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Introduction to the guide

This guide introduces you to QuickBooks—Intuit’s easy-to-use, powerful accounting
systems for small businesses. The guide contains 16 lessons in addition to this chapter.

This guide is designed to teach you how to use many of the features available in
QuickBooks Financial Software for Windows. The main focus of this guide is on how to
use the features in QuickBooks Pro, but it also contains exercises for features available
only in QuickBooks Premier and higher editions. This guide does not cover how to use
the features in QuickBooks Online Edition, QuickBooks Simple Start,

or QuickBooks Pro for Mac.

While this guide does not specifically address how to use QuickBooks Enterprise
Solutions, many of the procedures described in the guide will work with Enterprise
Solutions editions. If you restore the exercise file using a QuickBooks Enterprise
Solutions Version 10 product, QuickBooks walks you through the file update process
that is necessary for Enterprise Solutions to be able to read the file.

Most of the step-by-step instructions and screen captures in this guide were created with
QuickBooks Pro and QuickBooks Premier 2011. Your screens may differ, and some
instructions may vary slightly, if you are using a different edition.




Objectives

After completing the QuickBooks Learning Guide, you should be able to:
m Create a new QuickBooks company.

m  Modify the preset chart of accounts to suit your needs.

m  Add information to company lists, or edit information in company lists.
m  Open and use registers for any QuickBooks balance sheet accounts.
m  Reconcile a QuickBooks checking account.

m Track credit card transactions.

m Invoice customers.

m Create sales orders.

m  Generate customer statements.

m  Receive payments from customers and make bank deposits.

m  Write QuickBooks checks and assign amounts to specific expense accounts.
m  Work with asset and liability accounts in QuickBooks.

m Enter bills into QuickBooks accounts payable.

m Pay bills.

m Create and customize QuickBooks reports and graphs.

m Savereports and forms as Portable Document Format (PDF) files.

m  Export QuickBooks reports to Microsoft® Excel.

m  Setup inventory and build finished goods.

m  Convert units of measure.

m Track and pay sales tax.

m  Understand QuickBooks payroll features.

m Create estimates and do progress invoicing.

m Track time and mileage.

m Pay nonemployees for time worked.

m Customize QuickBooks sales forms.

m  Write letters in Microsoft® Word using QuickBooks data.




Toggling between QuickBooks editions

We’ve provided you with this edition of the software because QuickBooks: Premier
Accountant Edition gives you the ability to toggle among different QuickBooks
editions. QuickBooks Premier Accountant edition allows you to switch to each of the
QuickBooks Premier industry-specific editions—as well as to QuickBooks Pro. This may
be useful to teach students about features available to support different industries, such
as construction, non-profit, or retail.

Toggling between QuickBooks editions offers the following benefits:

m Ifyouareteachinga class for a specificaudience (such as non-profits or contractors),
you can toggle to that edition and use the appropriate edition for the students.

m  When working with students or clients, toggling can help you evaluate which
edition is right for them.

You can toggle to any of the QuickBooks: Premier industry-specific editions as well as
QuickBooks: Pro. You don’t need to be logged in as Administrator, nor does QuickBooks
need to be in single-user mode.

Note: QuickBooks does not support integrated applications while in toggle mode. Close
any applications that share data with QuickBooks before toggling.

To switch to a different edition:
1 From the File menu, choose Toggle to Another Edition.

2 When prompted, choose the edition of QuickBooks you want to use. Then click
Next.

JuickBooks Industry-Specific Edition

infuit Select the QuickBooks Edition you want to use.

(@] fPremier Edition {General Business)é

Q Prerier Contractor Edition

() Premier Manufacturing & Wholesale Edition
() Premier Nonprofit Edition

() Premier Professional Services Edition

() Premier Retail Edition

QuickBooks () QuickBooks Pro

Cancel




3 Confirm the edition of QuickBooks to switch to and click Toggle.

Select QuickBooks Industry-Specific Edition

Tt You have selected: Frofessional Services Edition

Important: To toggle back to Accountant Edition or bo boggle to
any other edition, go to the File menu and click Toggle ko Another
Edition,

Click Toggle to close QuickBooks and reopen as the
edition you selected.

QuickBooks

’ < Back ]l Toggle |’ Cancel

4 Read any messages and click OK.
QuickBooks will notify you if there are changes in feature availability in a different
edition.

QuickBooks now closes and reopens as the edition you selected. Once reopened, the
application title bar shows that you are running QuickBooks Accountant Edition
configured as the current open edition, for example: “QuickBooks Premier:
Professional Services (via Accountant Edition).”

5 When you are done, go to the File menu and choose Toggle to Another Edition to
return to QuickBooks Premier Accountant Edition.

Integrating QuickBooks with other
products

The following are required if you plan to use the integration features available in
QuickBooks.

m  Microsoft® Word 2000, 2002, 2003, 2007, or 2010 if you plan to use the QuickBooks
Letters and Envelopes feature.

m  Microsoft® Excel 2000, 2002, 2003, 2007, or 2010 if you plan to use the features in
QuickBooks that integrate with Microsoft Excel.
Intuit Statement Writer (not used in this class) integrates QuickBooks Accountant
Edition with Microsoft Outlook 2003, and 2007.

m  Microsoft® Outlook 2000, 2002, 2003, 2007, or 2010 if you want to synchronize
with contact management software. Contact synchronization with Outlook
requires QuickBooks Contact Sync for Outlook (can be downloaded for free from
http://support.quickbooks.intuit.com/support/tools/contact_sync/).




Using QuickBooks Pro Student Trial
Edition

QuickBooks Pro Student Trial Edition is provided for use by your students.

QuickBooks Pro Student Trial Edition is a full-featured version of QuickBooks that is
included with this guide. You can install it on your computer and use it to complete the
exercises in this guide and to practice using QuickBooks.

To install QuickBooks Pro Student Trial Edition, insert the software into your computer
and follow the on-screen instructions. You will be required to register this copy of
QuickBooks using the Product Number and License Number printed on the yellow
sticker that is adhered to the software sleeve.

You can use this product for 140 days after installation.

About the exercise file

An exercise file is included with this training guide. Install the file on the CD-ROM to
your computer’s hard disk as described below. You'll use a copy of this file to complete
the lessons in this guide. We recommend that you make a copy of the exercise file and
store it in a safe place in case the original becomes damaged.

Using the exercise file in each lesson

For each lesson in this guide, except for lessons 1 and 2, you’ll restore a copy of the
exercise file gblesson.gbb, and use that file to complete the lesson. The gblesson.qbb
file you copy into the QBtrain directory on your hard disk is a QuickBooks backup copy.
This means that at the start of each lesson, you’ll be restoring a new gblesson file.
Instructions on how to restore the file are given at the beginning of each lesson.

Installing the exercise file

To install the exercise file on your hard disk:
Insert the CD-ROM in the CD-ROM drive.

From the Windows Start menu, choose Run.

Type Explorer, and then click OK.

From Windows Explorer, select your hard disk (usually c:).

From the File menu, choose New, and then choose Folder.

Type QBtrain, and then press Enter.

Select your CD-ROM drive containing the exercise file (usually d: or e:).

Select gblesson.gbb.

© 0O NOC A WN=

Drag gblesson.gbb to the QBtrain folder on your hard disk.
10 Remove the CD-ROM from your CD-ROM drive.

Your exercise file is now installed in the QBtrain folder on your hard drive.




Exercise transaction dates

The exercise file for use with this training guide was created in QuickBooks Pro and
QuickBooks Premier 2011 with the date set to 12/15/2015. When you open the exercise
file in QuickBooks, QuickBooks automatically sets the sample data file date to
12/15/2015. When you close the exercise file, use your own QuickBooks company file,
or exit QuickBooks, your system and QuickBooks dates will return to the current date.

QuickStart Tips

Many of the lessons in the QuickBooks Learning Guide include sections called QuickStart
Tips. QuickStart Tips provide information that you may find helpful when you finish
this self-study course and are ready to set up your own company data file in QuickBooks.

Teaching methodology and methods

This course is divided into 16 lessons and combines lectures with hands-on student
participation. We encourage you to pick and choose lessons to fit the needs of your
students, or to fit your own teaching objectives.

Each lesson begins with a list of student objectives, supporting materials available, and
instructor preparation. Appendix A includes a brief demonstration of QuickBooks to be
presented by the instructor. The demo introduces students to QuickBooks and provides
them with a road map of what they will learn in the course.

Some lessons in this course include one or more handouts. We encourage you to use the
handouts provided with a lesson; they summarize or illustrate the main points of your
lecture, and are helpful for students to refer to later. If you choose not to distribute a
copy of each handout to all your students, you can display the handouts on an overhead
projector as you explain the basic concepts.

A copy of each handout is included in Appendix B of this guide. In addition, we've made
the handouts available for download in Portable Document Format (PDF) from the
Instructor’s Resource Center web site, which allows you to print the handouts as desired.

QuickBooks contains a number of interactive video tutorials that you may want to use
to introduce or expand upon the content provided in the exercises. You access the video
tutorials by choosing Learning Center Tutorials from the QuickBooks Help menu. To
help you with your lesson plans, the running time for each video is listed next to the
video title. The titles for videos related to each lesson are included at the beginning of
each lesson.

Note: If you'll have several students playing the videos on multiple computers
simultaneously, you can have them mute the sound on their computers and use the
audio transcript option available with each tutorial. This option allows them to read the
transcript for the video on screen.




To maximize hands-on practice with QuickBooks, a computer lab with one computer
per student is ideal. If this is unavailable, you can teach the course with up to three
students sharing a computer. However, sharing computers lengthens the course and
reduces the effectiveness of student learning.

Each lesson contains special notes that help you present the material. These notes are
printed in italics and appear at key places in the lessons.

On the Instructor’s Resource Center web site, you'll find Microsoft® PowerPoint
presentations available for your use in the classroom lecture.

Instructor preparation

If you are new to the latest version of QuickBooks and want to see a list of new features,
go to the QuickBooks Learning Center (from the Help menu, choose Learning Center
Tutorials), then click the “What’s New” tab. Another way to get information about
what’s new in this version is to visit www.quickbooks.com, which describes the new
features in each edition.

To gain a quick overview of what will be presented in the course, you may want to run
through the QuickBooks demonstration in Appendix A.

An important supplement to this instructor’s manual is the QuickBooks Installation and
Setup Guide, which provides information about technical requirements and installation.
We suggest you have the guide available for reference during the course.

Student prerequisites

No knowledge of finances or accounting is needed to use QuickBooks. Students should,
however, have a basic knowledge of the computer operating system and know how to
move files around, create folders or directories, copy files to and from disks, and run
applications.
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Lesson objectives

To gain an overview of the course and the topics to be covered

To know how QuickBooks works and how you can get around in QuickBooks
To learn common business terms used by QuickBooks

To practice using the QuickBooks Help tools

To see how to exit QuickBooks

1"



Lesson objectives

m To gain an overview of the course and the topics to be covered

m  To know how QuickBooks works and how you can get around in QuickBooks
m To learn common business terms used by QuickBooks

m To practice using the QuickBooks Help tools

m To see how to exit QuickBooks

Supporting materials

m PowerPoint file: Lesson 1

m Video tutorial: Getting around in QuickBooks

m Video tutorial: What QuickBooks can do for you
m  Video tutorial: Introducing the Customer Center

m Video tutorial: Introducing the Vendor Center

Instructor preparation

m  Make sure you’ve read the sections called “Teaching methodology and methods”
and “Instructor preparation” in the introduction to this guide.

m Install QuickBooks on your computer’s hard disk.

m Copy the gblesson.qgbb file from the QuickBooks in the Classroom CD-ROM onto
your computer’s hard disk. (See “Installing the exercise file” on page 6.)

m  Run through the content in the instructor demonstration available in Appendix A
to make sure you're familiar with the material.

Course introduction

This course is an introduction to QuickBooks. Its main objective is to introduce you to
the basic features in QuickBooks and give you an opportunity for hands-on practice.
You'll learn about the types of information you need to track in your business, and
you’ll see how to enter that information and track it in QuickBooks. By the time you
complete the course, you'll have a good idea of all that QuickBooks offers, you’ll be
familiar with the most common tasks, and you’ll know where to find information about
more advanced features.

Depending on the size of your class, you may want to spend a little time inquiring about
your students’ backgrounds—whether they own a business or are the bookkeeper for a
small business, for example, or whether any of them have experience with accounting.
This information can help you gear the course towards your students’ particular needs.

12



Introducing QuickBooks

Before you begin your demonstration of QuickBooks (see Appendix A), students may
find it helpful to hear an introduction to the basic features in QuickBooks.

Although most small business owners are worried about revenue, running a business
involves a lot of other tasks. Depending on the type of business, you need to invoice
customers, record payments from customers, pay your own bills to outside vendors,
manage inventory, and analyze your financial data to see where you need to focus your
next efforts. QuickBooks is a tool you can use to automate the tasks you're already
performing as a business owner or to set up a new business.

Tell your students that they will see a demonstration of how QuickBooks works in a few
minutes so they can get an overall view of the program. But first, here’s an overview of
some of the basic features they’ll be seeing in the demo.

When you're working in QuickBooks, you'll spend most of your time using a form, a list,
or a register. Since these are so basic to QuickBooks, we're going to spend a few minutes
introducing them.

13



Getting started

Using forms

You record most of your daily business transactions on a QuickBooks form, which looks
just like a paper form. Here’s an example of the form you use when you want to record
a bill from and write a check to one of your vendors.

‘B Enter Bills

previous [ next [ save €L Find By History [£] Jowrnal (] Attach

®Ell O credt Bill Received Cal Gas & Electric
L
Y Edit Vendor
= Summar
vendaor S “  Date 12f15/2015 () ¥
Fhone 415-555-0202
Address gaéGgs &SEolgc?tric Ref. Mo I — Open balance 127,68
.0, Box p

Middlefield C4 94452 Amount Due 12268 000 POs to be received i}

Bill Due 12j30/2023 ()

Terms  Met 15 ¥ Discount Date
Memo Acck #560-52645-99C

Recent Transactions QuickReport
E 122.68 | Ik 0,00
el $ | Ttems ¥ 12/15/15 Eil 122,68
Account Amount IMemo ... Billable? 11/25/15 Check 97,53
Utilities: Gas and El. .. 122,66 - 10/25/15 Check 56,57
09/05/15 Eill Pt -Check 122,658
05/25/15 Bl - Paid 122,66
Notes Edit
v
Clear Splits Recalculate Save & Close ] [ Save & New ] [ Revert

The form is intuitive—you already know how to fill out a form. But after you provide the
information on a QuickBooks form, QuickBooks does the accounting for you in the
background. For example, when you record a bill and then write a check (using the Pay
Bills window) to pay for the business expense, QuickBooks enters transactions in your
accounts payable register to show the expense you incurred and the payment you made.
(Accounts payable is the money owed by your business to vendors.) It also records the
check in your checking account, keeping your records up to date, and providing a
running balance of what you owe at any time.

The History section on the right side of the form gives you a summary of recent activity
related to this customer or vendor. This gives you insight into all your business dealings
with this customer or vendor. You can use this information to make sure that you are
devoting your attention to your most valuable customers and to help you negotiate
better terms with your largest vendors. You can click the arrow next to the name to close
the History section of the window.

Account Title Debit Credit
Accounts Payable $175
Checking $175

14



Using lists

The list is another basic QuickBooks feature. You fill out most QuickBooks forms by
selecting entries from a list.

You may want to point out that in the Enter Bills window above, the information in the
Vendor, Terms, Account, and Customer:Job fields is pulled from lists.

QuickBooks has lists where you can store information about customers, vendors,
employees, items or services you sell, and so on. Lists save you time and help you enter
information consistently and correctly.

When you're filling out an invoice form and you select a customer name from the
Customer:Job list, QuickBooks not only fills in the name but also fills in the address, the
payment terms, and the customer’s sales tax, based on the information previously
entered about that customer.

Here’s an example of the Customers & Jobs list in the Customer Center.

