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PACE Reconciliation Instructions

Each month you will receive a statement from PACE. It will look like this:

Paga 10l 1
Merchant Statement ’
PACE PAYMENT SYSTEMS, INC., Processing Manth August 2022 B316
40 BURTOM HILLE BLVDy, SUITE 415
MASTIILLE, TH =re Merchant Number. S
Association Number: 524500
Rioading Mumber: wood I
Deposit Account Number: xxu-
VISALLA UNIFIED SCHOOL DISTRICT
ERIC HENSON
5000 W CYPRESS AVE bl i
VISALLA CA 83277-8300 350
Plan Summary
Number MNumbear af Discount Discount
an of Sades_ Sales Amownt Credits Credit Amount  Net Sales Average Ticke! [0} % Due
s 10 330,20 [ih] 00 330.20 302 03500 29900 13aar
AasterCand i1 165812 i1H] jiH 156012 25.85 0.3500 28900 6,74
\MEFiCan Express 00 L] of oo 00 a0 03800 25900 fe]
Sescaver Cash Ade i) 00 al .o oo (1]K] 0.3500 2099040 .ol
Narover 0a .00 ] i) i3] 00 03500 25904 R
Jabit ] 100 1) .00 Ao 0o (000 0l
* 16 455,32 1] 00 48532 3033 20.11
Depaosits
Reference  Transaction Plan MNumber of Discouwnt Mizf
lay Number Description  Description Sales  Sales Amount  Credit Amount Pal Deposit
2 BOOI1012311 Daposit Al Card Typas o 28 00 (i) 31,28
] GOGO102E132 Dapasit A Card Typas o 41.508 00 .00 41.59
-] SO0 038651 Daposit Al Card Types o1 G2 0o 00 2.
7 SO0d1048516 Dapasit &l Card Types o3 10415 Aan Ry 10415
] 0001050788 Dwposit A Card Types o2 5228 00 0a 52.25
2 0001063585 Depasi & Card Types i) G2 56 ] 00 62.68
2 o0o010TeoYT Dapasil Al Card Types o1 328 oo 0d 31.24
“ SOOA1010005 Daposi 2l Card Types o 11K i) oo i} §0.00
a3 20001 020006 Depasit Al Card Types o1 30,00 Lil1] 00 30,00
a0 SO0 10XI00T Depasil & Card Types o1 10.00 A0 Da 10,00
'ppogil Tolals 16 48532 00 S 485,32
Adjustments
‘ransaction  Reference Trangaclion Pian Numlbar of Dizcaunt
Jay Mumbor Descrption Dascription~ Sales  Sales Amount  Credit Amount _Paid Saffied
a 2ITMEZI00  Adjusbnenl 0a =500 0o i3] =500
] SATANEZI00Z Adjustment ] 500 00 a0 =500
2] Z3TI623001  Adjustment 0o 31.28 00 Ln] 128
9 FATNGZIO0E  Adustment 0 41.55 oD A0 41.58
il 2ITIE241I6  Adjustment o 00 E2H a0 00 2.0
\djustmant Totals a0 128.08 oo .0 125.08
Fees
Jount Amount Rate % Rede Per ltem  Descripfion B Fees Paid Todtal
Jther Fees:
- Manthly Mainterance Fes - o0 500
Total Other Feas: 3.00
Total Fess Due: 580
Discount Due 20,11
Feas Dua 5.00
Arnount Deducted 2511
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PACE Reconciliation Instructions

STEP 1 — PRINT DEPOSIT HISTORY FOR CC BATCHES

Login to ASBWorks and access your deposit history

0,

% Receipts
» Deposit History

Print the deposits that occurred within the statement month by clicking on the printer icon next to the deposit. (If
a deposit occurred on the last day do NOT print that one. It will be on the following month statement.

Memo Checks Cash Total Actions...

08/31/2022 | CC Batch ID 801686 0.00 10.00 1000 Q &
|
08/25/2022 | CC Baich ID 794453 0.00 30.00 3000 Q&

Generate Report

Report Format PDF  ~

Include Detail?

e

Click Generate and Print

STEP 2 — RUN A CREDIT CARD GL SUMMARY REPORT

In ASBWorks access the report:

R/

*%* Reports
» Account/Transaction Reports
= Credit Card GL Summary

Print a Credit Card GL Summary report for the month that is being reconciled.

