Accepting Credit Cards

When we accept credit cards for payment we need to record the income, however at the same time
we do not have the cash, so we need to record it as money that is owed to us, in Accounts
Receivable. This shows it as an asset.

When the Credit Card company pays us, the money will be in the bank, and we need a way to show
the deposit in QuickBooks without it being shown as new Income.

Preparation First, we'll need to create several new Accounts and

ltems.
We'll create a new Cash Account 1040.00 | H]EI!E]
- Cred't Card Clearlng ACCt, Under H—'n'i Account Type !Bank - Mumber -]_DT}D_D_D_|
1000.00 — Cash T '

Account Name | Credit Card Clearing |

Subaccount of ElDDD.DD * Cash >|

Cptional
Description | Credit Card Tracking acck

Bank Acct, Mo, |

Tax-Line Mapping | <Unassigned:> v | How do I choose the right tax line?

’ Enter Opening Balance. .. ] Should T enter an opening balance?

——_ Remind me to order checks when I reach check number | |

[ @rder checks I can print from QuickBooks Learn more

[] Account is inactive [ Save & Close ] [ Cancel ]

A new Accounts Receivable account Tvneaheln questic-n' How Do I?
|

1140.00- Credit Card AR, under 1100.00 Mumber (114000 |
Accounts Receivable '

H-Tri aAccourk Type | Accounts Receivable

Account Name | Credit Card AR |

Subaccount of |1100.00 - Receivables v|

Optional
Deschiption: | Tracking CC Purchases|

Mote |

Tax-Line Mapping | <Unassigned = v | How do I choose the right tax line?

Save & Close ] ’ Save & hew ] [ Cancel
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And 5440.00 — Credit Card Fees, under
5400.00 - General Administration Exp.

Now we need to create the new ltems.

1040 CC Clearing — associated with
1040.00 — Credit Card Clearing Acct

5440 Credit Card Fees — associated with
5440.00 — Credit Card Fees
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Account Mame | Credit Card Fees |

Subaccount of |5400.00 + General Administration Exp | v |

[[H Accounk Type |Expense L Mumber | 5440,00

Cptional
Description | Tracking fees For accepting Credit Card purchases
Mote |
Tax-Line Mapping | <Unassigned = + | How doIchoose the right kax line?

AEE

[ Save & Close .l ’ Save & New J [

Cancel ]

Type
Other Charge | Use for mlscellaneou; labor, material, or part
charges, such as delivery charges, setup fFees,

and service charges,

Item Mame/Number [] subitem of
[1040 oC Clearing | |

[] This item is used in assemblies or is a reimbursable charge

Descripkion Amounk or %
Credit Card Clearing|
Account
[1040.00 * Credit Ca... v |

Cancel
ek

Custom Fields

IIIII f[

speling

|:| Ikem is inactive

Type
Other Charge | Use far mlscellaneou; labar, material, or part
charges, such as delivery charges, setup Fees,

and service charges,

Item Mame/Mumber [] subitem of
5440 Credit Card Fe| |

[ This item is used in assemblies ar is a reimbursable charge

Descripkion Amounk or %

Fees for accepting CC purchases
Account

[5440.00 * Credit Ca... v |

(- [O]X]
QK

Cancel

[k

Custom Fields

Speling

|:| Ikem is inactive
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Processing Credit Card Purchases at the Lodge

We need our Deposits and Receipts to match. When a member pays with a credit card, we do not
have the full amount in cash to deposit into 1005.00 Checking.
We need to take the credit card purchase out of the deposit, and thus reduce the receipt by the

amount that has been put on the card.

Entering Receipts

We also need to keep the income reflecting what the reglster tapes show as being sold.

When we enter our sales we count our
total Cash, Checks and Credit Card
Receipts. Then we calculate the amount
of Sales Tax to be held in Liability for the
State payment.

If our register reads $300 in sales, the
sales tax (at 7.75%) is $21.58.

Then we enter the receipt, using the
items for Beer, Liquor, food, wine, misc.
and Sales Tax.

Then we also add the item 1040 — Credit
Card AR, using a negative number for
this item reflecting the amount that has
been charged. We do NOT have this
amount to deposit, so it will reduce our
total receipt, and thus our Deposit, by
the amount on credit. It will also leave
our Income at the full amount of
$278.42 ($300 minus the sales tax of
$21.58.)

The P&L reflects the entire amount of
income.

Our Balance Sheet 1199.00 account will
reflect that only the amount of cash and
checks collected will be actually taken to
the bank and deposited.

