
MDS Quick Guide:  

 

Using your Credit Card as a Bank in MDS Vs. Using the A/P Transfer System 
Djf 4/13/18  

MDS offers multiple ways to handle credit card payments to vendors. Our preferred method is our A/P 

transfer system because it allows you to see open transaction history with a vendor and show the 

transfer to a new vendor for the credit card.  However, some customers prefer setting up credit cards as 

a bank in the MDS System. This Quick guide will explain the setup of the bank, paying vendors via credit 

card, and reconciling your credit card payments using the MDS Bank reconciliation module.  

 

Before we begin, you will need to have two banks setup (at a minimum, you can have more) and you 

must have an account setup for credit card transfers. This account will be a place holder account to 

allow you to record payments to the credit card, the balance should be zero typically however due to 

timing of the entry the balance would show the amount open to be paid to the credit card vendor.  

 

In our examples below:  

Bank 500      STANDARD BANK         GL# 01-1050 

Bank 600      CREDIT CARD BANK     GL#  01-1060 

Transfer account GL# 01-1070  (optional if you want to record payments as a deposit) 

(your numbers will likely be different)  

 

 

 

 

 

 

 

 

 



 

Step 1. Setup a bank for your credit card  

This will require a bank general ledger number to be setup, this can be created by entering a new 

opening balance. Typically, when starting up on the MDS system, you would enter the amount open on 

your credit card as of the last statement. This is the amount you would be paying normally.   

PLEASE NOTE THIS AMOUNT SHOULD BE A NEGATIVE AS YOU WOULD OWE THIS TO THE CREDIT CARD 

 

 

Note the Bank general ledger number needs to be setup prior to creating the bank record.  

 

 

 

 

 

 

 

 

 

 



Step 2. Using the accounts payable system enter vouchers for your vendors/products/goods to record the 

invoices you have received.  Note for inventory items you would likely match them to receivers and 

purchase orders.  

Make sure to choose the credit card bank your setup in step 1 for payment (in our example bank 600)  

 

 

 



Enter the appropriate G/L distribution for the lines for inventory vendors you would need to match to a 

po and receipt if you have the GL setup as an inventory type.  

 

 

In our example are just paying to a misc. code.  But this is the normal process for paying vendor invoices.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3. Recording CC payments to vendors    

Using the standard cash disbursements screen (or a/p washout) record the payments you made on your 

credit card.  If multiple invoices were paid you can combine them into a single payment or you can 

create separate payments for each vendor.  

 

 

Note: make sure to select the credit card bank.  

Select all the vouchers/invoices you have paid for this period.  

Once that is done – you will run a check print but do not have physically print the checks unless you 

wanted a hard copy. The system will create a pdf copy automatically. This will record the payments 

against the vendor and show them as paid via credit card.   

 

 

 

 

 

 

 

 



Step 4. Credit Card Check Run 

Run a standard Check print for the credit card bank – in our example bank 600  

 

 

Once the checks have printed accept them and move on the next step which is to record the payment to 

your credit card company.  

 

Step 5. Recording your payments to the credit card company.  

In our example we have a vendor called Amex that we will be paying via a check however this check will 

be from our real bank 500 and will use a physical check. If you are paying online or via ACH you can use 

the ACH module or enter the checks using washout entry.  

We will need to get the statement from the credit card at this point.  

Example below: 



 

The outstanding balance is what we will be paying eg (507.35)  , this may not match up with all the 

outstanding checks we have cut as they may be part of a prior period, so typically you would reconcile 

the last payment with the prior months activity.  (we will be using 3300.00 as our payment out lower 

down as this was just an image used for illustration.)  

 

 

 

 

 

 

 

 

 

 

 

 



Step 6.  Recording the payment to your credit card vendor.  

When entering the payment for his vendor you want to have it come out of real bank 500, not the credit 

card bank 600. However, we want to record the payable against the transfer account we have setup.  In 

this example 01-1070 – IF YOU DO NOT WANT TO ENTER THE PAYMENTS AS DEPOSITS YOU CAN CAN 

JUST USE THE BANK GL FOR THE CREDIT CARD BANK AS THE GL# IE 01-1060 

So, we can then take that amount and use it during the bank reconciliation.  

 

 

Note the payment bank is 500 in this example – where we will cut a real check from.  



 

Note that we are using the G/L setup for your transfer account as the offset here – example 01-1070  

IF YOU DO NOT WANT TO ENTER THE PAYMENTS AS DEPOSITS YOU CAN CAN JUST USE THE BANK GL 

FOR THE CREDIT CARD BANK AS THE GL# IE 01-1060 

Once the Voucher is entered you would pay it as part of your normal check runs and pay the Amex bill.  

In our example we entered some invoices in the current period, but we are paying the 3300.00 because 

that was the open amount from the last credit card statement we have. So, we will reconcile the 

invoices we entered last month to the 3300 we paid this month.  NOTE THE FISCAL PERIODS as they do 

not typically match up.  

