Debit Card Account Setup, Transfers and Reconciliation

NOTE: If your church board has decided to obtain and use a debit card, hopefully you have followed our very strong
recommendation to open a separate checking account, not connected to the main checking by automatic transfers.
This debit account is to be funded by manual online transfers from the main checking account as needed.

e
1) Setting up a new debit card account in Jewel %@fﬁ GO fﬂ,

In “Maintenance/Edit Accounts,” Click on “Add New:
Account” and set it up like this:  »
Account Info— Edi A

 ' BEUEN E il fccount [Checking, Savings) Delete Account
. Liability [Mortgage or other loan) —_—
Type' Bank Account Local Fund [Church Budget, etc.] e
Caonference Fund [Tithe. etc.) Edit "Active" Status
hgt/' - B004 [Use1,2,3, eic]

ID: Pick a number, close to your other bank accounts, t
. . Ngme| ehit - Marne of your Bank.
is not already in use. D

Mema

Bank Information

Name: Debit — then the name of your bank [ﬁank T

Routing #
| D ehit |
Address

Bank Name: Debit. The rest of the “Bank Information” can
be left blank, since you won’t be writing or printing checks

on this account. Chack MICR Lins
[ v
Statement Frequency: The default is “Monthly.” Leave it type g forts. ' for it "N for . for check #
that way. Deposit Slip MICA Line
[ rd
type g fordl, Mh far 0% Far ™ Mnen' for deposit #
Statement Frequency
Click the green “OK v” in the top right corner to save and Manthly 1
leave.

2. Things to consider as you set up the Debit Account

=  Some banks will require a minimum balance in order to avoid fees. Find out your bank’s practices.

= Ask for end of month statements. Ask for printed and mailed statements, even if there is a small charge.

=  Your debit account should not be set up to auto draft from checking if the balance gets too low. Having a
separate debit account is so that fraudulent use of your debit card cannot drain your main checking Account. If
the two accounts are connected with auto draft, it defeats the purpose of the separate account.

= You do not need to purchase checks — you will not be writing checks from this account. Ideally, you won’t even
need deposit slips, since transferring online is the best.

= |f possible, set up online banking for yourself as treasurer, so you can quickly and safely transfer funds online
from checking to debit when needed.



NOTE: The board should discuss and vote who will use the card(s) and under what circumstances. Review
these requirements annually with the board, or with new card holders as they receive their card.

The debit card should never be used for personal purchases.
The debit card should never be used to withdraw cash.
Have the cardholders sign a “Debit/Credit Card User Agreement” when they receive their card. (Tutorial #4520)

Require that a “Debit Card Activity Report” be turned in monthly by cardholders. (Tutorial #4570)
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Original receipts for all purchases should be stapled in date order to the “Activity Report,” and turned in to the

treasurer no later than the 7™ of the following month, without the card holder having to be reminded or asked

for missing receipts. The card-holder’s convenience should not exponentially increase the treasurer’s workload.
v" Anyone who does not follow the guidelines on the “Debit Card Activity Report” should forfeit the use of the

church debit card.

NOTE: To avoid fraud and misuse, set up clear guidelines and stick to them. Card holders will need to know that
exceptions will be rare. Be kind but firm. If they are asked by the board to sign the “Debit/Credit Card Use
Agreement” upon receiving their card, they will have less opportunity to claim ignorance or privilege.

3) Transferring funds from checking to the debit account

When you have a separate Bank Account for a church debit card(s), it is really, really, (really!) important that you learn
how to transfer funds into it and how to record that transfer correctly in Jewel (Tutorial #7270). Recording it incorrectly
can result in overdrawn accounts, wildly incorrect ending balances in both checking and debit accounts and errors in
local fund balances, as well as delays while your support person fixes the problem.

This required two-step process is not difficult, once you understand it and learn to use it consistently.

STEP #1. Move money from the checking account to the debit account, using one of the following methods:
1. Online transfer (easiest)
2. Phone call to the bank
3. Visit the bank to request the transfer in person

STEP #2: Using “Transfer Funds” found on Jewel home page, create a transfer in Jewel to reflect/copy what has
already happened at the bank. (Use instruction “c” below.) Do not create a “General Journal Entry.” Always use
“Transfer Funds” to record these transfers. (Tutorial #8190 explains why)

Do the steps in this order. If you create the transfer in Jewel first, then forget to make the actual bank transfer,
debit account overdraft is much more likely. If you make the actual transfer at the bank and then forget to enter it
in Jewel, your report balances will be off, leading to confusion when it comes time to reconcile.

