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ASCENDER - Credit Card Processing

Created: 04/28/2023
Reviewed: in progress
Revised: in progress

The purpose of this document is to guide you through the necessary steps to record payments
made to vendors by credit card, reconcile credit card statements, and subsequently pay the credit
card company.

The steps listed in this document should be completed prior to running the June payroll. Review
each step and address it as needed.

This document assumes that you are familiar with the basic features of the ASCENDER Business
System and have reviewed the ASCENDER Business Overview guide.

| Some of the images and/or examples provided in this document are for informational
0

&5 purposes only and may not completely represent your LEA’s process.

Before You Begin

Review the following information and/or complete the following steps before you begin the End-of-
Year (EQY) Accruals for June Year-End LEAs process.

O Review the

EOY Flowchart for July Start LEAs

O Review the Accrual Overview.

EOY Accruals for June Year-End LEAs Process

1. Run the payroll accrual variance extract
Run the payroll accrual variance extract

Payroll > Utilities > Payroll Accrual Variance Extract > Extract
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I l Review the Accrual Overview document for more information about the Payroll
'@' Accrual Variance Extract process steps.

It is recommended to balance accruals monthly to help identify and correct any errors. Use
the Payroll > Utilities > Payroll Accrual Variance Extract > Extract to assist you in this process.

o Use the Extract tab to run the extract and extract payroll accrual variances.
o Use the Reports tab to review and verify any extracted payroll variances.
o Use the Post To Master/Interface To Finance tab to post valid variances and interface to
Finance if needed.
2. Generate a user-created report.

Generate a user-created report

Payroll > Reports > User Created Reports

2026/03/07 12:13 2 business_creditcardprocessing


https://help.ascendertx.com/business/lib/exe/detail.php/general/eoyaccruals_juneyearendschools/june_accruals_step_1.png?id=academy%3Abusiness_creditcardprocessing
https://help.ascendertx.com/business/doku.php/general/accrualoverview
https://help.ascendertx.com/business/doku.php/payroll/utilities/payrollaccrualvarianceextract/extract
https://help.ascendertx.com/business/doku.php/payroll/reports/usercreatedreports/hrreport

Business

[ ] et

Raport Titie

r—rn:-\.rf:'.bri H mwiwh-m.—smp

[ :I'r-*p!arw Dremographic

E: oo Wi |:|.-L'a.-:-r Hama |:l"\-ar\-r hres O |:|u.-.-.-'.-:n-g.- Date :lr' wpanslatng
JI{-A:L? sy G 1D |:|I-:H"'frl1r". |:l‘w--r o |:|l Ruernhg j.'-m-n-m recian
[JMams Prefis [OFermer Firt Mama [t Phone Arca [Cmsrieat 2ot Jasian
EI s Mama Dlﬂﬂ'r!f.? i Mamg |:II..'.I-1-.rr [ Dlnw Larguags j.'-e-m.- Amgrican
masista Hame ClFarmaer Last Hame . [Dkocat wsa & [ Pacitic lslaner
) Last Hame Clrarmer Generasion Dlocat se 2 )it
Dl Generman Clowvers Lo CJemaa
Oses ot sus veme s
CJooca [ e Comaritry ]t Espr Date Dl Empteyes e

