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Financial Edge Credit Card Management

Patch 14 for Financial Edge 7.87 includes new credit card functionality that allows you to
better manage your organization’s credit card activity.

With this new functionality, you can now:

e Track and manage your credit card charges and payments
e View credit card activity on the credit card account record and register

NOTE: This credit card functionality does not include any credit card processing.

Important Considerations

Before you run the Financial Edge patch, please consider the following:

> Before you can begin recording credit card payments, there is some setup required. You
should carefully consider how the billing is currently handled by the vendor linked to the
credit card. For a detailed example, see Credit Card Setup Considerations.

» When setting up the credit card account, you are asked to specify the GL liability account
to use. You must decide if you want to use a liability account for each credit card, or if you
want one account for all credit cards. For more information, see GL Liability Account

Example.

» Ifyou are currently using a workaround in Banks or journal entry to track and manage
credit card payments, we recommend you pay off the card balances, and begin using the
new credit card functionality after the month-end or year-end close.

» Credit card accounts use the same security as bank accounts, including account record
specific security.

» Credit card activity will show as an option for all Bank reports, and you can use GL
accounts to filter on credit card accounts.

» You cannot void an invoice payment made by a credit card. You must delete the invoice,
which will delete the payment.
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> At this time, credit card functionality does not support recurring invoices, WebPortal, FAST!,
Global Change, Import/Export, or Query.

Recommended Steps

Before you can begin tracking credit card charges and payments, you must create a credit card
account, as well as a vendor to receive the payments. To ensure you set up the new credit card
functionality properly, we recommend you do the following:

M Review this document and all the available resources before you get started, especially if
you are currently using a workaround to track and manage credit card payments. This will
ensure a smooth transition to the new functionality.

M Set up the credit card vendor. You must have a vendor set up to receive the credit card
payments. For additional information, see Set up Credit Card Vendor.

M Set up credit card account. This includes linking to the vendor who will receive the
payment and setting up the GL liability account. For more information, see Set up Credit
Card Account.

M Set up additional credit cards, if necessary. For more information, see Additional Credit
Cards.

Set up Credit Card Vendor

A vendor is required to receive credit card payments. When you create the vendor, you can
specify the account to use when making credit card payments. You can also view all the credit
cards associated the vendor on the new Credit Cards tab.

The vendor is the organization you remit payment to, for example, Chase Manhattan Bank. For
more information, see Credit Card Setup Considerations.
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1. Enter the information on the Vendor tab, including the default payment information,
like the Payment method, Payment options and Account to use fields.

@ 1078 - Chase Manhattan =@ % |

Eile Edit View Vendor Favorites Tools Help
BSaveandCIosev|Q X|Q (ﬁ| L “‘% @|E’| 5]‘8 i@

History of Changes | Media | Actions | Credit Cards |
Vendor | Activity | Recurring I Burchase Orders | Addresses I EFT Bank Information I Distribution I Attributes I Nutegl

“endor name: IChase kanhattan

Vendor Type: | ® O " Individual | Al | -

Wendor D [1078

Status IActive LI =
Contact: | I

Customer number. I

Tex D number. I Poston I [~ Print?

e I ﬂ_\l Contact Type Contact Number

[ Creditlimit |

Fayment method IChe:k LI Usger|D: I

Payment optians: IOne paymentfor all invoices LI PIN: I

Accountto use I j

[~ 1099 Wendor? 1099 Distribution... | 1099 Adjustments.. |

Active  08/19/2016

2. Once you have saved the new vendor, you are on your way to making credit card
payments. You next step will be to set up the credit card account.
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NOTE: Keep in mind, the vendor record now displays all the credit card accounts linked to the
vendor on the Credit Cards tab. You can create a new credit card account for the vendor from
this tab as well.

B 1078 - Chase Manhattan | = B = ‘

Eile Edit View Vendor Favorites Tools Help
BSaveandCIosev|Q X|§ d| H 4 ¢ N|[ﬂ1_‘| @|E|ﬂ|§' ?-

Vendgrl Activity | Recurring | PBurchase Orders | Addresses | EFT Bank Information | Distribution | Attributes I Not.eg'

History of Changes I Media Actions Credit Cards
dit card account @ Open— Delete
Account 1D \F Description Type Balance
=

Active 08/19/2016 _:

Set up Credit Card Account

A credit card account record is very similar to a bank account record. However, for credit card
accounts, you will select “Credit Card” as the Account type, and you must also link to the
vendor who will receive the payment, as well as specifying the GL liability account.

