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"I Want to ... " Window

This window is designed to be a quick shortcut to some of the most popular tasks within the module you are currently in. If

you would like to turn off the “I Want To . . . ” screen, you can do so by clicking Desktop on the menu bar and making sure

“Show the ‘I Want To’ helper on start-up” box is unchecked.
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Church Dashboard

The Finance tab on the Church Dashboard contains a quick snapshot of your Finance module. This includes information such

as your income and expenses for the year and any recent transactions that have been made.

There is one graph on this page that shows both income and expenses for each month of the current fiscal year. You can

change this graph to also show budgets vs. actuals for either income or expense.

If you look at the bottom of the dashboard, you will find the recent transactions you have entered. You can switch between

checks, deposits, or journals using the radio buttons to the right.

Clicking on the chart or data grid image will change the chart to a data grid, or the data grid to a chart. If you double-click on

any line of data, a new window will appear, displaying the details of the data selected.

1. To view the dashboard, go to Reports and click Dashboard.

2. You can copy these graphs to another program by clicking the “Copy to clipboard” button.

3. The info and question mark buttons will give you the current criteria of the displayed statistics.

4. To update the statistics on the dashboard to reflect a change made in the database, you can close and reopen the

dashboard, or you can click the Refresh button at the bottom of the window.
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Chart of Accounts Tree

The Finance Tree gives you a top down display of your chart of accounts. You can see exactly how your chart of account

breaks down into account types, major groups, and minor groups.

You can also use it to add and edit accounts, add checks and deposits, and see your ledger with one click.

In order to access the tree, go to “Tree” in the Finance menu bar and choose “Show the accounts tree.” You can also open the

tree with the following options enabled:

» Start fully expanded—It determines if the tree starts out with all nodes expanded, or with everything closed up to the

account type level.

» Start with 1-click turned off—There is a “1-click” option on the tree that determines if a single-click expands/collapses

nodes (levels), or if a double-click does that.

Moreover, if you wish to see the tree when you start Finance go to “Desktop” in the menu bar and check the option “Show

the Accounts Tree on start-up.”

1. Click the green plus/minus to expand and collapse the entire tree. Use the blue plus and minus to expand and collapse a

minor group.

2. By default, the tree sorts the accounts using the account number. If you wish to sort by name simply check the “By name”

checkbox.

3. The tree also hides inactive accounts by default. If you want to see those you can check the box labeled “Inactive.”

4. The “1-click” option determines if the nodes in the tree expand/collapse with a single-click, or with a double-click. This can

help if you wish to see group details without having the group expand or collapse.

5. If you can’t find a particular account you are looking for click on the magnifying glass to search for it. You can search by

account name or account number.

6. You can use the double arrow button in the upper right hand corner to show/hide details for the selected type, group, or

account.

There are also many features from the software that are conveniently located on the Chart of Accounts Tree itself.

1. Add an account from the tree by clicking the icon in the lower left corner. This button will add an account to the current

place you have selected in your tree. So, if you have a minor group currently highlighted the account will be added with

that account type, major group, and minor group already selected.

2. Edit an account by highlighting that account and clicking the pencil icon in the lower left hand corner.

3. You can see the ledger for an account by clicking on an account unless the details are expanded. In that case you will need

to highlight the account and click the ledger button.

4. If you select an Income or Expense account in the tree, you can view that account’s budget by clicking the budget button

at the bottom of the tree. This button will also open the accounts grid.
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5. Add a check for a selected asset account by clicking the add a check button at the bottom of the tree. You can also add a

deposit.

6. The refresh button will reload the tree with the latest Chart of Accounts information.

7. Use the print button to take you to the Chart of Accounts report.

When you click the double arrow button on the Chart of Accounts Tree, it will expand the details area of the tree.

1. The first things in the details area are the current year, beginning balance, and change figures.

2. Next will be a grid displaying the activity by month for the current month and the past 18 months for the selected

Account Type, Major Group, Minor Group, or Account.

3. If you wish to see your income or expense account entries as credits vs. debits instead of as budget vs. actual, check the

box labeled

4. You can export the contents of the details grid to a spreadsheet using the “Export to spreadsheet” button in the lower

right corner.

5. Below the data grid you will see a graph of listed data. The graph is color-coded based on the legend to the right side.

6. At the bottom of the details section, the tree includes both a high-level Income vs. Expense summary and a high-level

Balance Sheet for the entire Fund you are in.

7. At any time you can copy these figures to the clipboard using the “copy to clipboard” button.

If you double click a month within the grid you can drill down to the Activity window for that month (not pictured). The

Activity window works as follows:

1. It shows all the ledger lines making up that total for the selected Account Type, Major Group, Minor Group, or Account.

2. The Activity grid automatically lines up to the right of the tree, so that it is in view, and takes up the remainder of the

Finance window width.

3. You can View the associated transaction for any ledger line. (No changes can be made to the transaction.)

4. As a visual aid, the amount is highlighted in either red or green depending if the amount is money added to expense or

debt (red) or income or assets (green). 

5. A total of the net activity shows at the bottom of the window. This total matches that in the Net Activity column of the

selected row in the details grid, to the left.

6. The grid can be exported to a spreadsheet.

 

Navigation:



 

Features:



 

Details view:
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Customizing the Desktop

You can customize each of the modules by using the Desktop feature. Each user can customize his or her own desktop.

For example, if the first window you always open in Membership is the Households Grid, you can have the Membership

module remember this and open the Households Grid automatically.

To do this, check “Show Households Grid on start-up.”

Note: Multiple options may be selected. You can select all six options or any variation of the six options.

1. This feature can be accessed by clicking on Desktop from the toolbar.

2. From here, you can choose which windows you’d like to have open automatically when that module opens, saving you

time.

3. You can also choose the background color for each module by clicking on the color changer at the bottom right corner of

the screen. It will cycle through the different color options. This setting saves by user, by module.
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Ministry Task Manager

The Ministry Task Manager is a utility for creating task templates, automatically generating tasks from your templates, and

completing tasks once they are done. You may also delete tasks that are no longer needed and export your task template list

to Excel.

There are three major tabs inside the Task Manager:

» Task Templates—This tab shows your existing task templates and lets you add, edit, and delete templates.

» Tasks To Do—This tab lists all open/uncompleted, template-based tasks from everyone’s  to-do list. In addition to viewing

existing tasks, you can generate more tasks, filter by responsibility, and export the list to Excel. Use the “Refresh To-do List”

Button to erase and regenerate all uncompleted, non-action, template-based tasks.

» Completed Task—This tab lists all completed template-based tasks from everyone’s to-do list. In addition to exporting the

list to Excel, you can also filter by responsibility and “completed by.”

Note: This utility is accessible from every module in Shepherd’s Staff.

 

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204224888-Introduction-to-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221314248-To-Do-List-


The Shepherd’s Staff Help Center ›   Finance ›   Introduction to Finance

Repeating Task

Templates are an essential part of the Task Manager. A task template is used to create repeating tasks and save all of your

settings for later use. There are two types of repeating tasks: a Task based on a recurring schedule and a Task triggered by an

Action. We suggest using the repeating task feature as much as possible.

The Task Templates tab contains three sub-tabs: Task, Steps to Complete, and Documents / References. Each sub-tab allows

you to further customize your task templates.

» Task—The Task sub-tab holds all of the settings needed to create your repeating task template.

» Steps to Complete—Use this area to give your church workers or volunteers the instructions needed to complete a task.

You may enter up to 50 steps.

» Documents / References—When you want to provide additional reference material to clarify the task at hand, use this sub-

tab to attach supplementary information to the task template.

Note: The three sub-tabs will always relate directly to the currently selected task in your task list.

1. You can access the Task Manager from every module inside Shepherd’s Staff by clicking Tools and selecting Task Manager.

You can also open the Task Manager from the To Do . . . list by clicking the Task Manager Icon located at the bottom. 

2. Click New Task to start the creating a new Task Template.

3. Enter the Task name (required), Category, and Description / overview. 

4. Under the “Repeat this task” section, select the appropriate schedule. 

5. Assign responsibility or ownership to these tasks to ensure they are completed in a timely manner. You can assign up to

three people to a single task. 

6. You may also need to set a “Task start date,” set the “Days allowed to complete it,” and enter a “Stop repeating on” date. 

7. Make sure to click Save.

Note: If this task has a future start date, check the “Make inactive until after” checkbox and fill in the appropriate date.

 

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204224888-Introduction-to-Finance




The Shepherd’s Staff Help Center ›   Finance ›   Introduction to Finance

Action-Based Task

There are times when repeating a task based on a schedule will just not work. This is where action-based tasks come into

play. These tasks generate automatically when a user makes a change in Shepherd’s Staff.

Examples of these actions include adding a visitor, marking someone as baptized, and changing an individual’s marital status.

1. Click New Task to start the creating a new Task Template.

2. Enter the Task name (required), Category, and Description / overview. 

3. Under the “Repeat this task” section, select “When someone” and select the appropriate action. 

4. Assign responsibility or ownership to the task to ensure the task is completed in a timely manner. You can assign up to

three people to a single task. 

5. You may also need to set a “Task start date,” set the “Days allowed to complete it,” and enter a “Stop repeating on” date. 

6. Make sure to click Save.

Note: If this task has a future start date, check the “Make inactive until after” checkbox and fill in the appropriate date.
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To-Do List

The To-Do List is where church workers go to find their tasks. If you are the Office Manager, you can use the To-Do List to

keep track of everyone’s tasks.

The To-Do List opens when you open any module and is docked to the right side of the screen.

1. Click “Mark this Task Completed” to launch the “Complete this task” window. When completing a task, you will need to

select a Date Completed and the person who completed the task.

2. The “Print a To-Do List” button lets you print a To-Do List report. Filter your task report by the task status or task name.

You may select your desired time frame and several different options. 

3. Using the “Add a one-time task” button allows you to create a one-time task, set a due date, and assign a category and the

person or people responsible for it. 

4. Click the “View or change the selected task” button to update or correct a task. Changes to a task go into effect

immediately when the OK button is clicked. 

5. Use the “Delete this task” button to permanently delete a task.

6. Click the “Task Manager” button to open the Task Manager utility used for creating and managing task templates.

You can also limit the information seen on the To-Do List by using any of the provided filters.

» Open tasks starting in the next 90 days—Shows the next 90 days worth of open tasks for you or everyone.

» Show by—Groups tasks by one of several options. A few examples of grouping options are Tasks, Date / Task, and Person /

Task.

» Task that are—Allows you to display open tasks (including past due tasks), only past due tasks, or completed tasks.

» For [n] days ahead / past—Filters by number of days when displaying open or completed tasks. You can specify how far

ahead or in the past to display tasks. (This option does not apply when displaying past due tasks and is hidden.)

» Use the task—Allows you to show start date or due date. This option only appears when displaying open tasks.

Note: If you would prefer not to show the To-Do List upon launch, uncheck the box by “Show on start-up.”
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Database Conventions

A Shepherd’s Staff database is built from MS Access. Data is entered into three different types of fields: option (drop lists),

text, and date. Knowing how to use each type of field is valuable in becoming more familiar with Shepherd’s Staff.

» Text Fields—These fields contain only the data that you type into them. Some examples of these fields would be Spouse’s

Name, Address Line 1 and 2, and Email.

1. To add or delete: Simply type in or delete/backspace out.

» Option Fields—These fields deploy a drop-down box which gives you options to choose from. Examples of option fields are

Marital Status, Ministry Group, and Received By, to name a few.

1. To add an item to an option field: Type in the item and hit TAB.

2. To delete an item: Hit drop arrow with mouse, scroll with arrow buttons on keyboard to desired item, and hit DELETE on

keyboard.

3. To remove item from record but not delete from list: hit BACKSPACE instead of DELETE.

» Date Fields—These fields only hold a date. Examples of these fields would be Birthdate, Baptized Date, and Wedding Date.

1. To add or delete: You can type in a date or delete a date similar to a text field. You can also click the calendar icon to the

right, and that can be used to select a date from a calendar.

Note: Option, Text, or Date fields that have blue-colored font are required to be filled out.

» Using the Keyboard—The majority of functions can be accessed without using a mouse. Within Shepherd’s Staff, each word

that represents a function has an underlined letter (for example, Records).

1. Use the ALT button plus (+) the letter underlined, for example ALT+R, to access Records.

2. To navigate within Shepherd’s Staff after using an ALT command, use TAB to go forward, SHIFT (+) TAB to go back. The

directional buttons (left, right, up, down) can be used to navigate as well. ENTER is used for OK.

3. The Escape button (ESC) will always close an open window.
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Grid Conventions

Almost every record you add to Shepherd’s Staff will be contained within a grid. Grids have special features that, when used,

can greatly increase the user’s proficiency and speed.

The features described on this page can be used in every grid and in every module.

» Sorting Columns—Almost any column in a grid can be sorted by clicking on the column header, then the Sort button below.

Also, a grid can be sorted by more than one column by clicking the columns in the order of sorting. For example, if you want

all Members sorted together alphabetically, click on the Member column first, then the Last Name column, then Sort. In the

example below, we are sorting the grid by First Name.

» Moving Columns—Columns can be moved to the left or right to customize the grid. Click and drag the column header to

move it, then let go to put it in place. In the example below, we could move the First Name column of the People Grid from

the third position to the first.

» Freezing Columns—Columns can be frozen on the grid by dragging the “freeze bar” across them. On the left side of the left

hand column (Household), there is a bar about a millimeter in width. Click and drag (by holding down the left mouse button)

the bar to the right, passing over two or three columns, then drop it (by letting go of the left mouse button). Now, the

columns to the left of the freeze bar are frozen when you scroll to the right.

» Unlocking—Unlocking a grid allows data to be edited directly on a grid without opening the record, which saves time. To

unlock a grid, click on the Unlock button in the lower right hand corner. The grid will immediately turn white and gray-

colored. The gray-colored columns cannot be edited because they represent fields that are managed through other areas of

the program. Note: Not all grids in Shepherd’s Staff can be unlocked.

