Quickbooks Online Accepting Credit Cards

When we accept credit cards for payment, we need to record the income, so we use an asset account. 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 reflected as new Income.

Preparation First, we’ll need to create a new Account and Item. From the dashboard Select “Accounting” and then
“Chart of accounts.”

Overview

Month-end review

We’ll create a new Cash Account 1040.00 — Credit Card Clearing Acct,

Dashboard under 1000.00 — Cash

Banking And 5440.00 — Credit Card Fees, under 5400.00 - General Administration

_ EXp.

Sales

Cash flow it g A o .. -

Expenses
nUMEZN L e e DETALTYPE QUCHEO0ONS BALANCE « B ACTION
Payroll -

i Select “NEW” to create a new account.

Reports
Taxes Account
Mileage Kexbamt T This brings up
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Accounting Chart of accounts * Dotall Typa Nimmber ‘ the |eft for yOU
My accountant Reconcile — - e tO make
sseo Cashonhand sccountsotack T changes to. See
Changes | on next page.
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Account

For 1040.00 Credit Card Clearing
v Cord C Account Type — Bank
Detail Typa Number Detail Type — Checking
o X 2 Name — Credit Card Clearing
Number — 1040.00
Description — Credit Card Clearing

e Checking scoounts 10 track &

- Place a check mark in the box to the right of the words “Is
sub-account.” This allows for a drop-down menu of
Sontncaa o hia scoodad by Cudk Grpks? accounts.

Is sub-account — 1000.00 Cash

Save and Close

Account
Can Save and Close ) A
Account Type *Name
Expanses v Creagit Card Fees
For 5440.00 Credit Card Fees * Detail Type Number
Bank Charges v 5440.00
Acco_unt Type — Expenses o Description
Detall Type _ Bank Charges '.Hchfhancial i“stg.utione.d T Credit Card Fees
Name — Credit Card Fees
Number — 5440.00 71 e sub-account
Description — Credit Card Clearing 20000 Corerat Ade | <
Is sub-account — 5400.00 General Administrative Exp
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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

Access the Gear Menu option for Product and Services

LISTS TOOLS YOUR COMPANY
Alllists Manage workflows Subscriptions and billing
Products and services Reclassify transactions Your team
Product/Service information X

@ inventory
This will bring up the Product/Service Information Menu

Non-inventory
Select “Service” Products you buy and/or sell but don't nesd to (o can't) track
guantives of, for example; nuts and bolts used in an instaliston
Searvice
é Services that you provids to custamens. for mampls. landscaping of
tax preparation services,

3 September 20, 2021




Quickbooks Online Accepting Credit Cards

Product/Service information

The screen has many blank options. We are only concerned with: e -
Name
Name*
Description -
Income Account
NOTE: All Product/Service items are non-taxable. ==
Product/Service information Desaription
21 sl
Service Change type
Sales price/rate noome account
Name*
40 - [Credit Card Clea
A F.uc!m:mg information

SKU

All fields do not need to be filled in.

Name* = 1040 — Credit Card Clearing
Description “Box” should be already check

Description
|7| | sell this product/service to my customers. <

S Description field = Credit Card Clearing
ﬁ:l Income Account = drop-down window to 1040.00 Credit
Sales price/rate Income account Card Clearlng
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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, Main Checking Account. 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 — (see “Enter Sales Receipt/Make a Deposit” procedure on the CNMA website.)

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, Emdyian o U
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. p—— _—
We do NOT have this amount

to deposit, so it will reduce our

total receipt, and thus our

Deposit, by the amount on

credit.

Use the + NEW - Bank

Deposit to record this Sales
Receipt as a deposit.
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Entering Deposits — (see “Enter Sales Receipt/Make a Deposit” procedure on the CNMA website.)

For those Lodges that do not use Sales Receipts this is what your deposit would look like.

(v} Bank Deposit

Accoumnt

$250.00

v Add funds to thiz deposit

# RECEIVED FROM ACCOUNT DESCRIFTION PAYMENT METHOO REF NO. AMOUNT

(4

Acd line Joer all lines Otdaar funsta tostal $£250.00
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It will also leave our Total Income at the full amount of $278.42 ($300 minus the sales tax of $21.58.)

The P&L reflects the entire amount

Profit and Loss
September 20, 2021

of income. ToTAL
~ 422500 Social Quarters Sales
4230.00 Beer Sales g2.81
423500 Liguor Sales 92.31
4245 00 Miscellaneous Merchandise Sales 18.56
Total 4225.00 Social Quarters Sales 204.18
v 4250.00 Kitchen Sales
4255 00 Food Sales 7424
Total 4250.00 Kitchen Sales 74.24
Total Income $278.42
Balance Sheet
43 of September 20, 2021
Our Balance Sheet 1199.00 account will reflect that
o only the amount of cash and checks collected will
v ASSETS be taken to the bank and deposited. This deposit
T needs to be posted when you take the cash and
S checks to the bank.
1005.00 General Checking - 1128 1,608.75
1040.00 Credit Card Clearing o0, On our Balance Sheet, this receipt will show that
Total 1000.00 Cash 165875 we have increased our total Cash by $50.00. We do
| etk 149721 not really have the $50. It is owed to us.
1199.00 Undeposited Funds 250.00
Total Other Current Assets $250.00
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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. There will be nothing to take to the bank, so do not combine this deposit with any others 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. Each deposit should be done separately to reflect the actual date the monies were deposited
by your credit card company.

.~ Sales Receipt

Itis NOT
recommended
to add all the
credit card
deposits
together and
make one
lump sum
deposit.

Make sure to
make this
Recurring
because you
will get a lot
of these.

¢ PRODUCT/SERVICE DESCRFTON Qary RATE AMOUNT

(see “Enter Sales Receipt/Make a Deposit” procedure on the CNMA website.)

8 September 20, 2021



Quickbooks Online Accepting Credit Cards

Notice in the Balance Sheet that 1040.00 Credit Card Clearing is balanced, $50 in from the Sales Receipt and $50 out
by the deposit, therefore not reflect on the Balance Sheet because it has a Zero Balance. Our 1199.00 Undeposited
Funds account shows a Sales Receipt for $250.00 which has been deposited into the 1005.00 Checking account.

Balance Sheet
Asof August 31, 2021

TOTAL
= ASSETS
» Current Aszets
~ Bank Accounts
+ 1000.00 Cash
1005.00 General Checking - 1128 15.00
Total 1000.00 Cash 15.00
Total Bank Accounts $15.00
» Other Current Agsets
119%.00 Undeposited Funds 0.00
Total Other Current Assets $0.00
Total Current Asseots $15.00
TOTAL ASSETS $15.00
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