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ASCENDER - Credit Card Process

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

The purpose of this document is to guide you through the necessary credit card processing steps,
which include recording credit card payments to vendors, reconciling credit card statements, and
then paying the credit card company.

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

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

Before You Begin

Credit Card Process

1. Set up credit card codes.
Set up credit card codes
Finance > Tables > Credit Card Codes

Establish a list of credit card codes to be used by the local education agency (LEA). The credit
card code table is necessary to complete credit card functions in Finance, Purchasing, and
District Administration.

Multiple credit cards can be set up for a credit card company. The account code must be a
liability account (2XXX). A different account code can be used for each credit card to make it
easier to verify transactions if the credit card statement does not reconcile to the transactions
in ASCENDER. This account should be different from previously used liability accounts.
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Notes:

o Credit card codes can be assigned to individual users on the District Administration >
Maintenance > User Profiles > Purchasing Credit Cards tab.

o All credit card account code components must exist on the Finance > Tables >
Account Codes page.

o The contra account is the credit card account from the credit card table even though
it is different from the purchasing fund. This means that due to/due from accounts
will be created to complete the accounting transactions.

O Click +Add to add a row.

Credit Card Type a unique user-defined credit card code. The field can be a maximum of

Code six alphanumeric characters.
It is helpful to use the last 4 digits of the credit card.
Description Type a user-defined credit card description. The field can be a maximum of

30 alphanumeric characters.
It is helpful to use the name of the credit card.

Vendor Nbr Type an active vendor number, if known. As you type the data, a drop-down
list of corresponding data is displayed. Select a vendor number. The vendor
number must exist on the Maintenance > Vendor Information page. The
Vendor Name field is automatically populated with the vendor name.

If the vendor number is not known, click . The Vendors directory is
displayed.

Note: The vendor number represents the credit card company (e.g., Bank of
America).

Vendor Name |Type the vendor name, if known. As you type the data, a drop-down list of
corresponding data is displayed. Select a vendor name. Only existing active
vendors are displayed in the drop-down list. The Vendor Number field is
automatically populated with the vendor number.

If the vendor name is not known, click . The Vendors directory is displayed.
Note: The vendor name represents the credit card company (e.g., Bank of
America).
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Account Code

Type the 20-digit account code of the payable account. The object code must
be a class 2XXX account. All account code components must exist on the
Finance > Tables > Account Code page.

Note: You can use one account for all credit cards or set up a separate
account for each credit card.

The account code is divided into the following components:

Fund

Function

Object

Sub-Object

Organization

Fiscal Year - This field is display only and defaults to X indicating that the
current fiscal year for the account code offset is used when creating credit
card transactions. You can verify the fiscal year on the Tables > District
Finance Options page.

Program Intent

Educational Span

Project Detail

Active Select to allow the use of the credit card code in Purchasing. The field is
selected by default; however, you can clear the field to restrict the use of the
credit card code in Purchasing.

O Click Save.

2. (Optional) Assign credit card codes to users.

(Optional) Assign credit card codes to users

District Administration > Maintenance > User Profiles > Purchasing Credit

Assign specific credit card codes to individual requisition users. If users will not be selecting a
credit card code when creating and submitting a requisition, then credit card codes do not need
to be assigned to users. The business office can select a credit card code on the PO at the time
the payable transaction is entered in Finance.

If a specific credit card code is assigned to a user, the user can select from their assigned list of
active credit card codes in the Credit Card Code drop-down field when entering a requisition
on the Purchasing > Maintenance > Create/Modify Requisition and Create/Modify Contract
Requisition pages in Purchasing.
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Credit Card

Code Description  Active

¥

O Click +Add to add a row. The Credit Card Directory is displayed.

o Select one or more credit card codes to assign to the selected user. Only credit card
codes that exist on the Finance > Tables > Credit Card Codes tab are displayed.

o Type data in the Search field to narrow the list of credit card codes displayed in the list.

o Click OK to continue and return to the Purchasing Credit Cards tab.

o Click Cancel to return to the Purchasing Credit Cards tab without making a selection.

Field Description

Credit Card Code|The user-defined credit card code is displayed.
Description The user-defined credit card code description is displayed.
Active Indicates the credit card code status.

O Click Save.

3. Create credit card transactions.
Create credit card transactions

After the above steps are completed, you can use one of the following three methods to create
credit card transactions.