» Export to Excel—Most grids in Shepherd’s Staff can be exported directly to Microsoft Excel® by clicking the Export to

Spreadsheet button located at the lower right of the grid.
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Consistent Data Entry

The power of Shepherd’s Staff comes not only from its ability to keep and track data but also from the ability to find and

report data. In order to get the most out of these abilities, it is imperative that you keep your data as consistent as possible.

Let’s look at a few examples to see this idea a little more clearly.

» Example 1: Say you have two members who transfer to another church. In this case we will say they transferred to an LCMS

church. In order to show this in the software, we need to set the members Removed By statuses. For the first member,

suppose we set his Removed By field to read “Transfer to LCMS” but the second member’s simply to read “Transfer LCMS.”

This might seem okay at the moment, but when we go to search or run a report for members that have been removed, a

problem will arise. If we search for all Removed By statuses that are equal to “Transfer to LCMS,” we will not pick up the

member whose status reads “Transfer LCMS.” This is because the search will match the exact text within that field. The best

practice is to choose one wording and stick with it. If you decide you don’t like the wording used in the past, you can use a

utility like Mass Update to change all the records containing that text to your new choice.

» Example 2: Another task that shows the value in consistent data conventions is printing out mailing labels. On every

Household record there are fields for label name styles. These are text fields containing data that has been typed in by a user.

So the Smith household might have a style 1 label that says “Mr. and Mrs. Smith” and the Jones household might have one

that just says “Bob and Mary.” Again, this could be fine until you run your mailing labels based on Label Name 1. At that point

the Smith household label will look fine, but the Jones household label will not work because all it will say is “Bob and Mary”

on the top line.

So by keeping your data consistent, you can see how it will save time down the line and also reduces confusion for volunteers

and other employees that only use the software part of the time.

Tip: Making a list of these data conventions! Write them below, or keep a list by your computer.
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Backing Up Your Database

The Backup Database utility is one of the most important utilities in Shepherd’s Staff. When you make a backup, you

essentially make a copy of your database at that moment in time. The backup compresses the database into a file and saves

the file in the place you choose.

It is highly recommended that you back up your database routinely. It is also suggested that you keep one of these backups

on a removable drive (e.g., USB drive, CD, Cloud) that you can take off-site. In the case of a disaster or computer failure, a

copy of your data would be safe. In addition, users who have a support contract can upload a database to CPH. We will house

the backup for a short period and you can request a copy at any time. 

Churches can also archive backups on their drives. This is always a good idea because it gives you a history of backups to go

through if you become aware of a problem that has existed prior to your most recent backup.

There are two backup utilities in Shepherd’s Staff. The first is a database backup, which backs up the information regarding

membership, attendance, contributions, and finances. This utility does not back up photos or attachments; these are backed

up in the second utility, and this process is covered in the article “Backing Up Photos and Attachments.” 

Note: The space needed for the backup will be larger than the actual backup file. This is because several extra files are

created and then deleted during the backup process. 

Below are some terms that will come in handy when using the Backup Database utility.

» A location I choose—This option allows you to choose a location on your computer or network in which to save the backup

file. During your first time backing up your database, this is the only option you will be able to choose.

» The last location used—This option will automatically save a new backup in the location your most recent backup was

saved.

» A previous location—This dropdown will list all the locations you have ever saved a backup file to.

Note: The name of the backup file cannot be completely changed. The name is how the Restore utility knows if a particular

backup file is the correct one for your database. This is to prevent an override by an incorrect database if you are using

multiple databases for multiple churches. However, you can add text to the beginning of the file name to help distinguish

which backup is which. 

Here is how to back up your database:

1. Close out of all modules in Shepherd’s Staff.

2. On the main menu, select “Utilities”.

3. Choose “Database backup and restore”.

4. Choose the location in which to save the backup. During your first time backing up your database, you will only be able to

select “A location I choose.” 
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5. Optional: If you plan to make changes to the Finance module on an off-site computer and then apply those changes to this

computer later, you may want to check the box next to “Flag Finance as being checked out”. This will turn the Finance

module red and will tell other users that any changes they make in Finance will be overwritten when the database is

restored.

6. Click “Start backup”.

7. Choose the location where you would like to save the backup, and click “Save”.

 



The Shepherd’s Staff Help Center ›   Finance ›   Introduction to Finance

Registering Your Database

Registering your database is required if you plan to use WebTools or upload a backup to CTS for safekeeping. Doing this will

also tell you if you have an active or expired support contract. It will also allow you to view free training videos for

Shepherd’s Staff as long as you have an active support contract.

Please note that an active support contract is also required to use WebTools and upload your backup to CTS.

» Account Key: This ID is unique to each customer and will replace the CTS Support ID. You will need your Account Number

and Invoice Number to get this.

» Database Key: This identifies your specific database and helps ensure that your data is safe.

» CTS Support ID: This ID is filled in when you get your Account Key.

» Web Link: This unique URL is the site your WebTools will be at. The clipboard icon allows you to copy the URL so you can

send it to someone else. The circular icon opens the page in your default web browser.

Here is how to register your database:

1. From the main menu, click the “Utilities” icon.

2. Click on “Settings”.

3. Select the “Web” tab.

4. Click the “Get Key” button.

5. Enter your CTS Support Account Number and Invoice Number.

6.  Click “Continue”.
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FASB 117
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Debits and Credits

     One of the most important topics regarding the Finance module is how Debits and Credits work. They are very easy for a

novice bookkeeper to mess up and can still be tricky after years of experience. To mitigate this confusion Shepherd’s Staff

uses what is called Double-Entry Bookkeeping. Double-Entry Bookkeeping is so named because every transaction must

involve at least two accounts; one (or more) which is decreased and one (or more) which is increased.

     

     To begin our discussion of Debits and Credits we will define terms:

Debits and Credits: Either increase or decrease an account balance depending on the account type. (See the list below)

Financial Equation: Assets = Liabilities + Equity

Balance Sheet: Shows your net worth in relation to your assets, liabilities, and equity.

Income Statement: Shows net income; Net Income = Revenue – Expenses.

Account Types:

Asset: Shows the property you own which increases the value of your balance sheet. Examples: bank accounts and

accounts receivable.

Liability: Shows funds held to satisfy obligations; these funds decrease the value of your balance sheet. Examples:

loans, accounts payable, and taxes.

Equity: Shows the net amount of funds invested in a business by its owners, plus any net income. In simple terms,

Equity = Assets – Liabilities. Examples: capital/draw and retained earnings.

Income: Shows the revenue that you received during the fiscal year.

Expense: Shows the expenditures that you made during the fiscal year.

Dedicated: Shows the funds set aside for a specific purpose.

Account Norm (AN): Shows whether an account is usually debited or credited; this is always an increase.

 

Debits and Credits Chart

Account Type Increase (AN) Decrease

Asset Debit Credit

Liability Credit Debit

Equity Credit Debit
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Income Credit Debit

Expense Debit Credit

Dedicated Credit Debit

     

     As you can see, debit and credits don’t always increase or decrease. Instead, they take on a different role depending on the

account type. This is where they get tricky: the amounts of the debits and credits must match for a transaction to balance

and they change roles. Here is an example of how a journal entry for a payment would be recorded in Shepherd’s Staff:

     This shows money being taken out of the asset account, via a credit, and money going into an expense account, via a debit.

     

     When you are writing a check, Shepherd’s Staff does more of the work for you:



     In the above example, it is automatically applying a credit to the asset account and a debit to the expense account because

you are writing a check. Shepherd’s Staff does the work for you when you enter a deposit as well:

     In this example, Shepherd’s Staff is applying a debit to the asset account for $150, a credit to the liability account for $50,

a credit to the income account for $50, and a credit to the dedicated account of $50.

     

     In conclusion:



Debits and credits are used to show how money moves between accounts.

Debits and credits either increase or decrease based on the type of account they are applied to; reference the chart

above to mitigate confusion.

The debits and credits on a transaction must balance.

Shepherd’s Staff automatically selects the correct credits and debits for checks and deposits but not for journal entries.

     Please don’t hesitate to reach out to us here at Concordia Technology Solutions!

     Our phone number is (800) 346-6120 and our email is support@cts.cph.org.
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Double-entry Bookkeeping

Double-entry bookkeeping is a standard set of rules that are used when businesses record financial information. This set of

rules is based on the accounting equation:

» Assets = Liabilities + Equity

For this equation to hold true, a change in one account must be matched (offset) by an identical change in another account.

These changes are referred to as Debits and Credits. These debits and credits must be equal for a transaction to be valid.

Shepherd’s Staff has been programmed to work off a T-account chart based off of these rules of accounting.

 

Account Type Increases Decreases

1 - Asset Debit Credit

2 - Liability Credit Debit

3 - Equity Credit Debit

5 - Income Credit Debit

6 - Expense Debit Credit

7 - Dedicated Credit Debit

 

One of the main ideas to grab onto is the fact that when money comes into or leaves the asset account, it must be offset in

another account.

For example, when the church receives offerings, that money goes into the bank account. When you record this transaction

in an asset account, we see on the chart that we will debit that asset account in order to increase it. Now we need to match

the credit side of the account.

Since we need to increase an account by a credit we see that our options are liability, equity, income, or dedicated.

Depending on the purpose of the money you can make your choice. If the offerings were just from the general offering plate,

they will be recorded as income. If the offerings were from a memorial, they will probably be placed in a dedicated account

depending on the instructions.

Either way, at the end of that transaction, the amount you increase the asset by will match the amount you increase the

offset account.
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Cash Accounting

There are two different methods when it comes to recording income and expenses: cash basis and accrual basis.

» Cash Basis—Income is recorded when the money is received and expenses are recorded when the money is disbursed.

» Accrual Basis—Income is recorded when money is earned but not necessarily received and expenses are recorded when

they are incurred and not necessarily when the money is disbursed.

For example, say you sold an item for $200 but won’t get paid for it until next month. Using cash accounting you would

record that $200 when the person hands you the $200 the next month.

On the other hand, using accrual accounting you would record that $200 at the time of the sale regardless of whether or not

you have received the money.

Non-profit organizations, such as churches, tend to use cash accounting based on a variety of reasons.

1. Cash accounting is much simpler to understand.

2. Tracking the money going into and coming out of one or more bank accounts is straightforward.

3. Cash accounting is also safer, since you are less likely to be surprised by cash flow problems.

4. Easier to explain to the congregation or church leaders.
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Fund Accounting

Another major difference between business accounting and accounting for nonprofit organizations is the use of “funds.” By

definition, a Fund is a separate accounting entity with its own income, expense, assets, and liabilities, and a unique reason for

being (for example, to pay operating expenses). The assets in these funds usually fall into three categories:

» Unrestricted—These assets can be used for any purpose.

» Temporary Restricted—These assets are usually restricted by purpose (buying a new organ) or possibly by time (annuity).

» Permanently Restricted—These assets are also restricted but never expire.

In Shepherd’s Staff, we see many churches have one General Fund for the Unrestricted Assets. This fund is usually

responsible for paying the everyday operating expenses like salaries and supplies. Beyond that you could have a Building

Fund, a Memorial Fund, or even just a Restricted Fund.

However, according to FASB, you are not required to keep these funds separate. For this reason, Shepherd’s Staff allows you

to separate your assets into these separate funds or you can also keep them in just one fund.

As part of each major fund, such as the general fund or the building fund, many congregations have several small temporary

restricted assets resulting from memorials, special collections, and other designated gifts. Shepherd’s Staff uses a special

type of account called the “Dedicated Account” for these assets.

Dedicated accounts are usually small and short lived enough to allow you to keep their money in the bank account belonging

to one of the major funds. Dedicated accounts automatically accumulate both receipts and disbursements so you can

constantly track the amount available for a specific purpose.
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FASB 117

The Financial Accounting Standards Board (F.A.S.B.) addressed the need to present a clear, overall picture of a not-for-profit

organization in FASB 117. Previously, the true financial position of a not-for-profit could be easily obscured by a multitude of

separate finance Funds. FASB 117 does not disallow the use of Fund Accounting, but overlays a method of presenting a fair

financial picture of the organization as a whole.

Shepherd’s Staff provides two methods of recording donations restricted for a particular purpose: Dedicated Accounts and

separate Finance Funds. FASB 117 in Shepherd’s Staff continues to support these structures, but adds a restriction status. A

donation given for a particular purpose can now be shown as temporarily restricted or as permanently restricted, giving

additional information to the users of your financial statements.

Most donations given for a particular purpose will be temporarily restricted. Permanently restricted status is normally

reserved for legally restricted endowments where the principal can never be spent, only the interest and dividends earned

by the principal.

FASB 117 is optional and the decision to implement it should be made with the advice of an Accounting professional,

preferably specializing in the not-for-profit sector.

Because of the far-reaching implications of this feature, only a System Administrator or a Finance Supervisor can turn on or

off FASB 117.

1. Exit the Finance module.

2. Go to Utilities from the Shepherd’s Staff Main Menu. Select Settings, then the Finance tab. 

3. Check the Enable FASB 117 check box.

4. Click OK to save the change.

5. In Finance, a new report, “FASB 117 Reports,” appears in the report list. See the page on “FASB 117 Reports” for more

information.

6. Additional options appear when adding or editing certain Funds and Accounts: Cash Flow Group and Restriction Status. 

7. Cash Flow Group determines where the asset and liability account balances fall in the Statement of Cash Flows. 

8. Restriction Status applies to Funds other than Fund 01 (which is always Unrestricted). Restriction Status also applies to

Dedicated Accounts, but only if those Accounts are in Fund 01. All other Dedicated Accounts in other Funds take on the

Restriction Status of the Fund.
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Account Types

Asset Accounts (Type 1)

Liability Accounts (Type 2)

Equity Accounts (Type 3)

Income Accounts (Type 5)

Expense Accounts (Type 6)

Dedicated Accounts (Type 7)

Chart of Accounts
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Asset Accounts (Type 1)

Assets are items your congregation owns. They include money, building, land, and equipment. There are generally two types

of assets: current and fixed.

» Current Assets

Current assets are assets that you can easily spend to support the congregation’s mission. They include checking and savings

accounts, certificates of deposit, and other assets that can be easily converted into cash. Current assets, or bank accounts,

are the only accounts that Checks and Deposits can be created for.