IMPORTANT NOTE: Statements from PACE actually run 1 day later than the beginning and ending date. Example:
August Statements 8/1/2022 through 8/31/2022 would really be for transactions occurring from 7/31/2022
through 8/30/2022. So, you will need to make sure you adjust the dates accordingly!

Credit Card GL Summary

Date Range  Last Monih v
Start 07/31/2022 =
End 08/30/2022 =
source Al .
SortBy (UName (@Number

Report Format PDF ~
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PACE Reconciliation Instructions

Print report and set aside.

STEP 3 — RUN A POS CARD TRANSACTION REPORT

In ASBWorks access the report:

R/

+» Reports
» Account/Transaction Reports
=  POS Card Transaction Report

Run a POS Card Transaction Report for the month that is being reconciled (See step 2 regarding dates). When you
create the report make sure to select Excel as your format.

POS Card Transaction Report
Date Range Last Month v
Start 073112022 =
End 08/30/2022 =
Batch Number
Transaction Number
Report Format EXCEL ~
Create Report
Open the excel file and save it.
When excel opens it will ask you the following:

| The file format and extension of 'Point of Sale Card Transactions - 07_31_2022 - 08_30_2022.xls' don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it
anyway?

Yes No Help

Click Yes.

Also, click on Enable Editing at the top of the excel file:

o PROTECTED VIEW EBe careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View., Enable Editing

Click File and Save As - choose your location and save it.

On the Data ribbon click on the funnel picture to activate the filter:

View Help DYMO Label ACROBAT Q

£ Queries & Connections a4 Z A
3 .

g Refresh Z| Sort Filter _ T

VUSD|2022 Page |4



PACE Reconciliation Instructions

Click on the arrow next to the Date column and select “Sort Oldest to Newest”

V o
V o

Make sure you select any cell within the excel spreadsheet that contains data.
Select “Subtotal” from the Data ribbon:

Data Review View Help DYMO Label ACROBAT Q Tell me what you want to do

|—|r’:? = Queries & Cannections a B Clear E’E E\ E_)g \é E"D m ’j\? gl —) (—% %

. TezReapply i
Refresh zl Sort Filter Textte Flash  Remove Data Consolidate Manage What-If Forecast Group Ungroup Subtotal
All- ToAdvanced | Columns  Fill  Duplicates Validation « Data Model  Analysis=  Sheet - -
Queries & Connections Sort & Filter Data Tools Forecast Outline

Make sure the following selections are made and click OK

Subtota ? >
At each change in:

|Date W
Use function:

Sum e

Add subtotal to:

[ ] Date
DReceipt-ﬁ'
|:|Transacticur1 #
[ ]Batch =

Replace current subtotals
|:| Page break between groups
summary below data

Eemove All Cancel
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PACE Reconciliation Instructions

Click print and make sure you change the scaling to be “Fit All Columns on One Page”

—I

|:| Letter .
8.5"x 11"

@ Custom Margins -

3 e FitAll Columns on One Page
(1) -
™ Shrink the printout so that it...

Page Setup

Click print and set aside. Save the file for backup.

STEP 4 — RUN A WEB STORE BATCH REPORT

In ASBWorks access the report:

R/

+» Reports
» Account/Transaction Reports
=  Web Store Batch Report

Run a Web Store Batch Report for the month that is being reconciled (See step 2 regarding dates). When you
create the report make sure to select Excel as your format.

Web Store Batch Report
Date Range Last Month v
Start = 07/31/2022 =
End  08/30/2022 =
Batch Number
Transaction Number
Report Format EXCEL v
Create Report
Open the excel file and save it.
When excel opens it will ask you the following:
flicrosoft Exce #

| The file format and extension of 'Point of Sale Card Transactions - 07_31_2022 - 08_30_2022.xls' don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it
anyway?

Yes No Help

Click Yes.

Also, click on Enable Editing at the top of the excel file:

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
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PACE Reconciliation Instructions

Click File and Save As - choose your location and save it.