1. Create a requisition in Purchasing

Purchasing > Maintenance > Create/Modify Requisition
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O Create a requisition.

o In the Credit Card Code field, press the SPACEBAR to view a list of credit card codes tied
to your user profile. Select the appropriate credit card code.

o Reminder: The vendor selected on the requisition is the vendor that is being paid
with the credit card, not the credit card company.

Soft encumbrance:

162-53-6399-00-892-299000 Debit
162-00-4310-01-000-200000 Credit

Post the payable transaction:

Finance > Maintenance > Credit Card > Posting - PO Tab
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POSTING P POSTING PO RECDNOLIATION

Fastrigal Options

PO Namser PO Bmasen Saart Koy [ arator Marma onater Mo Diate Original Amt Bslance At Faq Nt Rocuisition Status Rcsivnd Date Cracit Card
INMTH  OFFCESURPUES QUILL/QUILL CORPORATION O7S3S 03-16-2010 200 000 300951 Approved 1563
Crecit Card Tranesctions
Oeiete Oetad  Aevese P  AcoPur Aqronrg Cogy i Sregit Cand Code Heason it Expgng Leprned Amg \mvsce Qe vepiog My S0Ae Acipg Lo
O o3 [162 53 639900 892 295000 [cmtnces ] [1380 [oFFae surPuES 10 2zo0] [ 2200) [c3 16 2022) [12245 ] 139 00211002 000
Totals 2200 2200
Actzasnt G Sumemary
Agcouri Coce Pescratan Cmntra Armnct Lede Usarae ATt Lreimmanc A tit Lemand At Latuezied AL Lreamiran L
00 892 205000 SUPPLAMTRLSPOST & 16260 5. 200 1744 10 200 2300 00
Tt 1o 10 nm LT

O After the requisition is approved, retrieve the PO to post or create the payable transaction
(credit card transaction).

o The contra account is the credit card account from the credit card table even though it is
different from the purchasing fund. This means that due to/due from accounts will be
created to complete the accounting transactions.

Encumbrance liquidation:

162-00-4310-00-000-200000 Debit

162-53-6399-00-892-299000 Credit

Expenditure:

162-53-6399-00-892-299000 Debit
162-00-2177-99-000-200000 Credit
199-00-1261-00-000-200000 Debit
199-00-2110-01-000-200000 Credit

2. Create a PO in Finance

Finance > Maintenance > Postings > Purchase Order
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JOURMAL BUDGET  JOURMAL INQUIRY ~ PURCHASE ORDER  CASHRECEIFT  CREDITMEMO  CHECK PROCESSING - PA  CHECK PROCESSING - PO JOURMAL ACTUAL
Detautt PO Reason:
PO Number: [ ) vendortumber ] [ et [ Diecoy | [ ] [@view Account Deta
PO Mbr: PO Raascn Sart Key [ Vendor Mamse Wangor Nbr: Date: Oniginal Amt: Balamca Ambt  Reqg Mbe:  Contract Typs:  Bundla Mo, Bid Mbr
(004444 ] [TASBO REGISTRATION | [TAs@0/ TASBO 00735 | [vozas | [ o3-16-2082 | 400.00 400.00
[ )i % ]
]
Delete  Detail Reverse Agcoynt Code Descriction Sgcoynt Balance Encymbrance Ami Ligyidated Bal Dutstanding Amy
o (o] 162.53.6411.00. 892209000 | § STAFF TRAVEL- IS -2.244.00 000 400.00
Totals: 000 400.00
Updats Detads Add
Account Code Descriotion Heason At Par Encumbrance Amt Trans Date User I |
162-52-6411.00-892-299000 STAFF TRAVEL-IS [TAsBO REGISTRATION ] 03 400.00 |

O Create a PO; however, in this case, the payable will be entered as a credit card transaction.