» Fixed Assets

Fixed assets are non-monetary assets. These include buildings, pews and organs. Fixed assets are normally used directly in

support of your congregation’s ministry, and the congregation doesn’t intend to sell them.

Note: Fixed assets are often expensive. Congregations may need to borrow money to acquire them. Consequently, adding up

all your assets does not supply all the information about your congregation’s financial strength. To get the complete picture,

you must subtract what you owe (Liabilities) from what you own (Assets).

1. The asset accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and then selecting “Asset.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Asset.”

4. To add an asset account, click the Add button.

5. Type in the name of this account.

6. Key in the beginning balance if there is one. You may also choose to journal entry the money in so you have a better audit

trail.

7. If this asset is a bank account, check that box.

8. Now choose or add the grouping categories you want. If you don’t choose to group this asset, you will still need to pick a

sequence number.

9. When you are finished, click OK to save the account.
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Liability Accounts (Type 2)

The accounts that track your congregation’s debts are called Liability Accounts. You can generally divide liabilities into

short-term and long-term debt.

» Short-Term Liabilities

Short-Term liabilities are obligations you plan on paying off in the near future and are normally smaller in size. They can

include payroll taxes that have been withheld but not submitted, or offerings received for other organizations that have not

been remitted.

» Long-Term Liabilities

Long-term Liabilities are obligations that normally take years to pay off. Your congregation probably has long-term debts

such as a mortgage or a building addition loan.

1. The liability accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and the selecting “Liability.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Liability.”

4. To add a liability account, click the Add button.

5. Type in the name of this account.

6. Key in the beginning balance if there is one. You may also choose to journal entry that balance in so you have a better

audit trail.

7. Now choose or add the grouping categories you want. If you don’t choose to group this liability account, you will still need

to pick a sequence number.

8. When you are finished, click OK to save the account.
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Equity Accounts (Type 3)

When it comes to fund accounting, calculating a congregation’s net worth, or equity, means subtracting what you owe from

what you own. In Shepherd’s Staff, this is done by subtracting the total balance of your Liability accounts from the total of

your Asset accounts. We have included a report that does this for you called the “Balance Sheet.”

As a result, using Equity accounts in Shepherd’s Staff is not necessary.

However, there are some situations, such as tracking Fund balances from year to year or having special reserve Accounts to

declare restrictions on how the congregation’s assets may be used.

If you do create your own Equity Accounts, do so only under the supervision of a CPA. You will need to discuss special steps

that must be taken at the end of the year to properly transfer equity from the system fund balance to the Account.

1. The equity accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and the selecting “Equity.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Equity.”

4. To add an equity account, click the Add button.

5. Type in the name of this account.

6. Key in the beginning balance if there is one.

7. Now choose or add the grouping categories you want. If you don’t choose to group this equity account, you will still need

to pick a sequence number.

8. When you are finished, click OK to save the account.
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Income Accounts (Type 5)

Income Accounts are offset accounts which track the source of revenues received. In dual entry bookkeeping, this means

that when $100 dollars comes in to the checking account from general offerings you would also have a $100 entry on your

“General Offerings” income account to track that money came from there.

For churches, income generally consists of offerings. However, it may also include interest on bank accounts or money

received from the rental of property.

Since income accounts track the money coming in to your church, you can create budgets for these accounts making it easier

to plan spending and projects. For instructions on adding budgets see the chapter called “Ledger, Actuals, and Budgets.”

1. The income accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and the selecting “Income.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Income.”

4. To add an income account, click the Add button.

5. Type in the name of this account. There is no beginning balance for income accounts since these accounts are designed to

track income coming in to the software.

6. Now choose or add the grouping categories you want. If you don’t choose to group this income account, you will still need

to pick a sequence number.

7. When you are finished, click OK to save the account.
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Expense Accounts (Type 6)

Expense Accounts are offset accounts which track how monies were spent. In dual entry bookkeeping, as with income

accounts, this means that when $50 dollars comes out of the checking account for water bill, you would also have a $50

entry on your “Utilities” expense account to track where that money went.

These expenses usually include categories such as salaries, materials for church programs, office supplies, postage and

utilities. Purchases of assets, such as property or equipment, generally are not considered expenses because you are

converting a cash asset into a physical asset without really changing your net worth.

Similar to income, since expense accounts track the money being spent by the church, you can create budgets for these

accounts making it easier to plan spending and projects. For instructions on adding budgets see the chapter called “Ledger,

Actuals, and Budgets.”

1. The expense accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and the selecting “Expense.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Expense.”

4. To add an expense account, click the Add button.

5. Type in the name of this account. There is no beginning balance for expense accounts since these accounts are designed

to track expense leaving the software.

6. Now choose or add the grouping categories you want. If you don’t choose to group this expense account, you will still

need to pick a sequence number.

7. When you are finished, click OK to save the account.
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Dedicated Accounts (Type 7)

Dedicated Accounts hold monies reserved for a special purpose. They are normally short-term and specific enough that they

do not require a fund of their own.

Since these accounts are designated for a special purpose the balances are allowed to roll over from year to year. However,

budgets cannot be added to these accounts.

Dedicated accounts can be:

» Memorials

» Special use for assets

» Outreach

» and many more

An important point about Dedicated accounts is that they simply show the purpose of money that is held in the asset

accounts. As a result, these balances are reported on the Balance Sheet as Liabilities. In other words, you should have more

money in your total assets than you do in your total dedicated accounts.

Many churches have found having a separate bank account (like a savings account) set up for the dedicated balances helpful.

You could even set up major or minor groups stating for which asset account they apply.

1. The dedicated accounts can be found in the Accounts grid.

2. Access the accounts grid by going to “Accounts” in the menu bar, choosing Account Types, and the selecting “Dedicated.”

3. You can also click on the “A” in the toolbar and change the account type filter at the bottom to “Dedicated.”

4. To add a dedicated account, click the Add button. Type in the name of this account.

5. Key in the beginning balance if there is one. However, keep it mind that this money should already be in the asset account.

6. Now choose or add the grouping categories you want. If you don’t choose to group this dedicated account, you will still

need to pick a sequence number.

7. When you are finished, click OK to save the account.
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Chart of Accounts

The Chart of Accounts Report allows you to print a complete listing of all your accounts—your master list.

This report, as with others in the Finance module, can print any combination of Funds, Major Groups, Minor Groups,

Responsibility Codes, and Church Body. Simply click the button for one of those items and move one or more of the options

from the pick and choose list from the left side to the right side. After clicking OK, that option(s) will be listed in the box next

to the button. If you need to reset those boxes, simply click the Reset button.

1. Find this report by going to “Reports” in the menu bar and selecting “Chart of Accounts.”

2. Choose any fund or group filters you want.

3. Now choose if you want to see the standard groupings on your report or just a condensed list of accounts without

heading.

4. Finally choose if you want to see active accounts, inactive accounts, or both.

5. Click Preview to view the Chart of Accounts or click Print to send the report directly to the printer.
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Accounts Receivable

Accounts Receivable

AR Accounts

Items / Charges / Fees

Transactions

Payments

Money on Accounts

Awards

Reports and Labels
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Accounts Receivable

The Accounts Receivable system in Shepherd’s Staff is a single, self-contained window. It can help your church or school

keep track of all the moving parts.

You can access the Accounts Receivable window by clicking on the AR icon in the navigation bar.

1. Accounts can be added or edited within the Accounts Receivable window. 

2. The drop down in the upper left corner of the window allows you to add or edit items / charges / fees, accounts,

transactions, payments, or awards.

3. Print statements or mailing labels from within the Accounts Receivable window by clicking the Print button in the lower

right corner.
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AR Accounts

Setting up accounts is the first step to using Accounts Receivable in Shepherd’s Staff.

» All account types can be linked with information recorded in other places in Shepherd’s Staff. If you link an account, it will

automatically fill in the other information.

Accounts can be sorted by a variety of filters. A) You can search for a specific account. If you do not know how to exactly spell

the name an account is associated with, you can enter any three letters that are in the name, and Shepherd’s Staff will filter

results based on those letters. B) You can also filter by active accounts, balance due, money on accounts, and all accounts.

The Accounts view is also a good starting point for completing other actions within the AR window, such as adding

transactions or making payments. Here is how to add an account:

1. Click on the “Accounts Receivable” icon in the menu bar. This icon looks like a calendar and has the letters “AR” on it.

2. In the window that pops up, click “Add” at the bottom.

3. Select the type of account.

4. Type in the necessary information for the account.

5. To save and close the window, click “Save.” To save this account and keep the window open to add additional items, click

“Add Again.”

If you need to edit an item after saving it, select the item in the list and click “Edit” at the bottom of the window.
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Items / Charges / Fees

1. Select Items / Charges / Fees from the drop down in the upper left corner.

2. At the bottom of the window, click “Add.”

3. Fill out the information. You can select from the different price types:

Normal—Set fee charged to any account. 

Rate Table—Create discounted tuition pricing for families with multiple children. Edit the titles of each column and

row, filling in the prices. 

Manually entered—Categories that change on consistent basis, varying from student to student. 

No price—When a price does not apply but you still want to show that an action was completed or an item was

received. For example, a gym uniform included in the tuition will not have a price, but this allows you to record it. 

4. Click “Save” to save and close the window; or, click “Add Again” to save the previous item and keep the window open to

add other items.

5. To edit a saved item, select the item in the list and click “Edit” at the bottom of the window.
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Transactions

Transactions can be added from three different views within the Accounts Receivable window.

The first method listed on the right (starting from the Accounts view) is preferred. Starting here will automatically fill in

several fields when you add the transaction, saving you both time and effort.

1. Add a transaction by doing any of the following:

Accounts view—Click the drop down in the upper right corner and select “Accounts.” To the right, select the

Transaction tab and click “New.” 

Students / Children view—Click “Add.” 

Transactions view—Click “Add.”

2. After completing any of the above steps, select the date of the transaction. Choose the account from the drop down,

which shows all the accounts already created in the AR system.

3. Select an individual child or student to see which child is linked to which AR account. 

Note: You can only select students under 18.

4. Click “Find” to select the item/charge from a list of items that can be charged to an account.

5. Click “Save” to close the window and add this single charge. Click “Add Again” to save the previous charge and continue

adding additional charges.

6. To edit a transaction, click on the charge in any view. Click “Edit.”
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Payments

There are several ways to add payments to an account:

» In the Account view, select the Transaction tab. Select the transaction and click “Pay.” This will add payment only to the

selected transaction.

» You can follow the same process from the Student / Children view.

» In the Payments view, click “Add.”

Next, select the account receiving the payment, the total payment amount, and the transaction that will be paid. Add

information such as payment method, document number, or additional comments.

Selecting Multiple Transactions (if available) requires manually entering the applied amounts. Note that the applied

amount(s) must match the total payment(s).

Click “Save” to save and close the window or “Add Again” to save and add another payment.

Note: You cannot edit a payment once it has been added.

To pay with money in an account:

1. Navigate to the payment window using one of the methods listed above.

2. Select an account with money in it. 

3. From the drop-down, select which money will be applied.

4. Select the transaction. Fill out the applied column.

5. Click “Save.”

To apply an award to a different account:

1. Set up the award and add it to an account (see Awards), you can apply it to different accounts.

2. Navigate to the payment window using one of the methods listed above.

3. Use the Payment drop down to select Award.

4. Select the Award to be applied.

5. Select the transaction. Fill in the total payment amount.

6. Click “Save.”
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Money on Accounts

A transaction cannot have more money applied to it than it is worth. Therefore, you can add or edit money on an account in

Accounts Receivable.

1. Use the drop down in the upper left corner to switch to the “Money on Account” view.

2. Click “Add.” 

3. Enter the date, account, and amount.

4. Double click an entry to edit. Note that you cannot change the total amount to be less than the amount already applied.
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Awards

Adding an award is a two-step process. First, create an award account in the AR system. Then, add the award to the student’s

account.

1. Add an award account to Accounts Receivable by selecting “Awards” from the drop down in the upper left corner.

2. Select Add at the bottom left. 

3. Fill out the account information (an account can have several different types of awards).

4. Click “New” on the right.

5. Fill out the required date, name, and amount for the award account. Select a “Type,” then describe the requirements for

the award in the comments.

6. Add an Award to an Account by clicking the Award tab on the right. 

7. Fill in the award’s name and amount. Assign it to an individual student or the account as a whole. Add notes to the award

as needed. 

Note: Adding an award to an account does not complete a transaction. This simply assigns the amount to the account

or student.
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Reports and Labels

Reports and labels are slightly different in Accounts Receivable.

To keep the system contained in one window, you can access the reports and label printouts at any time from most any page.

Simply look for the print button on the bottom of the window.

1. To print a statement or mailing labels in Accounts Receivable, click the Print button, which will be at the bottom of most

views within the window.

2. When the window pops up, choose from several options:

Do you want the information from all accounts or just one?

Do you only want to print accounts with activity within the past several months?

How would you like the printouts to be sorted? 

3. Choose Print to immediately print the selected items; or, see a preview first by clicking Preview.
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Account Numbering

Number Sections

Major and Minor Groups

Responsibility and Church Body
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Number Sections

First Section

The first section represents the Fund number and the number for that type of account. Shepherd’s Staff has six different

types of accounts:

» Assets—Type 1

» Liabilities—Type 2

» Equity—Type 3

» Income—Type 5

» Expense—Type 6

» Dedicated—Type 7

So an asset account in fund 01 would start with “011” whereas an expense account in fund 02 would start with “026.”

Second Section

The second section stands for the Major group for that account type. These major groups are unique for each fund account

type.

So, the “02” major group under the “011” account may be called “Fixed Assets” whereas the “02” major group under the

“026” account could be “Utilities.” They are both major group “02” but they are different and separate since they are under

different fund account types.

Third Section

The third section represents the Minor group for that account type and major group. These minor groups act similarly to

major groups except they are also unique under each major group.

So, a minor group of “01” under “011-01” could be named “Savings” and a minor group of “01” under “011-02” could be called

“Building.” Moreover, that same minor group of “01” could be entirely different under another fund account type.