#= Customer Center: Abercrombie, Kristy
& L. = jons* [=5 Pri - @ -
% Mew Customer & Job New Transactions » =] Print ﬂ Excel oy Word

Customers & Jobs Transackions

Yiew | Active Customers b

Find

% Mame Balance Total | Motes | Job Status Estimate Tokal Attach «
0.00 3

+Family Roam 0.00 Mot awarded

+kKitchen 0,00 Pending 4,792.00
+Remodel Bathroom 0.00 In progress 10,790.13
+Baker, Chris 1,040.00
+Family Roam 1,040.00 Closed
+Balak, Mike 0.00
+Ltility Shed 0.00 Closed
+Barley, Renee 0.00
+Repairs 0,00 Closed
+Bolinski, Rafal 0.00 13,136.67
+2nd skary addition 0.00 Closed 13,136.67
+Bristal, Sorva 0.00
+Ltility Shed 0.00
+Repairs 0.00 Closed
+Burch, Jason 0.00
+Room Addition 0.00 Closed
+Burney, Tony 0.00
+Repairs 0.00 Closed
+Cook, Brian 7,812.63 35,504.54

QuickBooks lets you complete a variety of activities from lists by using the menu
buttons located at the top of each list. For example, to fill out an invoice for a customer,
first select the customer from the Customers & Jobs list, and then choose Invoices from
the New Transactions menu button.
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Getting started

Using registers

In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as you
use your paper checkbook register to see a record of all the transactions in your checking
account—checks you've written, other withdrawals you’ve made from your account,
and deposits—a QuickBooks register contains a record of all the activity in one account.
Almost every QuickBooks account has its own register.

You may want to explain to students that accounts receivable is the record of money
owed to a business, that is, the outstanding invoices for which a business has not
received payment.

Here’s an example of the register for an accounts receivable account.

%, Accounts Receivable
@ Print. .. @ Edit Transacktion QuickReport
Drate Mumber Cuskomer Item Gty Rate Amt Chrg Amt Paid
Type Description Eilled Date Due Date
12[15/2015 a3 Morgenthaler, Jenny 271.53 LA
Y 01142024
12/15/2015 9z Duncan, Dave:Utility Shed 1,600,00
Y 01142024
12/15/2015 42000 Matiello, Ernesto:kKitchen 13,560,39
PMT
w v
v
[ 4-Line |l S e e Ending balance 62,041,94

The register shows information about invoices written to customers—the date of the
invoice, the date it’s due, the name of the customer, and the amount. It also shows
payments you've received against your invoices. The right column of the register gives
you a running balance of all your accounts receivable, so you always know how much
you're owed.

Getting around in QuickBooks

QuickBooks maximizes your work space and gives you quick access to the features and
reports that you use most. In this section you’ll learn how to do the following:

m Find information to help you get started using QuickBooks
m  Manage your open windows

m  Compare windows side by side

m Customize navigation features

m  Use Customer, Vendor, and Employee Centers

m  Use the Company Snapshot to see how your company is doing

16



Finding information to help you get started

If you're new to QuickBooks, the QuickBooks Learning Center window displays when
you open a company file. This window guides you through the steps you need to
complete after you’ve set up your company file. To display the QuickBooks Learning
Center window, choose Learning Center Tutorials from the Help menu. For more
information about using Help, see “Using onscreen Help” on page 36.

If you're upgrading from a previous version, QuickBooks displays the What’s New
window. This window contains information about new features and explains how to
find what you need to start working with the latest version.

Managing your open windows

To give you more room to work on the task at hand, QuickBooks displays one window
at a time. When you open a window, it appears in front of other windows that you
previously opened.

The Open Window list keeps track of the windows that are open. Use the Open Window
list to switch between windows while you work. To switch to another open window,
just click the title of the window that you want to display.

Open Windows

Employes Center: Elizab...

Salez by Customer Sum...
Haorne

Create lrvoices
Rerminders

Enter Bill:

Wwirte Checks - Checking
Customer Center. Abercr. ..

To show or hide the Open Window list:
m From the View menu, choose Open Window List.

If the list is currently displayed, a checkmark appears to the left of the menu item.

For comparison purposes, you may wish to display more than one window at a time.
You can easily switch between viewing one window at a time and viewing multiple
windows. When you choose Multiple Windows from the View menu, QuickBooks
displays the windows in the main area. You can then move and resize the windows as
needed.

To view multiple windows:
m From the View menu, choose Multiple Windows.

If the list is currently selected, a checkmark appears to the left of the menu item.
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Using the menu bar

You can find all of the QuickBooks commands on the menu bar.

|Fi|e Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking Reports  Orline Services  Window Helpl

Many commands available on the menu bar can be added to the icon bar.

You can go to the Favorites menu and choose Customize Favorites to select your most
frequently used menu commands and then access them from a single list in the
Favorites menu.

Using the icon bar

Another feature that makes it easy to get around in QuickBooks is the icon bar. The icon
bar gives you easy access to QuickBooks Centers and onscreen Help. The icon bar also
comes preset with shortcuts to several windows, such as Create Invoices and Enter Bills.

2 § = & =) = @ B E} &l

Home Searth  Company Snapshot Customer Cenber Wendor Center Emplayee Center Online Banking  Doc Cenber Report Certer  Statement Writer Clisrk Review App Center  Help |‘

By including the features and reports you use most, you can manage your business more
quickly than ever.

In addition to deciding which features to add to the icon bar, you can add or remove
icons, change the orderin which theicons display, insert spaces between icons, and edit
icons by changing the icon text, graphic, or tooltip.

For instructions on how to customize the icon bar, search the onscreen Help for
icon bar, and then choose “Using the Icon Bar” from the list of topics that displays.

Using QuickBooks Connected Services

The Icon bar includes links to several optional connected services that you can
subscribe to help you in your business. (Internet access is required. Additional fees,
terms, and conditions apply.) The connected services available include:

m  Doc Center is a service you can use to stay organized by attaching PDFs, scanned
receipts and other documents to your QuickBooks entries. The attached documents
are available by clicking the paperclip icon at the top of the corresponding
QuickBooks form.

m Statement Writer combines the best of QuickBooks with the best of Excel to give
you financial statements faster than ever before with zero data translation errors.
Requires Microsoft Office 2003 or 2007. Does not work with Microsoft Office
Student Edition, or Standard Edition.

m Client Review (Accountant Edition only) allows you to work in a client’s company
file and check it for problems.
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m Intuit Workplace App Center provides a centralized location where you can see
additional applications available from Intuit to help you manage your company.

m  Accountant's Copy File Transfer (Accountant Edition only) to use Intuit's secure
servers to exchange your Accountant's Copy company files.

m  QuickBooks Data Connect to access basic QuickBooks customer and transaction
data online from your PC, iPhone, or BlackBerry.

m Intuit Data Protect makes it easy for you to back up company data, or your entire PC,
online.

Using QuickBooks Centers

QuickBooks Centers give you quick access to common tasks. Each Center gathersin a
single place all of the relevant transactions as well as other information, such as names
and addresses of customers, vendors, or employees.

The Customer, Vendor, and Employee Centers have two tabs (the Employee Center also
contains the Payroll Center in a separate tab if your company has payroll turned on).

The first tab contains the list of your Customers, Vendors, or Employees. Use this tab to
view and edit information for a single customer, vendor, or employee.

The Transactions tab lists the relevant transaction types for that Center. Use this tab to
view transactions across all Customers, Vendors, or Employees.
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You can customize how your information is displayed in the Customer, Vendor, or
Employee Center. For example, you might choose to view only open invoices for this
fiscal year, or you may want to view only the Open Balance column for all of your
customers.

m The Customer Center gives you access to all of your customers and jobs, contact and
billing information for each customer, and customer transactions. Here you can
quickly find and print customer contact information, what your customers bought
in the past, what invoices they've paid, the balance they owe, notes you want to
keep about a customer, and more. You can also access transactions for all your
customers in one place, such as sales receipts, received payments, and statement
charges.

#= Customer Center: Abercrombie, Kristy (All Transactions) E\El@l

& New Customer & Job = New Transactions v lgq Print » ﬂ Excel » ”i Word v E.' Collections Center

Customers & Jobs Transactions Customer Information Wl Attach Edi: Customer... | Reports for this Customer

View Customer Name  Abercrombie, Kristy Contact Kristy Absrcrombie QuickReport
- I:l Cuskomer Type Residential Phone 415-555-6579 Qpen Balance
Compary Mame: alt Phone I ——
Balance Total  Attach Billng Address Kristy Abercrombie Fax .
e K. 0.00 G 5647 Cypress Hil Rd Al Customer Snapshat
Bayshore CA 94326 mal - kristy@samplename. com
+Family Room 0.00 Terms Met 30 %
sKitchen 0.00 Erice Level Customer
+Remodel Bat... 0.00 Map | Directions Manager Orline
oBaker, Chris 1,040.00 Motes 9{15/2007: Send Kristy estimate For den remodel. Edit Mokes. .
Fanily Room 1,040.00
»Balak, Mike 000 Shaw | &l Transa... w | Filter By |4l v | Date |ThisFiscalvear || 10/01/2015 - 03/30j2016
sUtlity Shed 0.00
Garle. R .00 TypE Murn Date ~ Account Armournk
¢Barey, Renes g Inwoice a1 12/13/2015 Accounts Recsivable +,52z.00] |
R 0.00
eeRaTs Payment 12/13}2015 Checking 7,633.28
EEoineH JR e .00 Estimate 24-CO 1212/2015 Estimates 7,676.13
Znd story ad. . 0.00
e Estimate 2 1201/2015 Estimates 4,792.00
+Brstal, Sonya 0.00 Invoice 80 11j25/2015 Accounts Rereivable 3,111.28
Uty Shed 0.00
2Lty She Check. 248 11/15/2015 Checking 711,18
eRepairs 0.00 Credit Mema 1 11/15/2015 Accounts Receivable 71115
Burch, 1 0.00
#Buren, Jason Estimate 21 10f30/2045 Estimates 3,114.00
oRoom Addtion 0.00
+Burney, Tony 0.00
+Repairs 0.00
«Cook, Brian 7,812.63
oznd story ad... 5,003.30
oKitchen 2,300.33
v
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m The Vendor Center gives you quick access to all of your vendors, their contact and
billing information, and vendor transactions. The Vendor Center displays
information about all of your vendors and their transactions in a single place. Here
you can add a new vendor, add a transaction to an existing vendor, or print the
vendor list or transaction list. You can also edit a vendor's information or edit a note
for the vendor.

& Vendor Center: Bank of Anycity (All Transactions)

(T New ¥endor...w New Transactions = g‘ Print > ﬂ Exncel » _j Word -

Transactions vendor Information W attach Edit Vendor... Reports for this ¥Yendor

View | Active Yendars 3 wendor Mame  Bank of Anyeity Contact Lisa Holzhauser uickReport

- wendaor Type Fhone 415-555-9135 Cpen Balance
n l:l Company Hame Bark of Anycty Alt Phone

Yendors

Name Balance Total | Attach Address fananFI T‘nycity Fax 415-555-9153
isa Halzhauser i
p— Email @sampl
0.00 1935 Main Strest mail - lissh@samplename
Bayshore CalQil Service Middlefield, CA 94482 Aceaunt Humber
Bayshore \Water 0.00 Tetris
.00 Blectric 750.00 Map | Directions -
. wickBinoks Checks &
Cal Gas & Electric 122,68 Motes Edit Motes. ., 54‘ Supplies: Learn mare
Cal Telephone 0.00 bt
Caloil G 0.00
S Show |8l Transa.,. v | Fiker By |4l v | Date [This Fiscal.. v | 10/01/2015 - 09/30/2016
City of Bayshore 0,00
p

ity of East Bayshore 59.97 Type Mum Date Account Amount

|Chs:k 297 11/28{2015 hecking -550.00
City of Middlefield 0.00

Check 299 11/22{2015 Checking 244,13
Custom Kitchens of B... 0.00

Check 296 10/28/2015 Checking -550.00
Daigle Lighting 0.00

Check 298 10f22j2015 Checking -244.13

Davis Business Assoc... 0.00

East Bayshore Aubo Mall
East Bayshare Tool &... 0.00
Emplayment Develop... 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, ... 0.00

Funds Transfer
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m The Employee Center gathers information for each of your employees, including
contact information, social security number, and payroll transactions. Here you
can add a new employee, add a transaction to an existing employee, or print
employee and transaction information. You can also edit an employee's
information or edit a note for the employee. If you have a QuickBooks Payroll
subscription, you can perform payroll-related tasks such as paying your employees
and payroll tax liabilities. The Employee Center also contains a separate Payroll
Center where you can manage your payroll and tax information.

# Employee Center: Dan T. Miller,

'6 New Employee... ﬁ Manage Employee Information = Lg Print = {Ij Enter Time * ﬂ Encel » u‘j Word »

Employees | Transactions Payroll Employee Information [ 1) attach I I Edit Employee. .. Reports for this Employee

View | Active Employees R Employes Mame Dan T, Millar Fhone 555-2601 = QuickReport
Address Dan Miller Cellular = Payroll Summar

195 Spruce Ave, #20

Bayshore, CA 94326 Al Phone

= Paid Time OFf Report
= Payroll Transaction Detsil

Elizabeth N, Mason Map | Directions

Gregg O. Schneider Email Zendto:DanT. ..

Motes Edit Motes. ..

= Learn About Payroll

Show | Al Transacti,. % | Date | This Calendar Year | % | DL/D1/2015 - 12/31/2015

Transaction Type Date * Paid Through Account Amount
‘Pay:heck 12/10§2015 12/10§2015 hecking 1,320.07
Paycheck 11f27/2015 11272015 Checking 1,297.76
paycheck 1113{2015 11/13{2015 Cherking 1,297.75
Paycheck 10/30§2015 10/30{2015 Checking 1,297.74
YT Adjustment 10{15/2015 10f15/2015 Checking 1,272.75
YTD Adjustment 10f01 {2015 10f12015 Cherking 1,265.55
¥TD Adjustment 09/17/2015 09/17/2015 1,264,756
YT Adjustment 09/03{2015 09/03/2015 1,264.76
¥TD Adjustment 08f20/2015 08f20{2015 1,264.76
¥TD Adjustment 08/06/2015 08/06/2015 1,264.76
YT Adjustment 07/23j2015 07/23j2015 1,264.76
< >
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m  Online Banking Center provides a location where you can see a summary of your
online banking transactions and send and receive payments between QuickBooks
and your accounts.

“E Online Banking Center

Download Online Accounts Online Balance Last Update

Checking $5,035.66  11/30/2003 @

Select Savings $0.00 11/30/2003

Financial Institution

ANYTIME Financial

| Send/Receive Transactions

|~

Items ReadyTo Send(2)
Create fransactions and Transacti... | Mo. Tos... Total
messages 0 send 30 your ’ b )
Einanoiat Instittion & Write Online Checks Online Ch... o $0.00

= Pay Eills Eill Payme. .. 1 $625.00

& Transfer Funds Transfers ... 1 $500,00

& Create Messages Messages .., 1]

[ Inquire About Payments | Payment I... o

& Cancel Payments Payment ... i)
Items Received(7) v

| Add Transactions to QuickBooks ¥

m  Report Center provides a centralized location to view and run reports. You can also
run some common reports from the Customer, Vendor, and Employee Centers.
Lesson 9 describes the Report Center.

Locating information with QuickBooks Search

There are several ways to locate information in QuickBooks. You can:

m  Go to the Edit menu and choose Find to locate a transaction that matches specific
filters that you enter. This is useful if you know some information about what you
are looking for. For example, if you want to verify the amount of a check that you
entered previously. For information, see “Locating specific transactions” on
page 133.

m Click the Find button at the top of a transaction, such as a purchase order or bill to
locate a transaction of that type.

m  Use the Find field in the Vendor Center or Customer Center to locate a person of
that type.

m  Use QuickBooks Search to locate information that is entered anywhere in your
company file. Thisis similar to performing an internet browser search. It may return
more results than the find command, and is useful if you do not know exactly what
you are looking for or how it is classified.
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To use QuickBooks Search:

1 Click the Search button on the Icon bar or go to the Edit menu and choose Search.

Advanced Search

Search information was last updated on: 10/2/2010 6:33:00 AM

Update search information  to include the most recent transactions

For this example, you are looking for a plumber in Bayshore that you have worked
with before, but you cannot remember whether you worked with them as a vendor
or a customer or both.

