
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.

Tracking Credit Card Activity in 
ShelbyFinancials
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Why use Credit Card Tracking?

• Expenses can be found under the actual vendor.

• Better Reporting.

• Fast and easy Import feature.
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Credit Card Setup

• How many Credit Card's do I setup?

• Is there one payment per statement 
but multiple users?

• Create one credit card with multiple 
credit card users (as shown).

• There are multiple credit card 
statements and payments or unique 
user liability accounts?

• Create a new credit card per user.
• Will have to create a payment per 

user/card.

• Go to Accounts Payable > Modify 
> Credit Card Information

• Click 'Add New Credit Card'



Accrual Entry

• Credit Card tracking uses the Accrual method of accounting.

• This requires a Liability Account.

• When the Credit Card Transaction is entered and posted, the amount of 
the individual transactions are added to both the Expense and Credit Card 
Liability accounts.



Credit Card Payment

• When the Credit Card is paid, the amount is posted to both the Credit Card 
Liability and Bank (Asset) accounts, clearing the Liability.



Financial Settings
• The Company, Fiscal Year, Period, and the Credit Card needs to be chosen BEFORE entering a Credit 

Card Transaction.
• The Bank Account is not applicable with Credit Card transactions.
• It's important that the Period matches the transaction date.



Option 1 - Manually Enter Credit Card Transactions
• Accounts Payable > Enter > Credit Card 

Transaction
• Entry is very similar to regular Accounts 

Payable Transaction

• Search for Vendor or add on-the-fly
• Assign the CC User from drop-down menu
• Can be used with Purchase Management
• Receipts can be attached



Post Credit Card Transactions
• Accounts Payable > Manage > Unposted Credit Card Transactions
• Select Transactions for the Period.
• Post Credit Card Transactions



Reconcile Credit Card Statement
• Accounts Payable > Manage > Credit Card Statements
• Add New Statement
• Enter Statement Date and Ending Balance.



Reconcile Credit Card Statement
• Select all charges, credits, and payments.
• Difference Should be Zero.
• Calculated Ending Balance should equal the payment.
• Click Finish.



How do you pay the Credit Card bill?
• Once you click Finish, the payment options appear.
• Options: Create a new Invoice, EFT, or Manual Check to post or No Payment now.



How do you pay the Credit Card bill?
• Accounts Payable > Enter > Manage Unposted Transactions
• Vendor is the one attached to the Credit Card during setup.
• Only uses Credit Card Liability Account.
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Import Credit Card Transactions

• The Credit Card Transaction Import reads an Excel file 
that you specify and then imports each row of that file 
as credit card transactions.

Credit Card Import Template

https://ministrybrandshq-my.sharepoint.com/:x:/g/personal/bill_ballou_ministrybrands_com/EVsZW1uGZYxPpaZRjGoRepABpHygZhAIOOKE1fnuoBiwjw?e=MrFfbV
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Import Credit Card Transactions
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Import Credit Card Transactions



Follow-up...
• What if we are Cash basis and don't want to use Accrual method?

• Change the posting date to match the payment date.
• Keep the transaction dates "as is".
• Still will accrue, using the liability account, but it will all happen in the same month.

• How do I attach receipts if I'm importing?
• After you import open each transactions and attach receipt.

• How can I have my department enter the account numbers and descriptions?
• Send them their portion of the import file to code and return.
• Create security rights (account and task roles) that all them to enter a manual transaction and attach 

their own receipts.

• Use a Generic Vendor for charges such as fast food, etc.
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Where can I watch this video again?

Watch or Register to attend 
Webinars

@ Community.Shelbysystems.com

Now Including Slides to Download​

http://community.shelbysystems.com/
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Next “Advance Your Knowledge” Webinar

Maximize the Connection Between 

ChMS and Your Website

Date: 7/27/22

Time: 3pm E/2pm C/12pm P

Led by: Dan Star

Client Consultant, Web/Mobile
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Virtual Workshops

101 Financial & ChMS Workshops
• 4 days of online classroom instruction ​​, 3 hours 

each day
• Detailed workbooks, quizzes & discussion 

included!!!
• Lots of great ideas & skill-building lessons

Click Here to Register

201 Financial & ChMS Workshops
• Beyond the basics, for the customer who is 

already using Financials or ChMS
• Multiple classes available; sign up for as many as 

you like!
• Detailed workbooks, quizzes & discussion 

included!!!

Now Available!!!

Virtual Workshops for Summer!!!!

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

Contact links that are provided in this webinar are unique to Shelby Systems. If you 
are watching this and use one of our sister companies Giving or ChMS products, 
please connect with your Success Representatives or Support Team.

Training@shelbyinc.com MPower University 

MinistryOne

https://training.mpoweruniv.com/
https://help.ministrybrands.com/en/articles/4589086-ministryone-creating-your-church-app

