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EBAY MANAGED PAYMENTS TASK -Guide for admin team 
 

Matt  17 /11  
Just need t action  and clear credits i think 
Guide for that ??? 
Might need to sort paypal account first as some refunds done in paypal  
   
================================================================= 
 
This is task of reconciliation of payments received from ebay each day  
 

SET UP  
 
ADMIN TABLE- MANAGED PAYMENTS TRANSACTIONS  You will need edit access to to this table if doing this task  
 
EBAY MANAGED PAYMENTS SHARED TABLE SUMMARY 2021.  You will need edit access to to this table if doing this task  
MUST HAVE ACCESS TO JJ EBAY ACCOUNT AND ANZ ONLINE BANKING 
HAVE PINNACLE SCREEN VIEW OF CUSTOMER BALANCE SO CAN EASILY FIND TRANSACTIONS -  
(Accounting - control centre - customer balance )  
Link to video gudie how to set up screens in pinnacle to show customer balance view   
=============================================================================================== 

STEPS  
 

1.GET REPORTS FROM EBAY  
Link to video guide for step 1 
ACCESS TRANSACTIONS HERE 
 https://www.ebay.com.au/sh/fin/payouts  
 
You will see most recent deposit at top of list    (ASSUMING YOU HAVEN'T MISSED A DAY )  
 

 
 
CLICK ON PAYOUT ID TO SHOW RELATED TRANSACTIONS 

 

 
 

https://docs.google.com/spreadsheets/d/1Zt6DOucLIpKuxz7___iV8Xnta9Nbv93nbG9hr-DeJqU/edit?gid=542170840#gid=542170840
https://docs.google.com/spreadsheets/d/1CLkP4JftFZcWAIvGBKEDMqiPmSb2RfTg9qrb9RsQCgY/edit#gid=1948826268
https://youtu.be/jgWLVqavpCs
https://youtu.be/61dOKqoM-mA
https://www.ebay.com.au/sh/fin/payouts


2 
DOWNLOAD REPORT 
MAKE SURE AMOUNT DEPOSITED MATCHES NET AMOUNT IN REPORT 
 
DELETE TOP ROWS ABOVE SUMMERY AND COLUMNS FROM EXCEL DOWNLOAD TO MATCH  TEMPLATE  IN ADMIN TABLE    
i.e 
LEAVE ONLY 5 COLUMNS - FOLLOW THIS FORMAT 

 
 
COLUMN D - WILL BE  TOTAL AMOUNT IN BANK/EBAY/REPORTS   
COLUMN E - AMOUNT IN PINNACLE  
ADD AMOUNTS IN GREEN TO SHARED TABLE 

 
============================================================================================================ 

2.RECONCILE FOLLOWING THE TRANSACTIONS TABLE AND CUSTOMER BALANCE IN 
PINNACLE  
Link to video guide 
 
 
SCREENS SET UP  
One screen the table  
One screen customer balance  
Link to video guide how to set up screens in pinnacle to show customer balance view   
========================================================================================================== 
 
We work thru the table of transactions and compare to customer balance details and mark off as we match and note if issues  
 
STEPS - 2A  
We are matching from google sheets list buyer user name with customer balance list in pinnacle which will show as ebay user: buyer user name   
Once we match we open in pinnacle , check amounts match between google sheets gross transaction amount and total amount in pinnacle list  
once all ok mark row green and go to next row  
 
KEY IN SEQUENCE  
TABLE- Look at table note buyer user name - note that amount in gross transaction amount s a positive ( negatives are shown as negative )  
PINNACLE -  open in pinnacle ( you will have to exit previous transaction if done previous one ) 
TABLE - Confirm amount  
PINNACLE - Confirm amount matches ,mark as auto complete  
TABLE - Mark row green  ( make sure to mark row green before you close out of pinnacle )  
repeat steps  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://youtu.be/6OLZbNQ_2TY
https://youtu.be/jgWLVqavpCs
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--  
STEPS 2B- MORE COMPLEX ITEMS  
Link to video guide - more complete items 
 
We are only matching transaction where we see a user name , the other transaction are those showing fees , we don't have to do anything with 
these  
Negatives show as negatives in the table we mark these as refunded when we reconcile as per video guide  
If item not invoiced yet we mark as not invoiced in the table - mark row yellow and we will copy to the pending table once done  
 
– 
PENDING ITEMS TABLE 
 Link to pending items table and link 
 
WE COPY TO "SORT LATER " IF TRANSACTION DOESNT MATCH IN PINNACLE  
i.e  
NOT INVOICED YET, NOT CREDITED YET, ADD TO SHARED TABLE PENDING ISSUES TAB SO EBAY TEAM CAN ACTION 
 

 
 
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

3. RECONCILE IN XERO - PART 1 V2 
 
Link to video guide 
 
We transfer amounts from admin worksheet to shared worksheet and reconcile in xero ( in this step we reconcile the V2 account not the chq 
account ) 
 