[[Jiah intormanes
Jrots Cioi [CPercent tusignes [P Dt [ [ ity Feane [CJoemime Elgitie | Weriers' Comp
Jre Deser [Coesatrmema [ s Ervpdiored [Py 52 [ Hety Rane [Ceereme Race ] veriiers’ Commp Anvazal
[ Prissasry Joiee [ [t s iy Casmtract [C)Paw Soramie [)Pay Rane [ Hewatay [ W¥erieers’ o Remmas
[ Pries Carmgass [D)caiendar Ceste: et Comtracy Durys [C)suate Seep [ Erse Arwrasad [ S Posiien 0 [ Emempn Seans
3': a=gnrh HaTe E'_...n-:-;.-. Beggn DU |:|'.|.v o Aisnasl Pyrrits ’:*’-'—"'-’ o1 Tatsl ﬂ«-m. cd |:5'!.".¢ Pebanrtarn Sl y j‘-».-l'.s. Shen
:|r.'u- Py, ity |:"....n-:-;.-. Ereti Dm F-:,:-u-u-gw--l.-. E,"..mum-. [EREre -1.<-m.d.u.1-_- E THS vear :|'-|'x 3 P G
:T-".-\."J'.l.l Eaper |:- 1 Carper Ladder |:|..-.._. Hird Sebed |:-.'.‘-..-,... Tep st :Iuh.- Hra Weorhrd |:u:'.-.-c B asentioe

Use the following parameters to generate a user-created report:

[¢]

Active Employees Only
Employee Nbr

First Name

Last Name

Remaining Payments
Contract Balance

Pay Rate

Accrual Code

o Accrual Rate

o

[¢]

[¢]

[¢]

[¢]

o

o

Save the report in Excel to allow data to be manipulated.

3. Perform Excel file maintenance.
Perform Excel file maintenance
Modify the Excel file.

o Sort the file by Accrual Cd, and then by Last Name.

o Arrange the order of columns as follows: Employee Nbr, First Name, Last Name,
Accrual Code, Accrual Rate, Remaining Payments, Pay Rate, and Contract
Balance

o Insert a new column (Total Pay Remaining) between the Pay Rate and the Contract
Balance columns. And, then in this column (Column H), insert the following formula: Job
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Remaining Payments (column F) x Pay Rate (column G)
o In Column J, insert the calculation for the Difference with the following formula: Total
Contract Balance (column I)

Pay Remaining (column H) -

A B c D E F G H | J
Total Pay
Job Remaining Difference

Accrual | Accrual |Remaining (ColF* | Contract | (ColH-
1 Emp Nbr| First Name |Last Name Cd Rate Pymts | PayRate | ColG) Balance Coll)
2 000006 |AARON ACHIMON [B 245.86 3| 3,831.25 | 11,493.74 | 11,493.70 0.04
3 mﬂﬂﬂﬂ? AARON ADAM B 237.83 3| 3,706.25 | 11,118.76 | 11,118.80 -0.04
4 1000090 |AMANDA ASHLEY B 265.91 3| 4,143.75 | 12,431.25 | 12,431.25 0.00
5 000121 [AMY BALL B 245.85 3| 3,831.25 | 11.493.74 | 11,493.74 0.00
6 1000223 [BETH BOWERS |B 94.25 3| 1468.75 | 4,406.24 | 4,406.28 -0.04
T
= The contract remaining amount is
190 the estimated accrual.
1

4. Generate the HRS3050 report for inactive employees.

Generate the HRS3050 report for inactive employees

Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date Report

Generate the report with the following parameters. Print and/or save this report and review it

for accuracy.

Year To Date Reports HRS3050 - School Year To Date Report
HRESI000 - Calendar Year To Dute Report
HRES3050 - Sehagol Year To Date Report
HAS3100 - YTD Begart Workers' Compensation Malug
e ) S—
RS 200 '\r"l Pany rr--q.lﬁq_‘lﬂ-L -
BAS3IE0 - Y10 Ag School Year [Y1YY) 2025
HR YD Accr LAcco kign
S ——— | o — —
HE mEdned TTD Dieductson Rogisior
i Ficgighe Seleet Accrual Codeds), or blank for ALL |
HRS3A50 - YTD Pavroll Control Listindg
HRS3500 - YTD Wage and Earming Statements I Pay Status Active [A). Inactive: ). or blank for ALL E I
HAZ3550 - Schgal YT0 dednul Payr il Acdount Chite Pay Type 1-4, Exclude Subs (E). or blank for ALL
HASIH0 - Payroll Balancing Regart
HRS3650 - YTD Seacial Adustment Regort Select Pay Campusies), or blank for ALL |
Coloct Primary Campusics), or blank for ALL : i
Select Extract ID{s). or blank for ALL I
Select Employes(s), or blank for ALL : H