Fourth Section

The fourth section stands for the sequence number. This number helps differentiate two accounts that have the exact same

fund account, major, and minor group. In essence, these sequence numbers are the last check to make each account a unique

number.

The Finance module provides two levels of grouping, Major group and Minor group.
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Major and Minor Groups

As you add more and more accounts to your fund, you may end up wanting to group them into related categories.

A small congregation with simple financial needs may not use Major or Minor groups at all.

A mid-size congregation may find Minor groups useful to group some Accounts together (such as all utilities or salaries).

A large congregation may use Major groups to group related Minor groups. For example, let’s say that within your expense

accounts you have a major group titled Building Maintenance. Within that Major group you may have several minor groups,

such as Exterior Care and Interior Care.

Then, each Minor group will have individual Accounts detailing the items in the Minor groups. Exterior Care might have

accounts such as mowing service expense, snow removal expense, and painting expense. Then Interior Care may have floor

cleaning, bathroom cleaning, and even it’s own painting expense account.

If a congregation sees its expenses rising, it might first see what Major group increased, then look to see which Minor group

went up, and finally track down to the detailed Account level for analysis.

Adding a Major or Minor Group:

1. Open the accounts grid.

2. Add or edit an account.

3. Within the major or minor fields, type in the number of the new group you want to make.

4. Now click the pencil icon next to the name field.

5. Type in the name and click the save icon.

Editing a Major or Minor Group name:

1. Works the same way that adding a group name does except you will need to choose the group you are editing instead of

typing a new number into the number field.
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Responsibility and Church Body

When grouping accounts, there are also two additional groupings available:

» Responsibility Codes—These are for attaching a person or group to the particular accounts for which they are responsible.

» Church Body—These codes are a way that churches can single out certain Accounts for reporting balances to

denomination offices. If the church doesn’t report to any denominational office, the Church Body code can be used just as an

additional way of grouping accounts for the church.

These groupings are different from Major and Minor groups because they are global for all your accounts.

This means that a Responsibility Code of “03—Secretary” could be attached to both an income account in fund 01 as well as

an expense account in fund 02. The Church Body codes work in a similar manner. This also means that Shepherd’s staff only

allows 99 of each of these codes.

Adding a Code:

1. Open the accounts grid.

2. Add or edit an account.

3. Within the code fields, type in the number of the new code you want to make.

4. Now click the pencil icon next to the name field.

5. Type in the name and click the save icon.

Editing a Code name:

1. Works the same way that adding a group name does except you will need to choose the group your are editing instead of

typing in a new number to the number field.
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Funds

Funds

Interfund Borrowing
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Funds

In the Shepherd’s Staff Finance module, a Fund is defined as an entire set of books for a company. Moreover, each one of

those Funds contains it’s own chart of accounts, vendors, and transactions.

So, if you have another set of books or a “company” responsible for building improvement and maintenance you could create

a Building Fund for that set of books. Other examples would be a youth group, nursery, or a school which would all have their

own checking account, income, and expenses.

Funds can be added and selected from the Funds grid.

1. Access the Funds grid by going to “Accounts” in the menu bar and choosing “Funds.”

2. If you wish to add a fund, click the Add button.

3. Type the name of the Fund and then click OK. Now highlight that Fund and click Select.”

4. At this point you will need to add the chart of accounts and vendors for this separate fund.

5. If you want to switch to a different fund, you do so by returning to the Funds grid, highlighting the desired fund and

clicking Select.

6. You can also rapidly change funds by double-clicking the Fund window in the lower right hand corner of the module

screen.

7. Once you are in a Fund, you can then work with the accounts, vendors, and transaction for that Fund.
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Interfund Borrowing

As we have learned, separate funds are actually an entirely different set of books or “companies.” This means that any

transfers between these companies should be treated as a loan.

So if one of your funds should find itself short on cash, they may borrow money from another fund to carry them through

until it recovers.

When a loan is required, you should establish a definite plan for its payment. If you do not establish a payment mechanism,

you should treat the transfer as a gift from one fund to the other, since the loan is unlikely to be repaid.

» To interpret the transfer as a loan:

1. Giving Fund—Write check to Receiving Fund using a liability account.

2. Receiving Fund—Deposit money into a liability account.

3. Receiving Fund—Send payment to Giving fund by writing check using a liability account.

4. Giving Fund—Received payment by depositing into a liability account.

» To interpret the transfer as a gift:

1. Giving Fund—Write check to Receiving Fund using an expense account.

2. Receiving Fund—Deposit money into an income account.
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Transactions

Not Sufficent Funds Checks

Journal Entries

Journal Register Report

Deposits

Deposit Register Report

Checks

Check Register Report

Printing Checks

Reprinting checks

Recurrent Transactions

Generating Recurrent Transactions

Recurrent Transactions Report
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Not Sufficent Funds Checks

     Not Sufficient Funds Checks or NSF Checks are those checks that "bounce" because the payer does not have enough

money in their account to cover the full amount of the check when the payee attempts to cash it. This can result in extra

bookkeeping in Shepherd's Staff as you may have to correct a deposit or void a check in addition to recording any fees that

your bank charges. 

     Correcting a deposit can be accomplished by simply opening the Deposit Register and editing the deposit in question.

Similarly, voiding a check is done by opening the Check Register and clicking the void button once the check has been

selected. Recording a bank fee requires a little more thought but it can be accomplished by adding a Journal Entry between

the bank account in question and the appropriate expense account.
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Journal Entries

Journal entries are used for any transaction that is not a physical check or deposit. This would include electronic fund

transfers, online payments, bank fees, and occasionally corrections or fixing of errors.

As we know by now, the Finance module is based on a dual entry method of accounting. This means that every journal entry

affects at least two accounts and possibly more.

At least one of the accounts is debited while one other account has to be credited. For the journal entry to be valid, the total

debits must match the total credits. The chart below shows you which Accounts to debit and credit to increase or decrease

an account balance.

Account Type  Increases Balance Decreases Balance

1—Asset Debit Credit

2—Liability Credit Debit

3—Equity Credit Debit

5—Income Credit Debit

6—Expense Debit Credit

7—Dedicated Credit Debit

Journal entries always have one of the following statuses:

» Blank—The journal entry is active but has not yet been cleared.

» Cleared—The journal entry has been cleared using the Bank Reconciliation utility. This asserts that the transaction has

been processed through the bank and appeared on a bank statement.

» Void—The journal entry has been voided, and all of its line items have been reversed, setting the journal to $0.00.

» Rev Chk—The journal entry was created when a check was stopped. A Rev Chk journal entry cannot be edited.

Existing journal entries that do not have a status of “Void” or “Cleared” can be edited any time within the fiscal year.

Note: Keep in mind that each Fund has its own set of transactions. Therefore, if you don’t see the journal entries you thought

you would, make sure you are on the right fund.

1. Journal entries can be added, edited, and deleted within the Journal Entries Register. 

2. You can access this register by selecting “Journals” under “Transactions” in the menu bar or by clicking the “J” button in

the toolbar.

3. In this grid you will see a list of your journal entries, including the date they were made, the amount they were for, and the

status they currently have.

4. To add a journal entry from the Journal Entry Register, click the Add button.

5. The number and the date will automatically be filled in; override if necessary.
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6. Use the memo line to describe the JE.

7. If this JE is an electronic fund transfer (EFT) and you wish to attach this JE to a vendor, check the box and select the

vendor from the drop-down menu.

8. Under the Account #, select the first account. After the account is entered, fill in the debit/credit amount. Add a line item

description if desired.

9. Fill in any remaining accounts and their respected debit/credit amounts.

10. Remember that a valid journal entry must have both debits and credits and those two have to balance.

11. When you are finished, click OK to save it or click “Add Again” to add another.
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Journal Register Report

When you need to print the journal register, you have two different options.

First, you can click the Preview button on the Journal Register to simply print out the list of journals in the grid without

details.

However, if you want to see the line items for each journal, you will want to use the Journal Register Report.

1. Find this report by going to “Report” in the menu bar and selecting “Journal Register.”

2. Pick the fund for the journal entries you want to print.

3. You can print journals within a specific date range or a single journal entry.

4. You can also use the filter under options to only show journals that reference a specific account. This is an easy to track

corrections.

5. The other option you have is seeing a subtotal by month and year.

6. Click Preview to view the report or click Print to send the report directly to the printer.
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Deposits

Deposits are transactions that represent any receipt of monies that is deposited in the bank.

They work the same as journal entries in that they need both debits and credits and those debits and credits have to balance.

The difference with deposits is that one of those sides, the debits, is required to be an asset that is marked as a bank account.

This also means that all the line items (offset accounts) of this deposit will be credits. These line items will be made up of

income and dedicated accounts and when we look at the chart from the Journal Entries page we will see that credits to

income and dedicated accounts increase those balances and that is exactly what we want.

Deposits also have a unique feature in that you can automatically create them when you post an Offering Batch in the

Contributions module. This can save you a great deal of data entry time. Deposits created in this fashion have a description

of “Deposit from Batch n,” where “n” is the number of the Offering Batch in Contributions. Refer to the Contributions manual

for details on setting up this feature.

Deposits can have one of three statuses:

» Blank—The deposit is active but has not yet been cleared.

» Cleared—The deposit has been cleared using the Bank Reconciliation utility.

» Void—The deposit has been voided, and all of its line items have been reversed, setting the deposit to $0.00.

Existing Deposits that do not have a status of “Void” or “Cleared” can be edited anytime within the fiscal year.

1. Deposits can be added, edited, and deleted within the Deposits Register. 

2. You can access this register by selecting “Deposits” under “Transactions” in the menu bar or by clicking the “D” button in

the toolbar.

3. In this grid you will see a list of your deposits, including the date they were made, the amount they were for, and the status

they currently have.

4. Each bank account will have its own deposits and you can switch between those accounts using the drop-down box at the

bottom of the window.

5. After verifying you are on the right bank account, you can add a new deposit.

6. To add a deposit from the Deposit Register, click the Add button.

7. The Deposit # and the Date will automatically be filled in; override if necessary.

8. Use the Memo line to describe the deposit.

9. Under the Account # select the first offsetting account. After the account is entered, fill in the amount. Add a line item

description if desired.
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10. Fill in any remaining Accounts and their amounts. Deposits that contain more than 40 Accounts must be broken down

into 2 or more Deposits that share the same Deposit #.

11. Once you are finished, click OK to save the deposit.
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Deposit Register Report

Similar to journal entries, a deposit register can be printed out in two different ways.

Once again, the first way is clicking Preview from the Deposit Register grid. This will get you a listing of deposits in the grid

without detail.

If you do want detail, the second way is using the Deposit Register Report.

1. Find this report by going to “Report” in the menu bar and selecting “Deposit Register.”

2. Pick the bank account for the deposits you want to print.

3. You can filter by date range, check number, or individual offset account.

4. This report can be sorted by a variety of options. Choose the one that works best for you.

5. Finally check any of the boxes under “Options” that you want. The subtotal option is only available if you have “Hide line

items” checked.

6. Click Preview to view the report or click Print to send the report directly to the printer.
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Checks

A check is any disbursement of monies from a bank account for which an actual check is written.

They work the same as deposits in that one side of the transaction is required to be a bank account. However, with checks

the bank account should be decreasing so now it’s the credits side of the ledger that can’t change.

In turn, the line items (offset accounts) for a check will all be debits. Most of these line items will be expense accounts and

when we look at the journal entries chart, we see that debits fon an expense account increase that balance. This makes sense

because expense accounts track our spending and when spending increases so should the expense account balance.

Checks always have one of the following statuses:

» Paid—The check has been written but has not yet been Cleared. Paid checks can be edited within the fiscal year unless they

were printed by the computer. Any Paid check can be voided unless it is from a prior year, in which case it must be reversed.

» Cleared—The check has been cleared 

using the Bank Reconciliation. These checks cannot be edited or voided.

» Void—The check has been voided, and all of its line items have been reversed, setting the check to $0.00. Checks from a

prior fiscal year cannot be voided; they must be Stopped.

» Pending—The check has not been posted to the Account actuals, meaning that it has not yet been written as far as the

Finance module is concerned. All Pending checks are included when you print checks unless marked as on Hold.

» Hold—The check is pending but will not be included in check printing.

» Stopped—Stopping a check saves the check details and creates a reversing journal entry to provide an audit trail. The

reversing journal entry is always dated with the current module date.

1. Checks can be added, edited, copied and voided within the Checks Register. 

2. You can access this register by selecting “Checks” under “Transactions” in the menu bar or by clicking the “C” button in the

toolbar.

3. In this grid you will see a list of your checks, including the date they were made, the vendor, the amount they were for, and

the status they currently have.

4. Each bank account will have its own checks and you can switch between those accounts using the drop-down box at the

bottom of the window.

5. This grid also defaults to only showing the last 12 months of checks. Uncheck the “Last 12 months” box to show all checks.

6. After verifying you are on the right bank account, you can add a new check.

7. To Add a Check (Paid or Pending) from the check register, click the “Add” button.

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204084108-Transactions


8. Checks will always start in a Pending Status. To create a Paid Check, or a record of a check that was manually written from

a checkbook, choose Paid under the Status field. Checks set to Paid will immediately be assigned a Check Number and

Date. If the check has not been written, leave the status as pending and the check # and date fields blank.

9. Next, choose the Payee (Vendor). If you are having trouble finding the vendor you can filter them using the “Vendor Type.”

Use the Memo line to describe the check.

10. Under the Account # select the first offsetting account. After the account is entered, fill in the amount. Add a line item

description if desired. Use the “Get last Check” button to fill in these items with the ones from the vendor’s last check. 

11. Fill in any remaining Accounts and their amounts. Once you are finished, click OK to save the check. 

Note: When you add a check, the accounts used in the check are added to the Vendor’s Preferred Account list. The next time

you add a check for the same vendor, the preferred accounts will show at the top of the account list.
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Check Register Report

Just like deposits and journal entries, a Check register can be printed out from two different places.

The first place is from the Check Register grid itself. Clicking print from this window will bring up a view of different options:

» Print the register—This will get you a listing of checks in the grid without detail.

» Grouped by vendor—This is the same register but grouped by vendor.