On the Data ribbon click on the funnel picture to activate the filter:

View Help DYMO Label ACROBAT

T Queries & Connections 4| 718
2 2l :
Z

q Refresh Z| Sort Filter

Click on the arrow next to the Account # column and select “Sort Smallest to Largest”

p

Vo

Make sure you select any cell within the excel spreadsheet that contains data.
Select “Subtotal” from the Data ribbon:

Data Review View Help DYMO Label ACROBAT Q Tell me what you want to do

|—|r,:? [ Queries & Connections 8] Y ;;:Oear E"é E\ E_)g ?é E"D m ’j\? gl -) (—% %

Reappl!
Refresh zl Sort Filter b7 Textto Flash Remove Data Caonsolidate Manage What-If Forecast Group Ungroup Subtotal
All- ToAdvanced  Columns  Fill  Duplicates Validation - Data Madel ~ Analysis~  Sheet - -
Queries & Connections Sort & Filter Data Tools Forecast Outline

Make sure the following selections are made and click OK

Subtota ? *

At each change in:

|Acccuur1t# w
Use function:

|5um w
Add subtotal to:

DTransaction # s

DAccount Mame

®damount

Replace current subtotals
|:| Fage break between groups
Summary below data

Eemove All Cancel
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PACE Reconciliation Instructions

Click the cell next to the words “Grand Total”

4015 Total
Grand Total

On the Home ribbon click on the arrow next to “AutoSum” and select Count Numbers

Make sure all the numbers in the column for the 4*** “PACE WEB STORE CONV FEE” account is selected:

Click the Enter key on your keyboard.

Click print and make sure you change the orientation to Landscape and the scaling to be “Fit All Columns on One

Page”

=
[]
=0

> '

—_—

=

Landscape Orientation -
Letter

-
8.5"x 11"
Custom Margins -

Fit All Columns an One Page
Shrink the printout so that it...

Page Setup

Click print and set aside. Save the file for backup.
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PACE Reconciliation Instructions

STEP 5 — RECONCILE DEPOSITS

Compare the deposit section of your PACE Statement to the CC Batch “Deposit Journal” reports from deposit

history and the totals by each day listed

on the POS Transaction report.

Deposits
Reference  Transaction Pian Number of Discount Net
Jay Number Description  Description Sales Sales Amount  Credit Amount Paid Deposit
2 90001012311 Deposit All Card Types 01 31.28 .00 .00 3128V
5 90001025132 Deposit All Card Types 01 41.59 .00 .00 41.59
6 90001039651 Doposit All Card Types 01 62.21 .00 .00 62.21
7 90001048516 Deposit All Card Types 03 104.15 .00 i 104.15
9 90001050788 Deposit All Card Types 02 52.25 00 52.25
2 90001063885 Deposit All Card Types 02 6256 .00 62.56
2 90001079917 Depaosit All Card Types 01 31.28 00 31.28
‘4 90001010005 Deposit All Card Types 03 60.00 .00 60.00v"
5 90001020006  Deposit Al Card Types 01 30.00 .00 ’l\so.oo
il 90001030007 Deposit All Card Types 01 10.00 .00 10.00
Deposit Journal from CC Batch(s) in Deposit History:
High School Deposit Journal
L]
Eh 08/12/2022
Recelpt Totals
otal Checks 0.00 Total Checks 0.00
otal Cash 31.28 Total Cash 31.28
$ 328 Total $ 31.28
Checks o Number of Receipts 1
[C Batch ID 777105
POS Card Transaction Report:
8/23/2022 Total 60.00
af24/2022 321 8bbd9842ef33463db4630bf5447db122 30.00
8/24/2022 Total 30.00
af30/2022 357 54e82323a7d04764862f194c05e0c6e0 10.00
10.00
2/30/2022 Total

You should be able to match all deposits listed to one of these two places. If a deposit amount doesn’t match you

will need to login to your PACE Insite account to research it further. (Hint: also pull your daily closeout if needed to

compare credit card receipts to transactions).

