RED WING’

SOFTWARE

Using Credit Cards to Pay for Purchases

Document #: 3091 Product: |CenterPoint®

This document describes the two options that can be used if your business uses credit cards to purchase items for your
business.

The first option is to use a line of credit account to track credit card purchases. The Line of Credit account works just like a bank
account, allowing credit card purchases to be entered as payments, existing invoices to be paid with the credit card, and you can
reconcile your statement in Bank Reconciliation. The balance in the credit card Line of Credit account represents the amount
owed.

The second option is to create a credit card account that acts like an accounts payable account. Credit card purchases are
entered on the Vendor Invoice screen. Each purchase is entered to the vendor where it was made, but the invoice is created for
the credit card vendor. This allows you to easily see all the outstanding invoices that make up the credit card balance.

Option 1: Credit Card Setup as Line of Credit

One-Time Setup

Paying for Goods at the Time of Purchases with a Credit Card

Paying Open Invoices with a Credit Card

Reconciling Credit Card Transactions (Optional)

Paying a Credit Card Balance

Option 2: Using Invoices for Credit Card Purchases

One-Time Setup

Making Purchases with a Credit Card

Paying the Credit Card Company

Option 1: Credit Card Setup as Line of Credit

e |

One Time Setup

CenterPoint needs a credit card account in the Line of Credit account category setup to purchase goods through payment
transactions using a credit card and when paying Accounts Payable invoices.

1. Select Setup > Accounts > Accounts to begin entering an account for the credit card in the Line of Credit account

category. Click New.
2. Enter an Abbreviation and Number if they are being used in this database.
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List Detail Bdm. FI'tﬁ" Reports

Visa LOC
General Detail Prices  Units of M | Distributions | Templ ACH/Direct Deposit
Account Information Accourt Hierarchy
Abbrevigtion| | | Number[222222
Name| Visa LOC |
Type| Liabilities ,0|
Category|Line of Credit A
Subaccount of F
Units of Mezsure (®) Display Account Names:
Gty 1| )0| () Display Accourt Numbers
Quantity 2| 7 O Display Abbreviations
| Active Status | | Additonal Notes |
| Swe || Cancd | = B B (7]

Enter the name of the Credit Card (Visa LOC for example) in the Name field.
In the Type box, select Liabilities.

In the Category box, select Line of Credit.

Select the Detail tab.

ook w

List Detail Balances Filter Reports

Visa LOC

General Detail Prices Units of Measure  Distributions  Templates  ACH/Direct Deposit
Account Detail Information

— P
Accrued Interest Liability| 7| [New
Interest Expense| iz
Company Specific Detai Information
Company Name Bank Detail  Positive Pay Details
CenterPoint Fam
CenterPoint Crohard Interest Type | Equal Pincipal Paymerts | - Loan Originstion Date| 01/01/1260 |
Payments PaYea:l Loan Completion Date] 12/31/2198 |
P
S
Bank AccountNumber |
Bank Description Line 1
Bank Description Line 2
Bank Description Line 3
Bank Description Line 4
Fractional Code,
sigaweeline 7|
Sgrewreline2 jj
Check Label 1/ |
Check Label 2 |
« D > —
Q3@ 7

7. On the Detail tab, enter the bank/business who issued the credit card (who you pay the credit card bill to) in the Lender
field.

Note: If the business that issued the credit card isn’t setup in the system, simply right-click in the Lender field and select

New. Specify that name is setup as a vendor. Be sure to specify the appropriate terms in the Vendor Details button. The
system will use that terms to specify when the credit card bills are due.
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8. Click Save.

9. Repeat Steps 1-8 for all credit cards you will use to purchase goods or pay Accounts Payable invoices with.

Paying for Goods at the Time of Purchases with a Credit Card

1. Click on Processes > Purchases > Payments to begin entering a transaction for the items purchased.
2. Inthe Bank Account box, select the credit card account you are using to purchase the goods with, for example Visa

LOC (created in Step A).

3. Inthe Pay to the Order Of box, select or enter the business where the purchase was made.

% Payments

Companyl CenterPoint Farm

(= Eo =)

Bl Current Batch | No Batch

7

Bank Account|Visa LOC

/7| Current Balance $5,717.25

Fay To The Order Of |Home Depot

p‘ o Sequence|Payments pal

Pay To The Order Of Address |Business Address

I-:,l Check Number |0 ‘

5835 Prairie Street
Red Wing. MN 55066

Memo Line 1

Date[08/31/2020 ¥
e I

Line 2

Apply To Open Invoices $0.00

Account Invoice / Ref & Quantity 1
‘ Farm Supplies | D.ODDDDD‘

UOM 1 Amount Notation

I 5 30,05 DBl Fercing Hisiiis
[

Save Clear Recall Recuming Options ™

4. Enter all of the pertinent information (amounts, notations, accounts, etc.) to record the purchase.

>

Total §33.65 | Adjust Amount

[ Close (7}

©

Attach Documents to Transactions

5. Click Save to complete the purchase. When the transaction is saved, the following will occur:

? The purchase for the vendor is recorded as a payment
 The balance on the account associated with this credit card is increased.