» Check Printing—Opens the Check Printing and Preview Report.

» General Ledger—Opens the General Ledger Report.

» Statement of Income & Expense—Opens the Statement of Income & Expense.

The final option is the Check Register Report which brings you to the second place you can print a check register. This report

is actually the same report as the Deposit Register Report but with the “Checks” radio button selected.

1. Find this report by going to “Report” in the menu bar and selecting “Check Register.”

2. Pick the bank account for the checks you want to print.

3. You can filter by date range, check number, or individual offset account.

4. This report can be sorted by a variety of options. Choose the one that works best for you.

5. Finally check any of the boxes under “Options” that you want. The subtotal option is only available if you have “Hide line

items” checked.

6. Click Preview to view the report or click Print to send the report directly to the printer.
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Printing Checks

The next step for checks is printing them out. For this purpose, Shepherd’s Staff uses a middle format check.

Note: If you wish to order pre-printed checks, we recommend Forms Plus (www.formsplusinc.com), an excellent provider of

checks and other forms. They provide a check specifically designed to use with Shepherd’s Staff.

In Shepherd’s Staff, there are several options for the formatting of the check:

» Print Total Amount in Words—Prints the check amount using words. Note the option to Include “Dollars” and “Cents” when

this box is checked.

» Hide heading on top stub—Check this if using pre-printed checks with headings already at the top of the form.

» Do not print the Memo line—Keeps the memo from printing on the check.

» Boldface—Changes the name and address to bold type.

» Canada CPA Format—Changes the check to Canadian format.

» Show calendar year-to-date—Gives the year-to-date totals for the included accounts.

These selections automatically save and reload each time you print checks.

The Preview window will display all your checks as a separate page. You can navigate through these checks by clicking the

arrow buttons on the bottom of the window.

You can also zoom in or zoom out using the magnifying glass button.

If you are changing printers or printing checks for the first time, we recommend printing a single check on plain paper prior

to printing on check stock (you can reprint the check). This way you can hold the check up over that paper and see if the lines

will line up properly.

If the check doesn’t line up properly, you can use the “Adjust Print Positions” on the “Check Printing and Preview” window to

adjust how the text prints on the check. You can move the check up or down on the page or left to right on the page. Some

printers need to adjust their margins, so you may need to change the layout field to “Margin Adjustment” if that is indeed the

case.

The “Test these settings” option will allow you to print a test check to confirm the layout settings.

1. Remember that each bank account has its own checks. So the first step is choosing the account you want in the Bank

Account field.

2. The First Check Number field will default to the next check in your sequence for this account. You can override this if you

choose. You can also permanently override these numbers by editing the account on the Accounts grid.
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3. All checks that have pending status for this bank account will be listed in the “Print the following checks” box. Only

selected checks are considered when printing checks, so if you do not want a particular pending check to be included, un-

mark the “Print?” check box.

4. Every check that is printed will receive the “Date of Check” date. If you are printing checks for different dates, simply

select the correct checks for that date and print them. Then change the date and print the other checks.

5. Choose the printing settings you want for these checks. 

6. Once all the settings are correct, click the “Preview / Print selected checks” button and a confirmation screen will appear.

7. Clicking Yes will preview the selected checks.

8. After checking the preview and putting check stock in the printer, click “Print these Checks” to send the checks to your

printer.

9. At this point, go ahead and inspect all the checks that printed, making sure they are all correct.

10. After the checks have printed, a confirmation screen will appear, asking if all the checks printed properly.

11. Select the option that applies to your situation. If only some of the checks printed correctly, you will need to mark which

checks printed correctly.

12. Click Continue. Each check that you designate as printed correctly will be given the proper check #, date printed, and a

check status of Paid and Computer Written. Checks noted as not printing correctly will remain as pending checks, with no

date for the check, and a check number of 0.

13. These checks can then be printed again by returning to step 1.
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Reprinting checks

When there is an issue with your printed check, say it printed on regular paper rather than check stock, you do have the

ability to print it again by recreating the check.

1.  Open up your Check Register and select the check in question

2.  Click the Copy button at the bottom of register/grid to create a copy of the original check (same vendor, line items, and

amounts).  The check number and date fields will be blank.

3.  Click OK in the Copy a Check window to save the copy.

4.  Open your Accounts grid, select the account that the check is written out of, and then click the Edit button.

5. Use the Override Check Numbers box to enter in the check number you would like to use and click OK.  The Override

feature allows you to manually reuse a check number.
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6.  Print your check again (Printing Checks).

7.  Open your Check Register again and Void the check that printed incorrectly.  
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Recurrent Transactions

As you create transactions from day to day, you will find that many transactions get repeated. In order to save you time,

Shepherd’s Staff has included some tools to recreate these transactions.

The first tool you have is to copy an individual transaction. You can find the Copy button on the grids for all three types of

transactions. This button will create a carbon copy of the selected transaction, except the transaction number will be

different and the date will be the current system date. At that point you can edit anything on the transaction just like you

would during creation. So, if one of the accounts on this transaction has a different amount this time you can simply change

that amount. Whenever you are finished, click OK to save the transaction.

The second tool you have is basically taking the copy function and automating it using Recurrent Transactions. Any

individual transaction in any register can be set as a recurrent transaction template. These templates are then kept in their

own separate grid. From this Recurrent Transactions grid you can generate multiple transactions at once and even remind

yourself that the transactions are due.

1. Access the Recurrent Transactions grid by going to “Transactions” in the menu bar and choosing “Recurrent.” You can also

get there by clicking the “R” button in the toolbar.

2. From this grid you can add, edit, delete, and generate recurrent templates. However, if you are adding a new template, the

easiest way is finding the transaction you wish to copy in it’s respective grid and clicking the “R” button at the bottom of

the window. This will create a template based on that transaction.

3. Once the template is filled out, you can set the details for frequency and date by clicking the Details button.

4. On the details window, choose the Bank Account, Frequency, and dates for this template. The dates should be kept in the

current fiscal year as you can always copy them for the next fiscal year.

5. Click OK to save the details and then click OK again to save the recurrent transaction template.
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Generating Recurrent Transactions

The Recurrent Transaction themselves are just templates. In order to create the actual transactions when the time comes,

the recurrent templates must be generated.

1. The first step of this process is remembering that the transactions are due.

2. For this reason, the Recurrent Transactions grid has a Reminder button at the bottom of the window that helps you

remember these transactions. It allows you to give yourself a reminder a set number of days prior to a transaction being

due.

3. This reminder will show in the toolbar as a finger with a string around it when you open the Finance module.

4. The next step is making sure you generate the correct transactions. On the Recurrent Transactions grid there is a check

box titled “Generate only for selected transactions.” If this box is NOT checked, clicking the Generate button will generate

a transaction for every template in the grid.

5. However, if it is checked it will only generate for templates that are highlighted. You can highlight multiple templates by

holding CTRL down on your keyboard while clicking the templates.

6. The final step is choosing the date for deposits and journals. The dates will be set as the “Next Date” by default. If you

want the date to be the current date, check the “Use the module date instead of the Next date” box.

7. Once you have the transactions and date option selected, click the Generate button to create the transactions.

8. Finance will tell you how many transactions will be created; click Yes to continue.

9. The status of checks will be set as pending while deposit and journal entries will have a status of blank. This allows you to

go to the respective grids and make any changes specific to that month’s or week’s transaction.
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Recurrent Transactions Report

This report prints a list of all recurrent transactions that need to be generated based on a specific due date.

It scans recurrent transactions in all Bank Accounts and in all Funds.

1. You can access the report by going to “Reports” in the menu bar and selecting “Recurrent Transactions.” You can also click

the Report button on the Recurrent Transactions grid.

2. You can include transactions for any or all of the check, deposit, and journal entry templates.

3. Choose if you want the report to be grouped by transactions type or bank account/fund.

4. Finally choose the due date to start looking for transactions.

5. Click Preview to view the report or click Print to send the report directly to the printer.
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Reports

Report Conventions

Creating a Library Report

Report Preview

Finance Report Options

Rebalance Utility

Account Balances Report

Balance Sheet

Balance Sheet Preview

Statement of Income and Expense

Dedicated Accounts

Bank Balance Less Dedicated

Church Body

FASB 117 Reports
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Report Conventions

One of the most popular features of Shepherd’s Staff is the large collection of pre-made reports. There are several similar

features you will find in the majority of Shepherd’s Staff reports.

One such feature is the library of saved reports. This is an area where the users can save reports that can be used again. If

you like to run a report using certain settings, you can choose to save those settings as a “report” so that the next time you

need it you can simply click on the saved report to fill in the settings automatically.

Keep in mind that these saved reports are optional, and at any time you can change the options and print the report. In this

way you could make a template that maybe saves one or two options like subgroup or date range and then you can change

some of the other options based on the month or data needed.

Another feature found in the majority of reports is the “Who” section. In the “Who” section you have the ability to tell this

report what subset of records it should be run on. The two options that are almost always available are “All People” and

“Subgroup.” The “All People” option will run this for EVERY record (including removed people) found in the database.

“Subgroup” is an option that gives a report a great deal of flexibility. You can set up a subgroup based on certain criteria and

then run this report for only that subset of people. This is very handy when you need to see information on just a small

collection of people in the database. Each report will come with its own selections under “Who” and can also have filters that

limit information, such as “no removed people” or “members only.”

Many reports also feature sections such as:

» “Address”—Asks which address to print, Primary or the active Alternate. If the Alternate Address is chosen although a

record doesn’t have an Alternate, the Primary will print anyway.

» “When”—Limits the report to a period of time.

» “What”—Allows the selection of particular content for that report.

» “Include”—Gives the option to add extra fields or data to the report.
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Creating a Library Report

On this page you can see the steps for creating a report in the library of saved reports.

1. To access a module’s reports, click on Reports at the top of the page in the menu bar, or you can access it through the

toolbar button.

2. The process is started by clicking on the New Report button at the top of the selected report window.

3. After that, you can type in a name and description of that report. If there are many users making reports, it may be a good

idea to include the date and creator’s name in the description. This makes database clean up easier in the future.

4. At this point you can go through the settings and select the options you want to see on the report. The saved report will

even remember the font or subgroup you used on this particular report. Once the settings are selected, you can click Save

at the top of the page. If at any time you no longer need a report, it can be deleted by selecting the report and clicking the

Delete button.

5. To change a font, use the font drop-down menu, then choose the desired font and click it. After all changes are made, click

on Save to save the report.

Here is an example of choosing your settings on a report and saving it. Let’s say that every month you run an Anniversaries

report showing the birthdays for your members during that month.

This example assumes you have a subgroup set up that contains only your current members. If you don’t have one of these

subgroups, you can create one by following the steps on the dynamic subgroup page.

The lines used in this subgroup are:

» MEMBER IS YES

» REMOVED BY IS BLANK

1. Access the Anniversaries report by going to Membership, clicking Report in the menu bar, and choosing “Anniversaries.”

2. Click the New Report button at the top of the Report window.

3. Under Report Name, rename the report “Member Birthdays” and enter a description (if desired). At this point you can

also save the report using a different font or scale as well. In this example we have font as “@Arial Unicode MS” and scale

set as “0,” but you can use another setting if you like.

4. Under “Who,” we want to choose our members subgroup.

5. Under “What,” we are going to choose “2. Birthday” as the Anniversary and use the defaults for the other fields.

6. Under “When,” we will make sure “One month” is chosen. Which month it’s on doesn’t matter for the template, as that is

the field we will change every month.

7. Under the “Include” section, we have the top four options checked. These options will be explained in more detail on the

Anniversaries report page.
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8. After all changes are made, click on the Save button to save the report.
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Report Preview

After clicking the Preview button, your report will appear on your screen.

1. To browse through the pages, click the arrows in the upper left hand corner of the window. A multiple page report will

start out by saying it is 1/1+ pages. If you click the right arrow button with a line by it (>|), it will take you to the last page

and update the page count.

2. Clicking the Close button will close the preview and take you back to the Report window.

3. Clicking the Print button will open the Windows® printer settings window. This will allow you to choose a printer along

with other options. The report will be sent to the printer when you click Print.

4. Clicking Export will allow you to export the report to a variety of formats including .pdf, .xls, and .doc. For the destination

you can choose “Disk File” to save the file on your computer, “Application” to open the file in its default program, or even

“MAPI” to send the information directly to Microsoft Outlook®.
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Finance Report Options

Throughout most of the Finance Reports, you will find similar features for choosing accounts, picking a detail level, selecting

captions, and including options.

Choosing an Account:

» There are reports that give you the option to select a Fund, Account Type, Major Group, Minor Group, Sequence, and

Responsibility.

» Each of these buttons allow you to select a certain number or a range of numbers. This allows you to drill down into any

area you want. For example, if you want to see a specific account simply choose the account by picking the respective

numbers from each button.

» The options may lessen depending on how the report is designed.

Level of Detail:

» Major Group—Shows totals for only the Major Groups.

» Minor Group—Shows totals for only Minor and Major Groups, without the Account level detail.

» Account—Shows detail on all Accounts selected, subtotaled by Minor and Major groups.

Captions:

» Names and numbers—Prints Major and Minor number and name, and Account Sequence and name.

» Names only—Prints Major, Minor and Account names, without any identifying numbers.

» Names/numbers, full account number—Prints just like the Names and numbers option, but includes the entire 9-digit

number for Accounts.

Options:

» Include inactive accounts—Any account marked as inactive will be included on the account.

» Save Month with report—If you check this box, the selected month saves with the report. If you do not check this box, the

report always prints for the current month. This permits you to create a report for a specific month of the year, or one that

floats.

» No color—Prints the report without using color.

 

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204195678-Reports
https://shepherdsstaff.zendesk.com/hc/en-us/articles/218736228-Funds
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204054027-Account-Types
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221320248-Major-and-Minor-Groups
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221320308-Responsibility-and-Church-Body




The Shepherd’s Staff Help Center ›   Finance ›   Reports

Rebalance Utility

This utility rebalances all transactions and summaries for a fiscal year. This ensures that when a report is run, the numbers

displayed are accurate and current. We recommend running the rebalance utility prior to printing a report to avoid any

possible errors.