2 Type plumbing Bayshore and click Search.

plumbing bayshore

Advanced Search

plumbing bayshore found in 63 records. Time taken :
0.609 seconds

[#] customer (1) [#]vendor (1)
Show All Filters(7) Select Al Unselect All

|

g - C From Lew Plumbing
5483
w Plumbing 221 Old Bayshore Rd Bayshore CA 94326

Lew Plumbing From Lew Plumbing
415-555-5483
ew Plumbing 221 Old Bayshore Rd Bayshore CA 94326

DES|gns For $4757.81
1f14/2024
na clf.Er‘BS Amber St Bayshore CA $4326

72 To Rohsnn Darci For $12420.98
12/15/2015 12/15/2015
Dr. Darci Robson 300 Main St, Suite 2 Bayshore CA 94326

84 To Natle\ln Emesto For $2080.11
12/14/2015 1/13/2024
Emnesto Natisllo 376 Pine St, #5E Bayshore CA 94326

|e\|0 Ernesto FO| $2824 03

20: 202
Erne to Nat\a\ln 376 P\ré St #5E Bayshore CA 94326

INVOICE
85 To Natiello, Emesto For $8656 25

12/14/2015
Emesto Natiello 376 Pu—e St *55 Bayshore CA 54326

Abercromble Knsty Fur $4522 00
12/13/2015
Kristy Abercrombie 5547 q press Hill Rd Bayshore CA 4326 4

Plumblng C For $220.00
2/201! 12/12/2015
La w P\.mhmg 221 Old Bayshore Rl Bayshore CA 94126

INVOICE

£E Tn Dohenn Narri Eor #4458 00

|IE3

3 Review the list of search results. You have used Lew Plumbing as both a customer
and a vendor.
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4 Click Advanced Search.

plumbing bayshare

Advanced Searchl
Select All Unselect All Close

[ customers [FlEmployees

Other Names ayroll Itams
[] Time Activities
‘endors
Bills ill CCards [1Bill Credits

Bill Payments CCard Cradits

CCard Refunds Credit Card Charges Credit Memos

Deposits stimates rwentory Adjustment

nventory Transfers nvoices

lournals

iability Adjustments

Payroll Liability Checks ] Payments urchase Orders

sales Orders ales Receipts ales Tax Payments
Statement Charges ransfers YTD Adjustments y
Menu Ttems
Date Filters
ORecent | |
O Frem [ | | ol | @
plumbing bayshore found in 63 records. Time taken :
0.609 seconds
Customer (1) [¥]vendor (1)
Show Al Filters(7) Select Al Unselect All
~
VENDOR
Lew Plumbin
4
INVOICE
73 To Ecker Designs For $4757.81
12/15/2015 1/14/2024
Amber St Bayshore CA $4326
INVOICE
72 To Robson, Darci For $12420.98
12/15/2015 12/15/2015
Dr. Darci Robson 300 Main St, Suite 2 Bayshore CA 94326 v

5 Review the filters available. When you check a box, Search looks for the search term
in that type of information. The results of a search will appear more quickly if you
select fewer information types.

6 Click Settings.

B2 Accaunting ~ My Preferences Company Preferences o

3 checking How often do you want ta update your search information?

2 , :

s (S @1 i vty
iy Firence charge U every
®a General

g’i Integrated Applicatio Each update wil kake Few minutes, Also See:
@ temseToventory QuickBooks may run slightly skower in this time, ool

{5t Jobs & Estimates
) Update search information
= Multiple Currencies

Update may take Few mindtes.
By Payments

payrol & Employess Search Results Per Page |10 v

@

Remindsrs

Wl Reports & Graphs
39 Seles & Customers
o)

Sales Tax

Send Forms
Service Connection
Speling

Tax: 1099

&
Cd

7 In the Settings window, review the information about how often QuickBooks
creates an internal index of information that it will search.
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Getting started

8 Click Cancel to close the Preferences screen. You can view or change this
information any time by going to the Edit menu, choosing Preferences, and then
clicking Search.

9 Hold your mouse over the first entry for Lew Plumbing (Customer) in the list.
Notice that the icons for Open, Edit, and Create Invoice appear.

10 Hold your mouse over the second entry for Lew Plumbing (Vendor) in the list.
Notice that the icons available are now Open, Edit, and Enter Bills.

11 Close the Search window.

Making the Home page your starting point

The QuickBooks Home page provides a big picture of how your essential business tasks
fit together. Tasks are organized into logical groups (Customers, Vendors, Employees,
Company, and Banking) with workflow arrows to help you learn how tasks relate to
each other and to help you decide what to do next.

The workflow arrows indicate a logical progression of business tasks in QuickBooks.
However, these arrows do not restrict you from doing tasks in a different order, or an
order that works better for your business needs.

Asyou use QuickBooks, you can always return to the Home page by clicking Home. The
Home page looks like the following. (The icons that appear on the Home page vary
depending on how your company was set up in the EasyStep Interview or which
preferences are set in the file.)

9=y

i ) Company You are using a sample
g ﬂ Eﬁg [:} @ j company file
] B
3 Purchase Receive Enker Eills IManage B
D Orders Inventary Againsk Sales Chart of Inventory Stark your new
- Ireeenkory Tax Accounks Activities conmpany il now
| = &
% Trems & E Account Balances
Enter Eils Pay Eills Services Nams = Ealance
[Accounts Pavable 30,7, M
Accounts Receivable [62,0..,
3 & Caloil Card 710z
g LT,’J QuickBooks  Cuskomer CHEEKi] 6,4, S8
g a@ Connect Managar
E Sales Create Sales B Do More with QuickBooks
[ Orders Receipts Banking
& T @ Learn sbout payroll options
- . () fccent credit cards &
& 15 s g |Om
Estimates Create Receive Recard Reconcile G Order Checks & Business
Invoices Payments Deposits - Cards
@ Recommended Services
o8 %
& “ =]
Statement Finance Skatements Refunds " Bl Backup Status
Charges Charges & Credits write Ch?Ck
Checks Register
‘Your data is partially
protected!
a Last Backup 09/14/1021;3%:15
o L
S
& ) v ﬁ [a Activate Inbuit Data Prokect
1 82— 3 — 8 P o
= A #%] Prink Enter Credit
= Payroll Enter Pay Pay Frocess Employes Checks  Card Charges -
8 Center Time Emplayess Liabilities Payrall Benefits B Reminders & Alerts
— Farms
T Yiew Reminders
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Using the workflow diagram

To start a task, click the icon for the task you want to do. For example, to create an
invoice, click the Create Invoices icon. Each icon includes a ToolTip so you can learn
about the QuickBooks task associated with that icon. To open a ToolTip, place your
mouse pointer over the icon.

Clicking most of the icons on the Home page takes you directly to the window for that
task. Some icons also include a drop-down arrow. Clicking an arrow opens a menu with
choices for different business tasks. Click the task you want to do.

Making the Home page work for you

In addition to the workflow diagram, the Home page provides other company
information and access to other tasks in the right-hand pane. From the right-hand
pane, you can:

m  Getmore information about getting started using QuickBooks.

The Getting Started section provides a link to the Quick Start Center where you can
learn about important features of QuickBooks and a link to the Get Started Right
website where you can learn from a QuickBooks expert. For information, see “Using
the Getting Started Center” on page 38.

m Review the current balances of your bank accounts.

The Account Balances list provides quick access to all of your bank and credit card
accounts. To open the register for an account, double-click anywhere in the row of
the account you want to view. To hide the list of accounts and balances, click the
close button in the top-left corner of the Account Balances list.

Account Balances are shown or hidden automatically based on individual user
permissions.
m Learn about and purchase additional services.

You can click alink in the “Learn About Services” section to learn about add-on
services you can purchase from Intuit by going to the Business Services page. If you
choose to sign-up for these services, appropriate icons will be added to the workflow
on your Home page.

m Review information about your latest backup of your QuickBooks information.
m Viewreminders and important messages.

The Reminders & Alerts list provides information about tasks awaiting your action.
To hide the list, click the close button in the top-left corner of the list.
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Getting started

Getting an overview of how your company is doing

At any time, you can see a graphic representation of the overall financial status of your
company in the Company Snapshot screen. The information is organized into tabs
summarizing information about your Company, Payments, and Customers.

To view your company snapshot:
1 Click the Company Snapshot icon in the icon bar.

2 Review the information in the Company Snapshot.

You can customize the information that appears on this screen by clicking Add
Content or deleting one of the default graphics.

I Company Snapshot

s
Comperty | payments Customer W
~
Add Content > | Restore Default How do L custonize this page? | (&) Print =
Income and Expense Trend Prev Year Income Comparison Customers Who Owe Maney
#in 10005 This yearto-date | 4l v Vearly W DusDate & | AmtDus | &
= %in 10005 Lew Plurbing - € 1z12j2015 175.00
Robson, Darci t2fisi015 12,2098
80 £ Roche, Diarmuid 11{07j2023 3879
) . Pratel Real Estate Losjanes 17,4368
o ook Bran Uity 781283
0 Jacobsen, Doug lfezizzs 232000
= Teschrer, Anton 121312023 1,79095
) B Smalon, Fran tefosjenzs 665,00
o . is Cuddihy, Matthew 12fzrienzs 129.20
Ecker Designs tefsvjnes 622811
o =) Melton, Johnny 12{30j2023 4,999.50
e (=D e 2010 2011 2012 2013 2004 2015 Bater, Chiis 0fi4E02e L0000
B ncome W Bpense I Prior Year(s) I Current Year A ——
Prev Year E Compar
Account Balances Top Customers by Sales e e
al vearl
Accaunt Balnce ¥ This year-to-date v [ A/ =0 A/
o Accounts Receivable 62,041.34 Lot
o Chedking 46,423.98 w0
© Accounts Payable a0,739.38 =
I
© Savings 13,868.42 Pretell Resl Estate T
© Sales Tax Payable 522,22
@ Payrol Liabilities 3,302.06 I &
o Caloi card 702 Cook. Brian @
© QuickBooks Credit Card .00 o
I
© QBCCDept #1 4500
QBCC Dep Naficllo, Ernesto 2
° QBCC Dept #2 25.00
° QBCCDept #3 000 p—
o Direct Deposit Liabiltis 0.00 Rebson, Darci 2010 201 202 2003 2012015
I Prior Year(s) I Current Year
Select Accounts GotoChartof dccourts I

Teschner, Anton
Expense Breakdown

n 2 » o Bl

This year-to-date %
$in 1000s

N sales Volume
N
v
—
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3 Click Payments and review information about money you owe and money that you
are owed.

m Company Snapshot
Company Payments

Add Content 3 |

QuickLinks

Add credit card processing

Invoice Payment Status

Get paid Faster

-
Customer Wit

B &

Restore Default

=) Receive Payment
= Create Sales Rece
4= Credits & Refunds

Last month .

B Paid 24,16
B Unpaid 15,

Total: $40,022.65

Receivables Reports

Customer Balance O Summary  E Detai
AiR Aging O Summary  E Detai
Sales by Customer O Summary  E Detai
Deposit Detail O view
Unbilled Costs by Job g view

Create custom Merchant Service reports

Report Center

A/R by Aging Period
% in 10005 s of December 15, 2015 change

80

60

40

20

o L
-20
Cumemt  1-30 &1 =90

B Amount Due
Recent Transactions
Customer Date =/ Txn Type Amo,..
Natiello, Ernesto 12/1...  Payment 13,5...
Lew Plumbing - € 12/1... | Payment 45.00
Jacabsen, Doug Payment 2,00.
Abercrombis, K... Payment 7,63.
Hguyen, Tuan Payment 2,73,
Houyen, Tuan Payment 2,20,
Teschner, Anton 12/1...  Payment 3,50.
Fretell Real Est...  12/1...  Payment 1,20...
Fisher, Jennifer  12/1...  Payment 850.63
Violette, Mis 12/1...  Payment 1,00...
Roche, Diarmuid ~ 12/1...  Payment 440.00

102.65

Keenan, Bridgst  12/1...  Sals

[E3

How do I customize this page? | (2 Print ~

Customers Who Dwe Money

Customer DueDate =
Lew Plumbing - C 12/12/2015
Robson, Darci 12/15/2015
Rache, Diarmuid 11f07/2023
Fretell Real Estate 11j09/2023
Caok, Brian 11/14/2023
Jacabsen, Doug 11/22}2023
Teschner, Anton 12/13/2023
smallson, Fran 12]24]2023
Cuddihy, Matthew 12/27/2023
Ecker Designs 12/30/2023
Melton, Johny 12/30/2023

Baker, Chris 01/14/2024

Payment Reminders

Description Due Date
Money to Depasit (2)

Did it clear with the bank?

At Due A
175.00
12,420.98
38.79
17,438.68
7,812.63
2,320.00
1,790.95
1,665.00
129.30
6,226.11
4,999.50
1,040.00

Receive Payments

Amount
2,124.00

29



Getting started

4 Click Customer to see a summary of information about each customer. You can use
this to make sure that you are focusing your business efforts on your most
important customers. To see information about a different customer, choose a
name from the Customer menu near the top of the Customer Snapshot tab.

m Company Snapshot EHE|E\

» —~
compary | paymerts | Custamer 4 [ [
Add Content 3 \ Restore Default Customer | Abercrombie, Kristy v Haww do T customize this page? | (=) Print v
Abercrombie, Kristy More Detas | v Recent Invoices Gales History
h inls _ar\y v
Mumber of years as a customer 11 Years, 1 Manths Co L farnl: | @ni #
12013f2... | 81 4,522.00 0.00 oo
Awerage days ta pay Gy 11j25/2... 80 3,111.28 0.00
Gpen Balance 0,00 6000
Credit Limit 5,000.00 5000
4000
3000
Sales Summary This year-to-date | 2000
1000
Total sales 6,749.50
Tatal Sales for same period last year 0.00 2010 2011 2012 2013 2014 2015
P I Frior Year(s) W Current Year

(e Best-Selling Items

Date ™ Check/Ref# Amaunt This year-to-date | %
12/13/2015 7,633.28
EEEET—
Plumb Fixtrs
——
Framing
e
Tile &Counter
e
Removal
QuickReport —
Plumbing
] 500 1000 1500 2000 2500
$inls

N Amount

5 When you are done, close the window.

All the accounting you need to know

QuickBooks doesn’t require users to learn or understand accounting jargon. However,
it does use some common business terms.

Your chart of accounts

When you keep books for a company, you want to track where your income comes
from, where you put it, what your expenses are for, and what you use to pay them. You
track this flow of money through a list of accounts called the chart of accounts.

There are two types of accounts:

m Balance sheet accounts, such as checking and savings

m  Accounts used to group transactions for reporting purposes, such as income and
expense accounts
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To display the chart of accounts:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction Company.

The chart of accounts is a complete list of your business’ accounts and their balances.

& Chart of Accounts r._]E|§|
£ | Type Balance Tokal

| ¢ lBank | FI
#+5avings £ [Bank 13,868 .42
#Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Other Current Asset 5,000,000
+Emplayee Loans Other Current Asset 0.00
<+Inventory Asset Other Current Asset 27,042,935
+Hetainage Other Current Asset 2,461,580
#lUndeposited Funds Other Current Asset 2,124.00
+Trucks Fixed Asset 24,852.91
+0riginal Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
s+Accounts Payable Accounts Pavable 30,739,385

-

I[ Account T |[ Ackivities - ” Reports = ” Attach ]

2 Scroll through the Rock Castle Construction chart of accounts. Notice that the list
displays balance sheet accounts first, followed by income accounts and expense
accounts.

About assets, liabilities, and equity

Assets

Assets include both what you have and what other people owe you. The money people
owe you is called your accounts receivable, or A/R for short. QuickBooks uses an
accounts receivable account to track the money owed you.

The rest of your company’s assets may include checking accounts, savings accounts,
petty cash, fixed assets (such as equipment or trucks), inventory, and undeposited funds
(money you've received from customers but haven’t yet deposited in the bank).

When setting up your company file in QuickBooks, please note that even though
checking, savings, and petty cash are all company assets, you'll set them up as “bank”
type accounts in QuickBooks.

Liabilities

Liabilities are what your company owes to other people. The money you owe for unpaid
bills is your accounts payable, or A/P for short. QuickBooks uses an accounts payable
account to track the money you owe different people for bills.

