Credit Card Journals

Discounts
Credit Card Deposit Journal Instructions

Sample Journal Entry - Record One Credit Card Batch

Sample Journal Entry — Record Multiple Credit Card Batches

Credit Card Discount

Departments accept credit cards for payment of tuition and fees, sales of product or
service, and for donations. Each transaction is subject to a discount and per item fees
charged, by AMEX, Discover, or Visa and Mastercard. AMEX settles sales net of fees.
Discover, MC, and Visa settles the batch and then charges a fee based upon the amount.
Effective September 1, 2010 General Accounting will be responsible for booking
Commission/Fee associated with AMEX, Discover, Visa, and Master Cards for your
department to cost centers designated by department personnel.

Credit Card Deposit Journal Instructions

Credit card sales occurring on or after 9/1/2010 are recorded as follows:

1)
2)

3)

4)

5)

6)

7)

No discount calculated

One Credit card bank line for each batch settlement (if a swipe machine is used) or
each day’s sale report (if a web-interface with automatic settlement is used).

Credit card bank lines will not be separated by card type; the same line will be used
for all cards transmitted in the same batch.

Credit card bank lines will use the last six numbers of the Bank of America
Mastercard/Visa Merchant ID and the date of the batch, in the following format:
159999 09.02.2010.

Credit Card amounts recorded to the 10512 bank cannot be combined with cash
amounts recorded to the 10510 bank.

Beginning on September 1, 2010, any journal for transactions that occurred after
8/31/2010 that includes a credit card discount calculation will be denied back to the
department.

Deposits will require copies of settlement or sales reports, cash count sheets if
applicable, and deposit slips if applicable.



Sample Journal Entry - Record One Credit Card Batch

If you are recording one batch (one printout from your swipe machine or one days’ sales
from a web-interface with automatic settlement), you would record one journal line for

all sales.

If you batch report showed the following ($616 Visa, $7 Amex, $440 MasterCard, $11

Discover, totaling $1,074):

Sample of Swipe Machine Batch

Sample of Web Sales Report Batch

TOTALS REPORT
Card Cnt Sale . Total
VI 13 E16. a6 __r-_EqI-.;:;l;
| ax 1 - T T.o@
| HC 15 448,88 48,06
! os 1 11.08 ii.9e
Sale Total: $ 1674, 0@
Tetal: % 1leév4.ga

{ard Protoase Transaction PB - PSI
Tern 1D Type Count Anount  Amount Differen
HOUSTON  AHER EXPR 7.00
HOSTON DISCOVER 11.00
HOUSTON  HASTERCARD 440.00
HOUSTON  HC_PURCH 4 0
HOUSTON Y154 616.00

And the last six digits of your Bank of America Mastercard/Visa Merchant ID number

are 159999, your journal would look like this:

Journal ID: (01871598 Reversal: None Ledger Group: ACTUALS

Date: 03/21:2010 Reversal Date: Created By: 0110404 Livingston Karin A
Source: ACC Budgzet Adjust Type: Actuals  Post Date:

Header Ref: Edit /Hdr Status:  Edit Req'd BCM Status:  Not Chi'd

Description: Record credit card sales for September 9, 2010,

BCM Bypass: N

Line# Account LineBU  Fund  Deptld  Proz  BdstRef
1 43834 0073 080 HOlET  F3SED BRIOL
2 10512 00730 EANK EP201¢

Project  LineRef  Chartl
NA

Amount

i
—

(]
S,



Sample Journal Entry — Record Multiple Credit Card Batches

If you are recording multiple batch (printouts from multiple swipe machines that share
the same merchant ID, or more than one day’s sales reports from a web-interface with
automatic settlement over the weekend), you will record one journal line for each batch:

If you have two batch reports with the following sales — Batch 1 (§616 Visa, $7 Amex,
$440 MasterCard, $11 Discover, totaling $1,074), and Batch 2 ($96 Visa, $782 Amex,
$23 MasterCard, totaling $901):

Sample of Swipe Machine Batch 1

Sample of Web Sales Report Batch 1

TOTALS REPORT

Farf- Cnt Sale . Total
vI 13 616.88  ¢is.08
AX I 7.88 T.ee
HC 15 248,88 48,06
os 1 11.08 i1i.8e
Sale Total: 3 1874._ 00
Tetal: % 1leév4.ga

Card
Type

HOUSTON  AMER EXPR

HOUSTON  DISCOVER
HOUSTON  HASTERCARD
HOUSTON  HC_PURCH_4

HOUSTON  VISA

Protollase Transaction PH

- Bl

Count fmount fimount Differen

7.00

11.00

440.00
0.00

616.00

Sample of Swipe Machine Batch 2

Sample of Web Sales Report Batch 2

TOTALS REPORT

Card Cnt fale Total
v 7 asme seeen
X 2 Taz.ag T&2,.00
HC 7 23,88 23.0@
Sale Total: & 901,04

Tatals % 301.0@8

Card
Term 1D Type

HOUSTON  AMER EXPR

HOUSTON  DISCOVER

HOUSTON  HASTERCARD

HOUSTON  HC_PURCH_4

HOUSTON  VISA

Protollase Transaction PB - PSI
Count fmount fimount

Difference

782.00

0

23.00
0.00

96.00

b




And the last six digits of your Bank of America Mastercard/Visa Merchant ID number
are 159999, your journal would look like this:

Journal ID: (001871599 Reversal: None Ledger ACTUALS
Group:
Date: 05/21/2010 Eeversal Date: Created By: 0110404 Livingston Karin
A
Source: ACC Budget Adjust Actuals Post Date:
Tvpe:
Header Ref: Edit / Hdr Status: Edit BCM Status: Not Chlk'd
Reg'd
Description:Eecord credit card sales for September 9, 2010 and September BCM N
10, 2010. Bypass:

Account  Line BU Fund  Deptld Prog  BdstRef Project  LineRef  Chartl  Line Description Amount
43834 00730 2080 HOL5T  F3580  BP2010 NA Non Taxsbla Salas -1,074.00

12 00730 BANK BP2010 150800 09.00.2010 1.074.00
43834 00730 2080 HO157  F3580  BP2010 NA Non Taxsbla Salas 00100
10512 00730 BANK BE2010 159800 08.10.2010 S01.00
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[bookmark: CCDisc]Credit Card Discount



Departments accept credit cards for payment of tuition and fees, sales of product or service, and for donations. Each transaction is subject to a discount and per item fees charged, by AMEX, Discover, or Visa and Mastercard. AMEX settles sales net of fees. Discover, MC, and Visa settles the batch and then charges a fee based upon the amount. Effective September 1, 2010 General Accounting will be responsible for booking Commission/Fee  associated with AMEX, Discover, Visa, and Master Cards for your department to cost centers designated by department personnel. 







[bookmark: DepJnl]Credit Card Deposit Journal Instructions



Credit card sales occurring on or after 9/1/2010 are recorded as follows:

1) No discount calculated

2) One Credit card bank line for each batch settlement (if a swipe machine is used) or each day’s sale report (if a web-interface with automatic settlement is used).

3) Credit card bank lines will not be separated by card type; the same line will be used for all cards transmitted in the same batch.

4) Credit card bank lines will use the last six numbers of the Bank of America Mastercard/Visa Merchant ID and the date of the batch, in the following format:  159999 09.02.2010.

5) Credit Card amounts recorded to the 10512 bank cannot be combined with cash amounts recorded to the 10510 bank. 

6) Beginning on September 1, 2010, any journal for transactions that occurred after 8/31/2010 that includes a credit card discount calculation will be denied back to the department.

7) Deposits will require copies of settlement or sales reports, cash count sheets if applicable, and deposit slips if applicable.







[bookmark: SampleOne]Sample Journal Entry - Record One Credit Card Batch



If you are recording one batch (one printout from your swipe machine or one days’ sales from a web-interface with automatic settlement), you would record one journal line for all sales.  



If you batch report showed the following ($616 Visa, $7 Amex, $440 MasterCard, $11 Discover, totaling $1,074):





		Sample of Swipe Machine Batch

		Sample of Web Sales Report Batch



		



[image: ]

		 (
7.00
11.00
440.00
0
616.00
)[image: ]









And the last six digits of your Bank of America Mastercard/Visa Merchant ID number are 159999, your journal would look like this:





[image: ]











[bookmark: SampleMulti]Sample Journal Entry – Record Multiple Credit Card Batches



If you are recording multiple batch (printouts from multiple swipe machines that share the same merchant ID, or more than one day’s sales reports from a web-interface with automatic settlement over the weekend), you will record one journal line for each batch:



If you have two batch reports with the following sales – Batch 1 ($616 Visa, $7 Amex, $440 MasterCard, $11 Discover, totaling $1,074), and Batch 2 ($96 Visa, $782 Amex, $23 MasterCard, totaling $901):



		Sample of Swipe Machine Batch 1

		Sample of Web Sales Report Batch 1



		



[image: ]

		 (
7.00
11.00
440.00
0.00
616.00
)[image: ]













		Sample of Swipe Machine Batch 2

		Sample of Web Sales Report Batch 2
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		 (
782.00
0
23.00
0.00
96.00
)[image: ]









And the last six digits of your Bank of America Mastercard/Visa Merchant ID number are 159999, your journal would look like this:



[image: ]











image1.png

TOTLS REPORT

Cord Cat Sale Total
TR 515,00
w1 o .00
M 15 a0 40,08
01 i 1100
Sole Total: ¢ 157400

Tetal: ERCZRT)






image2.png

card Protobase Transaction PB - PSI
€ nount . fmount | Dif feren

HOUSTON  aHER EXPR B Tmse0  TEs00 000
HOUSTON  DISCOVER 3 w9 w900 000
HOUSTON  HaSTERCARD 5 e 26000 0.0
HOUSTON HC_PURCH 4 T e w000

HousTON visa 1 e e 0.00






image3.png

: 0001871598
052172010
ace

Reversal: None  Ledger Group: ACTUALS
Reversal Date: CreatedBy: 0110404 Livingston Karin A
Budget Adjust Type: Actuals  Post Date:
Edit/Hir Status:  EditReqd BCM Status:  Not Chicd

BCMBypass: N

Fund  Depud  Pug  BdgRef  Projst  LieRef  Chartl  LineDescription Amount

BP0 Na on Toxsls el L0300
E22010 159999 09.08.2010 Lo






image4.png







image5.png

Journal ID: 0001871599
Dater 05212010

Source:  ACC

Reversal:
Reversal Date:

Budget Adjust
Tops

Edit/ Hir Status:

Description:Record credit card sales for September %, 2010 and September

None Ledger  ACTUALS
Group:
Created By: 011040+ Livingston Karin
A

Actusls Post Date:

Edit
Reqd

Header Ref:
10,2010,
Line= Line 50
1 T
2 om0 BANK
om0 om0
om0 BANK

E:

E:

Fud  Depua  Peg

6%

60

BagRer  Proj  LineRer

BP0 Na
22010
B0 Na
E22010

Chartl Line Descipton
on Toxsls el
159999 09.08.2010
on Toxsls Sal
159999 09.10.2010

L0300
Lo
50100
010