1. You can set up the credit card account directly from vendor record on the Credit Cards tab.
You can also add a new credit card from Banks, when you select New credit card
account.
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ﬁ’; Credit Card Account - Visa == P

File Edit View Credit Card Account Favorites Tools Help
% Save and New -| (= a3 u 4« » B @ = ?-
iE|Qred\tCards] Adjustment Categories I MNotes I History ofChanges]

Account description: |\/isa Bank name: |ChﬁSE hanhatian Bank

Account 1D |ViSﬁ

Credit card type: |Visa J
Account status: |Open J
Credit imit. [$0.00
“endor name: |Chase tanhattan £|ID' |1D?E
Lty Seemnis |2150-D1-DD M Accrued Expenses - Other

08/19/2016

Enter the Account, Bank name and Account ID fields.

Select the Credit card type. If the drop-down menu does not contain the credit card type
you need, you can add a new type in Configuration. To add new credit card type, go to
Accounts Payable, Configuration, Tables, Credit Card Type.

Enter the Account status. Your choices are “Open” and “Closed.”

Specify the credit limit for the credit card.

In the Vendor name field, select the vendor who will receive the credit card payment.
Enter the GL liability account. When you assign a liability account to a credit card, you
must decide if you want a liability account for each credit card, or if you want one account
for all credit cards. For more information, see GL Liability Account Example.

From the Credit Cards tab, you can add additional credit cards to this account. For more
information, see Additional Credit Cards.

The Adjustment Categories tab displays all saved adjustment categories. You can open a
saved category to make changes, delete an adjustment category, or copy an existing
category to create a new one based on its settings.

NOTE: Adjustment categories are required when you create an adjustment from the credit
card register.
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Additional Credit Cards

Some organizations have multiple credit cards that roll up to one main account. For example,
corporate credit cards often have numerous individual cards, or subsidiary cards, all reported
on the same credit card statement.

You can add additional cards and the card holders on the Credit Cards tab of the Credit Card
Account record.

1. Select the Credit Cards tab of the Credit Card Account record.

@'Credit Card Account - Visa | = & Y |

File Edit View Credit Card Account Favorites Tools Help
ESaveandClosev|E X|Q d| L |E| ﬂ|@_'| ?-

Account e | Adjustment Categories | Notes | History 0fChanges|

Cardholder Last 4 Account ID Active?
Justin Ward 55— |Vid55 Justn Word

08/19/2016

2. Enter each cardholder and the last four digits of the credit card they use.

If the card is currently in use, mark Active.

4. The Adjustment Categories tab displays all saved adjustment categories. You can open a
saved category to make changes, delete an adjustment category, or copy an existing
category to create a new one based on its settings.

w
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NOTE: Adjustment categories are required when you create an adjustment from the credit
card register.

Record Credit Card Charges and Pay Off Statement

Before you can pay off a credit card statement, you must acknowledge credit card charges by
creating an invoice.

Note: Discount and 1099 information is not applicable when the payment method is credit
card.

r -
El Invoice 4103 for Amato Software Systems — Elm

File Edit View Invoice Favorites Tools Help
DSaveandClose-|Q )'(| H o4 » H |'}@|B‘ .s.!|ﬁ'

Invoice |§L Distributionl anmentstreditsl Aftributes I ﬂotesl

? -
1

“endor narme: IAmato Software Systems ﬁ ID: 1003
| Irevoice number: |4103 FO number:l g B E
: Status: IApproved LI
I Invoice date: IU?;ZU;’ZU]S Poststatus:lNgtyetpgsted vl
Due date: IDB;’D‘HED]S Fostdate: ID?:’2D;‘2D13
Description INetwork serdcing
Remit to: IPaymentAddress - Ql
Amount

Invoice amount: |$E,94D 0o © 1094 Distribution...

Payment

Payrnent method: ICredn Card

&/ [

Accountto use: Iiv‘i4556 Justinvard

Press F7 for Credit cards search Balance: $6.94000 Approved  08/18/2016 ..