This utility can be run for the current year, the next year, or even two years from now. All other users must be out of the

Finance module to run this utility.

Here is how to use the Rebalance utility:

1. Click on “Utilities” in the menu bar.

2. Click “Rebalance”.

3. Select the fiscal year to rebalance. You can also uncheck any of the three options beneath that, but it is recommended you

leave them all checked.

4. Click “OK” to start the rebalance.

5. Click “OK” to confirm there are no other users in the Finance module.

6. Click “OK” when the utility is finished.

» Note: This utility now runs automatically when you open the Finance module. You do not need to run this utility unless you

have made numerous changes in the module in a single session.
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Account Balances Report

This is a report of the current balances based on the current month or previous months during the fiscal year.

It also contains the expected equity, actual equity, and income less expenses calculations at the end of the report.

There are two different formats for this report:

» Current Balance vs. Beginning Balance—Compares the balance of an Account at the beginning of the year with the balance

as of the report month.

» Debits vs. Credits—Compares the debits and credits for all Accounts, so you can verify that the Finance module is in

balance (debits should equal credits, and vice versa). The Debits vs. Credits version of the report is sometimes called the

Trial Balance Report.

1. Find this report by going to “Reports” in the menu bar and selecting “Account Balances.”

2. Select the Finance fund from which you want to report. The report prints for one fund at a time.

3. Next, pick the month up to which to include balances.

4. Now choose the format you want for this report.

5. Checking the “Show Monthly Totals” box expands the report to display a monthly breakdown, up to and including the “As

of” month.

6. Choose any other options you may want.

7. Click Preview to view the report or click Print to send the report directly to the printer.
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Balance Sheet

The Balance Sheet summarizes your church’s financial resources and obligations for the month of the current fiscal year in

which the report is printed. It is generally divided into three sections: Assets, Liabilities, and Equity.

The formats it allows you to print for are:

» Current year only—Prints a report for the current year that includes the balance as of the beginning of the fiscal year, the

balance as of the end of the report month, the current year change, and the percent of change.

» Prior year only—Prints a report for the prior year that includes the balance as of the beginning of the prior fiscal year, the

balance as of the end of the report month, the current year change, and the percent of change.

» Current year vs. prior year—Prints a comparison of the current year-to-date against the prior fiscal year-to-date for the

specified report month.

» Five-year trend—Prints a five-year comparison (providing you have that much historical information). Years for which no

historical information exists print zeroes.

1. Find this report by going to “Reports” in the menu bar and selecting “Balance Sheet.”

2. Choose the Format and Report Month you want.

3. Pick a Level of Detail along with the orientation and the captions.

4. You can run this report for any and all funds. If you do run it for multiple funds, consider checking the Consolidated

option.

5. Check Consolidated if you want to print a balance sheet where accounts from selected funds are listed together by

account type on a single report.

6. Choose any other options you may want.

7. Click Preview to view the report or click Print to send the report directly to the printer.
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Balance Sheet Preview

When this report previews, you will see a report with sections for each fund broken up into assets and liabilities (and

possibly Equity if you have Equity account balances) with a Fund balance at the end.

The Fund Balance is determined by the following formula:

Total Fund Balance/Equity = Total Assets – Total Liabilities

The first step in this formula is figuring out the Total Assets. This amount is the asset account balances as of the selected

month plus the Dedicated Funds Receivable.

The Dedicated Funds Receivable is the sum of all Dedicated Accounts with a negative balance. Since the monies in those

dedicated accounts are reserved for specific purposes, those negative balances must be paid back. Therefore those balances

are added back to the total assets.

The next part of the formula is figuring the Total Liabilities. This amount is the liability account balances as of the selected

month plus the Dedicated Funds Payable.

The Dedicated Funds Payable is the sum of all Dedicated Accounts with a positive balance. These amounts are monies that

need to be paid out for specific purposes. This makes them liabilities where the total Fund balance is being considered.

» Note: If you have Equity Accounts in Finance that have balances on them, you will see another section in the report titled

“Equity.” This equity subtotal is assumed to be money that is being reserved for a certain purpose and therefore is not

considered part of the actual Fund balance. So, the equity is subtracted from the “Totals for Fund Balance” line on the report

but not the Total Fund Balance / Equity line.
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Statement of Income and Expense

The Statement of Income and Expense Report is a summary of your church’s receipts and disbursements, and the difference

between the two.

The first step to running this report is choosing a fund. You can only run this report for one fund at a time unless you check

the box for consolidated.

The next step is choosing one of the following formats:

» Current Month—This format shows you the income and expense for the current month and the year-to-date based on the

month you choose. You can also run this report with or without the budget remaining column.

» Treasurer’s Report—This format is very similar to the “Current Month” format except that it does not include the budget

for the current month and instead has a column for checking the budget.

» All Months—This format shows you one column for every month of the chosen fiscal year including a total in the last

column. In those columns you can choose to report for either just the actuals, just the budgets, or actual less budget. The

fourth option is to run budget vs. actual which adds a row for each line so that both the budgets and actuals can be shown.

» One Month—This format is different than the “Current Month” format in that it allows the printing of the chosen month as

well as seeing the previous year’s totals. You can run this report using either the budget information for both years or the

change in actuals for both years. The third option is running a five-year trend for the month which shows the current year

and the prior four years for that month.

» Year-to-Date—The year-to-date format has the exact same options as the “One Month” format. The difference is that

instead of running this report for a single month it runs for the entire year up until the current system date.

Having so many different formats to choose from, churches can find the statement allowing them to report to the

congregation or council in the way that best meets their needs.

With all the formats this report contains, it stands to reason that there would also be several options for those formats.

There are certain options available for every report and those are listed below.

For information on the specific options available to each format press F1 on your keyboard.

» Fund—Allows you to run the report for a specific Fund.

» Responsibility—Select any combination of Responsibility Codes. This is useful for printing out reports that go to budget

committees or other groups that oversee portions of your receipts and disbursements.

» No color—Prints the report without using color.
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» Include inactive accounts, Level of Detail, and Major / minor / account captions all work the same way as stated in the

conventions.

» Graph—You can also opt to run graphs showing 12 months of data for the following options: Income to Expense—Actual,

Income to Expense—Net, Income Actual to Budget, Expense Actual to Budget.

1. Find this report by going to “Reports” and selecting “Statement of Income and Expense.”

2. Start by choosing the Format you want to use.

3. Next choose the Fund. Certain formats allow you to consolidate all your Funds into one report.

4. Then, depending on the format, choose either the fiscal year or month for which you are running the report.

5. Pick the options you want for Level of Detail, captions, and possibly budget depending on the format.

6. Click Preview to view the various reports.

7. You can also export data for the following formats: all four of the All Month formats, the One Month: 5-Year Trend, and

the Year-to-Date: 5-Year Trend formats.
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Dedicated Accounts

This report shows beginning balances, current balances, and a summary of activity for your Dedicated Accounts (Account

type 7).

It includes the total for all receipts and the total for all disbursements for both current month and year-to-date.

1. Find this report by going to “Reports” in the menu bar and selecting “Dedicated Accounts.”

2. This report can be run for one fund or all funds. Choose the one you want.

3. Next choose the Report Month you want and the Level of Detail.

4. The orientation for this report can be Landscape or Portrait so pick that option next.

5. You can also choose to run this report for a single Responsibility Code.

6. Choose any other options you may want.

7. Click Preview to view the report or click Print to send the report directly to the printer.
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Bank Balance Less Dedicated

As we have learned, the monies in a dedicated account are actually contained within an asset account.

This also means that when you look at an asset balance, you must recognize that not all of that balance is available for

general purposes. Some of it is going to be restricted since it’s for those dedicated accounts.

For this reason, the Finance module includes this report. It takes the total of the bank accounts and subtracts the total of the

dedicated accounts to give a total of the undedicated bank accounts assets.

1. Find this report by going to “Reports” in the menu bar and selecting “Bank Balances Less Dedicated.”

2. Choose the fund for which you want to run this report.

3. Next choose the month you want in the As Of field.

4. Choose any of the options you want.

5. Click Preview to view the report or click Print to send the report directly to the printer.
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Church Body

Many churches are required to report various kinds of financial data to a regional or national church body. Most churches

are also required to develop an annual report. The Church Body Report groups and subtotals all of the Accounts with the

same code, and includes the current balance for each Account.

1. Find this report by going to “Reports” in the menu bar and selecting “Church Body Code.”

2. You can choose to print for all Church Body codes or just one particular code.

3. Next choose which year and month for which you want to run this report

4. There are also options to include a monthly break out and to exclude Account Numbers from the report.

5. Click Preview to view the report or click Print to send the report directly to the printer.
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FASB 117 Reports

These reports are only available if you have chosen to implement FASB 117. See the page on FASB 117 in the front of the

manual for more information. In our experience, most churches will choose to not implement FASB 117.

There are three types of reports in the FASB 117 Report:

» Statement of Financial Position—The Statement of Financial Position is similar to the Balance Sheet, but should not be

directly compared. Remember that Equity accounts are not calculated in any way on this report. Below is a break down of

the report calculations.

» Statement of Activities—This is comparable in many ways to the Statement of Income and Expense Report.

» Statement of Cash Flows—This report is unique to FASB 117; the Finance module has no comparable report.

Please refer to the FASB 117 statement (available on the Financial Account Standards Board web site, listed in the chapter

on FASB 117) for details on how these three reports are used.

1. Find this report by going to “Reports” in the menu bar and selecting “FASB 117 Reports.”

2. Start by choosing the type of report you want.

3. Next pick the Level of Detail.

4. Now choose the month you want in the As Of field.

5. Finally, choose either of the two other options you may want.

6. Click Preview to view the report or click Print to send the report directly to the printer.
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Bank Account Reconciliation

Setting It Up

Clearing Transactions

Troubleshooting the Reconciliation

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204195668-Bank-Account-Reconciliation
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221596688-Setting-It-Up
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221596728-Clearing-Transactions
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221647747-Troubleshooting-the-Reconciliation


The Shepherd’s Staff Help Center ›   Finance ›   Bank Account Reconciliation

Setting It Up

The Bank Account Reconciliation helps you verify that the records you keep in Finance match the records kept by your bank.

In short, it is a checkbook-balancing utility.

Each month the bank sends you a statement listing all checks, deposits, interest and fees that have affected the Account

balance. Most of these transactions will already be in Finance, but some (like bank fees and interest) you will need to enter,

using journal entries.

The most important thing to remember about the Bank Account Reconciliation is that it’s only to be used for a single bank

statement at a time. Moreover, all entries that affect the balance on that statement must be in the Finance module for your

bank reconciliation to be correct.

You can access the Bank Account Reconciliation by going to “Accounts” in the menu bar and choosing “Bank Account

Reconciliation.”

1. In step 1, choose the bank account for the bank statement you have.

2. In step 2, Shepherd’s Staff does not know when the transaction cleared the bank. It only knows the date you put the

transaction into the software. So you may need to research the oldest transaction in the registers to get the exact date of

creation. Start by looking at the first couple of transactions on the statement and find the earliest date of those

transactions that was put into Shepherd’s Staff. You will be able to change this date later if needed.

3. In step 3, we are doing the same thing as step 2 except this time we are picking a date for the most recent transaction on

your statement. Again, you can change the date later if you pick incorrectly.

4. In step 4 and 5, enter the beginning and ending balances exactly as they appear on the bank statement.

5. Click on the “Transactions to Clear” tab to start the reconciliation.
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Clearing Transactions

The “Transactions to Clear” tab contains both the transactions in the grid as well as the running balances for this account.

The transactions in the grid are all uncleared transactions for this bank account that fall within the date ranges in the setup.

A transaction must match all those criteria to appear.

There are two different rows for balances at the bottom:

» On Statement—These numbers are coming directly from the statement setup. The beginning and ending balances you

typed in and the checks, deposits, and journals are the totals of the transactions appearing in the grid.

» In Finance—These are balances that you currently have in Finance. So, the beginning balance is the current balance for this

bank account as seen on the accounts grid. The checks, deposits, and journals are the totals of ALL uncleared transactions in

the fund (including prior years). So, the more uncleared transactions you have through the years in Finance the higher these

totals will be. Finally, the ending balance is simply the beginning balance less those uncleared transactions. Handled

correctly, these numbers can help you discover transactions that were never cashed or deposited.

1. To clear a transaction, click the check box in the center of the grid. When you do this, you will see the “On Statement”

balance for that transaction type change along with the “Difference” total.

2. As you continue to clear transactions, the “Difference” total will get closer and closer to $0.00.

3. The reconciliation is ready to Post once all transactions from the bank statement have been checked and the “Difference”

is $0.00.

4. To post this reconciliation, click the Post button. The status in the registers for these transactions does not become

“Cleared” until you Post.

5. If you wish to print the reconciliation, answer yes to the first question. To finalize the post, click yes to the second

question.

6. If you are having trouble getting your “Difference” to $0.00, turn to the next page to see some of the troubleshooting

options.
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Troubleshooting the Reconciliation

If you don’t reach a $0.00 difference, the most likely cause is a missing transaction in the reconciliation.

The first step in troubleshooting this is by re-checking the reconciliation. Remember that every line on the bank statement

must also be in Finance. This includes returned checks and bank fees.

Transaction is in Finance

1. When you find the item that is missing, there are a couple of things to check before continuing

2. We will need to leave the reconciliation utility in order to check this. So start by clicking Save to save the reconciliation

worksheet. Saving allows you to exit the reconciliation and come back and not have to repeat the work you’ve put in.

3. First, look through the register for the transaction you are missing. If you find it, check to make sure the date is within the

range you were using, the status is not “Cleared” and that it’s in the correct bank account (make sure to check other bank

accounts as well).

4. If the date is outside the range, you can simply change that date on the reconciliation. If it’s one of the other options, you

will need to do the corresponding journal entries.

Transaction is not in Finance

1. If you cannot find the transaction, you will need to add it. Most of the time this will be a bank fee or interest charge that

can be added as a journal entry. However, you can also add checks and deposits if necessary.

