
AdvanceYour 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.

Exploring the Financials Portal



A d v a n c e  Y o u r  K n o w l e d g e

Welcome
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What is the Financial Portal?

• The Shelby Financials Portal 
allows for occasional users of 
Shelby Financials to log in and 
make payments or complete 
tasks necessary for them.

• These include Accounts 
Receivable and Remittance 
payments as well as tasks in 
Payroll and Purchasing 
Management.
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Why use the Financial Portal?

• No “Check’s in the mail”

• Receive your payments faster

• Churches and customers can use credit cards or ACH (bank account)

• Saves time – no payment entry

• Accurate – payment will always match the credit card or ACH

• Automated process for employees to request time off and view earnings history

• Streamline and modernize your purchase approval process



Important! Shelby Financials Portal Login

• This accounts is a Free
External User account

• Make sure you search 
for the correct user 
when setting up their 
security rights.  

• The user needs to be 
associated with the 
invoice, pledge, or 
employee record.



Shelby Financials Portal Login

• Before setting up users, 
check to see if they have a 
duplicate record in 
ShelbyNext Financials.

• If so, use the Combine 
Duplicates option to merge 
the records.

• Duplicate records can cause 
problems with invoices, 
pledges, or employee 
records not being associated 
with the correct record.

• Link to help file to combine 
duplicates

http://help.shelbyinc.com/Financials/topics/idh-topic1340.htm


A d v a n c e  Y o u r  K n o w l e d g e

Portal Help

• Everything discussed 
today can be found in the 
help files

• http://help.shelbyinc.com
/financials/topics/idh-
topic790.htm

http://help.shelbyinc.com/financials/topics/idh-topic790.htm
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Where do I find the ShelbyNext Giving Gateway Settings?

• Under General Settings
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Payment Provider Setup

• To setup Payment 
Provider’s go to 
Utilities > Payment 
Providers > Add 
New Provider.
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Payment Provider Setup

• Tip!  Use copy and 
paste.

• You’ll need to setup 
two new providers.  
One for credit cards 
and the other for ACH.

• NOTE: The Gateway 
URL is as seen here.
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Accounts Receivable – Portal Task Role

• For Accounts 
Receivable the 
External User will 
need Portal and View 
& Pay Full Rights.
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Attaching Payment Providers to Accounts Receivable Revenue Center 
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Shelby Financials Portal Login

• Use the same URL for 
Shelby Financials and 
add “/ Portal” to the 
end

• For user(s) who 
already have a 
MinistryID login, it 
can be used here too
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Accounts Receivable – View of Portal
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Accounts Receivable – View of Invoice in Portal
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Accounts Receivable - Credit Card or ACH Payment Fields
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Payments appear in Accounts Receivable ready to post

• ShelbyNext Giving provides a Transaction Report, by Deposit, that can be used to select payments.
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Attaching Payment Providers to Remittance Online Payment Setup

• Use the same 
Gateway 
Settings from 
the Financial 
Home Screen

• Remittance >  
Modify > 
Company 
Preferences
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Task Role for Remittance

• The External user 
will need Portal 
and View & Pay 
Full Rights
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Remittance - View of Pledge in the Portal

• The same Credit Card/ACH Payment screen will appear, as shown with Accounts Receivable, to finalize 
their payment.
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Remittance Payments appear in Unposted Remittances Batch
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Why use Accounts Receivable or Remittance Financial Portal?

✓Faster Payments

✓Customers and Churches like using Credit Cards and making online payments

✓Saves time and improves accuracy of payment entry

✓You can still process payments using checks or cash 

✓The Portal is an added convenience
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Portal Landing for Payroll and PM
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Task Role for Payroll
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Payroll View Earnings
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Payroll View Earnings (Expanded Details)
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Payroll Request Time Off



A d v a n c e  Y o u r  K n o w l e d g e

Payroll Approve Time Off
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Payroll Approve Time Off Settings
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Payroll Approve Time Off Settings
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Task Role for Purchasing Management
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Creating Request for Purchasing Management
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Summary – Four Ways to Utilize the Portal

1. Accounts Receivable Payments

2. Remittance Payments

3. Requesting Time Off Hours and Viewing Employee Earnings

4. Automating your Purchase Management process
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Upcoming and Previous Webinars

• Watch Previous Webinars @ 

Community.Shelbyinc.com

“ShelbyHQ – Leveraging Payment Processing”

• Next in the series…

“Processing Online Giving to Financials”

March 24th 2:00 PM Central

“This webinar will cover online processing from top to bottom.”

community.shelbysystems.com
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New Virtual Workshops beginning March 8th!

• 4 days of online classroom instruction

• 3 hours each day

• Financial and Membership Workshops

• Detailed workbooks included

• Quizzes and discussion

• Lots of great ideas and skill building 
lessons

Click here for more information and to register

Or visit

https://www.shelbysystems.com/learn/training/shelby
-virtual-training-workshops

https://www.shelbysystems.com/learn/training/shelby-virtual-training-workshops


Resources

ShelbyNext Financials Portal

Payment Gateway Directions

Training@shelbyinc.com

http://help.shelbyinc.com/Financials/topics/idh-topic790.htm
http://help.shelbyinc.com/Financials/topics/idh-topic1330.htm
mailto:Training@shelbyinc.com