This deposit needs to be posted when

you actually take the cash and checks to
the bank.
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2 BEES)
“ﬂlPrevmus DNext - - B - B #opeling ByHstory - EjGetoninePts [ -

Customer: Job Class Template
| Sodial Quarters | |52 | | | Custom Sales Receipt | v
- Date

Sales Receipt FITEE 60
Social Quarters
Item Description Class Amount
4230 - Beer Beer sales S0 2742 "
2305 - Sales Tax Liability Sales Tax S0 21.58
1040 CC Clearing Credit Card Clearing S0 -50.00
v v
e

Customer -
Message

Tatal 250,00

Tabeprinted  [[] To be e-mailed

Memo

Add Time/Costs. ..

[[] Process credit card payment when saving

[ Save & Close ] [ Save & Mew 1 [ Revert

-
Tl Profit & Loss Detail

(o Report... ][ Memarige. . [ Print... J E-mei = [ Export... | | Hide Header ][ Refrech

Type 2 help question v How Do I? @@gr

Dates | This Manth | From |otjo1/201 [F] Te 01/3112011 = ot By |Default e
9:57 AM Jefferson Lodge 9999
e Profit & Loss Detail
Accrual Basis January 2011
Type ©_ Date ¢ Hum < Hame ¢ __Memo - Class ¢ Amount ¢ Balance
Income
4225.00 - Social Quarters Sales
4230.00 - Beer Sales
» Sales Receipt 01/04/2011 68 Social Guarters Beer sales s 279.06 279.06 4
Total 423000 - Beer Sales 279.08 27906
Total 4225.00 - Social Guarters Sales 279.06 279.06
Total Income: 27806 278.06
Other Current Assets 2,286.00
1183.00 - Undeposited Funds 0.00
Sales Receipt 010452011 [ Socisl Quarters 2aQ 250.00 250.00
Total 1199.00 - Undeposited Funcs 250.00 250.00
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On our Balance Sheet, this receipt will & Create Invoices - Credit Card AR !EI.!I

show that we have increased our total Brrevoss Pret § - - B - | B Bopoliog Runistory | B - (£ -
Cash by $50-OO’ SO We need to balance Custu.mer:gub IClass Account . Template | Print Preview
|Credlt Cards v 150 v | |717174D.DD * Credit Card v | LIEtULt,Se’,V,'Ee, Invoice | ¥ |

that. We do not really have the $50. It ; [,rp w
invoice 01/04/2011 1
is owed to us. Next, we need to create =

an invoice for the amount on the credit GredtiCards
card, using the account 1140.00- Credit

Card AR, and the item 1040.00 - Credit ww

Card AR - Ikem Quanktiky Drescripkion Rate Arnount |
1040 CC Clearing Credit Card Clearing 50,00 50,00 |
_\: |

Cuskomer o

Message
Tokal 50,00
[[] To be printed [ Add Time/Costs... | [ Apply Credits... | Payments Applied 0.00
[ 7o be e-mailed EBalance Due 50,00
Mema | |

+ Let guickBooks help vou get your Invoice paid online by credit card Save & Close ] [ Gave B Hew ] [ Clear ]

Ty b me.ulE-v How Do 17 [ ] 357

Our Balance Sheet now cancels the

$50.00 in 1040.00. However, our AR ) eon (rourrio je;:::::ﬁijw::‘ >

accounts have increased by the same - Balanca Shoat Detal

$50.00, so our Balance sheet is correct. B Dde_clun - ame - Wemo - Cles -Gho_ BN - bmowt - Weme - |
1] Ms‘w.cm‘":;&gl:.m‘; S.madc.hwwa; Cld(}ad SQ IIQN:L!ud... mm 5:.:1

Processing Payments Deposited into the Lodge Bank Account

When the credit card company pays us, Tvpea“ﬁ‘ﬂﬂ“esﬁm'“°"°°‘? =19

the money goes directly into our bank Werevoss Pret § - 03 - B - | B @opoliog Raristory | B - (£ -
aCCOunt, SO We need tO “Receiveﬂ the Custo.mer:gob IClass Account Template | Print Preview
|Credlt Cards R | 150 v | |114D o0+ Credit Ca, __r__ LIEt_ul_t_S_e_r_v_lc_e_ Invoice v |

payment. But first, we need to deduct invaice ——
any Fees the credit card company is fo4 l

dedUCtlng from thelr payment to us. Credit Cards
Go back to the invoice, and on the

second line enter item 5440, and a ww

negative dollar amount for the fees. = R e T T
1040 CC Clearing Credit Card Clearing 50,00 50,00 )
5440 Credit Card Fees Fees for accepting CC purchases -2.00 -2.00 =
I v |

v
Customer w
Message
Tokal 45,00
[[1Tabe printed [ add TimejCosts... | [ Apply Credits... | Payments Applied 0.00
[] 7o be e-mailed Balance Due 43.00
Mema | |

