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Configuring Internal Credit Cards
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This guide explains creating internal credit cards. It is intended for advanced users.

Before you can use corporate credit cards for payments in the various modules, you must
enter the credit card as a GL account and configure related team member records.
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Enter the GL Accounts

Each internal credit card must have a liability account. The credit card must be tied to a
vendor, which is the credit card company you will pay for credit card charges (e.g. Visa or

American Express).

1. From the Main Menu, go to Accounting > GL Accounts > New.
2. Enter the appropriate header account information:

o Record Type - Select Detail
o Header Account - Select the correct credit card header account

o New GL Account - Enter the new account number and name
o Bank Account - Ensure this preference is enabled
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Record Type

0 Root Header () Header ® Detail
Header Account

2150 Credit Cards

New GL Account:
2158 John D - AMEX

Bant Accountt cancel [

3. Select Create New Account.
The record will appear in the GL Account list view under the header account you
selected.
4. Go to the new account detail view and select Edit.
5. Confirm the following preferences are enabled:
o Credit Card — The card will appear in the appropriate aACE dropdown lists.
o Bank — The card is a source of cash and will be reconciled.

‘'soe GL Accounts a’
GL Account: 2158 John D - AMEX ACTIVE @

Detail Account Notices ) Tasks (% Emails N Docs @

General Info Cash Credit Card Bank Statement History
Header Account > Hes Date Status Book Balance Rec Error

2150 | Credit Cards @ Liabilities
Cash Flow Section Vendor > Account Balance
Q 0.00 -

Monthly Activity Check Register

Timeframe Amount

120 120
Gt 25 ol 110 110
> Feb 26 0 100 100
> Jan 26 0 % o
> Dec25 0 e 0
> Nov 25 0 20 0
> Oct 25 0 & P
> Sep 25 0 50 0
> Aug 25 0 %0 0
> Jul25 0 30 30
> Jun 25 0 20 20
> May 25 0 10 10
> Apr25 0 ) 0

Mar25  Apr25  May25 Jun25  Ju25 Aug25 Sep?5 Oct25 Nov25 Dec25 Jan26  Feb25  Mar26

g * Limit-To Office Q Cancel m )
6. Select avendor in the Vendor field.
7. Select Save.
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The credit card will be available in the credit card dropdown list for payment dialogs in

various modules.

Purchase Orders

Apply Payment
Payment Date 03/16/2026 |

Amount Due 149.85
Credit Available 0.00
Payment (Amount or Percent)

Balance after Payment 0.00

Payment Method @ CREDIT CARD () CASH () CHECK () WIRE

Credit Card Allen W - AMEX Disbursement Notes

Approval Code
|:| Payment is a Deposit

Cancel Apply Payment

Configure the Team Member Records

You must assign the new credit card GL account (e.g. John B—AMEX) to the team member
record before the team member can specify credit card and personal expenses during the

expense enVQIOQe ProCesS (https://aaceé.knowledgeowl.com/help/working-with-expense-envelopes) .

From the Main Menu, go to Internal > Team Members.

Use the Quick Search bar to locate the team member record.

Select Human Resources, then select Edit.

In the Compensation Setup section, select the Credit Card Account field and select the
appropriate credit card account.

5. Select Save.
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