VUSD|2022
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PACE Reconciliation Instructions

STEP 6 — COMPLETE PACE RECONCILIATION WORKSHEET

This is what the spreadsheet will look like:

Statement Month

July—zﬂzz‘c I

% Grand Total: 100%

Web Store Other Adjusted H#of Rounding
ACCOUNT _GL Rpt Total _Adjustment Adjustments  Total % of Total 35FEE 2.99% Adjustment TOTAL
2% 1.00 o 1.00 100% - 0.03 5 0.03 ITHLY SERVICE CHARGE 3 5.00 Manual Check Entry for Charges:

- 0% - - e s - Acct# Amount Account Total for Entry Description

- 0% - $ ASB \\: 7+ $ 250 2§ 2.50 Manthly Fee
0% S Athletics TEEEE § 250 2% § 2.50 Monthly Fee
0% s Total: § 5.00 4=== 5 1.00 CCCharges
0% E 2% g (0.59) CCCharges
0% s Discount Due 4 0.41 $ - cCcharges
0% $ Reconciliation Totals ~ $ 0.41 9 $ CC Charges
0% s Difference $ 5 CC Charges
0% S S CC Charges
0% s Total Transactions 1 e $ CCCharges
0% S Less WS Tranactions 1 s CC Charges
0% s Remaining 5 CC Charges
0% s S CC Charges
0% $ Pace WS Convenience Fee Acct: | $ CC Charges
0% s WebStore Account g7 @ $ CC Charges
0% s Amount from GLRpt % 1.00 s CC Charges
0% S Adjustments S - S CC Charges
0% s Adjusted Total: s 1.00 $ CCCharges
0% S # of Transactions 1 S CC Charges
0% s 0.35 Charge s 0.35 s CC Charges
0% S 2.99% Charge S 0.03 S CC Charges
0% S Adjust Rounding S 0.62
0% S Webstare Total $ 1.00 Total Entry S 5.41
0% s Amount Deducted S 5.41
0% s Difference S
0% 5
0% $
0% s
0% $

1.00 - - - - -
PACE Reconciliation «

You will only be updating the data in the Yellow highlighted cells.
o Update the month and year.

QMontth Service charges will be split by ASB and Athletics accounts as they produce the highest revenue.
Update the account to be your sites ASB and Athletics accounts.

eUpdate the “Discount Due” and the “Amount Deducted” from the PACE statement

Number
of Sales
Discount Due 20.11 10
Fees Due 5.00 086
Amount Deducted 25.11 gg
00
00
QUpdate the “Total Transactions” from the number of sales listed on the PACE Statement: 16
9 Use the Credit Card GL Summary to list each account and their amount. Make sure to not
Include the “PACE WEB STORE CONV FEE” here. You will add this information in step 6.
Account Numbee Account Name Amount
2300 ASB $ 300000
2526 PE 140,00

awrs PACE weB STORE CONY FeE 55

@ Use the Credit Card GL Summary to enter the WebStore Account number and the “Amount from GL Rpt”

Use the Web Store Batches report to update the “# of Transactions” this is the data we entered next to the Grand

Total

4015 Total
11.00 Grand Total

VUSD|2022
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PACE Reconciliation Instructions

e Use the Web Store Batches report to update Web Store Adjustment column

For each account listed on the report you will enter the total for that account as a negative adjustment in the

webstore adjustment column.

PRI TS RICRVV]

2300 ASB 30.00
I 2300 ASB 60.00
2300 Total 240.00 | |

Web Store
WCCOUNT GL Rpt Total Adjustment
2300 300:66— (240.00)

9 If your “Difference” is off by a few cents it would be due to a rounding issue. You will need to adjust one of

your clubs by a negative amount of the difference.

BEFORE ADJUSTMENT AFTER
RETOTICIITELON TOES 3 935 hﬁ Adjustment 7| preserermooTTrTTE—— =
Difference 5 (0.20)] fo {0.20) & ||Difference 5 -

QEnter each account listed on the GL report (Except! The web store convenience fee account)

One all information has been entered correctly into the reconciliation worksheet your “Difference” cells should

both equal zero! (0).

INTLUIICini@auIwn iwvwalrs w eV L L AITIJUTNL euuLLeu "-', Lt 1L
I Difference 5 - Difference 5 -
Example of reconciled worksheet:
PACE MONTHLY RECONCILIATION
|.5}tatem ent Month ALgLst—E]11|
% Grand Total: 100%
web Store other adjusted #of Rounding

ACCOUNT GLRpt Total Adpsment Adpsments Total %ofTotal Transactions 3sFeE  209% Adpstment  ToTAL
2300 330.00 |1.‘-D.DD: 60,00 a0% 3.00 106 179 5 I
2300 130,00 [LD0.00) 20,00 A0% 2.00 [+ 1) 120 £ 190