Paying Open Invoices with a Credit Card

Vendor invoices entered to an Accounts Payable account can be paid from either Payments vendor by vendor or from Pay

Invoices Due for multiple vendor invoices.
To pay vendor invoices vendor by vendor:

? Select Processes > Purchases > Payments.

»? |n the Bank Account box, select the credit card in the Line of Credit Account Category.

? In the Pay to the Order of box, select the vendor you are paying an open invoice with a credit card for.
» Enter the Amount you are paying towards an open invoice with a credit card.

? Click the Apply to Open Invoices button.

» Select the Pay check box for the invoice(s) you wish to pay. Click OK.
? The Accounts Payable account is automatically entered into the Account column, which will decrease the

liability.
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Scanning and Attaching Files to Transactions.htm

% Payments (=]l =
CDmparwlCenbeernt Farm )’.1" Current Batch‘ No Batch ):Jl
Bank A»uum|\ﬂsa Loc ,C'J\ Current Balance £5,755.90
Pay To The Order Of |AII Power Equipment ﬁf‘-i‘ Sequenne
Pay To The Order Of Address |Eusiness Address ,Gl Check N“"""E’
385 Central Avenue Dme
Owatonna, MN 55060 Amourt|  $40.20]
Memo Line 1 | Line2| |
w0
Account Invoice | Ref # Quantity 1 Uom1 Amount Motation
| Accounts Payable | | | Sl $450.20 | el
o | \ \ 1 ]
< >
& & [#] Total $450.20 | Adiust Amourt
=% =&l | ¢ SRR IO
Save || Cear || Recal || Recumng | | Options + Cose | @)

* Click Save.

To pay multiple vendor invoices:

» Select Purchases > Payments > Pay Invoices Due.

” In the Bank Account box, select the credit card in the Line of Credit Account Category.

» Enter the Filter and other information necessary for searching for open invoices.

# Pay Invoices Due E=RE=E

Company |CenterPoint Farm 7 Find By Invaice Date
Bank Account [visa LOC 7 Payment Date
Filer | Al ~ | | Include inveices from All vendors ~| Current Balance §5,755.90
Current Batch [No Batch 7 Check Number

Abbreviation A Vendor Amount Due Payment Amount Pay Efaﬁg';ﬁ Discount Taken A'?{e':’ B::Euﬁl

] [ Farm Agency $000 585,59 | 50.00| 5000 58659

| [T ] 000 $25020] [ som| S000]  $48020
>
i Discounts Taken — =
- i i Total To Be Paid $536.79
peny Lt Vendors Paid 2

| Pt || PayAl || Reset || ExpandVendors | | Expand invoices | | Options ~| e @

? Select the Pay check box for the invoice(s) you wish to pay.

#* Click Close.

Reconciling Credit Card Transactions (Optional)

To reconcile credit card transactions:

1. Select Processes > Banking > Bank Reconciliation.

2. Click Create New.

]
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3. Enter the Statement Date and Statement Balance.
4. Inthe Account Category box, select your Line of Credit account.

Click OK.

oo

@) Create New Bank Reconciliation e O X
Statemant Detal
Statement Date | 04/25/2025 &
Statement Balance $5,473,955.00
Sedect Accounts to Reconcie
Companies (E7] Apine Sports LIS LRl e of Creit Payabie] s
Accounts
0K Cancel (7

Credit card payments entered in Processes > Purchases > Payments with a Line of Credit account category will display

in the Checks and Payments grid on the Reconcile tab. All increases to the account are displayed as positive numbers
and all decreases as negative numbers. Credit card interest charges can be entered on the Fees & Interest tab.
7. Continue the reconciling the bank statement. See the Bank Reconciliation help topic for additional information.

Paying a Credit Card Balance

aron=

6. Click Save.

—_—— Fe e s
CBmpanleentErF‘ulnt Farm ,O| Current Batcthu Batch ;2|
Bank ADDuumlF\rstNaﬁona\ Bank. ye | Current Balance $0.00
. e
Fay To The Order Of [visa Fle Sequence|Payments )
Pay To The Order Of Address [Biling Address ):«| Check Number | 4338
Date E
N )
Memo Line 1| Line2
Apply To Open Invaices £0.00
Account Invoice /Ref#  Quantity T LOM 1 Amount Notation
| VisaLOC | 0.000000 | El 5 2.500.00 | |DEEl |
\ | | \ [T s-zsm00 |
< >
155 |zl | & Total $2,500.00 | Adust Amount_|
Recurng | | Options + Cose | @D

Save || Clear | Recal ||

Click on Processes > Purchases > Payments to begin entering a transaction for the payment of a credit card balance.
In the Bank Account box, select the cash account you are using to pay the credit card balance.

