
Trial Quick-Start Guide



Table of Contents

Installing Shepherd’s Staff 4

 Dashboard 5

 Membership 6

 Subgroups 10

 Attendance 12

Multipurpose Check-In 15

 Contributions 16

 Finance 18

Scheduler  22

System Administration 23

Software Packages Back Cover



Dear Ministry Leader, 

We know that sometimes church management tasks can get in the way of actu-
ally doing your ministry. Should coordinating confirmation classes take up more 
time than actually teaching them? Should recording and reporting on contribu-
tions take the focus off of dispersing funds where they’re needed? Certainly not. 

That’s why we created Shepherd’s Staff, complete church management soft-
ware that provides the organizational tools you need so you can focus on what 
matters most—the spiritual care of your members. Our Windows-based software 
includes solutions to keep up with all your church’s needs:

Manage your members’ contact information, and create 
mailings and reports. 

Easily recognize the need for pastoral visits, and track at-
tendance patterns. 

Create IRS-compliant giving statements, and analyze the 
numbers with reports and graphs. 

Track funds, set up automatic functions, and print checks 
from your computer. 

Schedule church staff, rooms, rentals, services, cleaning, 
meetings, and more. 

Whatever your role at church, Shepherd’s Staff will help you work faster, smarter, 
and within budget. With reliable updates and a top-notch support team, it’s a 
wise investment for your church. After you have had a chance to use the work-
ing demo, please talk with a member of our sales team at (800) 325-2399 to 
see how Shepherd’s Staff can help your church. We look forward to hearing 

from you. 

Peter Frank
Concordia Technology Solutions
peter.frank@cph.org

Membership 
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Installing Shepherd’s Staff 

1. Close all programs.

2. Click on the download link on ShepherdsStaff.org.

3. Download to any directory on your hard drive.

4. Go to the directory and double-click the 2017-TrialVersion.exe file.

5. The trial will self-install.

6. Accept all of the defaults during the installation.

7. Restart your computer if prompted.

8. If you encounter any problems during the installation, you may contact
Concordia Technology Solutions Software Support at 800-346-6120.

Setting Up Your Account

1. Go to your desktop.

2. Open Shepherd’s Staff.

3. A welcome message will appear. Click OK.

4. Select which edition you would like to use and click OK.

5. You will be asked to log in. Use the following credentials and click OK.

User ID:  sysadmin 
Password:  password 

You are now ready to use the Shepherd’s Staff Trial Version.



ShepherdsStaff.org    800•325•2399 55

Dashboard
The Church Dashboard display is meant to provide a quick snapshot 

of your church’s current data and statistics, displaying recent data from the 
Membership, Attendance, Contributions, and Finance modules, as well as a 
list of all upcoming anniversaries. All data is available in both bar and table 
charts and can easily be copied to the clipboard for sharing with others. 

Membership
Quickly view the changes in membership and member activity. 

Attendance
Track attendance for the past twelve weeks or past twelve months, and 

break it down by type of attendance or membership status.

Contributions
Track giving by fund over various lengths of time and receive  

notification for unposted batches.

Finance
Check the financial health of the congregation compared to budget 

and view the most recent activities by fund.

Anniversary
View upcoming birthdays and anniversaries without having to run  

a report.
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 Membership

Households
Membership starts with adding Households. Every person in Shepherd’s 

Staff must reside in a Household. All information you must enter in order to 
create a new Household is labeled in blue on this tab. Once you have filled 
in these fields, you can enter any of the other information or begin entering 
people into the Household.

• To add a Household Record, click on the +H icon.

• Once the Add a New Household window appears, start filling out the 
required fields. Traditionally, the last name of the family or group would 
go into the Household Name. 

• If the Household sometimes uses a different address (snowbirds, for ex-
ample), click on the Alternate 1 button and key in the Alternate Address. 
Alternate Address requires Begin Use and End Use dates. 