- o - - - g -

o% - 5 -

o - s -

ok - s -

ok - s -

ok - s -

ok - s -

ok - s -

o - s -

ok - s -

o% - 5 -

ok - s -

ok - s -

ok - s -

o - s -

o - s -

o% - 5 -

o% - 5 -

ok - s -

ok - s -

ok - s -

o - L

o% - 5 -

ok - - - s -

ok - - - s -

o - - - s -

o% - - - 5 -

o% - - - 5 -

470,00 [370uD0]) 5 175 051
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PACE Reconciliation Instructions

MONTHLY SERVICE CHARGE 5  S.0D nanual Check Errtr!,rfnr Cha.rgE:
AoctH Anaunt Account Total forEntry  Description
ASE FLL 5 25D FIa] 5 250 haonth "y Fee
Athletics FAk 5 250 Fiaah 5 250 Naonthly Fee
Total: &  5.00 gAee s 1532 CCCharges
AL 0.06 CCCharges
D4 5o unt Due 5 2011 2300 = 2.8 CCCharges
Recondliation Totas 5 2011 23 = 1.80 CCCharges
Difference 5 - 4 - CCCharges
s - QCcCharges
Total Transactions 16 5 - CCCharges
Less WE Tranactions 11 5 - CCcCharges
Remaning 5 5 - CCCharges
= - CCcCharges
Pare WS Convenience Fee ACCt: 4 - CCCharges
WiehStore Account g 4 - CCcCharges
Amaount from GLRpt = 1532 5 - [CCCharges
Adjustments = 370,00 4 - CCcCharges
Adjusted Total: s 38532 s - QCcCharges
# of Transactions 11 4 - CCCharges
035 Charge 5 3.E5 5 - CCcCharges
2.55% Chargs 5 1152 5 - CCCharges
Adjust Rounding ) [ouos)
Wighstore Tota 5 1532 Total Entry 5 25.11 %
Armeunt Dedwched = 2511
Difference = -

STEP 7 — ENTER MANUAL (CHECK) ADJUSTMENTS

In ASBWorks access the Write New Check module:

«*» Checks
» Write New Check

Use the “Manual Check Entry for Charges” located on your reconciliation worksheet to enter a new manual check.

®,
o

Bank Account = Select your Primary Account
Payment Date = The last day of the month you reconciled
Payable to = PACE (If not done so already you will need to set them up as a Vendor)
Amount = Total Entry Amount %
Handwritten? = Check this box
Check No. = (will be the last date of month being reconciled MMDDYYYY) Example “8312022”
Memo = Monthly CC Charges [Month & Year] Example “Monthly CC Charges August 2022”
Expenses = Enter each account and amount listed under the “Manual Check Entry for Charges” located on
your reconciliation worksheet.
* GASB OBJECT CODE =5800
*  Memo under expenses =
» Monthly CC Fee M/YY (Example: Monthly CC Fee 8/22) — This is for the $5 monthly fee split
» CC Service Fees M/YY (Example: CC Service Fees 8/22) — This is for the other charges.
» Click Save

5

%

e

8

5

%

X3

8

X3

¢

7
°

X3

*

oo

00

B

Once saved click on “Find Check” located in bottom right of “Write New Check” module, find the check you just
entered and print a copy to attach with statement and backup.
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PACE Reconciliation Instructions

Example of manual check entry:

Bank Account
CHECKING

Payabie To
PACE

Mailing Address
PACE

Memo

Manihly GC Charges - Augus! 2027

¥  Expenses
Number Name
4015 PACE WEB STORE CONV FEE
2300 Ash
2826 PE
2300 AZB
2547 ATHLETIC:
i Expense Bem

> Inventory

> Notes

VUSD |

2022

GASE Code

05-0000-0-0000-0000-S800
0E-0000-0-0000-0000-5500
06-0000-0-0000-0000-5800

0E-0000-0-0000-0000-580C

Fundraiser

Fayment Date
08312022

Amount
$ 251

Handwritten?
Check No.
B312037

Meme

CC Senvice Fees 822

CC Senvice Fees 8722
1 cC Service Fees 822

Montly CC Fee 622

Monthly CC Fee B/22

]
Total: $26.11
Amount
$15.32 B
$269 |
51.90 a
$2.50 -]
$250 [ N
50.00 [ ]
Total: $0.00
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