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Create credit card transactions

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

1. Requisition in Purchasing

Purchasing > Maintenance > Create/Modify Requisition

Lo DsCrpton Status Desosant Dhiteanit At Fresgit Eig Frght % Freght Amt

O Create a requisition.

¢ |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.

6 Keep in mind that 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 - Pk POSTING - B0 RECONCILIATION
Reetrival Opticons
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Croit Card Tranusctions
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O After the requisition is approved, retrieve the PO to post or create the payable transaction (credit
card transaction).

e 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. Purchase Order in Finance

Finance > Maintenance > Postings > Purchase Order
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JOURMAL BUDGET  JOURMAL INQUIRY  PURCHASE ORDER  CASHRECEIFT  CREDITMEMO  CHECK PROCESSING - PA  CHECE PROCESSING - PO JOURMAL ACTUAL

Default PO Reason:

PO Mumber: E Wandar Mumieer :] [ Retrine -] [ Diirectory ] [ ] '-'-.-.'.'-“;.'.;L-'ll. Details

PO Nbr: PO Reason Sort Key / Vendar Mame: Vandor Mbr: Date Dviginal Amt: Batance AmE  Reg Mbr:  Contract Typae:  Bundle Mo Bid Mbr
004444 | [TASHO REGISTRATION | [raseo/ Taseo ;00735 | [oazas | [ o3-16-2022 | 400,00 400.00

Y
Delete Detail Reverse Accoynt Code Descrigtion Accoyrt Balgnce Encumbeance Amd Linyidated Bal Duytstanding Ami
o o] [162-53-6411.00 892200000 | § STAFF TRAVEL IS 224400 0.00 40000
Totals: 400.00 0.00 400.00
Update Detads Add
Azcount Code Descrintion Beason Acct Per Encumbrance Amt Trans Date User ID
162-53-6411,00-892-299000 STAFF TRAVEL-IS [TAsa0 recisTRATION ] 03 400.00

O Create a PO as usual; 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

I Sas Filn - C e
POSTING =P POSTING - PO RECOMCILLTION
Fortrrval Optiom
Viia Apcioed Detsd. 4
PO Mg PO i Sty | v Mgy erngke Hiw Dt Ol i Bslons Aemi. Py Mie  Rguionion St Ragrsnd Dty Craeht Cael
479 OFFICE SUPPLIES QUILL / QUILL CORPORATION 07S38 03-18-2027 720 000 300952 Approwed 1568
Credit Card Teamactions
Ouiste  Deoad e B AP Ariraln o Teae e Faasan Bt Lamard A7 Lautbited A7 e Bae i Har Rermi St
™ o [Er 5t ez 1eeon ) [Cootcad w] [t | B 1L 22e0] | 2r00] [o3aE-mwer] [1nese ] tm.00-211002-000
Vot B 2200
Acrount Code Summany
Agrgunt Code Eregn S Attt Coge: B At Erumannge Arvg it Exgeneg Arrg [T Ernirproe B3 L
162 53 8300 00 E02 - 2000 SUSPLAMTRLEPOST 16300 431000000 H0M00 Fitad polow pad i) nod 200
Fotala: gl oo 1o L-1- ]

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
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Processing - PO tab.

* In the Type field, select the type of credit card transaction (Purchase or Return).
¢ 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. Credit Card PA in Finance

Finance > Maintenance > Credit Card > Posting - PA

POSTING - P& POSTING - PO RECOMCILIATION

Fetrieval Options

P Number: [015643 ] Wendor: (91921 : CITIBANK / CITIBARK ] | Retsiavs | | Diractary |

Veew Account Detail

B4 Number Vendor
015643 CIMBAME / CITIBANK 91921 |

Credit Card Transactions

Delete  Datad Reverse Proc  Acct Per Account Code Tvpe Lreat Card Code Beason et Expend Amt
Rewrst | k] 03 199-41-6499.00-702- T99000 Credit Card 1569 [-;::Em".;-.s.g NTEREST ] 15.0
] Totals 18.0¢

s

199-41-6459.00-702- 299000 MISC EXPENSE BOARD EXPENSE 755.66 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
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