Encumbrance:

162-53-6411-00-892-299000 Debit
162-00-4310-00-000-200000 Credit

Post the payable transaction:

Finance > Maintenance > Credit Card > Posting - PO

[ Fin D C e

POSTING - P, FOSTING: PO RECOMCLMTION

Ratrigvil Optiarn
PO Mamber PO Fewsor S0t Key Fviender Name o Mlx Dune Orgnal it Balance hust oy Hlr Reguistion States Rasieev Dol Crosht Casnl
AT OFFCESUPPLIES QULL/QUILL CORPORATION O7S38 03-18-3003 200 008 309N Approwed 1560
Croit Card Trarcadections
Ouisty  Dwisd  Aevews Buc Sl AT ed g E L el Fadsn Bl L A Ll AT IR L Nrieit Nar S sy
(] CTO R T T ] Eetcee_w) [t ) (Ot s 1 0 z200] [ 2200] [Oie ) [1mee ] 19900 211000 coo
Totsa 2100 T
Accmunt Cade Summany
Acreunt Code Dugeristion Copntra Aegimart Code Ealane Aevi Esgumirance dire et Exgered divg Ledrted i Ermibearos Bal oy
263 53 BI00 BT 00 SUPPUMTRLLPEST 5 1 40 43 10.00- 000 200000 Tar44 Zrod o0 200 Cr
Totala: 2200 0 200 20

O Retrieve the PO to post the payable transaction (credit card transaction). Since this
transaction was created without selecting a credit card code, a message is displayed as a
reminder. On this tab, a credit card transaction is entered similarly to the Finance >
Maintenance > Postings > Check Processing - PO tab.

o In the Type field, select the type of credit card transaction (Purchase or Return).
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o In the Credit Card Code field, select the credit card code for the card used.

Encumbrance liquidation:

162-00-4310-00-000-200000 Debit
162-53-6411-00-892-299000 Credit

Expenditure:

162-53-6411-00-892-299000 Debit
162-00-2177-99-000-200000 Credit
199-00-1261-00-000-200000 Debit
199-00-2110-01-000-200000 Credit

3. Create a credit card PA in Finance

Finance > Maintenance > Credit Card > Posting - PA

P Number: (015643 ] Vendor: [91921 ; CITIBANK | CITIBANK ] | | | Directary |

Vet Adcount Dhtanl

PA Mumber Vendor
015643  CITIBANK/ CITIBANK 91921 [ ] [ ]

Credit Card Transactions

Delste  Datad Reverse Proc  Acct Par Agogunt Codg Twen Lt Card Cody FBeason bt Expend Amt
Rleverse O 03 199-41-6499.00-702-299000 CreditCand 1569 [cREDIT CARD NTEREST ] 15.0¢
Totals 15.0C

e

Acgount Code Descriptan Balance Amt  Mat Expend Amt
199-41-5499.00-702- 299000  MISC EXPENSE BOARD EXPENSE 75966 15.00
Totals: 15.00

O If a PO was not created, a credit card transaction can be posted as a PA.

Expenditure:

199-41-6499-00-702-299000 Debit
199-00-2110-01-000-200000 Credit

4. Post returns.

2026/04/22 08:56 8 business_creditcardprocessing



https://help.ascendertx.com/business/doku.php/finance/maintenance/creditcard/postingpa
https://help.ascendertx.com/business/lib/exe/detail.php/general/ccprocess_ccposting-pa.jpg?id=academy%3Abusiness_creditcardprocessing

Business

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.

Provice J l POF ] [ (=0 J I Clear Opticns ] Year: C
Year To Date Reports HRS3050 - School Year To Date Report

HRSI000 - Calendar Year To Date Rogpart

HAESI050 - Sehesl Year To Date Report ;

HRES3100 - YTD Report Workers' Compansation Natyg

HBESI150 - Anoual Pavredl Begors _

s el Sort by Alpha (A). Pay Camgus (C). Primary Cameus 7

HRS32%0 - YTID yunt Distri 0 bournial School Year (YY) 2025

HRS3300 - YTD Accrual Pavroll Account Distribation

HRS3326 - YTD Expenditure Pavroll Account Dist Include Job Accrual Detailfs|? [Y/M) B )

HR 20 b D D n Registor

HEE3.400 - YT & Registoy Select Accrual Codels]. or blank for ALL | &

HRSIE00 -YTD Wane it Enrin Sepieenas sust Inactive L)

HRSIS00 - ¥TD Wage el Egrning Statements I Pay % Active A, 0. ur blank for ALL

FRZIS50 - Sehool YT fedryl Payeodl Aggount Thity Pay Type 1-4, Exclude Subs (E], or blank for ALL |