A liability can be a formal loan, an unpaid bill, or sales and payroll taxes you owe to the
government. When setting up your company file in QuickBooks, note that even though
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unpaid bills are liabilities, you'll set them up as accounts payable type accounts in
QuickBooks.

Equity

Equity is the difference between what you have (your assets) and what you owe (your
liabilities):

Equity = Assets - Liabilities

If you sold all your assets today, and you paid off your liabilities using the money
received from the sale of your assets, the leftover money would be your equity.

Your equity reflects the health of your business, since it is the amount of money left
after you satisfy all your debts. Equity comes from three sources:

m  Money invested in the company by its owners
m  Net profit from operating the business during the current accounting period

m Retained earnings, or net profits from earlier periods that haven’t been distributed
to the owners

Of course, you as the owner can also take money out of the business. Such withdrawals,
called owner’s draws, reduce the business equity. If you have a sole proprietorship
(where the existence of the business depends solely on your efforts), you can check the
value of your owner’s equity by creating a QuickBooks balance sheet.

Cash versus accrual bookkeeping

When you begin your business, you should decide which bookkeeping method to use.
The bookkeeping method determines how you reportincome and expenses on your tax
forms. Check with your tax advisor or the Internal Revenue Service (IRS) before
choosing a bookkeeping method for tax purposes.

Cash basis

Many small businesses record income when they receive the money and expenses when
they pay the bills. This method is known as bookkeeping on a cash basis. If you’ve been
recording deposits of your customers’ payments but haven’t been including the money
customers owe you as part of your income, you’ve been using cash basis. Similarly, if
you've been tracking expenses at the time you pay them, rather than at the time you
first receive the bills, you've been using cash basis.
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Accrual basis

In accrual-basis bookkeeping, you record income at the time of the sale, not at the time
you receive the payment. Similarly, you enter expenses when you receive the bill, not
when you pay it.

Most accountants feel that the accrual method gives you a truer picture of your business
finances.

How your bookkeeping method affects QuickBooks

Whether you use the cash or accrual method, you enter transactions the same way in
QuickBooks.

QuickBooks is set up to do your reports on an accrual basis. For example, it shows
income on a profit and loss statement for invoices as soon as you record them, even if
you haven't yet received payment. It shows expenses as soon as you record bills, even if
they’re unpaid.

You can see any report (except transaction reports) on a cash basis by changing the
Summary Reports Basis preference. (From the Edit menu, choose Preferences. In the
Preferences window, click Reports & Graphs in the left panel, and then click the
Company Preferences tab.)

Note: When you create reports in QuickBooks, you can switch between cash and accrual
reports at any time, regardless of which bookkeeping method you have chosen for tax
purposes.

Measuring business profitability

Two of the most important reports for measuring the profitability of your business are
the balance sheet and the profit and loss statement (also called an income statement).
These are the reports most often requested by CPAs and financial officers. (For example,
banks request both documents when you apply for a loan.)

The balance sheet

A balance sheet is a financial snapshot of your company on one date. It shows:
m  What you have (assets)

m  What people owe you (accounts receivable)

m  What your business owes to other people (liabilities and accounts payable)

m  The net worth of your business (equity)
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To see an example of a balance sheet:
1 From the Reports menu, choose Company & Financial.
2 From the submenu, choose Balance Sheet Standard.

3 Scroll the report window to see all parts of the report.

The profit and loss statement

A profit and loss statement, also called an income statement, shows your income,
expenses, and net profit or loss (equal to income minus expenses). The QuickBooks
profit and loss statement summarizes the revenue and expenses of your business by
category (first income, then expenses).

To see a profit and loss report:
1 Click Report Center on the icon bar.

2 Inthelist on the left, make sure Company & Financial is selected.

3 Inthe “Profit & Loss (income statement)” section, click to select the sample Profit &
Loss Standard report, and then click the Display Report icon.

4 Scroll the report window to see all parts of the report.

The statement of cash flows

Another report that your accountant may be interested in is the statement of cash flows
report. A statement of cash flows shows your receipts and payments during a specific
accounting period.

To see a sample statement of cash flows report:
1 Click Report Center on the icon bar.

2 Inthe list on the left, make sure Company & Financial is selected.
3 Scroll to view the “Cash Flow” section.
4

Click to select the sample Statement of Cash Flows report, and then click the
Display Report icon.

5 Scroll the report window to see all parts of the report.

6 Close all the reports and close the Report Center.

Looking at the journal entries for transactions

In traditional accounting, transactions are entered into a general journal in which the
total amount in the Debit column equals the total amount in the Credit column, and
each amount is assigned to an account on the chart of accounts. This accounting
method is known as double-entry accounting. For day-to-day transaction entry,
QuickBooks uses familiar forms (invoices, bills, checks).
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QuickBooks also has a General Journal Entry window that you can use for special
transactions (such as selling a depreciated asset) or for all transactions if you prefer the

traditional system.

When you enter a transaction directly into an asset, liability, or equity account register,
QuickBooks automatically labels the transaction “GENJRNL” in the register and

“General Journal” on reports that list transactions.

To see the general journal entry for a transaction:

1 Inany sales form, type the keyboard shortcut Ctrl-Y (or press the Journal button).
The Journal button only displays in Accountant Edition.
B Create Invoices
erevious FPret [ &5 -~ B~ B - £ o speling By History =] Journal M- 3 - () atach
Customer; Job Template Duncan, Dave:Utility Shed
A Edit Cuskomer
DATE -
Invoice H L
BT = Fhone 415-585-3823
Email DoubleDi@samplename. com
Duncan, Dave Open balance 1,600.00
3442 W, Charleston acti -
Bayshore, CA 94326 chive estimates g
Sales Orders ko be invoiced o
2 Click Modify Report and in the Columns field, select Debit and Credit. Then click
OK.
3 In the transaction journal that appears, check the Debit and Credit columns to see

the accounting.

Kl Transaction Journal

Modfy Report... | [ Memorige.., | Pring.. | E-maj » | Export... | [ Hide Header | [ Refresh

EEX

S23AM Rock Castle Construction
ansng Transaction Journal
All Transactions
Trans # + Type o Date ¢ Hum_ < HName + __ Memo + _Mtem ¢ lem ipti * Account ¢ Class _ + Sales Price ¢ Debit * Credit <

Accounts Receiva.
Lahor
Fales Tax Payable

P14 Inwaice 12H5R015 92 Duncar, Dave: Ll

Duncan, Dave: il
State Board of Equ...

Labar

CA salestax... SanTom.. CA salestax, San...

TOTAL

1,500.00
4000
775%

1,600.00
000
1,600.00

1,60000

1,600.00

1,600.00

In the Customer and Vendor Centers, you can also view a journal entry for a
transaction. Click the Transactions tab, then locate the customer or vendor transaction.
Right-click the transaction and choose View Transaction Journal.
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Getting help while using QuickBooks

QuickBooks provides extensive help in various formats. When you have questions,
QuickBooks provides:

m  Onscreen Help to provide conceptual information and step-by-step instructions.

m Tutorials on key tasks. These are available by choosing Learning Center Tutorials
from the Help menu.

m Live Community. Instant access to frequently asked questions and experts who can
answer your own questions.

Using onscreen Help

The onscreen Help provides several different types of information:

m  Conceptual explanations of how to apply QuickBooks to your particular business
situation.

m Step-by-step instructions.

m Asearch engine that provides you with a list of topics related to the word or phrase
you enter.

m Topics relevant to the task you are currently performing.

m  Access to Live Community where you can exchange information with QuickBooks
experts.

To view onscreen help:

When you launch QuickBooks help, it displays information about the task you are
currently performing along with a list of topics relevant to what you are doing. There are
several ways to access QuickBooks help:

m Press the F1 key on your keyboard.
m  Click the Help icon in the icon bar at the top of the screen.

m From the Help menu, choose QuickBooks Help.

Finding a topic in the onscreen Help

Suppose you want to find out how to change information about a customer. You can
type what you're looking for in the Help Search field, and QuickBooks displays a list of
topics.

To find a topic in onscreen Help:
1 From the Help menu, choose QuickBooks Help.

The Relevant Topics tab displays a list of topics related to the QuickBooks screen you
are using.

2 Click the Search tab.
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3 Type customers and click the arrow button.
QuickBooks Help displays a list of topics related to customers.
4 Click “Edit or change customer information.”

QuickBooks displays the topic in the lower portion of the help window.

© Have a Question?

Live Community Help
Relevant Topics Search [

|cust0mers | +

15 topics found: A

2 Modify {change) a
memorized report

? Zend Accountant's Changes
Back to Client

2 [Monprofit] Tracking donors v

c Back '.EJ Frint Topic

Edit or change customer
information

These instructions tell you how to
edit customers one at a time.

.| Follow these steps if you are new

i| to QuickBooks. Otherwise, you

can use another window to add or
edit multiple customers and paste
from Excel.

To do this task —
1. Click Customer Center.

2. Onthe Customers &
Jobs tab, double-click the
customer you want to
edit.

3. Inthe Edit Customer
window, verify that the
name of the customer
appears in the Customer
Name field as you'd like it
to appear in your
Customers & Jobs list.

@ If you want the list to

" be alphabetized by last
names and the
customer is Joan
Green, enter Green,
Joan.

1<

5 Close the Help window.
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Getting started

Using the Getting Started Center

As you are learning to use QuickBooks, you can display the Getting Started Center on
your home page to give you quick access to information that can help you set up your
company.

To see the Getting Started section on your home page:

1

2
3
4

Open the Edit menu and choose Preferences.

Click Desktop View.

Click My Preferences.

Check the box next to “Show Getting Started window.”

gl Bills

g Checking

FERE [ =
% Finance Charge
Ba General

fi Integrated Applicatio
‘ Ikems & Inventory
=t Jobs & Estimates
= Multiple Currencies
% Payments

q Payroll & Employees
@ Reminders

¥l Reports & Graphs
1 Sales & Customers
lg| Sales Tax

& Search
Send Forms

% Service Connection

E Speling

[ Tax: 1099

B2 Accounting L

My Preferences | Company Preferences

Wigw

O One Window D

(& Multiple Windows @

Deskiop

(®) Save when closing comparny (O Don't save the deskkop

(O Save current deskkop

Show Home page when opening a companty file
Show Getting Started Window

[ shaw Live Community

[] Detach the Help Window

Colar Scheme

|Sea Green (Default) w |

‘Windows Settings

Also See:
General

5 Click OK to close the Preferences window.

The Getting Started Center links appear on the left side of your home page.

= Home

Company

RE——E =)

w

| O
=

g

= | Purchase
@ Crders

Receive Enter Eills Manage
Irventary Againsk Sales Chart of  Inwentary
Inventory Tax Accounts  Ackivities

=

Ibems B

8 &

Quick Start
Cenker
Get Starked
Right
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Exiting QuickBooks

Unlike most other Windows programs, QuickBooks doesn’t require you to save your
data before exiting. It does an automatic save while you’re working with QuickBooks
and every time you leave the program.

To exit QuickBooks
m From the File menu, choose Exit.

If no other applications are open, QuickBooks returns you to the Windows desktop.

To prevent or minimize data loss, you should make regular backup copies of your
QuickBooks company data. In the event of a data loss you can restore your data from the
backup copy. To make a backup copy, from the File menu, choose “Create Backup.”

Moving between company files

If you work with several companies, you'll be working with multiple QuickBooks
company files. You can change from one company file to another at any time, but you
can have only one company file open at a time.

QuickBooks provides an easy way to find and open a company file that you've worked
with before.

To open a previously opened file:
1 From the File menu, choose Open Previous Company.

2 TFrom the submenu, choose the company file you want to open.

You can increase or decrease the number of company files that QuickBooks will display
in the submenu.

To change the number of company files displayed in the submenu:
1 From the File menu, choose Open Previous Company.

2 Choose “Set number of previous companies.”
3 Enter the number of company files you want QuickBooks to display (up to 20).
4 Click OK.
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Getting started

Using QuickBooks File Manager

If you are using QuickBooks Accountant Edition, you can use File Manager to organize
your company files to make them easier to locate and manage from one location.

QuickBooks File Manager allows you to:

Build a client list that creates a virtual view of your hard drive, groups clients’
QuickBooks files by type, and contains the locations of clients’ QuickBooks
company files.

Save login information for your clients’ QuickBooks files in the Password Vault that
allows you to open a client’s QuickBooks file from the client list with the correct
version of QuickBooks without looking up the login information.

Upgrade multiple clients’ files to the latest version of QuickBooks in a batch.

Create Groups of clients that you define.

You will not use QuickBooks File Manger to organize your files for this class, but you can
use this information to manage information for your clients.

To use QuickBooks File Manager:

1
2

From the Accountant menu, choose QuickBooks File Manager.

If this is your first time using File Manager, use the Setup Wizard to organize your
company files.

From the Help menu, choose Help or Video Tutorial to learn how to manage files
with File Manager.

f I

V] Clisnts = \6 Groups IL Password Vault + @Batch Upgrade... o Options... ? Help -
Clients Lesson 3 Company File Current Groups -
Groups Search
[ an clents - =) Company Files & -
6 Lesson 3 Company File File  Mame Location Last Modified Wersion
) Lesson 4 Company File lesson 3.qbw CHINTUIT Files) 2010 Certifi...  9/16/2010 10:15 AM QR 2011

=] Accountant's Copy Files -

File  Hame Location File Type Created Yersion

-] Backup and Portable Files -

File  Hame Location File Type Created yersion

Motes: | This is the sample file created in Chapter 3|
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Setting up QuickBooks

Lesson objectives

m To discuss some of the decisions you need to make before using QuickBooks, such
as your QuickBooks start date and the number of QuickBooks companies you
should create

m To create a new QuickBooks company using the EasyStep Interview

m To set QuickBooks preferences in the Interview

m  Torecord the opening balance for a checking account

m To create customers, jobs, vendors, accounts, and items for a QuickBooks company

Supporting materials

m PowerPoint file: Lesson 2

Instructor preparation

m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

Creating a QuickBooks company

A QuickBooks company contains all the financial records for a single business. Before
you can use QuickBooks, you need to tell QuickBooks about your business so that it can
set up your company file. Setting up your company file properly is the most important
thing you can do to help yourself manage your business efficiently and with
confidence.

QuickStart Tip

If you’ve been using Quicken or an earlier version of QuickBooks to keep your company’s
financial records, you don’t need to create a new company; QuickBooks can convert the
data for you. See the QuickBooks Installation and Setup Guide for detailed instructions, or
search the onscreen Help index for “Quicken.”

Explain to students that if they’ve been using Quicken or an older version of Quick-
Books to keep their company’s financial records, they don’t need to create a new com-
pany; QuickBooks can convert their data for them. However, in this lesson, you’ll be
showing them how to create a new QuickBooks company.

How many companies should you set up?

If you operate a business enterprise, the IRS expects you to clearly show all sources of
income and to document any business expenses you claim as deductions. For tax
purposes, therefore, it’s usually best to set up a separate QuickBooks company for each
business enterprise you report on your tax forms.
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About the EasyStep Interview

The EasyStep Interview walks you through the process of setting up your business on
QuickBooks. The setup process is easy; the EasyStep Interview should take you only
about 30 minutes to complete. When you set up your company file, QuickBooks will ask
you for a number of details about your company.

QuickStart Tip

Most small business owners do better with QuickBooks setup if they break the job into
manageable chunks. Here’s a suggested schedule for completion:

Choose the QuickBooks start date.

Gather the necessary business information and documents.
Set up the company file using the EasyStep Interview.
Fine-tune the chart of accounts.

Enter any historical transactions.

Complete customer and vendor information.

Complete the Item list.

0 NO G b~ WN =

Enter any optional adjustments.

Navigating through the Interview

Use the navigation buttons in each screen to move through the interview.
m Click Next to display the next window in the Interview.
m Click Prev to display the previous window in the Interview.

m Click Leave to leave the Interview and return to QuickBooks. The next time you
open the company file, QuickBooks remembers the information you have already
entered and returns you to the EasyStep Interview where you left off.

QuickStart Tip

Set aside a block of uninterrupted time to work on setting up your QuickBooks file. Don’t
try to complete the setup while you're in the middle of a busy workday. If you schedule
your time before or after work hours, or on the weekend, setup should take a few hours.