• Once the required fields have been filled in under the Address tab, the 
Household is complete and can be closed. Additional information about 
this Household can be added by clicking the remaining tabs (People, 
Ministry, Phone, Mail/Email, and Other). 



ShepherdsStaff.org    800•325•2399 77

People
Once you have entered a Household, you can add people. Person Re-

cords contain information on individuals. There are more fields than House-
hold Records, but again, only the blue-colored font fields are required. 

• Add a person by clicking the +P icon, then select the Household to which 
this person belongs by selecting it from the drop list.

• The Person Records feature starts on the Church tab. The Church tab 
contains the individual’s spiritual information. For a member, the fields are 
Received By, Date Received, and Membership Code. For a nonmember, 
these fields cannot be filled in.

• If the envelope number is known, key it in. This is the only place in Mem-
bership to give someone an envelope number (otherwise, it is done in 
Contributions).

Shepherd’s Staff is designed so that churches can key in every differ-
ent type of person that comes through the doors: members, nonmembers, 
friends, visitors, everyone! The key to success is data-entry consistency and 
your ability to filter out individuals or groups when producing reports, labels, 
or other information. 
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 Membership

Reports
Shepherd’s Staff contains hundreds of reports to help oversee every as-

pect of your church. The Membership module has reports to help manage 
everything from address labels to visits. We will show just a few of the most 
popular reports. 

Church Directory
This report can output a directory of people in a variety of ways. You can 

choose to do a directory by household, for individual people, or for a sub-
group. In this example, we will print a directory of all member households. 

• Click Reports, then Church Directory.

• Under Format, select Household.

• Under Who, select All People.

• You can print either the primary address or an alternate address.

• You can choose to include additional information such as email  
addresses and birthdays by selecting those options.

• Click Preview to view your report.
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Mailing Labels 
This is probably the most commonly used report. Popular label styles 

are already set up for you. The Content drop list lets you pick the type of 
information that prints.

• Click Reports, then Labels (mailing labels).

• Select the Report For option you wish to use.

• Select the Avery® style of labels you will be using.

• Select the content—how the labels will be addressed.

• Choose the address to print (primary or alternate), then the sort option.

• Click Preview to see your labels.

Anniversaries Report
This report provides dates for all types of anniversaries such as 

weddings, birthdays, Baptisms, confirmation, and more. 

• Click Reports, then Anniversaries.

• Choose to do the report for all people or a subgroup of people.

• Select the type of anniversary you wish to see.

• Choose the contact information you want on the report  
(address, phone, email).

• Choose if you want to print the report for a single month or a date range.

• Preview the report to see the anniversaries you have selected.

 Membership
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 Membership

Subgroups

A subgroup is simply a list of names retrieved from your records, either 
by specifying them manually or by using Shepherd’s Staff to locate them us-
ing a set of criteria. Subgroups differ from other lists (such as Activity, Skill, 
and Training class lists) because they can be used to print practically any 
report in Membership, Attendance, and Contributions. This gives you a tre-
mendous amount of flexibility, and once created, subgroups can be used in 
most any report.

Dynamic Subgroups
As the name implies, Dynamic Subgroups constantly change. Each time 

you view or use the subgroup, the names shown reflect current information 
in the database. As information in your database changes over time, so do 
the people retrieved by the Dynamic Subgroup. You can search more than 
240 fields from Membership, Attendance, and Contributions.

Static Subgroups
Conversely, the names in a Static Subgroup do not change unless you 

manually add or remove them. A Static Subgroup is useful when

• you need a list of just a few people, and you know the names of those 
people;

• you need a list of names as of a fixed point in time, for historical reference 
(such as last year’s board members); or

• you need a list of people who have nothing in common (in other words, 
you cannot use a Dynamic Subgroup to gather the names for you).

Combined Subgroups
A Combined Subgroup lets you combine up to five Static and/or 

Dynamic Subgroups together and treat them as one subgroup. When you 
print a report using a Combined Subgroup, the contents of all the Static/
Dynamic Subgroups are added/subtracted from one another to produce the 
list of names.
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Creating a Subgroup
• Click Subgroups then Add, and choose the type of subgroup.