SCREEN SET UP  
ONE SCREEN Admin Worksheet  
ONE SCREEN Shared worksheet  
ONE SHEET XERO Reconciliation page   
------------------- 
STEP 3A :ADD DATA INTO TABLE  
Transfer the figures from admin worksheet to shared table as per guide below and in video  
 
MAKE SURE TO CHECK AMOUNTS IN TABLE - SHARED TABLE 

 

 
 
STEP 3B: THEN GO TO XERO 
 

 
reconcile tab 

https://youtu.be/s9V3FdLdAak
https://docs.google.com/spreadsheets/d/1CLkP4JftFZcWAIvGBKEDMqiPmSb2RfTg9qrb9RsQCgY/edit#gid=1948826268
https://youtu.be/I2air0VZ5zg
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IN XERO IT SHOULD APPEAR AS RECEIVED MONEY AND DEBIT.   
ONLY RECONCILE ONCE MONEY HAS BEEN TRANSFERRED TO CHEQUE SO NOT 
MIXED UP WAIT FOR BOTH TO APPEAR TO TRACK MONEY IN/OUT AND NOT GET CONFUSED 
i.e  
it should be like below so you see money coming in (received ) and going out (spent )  

 
-- 
STEPS  
RECEIVED MONEY TO RECONCILE   
CREATE  
WHO - PAYPAL 
WHAT - CONTRA DEAL CLEARING- 11215  
OK 

 
 
The next part is one step  
DEBIT (SPENT)  TO RECONCILE - CLICK OK AS RULE IS SET 

 

 
thats it  
 
Remember only touch and reconcile v2 when you can see a transaction in and out   
mark in shared table once done  
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---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

4.RECONCILE IN XERO - PART 2 BUSINESS INVOICES - CHEQUE ACCOUNT  
 
Link to video Guide 
 
The next step is to allocate the funds received to the invoices created in pinnacle 
so we select an invoice that shows due amount which is higher than the current amount to transfer   
STEP 4A: 
IN XERO GO TO BUSINESS - INVOICES 
AWAITING PAYMENT TAB 
 

 
 
UNDER INVOICES, SELECT ANY SALES INVOICE WITH AMOUNT DUE IN IT 

 

 
 
 
SCROLL DOWN TO THE BOTTOM TO RECEIVE PAYMENT 

 
AMOUNT PAID - COLUMN B IN CASH TABLE TAB-GROSS TRANSACTION AMOUNT  
DATE PAID - TO MATCH DATE IN SHARED TABLE  
PAID TO - 11110- CHEQUE ACCOUNT 
REFERENCE - EMP (EBAY MANAGE PAYMENTS) DATE 
ADD PAYMENT 

 

 

https://youtu.be/UjwYvLqHAlU
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-- 
STEP 4B:  
then go to dashboard to reconcile  
TO RECONCILE CHEQUE TRANSACTION 
 

 
 
 
 
 
 
 
 
CLICK ON MATCH - SEARCH FOR GROSS TRANSACTION AMOUNT  THAT YOU ENTERED IN PREVIOUS STEP 

 

 
 
IT WILL NOT BALANCE INITIALLY BUT THAT IT BECASUE WE NEED TO ALLOW FOR THE EBAY CHARGES    

 
WE WILL CODE THE DIFFERENCE AS EBAY COSTS SINCE THEY ARE DEDUCTING IT PER BATCH PAYMENT 
 
CLICK ADJUSTMENTS - BANK FEE  

 
FILL IN 

 
TO - EBAY COSTS 
DESCRIPTION - EBAY CHARGES 
ACCOUNT - EBAY & PAYPAL CHARGES 61120 
TAX RATE - BAS EXCLUDED 
AMOUNT - COLUMN C 

 
ONCE IN GREEN YOU CAN CLICK ON RECONCILE 

 

 
 
 
AND THEN UPDATE IN TABLE    
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============================================================================================================ 
 

5.PENDING TAB TO FINALISE  
 
We then " tidy up " the pending /incomplete issues as shown in pending issues table  
Online sales team resolve part of this and admin team resolve part of this  
 
LINK TO PENDING ISSUES TABLE - Shared with online team 
 
Link to guide for online team who action and update items form pending issues table 
 
 
 
====================================================================== 

TRAINING STEPS  
STAGE 1  
Do step 1 and 2A only ( dont touch xero or pending items  )  
 
--------------------------------- 

STAGE 2  
Add steps 2B, 3-4 of doing xero reconciliation  (dont touch pending )  
 
--------------------------------- 

STAGE 3 
Add step 5 pending items to action  
in first stages we will add note in file and check with trainer before we action and finalize  
 

https://docs.google.com/spreadsheets/d/1CLkP4JftFZcWAIvGBKEDMqiPmSb2RfTg9qrb9RsQCgY/edit#gid=1948826268
https://desk.zoho.com/portal/jjautoparts/en/kb/articles/ebay-managed-items-guide-for-online-team-actioning-pending-issues
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