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Q Internal Controls relating to the credit card
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Accounts for expenses
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Setting up the Credit Card Account
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Setting up the Credit Card Account

Mew Account

ACCOUMNMT GROUP ACCOUMT CODE
Bank <, 1850
DESCRIFPTIOMN
Credit Card

ACCOUNT TYPE CODE RANGE

Balance Sheet From 1800 To 1999

[ " Is this a Bank Account ]

I ~ Acvenced

o ()

&, FSSU
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Entering the Opening Balance

General Ledger

Chart of Accounts Journals WAT Returns VIES INTRASTAT
=
Customers
= Journals View w Delete
C
Purchases Hstemers
Journals
N [%
& Purchases
= Code x
AL If the Nominal Code exists and you know its code, type it here. Otherwise, click the lookup button to select.
Banking
JOURNALS DETAILS
General @
Ledger e DATE REF NO. TYPE
. &, Add Attachment
Ledger 01/09/20XX CC opening balance Opening Balance
Ll
Qs Code Description Notes Debit Credit DEP
E‘, _ 1850 Credit Card Account Opening balance 0.00 150.00 AQD
SR 2710 Surplus Brought Forward Credit card opening balance 150.00 0.00 AOD
gg 0.00 0.00 ACD
Add-ins
A‘ SSU Total Debit Amount 150.00
M =D Total Credit Amount 150.00
Cancel Save

Balance 0.00




Recording payments from the credit card

Banking

Bank Accounts  Receipts | Payments | Bank Reconciliation ~ Bank Feeds

€0.00 €0.00 €0.00
MONTH TO DATE YEAR TO DATE UNALLOCATED
Payments m Payment

m Search Q m Quick Payment I Create SEPA File



Recording payments from the credit card

Quick Payment

BANK ACCOUNT

1850 Credit Card Account

Date Payment Type DEP Ref. No. Supplier Payee Notes/Narrative Amount VAT Code VAT Nom. Code R
03/09/20KX Credit Card ~ | AOD ~ 12634 ELLOOZ ~ ~ | Science Supplies Q 150 2100
08/09/20XX Credit Card AOD 416 Staff room supplies 35 Z 0.00% 0.00 6780
24/09/20XX Credit Card AOD AS4647 TEMOO1 Temple Transport 50 2100
235.00 0.00

m m m Attacrlments

@ Fsg’}{ Cancel m

Sarvices Unit




56 Banking

Overview

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
=

. . waivckc Rewc=ipit

BANK ACCOUNT ODGEMENT NO. LODGEMENT DATE
[él 1850 Credit Card Account 02/09/20XX s

Purchases Date Payment Type Ref. No. Customer Notes/Narrative Amount VAT Code BT MNom. Code LY
02/09/20XX K Credit Card ~  Refund 44 ~ | Stationary SupQ, 55.00 Z 0.00% (Zen ~ Q
e
111
Banking

55.00 0.00

m m m Sachnents




Quick Payment

BANK ACCOUNT

1800 Current Account . —

Date Payment Type DEP Ref. No. Supplier Payee Notes/MNarrative Amount VAT Code R
05/10/20XX B2 Credit Transfer ~ AQD - ~ ¥ | Credit Card - Sept 20%X  Q, 385 Z 0.00% (Zern v Q,
385.00 0.00

QFSSU Cancel m

Financlal Support
Sorvices Unit



:::  I»BrightBooks

Reconciling the credit card account

:» Need Help?

® 0 = @

88 Banking
e Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds MNew Bank Reconciliation
@
Customers
= Hant Reconcilatso ‘ Statement Date Bank Account a
Purchases
307097 2000 o 1850 Credit Card Account w
pening Statement Balance Closing Statement Balance —
-150.00 -235.00
Motes

=




Reconciling the credit card account

Bank Reconciliation Group un-presented Lodgements ~ Search Q
1850 Credit Card Account 30-5ep-20XX Bank Reconciliation Complete
[ Balance as per BrightBooks on 30/09/20XX -235.00 ]

I Balance per Bank Statement -235.00 |

Less un-presented Payments

Plus un-presented Lodgment

Reconciled Balance -470.00

[ Difference 235.00

- Select All

/Date - Ref.No Lodg. No. Type Description Payments Receipts Balance \
03-Sep- 200X Balance Forward -150.00 &
03-Sep- 200X 12634 Payment Science Supplies 150.00 0.00 l:‘ V4
05-Sep-20MX Payment CC payment - September statement 0.00 150.00 D Vi
08-5ep-203 416 Payment Staff room supplies 35.00 0.00 D V4
24-5ep-20XX AS464T Payment Temple Transport 50.00 0.00 l:‘ Vi