Year: C
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Date Run: School YTD (Sept 1 Thru Aug 31 20000 Program: HRS3050
Cnity Dist: 150 Pagec1of 1
Pay Perod: 05-01-20 theu 05-31-2000 Payrun Date: 05-26-200 Frequency: &

Employes Name Contract  MonConr Supplement NTRSEx FICATax MedTax AbsDed TRSDep RegHrs  OvimHrs
Emp Mbr  Prim Campus Ovtm Grs  EmplirCont  NTaxAllow  NTRSBs Bus Alow Empir457 TEAContr NTNPBus EmplDep  Acc Dep
Accrual Code  Emplr Care  NPay Bus Accru Pay  FICA Accru E Hl Acc EAn Acc 45T Accru TEAACc  Unimp Acc

AFedDep AFedCare AcoruCame  Rat Pensn CareSurc MNewTRS MiscDed A Misc Ded A403B FICA -
17.921.25 00 0o L] 0o 259.83 00 1.5%38 00 00
001827 00 0o 00 00 00 00 00 00 00 00
G 134.37 00 543375 T8TE 00 00 100 .00 00
00 (1] 40.74 oo 00 00 0d 00 00
District Totals:
Contract Pay 1792125 Non-TRS Non-Tax Bus Allow 00 Absence Deduction 00
Non-Confract Pay 00 Non-TRS Bus Allow 00 TRS Deposit 1.554.98
Supplemental Pay 00 FIGA Tax 00 Acerued Pay 543375
Accrued Federal Deposit 00 Medicare Tax 259 83 Unemploymaent Accrued .00
Ermplr Health Insurance Accrued 00 FICAMsdicars Accrued 78.78 Empir 457 Accrued 00
Emplr Annuity Accrued 00 Accrued Federal Care 00 Non-TRS Redmbr Excess .00
Ermplr Annuity Contri 00 Overime Gross 00 Non-TRS Redmbr Base 00
Emplr 457 Conirib 00 TEA Health Ins Aconsed 00 Mon-Pay Bus Allewance 00
TEA Health Ins Contrib 00 Empir TRS Care Accrued 40,74 Non-Tax NPay Bus Allow .00
Emplr TRS Care Contrib 13437 New TRS Member Contrib 00 Empir TRS Care Surcharge 00
Ret Empir Pension Surcharge 00 Empir Dependent Cane 00 Emnpir Dependent Cane Accru 00
Empir Misc Ded Contrib 00 Emplr Misc Ded Contrib Accny 00 Emipir 4038 FICA Contrib Accru 00
End of Report
If there are any individuals with an accrual balance displayed on this report who
are no longer with the LEA, perform the Payroll > Utilities > Zero School YTD
Accruals to zero out their accruals.
Vo C
EXTRALT REPORTS. POST TO MASTER /| INTERFACE TO FiRANCE
Frequencies Sehood ear(20_| Ao __ ]
] 4= Bawrekdy [ 5 - Semimenehly [] 5 - Monthiy A st rfrud] e (T
Seiect  [mefr  Freowsnce Lzt Mame st Name: Select  Emelibs  Frecusncy Last Hame Ficat Mame
O  ootmr 0O  ooer
O oouma
O ooms
O ooex
0O ooen
g [—= ]
0O ooes —]
0  ootes l °
0 oo
O DOLB3A e
0O ooz ;I
First| [ 4 [ﬂ]::h "

