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[bookmark: _Toc222238331]Prerequisites
Prior to reading the instructions on Credit Card Fee Distribution, it is beneficial to review the below sections to gain foundational information:  
1. Policy FIN-TRE-110: Accepting Electronic Payments
2. Policy FIN-TRE-120: Processing Revenue
[bookmark: _Toc222238332]Overview
This document outlines the procedures for distributing Non-Student Accounts Receivable (NSAR) credit card processing fees across billing organizations at the university. It provides a detailed framework on how credit card payments are reconciled, and the fees allocated using various financial systems and documents. The procedures are to ensure accuracy and transparency in handling credit card transaction fees across multiple accounts. 
When customers pay invoices online using credit cards, fees are incurred. These fees are processed by Treasury and post to the NSAR clearing account. The charges must then be allocated to each billing organization according to the accounts on the invoices being paid by credit card, based on a percentage of the total. The fees fluctuate each month but are typically between 2% - 3% of the paid amount.
Accurate and transparent credit card fee distribution is important because it helps the university manage these fees effectively, either by absorbing them, or negotiating lower rates with processing providers, to maximize the funds available for its missions and programs.
Customers are provided the option to pay invoices by credit card online as one of three payment options at: 
Bloomington and all other regional campus invoices: go.iu.edu/ARINVPAY
Indianapolis campus invoices only: GO.IU.EDU/IUINDY-ARINVPAY

Note: Invoices for grant accounts generated for the Office of Research Administration should not be paid with a credit card by customers.
[bookmark: _Toc222238333]Procedures for Credit Card Fee Distribution
Credit card payments are processed by Treasury and funds are deposited into the AR Clearing account (6812950), object code 1599. At month end, a report is run in Fireform to determine what has been paid and this report is reconciled with the Vantiv iQ statement.
A transaction fee is assessed on each credit card transaction by the bank. These fees are processed by Treasury and post to the AR Clearing account, object code 4006 (Credit Card Processing Fee). The charges must then be allocated to each billing organization via a Distribution Of Income And Expense (DI) document according to the accounts on the invoices being paid by credit card, based on a percentage of the total. 
[bookmark: _Toc222238334]1. Charge Reconciliation
NSAR will obtain GL entries to reconcile cc fees in the Kuali Financial System (KFS) (Visa, MC, Discover. AMEX is separate GL entry) to the Vantiv iQ statement. Go to FINANCIAL PROCESSING on the left side of the KFS Dashboard. Click on General Ledger Balance.
· Enter:
a. Fiscal Year
b. Chart Code = UA
c. Account Number= 6812950
d. Object Code = 4006
e. Consolidation Option = Consolidation
f. Amount View Option = Accumulate
g. “Search”

· Click on Balance Amount to show monthly detail.

· CC Processing Fees posted to UA-AR Clearing Account that need to be distributed to Billing Organization accounts are shown.
[image: Screenshot of general ledger entry for credit card fees.]
· In order to ensure all entries are accounted for, compare the transaction ledger entry amount to the Vantiv iQ statement and Treasury provided documentation on SharePoint for American Express and Worldpay Bank Fees.

[bookmark: _Toc222238335] 2. Allocate the fees for each credit card transaction based on the percentage of the total:
· NSAR will copy credit card transactions 1599 All spreadsheet at G:\Accounts Receivable\PAYMENTS\CREDIT CARD PMTS & PCI COMPLIANCE\FYXX/CC Fee Distribution FYXX – Monthly Recon & Distribute into new spreadsheet labeled [Month Year Dist].
· Sort by Account number; Check for any account numbers where the zero was dropped and change cell to text using “format cell” function and add back zero
· Add “FEE” column after INVOICE # column
· Move AMEX transactions to bottom
· Calculate the fee (see box below)
 [image: Spreadsheet containing credit card fees from AMEX, Visa, and Mastercard, as well as the calculation for the credit card fees.]Cell J205 contains the calculation to multiply the transaction total by the fee percentage to get the fee relevant to that specific payment.
$1,705.94*3.03%=$51.77


Sub-total by account
[image: Image from Excel demonstrating how to calculate credit card fee.]








· Create a Distribution of Income/Expense (DI) document to distribute the charges to each account number.  

[bookmark: _Toc222238336]3. Distribution of income/expense documents
In the KFS Dashboard, go to FINANCIAL PROCESSING. Click on Distribution Of Income And Expense.
· In the Document Overview tab, add description as “[Month] [Year] CC Fee Dist”.  Add Explanation to include fee rates for the month for Visa/MC/Disc and Amex.
· Accounting lines “From” = account 6812950, object code 4006.
· Amount = Total Amount of fees to distribute 
[Note: Do Not use any 96 (Tax) account to distribute fees]
· Accounting Lines “To” = the various accounts, object code 4006 (Credit Card Processing Fee) except for BL. For BL, use 4512 (Credit Card Processing Fee). Add Sub-Account when applicable.
· Save and Submit (Blanket Approve due to large number of approvers required)
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