the Add New Deduction link.
26. Choose the Deduction of Elective Deferral 403 (b).

27. Choose Distribution Pastoral Salaries.

28. Change the Starting Date to 6/16/2018.

29. Add the Amount of $150.00.

30. Click OK.
Deduction | Elective deferral 403 (b) A

Distribution | Elective Deferral v
¥| Active?
Starting Date (6/16/2018 |8
Frequency '® Regular Basis Occasionally
Type |Fixed Dollar A Per Check Limit $0.00

Cycle |Every Pay Period ¥

Amount $150.00 Applied 30.00
Limit 30.00 Remaining $0.00
Matching Percent 0.00% Matching Dollars $0.00

Note

DK Cancel

31. Click on the Taxes tab. We'll not make any changes as this Pastor does not want any extra
dollars or % taken out for taxes. We can discuss the options for Ministers and Non-Minister
Employees.

e Fed vs. State and Local Setup
e Filing status
e Extra Dollars/%
e Pension Plan Qualified
o # of Allowances
32. Let’s Discuss the following tabs.

e ACH

e Time Off Hours
e Phone

e Email
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33. Click on the Add New Address Tab, then click on the Add New Address link and add the
address as shown then click Save.

rsanen s @]

* Address Type Main/Home Address v
Country | United States r
* Address Line 1 9651 Grays Song Dr
Address Line 2
* Postal Code |38018-7752
* City Cordova

State / Province | Tennessee L

ol

Primary

34. Click on the Demographics tab and complete as shown.

Home = Payroll = Employee Information = Update

Title * First Name Middle Name * Last Name Suffix
v | |Barry A. Tone v
Employee Information
Compensations Birth Date |3/19/1958 |
Deductions Social Security Number |123-45-6789

Taxes

Salutation Barry
ACH Accounts

Gender | Male v
Time Off Hours
Marital Status | Married v
Phones
Ermails Position |Pastor of Music & Arts
Addresses

Demographics

Attachments

| Update | Reset or Cance Previous Next
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35. Click on the Attachments tab. Great place to attach Applications, w-4, I-9’s, etc.
36. Click Update to Save.
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1ISC /201

INTERNATIONAL SHELBY CONFERENCE ¢ MEMPHIS, TN

Carmen Dea

Shelby Consultant
Carmen.Dea@Shelbyinc.com

Carmen trains on all Shelby product lines. She has been a trainer and consultant for churches
and non-profit organizations since 2000. Carmen works with customers both in the United
States and internationally helping them integrate Shelby Systems to meet their needs and their
culture. Her experience prior to working with Shelby includes serving as the Volunteer Director
for a missions organization and being responsible for the Shelby database and training in a large
church.
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