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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 
Items. 

We’ll create a new Cash Account 1040.00 
– Credit Card Clearing Acct, under 
1000.00 – Cash 

  
A new Accounts Receivable account 
1140.00- Credit Card AR, under 1100.00 
Accounts Receivable 
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And 5440.00 – Credit Card Fees, under 
5400.00 - General Administration Exp. 

  
Now we need to create the new Items.  
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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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 register 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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On our Balance Sheet, this receipt will 
show that we have increased our total 
Cash by $50.00, so we need to balance 
that.  We do not really have the $50. It 
is owed to us. Next, we need to create 
an invoice for the amount on the credit 
card, using the account 1140.00- Credit 
Card AR, and the item 1040.00 - Credit 
Card AR.   
 
 

 
Our Balance Sheet now cancels the 
$50.00 in 1040.00.  However, our AR 
accounts have increased by the same 
$50.00, so our Balance sheet is correct. 

  

Processing Payments Deposited into the Lodge Bank Account 
When the credit card company pays us, 
the money goes directly into our bank 
account, so we need to “Receive” the 
payment.  But first, we need to deduct 
any Fees the credit card company is 
deducting from their payment to us. 
Go back to the invoice, and on the 
second line enter item 5440, and a 
negative dollar amount for the fees. 
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Now click on “Receive Payments” and 
find the invoice that matches. 
 
In the Amount field type in the payment 
you received from the credit card 
company. 

  
After the Payment is received, you will 
need to make the Deposit, but since the 
money is already in the bank, this 
deposit only needs to be done in 
QuickBooks.   
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 
bank, so do not combine this deposit 
with any that you do have to take to the 
bank. 
 
Make sure the date reflects that of the 
direct deposit into your account so that 
your monthly bank statement and your 
reconciliation will agree. 
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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. Our 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. 
 

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.  

1 

3 

2 
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4. Our sales 
receipt shows 
the full income 
of $278.42 
($300 minus 
the sales tax 
liability of 
$21.58. 
 
 
 
 
 
 
 
 
 
5. Account 
5440.00 Credit 
Card Fees 
shows the 
$2.00 the 
Credit Card 
company 
charged as a 
fee for 
processing the 
transaction. 
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