HRASIH - Payroll Balancing Regart

HESI650 - YTD Snecial Adystmens Brport Select Pay Campusies), or blank for ALL ]
Celoct Primary Campusics), or blank for ALL : i
Select Extract IDYs), or blank for ALL :} i

Celoct Employec(s), or blank for ALL :

Date Run: School YTD (Sept 1 Thru Aug 31 2000 Program;  HRS3050

Cnity Dist: 150 Page: 1 of 1

Pay Perod: 05-01-20 theu 05-31-2000 Payrun Date: 05-26-200 Frequency: &

Empiloryes Narme Contract Mon Contr  Supplement  NTRS Ex FICATax  Med Tax Abs Ded TRS Dep RegHrs  Owim Hrs

Emp Mbr  Prim Campus: Ovtm Grs  EmpirCont  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 457 Accru TEA A  Unemp Acc
AFedDep AFedCare AccruCame  Rat Pensn Care Surc MNewTRS  MiscDed A Misc Ded A 403B FICA

1792125 00 0o L] 0o 280.83 00 153438 00 00
001827 00 00 0o 00 00 00 00 00 00 00
G 134.37 00 543375 T8 78 0o 00 00 .00 0D
00 00 40.74 00 0o .00 0d 00 00
District Totals:
Contract Pay 17.921.25 Nor-TRS Mon-Tax Bus Alow 00 Absence Deduction 0
Non-Contract Pay 00 Non-TRS Bus Alow .00 TRS Deposit 1.554.98
Supplemental Pay 00 FICA Tax 100 Accrued Pay 543375
Accrued Federasl Deposit 00 Medicare Tax 250,83 Unemployment Accrued .00
Emplr Health Insurance Accrusd 00 FICAMedicars Accrued TB.78 Empir 457 Accrued 00
Empir Annuity Accrued 00 Accrued Federsl Care 00 Non-TRS Relmbr Excess .00
Emplr Annuity Contrib 00 Owertime Gross 00 Non-TRS Reimbr Base 00
Empir 457 Conitrib 00 TEA Haalth Ins Accrued {00 Non-Pay Bus Alkveaincs 100
TEA Health Ins Contrib 00 Empir TRS Care Accrued 40,74 NoreTax NPay Bus Allow 00
Empir TRS Care Conlrib 134.37 New TRS Member Contrib {00 Empir TRS Care Surcharge 00
Ret Empir Penslon Surcharge 00 Empir Dependent Care 00 Emplr Dependent Cane Accru 00
Empir Misc Ded Contriby 00 Empir Misc Ded Conirib Accru 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.
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Fequencies
] # - Boweeddy [[] 5 - Semimonthiy 6 [RERL

ooLERy
DoLELE
DolELe
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DOLEZ]
DO1EZZ
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001E28
001830
001831
DOLEFT

OO00ooooo000 g

First

F

WOLEFE

15 % |F15 B

Mm | Retriewe 1 l Fun ]

th-bu.

Flgilx |[C w

Select Emalfic  Enecusncy Lask Hame
O omer

it kM

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

review it for accuracy.

l Prowscw ] [ PDF J l Coh J Clear Opticns
“Year To Dute Reports HRS3050 - School Year To Dete Report
HEES3000 - Calendar Year To Date Report
HEE - i Year T i
HES3L00 - YTD Beport Warkers' Compeneation Paramater Description Vahee
EIS200 Y10 Payrol Eainas
v nroll Earnirgs Reister Sort by Alpha (). Pay Campus [C). Primary Campus [F) |4
e T Schoot Year (V1)
HESI300 - YTD Accruad Pavrell Account Distribwtion
5132 Y10 s Pl At | e o A oo (M C—
HES33 mibingd 1T Foegigher
HRE3400 - YT 4 Registor Select Accrual Codels), or blank for ALL [ | 1
HESZ450 - YT Payroll Control Listing }
HES3EO0 - YT W - rring Siatements I Pay Status Active [A), Inactive (1), or blank for ALL [ ] I
= = School YTD Accrual Payroll Accoynt Distr Pay Type 1-4. Exclude Subs (E], or blank for ALL ]
HESIE00 - Payroll Balanting Bepod
HES3650 - YTD Seccial Adiustment Regort Select Pay Campusfes). or blank for ALL I
Select Primary Campusics), or blank for ALL : i
Select Extract ID{s). or blank for ALL I
Seect vtk for AL —

