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Objective 

ShelbyNext | Membership has several features that allow you to customize your data tracking 
for the way you do ministry. This session provides an opportunity to discuss how Interactions 
can be used to track contacts, communications, and other unique ministry processes for your 
church 

This session presents the following topics: 

• How to create Interaction Types 
• How to create Permissions for Interactions 
• Log/Assign Interactions using the Web Browser 
• Interaction notification and summary 
• Manage the Interaction Digest 
• Using Interactions with Workflows 
• Log/Assign Interactions using the Mobile App 
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Interactions 

Keeping track of your church’s contacts with its members and visitors can greatly increase the 
efficiency and effectiveness of your staff and volunteers. Interactions accomplishes this.  Phone 
calls, all types of visits, email, counseling sessions, coffee at Starbucks are all possible types of 
Interactions that can be tracked.  You can also assign yourself an Interaction and maintain a To 
Do List.  Interactions are secured by Interaction type. 

 

 Create Interaction Types 
 
 
You can define your own types of Actions under Settings -> Interactions. 

 
  

 
  
You create a new type at the 
bottom of the page, Add 
Interaction Type. Click the 
Save button. 
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Click and drag the interaction types into the order in 
which you would like them to appear on the 
Assign/Log pages. 

To edit an existing type, click the type's name and 
change it. 

Note: Changing the name of a type will change the 
name of all interactions that currently are of that 
type. 

 

 
   

 
 

Interactions Permissions 
To set permissions for Interactions click Gear -> Permissions -> Roles.  

 

 

Navigate to the Role then click 
edit.   

You can restrict view, assign, log, edit and delete rights for Interaction by type. 
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Using Interactions 

Log an Interaction—Web Browser 
Logging an Interaction is to simply record a contact or communication you had with a church 
member. You can do this from one of two places. 

 

Individual Record 

Use Search to find the member about whom you wish to log the interaction. Click the 
person’s name and then choose the Interactions tab. Click the Gear -> Log Interaction 

 

Choose the Action and complete a 
Summary of the Interaction.  

 
Click Save.  
 
Note: Completed by and Date 

Completed default to the signed 
in user and Today’s date, which 
can be changed by clicking in the 
box. 
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Interaction management area 

Go to Interactions on the left 
navigation bar. Click the Log item. 

 
 

 

Choose the Action, the Member 
contacted, and a Summary of the 
Interaction. 

 
Click the Save button. 
 
Note: Completed by and Date 

Completed default to the 
signed-in user and today’s 
date, which can be changed 
by clicking in the box. 

  

 

Assign an Interaction—Web Browser 
 
You can also assign Interactions to a person to be completed. You can assign Interactions to 
staff, Sunday School teachers, Deacons, etc. They receive an email with the action to complete, 
the person's name, and a summary of what is to take place. The Interaction is Outstanding until 
the assignee marks it as completed and adds a Summary of the encounter. You can also assign 
an Interaction to yourself as a To Do List. 
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From the Interactions area on the left 
navigation bar (or you could do it from a 
person’s individual record like the Log 
Interaction example above) click the 
Assign tab. 

 

 
 

Choose the Action, whom it is to be 
Assigned To, and with whom the 
Member interacts. Interaction 
Instructions to the assignee can be 
included. A date can be added To Be 
Completed By.  

 
Notify Me On Completion (optional) – 
The Assignor can request an email when 
the Assignee completes the Interaction 
by simply clicking a check box on the 
Assign page. 

 
Click the Save button. 
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Interaction Notifications 

The notification features of this tool make this a valuable asset to your organization. 
Whether an assignment is made to a staff member, a volunteer, or a member of the 
congregation, there is a simple, easy way to receive that notice and to submit results. 

 

 

Emailed assignment  

An email is automatically sent from the application to the Assignee. 

This email includes the Instructions, Interaction Type, the Person to interact with, contact 
information (including a map link), and a link to submit a Summary. 
 

 

 

 

  
When you click the fill out a summary link, there 
is no login required. Rather you see a very simple 
online form that is easy to complete and save. 
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A message confirms the Summary was submitted 
successfully. 

 
 
The Summary and Completed On date are succesfully reflected in the database, with no 
additional work. 

 
 

 

Record a Summary of the Results of an Assigned Interaction. 

