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Recording Credit Card Payments

Overview

Recording the payment of the credit card balance from the bank account.

I.1. Menu

Operations — Journals — Post Non-VAT Journal

B Reports

i_z} Import Journals

Sales i__} Post Income
Customers i_"r Post Expense

iers =] "
suppliers § 5y Post Non-vaT sournal

=] -
§53 My Journal Entries

Access the journal entry screen in the finance portal (Hoge). Core transaction details will need to be
entered before the line details.

1.2. Enter the journal summary details

Details relating to the whole transaction are entered in the header area.

@ My Account ﬂ Operations Q search % Reports @ Help

Post Non-VAT Journal
Create New lournal |
Reference* CCPAYO7ZI J Cescription HT credit card payment-July 2023
lournal Date* 28/07/2023
Year* 2022- 2023 Wi
Period* 11
S Y
)\
Y,
Step ‘ Description

| Enter a reference number for the transaction.

Enter the payment date.

The year will default to the current processing year.

The period will default to the current processing period.

Enter a brief description. Full details can be entered on the line transactions.

o U AN WN

Click on [OK] when complete or [Cancel] to exit.
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1.3. Enter the credit card details

Journal Entry Details: Create N’\e

= Debit

organisation Coaley Cof E Test-COA
Cost Centre Balance sheet - 2259
Mominal Account

Purchase Card-Head Teacher<1 year - 3101

Funding Stream Balance Sheet - 29
Mominal Account Code* Credit Card-Head Teacher - COA-T238-310°

Q project

Project Item

Description Credit card peyment-luly 2023 ﬂ
Nett* 12382

=T

Step ‘ Description

| Check the [Is Debit] field for the credit card payment on the credit card journal line.

2 The organisation will default to the user’s school.

Should the individual work in multiple schools the school will need to be selected from the drop down list. If
the name of the school is keyed in, the list of available schools will shorten.

3 Select the balance sheet cost centre.

4 Type “card” to shorten the list to the credit cards. Select the card that the payment relates to.

Once selected the funding stream and nominal details should default in.

5 Enter a description of the transaction. For example “July 2023 HT credit card payment”

6 Enter the payment amount.

7 Click on [OK] when complete.
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Description
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Post Non-VAT Journal

View Journal Details

Joumalio o Description 7 crect card paymentuly 2023
o Nom-vaT ourral

et ccovm

Joumaloate 26/07/2023

vear 2022- 2023

piod n

Journal Entry Details: Line List

redt Cord e Techer we (G

-123.82

< ! ;ll—ll
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The main screen will be shown with the
single line. It is not possible to post this

journal as it is not in balance.

1.4. Enter the bank details

Journal Entry Details: Create New Line

1s Debit o

organisation Coaley Cof E Test - COA

Cost Centre Szlznce Sheet - 7758

Nominal Account Local Imprest Banks-Main - 260102
Funding Stream Balance Sheet - 52

Nominal Account Cade® Local Imprest Account - COA-Z798-2
Q eroject

Project item

Description HT credit card payment July 2023

Nett® 123.82

cancel % ok v
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Step ‘ Description ‘
! [Add a line] to be able to enter the bank
n — r— details
seorcr [
S—— e e )
Loy g J[ o [ otomeomee @ [ om0 B ][ @ ]
2 The organisation will default to the user’s school.
Should the individual work in multiple schools the school will need to be selected from the drop down list. If
the name of the school is keyed in, the list of available schools will shorten.
3 Select the balance sheet cost centre.
4 Type “bank” to shorten the list to the available banks. If there is only one option it will “drop” into the field.
Once selected the funding stream and nominal details should default in.
5 Enter a description of the transaction. For example “July 2023 HT credit card payment”
6 Enter the payment amount.
7 Click on [OK] when complete.

Post Non-VAT Journal

The main screen will be shown with the
completed lines.

Jourmal o o Description 7 et cardpaymantay 2023
IoumalType o7 sourral
ccamorzs

If the journal is in balance it can be

5oz

= posted.
e s 1 e T If corrections are required, select [View]
on the transaction line and edit the line
details.

Nominal Account Code % Nominal Account = Nett &
A COAZ799260102.99 Local Imprest Account 12382

¥ COA-7730-310160.99 Credit Card-Head Teacher 123.82

=y =2 J =8 | | oD )8 | =0 ]
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1.5. Review the journal entry and complete the posting

Post Non-VAT Journal

View Journal Details

Journal Io 0 Description HT credit card payment-july 2023
lournal Type Mon-vaT Journal

Reference CCPAYOT23

lournal Date 26/07/2023

ear 2022 - 2023

Period 11

Journzl Lines & Supporting Docurnents b Journzl Documents b

Journal Entry Details: Line List

Add a Line

Nominal Account Code £ Nominal Account & Nett & i i
4 COA-7799-260102-95 Local Imprast Account 123.82 [ Wiew ] [ Delets ]
¥ COA-Z799-310160-99 Credit Card-Head Teacher 12382 [ iew \] [ Deletz ]

Total Records: 2

(=7 (=2 ) =8 B =8 =0 ] =0

Description

If the line details need altering, then
select [View] and [Edit] on the line detail
screen that is displayed.

Once complete select [Done] to return

to the main screen.

ma

(e=f o (oo @ [ =@ ]
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Description ‘

[Edit] the line details and click [OK]

when complete.

If the coding is completely inaccurate
conzmlvien X cor click on the [Clear} to start again.

12552

2 The [Edit] button takes the cursor to the header information so changes can be made to the data that relates to
the whole invoice, for example the date.

3 If not all the details are available then [Done] will save the transaction as draft so that you can retrieve it later
from the Operations — Journals — My Journal Entries Pending tab.

4 Provided you are happy the details have been entered correctly, [Submit] the journal.

5 On posting the screen is refreshed ready for the next journal to be added.
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