What is Credit Card?
Credit Cards are used by employees for travel and business expenses.  Files are uploaded from the bank on a daily basis.  You can reconcile your statement at any time but you should only finalise your statement once a month (see Create Statements).  
Invoices, receipts and any supporting documentation must then be scanned and attached to the statement in NS Financials.  What you do with your original documentation after you have attached them is up to you, they are not required by Finance.  

Failure to reconcile could result in the credit card being cancelled.
Step 1: Reconcile Statement
Access the Main Menu and go to Credit Card.  Select Reconcile and then Reconcile Statement.  Select the statement of the person you wish to reconcile.

When you search the Reconcile Statement menu you will only see the cards you have been attached to as the Reconciler.
Step 2: Enter Business Purpose
Select the line you wish to reconcile and select a Business Purpose that matches that line. 
Step 3: Enter Expense Type
Select an Expense Type that matches the line.
Step 4: Adjust GST
[image: image1.bmp] If you have a line with a portion of the receipt GSTable and a portion GST free you will need to split the line.  To do this select the line, enter the “Business Purpose”, “Expense Type” and “Comments” then select the “Split Line” hyperlink at the bottom of the page.  Enter a “Description” and the amount for the first line and press the “+” icon and enter a “Description” and “Amount” for the second line and select the “OK” button. This will split the line into two lines, you can then go into the GST of the GST free line and change it to “FRAO”. You split lines in the same way when you want to split a line across multiple chartfields.

Step 5: No Receipt

If receipts have been lost you should tick the “No receipt” checkbox and change the VAT code to NIAO.

Step 6: Comments
[image: image2.bmp]  Click on the Comments icon and add the three lines of comments required (these are listed in the Comments Header).
Step 7: Enter Chartfields
All the transactions on your statement will be assigned with your default chartfield (which you specified when you applied for the card).  You only need to adjust the chartfields if you are going not going to be using your default chartfield.  Otherwise, you can skip this step.

[image: image3.bmp] Click the Distribution icon and enter the Fund, Department, Program, Class and Project ID for this line.
Step 10: Upload Attachments
After you have reconciled your transactions for the period and before you create the statement you should scan all your supporting documentation and attach them to your statement.  You do this from the Credit Card Attachment menu.
Step 11: Create Statements

You will receive a notification when the statement period is complete and you can create your statement.  Once you have validated all lines, attached your supporting documentation and nominated an approver you can click on the create/attach statement button from the Credit Card attachment menu.
Step 12: Approval
You are now ready to submit your statement for approval.

There are three levels of approval:

1. Cardholder approval
If you reconcile your own card the status will go directly to Self Approved when you submit your statement for approval, however if someone reconciles your card on your behalf you will receive a request to approve
2. Reviewer approval
If your supervisor delegates the checking of the supporting documentation and accounting to someone else to review you are required to enter their name into the reviewer field before submitting for approval.  If this field is blank this step is skipped
3. Supervisor approval
Once all other approvals have been performed the supervisor will receive a request to approve.  
Approval can be performed online using the email received or (if you have access to NS Financials) you can log in to approve from your worklist.  This is useful if you are responsible for approving multiple cards.

Personal Spend Items

If you find personal spend items on your statement you must reconcile them with the expense coded to Business Purpose "Private Expend" and the Expense Type "Private Expend".
Note that the system will code all private expenditure to your business area using the GL account 7573 and a VAT code of EXAD, please do not change this.

The cardholder must refund UNSW by paying the amount directly into their credit card (L20 forms are no longer used for this purpose).

You can do this at any Westpac branch or by using BPay (Biller Code 5181) and quoting your credit card number as the reference
Disputes
· To dispute a transaction you must complete all the information necessary and approve the line.  You can then select the “Disputed Transactions” tab.  Enter the amount you are disputing in the “Dispute Amount” field and enter “In dispute” in the “Description” field. Return to the “Transactions” tab and “Save” the record. 

· The UNSW Card Administrator will run a report to identify all Disputed Transactions and apply to Wespac Card Services for a Disputed Transactions Determination.  If it is found to be an incorrect charge Wespac will reverse the charge.

· You will be notified if you have been successful in Disputing a Transaction and if so you must record this outcome against the Disputed Transaction. 
You will need to:

· Navigate to “Review Disputes” and check the Credit Collected Checkbox, signifying that a credit has been received from the bank.
Workflow e-mails
Workflow Emails:

There are several emails that are distributed:

Reconciliation

Reminder workflow emails go out at the following intervals:

· 21 day reminder email 

Statement 

· When Statements are ready to be created you will receive an e-mail. 

· If your statement is overdue you will receive an e-mail.

· If there are documentation issues (i.e., missing receipts) you will receive an e-mail.
Where to get help

Please visit the credit card section of the Finance website for all information about Credit Card.

Contact the Finance Help Desk if you need assistance or have any questions at financehelp@unsw.edu.au or call x53330.
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