• Click OK and give the subgroup a recognizable name.

• For a Dynamic Subgroup, click New Line, then select fields and the  
values to search for, then click OK. For each criterion you wish to search 
by, you must add a new line. 

• For a Static Subgroup, highlight the names of those people you want to 
appear in the group, then click the Add button.

• For a Combined Subgroup, select the subgroup you wish to start with, 
then select the next subgroup and choose to add or subtract it from the 
first subgroup.
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 Attendance

The Attendance module records attendance for any number of events 
(services, meetings, etc.), displays attendance statistics and history, and 
produces summary and detailed reports. Attendance utilizes people from 
the Membership module, so you must first enter everyone into Member-
ship.

Creating Attendance Events and Types
An attendance event is the same as a meeting people can attend. Sunday 

worship, Tuesday night youth group, and the Easter sunrise service are all 
examples of events. To add an attendance event, do the following:

• Click the Event icon, then click Add.

• Name the event, select attendance type(s), and click OK.

To enter attendance after an event, create an Attendance Batch. A 
Batch is a temporary workplace where you can enter attendance and make 
corrections before applying that information to people’s records. To add a 
Batch, follow these steps: 

• Click the Batch icon, then click Add.

• Select the Event, then click OK.
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• Select the people who attended the event from the left, then click the 
Add > icon. When you are finished, click OK. 

• If the Batch is correct, click Post to apply to records.

Reports 
There are many reports that can help track attendance and even 

absenteeism. One of the most popular reports is the Attendance by Event 
report. 

Attendance by Event
To generate this report, do the following:

• Click Reports, then select Attendance by Event.

• Click the Settings tab and choose the Report For and attendance type 
options you wish to see.

• Select the date range and sort order you wish. Click Preview.
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 Attendance

The Check-In application allows you to set up a computer where people 
enter your church and check themselves in for worship. 

This program includes the ability to

• assign any number of events to a kiosk and automate when various 
events appear on a given kiosk;

• print name badges at the time the person records attendance;

• allow visitors to register from within the kiosk, which adds them to 
the database and records their attendance; and

• tailor the display of the kiosk, including setting background and 
foreground colors, the font, and the initial splash screen graphic. 

Setting Up a Kiosk Event
If you plan on using the Shepherd’s Staff Check-In, you will need to set up 

your events to work with the kiosk.

• Go to Records in the File menu and choose Events/Enrollees.  
Highlight the event you want to set up and click Edit. 

• Go to the Kiosk Settings tab. Select the appropriate options and click 
OK to save the settings.
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Multipurpose Check-In

Shepherd’s Staff Check-In is also used for securely checking in children 
for childcare during a church service and provides verification at pick-up time 
to make sure the correct person is picking up the correct child.

Some of the features of the Secure Check-In include the following:

• Allows you to print a name badge and a ticket. The name badge is put 
on the child, and the ticket is given to the guardian.

• Ability to assign a unique ID number to each child. The ID number 
prints on both the name badge and the ticket. 
 
 
 
 
 
 
 
 
 
 
 

• For additional security, the number can be printed as a bar code. 
When the guardian returns to pick up the child, a bar code scanner is 
used to verify that the badge and the ticket match.
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     Contributions

Using Contributions to manage offerings parallels the “real-world,” man-
ual way of doing it. Keeping accurate offering records, knowing the status of 
pledges, and staying in touch with your contributors are familiar tasks. 

To add an envelope number in Contributions, do the following:

• Click on Records, then Contributors, then Add.

• Type the number you wish to use, or Shepherd’s Staff can assign the 
next available or the next highest number automatically.

• If the envelope is shared between two contributors, check the shared 
envelope box and select the joint contributor.

• Click OK.