Generate the report again with the following parameters. Print and/or save this report and
review it for accuracy.
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l Prowscw J 3F J l Co J Clear Opticns
HRS3050 - School Year To Date Report
HRS3100 - YTD Repget Workers' Compencation Paramater Dascription Valua
TR
Hi Aoy ! n
HES3200 - YTD Panroll Eamings Register Sort by Alpha (4], Pay Campus [C). Primary Campus [F)
&0 - YTO Ack frie it e ol 5 Year (YY) e
HESIZ00 - YTD Acoruad Pavroll Account Distribution
Vb i e | ot o A Ot —
HES33 Coamibiry ign Register
HES3400 - YTD Chegk Register Select Accrual Code(s), or blank for ALL [ I H
HE53450 - YTD Payroll Contrel Listing I I
HESIE00 - YTD Wage and Earning Statements Pay Status Active (&), Inactive (), or blank for ALL [ ]
Bl S S I B D e it Lt Pay Type 1-4. Excluge Subs (E], o blank for ALL ]
HRSIG00 - Payoll Balancing Regert
HRS3650 - YTD Seccial Adiystment Regort Select Pay Campusfes). or blank for ALL I
Setect Primary Campusies).or blank for ALL I
Sedeet Extract ID{s), or blank for ALL I
S——— E—

Compare the Accrued Pay totals to the Total Pay Remaining column from Step 3.

Date Fun: School YTD (Sept 1 Thru Aug 31 2025) Program:  HAS3050
Crity Dist: TEXAS ISD Page:1of 35
Pay Period: 05-01-20000thru 05-31-20 Payrun Date: 05-26-20 Frequency: &

Ernployes Nama Contract  NonContr  Supplement NTRSEx  FICATax MedTax  Abs Ded TR&EDep  RegHrs  Owvtm Hrs
Emp Mbr  Prim Campus OvimGrs EmplrCont NTaxAllow NTRSBs BusAllow Empird57 TEAContr WTNPBus EmplDep  AccDep
Accrual Code Emplr Care  NPayBus  AccruPay  FICAAccru  EHIAce EAnAcce  #5TAcery  TEAAce  Unemp Acc

AFedDep AFedCare AccruCare RetPensn CareSurc New TRS  MiscDed A MiscDed A 4038 FICA .

1762457 00 00 00 00 25560 00 1,568.61 00 00

00 00 00 00 00 00 .00 00 00 00
000223 13219 W 440624 6309 00 00 00 00 00
00 00 3304 00 00 00 .00 00 00

Note: The Accrued Pay should match the Total Pay Remaining (column H) in the Excel
file.

5. Verify the differences and correct any issues.
Verify and correct issues

Verify the differences and correct any problems with the staff accrual payroll information so that
the amounts are the same. You may have to:

Use the Payroll > Tables > Accrual Calendars > Accrual Calendar page to:
o Build an accrual calendar for individuals who did not have one built at the beginning of

the year.
o Correct the number of days worked in the accrual calendar.

Use the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab to:
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o Enter an accrual code for individuals who do not have one.
o Enter an accrual rate for individuals who do not have one.
o Correct the accrual rate (should be the same as the daily rate) for individuals.

Then, use the Payroll > Utilities > Payroll Accrual Variance Extract to perform the following
steps:

o Use the Extract tab to run the accrual variance again.

o Use the Reports tab to review and verify any differences between the spreadsheet and
the variance report.

o Correct any issues as needed.

o Use the Post To Master/Interface To Finance tab to post valid variances and interface to
Finance if needed.

Generate the Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date
Report again from Step 4 and verify that it matches the estimate from Step 3.