Your goal while setting up is to provide as much information as necessary to get going, but
not to provide all the details at once. For example, you could enter data for only your big-
gest customers and vendors. Later, you can enter customer and vendor data as you begin
working in QuickBooks. (Or, if you have an especially large customer base, you may wish
to hire a data entry clerk to complete this task for you.)
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Setting up QuickBooks

Starting the EasyStep Interview

To begin adding a new company:

1
2

Start QuickBooks.

Click the “Start your new company file now” button, or choose New Company from
the File menu.

Click Yes if you are prompted to confirm.

QuickBooks displays the EasyStep Interview window.

EasyStep Interview: ﬁ

¥ et answers

EasyStep’Interview Welcome to the EasyStep” Interview

—_—
| S
Interview Progress
el walk vou through setting up the basics by asking wou questions and giving vou guidance along
the way, In about 30 minutes you'l be ready to start using QuickBooks—customized just For you!

Start Inkerview
Other Options...
Have you used Quicken, Peachtree, or Are you an accountant or
Office Accounting for your business? QuickBooks expert?
Click Convert Data if you would like ko Click Skip Interview to set up your
transfer your financial information ta company information on your awn.
QuickBooks,
Wwhat happens to my converted data?
| convertpata v | Skip Interview

Need on-site help?
Lacal Certified QuickBooks ProAdvisors can set up & customize QuickBooks for wour business, (fees

Find & Local may apply)  F Learn More
+ QuickBooks Expert %
{fees may apply)

Need help setting up?

Entering company info

When you use the EasyStep Interview to create a new QuickBooks company,
QuickBooks asks you questions about the type of business you own. It uses your answers
to get you started quickly, by setting up the appropriate accounts and lists.

In this lesson, you’ll create a new QuickBooks company for a business named Lockhart
Design. Margaret Lockhart is the sole proprietor of this interior design firm. Most of her
income comes from consulting services, but she also sells products such as fabrics and
room accessories to clients.

To create a new QuickBooks company file:

1

At the first Welcome window for the EasyStep Interview, click Start Interview.
The “Enter Your Company Information” window appears.
In the Company Name field, type Lockhart Design and press Tab.

When you press Tab, QuickBooks automatically enters the same name you typed
into the Legal Name field. QuickBooks uses the company name on all reports.

Press Tab and enter 94-1234567 as the Tax ID number.
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4 Type the following information in the street address, city, state, and zip fields.
1239 Bayshore Road
Middlefield, CA 94432

QuickBooks prints this company address on checks, invoices, and other forms.
5 Now enter the following information in the Phone number and Fax number fields:
Phone: 650-555-1234
Fax: 650-555-5678
6 Nextenter the email and Web addresses for Lockhart Design.
Email: margaret@samplename.com
Web Site: www.lockhart_design.com

Your screen should resemble the following.

EasyStep Interview: &

i Get answers

Enter your company information

EasyStep’Interview
QuickBooks uses this information on your tax Forms and Forms you use to communicate with your

customers and wendors,
S— * Company name =
Interview Progress ‘LDEkhaft Design |
Legal niame ‘Lntkhart Design |

The name you use on your tax and legal farms, Unless you use a DBA name,
this will probably be the same as the company name. Explain

U 94-1234567

“four Faderal Employer Identification Mumber (EIM) o Social Securty Mumber,
Used only on tax Formes.

Strest adaress ‘ 1239 Bayshore Road |

| |

con
Phone [650-555-1234 | P [ss0-s55-5678 |

Use the Format you would like displayed on your forms, «.g. (555 555-1212

E-mail address ‘margaret@samplaname‘mm |

web site ‘www.lockhartfdeslgn.com |

Need help setting up?

Find A Local
+ QuickBooks Expert @

Fova ] Cm ]

* required Field what if 1 hawe more than ane business?

7 Click Next.
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Setting up QuickBooks

Choosing your company industry

When you create a new QuickBooks company, you can select a company type that most
closely matches your type of business, and QuickBooks sets up accounts and lists that
are appropriate for your type of company.

Your industry selection is used by the interview to ask questions and recommend
features that work best for your business.

QuickBooks will recommend features that can best meet your business needs, such as:
m Enabling sales tax for retail businesses

m  Using estimates in QuickBooks for some service-based businesses

m Managing inventory in QuickBooks for wholesalers and manufacturers

m Creating income and expense categories

Even if you own a type of company that isn’t specifically listed, you should select the

one that’s closest. Margaret Lockhart does consulting as well as retail sales, so we’ll select
a Retail company type.

To choose the company industry:

1 On the “Select your industry” window, scroll down the list until you find Retail
Shop or Online Commerce and select it.

EasyStep Interview ﬁ

i Get answers

Select your industry
EasyStepInterview
Tell us your industry and we'll customize QuickBooks to work best Far you.
—_—
L —— fou will be able to review our recommendations and change them in this inkerview, And, you can
always change each of these settings later, Explain
Interview Progress

Don't see your induskry? Choose an industry that is similar to yours, Examples

Select an industry from the list

i Industry :
¢ Legal Services -~
Lodging (Hotel, Matel)
Manufacturer Representative or Agent
Manuf ackuring
Medical, Dental, or Health Service
Mon-Profit
Professional Consulting
Property Management or Home Association
Real Estate Brokerage or Developer
Rental
Repair and Maintenance
Restaurant, Caterer, ar Bar
or Onling C &
Sales: Indepe

nent Agent

Transportation, Trucking, or Delivery v
Need help setting up? How does QuickBooks use iy industry selection?
Find & Lacal
7 QuickBooks Expert
(Fees may apply) [ < Back ] [ Mext =

Although Lockhart Design receives most of its income from consulting, not from
retail sales, the Retail company type will give us most of the accounts we need. She’ll
need to modify the chart of accounts later to include an income account for
Consulting Income.

2 Click Next.

The “How is your company organized” window appears.
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Selecting how your company is organized

Selecting how your company is organized tells QuickBooks which tax forms to use for
your business. You also indicate the start of your fiscal year.

Lockhart Design is a sole proprietorship: an unincorporated business with one owner.

To select your company organization:
1 Click Sole Proprietorship to select it.

EasyStep Interview

EasyStep’Interview

—_—

|1

Interview Progress

Need help setting up?

Eind A Local
+ QuickBooks Expert
(Fees may apply)

' iEet answers

How is your company organized?

Your selection will help QuickBooks create the correct accounts For vour business entity
and assign tax Form lines ta those accounts.

@ Sole Proprictorship!
(FORM 1040)

) Partnership or LLP
(FORM 1065)

Ouc

(O Corporation {also known as Regular or C Corporation)
(FORM 1120)

O 5 Corporation

(FORM 1120-5)

() Non-Profit
(FORM 990)
() Other /None
wehich business entity should T choose?
=) (o

This tells QuickBooks to use the 1040 tax form. When you create a new account, you
can associate a tax line on which you would report the income or expenses tracked

by the account.

An account's tax line associates each income and expense account with the
appropriate tax form and line on your company income tax return. You'll see tax

lines for the tax form you choose and for schedules and other forms typically filed

with that tax form. This makes preparing income taxes easier and quicker, because
it enables you to create tax reports to assist your accountant or to export and import
your tax data into TurboTax, TurboTax Business, ProSeries, or Lacerte tax programs.
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Setting up QuickBooks

2 Click Next.

QuickBooks needs to know the starting month of your fiscal year.

EasyStep Interview P§|

1 Get answers

Select the first month of your fiscal year
EasyStep Interview

L — ‘our fiscal year is bypically the same as your income tax year. Explain
Interview Progress
My fiscal vear starts in | AEN0=0d

MNeed help setting up?

Find & Local
+ QuickBooks Expert

(fees may apply) < Back ] [ et =

3 Since Lockhart Design’s fiscal year started in January, leave January selected and
click Next.

The “Set up your administrator password” window appears. For this exercise, you
don’t need to set up a password.

4 Click Next.
The “Create your company file” window appears.
5 Click Next to save the company file.

6 In the “Filename for New Company” window, make sure that QuickBooks is set to
save the file in the QBtrain folder you set up in the introduction to this guide.

7 Click Save to accept the default filename of “Lockhart Design.”

QuickBooks creates the company file.
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Customizing QuickBooks for your
business

The customization section of the EasyStep Interview is where you indicate:
m  Whatyou sell

m  How and when your customers pay you

m  How you pay your bills

Based on your answers, QuickBooks sets preferences for the company file. The
preferences enable certain features of the QuickBooks program.

EasyStep Interview El

i Get answers

Customizing QuickBooks for your business

EasyStep’Interview
Mext, we'll customize QuickBooks by turning on features that best meet your business

—_— needs. To do this, we'll ask vou questions abaut:

(L L T

b dustry and what I
Interview Progress (o e T e RS R

How and when your customers pay you

How you pay your bills

The Features that appear in your
L 2 = - o custom Home page will be based
O OUr answers,
2 2 T
o 3 -
il 2 o
“ e
| 2 8=0—3—»—a )
.
Not sure what you'll need for your business? answer the interview questions based on your
Need help setting up? current needs, You can easily enable additional features later,

Find A Local
+ QuickBiooks Expert

(Fees may apply) < Back ] [ hext >
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Indicating what you sell

You need to indicate what your business sells. In general, businesses either sell products
or services, or both. Margaret Lockhart provides consulting services as well as selling
products, such as fabrics.

To indicate what you sell:
1 Click Next to move to the “What do you sell?” window.

2 Click “Both services and products” to select it.

EasyStep Interview &

i Get answers

What do you sell?
EasyStepInterview
(O Services only
| Such as consulting, rentals, gym memberships, hair styling services, event services,

T | construction and labar.

Interview Progress
9 O Products only

Such as lamps, Fertilizer, baoks, hardware, tickets, insurance palicies. Manufacturers and
distributors should also select this option,

at sells bikes, a carpet installation company that sells

carpet,
Need help setting up?
Find & Lacal
7 QuickBooks Expert @
(Fees may apply) [ < Back ] [ Mext =

3 Click Next.
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Entering sales information

Forretail companies, you need to indicate how you want to enter sales. QuickBooks uses
this information to set recommendations for a retail-type business. Margaret Lockhart
does not do retail sales on a daily basis, so she will record her sales as they occur.

To indicate how you enter sales:
1 In the “How will you enter your sales in QuickBooks?” window, click “Record each

sale individually.”
Your screen should look like this:

EasyStep Interview X

i Get answers

How will you enter your sales in QuickBooks?

EasyStep'Interview .. .
asystep @i =

e — o can alsa print sales receipts to give customers,
T RGeS O Record only a surr!mary of yuurj d..illy or weekly sales
I you use a cash register to ring up individual sales, you can enter the sales totals {for the

day, week, etc.) into QuickBooks.

() Use QuickBooks Point of Sale
“fou can send the details of each individual sale inta QuickBooks—with just one click,

Need help setting up?

Find A Local
+ QuickBooks Expert @
(Fees may apply) [ < Back l [ Mext =

2 Click Next.
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Entering sales tax information

This part of the EasyStep Interview asks whether you charge sales tax. You should turn
the sales tax setting off only if you never charge sales tax. Margaret Lockhart typically
charges sales tax, so we’ll turn on sales tax in her company file.

To set up QuickBooks to track sales tax:

1 Click Yes in the “Do you charge sales tax?” window.
QuickBooks sets up three sales tax items you can use on sales forms to track your
sales tax: Local Tax, Out of State, and State Tax. In your own business company file,
you would edit these tax items to enter the current tax rates.

EasyStep Interview g\
¥ et answers
Do you charge sales tax?
EasyStep’Interview
Ofes
—_—
Omo
Interview Progress
Need help setting up?
Find A Local
+ QuickBooks Expert @
(fees may apply) [ <mack ] [_mex>

2 Click Next.
QuickBooks automatically creates a current liability account, called Sales Tax
Payable, that keeps track of the sales tax you collect in your business.
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Creating estimates

If you provide any type of estimate or bid—even a verbal quote—there are many reasons
to use estimates in QuickBooks.

m  You can use the QuickBooks estimate form to prepare professional-looking
itemized estimates, bids, quotes, or proposals for your customers. You can
customize a QuickBooks estimate to look and say exactly what you want it to.

m  When it's time to bill your customer, you can easily create an invoice from the
estimate with just one click. QuickBooks then creates an invoice using information
from your estimate. You can also associate price levels with your customers and use
those price levels on estimates.

m  When you need to know how accurate your estimates are, you can create reports
that compare your estimated costs and revenue against your actual costs and
revenue.

m Creating estimates in QuickBooks will allow you to easily compare your actual costs
against what you estimated. This will let you see how accurate your estimates are.

m  Youcan track which estimates are still active and easily update each estimate as you
continue to negotiate with your customers.

For this exercise, Margaret Lockhart creates proposals for her customers for their interior
design projects, so she needs to enable estimates for her company.

To create estimates for your business:
1 On the “Do you want to create estimates in QuickBooks?” window, click Yes.

EasyStep Interview ﬁ

¥ et answers

Do you want to create estimates in QuickBooks?

EasyStep’Interview
Some businesses refer to estimates as quotes, bids, or proposals,

—_—

Interview Progress @ \'es

ONo

‘why should T use QuickBooks to create my estimates?

Need help setting up?

Find A Local
+ QuickBooks Expert @

Frin e ) s

2 Click Next.
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Using sales orders

If your customers sometimes place orders for items that you don't have in stock or are
not yet ready to invoice for, use a sales order in QuickBooks to track the sale.

Note: On the next window, if you are using a QuickBooks Premier Edition product,
QuickBooks asks if you want to track sales orders.

To set up sales orders:
1 On the “Tracking customer orders in QuickBooks” screen click Yes.

EasyStep Interview

Need help setting up?
Find & Local
+ CuickBooks Expert
ifees may apply)

EasyStep’Interview

_—

Interview Progress

e

i Get answers
Tracking customer orders in QuickBooks

Use a sales order to track customer orders that vou plan to Fill at a later date, such as
backorders or special orders,

Sales orders can be used to track any of your unfulfilled orders or manage your inventory.

Some examples:

A bike shop receives an order for a custom-built bike. & sales order is used to track the
order and is then conwerted to an invoice when the customer picks up the finished bike.

A wholesaler receives an order for 1,000 couches. The sales order adjusts inventory levels
to show these couches are spoken for,

Do you want to track sales orders before you invoice your customers?

O No

“fou can change a sales arder to an invoice with one click,

=) o

X]

2 Click Next.
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Choosing remaining preferences

The next series of windows ask “yes or no” questions that enable or disable different
QuickBooks features, based on your company needs. Simply click Yes or No, then click
Next to move forward in the Interview. For Lockhart Design, complete the preferences
by giving the following responses:

For this item... Select...
Billing statements No
Progress invoicing Yes
Bill tracking Yes
Inventory No
Track time Yes
Employees No

Answering the series of questions about your business helps customize QuickBooks to
meet your specific business needs. Next, you’ll set up your accounts.

Note: You can always change preference settings later, after the EasyStep Interview.
From the Edit menu, choose Preferences, and then select the preference type in the left
panel.

Setting up your business accounting

Next, QuickBooks helps you set up the basic accounting you’ll use to track your
business, referred to as your chart of accounts. To set up the chart of accounts, you need
to:

m Determine the start date of your business

m Enter account balances

m Decide how you want to categorize your income and expenses

The chart of accounts is the framework used to categorize the information and

transactions used to create reports. By using a chart of accounts and creating reports,
you’ll always know the current state of your business.

The chart of accounts is made up of five types of accounts common to all businesses and
you categorize transactions into one of these five account types.
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Choosing a start date

Before you start entering your company’s financial data, you need to choose a
QuickBooks start date. This is the starting point you want to use for all your QuickBooks
accounts. The start date is the date for which you give QuickBooks a financial snapshot
of your company assets and liabilities.

Once you decide on a start date, you enter all your company’s transactions since that
date. That’s why you should choose a start date that’s not too far back in the past for you
to handle. Many business owners like to use the last day of a financial period as their
start date, such as the end of last fiscal year, last quarter, or last month. You need to enter
all historical transactions from the day after your start date up through today. For
example, if you decide on a start date of March 31, you’d enter your historical
transactions from April 1 up through today.