Recording Offerings
The Contributions module uses a two-step process to record offerings:  

batching and posting. A Batch is a temporary holding area where you enter 
offerings. After checking your work, you commit the offerings to the data-
base by posting.

To begin entering an offering Batch, do the following:

• Click the icon, then click Add.

• Select the envelope number, the fund, and the amount.

• Repeat until all offerings are entered. When finished, click Close.

• The Batch can now be printed. When you are sure everything is 
correct, press Post.
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Pledges
 Though not required, many churches use a system of pledges. These 

are commitments made by contributors to give a certain amount over a 
certain time period in specific increments (weekly, monthly, annually, etc.). 

To add a pledge, do the following:

• Click on Records, then Pledges, and then Add.

• Select the Contributor, then the Fund.

• Enter the amount, then the frequency for the pledge.

• Enter the date range the pledge runs, and Shepherd’s Staff automati-
cally calculates the total of the pledge for you.

Statements
One reason to use the Contributions module is to provide giving state-

ments at year-end for tax deduction purposes. Shepherd’s Staff offers several 
options for providing giving statements. The most popular is the previewable 
statements. To print these statements, do the following:

• Select Reports then Statements (Previewable).

• Click the Settings tab and choose the desired date range of giving.

• Select the format, options, sort order, and message.

• Click Preview.
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Finance

There are several important differences between accounting for nonprof-
it organizations (such as churches) and business accounting. One of the main 
differences is how income and expenses are recognized and recorded. Con-
gregations usually work on a cash basis. This means income is recognized and 
recorded when the money is received. Expenses are recognized and recorded 
when the money is spent.

Congregations tend to use “cash accounting” because it is much simpler. 
This method makes it easier for the treasurer to track the money going into 
and coming out of one or more bank accounts, and it’s easier to explain to 
the congregation. Shepherd’s Staff is designed for churches utilizing cash ac-
counting or fund accounting. 

Establish Funds
The first step is planning the number of funds you will have. Many 

churches use only one fund, while others have several. Just remember that 
funds are separate sets of books and accounts (including checking accounts), 
and other information is not shared between funds.

To add a fund, do the following:

• Click the icon, then click Add. 

• Give the fund a name, then click OK. 

Creating a Chart of Accounts
The next step is to add accounts to your fund(s). You have six types of 

accounts from which to choose—Assets (type 1), Liabilities (type 2), Equity 
(type 3), Income (type 5), Expense (type 6), and Dedicated (type 7).

To add an account, do the following:

• Click the icon, then select the account type and click Add.

• Name the account, then select the major group, minor group, and se-
quence number. If this account is a banking account, designate it by 
clicking the box.

• Enter the beginning balance (if any). Click OK. 
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This chart shows you which accounts to debit and credit to increase  
or decrease balance.

Add Vendors
Any person, company, or organization who receives a check, payment, 

or other disbursement of funds from your congregation, including  
employees, is considered a vendor. To add a vendor, do the following:

• Click the icon,  
then click Add.

• Select the vendor  
type, such as  
employee or 
business.

• Name the vendor.  
Enter additional  
information on  
the various tabs.

• Click OK.

Account Type Increases Balance Decreases Balance

Asset Debit Credit

Liability Credit Debit

Equity Credit Debit

Income Credit Debit

Expense Debit Credit

Dedicated Credit Debit
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Finance

Transactions
All financial activities for a congregation are called transactions. These 

fall into three categories.

Deposits
Any receipt of money that is deposited in the bank is a deposit. To create 

a deposit, do the following:

• Click the icon, select the bank account, and click Add.

• Select the offset account or accounts (typically an income account), 
then enter an amount for each line item.

• Click OK. 

Checks
Checks are any disbursements for which you write an actual check. To 

create a check, do the following:

• Click the icon, then click Add.

• Select the payee (vendor), the offset account (typically an expense ac-
count), and enter an amount.

• Click OK. The check number and date are generated when you print 
the check.

• To print, select Transactions, then Checks, then Print.