NOTE: Creating a transfer in Jewel does not automatically mean that money moves at the bank.
You must move the actual funds between bank accounts, then create a transfer in Jewel to reflect
what actually happened at the bank.



Here is the process in more detail. Follow these instructions carefully.

a) Keep track of the actual bank balance of the debit account @_l, m
) Tansyer Fi
so you can transfer money from checking before an
overdraft occurs. The debit card holders should notify you if

they are making an unusually large purchase, so you can Date Memo
v g ) ylargep » S0y [11/30/23  |To fund Debit account J
ensure there are funds available to cover.

{* Tranzfer FROM a single account

" Transfer TO a single account

b) Enter transfers into Jewel after you actually make the ban

3 . From Account
transfer. But then do it, before you forget. Don’t wait, Aymourt
. . [8001 Checking +|~| [1.000.00
try to remember if you did it or not.
Balance | 3247005
c) Instructions on creating the transfer in Jewel;
h d click “t fer Funds.” To Accountis) Rurning Total | 1.000.00
ome page and click on “Transfer Funds. p— ‘ [t
date of the transfer and this exact memo. Simple but clear. BO03 __ Dehit Card Account L 1.000.00

d) Once you have correctly created this transfer, no other entries are needed. You can reconcile both checking
and debit accounts from this one transfer, because both debit and checking accounts are involved and both will
have entries that show up on their bank rec screens.

NOTE: If, while reconciling, you believe you need another entry to complete the reconcile, stop and get auditor
assistance. If you have followed the instructions so far, you should never need an additional “General Journal
Entry” or “Transfer” in order to complete the reconciliation in either checking or debit accounts. In fact, using a
“General Journal Entry” to create a “Transfer” can cause a lot of chaos in your reports.

4) Reconciling the debit card account should be done monthly without fail, so that any fraudulent charges are quickly
discovered, reported and reversed. If reported after the grace period that your bank gives (which varies, but can be as
little as 30 days), full recovery of the stolen funds may not be possible, which means your church forfeits that money.

To reconcile, you will need:
e The debit account bank statement for the month that you are closing.
e End of month “Debit Card Activity Reports” from all debit card holders, including one from yourself, if you hold a
card. (Tutorial #3530 has Debit reconciliation instructions as well)

NOTE: To save time and improve accuracy, wait until you are ready to reconcile, then enter all the debit
purchases that are on the statement at once, as part of the reconcile process. When you use this method
to enter all of your automatic and electronic payments into Jewel in the month that they were actually
paid, using the date that is on the bank statement, you will eliminate duplicates, skipped entries and
incorrect amounts. Reconciling will be faster and more accurate.

EXCEPTION: If your practice is to reconcile after closing each month because you are waiting for
the statement to arrive in the mail, you will need to enter the payments directly from the receipts
that are turned in, since it is important that they be posted to the month of the purchase.
(Reconciling after closing is not optimal. Consider reconciling before closing each month, even if
you have to go to the bank and ask for a statement.)
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5) Entering debit purchases into Jewel during the reconciliation.

Enter all the debit purchases for the month by going to “Write Checks” in Jewel. Make sure to change the bank account
to your debit card account (whatever it is called in your database) on each payment as you enter it. You do not want
these payments showing up on your checking account reconcile page. (See pro tip under #8 below)

Write
Check #: Ignore it. The
)

Balance check # will disappear
[|su|:|3 Debit Card Account | ] I 0.00 once you click the
“Electronic Payment”
box.

¥
Hometown 5DA Church
42 5 Main 5t Check # (0001

Hameatown, TH 37733 Date: Enter the exact

Date [(ETPEE posting date from the
bank debit statement.

lF'a_l,l ta the Order -:-fll +| -
\ ¥~ Amount: the total of the
Exactly Daollars

payment on the bank
statement.

M .
(ool g Good Pay to the Order Of: the

Treazurer
------------------------------------------------------------------------------------------------------------------- names on the statement

. can sometimes be
A Electronic
R Total E . .
unning 1o abbreviated, figure them
Account
| Amaunt out and enter the
correct name.