If you have been assigned an interaction, ANOTHER 
way you record a Summary of the results of that 
Interaction is by accessing the My Outstanding item 
from the Interactions menu on the left navigation bar. 
Click on any of the columns, except Member (which 
takes you to the individual record). 
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Once in the system My Outstanding, Outstanding, and Completed Interactions when accessed 
in the Interactions management area (using the web browser) can be reviewed, edited, filtered, 
printed, or exported.  
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Filters for My 
Outstanding. 

 
  
Filters for 
Outstanding. 

 
  
Filters for 
Completed. 

 
  
 
 
Filtered Interactions can then be viewed on the page, 
printed, or exported.  

 
 
 

Individual members' page 

On an Individual's profile page, a list of all Interactions to date is shown. This helps you see the 
type and quantity of contacts you have had with the individual.  
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There is no filter on the Individual’s Interaction page.  But there is the ability to sort by 
column. 

 

 

 

Daily or Weekly Interactions Digest  
You can enable a Daily or Weekly Email digest to remind you of any Outstanding Assignments 
that you have. 
 

Click on your account icon 

.  
Click on View Profile -> 
Account. Set your Preferences 
for the Interactions Digest 

 

  
The Daily 
Interactions 
Digest includes 
links to the web 
browser 
Interaction and 
to the Account 
to change your 
notification 
settings. 
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Interactions in a Workflow 
 
 
 
Using a Ministry Workflow as a tool to automate certain ministry 
processes to assign Interactions has the potential to save hours of 
administrative time. 

 
  

Understanding the basics – Triggers and Actions 

A Ministry Workflow is comprised of two parts: Triggers and Actions. A 
Trigger is an alert that is activated when a specific event takes place in your 
database. These Triggers initiate Actions that you choose and set up ahead of 
time.  One of these Actions is Interactions.   
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There are other areas where Interactions can be Assigned/Logged.   

Advanced Search, Groups and Giving By Individual are examples. 

Advanced Search 

 

Groups 

 

Reports - Giving By Individual 
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Interactions on the Mobile App 

The following examples are with full permissions to the ShelbyNext database. What users 
see is based on their permissions. Interactions on the Mobile app are available on the 
Individuals record, or on the Interactions management area. 

iOS 

 

Android 

 

 
When you log or assign a new Interaction to an individual, there are a few minor page 
differences between the iOS and the Android app.  However, the process is still the same. 

iOS 

Search for the individual, 
tap on the name.  Scroll 
down and tap on 
Interactions.  Use the  
Add icon to log or assign an 
Interaction. 
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Android 

Search for the individual, 
tap on the name. Tap on the 
ellipsis on the top right 

 

Click on Interactions. 

 

To log or assign an 
Interaction tap the  Add 
icon 

  

 
 

Interactions can be managed in the Interaction Management area.  Tap the button on either 
the iOS or the Android app.  
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iOS 

Within the Interactions management area, you 
can see your (Mine) Interactions.  With 
permissions you can see all Outstanding 
Interactions and all Completed Interactions. 
Interactions can be logged or assigned by 
clicking the          Add icon.   

 

Android 

Within the Interactions management area, you 
can see your (Mine) Interactions.  With 
permissions you can see all Outstanding 
Interactions and all Completed Interactions. 
Interactions can be logged or assigned by a tap 
on the  Add icon located on the bottom right. 
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Add Interaction 

Log or Assign an Interaction 

Log Interaction defaults to your user name and cannot be changed.  Completed defaults to 
today’s date (iOS Today and Android—mm/dd/yyyy) but can be changed a tap on Completed 
and selecting the desired date. 

iOS 
Log 

iOS 
Assign 

  

 

Android 
Log 

Android 
Assign 
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Q&A 

 

 

 

Class Discussion 



 

 

Betty Heston 
Shelby Consultant 

betty.heston@shelbyinc.com 

 

In 1985 Betty Heston was asked to help the church where her husband worked input 23,000 
names into a new computer system. Little did she know then that over 33 years later she would 
still be working with computers and a software company called Shelby Systems. She started as 
an Independent Shelby Trainer in 2000 and has attained the level of Shelby Consultant training 
on Shelby v.5 and ShelbyNext.  
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