Keep in mind, when you save a credit card invoice, the status changes to “Paid.” An unposted
“dummy” payment is created and the distribution is shown in the payment - distribution.
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As shown below, the GL distribution for the credit card charge will show a debit to the
applicable expense account and a credit to the GL liability account.

[£] nvoice 4103 for Amato Software Systems

=B8] X |
File Edit View Invoice Favorites Tools Help
ESaveandC\ose-|E x‘ M o4 b n |5§|‘D|.ﬂ|@' T
Invoice i GL Distribu ﬁI\?lanmentstreditsI Attributes | ﬂotesl
IDistrihutiDn LI Interfuncd: lﬁ Eludgetl %. Entries l?il
DR Account Number DR Account De...  Amount Description CR Account Number
~ |5730-01-00

Outside Comp... $6,940.00 2150-01-00 A

ing: $0.00

Balance: $0.00 Paid 08/19/2016 ..
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Once you've recorded the credit card charges, you can pay off the credit card statement by
creating a new invoice and linking the credit card vendor invoice to the credit card account.

T
E| Invoice CM1 for Chase Manhattan = B X |
Eile Edit View Invoice Favorites Tools Help
ﬂ]SaveandCIosev|H )(|N 4« b N|5@|E|_&!|E’ i
Invoice |§L Distributionl anmentstredile Attributes | ﬂotesl
“andor narne: |Chase kanhattan ﬂ ID: 1078

[v' Use invoice to pay credit card account I\f’iSﬁL j
Inwaoice number: ICM1 PO number I ﬂ&l
Status: IApproved LI [~ Hald payment
Invoice date: IDB,.*19,-"2018 Post status INotyetposted LI
Due date: |nag19;2ma Post date |na;19;2ms
Description: ITest
Remit to: I(VendDrAddress> - |Q
Amount
Invoice amaunt: |$6,94D.DD © 1039 Distribution... |
Discount
Discount percent: I Discount expires on:l
Discount amount: I Discounted total: I$B,94D.DD
Pay t
Payment methad: IChBCk LI [~ Create a separate payment for this invoice

Balance: $6.940.00 Approved  08/19/2016 -
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Creating an invoice for the Chase Manhattan - Visa statement, will show a debit to the GL
liability account and a credit to the AP Summary Account.

ﬂ Invoice CM1 for Chase Manhattan

NEIEE

File Edit View Invoice Favorites Tools Help

[ASaveandClose~| [l 2| K 4« » W |39 @|=|?-

i |anments,fCredits | Attributes | ﬂotesl
IDistribution ;l Interfund: IDD LI Eludgetl % Entries " %% |
DR Account Number DR Account De...  Amount | Description | CR Account Number
~ |2150-01-00 Accrued Expen...  $6,940.00 2000-01-00 A
J

an... Load Distribution...

Distribute E ining: §0.00
[ Distribute discounts to dehit (expense) account(s) fram invaice

Balance: $694000 Approved 08192016 .
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The last step is to pay off the invoice to the credit card vendor, Chase Manhattan.

El Invoice CM1 for Chase Manhattan | == DY |
File Edit View Invoice Favorites Tools Help
[AsavesndClose~| | | K <« » W |2 |9 | @& 2 -
Invoice | GL Distribution | Payments/Credits | Attibutes | Notes |
YWendaor name: IChase Manhattan ﬂ ID: 1078

[¥ Use invoice to pay credit card account: IViSﬁ j
Inwvoice number: ICM] PO nurmber: | ggl
Status: IPaid LI [~ Hold payment
Inwsnice date: IDB,.*]Q,-"2D18 Post status: INDtyetpDSted LI
Due date: |na;19;2015 Post date: |naﬂaf2ma
Description: ITest
Femit to: I(VendorAddress) v|Q|
Amount
Inwvoice amount: |$6,94D.DD ® 1094 Distribution... |
Discount
Discount percent: I Discount expires Dn:l
Discount amaount; I Discounted total: |$E,94D.DD
Payment
Payment method: IChBCk LI [ Create a separate payment for this invoice

Balance: $0.00 Paid 08/19/2016
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Paying off the invoice to the credit card vendor, Chase Manhattan, will show a debit to the AP

Summary Account and credit to Cash.