6. Generate the HRS3550 - School YTD Accrual Payroll Account Distribution Report
Generate the HRS3550 Report
Payroll > Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account Distr

After the estimate from the Excel file (Step 3) and the HRS3050 report (Step 4) match, generate
the report with the following parameters:

It g i HRS3550 - Schoot YTD Accrual Payroll Account Distr
HES3000 - Calendar Year To Date Report
HRES3100 - YT Report Wiorkers' Compensation Paramaeter Description
3150 - Annuad Pavroll Report

HES3 200 - YTD Pavroll Eamings Register
HES3IZE0 - YTD Account

tritertion Journal

Summary [5) or Detad (D) informartion for employees, or Fund Recap [R] onty

HESI300 - YT Agcr ol Account Distribation
HES332E - YTD Exponditune Panroll Account Distr Print Acct Codes with zero acorual amounts [N}

HRESIZE0 - Combingd YTD Deduction Reaistor
HES3400 - YTD Check Rogister

HESI4E0 - YTD Pavroll Controd Listing

Include report of varances bebween School YTD and Distribaticn History? (YN}

HES3IS00 - YTD Wage and Earning Statements
HRS3ISED - School YT Accrual Pavroll Sccount Distr
HESZE00 - Pavrodl Balancing Boport

HESZIEED - YTD Socdal Adiustment Regort

Print Acct Codes not in General LedgerT [YiM)

Pay Status Active (4], Inactive (1), or Blank for ALL
Pay Type 1-4, Exclude Subs [E), or blank for ALL
Select Pay Campusies). or blank for ALL

Select Primacy Campusies), or blank for ALL

Select Employee(s), or blank for ALL

LY

This report will assist you as you balance to Finance in the following step.

7. Run a general ledger inquiry.
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Run a general ledger inquiry

Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary

When considering potential journal entries to be made later in this step, use the following chart

for reference.

Note: This chart derives from the Payroll Automatic Posting Default section on the
Finance > Tables > District Finance Options > Clearing Fund Maintenance tab.

Inquiry Report | SCho0! YT Report Object Code
216X Accrued Wages 6119 or 6129
221X.11 Accrued Federal Grant Deposit 6146
221X.12 Accrued Federal Grant Care 6146
221X.14 Accrued Employer FICA/Medicare 6141
221X.15 Accrued Employer Unemployment Tax 6145
Accrued Health Insurance Contribution (Emplr Health
221X.16 Insurance Accrued + TEA Health Ins Acéruez) 6142
221X.17 Accrued Employer 457 Contribution 6149
221X.18 Accrued Employer Annuity Contribution 6149
221X.19 Accrued Employer TRS Care Contribution 6146
221X.20 Accrued Employer Dependent Care 6149
221X.21 égf]rtgi(et)cﬂjgcr)r:]ployer Miscellaneous Deduction 6149

Run an inquiry on the 216X and 221X accounts from Finance and compare the balances to the
Payroll > Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account

Distribution Journal.

