
Advance Your Knowledge Webinar Series

Welcome
Please take a moment to locate the Zoom Webinar controls.

Feel free to say hello or ask a question using the Q & A feature.

Evaluating and Restructuring 
Your Chart of Accounts



Welcome – Introducing our Panelists

Ben Lane
Professional Services 

Consultant

Carmen Dea
Professional Services

Consultant



Why?

• The Breadcrumb Trail in the examples show where, in the financials, this features shown are located.

• What is the Scope of the Chart of Account Changes and when should it take place?

• Who needs to have an opinion of the final product?

• What reports are needed and what should they look like?

• Plan, Plan, and Plan some more!

• Map out the changes with plenty of time to complete the project.



Changing the Chart of Accounts for the New Fiscal Year

Cons

• Re-mapping to ChMS, Vendor, Payroll and possibly other applications.

• Having the finance team learn the new account structure.

• Teaching the new account structure to the staff.

Pros

• Making a chart of account that reflects your organization's vision and ministry.

• Simplify a complex chart or make a simple chart more complex.

• Make reports easier to read and understand

• Reduce the amount of time needed to create or modify reports outside of Shelby



Creating a New Year

• The Options include…
• Copy same as last year

• Use same budget?
• Copy from Another Company or Year
• Templates
• Do not copy. Create manually.



Transition to a New Fiscal Beginning Period (Stub Year)

• Edit the ending date for the current 
year making it a short (stub) year.

• Change the End Date
• Change the Number of Periods
• Update and Save Changes

• When creating the new year, it will 
suggest the following 12-month fiscal 
year.



Account Structure Settings

• Two Level Settings:
• Balance Sheet Levels
• Budgeted (Income and Expense Accounts)

• Customize the Level Name

• Account Lengths from 4 to 15 digits

• Sub-Accounts 

• Can add but you can’t take away!



Account Settings

• Based on the Levels selected, options to add Funds, Cost 
Centers, and Departments will appear...
• Click Add New Fund (or Cost Center) Name
• Click  to Add Departments

• Department “0” is the default for Balance Sheet Accounts 
(Assets, Liabilities, and Net Assets).

• Funds and Department Numbers allow up to 4 digits.

• Option to copy from another Fund, Cost Center, or 
Department.



Account Settings Example



Add, Edit, Inactivate, or Delete Levels

• Cannot Delete a Fund, Cost Center, or 
Department with current year activity.



Add Accounts

• Accounts are only added to 
the current Fiscal Year.

• If you rely heavily on 
comparing years, you may 
want to make the same 
changes to the Prior 
Fiscal Year.



Standardize Accounts

• New Accounts can be copied to 
other levels, such as 
Departments. Example: 52310 
Printing/copier could be used in 
multiple departments.



Standardize Accounts

Allows easy adding, or maintenance of 
standardized accounts across levels.



Edit, Inactivate, or Delete Accounts

• Cannot delete an account with 
current year activity or 
connected to a sub-ledger such 
as a Recurring Payment or Payroll 
Distribution. Remove then try 
deleting again.

• Changes to accounts in the 
current Fiscal Year will not affect 
prior years chart of accounts.

• You can uncheck Active to 
Inactivate or edit the fields to 
Renumber or Rename.



How to “Hide” a Company 

• Do you have an old Company that you 
no longer use and would prefer not to 
see?

• You can delete or inactivate anything 
under a Company, except the 
Company!

• Use an Account Rights Role, under 
Security Setup to "hide" it!



How to “Hide” a Company 

• Assign it to everyone except your 
Administrator account!



Move Account Utility

• Use this when you want to move an 
account number from one level, such as a 
department, to another.

• It moves the current fiscal year history!

• Only one account number at a time.



Move Account Utility

• When you want to move an entire level, such as a department



Where can I watch this webinar again?
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