[image: image1.emf]

[image: image20.png]



FMS - Debit Card Functionality – Spring 2015

From Spring 2015 Academies and Local Payment schools will be able to record Debit Card payments as well as payment by BACS or Cheque.  This is achieved by first recording the debit card against the relevant Bank account within FMS and then using that card to report Direct Payments as necessary.

Firstly you need to associate the card with the bank account.

Tools – General Ledger Setup
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Select Tab 5: Ledger Codes
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Change the ‘sort order’ to Ledger Type
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Locate the relevant Bank account (i.e. the one you need to associate the card with).  
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Open up this code record by either double-clicking or by highlighting and selecting the Pencil (edit) icon.

You can now see the Debit Card Details section at the bottom of the screen.  Select the Green Plus icon to add your card details.
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You can now complete the fields to indicate the last 4 numbers on the long card number, the card holder (name as it appears on the card) and the expiry date.  Be sure to tick the Active box to make the card available for Direct Payments.
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Click on OK to save your details.

You can now record on FMS where payments have been made with the card.

Create an Invoice from the receipt given – this could be Order or Non-Order.  Make sure that you ‘Save’ and ‘Authorise’ the order when entry is complete.  
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This then enables the Direct Payment Processing icon for use.
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Select the Direct Payment Processing icon.  All of the entries will be automatically filled from information stored in FMS.  
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Use the magnifying glass to ’Select’ the correct card if more than 1 card is available on this account.
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Confirm the payment with the Pay button 

[image: image12.png]Card Payment

VAT Amount
Invaice Total incuding VAT
Paid From Card o

Expiry Date

Paid By

e

a0

254

132017

Mr F Prowse

Cancel

Help





The status will now show as Paid on the list focus.
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The Direct Payment Reversal icon is now enabled when this payment is selected in the list.
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This allows you to reverse the payment if required.   Enter a reason for the Payment Cancellation in the box provided and Click on Reverse Payment to cancel the payment.  Click on Cancel to clear this box if not required.
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You can print off a list of Debit Card Payments using Reports – Accounts Payable – Payments – Debit Card Payments.
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This then allows you to filter your reported results.  Select OK to run the report
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You can then see all the payments recorded within FMS, grouped by individual card.
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When you come to Bank Reconciliation, Debit payments are clearly marked with a unique identifying number.  These entries are Chosen as required in the usual way.
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