\QSEP-ZO)O( Payment stationary supplies 150,00 0.00 D & /




Reconciling the credit card account

Bank Reconciliation

1850 Credit Card Account

30-Sep-20XX

Bank Reconciliation Complete

Balance per Bank Statement
Less un-presented Payments

Plus un-presented Lodgment

Reconciled Balance

éﬁlance as per BrightBooks on 30/09/20XX

-235.00

-235.00

-200.00

0.00

-435.00

\Diﬁ‘erence

200.00

Date -

03-5ep-20XX
03-Sep-20XX
05-Sep-20XX
08-Sep-20XX
24-5ep-20XX

28-Sep-20XX

FSSU

Financial Support
Sorvicos Unit

Ref.No

12634

416

AS4647

Lodg. No.

Type

Payment
Payment
Payment
Payment

Payment

Description

Balance Forward

Science Supplies

CC payment - September statement
Staff room supplies

Temple Transport

stationary supplies

Payments

150.00
0.00
35.00
50.00

150.00

Group un-presented Lodgements ~ Search

Select All

>

Receipts Balance
-150.00
0.00 -300.00
150.00 -150.00
0.00 -185.00
0.00
0.00

DPhbRaa
SN BN N



Reconciling the credit card account

Bank Reconciliation

+ Bank Reconciliation Complete

1850 Credit Card Account 30-5ep-200X

Balance as per BrightBooks on 30/09/ 2000 -235.00

Balance per Bank Statement -235.00

Less un-presented Payments 0.00

Plus un-presented Lodgment 0.00

Reconciled Balance -235.00

Difference 0.00
Date - Ref.No Lodg. No. Type Description

03-5ep-20XXX Balance Forward

03-Sep-20XX 12634 Payment Science Supplies

05-5ep-20XX Payment CC payment - September statement

08-5ep-20XX 416 Payment Staff room supplies

24-Sep-20XX AS4547 Payment Temple Transport

28-5ep-20XX Payment stationary supplies

a9 FSSU

Financlal Suppart
Sorvices Unit

Group un-presented Lodgements

Payments

150.00
0.00
35.00
50.00

150.00

Cancel

Search

Select All

Balance

-150.00

-300.00

-150.00

-185.00

-235.00

-385.00

NN N NN




Credit card reconciliation report

o f o o s

1D
i Favourites
| ustomers
E] Aged Customer Balance 5L
Furchases ) Bal'lk Reconciliation Report Bafk
Aged Supplier Balance Det
I}
- Aged Supplier Balance Sun
Banking
STATEMENTS REPORT TYPES

Audit Trail

B BANKS
General Balance Sheet
=i 1850 CreditCard Account v 30900k v Unreconled

[ Bank Recondiliation ]

(=)
CRM General Ledger Account A
E, Income&Expenditure
Reports
. |

.( Y FSSU



School Credit Card Review

Credit card

Statements used only No debit cards
Received? when used?
necessary?
Credit card Spe.nd.mg
within
statement Al
: 2
signeds limit?
Receipts for all Recelpis
) attached to
transactions? :
statement?




Credit

C Cll'd Credit card should not be used where other forms of payment are accepted
Controls Payments require two approvers

Proper invoices/receipts must be held for all expenses
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Further resources

FSSU BrightBooks

Accounts Manual

Internal Financial Controls
Manual for Schools




FSSU Contact Details

Financial Support Services Unit

Phone

Welcome to the Financial Support
Email
info@fssu.ie

Services Unit
Please contact the FSSU if you need support.

www.fssu.ie
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Thank You

FINANCIAL SUPPORT SERVICES UNIT
(FSSU)




	Slide 1
	Slide 2: Agenda
	Slide 3: Advantages of using a Credit Card Control Account
	Slide 4: Setting up the Credit Card Account
	Slide 5: Setting up the Credit Card Account 
	Slide 6: Entering the Opening Balance 
	Slide 7: Recording payments from the credit card  
	Slide 8: Recording payments from the credit card 
	Slide 9: Recording a refund to the credit card 
	Slide 10: Recording payment of the credit card 
	Slide 11: Reconciling the credit card account 
	Slide 12: Reconciling the credit card account 
	Slide 13: Reconciling the credit card account 
	Slide 14: Reconciling the credit card account 
	Slide 15: Credit card reconciliation report 
	Slide 16:   School Credit Card Review  
	Slide 17
	Slide 18: Further resources    
	Slide 19
	Slide 20: Thank You