QuickStart Tip

When choosing the start date you want to use for your own QuickBooks company file,
consider this question: Is having a lot of historical data important to you? If it is, you'll
want to choose a start date as close to the beginning of your fiscal year as possible.

If historical data is not very important to you, you can make setup easier by choosing a
start date as close to today as possible. (You only have to enter historical data between
your start date and today.)

To choose a start date:
1 On the “Using accounts in QuickBooks” window, click Next.

The “Select a date to start tracking your finances” window appears.

2 Select “Use today’s date or the first day of the quarter or month,” and then enter
12/31/2010.

EasyStep Interview ﬁl

¥ Get answers

Select a date to start tracking your finances
EasyStep’Interview
The date wou select will be wour start date in QuickBooks.
—_—
() Beginning of this fiscal year: 01,/01,/2010
Interview Progress In order to complete this year's kax returns, you'l need ko enter transactions
from the beginning of this fiscal year to today.

(@ Use today's date or the first day of the quarter or month.
fou'll need to enter transactions from this date forward,

124312010
What date should 1 choose?
Need help setting up?
Find A Local
+ QuickBooks Expert @
(fees may apply) < Back ] [ et =

3 Click Next.
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Reviewing the chart of accounts

As you learned in Lesson 1 of this guide, the chart of accounts lists balance sheet
accounts, income accounts, and expense accounts. When you create a new QuickBooks
company, you select a company type that most closely matches your type of business,
and QuickBooks sets up a chart of accounts for you.

The chart of accounts is made up of five types of accounts common to all businesses—
the income and expense accounts used by the Profit and Loss Statement, and the asset,
liability, and equity accounts used by the Balance Sheet. Each time you enter a
transaction, QuickBooks will prompt you to categorize it into one of these five types of
accounts.

Because you chose an industry from the list earlier in the Interview, QuickBooks has
already created income and expense accounts for your company. Next, you'll view the
preset income and expense accounts.

To review the chart of accounts:

1 Inthe “Review income and expense accounts” window, scroll through the preset
accounts to get an idea of what is included.

Note that from the list of accounts in this window you can remove or add accounts.
If you see accounts you do not need, you can clear the checkmark for the account
and QuickBooks removes it from the chart of accounts. To add an account, click in
the checkmark column.

EasyStep Interview §|

' @et answers

Review income and expense accounts

EasyStep'Interview
Income and expense accounts categorize money your business earns from, or spends on, normal

—_— business operations,
5 for wour industry are typically all you need
Interview Progress for income tax purposes. Explain
| Account Mame Tvpe
E / |Merchandise Sales ~
+ |Sales Discounts Income
Service Sales Incame
< |Merchant Account Fees Cost of Goods Sold
Product Samples Expense Cost of Goods Sold
Purchase Discounts Cost of Goods Sold
Purchases - Resale Items Cost of Goods Sold
+ |advertising and Pramation Expense
+ |Automobile Expense Expense
+ |Bank Service Charges Expense
Business Licenses and Permits Expense
Cash Drawer Payouts Expense
Cash Over and Short Expense
Charitable Contributions Expense
< |Computer and Internet Expenses Expense b

why should T use the recommended accounts?

Need help setting up? ‘ou can madify vour chart of accounts anvtime after completing this interview,

Find A Local
+ QuickBooks Expert @
(fees may apply) < Back ] [ [ext =

2 Click Next to go to the next window.
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3 Click Go to Setup.

The QuickBooks setup screen appears.

Let's get you set up!

In just 3 steps, we'll help you get the critical info you need into QuickBooks. & Got 90 seconds? See how easy it is.

Add the people you do business with
Why do this? Import or enter your contacts so you can bill your customers, pay

your vendors, and track your employees. & see how it works (1:30)

Add the products and services you sell
Add More
You've added and 2 non-inventory parts

Add your bank accounts
Why do this? So you can track deposits, payments and how much money you

have. Don't worry we won't connect to your bank. See how it works (0:50)

Ready to start working? You can always come back later... Start working L]

After you have completed the EasyStep Interview, use the information in the help
options described later in this chapter to help you make changes and adjustments to
your company file.

Entering bank accounts and opening balances

The bank accounts sections of QuickBooks Setup is where you enter any bank accounts
you want to track and enter opening balances.

The balance sheet accounts in the QuickBooks chart of accounts start with an opening
balance of zero. Before you begin working in QuickBooks, you need to enter an opening
balance for each balance sheet account as of your start date.

The opening balance is important because QuickBooks can’t give you an accurate
balance sheet (what your company owns and what it owes) without it. An accurate
balance sheet gives you a true picture of your company’s finances. Also, if you start with
an accurate balance as of a specific date, you can reconcile your QuickBooks bank
accounts with your bank statements, and your QuickBooks checking accounts will
show the actual amount of money you have in the bank.

The easiest way to determine an account’s opening balance is to work from an accurate
balance sheet. If you have a balance sheet as of your start date, you can take the opening
balance from there. During the EasyStep Interview, you can enter opening balances for
bank accounts only. You'll learn later how to enter opening balances for other types of
accounts after you've completed the EasyStep Interview.
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Let’s assume Margaret Lockhart wants to enter an opening balance for her checking
account. The opening balance for a QuickBooks bank account is the dollar amount in
the bank on the start date. This amount can be determined two ways: using the ending
balance on the last bank statement on or immediately prior to the start date, or using
the bank account balance from a balance sheet prepared by an accountant. Margaret
has a recent bank statement for this account, so we’ll use that method.

To enter bank account information:
1 On the “Add your bank account” section of QuickBooks Setup, click Add.

2 Type Checking as the Account Name.
3 For Opening Balance, type 8359.00.
4 For Opening Balance Date enter 12/28/2010.

As you enter transactions between the start date and today, you’ll record any
outstanding checks or deposits, which will allow you to reconcile your bank
account against the next statement.

Your screen should look like this:

fw¥ Add your bank accounts o5 Choose

You can add as many bank accounts as you'd like. The only required info is the account name. We won't actually connect to your bank, we'll just create a register so you
can track income and expenses.

8,359.00 | 12/28/2010

I T

5 Click Continue.
6 In the Order Checks screen, select No Thanks and click Continue.
7 Click Start Working.
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Completing company file setup

After you have created your company file using the EasyStep Interview and QuickBooks
Setup, you can begin using QuickBooks to run your business. However, there are some
additional tasks you might need to do to make sure the company file is properly set up
and that the data is complete.

QuickBooks is based on four key concepts: Customers, Vendors, Accounts, and Items. If
you take a few minutes now to understand these basic concepts, you'll be able to get
started quickly and correctly with your company information.

m  Customer: A customer is anyone who pays you. This can mean patients, donors,
members, legal or consulting clients, or your typical retail customer.

m Vendor: A vendor is anyone you pay, except for employees. This can mean
subcontractors, utility companies, your landlord, tax agencies, or suppliers.

m  Account: There are two types of accounts—real world accounts, such as checking
accounts, and income and expense accounts that you use to group transactions for
reporting purposes. For example, you may want to create expense accounts to track
office supply purchases separately from advertising costs. All accounts are listed on
your chart of accounts. If you choose a tax form, you can associate accounts with tax
lines, which would make preparing for tax time easier.

m Item: An item is anything you want to put on an invoice. This includes parts,
services, labor, discounts, and taxes.

This section covers how to set up customers, vendors, and items, and how to add an
income account.

Adding customers

In order to bill customers with QuickBooks, you need to add your customers.

By entering details about the people and companies you do business with, you can
personalize their bills, send invoices easily, and quickly view the status of their
accounts. You can add new customers at any time.

Note: You can also add customers and vendors as you perform everyday tasks. For
example, if you enter the name of a new customer when filling out an invoice,
QuickBooks will prompt you to enter information about this customer. You can choose
from two quick setup options: Quick Add and Set Up. Quick Add adds the name to the
list and you add details later. Set Up lets you enter the details right away.
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To add a customer:
1 Click Customer Center in the icon bar.
2 Click the New Customer & Job menu button, and then choose New Customer.

3 Ifthe New Feature screen for Add/Edit Multiple List Entries appears, click the box for
“Do not display this message in the future” and click OK.

4 In the Customer Name field, enter the name of the customer as you'd like it to
appear on your Customers & Jobs list. For this exercise, type Smith, Lee, and then
press Tab.

You want the list to show last names first.
5 Press Tab in the Opening Balance field to leave this field blank.

The Opening Balance field tells you how much each customer owes you on your
start date so that when you enter the rest of your transactions from your start date
to today, all balances since your start date will be accurate.

For now, leave this field blank. Lockhart Design is planning to set up one or more
jobs for this customer. QuickBooks will calculate and track the overall balance for
this customer from the balances you enter for the individual jobs.

6 In Address Info tab, click in the First Name field and type Lee.

7 Dresstab and type M. as the middle initial and in the Last Name field, type Smith.
8 Press Tab to go to the Address field, and then press Enter after Lee M. Smith.

9 Type 43 Hampshire Bivd and press Enter.

10 Type East Bayshore, CA 94327.

11 Click the Copy button to copy the address to the Ship To field. Click OK in the Add
Shipping Address Information window.

You can have and use more than one Ship To address per customer or job, but Lee
Smith uses only one address.
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Your screen should resemble the following graphic.

k& New Customer

Customer Mame |5mithJ Lee |
Opening Balance | |as of |D‘3,|'19,I'ZDID | Howe do I determine
the opening balance? Cancel
Address Info | Additional Info Payment Info Job Info
Company Name | | Contact ||_,3,3 M. Smith | Help
L — e |
First Mare ML E A | |
F Customer is
Last Mame |Smith | Alt, Phone | | ——
Alk, Contact | |
E-rmail | |
Cc | |
Addresses
Eill To Ship To |Ship To 1 hd
Lee M. Smith Les M. Smikh
43 Hampshire Blvd Fre—m= | 43 Hampshire Blvd
East Bayshore, CA 94327 East Bawshare, CA 94327
[ Addew || Edic || Delete |
Custarmer
Default shipping address Manager Online

12 Click OK to add this customer.
The Customer Center appears, with the Customers & Jobs list along the left side.

Note: The Customers & Jobs list is the same list as the Customer:Job list. It is called
Customers & Jobs on the Customer Center, and it is called Customer:Job on forms.
It is sometimes also referred to as simply the Customer list.

Adding a job

If you often perform multiple jobs for the same customer, you can use jobs in
QuickBooks to track the activity for each job separately. That way, you can create
reports that show the income and expenses for each job. Jobs in QuickBooks are
optional. You do not need to add jobs to the Customers & Jobs list if your company
never does more than one job or project per customer.

Lockhart Design wants to track jobs for Lee Smith.

To add a job for a customer:
1 Inthe Customers & Jobs list, right-click Smith, Lee and choose Add Job.

The New Job window looks similar to the Customer window. QuickBooks has
already filled in several fields for you for Lee Smith.

2 IntheJob Name field, type Patio, and press Tab.
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3 In the Opening Balance field, type 862 and press Tab.

You want to keep track of the balances for each job. QuickBooks calculates and
tracks the overall balance for this customer from the balances you enter for the
individual jobs.You want to keep track of the balances for each job.

Note: The information QuickBooks fills in comes from your customer's record. If
you make any changes here, the changes affect only this job. For example, if your
customer's billing address is different for this job, you can enter the job address
without affecting the customer's main address.

4 Enter 12/31/2010 in the As Of field to indicate that this was the balance outstanding
for this job as of the QuickBooks start date.

5 Click the Job Info tab and choose “In Progress” from the Job Status drop-down list.
Job status information is for your records—it gives you a way to keep track of each
job. When you create a customer list report, QuickBooks includes the status of each
job on the report. You can also see the status of a job by clicking a job in the
Customers & Jobs list and looking in the Job Information area.

6 For the Start Date, type 12/15/10 and press Tab.

7 Inthe Projected End date, type 3/15/11 and press Tab.

The dates help you track how long each job takes and how well you are able to
estimate the length of a job. When you create a customer:job list report, you can add

columns that show the start date, your projected end date, and the actual end date
for each job.

Your screen should resemble the following graphic:

Bl New Job

Jab Mame Patio

Opening Balance | ge2 .00 as of | 1713112010 Hiow do I determine
the opening balance? OK
Address Info Additional Info Bayvment Info Job Info
Job Skatus Stark Date Projected End  End Date
In progress w | 1271512010 03152011 |
Job Description Job Type
o [] ob is inactive
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(o)

Click OK.

If you see a message about a past or future transaction, click Yes to save the
transaction.

The job now appears under Smith, Lee in the Customers & Jobs list.

Customers & Jobs Transactions |

Wiew | Ackive Customers A
Find
Mame Balance Tokal Attach

#3mith, Lee g6Z.00

+Patia 562,00

10 Close the Customer Center.

Adding vendors

In order to pay your bills with QuickBooks, you need to add your vendors. Nearly
everyone you pay, other than employees, is a vendor.

You can add new vendors at any time. QuickBooks uses the Vendors list to hold
information about the people and companies you do business with; for example, this
list could include the phone company, your office supplies vendor, and your tax board.

To add a vendor:

1
2
3

E

© 00 N O O

Click Vendor Center in the icon bar.
Click the New Vendor menu button, then choose New Vendor.

In the Vendor Name field, enter the name of the vendor as you'd like it to appear on
your Vendor list. For this exercise, type Fay, Maureen Lynn, CPA, and then press Tab.

In the Opening Balance field, type 350, which is the amount you owed this vendor
as of the start date. Press Tab.

In the As Of field, enter 12/31/10.

In the Address Info tab, click in the First Name field and type Maureen.

Press tab and type L. as the middle initial and in the Last Name field, type Fay.
Press Tab to go to the Address field, and then press Enter after Maureen L. Fay.
Type 200 Royal Rd. and press Enter.

10 Type Bayshore, CA 94326.
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11 Clickin the “Print on Checks As” field, and type Maureen Fay.

Your screen should resemble the following graphic.

" New Vendor
Wendor Mame |Fay, Maureen Lynn, CPA |
Lo |
Opening Balance |350.DD |as of | 1243142010 | How do I determine =
the opening balance?
Address Info | Additional Info Account Prefill

Frsthame [Maween  |MLle [Fax [ | Vendor s
Lask Mame |Fay | Alt, Phone I:I Dinactive
Ab Contact| ]
« [ |

Print on Check as
Maureen Fay |

Addresses

Billed From Address Shipped From Address
Maureen L. Fay

200 Royal Rd.

Bayshore, CA 94326

12 Click OK to add this vendor.

13 If you see a message about a past or future transaction, click Yes to save the
transaction.

The new vendor appears on the Vendor list.

¥Yendors Transactions

Wigw |.ﬁ.ctive Yendors hd |

Find | ”E

Mame

Balance Total | Attach

aureen Lynn, CPA

14 Close the Vendor Center.
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About customer and vendor types

Customer and vendor types let you categorize your customers and vendors in ways that
are meaningful to your business. For example, you could set up your customer types so
that they indicate which industry a customer represents, a customer's geographic
location, or how a customer first heard about your business. You could set up your
vendor types so that they indicate a vendor's industry or geographic location. For
example, you might create the type Painters with the subtypes Exterior and Interior.

m Commercial photographers might use customer types to record a customer's
primary interest: graduation, portraiture, weddings, and so on.

m Building contractors might use vendor types to classity their subcontractors by
geographical location so they can use the ones closest to each job.

You can create reports and do special mailings that are based on your customer and
vendor types. For example, if you use customer types to categorize your customers by
location, you could print mailing labels for all the customers in a particular region.

Setting up additional accounts

You added one checking account for Lockhart Design. There are two basic types of
accounts: balance sheet accounts, such as savings or checking, and accounts used to
group transactions for reporting purposes, such as income and expense accounts.
Income and expense accounts track the sources of your income and the purpose of each
expense. When you record transactions, you usually assign the amount of the
transaction to one or more income or expense accounts.

In the EasyStep Interview, you selected “Retail Shop or Online Commerce” as the
industry for Lockhart Design. QuickBooks created a chart of accounts based on the retail
industry. However, Margaret Lockhart also receives income from design consulting. She
needs to modify the chart of accounts to add an income account for consulting.

