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How to Handle Credit Card
Processing Fees for Online Giving

(Rev 4/20)

Churches often provide the option for people to donate to the church using credit cards. Doing so requires the
use of a third-party credit card processor; such as PayPal, Authorize.net and others. This often results in fees
being assessed by these processors. In cases such as this, the entire amount given by credit card needs to
be posted to the giver’s record in Donations. Then the amount, less fees, is deposited into the church bank
account and posted to Accounting.

Below shows the recommended method of handling fees assessed by credit card processors:

1.

Create a new (#1) Asset Account called Credit Card Holding account.
Create a new (#5) Expense Account called Credit Card Fees account.

We recommend Online F———— —
batches be kept separate by B :
using a batch code. To add a
batch code to an Imported
Batch, click on the drop
arrow at the Code and
choose the batch code.

Imported Batches

| Code

- | Description

993 Non-cash Giving
Our example shows the ST e
batch code of EFT (On-line
Donations). LATE 10:30 Service

WED Wed Nite Service

When transferring to Accounting, click on Use Batch Codes and click to Expand the date of the online batch.
Under the Debited Account, click the drop arrow and choose the Holding Account for each line item. Click
Post.

ransfer Donations to Accounting E

ceounting Year | 01/01/200 thru 12/31/20 =] (@ Export ransfers to fie
Use Batch Code (] Show Do Mot Transfer” items

Transfer Donations | Default Account Links || Posted Transfers |

Changes to Account Links made on this tab are temporary for this transfier. Changes on 'Default Account Links' tab will save. & Print selected transfer

[Date Occurred + | Batch Code | Total Ameunt | D ransfer | Transfer |
E 06f24/2000 |EFT -OnHine Donations | 2 O [ Post |
[Giving Account - [ Amnmti Date Posted [ Prepaid? | Debited Account ted Account |

103 - Building Fund 210.00 06/24/200011:41:58... [ | [ 4.20.100 - Buiiding Fund Contributions

PR — T t

1.10.100 Huntington Bank Checdking -
Credit Card Halding
Petty Cash Account

1.10.101
1.10.105

1.10.108 Fifth Third Money Market

1.10.110 Fifth Third Savings

1.20.100 National City CD #3456466

1.30.100 Lynch Schwab Investments E
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4.
fees charged by the credit card company.

Accounting>Transactions>Other>Adjust Asset

o Asset to Adjust is the Credit Card Holding Asset.

e Decrease the Balance.

o Amount to Adjust is the total amount of the fees
assessed.

e Date Ocurred (may want to match the deposit.
date from the online giving company or the
donations batch date).

e Comments — Explanation of the fee, if desired.

« In the lower half of the screen, choose the Credit
Card Fees Expense account you would like to
charge the fees against. See Step 1.

e Click Post.

e Once the amount of the fee is posted, the
remaining balance in the Credit Card Holding Asset
should be the net amount to be deposited into
the bank account.
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In Accounting, do an Adjust Asset transaction to reduce the Credit Card Holding Asset account by the amount of the

@ Adjust Asset Account

Asset to Adjust |1.10.101 - Credit Card Holding

Balance

2) Decrease

12.00 [

Transaction Comments |Credit Card Fees

) Incarease

Amount to Adjust

=
B[ES]

Date Occurred |06/24/20 ][]

|Accounts

| Amournt |

{5.10,202 - Credit Care Fees Expense Account

12.00| HEIE

Total:

£12.00

|,9 Post ||x Cance||

5. Create a Transferin Accounting to represent the bank deposit
Accounting>Transactions> Transfer © Enter Transfers E=0 ol
Date Ocasred [ Recuring Transactons |
, U e
e Date Occurred is the date the S Rans e S ShowRurrivg Oetcs
money was actually deposited  1.10.101 -credit Card Holdng (B |1.10.100 - Huntington Bank Chedking ¥x
in to the bank account. If there = amout _ PaymentMethod Chedk or Ref £
are multiple deposits, then do o 1:‘3'”5& = x]
. ransaction Lommen
multiple transfers. See note e —
below. = e
. . Clear Transaction DONE - Add To Bal Ctrl +
. From Account is the Credit Card e
HOId’ng Asset. |McnunLType |Dnr.e Occurred | Amount Payment Method | Check or Ref & DepositSip | Transaction Comments |

To Account is the Asset that
represents your bank account
where the money was
deposited.

Amount to move from the Credit
Card Holding Asset (or net amount of
the Credit Card deposit).

Payment Method is EFT |

Click Done Add to Batch.
Click Post.

Comments — explanation of the net credit card deposit, if desired.

NOTE: We recommend using the Date Occurred as the actual date of the deposit by the online giving company to
the church’s bank account because it will make reconciling the bank account less of a challenge.

After the transfers between the Holding and Asset accounts, the Holding account should be zero. That is the
verification that all the steps were completed properly.
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