+ Let QuickBooks help vou get vour Invoice paid online by credit card, Save & Close J [ Save & New l [ ot
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NOW Cl |Ck on uRecelve Paymentsn and € Receive Payments Type a help question v How Do I? EE|E|

fl nd the |nVO|Ce that matches previous B wext By History = =5 Get online Prts
Customer Payment AJR Account |1140,00] Credit Card A ¥
. . Received Fram fCre&it Cards . Customer Balance 48.00
In the Amount field type in the payment | — S Pt
. . oA
you received from the credit card - _ . : QuickBooks and
Prt. Method | Direct Deposit v Reference # rever enter data
com pany Mernao | Wihere does this payment go? ‘ Le.tavr\:;c:w.ore
Card Mo. ] | Exp. Date .r |
[ Pracess credit card payment when saving [ Find a Customer/Invoice. ., ]
J | Date Murnber Qrig. Art. Amk, Due Payment ‘
J |o1jo4f2011 |1 45.00 43,00 45,00
M
Tatals 43,00 45,00 45,00
Amounts for Selected Invoices
Amount Due 4800
poked o0
E\scgunt and Credits 0.00
pplied

[ Save & Close ] [ Save & Mew ] [ Clear ]

After the Payment is received, you will

[Type  help questian (x|

need to make the Deposit, but since the select iew : _ _
. R R Wiew payment method type Alltypes ) what are payvment method views?
money is already in the bank, this |
. . Select Payvments to Deposit
depOSIt Only needs to be done In J' D:te TFi'me Type .No. Payrnent Mek, .. Mame .Amount |
QUICkBOOkS. (I ﬁ}ﬁﬁ:ﬁzﬁ}} Eﬁ?T * Direct Deposit g?;:?ilﬁ%étsers 23§gg|

This screen shows 2 deposits waiting.
The first is from the sales receipt and
needs to be processed when you actually
take the money to the bank.

The second one is already in the bank,
and you need to show that in
QuickBooks.

There will be nothing to take to the L S _
bank’ So do not Comblne thls dep03|t [1::2::|Tmlm[1tss lselel:ted for deposit Payments Subtotal 48.00
with any that you do have to take to the =

bank. [ ok J[ concel |[ b |

Make sure the date reflects that of the Tvneahe'wues“on' How Do I?

d|rect dGDOSIt |nto your accou nt SO that & previous [ Hext @ Print - Payments % History
your monthly bank statement and your Deposit To [1005.00C... v|  Date [oyjos/2011 (@] Memo [Depost
reCOnC'l |at|on W| I | ag ree . Click Payments to select customer payments that you have received. List any ather amounts to deposit below,
Received From From Account: Memo | ChkMNo. | PmtMeth, Class | Amount
Credit Cards 1199.00 + Undeposited Funds Direct Deposit 50 45,00

w
Depasit Subkotal 48,00
To get cash back from this deposit, enter the amount below, Indicate the account
where you want this money to go, such as your Petty Cash account,
Cash back goes to Cash back memo Cash back amount
| v
Deposit Total 43,00

[ Save & Close ] [ Save & Mew ] [ Clear ]
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1. Notice in the
Balance Sheet
that 1040.00
Credit Card
Clearing is
balanced, $50
in from the
Sales Receipt
and $50 out by
the Invoice.

2. 0ur AR
account
1140.00 Credit
Card AR has 1
invoice for $48
and one
matching
payment.
Remember,
there was a $2
fee deducted
from the Credit
Card company’s
payment to us,
so we only got
$48 from them
and charge the
$2 off as a
Credit Card Fee
expense in
5440.00, which
shows on the
P&L on the
next page.