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

Date Run: School YTD (Sept 1 Thru Aug 31 2025) Program:  HRS3050
Crity Dist: TEXAS I5D Page: 1of s
Pay Period: 05-01-2000thru 05-31-20. Payrun Date: 05-26-20 Frequency: 6
Ermnployes Name Contract Mon Contr  Supplement  NTRS Ex FICA Tax Med Tax Abs Ded TRS Dep RegHre  Owtm Hrs
EmpMbr PrimCampus  OvimGrs EmplrCont NTaxAllw NTRSBs  BusAliow Empird57 TEAContr NTNPBus EmplDep  AccDep
Accrual Code Emgir Care  NPayBus  AccruPay  FICAAccru  EHIAce EAnAcc  457Accry TEAAce  Unemp Acc
AFedDep AFedCare AccuCare RetPensn  CareSurc  New TRS  MiscDed A MiscDed A 4038 FICA .
17,624.97 00 00 00 00 255,60 00 1,568.61 00 00
00 00 00 00 ] 00 00 ] 00 00
000223 13219 i) 440624 6389 00 1] 00 00 o0
B 00 00 33.04 00 00 00 00 00 00
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Note: The Accrued Pay should match the Total Pay Remaining (column H) in the Excel
file.

5. Post interest and miscellaneous charges.
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:

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. Reconcile the credit card statement.
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:
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[ P J l P0F ] 5 [ Clear Options | L L
Year To Date Reports. HRS3550 - School YTD Accrual Payroll Account Distr
HES3000 - Calendar Tear To Date Report
HES305L Year To Date R Descriots al
HES3100 - YTD Regort Workers' Compensation =
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HES3IS00 - YTD Wage and Earning Statements
HESIEE0 - School YTD Accrual Pavroll Sccount Distr Pay Status Active (&), Inactive (1), or blank for ALL
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This report will assist you as you balance to Finance in the following step.

7. Process payment to the credit card company.
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! YTD 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 Acérueg) 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 Accrugd Employer Miscellaneous Deduction 6149
Contribution
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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.

File ID: C
GEMERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPEMDED ACCOUNT SUMMARY
Processed Current Period: Mext Period: D Balance Accounts Only D Include Fund Totals D Exclude Objects 61X
Fund  Func Obj Sobf Org  —eeememm——— Prog-= =
. = : . - : i : = Retrieve J l Reset ]
&
B o <
DCabe Fun: Incquiry Inforrmasion for Balance Accounts
Cnty Dist 15D Pags: 1of 1
Processed & Cument o =] 000 XK 216X X6 XK X XK K XK File ID: G
Est Revenua! Rizd Revenus/
Account Number Description Appr Er E ] Balancs
198 00 2161 00 O30 5 00 0 00 ACCRUEDWAGES PAYBLE -28.001.64
199 00 2167 00 000 5 0 00 ACCRUEDWAGES PAYBLE -3399.331.47
211 00 2161 00 000 5 00 0 00 ACCRUEDWAGES PAYBLE -3.785.63
Date Run: School YTD Accrual Payroll Account Distribution Journal for 2025Recap Program: HRS!SSUJ
Crity Dést: 15D Page: 1 of 1
Freguency: &
Gross: Pay Accrued Unemploy  Employer Faderal Faderal TEA Hith Emgpir
Fund / FY Pay FICAMed Tax Conirib Deposit Care Ins Contrits 457
Ret Pan Surch Empir Care Care Surch  Emplr Misc
188-5 Total 153,565.90 Z8,001.64 382 .56 0o 4 30050 00 00 (1]
} ) ! 00 15232 ] 00
198-5 Total 2457120878  3,402,028.45 4794609 00 25168660 00 00 o0
! ! ! 00 25432 1 oo 0o
215 Total 26,750.90 3,785.69 4208 00 583.30 3z 47.31 00
i ! 00 28.40 b0 oo
245 Total 153,750.00 21,140061 Zi6AR 00 3,988 60 1,744.08 %437 00
i ! ! 00 158 55 ] 00
255-5 Total 8,492 20 2 5TB65 2B.66 oo 207.00 21274 3233 i)
] ! [ 00 18.35 .00 00
2815 Total 98, 785,32 18,760.39 282.99 0o 1,049.60 159785 24210 00
i i I 00 147.47 00 oo
2825 Total 105,250.00 21,050.00 8762 0o 2,118.60 1,736.62 312 00
1 I 00 157.88 0o 0o
2835 Total 629,499.90 125,808 98 1,758.22 00 8,674.10  10,386.75 1573.73 00
I [ [ 00 o442 .00 oo
288-5 Total 6,503.70 1,875.45 20.84 0o 150.50 154.72 2344 0o
i i I 00 14 08 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:
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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.

