JOYCE JAGGER

N THE EMBROIDERY COACH

Module 7
Paying With Credit Cards & Bank Reconciliation

First | am going to talk about setting up your accounts correctly when you are
paying for your supplies with a credit card. You also pay for your coaching
with a credit card, so | will be showing you how to set up your coaching or
training account in your Chart of Accounts to make this work the correct way.

Learning Objective: Paying for your invoices with credit cards and how to pay
the credit card after these transactions. We will also show you how to
Reconcile your Accounts.

Setting up Account

Account n the Chart Of
Account Type *Name Accounts for
ner Expense - Education-Trainin ° ° °

R e Coaching or Training
* Detail Type Description

Other Miscellanscus Expanse - Coaching This is a transaction that is

_ not part of the daily

Use Other miscellaneous expense to —

track unusual or infrequent expenses L] Is sub-account Operat]on of your bUS]neSS
that don't fall intoc another Other L. . )
Expense type. so therefore, it is classified
If an expense is directly related to as Other EXpenSe and nOt as
providing a service, use an Expense type .

(not an Other Expense type) account one Of your Operat]ng

called Other miscellaneous service cost.

expenses. If it is included in
your day to day operating
expenses, you are not
getting a true cost of
running your business.

Any purchase you make that
is training or learning how

==
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to run your business will fall into this category.

Paying Bills With A Credit Card

| am going to go into the Pay Bills section at the top of the screen

Create

Customers Vendors Employees Cither

Invoice Expense Payroll # Bank Deposit

Receive Payment Check Single Time Activity Transzfer

Estimate Bill Weekly Timesheet Journal Entry

Credit Memo Pay Bills Statement

Sales Receipt Purchaze Order Inventory Oty
Adjustment

Refund Receipt WVendor Credit

Delayed Credit Credit Card Credit

Delayed Charge Print Checks

And it will bring up all of the bills that are to be paid. At the current time we
have 3 bills there. In the video, | am going to be paying each of them with a

(= PayBills

Povmont sccount oot dat TOTAL PAYMENT AMOUNT
ayment sccous ayment data
g $0.00
Pay bills directly from QuickBooks
| Filter + ‘ Last 365 Day= 3 open bills
[] eavee REFNO. DUEDATE OPEN BALANCE ~ CREDIT APPLIED PAYMENT TOTAL AMOUNT
[ sM Crissal 512 ! X
(] SM Criswall 05/12/2019 $12800 $0.00
[ Polemeing . om0
[ sebls . oape019 . 50000 s
0 bills selected 5 500

Total payment (USD) 0.00

credit card and then | will go in and pay the credit card to show you how it is
done. Below is an example of some that have already been paid.
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Reconciling The Bank Account

1. From your bank register click Reconcile _

.E-a"k Register o = $_251 5-3 m

[l raT urun

T ACFCATEON

2. Add information from you bank statement, ending balance and service
charge.

Sogevwng balasce  Encing betases *

Nt recorsiteng

no fom
3. Click on Start reconciling
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Make sure you have your bank statement in front of you. Each ©
line item on your bank statement must be on the bank register.
For each match click on the round circle to show a check mark
where the arrow is pointing. )

4. Check each transaction that is on your bank statement |

l?m:nm:i.n .c'.\-":klnﬂ- it il [T
$30.11 . 5-2.00

EOLOD B2.00 S0.00

Where it says DIFFERENCE, on the top right corner where the arrow is
pointing, your goal is to have it say $00.00.

5. |f the difference here is not $0 you have a mistake somewhere.

Reconcile Checking P T

$30.11 - $120.11

$0000 $B02.34 + $B12.45

G220 Q00000000
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6. If it does not say, $00.00, start troubleshooting by checking your bank
statement and make sure all the transactions are listed in the bank register.

If there is a transaction on the bank statement that is not in the register, then
it will need to be added to the register. There is a $90.00 transaction that is

not on the register.
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If you are sure you entered this expense, then it is probably in the wrong
account. To locate the transaction, go to the + sign and click Expense.

B R * ] 2 =
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Once on the expense page you can find all the expenses you entered by

clicking on the history symbol located here. ~ Expense It will bring up
all of the expenses. ’

v Catagory detals

| CLidE

The transaction in question has been placed in the wrong account. Click on
the dropdown and select the correct account. Click Save and Close.

v Category details

This will take you back to your reconciliation screen.
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You are now ready to continue with your reconciliation. Check the missing
transaction.

Baconcile Checking

------ Suen b ey
830,11 . $120.11
T e = ) 5-90.00
£0.00 _ 692,39 + E12A5 o

e
]

2200 Q0

With your difference now at S0 you are ready to complete your reconciliation.
Click on Finish now.

Reconcile Checking

Dl Fomik ieirm
$30.11 = $30.11

T EHIG AT LA & sooo

_sooa _ §762.34 + sa12.45 S
~ nan ™ L L= AETTRNT Lo 1) M FEFMEMT (R CRCAIT [URD ]
o
L
- -
L
o
L
o
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Your reconciliation is complete. Repeat this process for each bank and credit
card account.
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It is important to keep a close eye on the transactions in your bank account
and on your bank statement. If you have duplicate charges, sometimes they
will be missed. What | mean by that is that if you have 2 transactions coming
into your account from purchases on your website and they are the same
amount, the bank may not record the second one thinking that it is a
duplicate, especially if it is from the same person doing the purchasing. This
has happened to us several times.

| have found that it is best to go on line to your bank account at least once
per week, so see if the deposits are all listed and if the charges are all listed.
It is easier to catch and deal with in the shorter time frame than waiting until
the end of the month.

If you have a merchant account, you are going to have to run reports from
inside of your merchant account and check them against your bank statement
to make sure that they were all deposited into your bank. This is very
important. All accounts must be reconciled!
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