Computer Check - 67305 for Chase Manhattan

File Edit View Payment Help

Record Nowv| Print Laterv| Print Now | Void... | = 7?-

1l (Eeiie] Bl S

General |Iransaction Detailsl Fgrmatl History ofChangesl

IDistribution LI Iterfuncl: I LI I Entries " B % |
DR Account Number DR Account De...  Amount CR Account Number |CR Account De...,  Project ID Project

_|2000—01—00 Accounts Paya... $6,940.00 1000-01-00 Operating Cas...

Blizilsiijizi=y iz Elzi|ziz A Aemaining: $0.00

Naot reconciled

View Credit Card Register

Credit card accounts are setup like bank accounts in Financial Edge. By doing so, you can
easily track charges and payments in the credit card register. You access the Credit Card

register from the Banks page.
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Under General tasks, click Open register to open the register for the selected credit card
account.

bmmmw\m-mmm Py T

P il Crecie Car> v

The Credit Card Register displays all your credit card transactions, including date, type, credit
card number, payee, status, and balance information. On this screen, you can filter, sort, and
void transactions and view transaction details.

Add an Adjustment

1. To create a credit card adjustment, select New Adjustment from the Credit Card register.

File Edit | view | Category Tools Help
ESaveandCIosev| d ><| W o4 b K | ':)'| ?-
Adjustment | Distribution |

|| Dete: |<Today> =]

Amount: |$EI.EIEI

Tee [ =
rerence: [T
Post status: INm vet posted |

Fost date: |<Ad1u5tmentDate> LI

llb 08/01/2016
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10.

In the Category field, you can select a pre-defined adjustment category or enter a name to
create a new one. If you select a pre-defined adjustment category, the program automatically
loads default information into the fields.

In the Date and Amount fields, enter the date and amount of the adjustment.

In the Type field, select “Charge” or “Payment/Credit”.

In the Post status field, select “Not yet posted” or “Do not post”.

In the Post date field, enter the date the adjustment is posted to General Ledger.

In the Notes box, enter any descriptive notes about the adjustment.

Once the adjustment appears in the bank account, mark Cleared on and enter the clear date
in the field.

Select the GL Distribution tab. To create a distribution for the adjustment, designate debit and
credit accounts for the adjustment, the amounts to distribute to the accounts, and select a
class for the distribution on the Distribution tab.

Click Save and Close to save the adjustment and return to the Credit Card Register.

Credit Card Setup Considerations

When you set up your credit card accounts, you should consider how the billing is currently
handled by the vendor linked to the credit card.

For example, let's say Bank of America is a vendor and sends a consolidated statement
containing three subsidiary Visas, totaling $100,000 (V1 = $20,000, V2 = $30,000 and V3 =
$50,000). We recommend creating one credit card account for three subsidiary cards. That
way, you will have one register, which can be filtered by subsidiary card, and the payment of
$100,000 would pay off the register balance to zero.

In the example above, if you create three separate credit card accounts, then three registers
will be created. The vendor statement of $100,000 will need to be divided into three invoices
(V1 =$20,000, V2 = $30,000 and V3 = $50,000), and you will make three separate payments to
update each of the three registers.

However, if Bank of America sends three separate statements (one for each subsidiary Visa),
we recommended you create a credit card account for each subsidiary.
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Credit card charge (tied to a subsidiary card)

D Invoice BK44 for A+ Office Supplies | = = pY |
File Edit View Invoice Favorites Tools Help
GSaveandCIosev|Q X|N 4 b N|'}@|D|ﬂ|§' ?-
Invoice |§L Distribution | Payments/Credits | Attributes | ﬂotesl
Yendor name: A+ Office Supplies ﬂ 1D: 1031
Invoice number: IEIK44 FO number:l ggl
Status: IPaid LI
Invoice date: IDB,.-'DS,-"ZMB Post status: INgtyetpgsted LI
Due date: |nas0as2015 Post date: [08/09/2015
Description: ITest
Femit ta: IPaymentAddress ﬂgl
Amount
Irrvoice amount: |$SDD_DD © 1089 Distribution...
Payment
Fayment method: ICredit Card LI
ficoount to use: I\a’iQDDD Beth tMcDougal ﬂ
Balance: $0.00 Paid 08/11j2016 ..