In the Vendor box, select the credit card company you are paying the balance for.
In the Account box, select the credit card account assigned to the line of credit account category, for example Visa LOC.
In the Amount box, enter the amount to be paid to the Vendor.
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https://www.redwingsoftware.com/home/how2/accounting/content/bank-reconciliation.htm

Option 2: Using Invoices for Credit Card Purchases

One-Time Setup

CenterPoint needs an account and a vendor setup to track the credit card purchases and balances. When a credit card is used
to pay for a purchase, the system will automatically increase the Account balance and create an A/P Invoice for the company

that issued the credit card.

1. Select Setup > Accounts > Accounts to begin entering an account for the credit card. Click New.

2. Enter an Abbreviation and Number if they are being used in this database.

ﬂ Accounts

- Detail | Balances | Filter | Reports

=er =]

1st Bank Visa

General |De¢a\\ I Prices I Distributions | Templates |
Account Information Accourt Hierarchy
Abbreviation| | Mumber | 2543
Name| 1st Bank Visa
Type Liabilities
Category | Credit Cards Payable
Subaccount of
Units of Measure
Quantity 1
Quantity 2 (@) Display Account Names
(©) Display Account Numbers
(©) Display Abbreviations
I Active Status ] [Mdnional Notes I
Conce aaoon )

In the Type box, select Liabilities.

L

Select the Detail tab.

In the Category box, select Credit Cards Payable.

Enter the name of the Credit Card (First Bank Visa for example) in the Name field.
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R

Vendor Lisbility is Paid To 15t Bank

Company Specific Detail Information

Compary Name
Alpine Sports.

7. On the Detail tab, enter the bank/business who issued the credit card (who you pay the credit card bill to) in the Vendor
Liability is Paid to box.

Note: If the business that issued the credit card isn’t setup in the system, simply right-click in the Vendor Liability is Paid

to field and select New. Specify that name is setup as a vendor. Be sure to specify the appropriate terms in the Vendor
Details button. The system will use that terms to specify when the credit card bills are due.

8. The Card Number, Security Key and Expiration Date fields are optional.
9. Click Save.

Making Purchases with a Credit Card

1. Click on Processes > Purchases > Vendor Invoices (A/P) to begin entering a transaction for the items purchased.
2. Inthe Vendor (Vendor Invoices (A/P) box, select the business where the purchase was made.
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;g Vendor Invoices(A/P) EI

Company Alpine Sports Current Batch
Vendor Speed Racer Supplies Credit Card Balance 50.00
Reference # 000010 &=
Indianapolis, IN 46214 Date |04/27/2010
Amount £185.00
Terms |Prepaid Invoices
AP Account 1stBank Visa Date Due |04/27/2010
Discount Date |04/27/2010
Account ¥ Notation Amount
- Gas & il 4 5 75.00 || BEE)
[#-| Rental - Office Equipment | $110.00
a ¢
Memo Line 1 Total 185,00
Line 2 Available Terms Discount $0.00 [ Override
[ Save ][ Clear ][ Recall ] [ Recurring ] [Optmns '] o

3. Enter all of the pertinent information (amounts, notations, accounts, etc.) to record the purchase.

4. Inthe AP Account box, select the Credit Card that was used to pay for this purchase. The Credit Card Balance will be
displayed on the right.

5. Select the On Hold check box if you do not want this invoice available to be selected for payment.

@ Attach Documents to Transactions

6. Click Save to complete the purchase. When the transaction is saved, the following will occur:

» The purchase for the vendor is recorded as a paid invoice
?” The balance on the Account associated with this credit card is increased
? An unpaid A/P invoice is created for the credit card company.

Paying the Credit Card Company

When a credit card is used to pay for a purchase, the system automatically creates a A/P Invoice for the company that issued
you the credit card. These invoices are available to pay with all other A/P invoices in Pay Invoices Due and in Payments.The
normal Processes > Purchases > Pay Invoices Due and Processes > Purchases > Payments can be used to pay the amount
owed to the credit card company. For step-by-step instructions on paying invoices due, see the Pay Invoices Due or Pay
Invoices Due with Review Process documents.
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Scanning and Attaching Files to Transactions.htm
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