GEMERAL LEDGER INQUIRY ~ GEMERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST NQUIRY  OVER EXPENDED ACCOUNT SUMMARY

[f] Processed [] CurrentPeriod 7] Mext Period; [ Batance Accounts Only [ Include Fund Totals [ Exclsde Objects 61XX
Ascourit Code: E @E . E E E E]E E [ Retricve ][ Resat ]
-
b=l N "
Diate Fun: Inguairy Irdcrmaision for Balance Accounts
Crty Dist: 10 Pagec ol 1
Processed B Current [= =] 199 300 2211 X0 X000 X XK X XX File 10 ©

199 00 211 20 000 00 0 00 ACCRUED EXPEMSES oo
19 0 21N A 000 00 0 00 ACCRUED EXPENSES 0.00
Totals: ~324.539.30
Do Fun: School YTD Accrual Payroll Account Distribution Journal for 2005Recan Program:  HRS3S50
Crlty st 53] Page: 1ol 1
Frequency: &
Gross Pay Acanaed Linempicy Ermplonyel Faderal Fesloral TEA Hity [Ernpir
Fund / FY Pay FiCAMed Tax Conirib Dopcsit Cars Ines Gontrib: 45T
Pt Par Suich Ermplr Cafe Care Surch  Emplr Misc
o Yo 2457120878 340202845 q x Ewwg © @ ®
C " c "
21 Total 28,750.80 3, TAS.8G £2.08 ] 58330 Iy 473 oo
I rod 00 2840 00 o0
224 Todal 153.750.00 2114081 #5648 ] 3,988 60 1.744.08 264 27 o0
I ! ! 00 158.55 0 o

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:
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Account Code Debit Credit
199-00-2211-14-000-X-00-000 $123.70

199-11-6141-00-001-X-11-000 $123.70

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.

8. Credit card payment listing.
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 Acérueg) 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 Accrugd Employer Miscellaneous Deduction 6149
Contribution

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
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Distribution Journal.

This inquiry can also be run in Purchasing.

File ID: C
GEMERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY
Processed Current Period: Maxt Period. (] Balance Accounts Only [ include Fund Totals ] Execlude Objects 61XX
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Account Number Description Appr Er = o Balance
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Cnity Dist: 15D Page: 1ol 1
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Fund | FY Pay FICAMead Tax Contrity Deposit Care Ina Contrits 457
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! L 00 15232 00 00
198-5 Total 2457129878 3,402,028 .45 47.546.09 Do 25169660 0a i 1] oo
I / 0o 25,432 21 ] 00
2118 Total 28,750.90 3,785.69 42.09 o] SE3.30 o 473 00
! ! 00 840 o0 00
2245 Total 153,750.00 21,140.61 Z96.48 00 3,968.60 1.744.08 2427 00
! I .00 158.55 .00 oo
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! ! ! 00 4rA47 00 oo
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! [ o0 157.88 oo oo
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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
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Account Code Debit Credit
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.

GEMERAL LEDGER INQUIRY ~ GEMERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST NQUIRY  OVER EXPENDED ACCOUNT SUMMARY
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Crty Dist 150 Page: 1 of 1
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Gross Pay Acchaed Unmgloy  Emplayer Foderal Faderal TEA Hith [Ermpir
Furd / FY Pay FiCaiied Tax Coniriy Deposit Care Ines Conirib 457
Rt Pen Surch Emgir Care Care Surch  Empis Misc
o o HSTIZETE 34202845 q o B © o
C " "
Fall Total 26,750,850 3, TS5 &2 08 i) 8330 azm 470 0o
I rod 00 28.40 00 00
4 Total 153,750.00 21,140.61 e R ) L) 3,988 60 1.744.08 6427 o0
I I ! ] 158.55 ] o0

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:
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Account Code Debit Credit

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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