[ Modify Report... ]_[ Memarize. .. ][ Print. .. ][ E-mail » ][ Export... ]_[ Hide Header ]_[ Refresh ]

Dates | This Month-to-date

~| From [n1ya1/z011 [E] To (012002011 [E] Sort By | Default

01 AM
720111

Accrual Basis

Jefferson Lodge 9959

Balance Sheet Detail
As of January 20, 2011

@ Type £ Date < Hum < Hame & Memo + Clagg = Amount 3 Balance &
ASSETS 2868.8633.71
Current Assets 288,833.71
Checking/Savings 288,833,
Ve Hib-08—Cash 28833
1040.00 - Credit Card Clearing 0.00

1 Sales Receipt 010472011 ES Social Quarters Credit Card Clearing j=te] s0.00 5000 4
Inwoice 010402011 1 Credit Cards Credit Card Clearing =] -50.00 0.0a
\ Total 04000 . Cradt CapdCl ving 000 .00
1005.00 - Checking - Cash 288,833.M
Deposit 010552011 Deposit 45.00 286 88171
Total 10035.00 - Checking - Cash 45.00 283,551.1
Total 1000.00 - Cash 45.00 288 ,551.71
Total Checking/Savings 45.00 25885811
( Accounts Receivable .00
1100.00 - Receivables 0.00
1140.00 - Credit Card AR 0.00
2 Invoice 010452011 1 Credit Cards S 43.00 43.00
Payment 01052011 Credit Cards -45.00 0.0a
Total 4140 00 - Credit Card AR 000 000
Total 1100.00 - Receivables o.oo 0.0
Total Accounts Receivable oo 0.oo
/~ Other Current Assets 0.00
1199.00 - Undeposited Funds 0.00
3 Sales Receipt 010452011 63 Social Quarters j=te] 250.00 250.00
Payment 010552011 Credit Cards 43.00 293.00
Deposit 01052011 Credit Cards Deposit saQ -45.00 250.00
\ Total 1199.00 - Undeposited Funds 25000 250.00
Total Other Current Assets 2a0.00 2a0.00
Total Current Assets 295.00 2591311
TOTAL ASSETS 298.00 289,131.71
LIABILITIES & EQUITY 0.00
Liabilities 0.00
Current Liabilities 0.00
Other Current Liabilities 0.00
2300.00 - Other Liabilities 0.00
2305.00 - Sales Tax Liabilities 0.00
Sales Receipt 010472011 [a5] Social Quarters Sales Tax j=te] 21.58 .58
Total 2305300 - Sales Tax Liabilties 21.58 .58
Tatal 2300.00 - Cther Lishilties 21.58 .58
Total Other Current Lishilities 2158 2158
Total Current Lishilties 2158 2158
Total Lishilties 21.58 .58
TOTAL LIABILITIES & EQUITY 21.58 21.58

3. Our 1199.00 Undeposited Funds account shows a Sales Receipt for $250.00 which has not been
deposited yet, and will be included in the Social Quarters Deposit when you go to the bank. It also
shows the Invoice Payment of $48.00 that was direct deposited by the credit card company, and the
QuickBooks Deposit of $48.00 into the 1005.00 Checking account.
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4. Our sales & prof tail

recelpt ShOWS | Modify Repart. .. [0 Memorize... || Print... || E-mail *» || Expart... [ Hide Header [ Refresh

the full income Dates |This Fiscal Year-to-date | From |05/01/2010 [E] To [01/202011 [E]|Sort By |Default v
T598M Jefferson Lodge 9999

of $278'42 o Profit & Loss Detail
($300 minus Acerual Basis May 1, 2010 through January 20, 2011
the Sa|eS taX b Type ¢ __ Date ¢ _Hum « Hame & Memo + Class « Amount r Balance o

||a.b| | |ty Of / 4225.00 - Social Quarters Sales

4230.00 - Beer Sales

$2 1 . 58 - » Sales Receipt 010452011 2] Social Guarters Beer sales j=ie] 27542 27542 4
Total 4230.00 - Beer Sales 27542 27542
Total 4225.00 - Social Quarters Sales 27542 27542
K Total Income 27542 27542

Cost of Goods Sold
5025.00 - Social Quarters Cost/Goods Sold
5030.00 - Beer - Cost of Goods Sold

Sales Receipt 010452011 65 Social Guarters Beer zales 2] 0.00 0.00
Total S030.00 - Beer - Cost of Goods Sald 0.00 0.00
Total 502500 - Social Guarters CostiGoods Sold 0.00 0.00
Taotal COGS 0.00 0.00
5. Account Gross Profi 27642 27542
5440.00 Credit Expense
Card Fees 5400.00 - General Administration Exp
.00 - Cre: ard Fees \
shows the Invaice 0042011 1 Credit Cards Fees for accepting CC purchases  SQ 200 200
$2 OO the Total 5440.00 - Credit Card Fees 200 2.00
C red It Card 5 Total 5400.00 - General Administration Exp 200 200
Company \cﬂ g 200 200 /
charged as a pp— s16.00 21600
fee for

processing the
transaction.
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