——

— B

Memo: Create a memo for each.entry, using the debit receipts that have been turned in, to describe both the purchase
and the purpose. Be specific. Use date ranges for utility bills.

Account: Post each purchase to the correct local fund.
Electronic Payment: Finish by making sure the “Electronic Payment” box is clicked.
If you have another debit payment to enter, use the “New Check” button on the right side of the screen to continue.

NOTE: If you find you have entered a check under the wrong bank account, go find that check and edit it right then. Use
the red “Previous” arrow on the right side of the screen. Don't create a second one. Fix the one you already created
before you close the month.

Instructions for editing the bank account on a check are on the next page.



6) Editing a payment’s bank account, once it has been entered into Jewel

Find the check that is
posted to the wrong
bank account.

e

Muike Electronic Fayments

Edk Chack [« Click on “Edit Check”

Using the drop down
o vext | box, change it to the

correct bank account.

Click on the “OK v” in the top right corner to save and close.

7) Tips for recognizing the transfer during reconciliation

B oo /] gﬂ o _ 4o When reconciling the checking account, look for a minus
f) ﬂﬂ'l ecan@l a Zﬁ'ﬂ@fﬁl amount in the “Deposit and Interest Earned” section of the
bank rec page that matches the transferred amount that is

n the statement. If your memo is descriptive and
consistent it will help you to recognize it.

Bank Account Balance PerBa

|Bl]l]2 Checking Account

Fecanciled Through I[N ever]

The minus deposit will act as a withdrawal as you reconcile.

If you don’t see it and you know you already created it in
Jewel, do not create a new transfer so you have something
Deposits and Interast Eamed K Mare Deposits] | to check off. Contact me for assistance so we can figure out
[111/30/23  To fund Debit account -1.000.00 J what happened.

B ) j I Pty e iy o
When reconciling the debit account, look for the transfer g ec‘?nﬁ d lﬁﬂ@@

in the “Deposits and Interest Earned” section of the bank
rec page, matching the transferred amount that is on the
statement. If your memo is descriptive and consistent it Bank Account Selenes Feren

will help you to recognize it [EIE . Det o) frsmr geinibe S
) 11/30/23
Reconciled Thra [Mever]
If you don’t see it and you know you already created it in

Jewel, do not create a new transfer so you can check it off.

p
Contact me for assistance so we can figure out what Bimetis e liieres Eaed T Mare Depc-slts...] |
happened. 111430423 To fund Debit accourt 1.000.00 J




8) Pro tip to speed up debit card entries: Before starting the debit

-]
card bank rec process, if you have a number of debit transactions @f@f[@@ @Lﬂ@g

to enter, do the following.

» Go to Maintenance/Properties/Accounts tab

Church Infa T Generaw E

» Using the drop-down menu, temporarily change the
“Default Checking Account”_from checking to the debit card

bank account, so that the electroni ments that you are Sl B SN
about to enter will all post to the debit account, without Default Depasit Account Currency |
you having to reset the bank account for each check 8001 Checking -Tnis 21+l [Eymﬁ
individual |y . ™~ [ Default Checking Account ) Regional Set
[|sum Checking - Trist. | :@
IMPORTANT: When finished entering all the debit charges, return Bemit To: ™ Useld digi

|99 Georgia-Cumberland Conference af 5 + |+ m Use’4_ i

to Maintenance/Properties/Accounts and reset the “Default
Checking Account” back to checking. Otherwise your next
remittance may post to the debit account and you will need help

to fix it.

NOTE: After the reconciliation is completed, your debit account reconcile screen should be empty. Any leftover
deposits/transfers/charges on the debit account bank reconciliation page are probably duplicates or errors. If you
investigate and find that they are, void, reverse or delete them before you close the month to keep your records
clean and accurate. Feel free to ask for assistance if you are not sure. (Tutorials #7290, 7270)

Once all the payments have been entered, reconcile the account in the usual way. When the difference is zero, click “OK
V” to finish, then click “Yes” to print the bank rec report. Attach this report and all “Debit Card Activity Reports” to the
debit statement and file in date order with the other debit statements in your “Bank Statements” folder.

For more tutorials on CREDIT, DEBIT CARDS AND REVOLVING FUNDS, see section 4500 on the gccsda.org auditor webpage.

This information has been brought to you by the Georgia-Cumberland Conference Audit Team
Created by Linda McCabe. Edited 8/25/2025
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