This inquiry can also be run in Purchasing.
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File ID: C
GEMERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY
Processed Current Period: Mext Period E] Balance Accounts Only D Include Fund Totals D Exclude Objects 61X
Fund  Func Obj Sobf Org  —eeememm——— Prog-= =
- = . : . - . . - Retrieve Resct
Ao cose (200 )t ()t (o)t (o (Bt ()8 (00 () (o) I J
)
BE <
DCabe Fun: Incquiry Inforrmasion for Balance Accounts
Cnty Dist 15D Page:iof 1
Processed [ Current E New WL XK 218X 00 000 X XK X XX File ID: ©
Est Revanua' Rizd Revenua/
Account Number Description Appr Er E: ] Balance
198 00 2161 00 O30 5 00 0 00 ACCRUEDWAGES PAYBLE -28.001.64
195 00 2167 00 000 5 00 O 00 ACCRUEDWAGES PAYELE -3399.331.47
211 00 2161 00 000 5 0D O 00 ACCRUED'WAGES PAYBLE -3.78568
Date Run: School YTD Accrual Payroll Account Distribution Journal for 2025Recap Programc HHS!SWJ
Crity Dist: 15D Page: 1 of 1
Freguency: &
Gross: Pay Accrued Unemploy  Employer Federal Federal TEA Hith Emgpir
Fund / FY Pay FIGAMed Tax Contrib Deposit Care Ins Cortrits 457
Ret Pan Surch Empir Care Care Surch  Emplr Misc
198-5 Total 153,565.90 28,001.64 382 56 L] 4,309.50 00 00 0o
I ! 00 15232 00 00
198-5 Total 24 5T, 208.78 3,402,028 45 4754609 00 25169660 J0a 00 00
! 00 25432 1 00 00
2115 Total 26,750.90 3,785.89 42.05 00 583,30 23 473 00
! ! 00 Z8.40 00 oo
2245 Total 153, 750.00 1,140.61 9648 o0 3,988 60 1,744.08 2427 00
! ! 00 158.55 0o ]
2555 Total 8,452 20 257865 2866 0o 207.00 212.74 3223 0o
! ! .00 1835 o0 00
2815 Total 98,785.32 19,750.39 282,599 0o 1,045.60 1,597.85 24210 o0
I ! ! 00 147.47 o0 oo
2825 Total 105, 250,00 1,050.00 28762 00 2,118.60 1, 73662 232 00
] [ o] 157.88 oo o]
283-5 Total 620,498 .80 125,850.98 1,758.23 oo 867410 10,386.75 157373 o0
i ! 00 544 22 ] 00
2B8-5 Total 6,903.70 1,875.46 20.84 oo 150.50 154.72 2344 o0
I i (i1} 1408 00 00

If there is a difference in any of the funds, a journal entry needs to be made to balance the
general ledger to the HRS3550 - School YTD Accrual Payroll Account Distribution Journal.

Compare the HRS3550 report totals to the General Ledger Inquiry reports.
Review the following example entry:

Account Code

Debit Credit

199-00-2161-00-000-X-00-000 $2,696.98

199-11-6119-00-001-X-11-000{$2,696.98

This is the difference between the two amounts. The entry has to make the general ledger
match the HRS3550 - School YTD Accrual Payroll Account Distribution Journal.
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GEMERAL LEDGER INQUIRY  GEMERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST NQUIRY  OVER EXPENDED ACCOUNT SUMMARY

[#] Processed [7] Current Period (7] Mext Period: [ Batance Accounts Only [ Include Fund Totals [ Exclde Objects 51X
Fund  Func Oy Sobyi g e Prosg----nnmmmmmenen
sceomncose ()1 ()¢ (L) () (o)t ()¢ (0 (¢ () L fewer S e
LY
B4 “»
Dt Flun: Inguiry Indcsmation for Balance Accounts
Criy Dest 150 Pageclof 1
Processed [ Curremt = =] 189 00 R MO0 3000 K N0 X 00 File IO ©

15 00 2217 20 000 00 O 00 ACCRLUED EXFEMSES 0.00
19 00 21N A 000 00 0 00 ACCRUED EXPENSES 0.00
Totals: =324 639,30
Dt Fun: Schiool ¥TD Accrual Payroll Account Distritution Journal for 2005Recan Program:  HRS3S50
Gty Dist 150 Page: 1ol 1
Frequency: &
Gress Pay Accnssd Unemglicy  Employer Faderal Festoral TEA Haty [0
Fund | FY Pay FiCANed Tax Coniriy Deoposit Care Ins Coniriby 457
Rt Pan Suich Ermglr Care Care Surch  Emplr Misc
o o MsnzeT 30202845 q o B © @ » %
C " "
n Toal 26,750.50 AThS8S 42,08 o 583030 3em 473 0o
1 P o0 2840 ] o™
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If there is a difference in any of the funds such as in the example shown below, a journal entry
will need to be made to balance the general ledger to the HRS3550 - School YTD Accrual Payroll
Account Distribution Journal.

Review the following example entry:

Account Code Debit Credit
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Business

Note: Be sure to keep a clean final copy of both of the HRS3550 reports for the auditor.
These reports cannot be recreated after the July and August payrolls are
processed.
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