Adding a new account

You may need to add one or more of the following accounts:
m Income accounts to track new sources of income.
m Expense accounts to track new types of expenses.

m Bank accounts when you open new checking, savings, or money market accounts
at your bank.

m Credit card accounts when you acquire new credit cards.
m  Other kinds of balance sheet accounts to track specific assets, liabilities, or equity.

For example, you may need to add a fixed asset account to track the depreciation of
anew equipment purchase, along term liability account to track a business loan, or
an equity account to track the investment from a new business partner.

A complete list of your business’ accounts and their balances appear in the chart of
accounts. You use a chart of accounts to track how much money your company has,
how much money it owes, how much money is coming in, and how much is going out.
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For Lockhart Design, you’ll add an income account for her consulting income.

To add an income account:
1 From the Lists menu, choose Chart of Accounts.
Click the Account menu button and choose New.

2
3 Inthe Add New Account window, choose Income, and then click Continue.
4 Clickin the Account Name field, and type Consulting.

5

From the Tax-Line Mapping drop-down list, choose “Schedule C: Other business
income.”

Your screen should resemble the following graphic.

7 Add New Account

] ]“|'|' Account Type |Inc0me hd
Account Mame |Consulting | [ Select Fram Examples
[ subaccount of
Ciptional
Description
Mote
Taz-Line Mapping |l Hows do T choose the righk tax: line?

Save & Close l ’ Save & Mew ] [ Cancel

6 Click Save & Close, and then close the chart of accounts.

Adding items

In QuickBooks, an item is anything that your company buys, sells, or resells in the
course of business, such as products, shipping and handling charges, discounts, and
sales tax (if applicable). You can think of an item as something that shows up as a line
on an invoice or other sales or purchase form.

Items help you fill out the line item area of a sales or purchase form quickly. When you
choose an item from your Item list, QuickBooks fills in a description of the line item and
calculates its amount for you.
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While they provide a quick means of data entry, a much more important role for items
is to handle the behind-the-scenes accounting. When you create an item, you link it to
an account; when the item is used on a form, it posts an entry to that account and
another entry to the appropriate accounts receivable, accounts payable, checking, fixed
asset, or other account.

When creating items, consider how much detail you want on your invoices or
statements and set up items with that level of detail in mind. For example, if you are a
seamstress who creates and sells home accessories, you can set up a single item and
charge a flat rate for a certain size of couch pillow, or you can break that pillow down
further into labor and materials.

QuickBooks provides several different types of items. Some—such as the service item or
the inventory part item—help you record the services and products your business sells.
Others—such as the subtotal item or discount item—are used to perform calculations
on the amounts in a sale.

For Lockhart Design, you’ll set up a service item for billing the time used for initial
consultation for a design project. You’ll assign it to the new Consulting income
account.

To add an item:
1 TFrom the Lists menu, choose Item List.

QuickBooks displays the Item List.

B jtem List

Laok for in | &l Fields -

Aktach

Marne Description Account ©n Sal... | Price

sionsignme. .. |Consigned Mo... |Mon-invel
+Mon-invent... |Non-invenkar. ..

«Local Tax Local Sales Tax
+Ouk of Stake  [Dut-of-state .,
#Skate Tax Skate Sales Tax

Sales Tax ...
Sales Tax ..
Sales Tax ...

Item '|[ Activities '][ Reports '][ Excel '][ Attach ]

Click the Item menu button, and choose New.

In the New Item window, choose Service from the Type drop-down list.

Click in the Item Name/Number field and type Initial Design Consultation.

ahWN

In the Description field, type Initial design consulting.
The description will appear on sales forms when you use the item.
Click in the Rate field, and type 40.

o

7 Inthe Tax Code field, choose “Non-Taxable Sales” from the drop-down list.
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8 In the Account field, choose Consulting.

Your screen should resemble the following graphic.

New Item

Tvpe
ervice o | Use far services you charge for or purchase, like
specialized lsbor, consulting hours, or professional

fees.

Item Mame/Mumber [ Subitem of
|Initial Design Con... | |

Uit of Measure

[] This service is used in assemblies or is performed by a subcontractor or partner

Description Rate

Tax Code
Account | Consulting A

How can I set rabes by customers or employvess?

Initial Design consulking

QK
Cancel
Mext

Custam Fields

Spelling

[ ttem is inactive

9 Click OK to add the new item to the Item List.

The item now appears in the Item List.

B jtem List

v| [ Search

Loolsfc-r| | in |F\IIFieIds

On Sal,..

Price

Description Type Account

. |Mon-inven. ..
+Mon-invent... |Non-invenkor... |Mon-inven...
+Local Tax Local Sales Tax [Sales Tax ...
0t of Skake  |Out-of-state .., |Sales Tax ..,
+Skate Tax Skate Sales Tax [Sales Tax ...

Aktach

Activities '][ Reports '][ Excel '][ Attach ]

10 Close the Item List.
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Setting up QuickBooks

Entering historical transactions

If your QuickBooks start date is before today’s date, you also need to enter past
transactions so that you have complete financial records from the start date forward. It
is important to enter historical transactions in this order:

1 Allsales (sales receipts, invoices, or statement charges)

Customer payments received for outstanding invoices after the start date
Bills received since the start date

Bills paid since the start date

Deposits made to any of the accounts since the start date

oG A~ WN

Any other checks written (other than bills) since the start date

Learning more about the company setup process

When you are setting up your own company in QuickBooks, you may want to view the
tutorials available in the Learning Center to help you finish setting up your own
company file. The information provided in the videos gives you an overview of the
program and more detailed information about using specific parts of the product.

To open the Learning Center:
m From the Help menu, choose Learning Center Tutorials.

For more information, choose Support from the Help menu.

Closing the company file

As you enter information in your company file, QuickBooks saves what you enter.
When you are finished working on a file, you can close the file.

To close the company file you just created:
m From the File menu, choose Close Company.
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Lesson objectives

m To edit the company chart of accounts

m To add a new customer to the Customers & Jobs list

m Toadd a new vendor to the Vendor list

m To learn about custom fields, and to practice adding custom fields

m To see how to manage lists in QuickBooks

Supporting materials

m Handout 1: Balance sheet accounts

m Handout 2: Accounts created automatically

m PowerPoint file: Lesson 3

m Video tutorial: Adding and using QuickBooks accounts
m Video tutorial: Introducing the Customer Center

m Video tutorial: Introducing the Vendor Center

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have Handouts 1 and 2 ready for distribution.
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To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 3 and then click Save.

© WO NGOG A~ WN

Click OK when you see the message that the file has been successfully restored.

Using QuickBooks lists

QuickBooks lists organize a wide variety of information, including data on customers,
vendors, inventory items, and more. Lists save you time by helping you enter
information consistently and correctly. When you store information on a list, you enter
it once and never need to retype it. Think about how much information you use more
than once in your business:

m Names, addresses, and other information about customers who purchase from you
on a regular basis

m Contact information for vendors from whom you purchase your supplies

m  Descriptions and prices for products or services you sell again and again

Simply enter repetitive information into a list once, and then use it over and over on
checks, on invoice forms, and other daily transactions. You don’t have to enter all the

information for your company lists before you begin working with QuickBooks. You
can add information to lists as you go along.
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Editing the chart of accounts

The chart of accounts is your most important list because it shows how much your
business has, how much it owes, how much money you have coming in, and how much
you're spending. When you set up your own company in QuickBooks, the EasyStep
Interview lets you choose a chart of accounts designed especially for your type of
business. However, not every business has the same needs; you'll want to make a few
changes to the list.

To display the chart of accounts:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

& Chart of Accounts

Balance Tatal Attach

46

+5avings % |Bank 13,865.42
+Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Cther Current Asset 5,000.00
+Emplovee Loans Cther Current Asset 0,00
<+Inventary Asset Other Current Asset 27,042.93
+Retainage Other Current Asset 2,4e1.80
+Undeposited Funds Qther Current Asset Z,124.00
2 Trucks Fixed Asset 24,852.91

«0riginal Cost Fixed Asset 33,852.91

+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Pavable Accaunts Pavable 30,739.38

I’[ Account '” Activities '][ Reports '” Aktach ]

2 Scroll through the list. The chart of accounts displays balance sheet accounts first,
followed by income and expense accounts.

QuickStart Tip

Before you modify the preset chart of accounts, we recommend that you have your
accountant or QuickBooks Professional Advisor review the chart of accounts that
QuickBooks has set up for you. You may need to add income and expense accounts, add
subaccounts, delete accounts, or move accounts. It is important to decide on an account
structure before you begin entering transactions.

Refer to Handout 1, “Balance sheet accounts” as you explain each account type and the
kinds of transactions you use each type for.
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Editing an account

If any of the accounts don’t suit your needs, you can edit or delete them. In the next
exercise, you’ll edit Rock Castle Construction’s Checking account to provide the

account number.

To edit an account:
In the chart of accounts, select Checking.

1
2

Click the Account menu button (at the bottom of the window), and then select Edit
Account.

QuickBooks displays the Edit Account window.

In the Description field, type Great Statewide Bank.

Your window should look like this.

2! Edit Account g@@

] m Account Type | Biark

General | Online Services

Account Mame | Cherking

[] subaccount of

Cptional
Description | Great Statewide Bank

Bank Acck, Mo, 0661001235 Hows dio I change the account nurmber?
Routing Muriber 112200049 How do I change the rouking number?
Tag-Line Mapping | <Unassigned:> b | Hows dio T choose the right bax line?

You can change the opening balance in the
account register,

/ - Remind me ko order checks when I reach check number l:l
\{; [[] order checks I can print From GuickBocks Learn mare

’ Change Opening Balance. ..

|:| Account is inactive Save & Close l [ Cancel

4 Click Save & Close.
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Adding subaccounts

The Dues and Subscriptions expense account has one subaccount called Union Dues.
Rock Castle Construction wants to add a second subaccount for trade publications.

To add a subaccount:
1 Inthe chart of accounts, click the Account menu button and then choose New.

QuickBooks displays the Add New Account: Choose Account Type window.
2 Select Expense.

"7 Add New Account: Choose Account Type

% Choose one account type and click Continue,

Categorize money your business earns or spends

O Income Expense Account

@® i
Categorizes money spent in the
course of normal business

Or, track the value of your assets and lisbilities operations, such as:

) Fixed Asset {major purchases) = Advertising and promation

) Bank = Office supplies

- = Insurance
) Loan * Legal fees
. = Charitable contributions

O credit card + Rent

O Equity

() other Account Types | <select> -

Help me choose the right account bype. Continue ] [ Cancel

3 Click Continue.
4 Inthe Account Name field, type Trade Pubs.
5 Selectthe “Subaccount of” checkbox, and then select Dues and Subscriptions in the

drop-down list.
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6 Inthe Description field, type Trade Publications.

' Add New Account

||"|'|' Account Type | Expense b

Account Mame | Trade Pubs
Subaccount of | Dues and Subscriptions w

Optional
Description | Trade Publications|

Moke

Tax-Line Mapping | <Unassigned + || Howdo I choose the right tax line?

Save & Close H Save & Mew ] ’ Cancel

7 Click Save & Close.

QuickBooks displays the new subaccount in the chart of accounts list.

ke Dues and Subscriphions Expenze
+ T1ade Pubs Expenze
# | nion Dues Expenze

8 Close the chart of accounts.

Explain to students that in addition to the accounts that QuickBooks sets up by default
based on the industry they select during the EasyStep Interview, QuickBooks also creates
certain accounts as needed based on the features used in the program. For a list of these
accounts, refer to Handout 2, “Accounts created automatically.”
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Working with the Customers & Jobs list

The Customer Center stores names, addresses, and other information about your
customers. It also holds information about the jobs or projects you may want to track
for each customer.

Adding new customers

In this exercise, you’ll add a new customer to the Customers & Jobs list.

To add a new customer:
1 Click Customer Center in the icon bar.

QuickBooks displays the Customer Center, which includes the Customers & Jobs
list.

#= Customer Center: Abercrombie, Kristy (All Transactions)
1% New Customer & Job » New Transactions » g, Print » ﬂ Encel » LZ Word v @ Collections Center
Customers & Jobs Transactions Customer Information 0] Attach Edit Customet... | Reports for this Customer
Wiew | active Customers [ iZustomer Mame  Abercrombie, Kristy Conkact Kristy Abercrombie QuickRepart
- @ Customer Type Residential Phone 415-555-6579 Open Balance
Campany Mame Alt Phone Show Estimates
Hame Balance Total _ Attach Elling address Kristy Abercrombie Fax o
o 0.00 5647 Cypress Hil Rd ; Customet Snapshot
Eayshore Ch 94326 Emall  kristy@samplename.com
+Fanity Room 0.00 Terms Net 30 S
eKitchen 0.00 o Price Level Custamer
+Remodel Bat. . 0.0 Map | Dirsctions Maniager Oniine
oBaker, Chris 1,040.00 Fokes 915/2007: Send Kristy estimate for den remadel,
L +Family Room 1,040.00
JieBele ke oo Show |l Transa.. v | Fiker By &l v | Date |ThisFiscalvear || 10/01/2015 - 0/30/2018
o Utiity Shed 0.00
T WD Type Hurn Date ~ Account Amount
° ariey, Renes Z Invoice 81 12132015 Accounts Receivable 4,522.00
R 0.00
P e Payment 12132015 Checking 7,633.29
jebelinil [l 0.00 Estimate 24-C0 12{12{2015 Estimates 7,676.13
2nd story a... 0.00
| cendstorya Estimate 32 12/01/2015 Estimates 4,792.00
£ oBristal, 5 0.00
| TErEhal sonya Invoice 80 11/25/2015 Accaunts Receivable 311128
SR, Shed) n.00 Check 296 11/15/2015 Checking -711.15
Repai 0.00
P e Credit Memo 1 11/15/2015 Accounts Receivable 71115
jebrchiescn 0.00 Estimate 21 10{30/2015 Estimates 3,114.00
»Room Addition 0.00
F oBurney, Tony 0.00
L sRepairs 0.00
zncuuk, Erian 7,812.63
»2nd stary a.., 5,003,30
e Kitchen 2,809,33
v

The Customer Center lets you add, edit, and get reports on your customers. Each
customer in the list can have multiple jobs (you may call them projects or accounts).
Notice that this Customers & Jobs list already has quite a few entries.

2 Click the New Customer & Job menu button (at the top of the Customer Center),
and select New Customer.
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QuickBooks displays the New Customer window.

& New Customer

Customer Mame | |
Opening Balance | |as of | 12}15/2015 | HHow do I determine
the opening balance?
Address Info | Additional Info Payment Info Job Info
Company Mame | | Contack | | Help
e Ms. )L l:l Phone | |
First Marne |:| M1 it
|:| | | D iZustomer is
Last Marne | | Alt, Phone | | inactive
Alb, Contact | |
E-mail | |
Cc | |
Addresses
Bil To Ship To
Cuskomer
Manager Online

The New Customer window is where you enter all the information about a new
customer, including billing and shipping addresses, contacts, credit limit, and
payment terms. QuickBooks uses the information you enter to complete invoices,
bills, and receipts. When you’re setting up your company file, you use this window
to record customers’ opening balances.

w

In the Customer Name field type Godwin Manufacturing.

4 Inthe Company Name field on the Address Info tab, type Godwin Manufacturing, and
then press Tab.

Notice that QuickBooks fills in the Customer Name field and the first line of the Bill
To field with the information you typed in the Company Name field.

QuickBooks displays the name listed in the Customer Name field in the Customers
& Jobs list. By default, QuickBooks sorts the list alphabetically.

Note: If you are entering individual names, you may want to use last name, first name
in the Customer Name field so that your Customers & Jobs list displays the names with
the last name first. This is useful for alphabetical sorting of lists and reports.

5 In the Bill To field, click at the end of the company name line and press Enter.
6 Type 376 Pine Street, and then press Enter.

Notice that you press Tab to move between fields, but you press Enter to move from
one line to the next within a field.

7 On the next line of the Bill To field, type Bayside, OR 64326.
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8 Click Copy to have QuickBooks copy the billing address to the Ship To field.

Each of your customers can have multiple shipping addresses. You can also set
which address to use as the default address. The default address for each customer is
used on sales forms, letters, labels, and in Shipping Manager.