2. After you add the transaction, it will appear in the grid when you re-enter the bank account reconciliation utility.

Note: If you need further assistance, please call Shepherd’s Staff Support at 1-800-346-6120.
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Ledger, Accounts and Budgets

Budgets

Account Ledger

General Ledger Report

Account Actuals

Budget Projection

Budget Worksheet

Importing Budgets
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Budgets

Shepherd’s Staff allows churches to enter budgets for income and expense accounts. These are the accounts that track your

receiving and spending, so it stands to reason they would have budgets on that receiving and spending. Budgets can be

entered manually for each income and expense account or imported in from a spreadsheet, creating all the budgets at one

time.

Budgets can be added and changed at any time throughout the year.

On this page, you will see how to manually add budgets. For information on the import process see the page entitled

“Importing Budgets.”

To add a budget manually, open the Accounts grid, highlight the correct income or expense account, and then click the

Budget button.

Note: Users have to have permissions to “Maintain Budgets” to add or edit budgets.

1. Before adding any budget, check the Fiscal Year. If you are adding next year’s budgets, click on Add. 

2. Budgets can be manually keyed into each month by clicking in the correct month in the Budget column and keying in the

figure. If you are doing this method, skip to step 7.

3. If you wish to enter a lump-sum budget or use past Actuals, click the Project/Copy button.

4. For lump-sum budgets, choose “Equal monthly amounts,” fill in the amount, and then click OK. This will divide the amount

across all months.

5. You can also choose to use previous actuals and budgets to create the budget automatically by choosing one of the other

options. For information on each of these options press F1 on your keyboard.

6. Click OK after you have chosen the calculation method to fill in the budgets.

7. After projecting a budget, monthly amounts can still be edited by changing the figures manually.

8. Click OK to save the budget.
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Account Ledger

As we have learned, transactions in the Finance module are composed of debits and credits.

Each account tracks its own debits and credits on a Ledger.

Access the Ledger by going to the Accounts Grid and double-clicking the account ledger you want to see.

You can also highlight the account and click the Ledger button at the bottom of the window.

1. Each line contains information about a specific transaction. This information includes the date, transaction number,

memo, status, and vendor (if applicable).

2. It also contains the type of transaction: “C” is for check, “D” is for deposit, and “E” is for journal entry.

3. Each ledger also contains a running balance so you can see how each transaction affects that balance.

4. If you wish to view any of these transactions, simply highlight it and click View.

5. The Ledger defaults to showing the entire fiscal year but you can show specific months if you wish by choosing that month

from the drop-down list at the bottom of the Ledger window.

6. You can print this list by clicking the Preview button or even export it to a spreadsheet by clicking the “Export to

Spreadsheet” button.
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General Ledger Report

The General Ledger Report can be printed from two different areas.

The first area was the ledger window we just saw on the previous page. This version makes it very easy to print a ledger for

just a single account.

However, if you want to print the ledger for multiple (or all) you will need to print from the second area which is Reports.

1. Access the General Ledger Report by going to “Reports” and selecting “General Ledger.”

2. You can run this report for a single account, a group of accounts, or all accounts. Use the Fund, Account Type, Major

Group, Minor Group, Sequence, and/or Responsibility buttons to limit the accounts for what you need. 

3. Start by choosing the date range for which you want to see the ledger.

4. Now choose the level of detail. “Detail” will list each transaction while “Summarize” will just show you the totals for

checks, deposits, and journal entries.

5. Under the options area, you can choose certain things to include or exclude from the report. Pick the options that work

best for the type of report you want.

6. Once you are ready, click Preview to view the report or click Print to send the report directly to the printer.

7. You can also export this report by clicking the “Export to Spreadsheet” button.
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Account Actuals

Similar to the ledger window, every account has it’s own actuals window as well. The difference is that instead of seeing each

transaction, the actuals window shows the monthly totals for that account.

This is a quick way to see how the account is trending for the year and spot any months that stand out.

1. Access the Actuals by going to the Accounts Grid, highlighting the account, and clicking the Actual button at the bottom

of the window.

2. The actuals window will default to the current fiscal year. You can change the year by choosing a different one in the drop-

down box.

3. The beginning balance for that year will show next to the fiscal year. This is the account balance as of Day 1 for this fiscal

year.

4. If you have actuals for a previous fiscal year, you can actually add a year and type the actuals in there. This is

recommended only for years prior to using the software.

5. If you want to change accounts from this window, you can use the left and right arrows underneath the beginning balance

or you can use the Find button to pick a certain account.
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Budget Projection

If you need some help with creating budgets, Shepherd’s Staff has included a Budget Projection to do just that.

The Budget Projection Report shows estimated monthly annual amounts for Income and Expense Accounts, calculated from

three years of historical information. It has the following three projection methods available:

» Percentage change from prior years—Finds the average percent change over the past three years and adds that

percentage to current year’s actuals.

» Average +/- this percentage—Adds this percentage to the calculated percentage and then adds that number to the current

year’s actuals instead.

» A percentage I supply—Disregards the calculated percentage and adds this percentage to the current year’s actuals

instead.

You can use the Budget Projection Report to prepare your budget for the coming year, and for testing the likelihood of

meeting the budget during the current year.

1. Find this report by going to “Reports” and selecting “Budget Projection.”

2. Choose the specific Accounts or click Reset” to report for all accounts.

3. If you wish to include accounts with no actuals, check that box.

4. Finally choose how you will project your budgets. If you are unsure, try all three consecutively and see which one works

best for you.

5. Click Preview to view the report or click Print to send the report directly to the printer.
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Budget Worksheet

If it turns out you would prefer to figure the budgets yourself (rather than having them projected using the Budget

Projection Report), you can use the Budget Worksheet.

This report lets you review budget numbers for the current and next year. It’s helpful in formulating the new budget and

provides the historical information necessary in preparing a realistic budget.

The Budget Worksheet is also handy for importing budgets as it contains an Export button, which will create a spreadsheet

you can use with the import utility.

1. Find this report by going to “Reports” and selecting “Budget Worksheet.”

2. You can choose the specific Accounts or click Reset to report for all accounts.

3. The type field is used for printing each fund separately (normal) or combining funds all into the same report (combined).

4. Next choose the level of detail you want.

5. Finally you can include additional items for this report by checking the boxes in the “Options” area.

6. Once your selections are made, click Preview to view the report or click Print to send the report directly to the printer.

7. If you wish to export this report as a spreadsheet, click the “Export to spreadsheet” button. Make sure to save the file as

an “.xlsx” file.

 

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204060687-Ledger-Accounts-and-Budgets




The Shepherd’s Staff Help Center ›   Finance ›   Ledger, Accounts and Budgets

Importing Budgets

This feature allows you to import multiple (or all) monthly budgets directly into Finance.

You can import budgets from any spreadsheet provided the first column is the Shepherd’s Staff account number (015-01-02-

11), the second column is the account name (General Offerings), and the budgets are in the third column (and beyond if

doing 12 month).

For this reason, we have included an export on the Budget Worksheet for getting this exact format.

1. Start by going to the Budget Worksheet Report (directions on the previous page).

2. Select the settings and options you want and then click on the “Export to spreadsheet” button to open the sheet in your

default spreadsheet program.

3. At this point you can start entering your budgets. This can be done using a lump-sum method or the 12-month method.

4. The lump-sum method will take the amount in column C and divide it equally for all 12 months.

5. The 12 month method lets you put in each month’s budget in columns C through N. (Note: It doesn’t matter what the

column headings are)

6. After changes or editing are complete within the spreadsheet, it must be saved as an “.xls” or “.wk?” file type for

Shepherd’s Staff to recognize it.

7. Remember the location where you saved it as it will need to be retrieved in a couple steps.

8. It is recommended that you make a backup prior to continuing. See the page entitled “Backing up Your Database” in the

front of the manual.

9. Go back into the Finance module. Click on “Accounts” in the menu bar and choose “Budget Import.”

10. After confirming you have made a backup, the Budget Import window will open.

11. If you have previously entered budgets for this year, make sure to click the “Do not overwrite existing budgets” check box.

12. Click on “Load Spreadsheet” to locate and open the previously saved .xls document.

13. After opening the file, the rows and columns will appear in the window.

14. Choose the layout based on how you entered the budgets (Step 4 or 5).

15. Choose the fiscal year for which you are importing the budget. 

16. The final step is to click on Import Budgets. 

17. Shepherd’s Staff will go through all the accounts, picking up the budgets and inserting them into the program.

If there are problems in the import, an error report will immediately be available showing which account budgets didn’t get

imported.
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Purchase Orders

A Purchase Order system allows you to manage requests for purchasing items and services, the approval of those requests,

the issuing of those requests to a vendor, the verification of the shipment, and the payment of the Purchase Order.

Access the PO grid by going to “Transactions” in the menu bar and choose “Purchase Orders.” You can also click the PO

button on the toolbar.

1. Entering a New PO

1. To add a new PO, click the Add button on the PO grid.

2. A PO Number is automatically assigned for you and cannot be changed. The first two digits represent the year in which

the PO was entered into Finance. The status defaults to requested, which is the first stage in the PO process. 

3. Enter the Date Requested and Date Required.

4. Fill in the person/group who requested the items/services in the Requested By field. This may be an individual or a

group of people (e.g., “Ministry Board”). Then fill in the date required. 

5. Enter each item or service to be ordered. You can enter an Item #, a Description, or both.

6. Enter the purchase price (the price you will pay for this item or service). If you are not sure of the price and are going to

get bids from vendors, then leave the Purchase price blank. If you are paying a discounted price, enter the list price.

The List price is never required, and is only used in calculating the discount on the Totals folder. 

7. Enter the number of items ordered. The Total price is automatically calculated for you.

8. When adding the PO, you will leave the remaining columns blank. Enter the remaining items from the PO in the same

manner.

9. If you know the vendor, go to the “Vendor Tab” and select the Vendor from the list of Vendors and select the Ship To

(default is [church address]).

10. When finished, click OK to save the Purchase Order.

2. Initial Approval

1. In this stage you submit the PO to a formal approval process, prior to requesting bids from vendors. If you do not need

to submit a Request for Price / Proposal, then skip this step and go to Step 4, Final Approval. 

2. First, you’ll want to select the PO in the Purchase Orders grid and click the Print button. 

3. Select PO approval for sign-off and click OK. This sign-off report has a place for two signatures and two dates. 

4. Once the initial go-ahead is received, edit the PO and fill in that person/group’s name in the Initial Approval field on the

Approval folder. Note: The person/group name is a user-defined list. If the name does not appear, just type it in and

press TAB, which will add it to the list. (If you are familiar with the Membership module, this works just like adding

items to the list on a Household or Person record).

5. Fill in the Approval Date and press TAB. This automatically changes the PO Status (on the PO folder) to Initial

Approval.
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3. Request for Price / Proposal

1. Edit the PO and change the status to Price /Proposal and click OK to save the change.

2. Highlight the PO in the Purchase Orders grid and click the Print button. Select Request for Price/Proposal and print

this report.

3. Mail or FAX this PO to the vendors in question, or you can call the vendor to get the price. (Next to each item order is a

blank for handwriting in the price).

4. Once the prices have been analyzed, and the best value is determined, then edit the Purchase Order and fill in the

selected Vendor from the Vendor folder.

4. Final Approval

1. Once a Vendor has been finalized, then you may want to get a second, final approval. If you didn’t need a Request for

Price/Approval, then this may be the only approval step you need.

2. Highlight the PO in the Purchase Orders grid and click the Print button.

3. Select PO approval for sign-off and print this report. This sign-off report has a place for two signatures, and two dates.

4. Once the final go-ahead is received, edit the Purchase Order and fill in that person/group’s name in the Final Approval

field on the Approval folder. 

5. Enter the Approval Date and press TAB. This automatically changes the PO Status to Final Approval.

5. Issue the PO

1. Now that the vendor has been selected and the PO has gone through its approval process, it is time to send the PO to

the vendor (i.e., it’s time to place the order). Just a reminder that the vendor selection and approval processes are both

optional; your church may not need one, the other, or either of these steps.

2. Edit the Purchase Order and fill in the Date Issued (on the PO folder) and press TAB. This automatically changes the

PO Status to Issued. Click OK to save the changes.

3. Highlight the PO in the Purchase Orders grid and click the Print button. Select PO to send to Vendor and print this

report.

4. Mail or Fax the PO to the appropriate vendor. Or, if you are calling in the order, use the report as a reference during

your phone call.

6. Receive the PO

1. This step simply tells you that the items have arrived from the vendor, and are waiting to be verified by someone

(probably the person who Requested the PO to begin with).

2. Edit the Purchase Order and fill in the Date Received and press TAB, which automatically changes the PO status to

Received.

7. Check/Match the PO

1. Once the vendor ships the products, or supplies the services, you need to compare the vendor’s invoice to the

Purchase Order, and both to the products/services received, noting any overages, shortages, or other issues. As you

record the quantity received for each line of the PO, you “Match” that line. 



2. Edit the Purchase Order. For each item you received, enter the quantity Received, the Date that you verified this, and

then check the Matched box. Use the Comments column to mention any anomalies. Note: The Match button will

automatically “Match” each line item, allowing you to go back and adjust the line items if necessary.

8. Close the PO

1. A Closed PO is one that has been paid.

2. Edit the Purchase Order. If the PO was paid by a check, you can select that check from the Vendor folder providing the

check itself is marked as Paid or Cleared, and is dated on or after the PO Date Requested. Selecting the check

automatically marks the PO as Closed, and fills in the Date Closed with the current date.

3. If the PO was not paid by a check, or if you don’t wish to assign the check to the PO (it is an optional field), then simply

fill in the Date Closed on the PO folder and press TAB. This automatically changes the PO status to Closed. Note:

Closed POs do not initially appear in the PO grid (it defaults to showing “ALL but Closed.” When they do appear, they

are color-coded, with a light blue background.

 

 



 

 





The Shepherd’s Staff Help Center ›   Finance ›   Purchase Order

Purchase Order Report

This report allows you to print all the forms you may need during the purchase order process.

There are three different types of forms you can print:

» Vendor—A basic Purchase Order for mailing or faxing to the vendor.

» Detailed—A detailed Purchase Order, for internal church use. Can be printed with or without space for approvals.