(81 RURIARIN BRI R R RTRTLI
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Payment to Credit Card Vendor tied to a Credit Card - not a subsidiary card

E| Invoice BOA44 for Bank of America == DS |
File Edit View Invoice Favorites Tools Help
BSaveandCIosev|Q X|N 4 b N|'}@|E|AJ|§' ?-
Invoice |§L Distribution | Payments/Credits | Attributes | ﬂotesl
Yendar name: |Bank0fAmerica ﬂ ID: 1072

[¥ Use invoice to pay credit card account: IViSﬁ3 ﬂ
Irvoice number: IEIOA44 PO numhber: I ggl
Status: |Paid LI [~ Hold payment
Invoice date: |UB;US£2EI16 Faost status: |Notyetposted LI
Due date: |na;09;2ma Post date: |ua;09;2ma
Description: |Test
Femitta: I(VendorAddress) - |Q|
Amount
Irevoice amount: |$SDD oo ® 1099 Distribution...
Discount
Discount percent: I Discount expires Dn:l
Discount amount: I Discounted total: |$SDD.DD
Payment
Payment method: |ChBCk LI [ Create a separate payment for this invoice

Balance: $0.00 Paid 0812016
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Results in Credit Card Register (Visa 3)

% Crean Card Reguster for Visa] - Bank of Amenica). = i)

4

3

%

?

]

9

"

1

P!

L]

]

L]

1

u

1

"
Adprtrens Paymars Credt 43 |
02614 Erede Card Charge bt e Mgl i K oy Shep 310900 M
Craett Card Charpe e B Mgl 15 Amaron 700.00 £,269.00 i
on/0a/ 2016 ot Card Charge IRO00 Bath McDoug 1% A Dfton Suppben #900.00 #0600 |
oa/0a, 018 Competer Chack. (te ] Bark of Amerca #1,081.00 Irml
086116 Eormgater Chick. a1 Sask of Aerrcn $70.00 655000 |
1% Lompeter Dk [rald Bank ol ] |

1 et Tl Chirpar——in V7000 Bt Mgl i e — 0000

G [ rrr—y [T [ wmaax

Notice there is no subsidiary card identified with a payment -- only a charge.

2000 Daniel Island Drive, Charleston, SC 29492 T 800.443.9441 F 843.216.6100 www.blackbaud.com



ORURURE ISR AR LTURTT UL TR B LA TEREE LRRRE B IE RRAERARY HEE D E THIAR NI || I 10D RATRE RO ) ISR Y A0 SR ST BRI LT

GL Liability Account Example

Each credit card must have a default GL liability account. This serves as a clearing account.
After a credit card statement/bill is received, this account should have a zero balance.

@ Credit Card Account - Visa3 = = Y

Eile Edit View CreditCard Account Favorites Tools Help
(ASaveandClose~|ldl 2 | & W 4« » W |V | & = ?-
Account |QreditCards ] AdjgstmentCategories] Hotes] History ofChanges]

Account description: |\"i8ﬁ3 Bank name: |Bank of Ametica

Account 10 |\"i8ﬁ3

Credit card type: |\f’isa ﬂ
Account status: |Open ﬂ
Creditlimit: |
“endor name: |Elank of Armerica, ﬂ 10 |1D?2
GL liahility sccount: |2150-D1-DD Accrued Expenses - Other

T~

You can choose to have one-to-one relationship between this GL liability account and a credit
card account (Visa liability account, Mastercard liability account, American Express Liability
account, etc.) or consolidate all credit cards into one GL liability account. Having one liability
account per credit card account will allow you to run GL reports on individual credit card
accounts. Using a single liability account will allow you to report on overall credit card liability.

In the above example, one GL liability account is created (Accrued Expenses- Other). The
accounting would be the following:

Step 1: Credit charge for office expenses on Visa statement:
Office Expense XXX

GL liability account XXX
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*An unposted dummy payment is created and the distribution is shown in the payment
distribution.

Step 2: Visa statement is received with only this transaction
GL liability account XXX
AP Summary XXX
Step 3: Visa statement is paid for this transaction
AP Summary XXX
Operating Cash XXX

The GL liability account for credit cards should net to zero, unless charges are incurred, or if
there is a discrepancy between what is charged and what is billed.
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