• Select the proper checking account, then click Print.

Journal Entries
Any other transaction, such as bank fees, interest, or correction of errors, 

is considered a journal entry. Every journal entry affects at least two accounts,  
one that is debited and one that is credited. The total debits must match the 
total credits. 

To create a journal entry, do the following:

• Click the icon and click Add.

• Select the accounts you wish to debit and credit and enter the amounts.

• Click OK when you are finished and debits and credits match.
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Reports
There are more than twenty financial reports, each with variations to help 

analyze every aspect of your church’s finances. Two of the most common 
reports are the General Ledger and the Statement of Income and Expense.

General Ledger
The General Ledger report is a detailed listing of all transactions for each 

account. It lets you see at a glance all activity to date for an account. To run 
the General Ledger report:

• Select Reports, then General Ledger.

• Click the Settings tab, then select the funds and ranges for the accounts, 
as well as the groupings you wish to see.

• Select the level of detail, then the date range.

• Click Preview.

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. To 
run the Statement of Income and Expense, do the following:

• Select Reports, then Statement of Income and Expense.

• Choose a format. This will vary the look and output of the report.

• Select the fund, month, detail, and budget comparison.

• Click Preview.
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Scheduler

With Scheduler, you can prevent conflicts with rooms and resources and 
improve communication in your congregation. Use Scheduler to 
• prevent conflicts of room and resource usage;
• schedule recurrent events;
• record physical assets and values;
• track equipment usage and inventory;
• schedule volunteers and church staff for events and meetings;
• produce calendars for each room;
• manage ministry and bus routes; and
• track and schedule vehicle maintenance.

Ministry Task Manager 
From busy to better
Improve church communication without adding stress to already busy 
days with Ministry Task Manager, a feature that gives you a simple place 
for your all your ministry to-dos. 

With Ministry Task Manager, you can easily assign tasks such as these: 

One-Time Tasks:  Call and rent van for upcoming youth mission trip.

Recurrent Tasks:  Print and mail this month’s newsletter.

Dependent Tasks:  When a visitor is added to Shepherd’s Staff . . .

   Send Welcome Packet (for Assimilation Director).

   Set up a home visit (for Pastor).

   Call and introduce yourself (for Elder).
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System Administration

Once you have purchased Shepherd’s Staff, you must choose someone 
to serve as the system administrator. The system administrator has full access 
to all functions and utilities in Shepherd’s Staff. When you first install the pro-
gram, the only user is the system administrator, whose user ID is SYSADMIN. 
The SYSADMIN user ID is permanent and cannot be deleted. However, the 
password for SYSADMIN can be changed. 

The system administrator can also add users and control the functions 
that users can perform. Each person that uses Shepherd’s Staff should have 
his or her own user ID and password. DO NOT share IDs and passwords. 
Once you add a new user, you can set what modules and/or functions within 
modules each user can access. 

If you want a user to access all functions within a module, you should set 
their access to SUPERVISOR for that module. For example, a church secretary 
would likely have supervisor access in Membership, the financial secretary 
would have supervisor access in Contributions, and the treasurer would have 
supervisor access in Finance. 

If you want a user to have limited access to specific functions within a 
module, set them as USER. Once you select USER, you must click the Detail 
button to choose exactly which functions the user can access.

Changing the system administrator password and adding users is done 
from the main menu. Click Utilities and choose Change Password to reset 
your administrator password or User Security to start adding other users. 



 Software Packages

Standard Edition with Finance
(Membership, Attendance, Contributions, Finance, and Scheduler) 

$1,099 Includes one year of Software Support

Standard Edition
(Membership, Attendance, Contributions, and Scheduler) 

$899 Includes one year of Software Support

Small Church Edition with Finance
(Membership, Attendance, Contributions, Finance, and Scheduler) 

$699 Includes one year of Software Support

Small Church Edition
(Membership, Attendance, Contributions, and Scheduler) 

$499 Includes one year of Software Support
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