» Request for Price/Proposal—A Request for Price / Proposal that can be sent to a vendor to get a price or bid. It explicitly

states on the report that “This is NOT a Purchase Order.” Prices and line extensions do not print on the report—that’s for the

vendor to supply. Also, the Ship To address does not print (since this is a request for information, not a request for product).

The report does include a blank line to the right of the quantity, where a price can be written in by the vendor (or by the

person who is calling the vendor). If the vendor is filling in the prices, the form can then be faxed or mailed back to the

church.

1. Find this report by going to “Reports” in the menu bar and selecting “Purchase Orders.” You can also get to it by clicking

Print from the PO grid.

2. Choose the type of form you want.

3. Now decide if you want to print this form for just a single purchase order or for any purchase orders with a date in the

date range.

4. Click Preview to view the form or click Print to send the form directly to the printer.
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Vendors

Merging Vendors

Vendors

Vendor Directory

Vendor Payments

Vendor Labels

Vendors with No Activity

Payroll

Payroll Import

Vendor Account Summary / W2

https://shepherdsstaff.zendesk.com/hc/en-us
https://shepherdsstaff.zendesk.com/hc/en-us/categories/202659028-Finance
https://shepherdsstaff.zendesk.com/hc/en-us/sections/204195658-Vendors
https://shepherdsstaff.zendesk.com/hc/en-us/articles/115004905988-Merging-Vendors
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221355628-Vendors
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221433107-Vendor-Directory
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221433127-Vendor-Payments
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221355668-Vendor-Labels
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221355688-Vendors-with-No-Activity
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221358488-Payroll
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221358528-Payroll-Import
https://shepherdsstaff.zendesk.com/hc/en-us/articles/221436487-Vendor-Account-Summary-W2


The Shepherd’s Staff Help Center ›   Finance ›   Vendors

Merging Vendors

Sometimes you will end up with duplicate versions of the same vendor with transactions attached to both of them. It is very

cumbersome to have to delete all the transaction linked to one vendor and then recreate them for the other vendor. Instead

you can use the "Combine Vendor" utility.

Note: This action can only be taken by administrators and it is strongly recommended you make a backup before you use the

utility. Once vendors are merged there is no separating them again. 

To combine two vendors:

1. To start the "Merge Vendor" utility, click "Utility" in the menu bar and select "Combine Two Vendors..."

2. Click "yes" on the back up reminder message. It is strongly recommended you make a backup before using this utility.

3. Select the vendors you wish to combine in the drop down. It will then list all the transaction associated with those

vendors for reference. 

4. Select which vendor to merge by selecting the radio button on the bottom. 

5. Click "Continue" and "Review" the summary.

6. Click "Merge" and then "Confirm". 
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Vendors

The next step in working with your Shepherd’s Staff Finance module is adding Vendors.

A Vendor is any person, company or organization who receives a check, payment or other disbursement from your

congregation, including employees. You must have a Vendor record in order to write a check to that Vendor.

Vendor records can be accessed through the Vendor Grid.

1. Access the Vendor Grid by clicking Vendors” in the menu bar. You can also click the “V” button in the toolbar.

2. The Vendor Grid lists all the active vendor records you have in the database

3. To see the inactive vendors, click the “Show inactive vendors” button.

4. If you want to create a copy of the last check you wrote to one of your vendors, click the “Repeat Last Check” button. This

will open an exact copy of the last check you wrote to this vendor which you can then edit and save as a new check.

5. You can also print a single vendor label from this grid by selecting the vendor and clicking the Label button (there is also a

Vendor Labels Report).

6. Finally you can print this list of records or even export them out to a spreadsheet if desired.

7. To Add a Vendor, click the Add button.

8. First Choose the Vendor Type and type in the Name (required fields).

9. Now type in the general vendor information.

10. Beneath the general information on a Vendor, four tabs are available for entering/viewing more information.

11. The Contact tab displays name, phone number and other information for contacts associated with this vendor. If you

want to add a specific contact, click the Add button.

12. The Activity Tab shows the transactions for this vendor. It also allows you to add historical summaries using the Add

button.

13. The Purchase Orders tab displays all the Purchase Orders that exist for this Vendor.

14. The Accounts and Settings tab allows you to designate this vendor as a Minister of the Gospel or receiving a Form 1099.

You can also set the preferred accounts for this vendor. When a check is written for this vendor, the drop list of Accounts

displays these Accounts at the top of the list, speeding up check entry.

15. Once you are finished adding information for this vendor, click OK to save the record.

Once you add transactions to your software for this vendor, those transactions will be tracked under the “Activity” tab.

Besides tracking transactions, Vendor records also keep contacts for that vendor, ordering information, as well as any

preferred accounts this vendor uses.

Note: Vendors can only be deleted if they have no summaries in any fiscal year and are marked Inactive. If the vendor does

have summaries, it’s recommended you wait till the year end and remove with the Cleanup utility.
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In the meantime, you can set that vendor’s status to inactive in the vendor record.
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Vendor Directory

Once you have added your vendors, you can use the Vendor Directory Report to print out a list of those vendors with

supporting information.

The report can also create rotary index cards to supplement the church’s rolodex.

1. Access this report by going to “Reports” in the menu bar and selecting “Vendor Directory.”

2. If you are printing rotary cards, select that “Format” otherwise leave it on Directory.

3. You can filter by Vendor Type if you want to, or even select an alphabetical range of vendors.

4. If you want to include any additional fields, make sure to check those under the “Include box.

5. Once your selections are made, click Preview to view the report or click Print to send the report directly to the printer.
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Vendor Payments

The Vendor Payments Report lists each Vendor, the number of checks written to the Vendor, and the total dollar amount of

those checks. It also includes any payments on hold.

This report can be printed for a 3-Year Summary showing the payment totals for the vendor or a detailed version displaying

the actual payments for the vendors for the current year or a date range.

1. Access this report by going to “Reports” in the menu bar and selecting “Vendor Payments.”

2. Start by choosing the 3-year Summary or the detailed version.

3. You can filter by Vendor Type if you want to, or even select an alphabetical range of vendors.

4. If you wish to include inactive vendors, be sure to check that box. If you are using the detail format, you can also include

vendors with no payments.

5. The detail format also allows you to pick the current finance year or even run the report for a range of dates.

6. Once your selections are made, click Preview to view the report or click Print to send the report directly to the printer.
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Vendor Labels

If you need to send a payment or correspondence to a vendor, we have already seen that we can do that by clicking the Label

button on the Vendor Grid.

However, we can also use the Vendor Labels Report to print multiple labels at once.

With this report, you can even print mailing labels for checks paid on a certain date. For example, if you wrote out checks for

the month on 10/25, you could run this report for all vendors with a paid check on 10/25. The report would print mailing

labels for only those vendors, which you would then use to mail the checks. Much easier than printing them out one at a

time!

1. Access this report by going to “Reports” in the menu and selecting “Vendor Labels.”

2. You can run labels for a single Vendor Type like “Employee” if you want to, or run the labels for all vendors. You can also

choose to print labels for a single date as mentioned in the description section of this page.

3. For your labels, you can choose to print address information for mailing or contact information for internal use.

4. Pick the style of labels you are using and choose if you want barcodes or bulk mail format.

5. If there are labels missing from your label sheet, you can skip those labels by entering in the number of labels missing in

the Skip box.

6. Once your selections are made, click Preview to view the labels or click Print to send the labels directly to the printer.
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Vendors with No Activity

This report displays any and all Vendors with no activity (transactions) since a specific date.

Identifying these inactive vendors allows you to keep your Finance Module up-to-date by marking these Vendors as inactive

on the Vendor grid.

Once marked inactive, they will no longer automatically appear in drop-lists and reports. However, they may be reactivated

at any time if needed.

1. Access this report by going to “Reports” in the menu bar and selecting “Vendor Payments.”

2. Start by choosing the 3-year Summary or the detailed version.

3. You can include a single Vendor Type like “Employee” if you want to, or run the report for all vendors.

4. Enter in the date. The report will determine if the vendor has any activity after that date.

5. Click Preview to view the report or click Print to send the report directly to the printer.
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Payroll

Some of the vendors you have in Shepherd’s Staff will be employees of the church. The one certainty with employees is that

they need to get paid for their wages. Depending on the number of employees you have, this usually involves using payroll

software.

Shepherd’s Staff works with two separate companies: Payroll Mate and Paychex.

These software automatically calculate net pay, federal withholding tax, Social Security tax, Medicare, and state and local

payroll taxes. They also support different types of payroll pay periods and prepare payroll forms 941, 944, 940, W2 and W3.

For more information on these products check out their webpages:

Payroll Mate: realtaxtools.com

Paychex: paychex.com

After you have created your checks in your chosen payroll software, you will need to export the checks out to a spreadsheet.

At that point you can use the Payroll Import Utility in Shepherd’s Staff to import that spreadsheet into Shepherd’s Staff in

order to print those paychecks and track your liabilities and expenses.

Before importing checks into Shepherd’s Staff, there are a few things you should set up:

All employees must be set up as vendors.

Liability Accounts must be created that match the payroll software withholdings.

Expense accounts must be created that match the payroll software expenses.

Turn to the next page for steps on using the Payroll Import.
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Payroll Import

1. Find the Payroll Import by going to the Finance module and clicking Payroll Import in the menu bar.

2. Pick your payroll software from the drop-down box.

3. Next, click the folder icon on the right side of the window to find the spreadsheet file.

4. Locate the spreadsheet file and click Open.

5. Once the file is loaded, click the Import button to load the data into the importer.

6. Now click the Setup button.

7. In the Setup window, start by selecting the bank account these checks are being paid from.

8. Next you will see three tabs: Accounts, Vendors, and Account Types.

9. On the accounts tab you need to connect the payroll item to the account in Shepherd’s Staff. To do this, click on the cells

beneath “Matching Account in Shepherd’s Staff” and select the proper account.

10. Once all the accounts are matched, click on the Vendors tab.

11. Each vendor from the import file will be listed in this window. You will need to match the vendors in the list with the same

vendor in Shepherd’s Staff. Click on the cell beneath “Matching Vendor in Shepherd’s Staff” to make your selections.

12. The last tab is Account Types where you can verify that the account types match.

13. After you are finished, click OK to save this information. (You won’t need to re-enter next time unless you change

accounts or add more vendors).

14. When you are ready to move the paychecks into Shepherd’s Staff, click the Merge button.

15. You will receive a verification that the checks have been added, at which point you can close the Payroll Import.

16. When you go to your check register, you will see the imported checks listed with a status of pending.
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Vendor Account Summary / W2

This report lists the vendors by type, along with the amounts you have paid to them during either the year you specify or for

all years. The report focuses on calendar years because that is how the information is needed for these IRS forms.

You can use this report for:

» Filling out W2 and 1099 forms at the end of the year.

» Filling in 941 forms for each quarter.

» Simply printing a summary of a vendor’s account.

1. Access this report by going to “Reports” in the menu bar and selecting “Vendor Account Summary / W2 Info.”

2. You can include a single Vendor Type like “Employee” if you want to, or run the report for all vendors.

3. Next select a single calendar year, all calendar years, or even a range of dates (like a quarter of the year).

4. Finally if you only want to run this report for ministers or people needing 1099’s check those boxes now.

5. Once your selections are made, click Preview to view the report or click Print to send the report directly to the printer.
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Year End

Preparing for the Year End

Year-End Utility

Clean-up Utility
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Preparing for the Year End

The year end process in Finance is the act of closing the current fiscal year and opening next year’s fiscal year.

After you have closed the current year, you will no longer be able to add, edit, or delete transactions for that year. For this

reason, we have included a checklist of things you need to check prior to completing the year end process.

» Reconcile bank accounts. This step will help ensure that your records match the banks.

» Verify all checks, deposits, and journal entries have been entered for the year. If any items are missing, they should turn up

during the reconciliations.

» Run “Rebalance” for the current year. Everyone must be out of Finance to run Rebalance. See the page “Rebalance Utility”

in the Reports section for more information.

» Print at least the following financial reports: Statement of Income & Expense, Balance Sheet, and General Ledger.

» Verify that the reports and account figures are correct. If they are not, make any necessary changes, and then reprint these

reports.

» Repeat this process until your data is accurate.
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Year-End Utility

The Year-End utility automates the process of closing the current year and opening the next. During this process, all income

and expense accounts will have their balances set back to $0.00 for the new year.

All other accounts will have their ending balance calculated and copied to the beginning balance of the new year. It’s

important to realize the distinction here. The ending balance and beginning balance are actually two different data fields.

So, if you make a change to a previous year after the Year End has been run, you have to re-run the Year End to make sure the

beginning balance matches the new ending balance.

1. Prior to running the Year-End Utility you should create a backup. See the page on “Backing up My Data” for more

information.

2. Click on “Utilities” in the menu bar and select Year End.

3. After confirming that you have made a backup, the utility will open.

4. Check the box to Close the current Fiscal Year and open the new Fiscal Year.

5. Verify that the dates are correct.

6. Verify that no one else is in the database and click Begin.”

7. When completed, run Rebalance again for the current year.

8. The Year-End Process in Finance is now complete and you are now working in the new fiscal year.
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Clean-up Utility

The Clean-up utility helps you purge old records from your data. For this reason, it’s recommended that you only run this

after the year end is complete to ensure the proper information is purged.

This utility has several different functions. It can do any or all of the following:

» Delete prior year transactions based on date or fiscal year.

» Delete inactive accounts and vendors.

» Delete Purchase Orders.

» Renew Recurrent transactions.

1. Since this utility purges data it’s recommended you make a backup prior to it’s use. See the page “Backing up Your

Database” for more information.

2. In the Finance module, click Utilities, then Clean-up.

3. After confirming you have made a backup, the utility will open.

4. Mark appropriate options to permanently delete past transactions, inactive accounts, inactive vendor records, account

summaries, and purchase orders. There is also an option to renew recurrent transactions. The default dates listed will be

five years back. Shepherd’s Staff support recommends keeping five years of previous data. 

5. Click Begin to run the Clean-up utility with the selected options. 

6. When completed, click Close to exit the utility.
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