 

 

 

 

 

 

 

 

 

 



 

Step 7. Now that we have recorded our checks and payments we want to show the money coming into to 

bank 600 from bank 500 to do that we use the miscellaneous cash option of cash entry. This is because 

it’s not directly tied to a customer.   

IF YOU DO NOT WANT TO ENTER THE PAYMENTS AS DEPOSITS YOU CAN CAN JUST USE THE BANK GL 

FOR THE CREDIT CARD BANK AS THE GL# IE 01-1060 DURING VOUCHER ENTRY AND SKIP THIS STEP 

 

 

 

Note we manually enter the amount in fields 7 and 8 to record the amount we will be paying the credit 

card company. When it asks for a customer just click ok/end and a prompt will come up to enter the 

miscellaneous cash.  



 

Hit return or enter/ok to continue  

 

 

 

Choose option M to enter the GL code in this case the transfer account (01-1070)   



 

 

Enter the GL code, a description and the amount – in this case I made note it was the April payment  

Click ok/end to have it accepted  

And run the daily cash register to have to recorded into the general ledger.  

(note depending on your options, it may not update until the end of the day.)  

 

 

 

 

 

 

 

 

 

 

 

 



Step 9. Viewing and Clearing your Credit Card Statement from the Bank Reconciliation Screen 

 

 

Enter your credit card bank and bring up the credit card statement details  

The bank closing balance does not matter in the case since it’s a credit card bank, so you can enter 0.00  

The g/l close balance will show you the total outstanding items in this case we have 1 check for 1000.00 

that has not been recorded as we cut it today/paid the vendor via cc today and it’s not due until next 

month.  

The first page will show you the CC batch we created to record the payment to the credit card company  



Verify it shows correctly on your statement and click the Clr column to clear it.  

 

 

The Click the checks button at the bottom of the screen and match up all the charges on the card.  



 

 

In our example about the 1000.00 was not on the card yet – so we will leave it until next month  

Outstanding payments and charges (checks) will show in the bank reconciliation until manually cleared.  

 

If you have extra fees from the credit card for late payments, interest etc.  OR  if you don’t want to enter 

a voucher for all the vendors you paid  – you can just enter them as a journal entry here as well.   

PLEASE SEE NOTES AT THE END OF THIS DOCUMENT  - AS A REMINDER  

FEE’S OR CHARGES ON THE CARD WOULD NORMALLY BE ENTERED AS A NEGATIVE JOURNAL ENTRY.   

Record them using the JRL Entry button.  

Use a GL code for the fee’s the offset will be the bank.  

Note: you may have to wait until the end of day for the update to be recorded into the financials.  Or 

you can run the option to update your entries without running the EOD process. 

 

 

 

 

 

 



 

 

 

 

Step 10. Final Clearing and updates:  

 

 

Once you have cleared both the checks and cash batches (payments and charges on the credit card)  

You should have an Ending Calculated balance of the current amount due on the card (assuming you 

paid off in full)  

 

And you can click ok/end to accept.  

To save your changes and clear these records so they do not appear on the reconciliation screen again  

Run the “Cleared and Outstanding Items Report” to update the reconciliation screen.  



  

Once you click ok/end it will prompt you to verify you want to clear all the transactions you have flagged 

and generate a report for your records in capture.  Y*** is needed to clear the transaction – and as 

noted once you do this you cannot go back and make changes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



This process is an alternative to the more streamlined A/P transfer system.  But allows you the 

flexibility to update and view your credit card in the manner you wish.  

Some notes:  

 

1. for a standard bank  

• balance in bank is a positive number  

• checks are treated as negative but show on screen on positive (subtracted from bank as they go 

out)  

• deposits are treated as positive and show on screen as positive and are added to the bank totals 

as it's cash coming in  

• Journal entries will show as negative and positive depending on what they are - a bank fee might 

be negative as it's paid out or an interest amount might be positive as it was earned (assuming 

interest bearing checking account)  

2. for a Credit card Bank  

• balance in bank is a negative number  

• checks are treated as negative but show on screen on positive (added to bank as they go out) - a 

negative and negative is an positive  

• deposits are treated as positive and show on screen as positive and are added to the bank totals 

as it's cash coming in (since they are positive for a credit card bank it will reduce the amount in 

the bank instead of adding ie reducing what you owe on the card..  

• Journal entries will show as negative and positive depending on what they are - a credit card fee 

might be negative as it's paid out est amount might be positive as it was a credit like a returned 

item where they put the money back on your card. 



At any given point should you wish to see the outstanding charges on the credit card you can YOU THE 

G/L history inquiry, enter all periods, all transactions 

 

 

 

 

Should have any questions please feel free to reach out to 

 support@tshinc.com or call us at 1-973-777-8050  

 

mailto:support@tshinc.com