Add Shipping Address Information @|

e
Address Name Ehip Ta 1
Address Godwin Manufacturing

376 Pine Street

Ciky Bayside
State [ Province | op

Zip { Postal Cade | 450
Country | Region

Mote

Show this window again when address is incomplete or unclear

Default shipping address

9 Click OK to use this address as the Godwin Manufacturing ship to address.




10 Continue filling out the customer information by providing the following
information:

m Contact: John Godwin
m Phone: 325-555-9841

m Fax: 325-555-0012

m Alt Contact: Tracy Heldt

% New Customer

Customer Name | Godwin Manufacturing |
Opening Balance | |as of | 12j1572015 How do I determine
the opening balance?
Address Info | Additional Info Payment Info Job Infa
Compary MName |G0dwin Manufacturing | Contact |J0hn Godwin Help

M. s, |:| Phone  [325555-0841
First Mame: I:I M.I. l:l Fax |325—555—DDI2

Last: Name | | alt. Phone |

D Customer is
inackive

Alt, Contact |Trac5-' Heldt|

E-mail |
Cc |
fddresses
Eill To ship T | Ship To 1 w
Godwin ManuFacturing Godwin Manufacturing
376 Pine Street 376 Pine Street
Bayside, OR 64326 Bayside, OR 64326

’Add ew ” Edit ][ Delote ] Customer

Default shipping address Manager Online

Note: If you plan to e-mail invoices or statements to customers using the Send Forms
feature, use this window to enter your customers’ e-mail addresses.
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Providing additional customer information

You’ve just completed the Address Info tab for a new customer. The Additional Info tab
is where you can provide other important information, such as customer type (if you
want to categorize your customers in some way), payment terms, and sales tax
information.

To add additional information to a customer record:
1 Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Customer window.

k& New Customer r—_"'E|E|
Customer Mame |G0dwin Manuf acturing |
Opering Balance | |as of [12)15)2015 Hiw di T deterrine
the opening balance? Cancel
Address Info Additional Info | Payment Info Job Info
ateqorizing and Defaults Price Level | hd |
Type Custom Figlds
II S —
Terms Customer is
| 5 B —
[ =
Preferred Send Method
|None w
Sales Tax Information
Tax Code Tax Item Define Fields
|Tax w | |San Tamas b |
Resale Number %
Cuskomer
Manager Online

2 In the Type field, type Industrial.

The Type field lets you track customers in any way that is meaningful for your
business. For example, if you run ads on television, radio, and in print, and you
want to know which advertising method brings you the most customers, you can
assign customers a “type” (TV, Radio, or Print) and run reports that tell you which
referral source is most effective. Rock Castle Construction uses the Type field to
categorize customers by the type of service provided.

3 Press Tab.

QuickBooks tells you that Industrial is not currently on the Customer Type list and
asks if you wish to add it.

4 Click the Quick Add button to add the customer type to the list.

Quick Add lets you set up the item with a minimum amount of data. If you click Set
Up, you can enter more detailed information, but that interrupts the process of
creating a new customer.
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o

In the Terms field, type Net 30.

Your screen should now look like this.

In the Tax [tem drop-down list, select Out of State.

In the Tax Code field, select Non from the drop-down list.

& New Customer

Custamer Manme

Opening Balance

|Godwin Manuf acturing

[

|as of | 12/15/2015 How do I determine

Address Infa Additional Info | Payment Info

Type

Categorizing and Defaults

the opening balance?
Job Infa

Price Level |

S|

Custom Fields

|Industria|

Conkrack #

Terms

[net a0

B-Day

Rep

Preferred Send Method

Spouse's Mame

|None

Sales Tax Information

[ 1
[ 1
I

Tax Code Tax Ikem

|N0n v| |Dut of State

<

Resale Number

Define Fields

Cancel

Mexk

il

Help

D Cuskomet is
inackive

Cuskomer

Manager Cnline

Providing customer payment information

The Payment Info tab is where you enter customer account numbers and credit limits.
QuickBooks remembers each customer’s credit limit and warns you when a customer is

about to exceed it. You can also record information about each customer’s preferred
payment method. For customers who pay by credit card, you can enter credit card

numbers and expiration dates.

To add payment and credit information to a customer record:

1 Click the Payment Info tab.

2
3

In the Credit Limit field, type 2000.
In the Preferred Payment Method drop-down list, choose Check.
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When you finish, your window should look like this.

k& Mew Customer

Customer Name | Godwin ManuFacturing
Opening Balance asof | 1711502015 Howe do T determine
the opening balance? Cancel
Address Info Additional Info Payment Info Jab Info

Credit Limit | 2z,000.00
Cuskomer is
Preferred Payment Method inactive

“heck R

Credit Card Mo, Exp. Date !
Marne on card

Address

Zip f Postal Code

Can I save the Card Security Code?

&

Customer
Manager Cnline

L
4 Click OK to add the customer and close the New Customer window.

QuickBooks displays the Customers & Jobs list with Godwin Manufacturing added
at the top of the list. You’ll learn how to sort the list later.

5 Close the Customer Center.

QuickStart Tip

QuickBooks has several preset reports related to customers. Some reports you may find
useful are the sales by customer summary and the sales by customer detail reports (under
the Sales submenu in the Reports menu).

You may also find the A/R aging summary, A/R aging detail, customer balance summary,
customer balance detail, and open invoices reports useful. You'll find them under the Cus-
tomers & Receivables submenu in the Reports menu.

Working with the Employee Center

The Employee Center stores information about your employees such as name, address,
and social security number. It also stores information QuickBooks needs to calculate
your employee paychecks (if you are using QuickBooks for payroll). You’ll learn how to
enter employee payroll information later in this course. For now, enter only the basic
employee information.

QuickBooks uses the information you enter in the Employee list to track sales and fill in
information on checks and other forms.
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Adding new employees

Suppose that Rock Castle Construction has hired a new employee and you want to add
her information to the Employee list.

To add a new employee:
1 Click Employee Center in the icon bar.

QuickBooks displays the Employee Center, including the Employee list.

# Employee Center: Dan T. Miller,

‘6 New Employee... ﬁ Manage Employee Information = @ Print = ﬂj Enter Time « ﬂ Excel = 5 Word

Employees | Tramsactions Payral Employee Information [ 1) attach I I Edit Employee. .. Reports for this Employee

View | Active Employees 4 Employes Mame Dan T, Millsr Fhone  555-2601 = QuickReport
Address Dan Miller Cellular = Payroll Summar
Mame 195 Spruce Ave, #202 alt Phone

Bayshore, CA 94326 = Paid Time Off Report

Dan T, Miller
Elizabeth M. Mason Map | Directions = Payroll Transaction Detsil

regg 0. Schneider Email  Zend to:Dan T. Miller

Notes Edit Motes. ..

= Learn About Payroll

Show |4l Transacti,. % | Date |This Calendar Year % | DL/DL/2015 - 12/31/2015

Transaction Type Date Paid Through Account Amount

Paycheck 12/10/2015 12/10/2015 iareat Statewide Bank. 1,320,07|
Paycheck 11/27/2015 11/27/2015 iareat Statewide Bank. 1,297.76
Paycheck 11§13/2015 1111312015 Great Statewide Bank. 1,297.75
Paycheck 10/30/2015 10/30/2015 iareat Statewide Bank. 1,297.74
7D Adjustment 10/15/2015 10/15/2015 iareat Statewide Bank. 1,272.75
TD Adjustment 10/01/2015 10/01 2015 Great: Statewide Bank 1,265.55
¥TD Adjustment: 09/17/2015 09/17/2015 1,264.75
¥TD Adjustment 09/03/2015 09/03(2015 1,264.76
TD Adjustment 0&j20/2015 03/20/2015 1,264.76
¥TD Adjustment: 08/06/2015 08/06/2015 1,264.76
¥TD Adjustment 07/23}2015 07/23(2015 1,264.76
TD Adjustment 07j09/2015 07/0972015 1,264.76
¥TD Adjustment: 06/30/2015 06/30/2015 &,105.06
¥TD Adjustment 0331/2015 03/31{2015 8,055.05

The Employee Center is where you add a new employee, edit information for an
existing employee, or delete an employee name (as long as you have not used the
employee name in any transactions).

2 Click the New Employee at the top of the Employee Center.
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QuickBooks displays the New Employee window.

New Employee

Infarmation far: ”

Change tabs: | [EENERNE

Personal | Address and Contack Additional Info
T —
Leqgal Mame H Employee is
I —
Last Mame | |

Print an | |

Checks as EI
55 Mo, | |

Order Business
Gender | LV | Cards

Dake of Birth

The Personal tab is where you enter basic information about the employee, such as
name, Social Security Number, and date of birth.

w

In the First Name field, type Marlene.
4 In the Last Name field, type Duncalf, and then press Tab.

Notice that QuickBooks fills in the “Print on Check as” field with the information
you entered in the name fields. You can enter a different name if you wish.

In the SS No. field, type 123-45-6789.
6 Inthe Gender field, select Female from the drop-down list.

(5]
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7 Inthe Date of Birth field, type 7/18/82.
The Personal tab should look like this.

New Employee

Information fior: Matlene Duncalf

Change tabs: |Persona| Info v
Personal | Address and Contact Additional Info
N

Legal Hame i Emplpyee is
T

Last Mame | Duncalf |

Eﬂgil?snas |Marlene Duncalf |

55 Mo, [173-45-6709 | order Bus
Gender |Ferna|e B’ | r E(r:arlfsmess
Date of Birth |7/18/52| =]

8 Click the Address and Contact tab.
9 In the Address field, type 195 Spruce Avenue, #202.
10 For the City, State, and Zip fields, type Bayshore, CA 94326.
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11 In the Phone field, type 415-555-1111.
When you finish, the window should look like this.

New Employee _l |E| El

Information For: Matlene Duncalf

Change tabs: |Personal Info hd
Personal | Address and Contact Additional Info
Home Address
Address | 195 Spruce Avenue, #202 | N Employee is
| | inackive
City | Bawshore |
State  [ca v [ZP (4326 |

]

Phone  |415-555-1111)]

Order Business

Cellular | Cards

Alt, Phone |

Fax |

E-mail |

Pager | PIN (Pager) |

12 In the Change tabs field, select Employment Info from the drop-down list.

13 In the Hire Date, type 11/26/2000.

14 Click OK.

15 When QuickBooks asks if you want to set up payroll information, click Leave As Is.

You learn how to set up payroll in Lesson 12.

QuickBooks updates and displays the Employee list with the new employee’s name
added.

# Employee Center: Marlene Duncalf

‘6 New Employee... m Manage Employee Information = l‘;‘, Print = E} Enter Time * ﬁ Encel » ﬂ Word »

Employees | Transactions Payroll Employee Information I W attach ] [ Edit Emplovee. .. Reports for this Employee

View | Active Employees R Employes Mame  Marlens Duncalf Phone 415-855-1111 = QuickReport

Address Marlene Duncalf Cellular = Payroll Summary
MNarne: 195 Spruce Avenue, #202 At Fh
Dan T, Miller Bayshore, CA 94326 ons = Paid Time OFf Report

Elizabeth N, Mason = Payrol Transaction Detal

Map | Directions

Gregg O Schneider Email  Send to:Marlene Duncalf

Motes Edit Notes. ..

Marlene Duncalf Learn About Pavroll

Show | All Transacki,., ¥ ‘ Date |This Calendar Year | w | 01/01/2015 - 12/31}2015

Transaction Type Date - Paid Through Accounk Amount
There are no transactions of type "All Transactions" in date range "This Calendar Year",

16 Close the Employee Center.
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Working with the Vendor Center

The Vendor Center is where you record information about the companies or people
from whom you buy goods or services. QuickBooks uses the data in the Vendor Center
to fill in purchase orders, receipts, bills, and checks as you receive and pay for goods and
services.

Adding new vendors

In this exercise, you'll add a new vendor to the Vendor Center. Suppose Rock Castle
Construction is working with a new subcontractor, and it needs to add information
about the new vendor to its QuickBooks Vendor list.

To add a new vendor:
1 Click Vendor Center in the icon bar.

QuickBooks displays the Vendor Center.

# Vendor Center: Bank of Anycity (All Transactions)

{3 New Yendor...r MNew Iransactions * = Printr ™ Excel» "Z wordr

) Attach Edit Yendor... | Reports for this ¥endor

Yendors ¥endor Information

Transactions

View [Active Verdors 5 Wendor Name  Bank of Anycity Contact  Lisa Holzhauser QuickReport
Verdor Type Phone 415-555-3135 -
Company Name Bank of Anyclty At Phore
Balance Total | Attach Address Bank of Anycity Fax 415-555-9153
Lisa Holzhauser
i @samplenane.
R e Emall  lissh@samplename.com
Bayshore Caloil Service Middlefield, CA 94482 Account Number
Bayshore Water en
0 Elori Miap | Dirsctions Biling Rats Level ,
QuickBooks Checks &

CallGa=ls: Hecire Nales Edi hotes. . 534 Sipplies: Learn more
Cal Telephone b
aloil Company

Shaw [AlTransac... v | Fitergy [al v| Date [ThisFiscalvesr || 10/01/2015 - 03/30/2016
Gity of Bayshore

T H Date ¥ Account Amount
ity of East Bayshore 69.97 S um ate ceoun! meun

Check 297 11/28/2015 Great Statewide Bank -550,00)
City of Middlefield 0.00

Check 299 11/22/2015 Great Statewide Bank 244,13
Custom Kitchens of Baysh... 0.00

Check 296 10/28jz015 Great Statewide Bank 550,00
Daigle Lighting 0.00

Check 298 10/22j2015 Great Statewide Bank 294,13
Davis Business Associates 0.00
East Bayshore Auto Mal 0.00
East Bayshore Tool & Supply 0.00
Employment Develapment. . 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer 0.00
allon Masanry 0.00
Great Statewide Bank 0.00
Hamlin Metal 570.00

v

2 Click the New Vendor menu at the top of the Vendor Center and choose New
Vendor.

QuickBooks displays the New Vendor window.
The New Vendor window is where you enter all of the information regarding a new
vendor, such as name, phone, contact, address, and opening balance. Just as when
you add a new customer, you start by providing basic information on the Address
Info tab.

3 Inthe Vendor Name field, type Hughes Electric.

This is the name QuickBooks displays for this vendor in the Vendor list. If the
vendor is an individual, you may wish to enter the last name first, then the first
name.
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4 In the Company Name field, type Hughes Electric, and then press Tab.

5 Clickin the Name and Address field, after the company name displayed on the first
line, and press Enter.

Notice that QuickBooks displays the company name on the first line of the Billed
From Address field.

6 On the second line of the Billed From Address field, type P.O. Box 2316.
7 DPress Enter to move to the next line.

8 Type Middlefield, CA 94432.

9 Click Copy to use the Billed From Address as the Ship From Address.
10 Click OK in the Add Shipping Address Information window.

11 In the Contact field, type David Hughes.

12 In the Phone field, type 570-555-6666.

13 In the FAX field, type 510-555-6667.

When you finish, your window should look like this.

* New Vendor
Wendor Mame |Hughes Electric |
Ok
Cpening Balance asaf 12711507015 How do T debermine
| | | 1 the opening balance?
Address Info | Additional Info Account Prefill
Company Namel Hughes Electric | Contack David Hughes
My M. |:| Phane 510-555-6666
Fisthame | |[mL[ | Fax 510-555-6667] ] Vendor s
« [
Print on Check as
Hughes Electric |
Addresses
Billed From Address Shipped From Address
Hughes Electric Hughes Electric
P.C. Box 2316 P, Box 2316
Middlefield, Ca 94432 Middliefield, Ca 94432

Providing additional vendor information

The Additional Info tab in the New Vendor window is where you can enter a vendor
type (if you want to categorize your vendors), payment terms, your credit limit, the
vendor’s tax identification number, whether this vendor is eligible for a 1099 form, and
your opening balance. You’ll add this information now for Hughes Electric.
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To add information to a vendor record:
1 Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Vendor window.
2 Inthe Account No. field, type 7123-445.
3 Inthe Type field, type Subcontractors.

Notice that when you type “sub,” QuickBooks fills in the rest of the word.
4 In the Terms field, choose “2% 10 Net 30” from the drop-down list.
5 In the Credit Limit field, type 2000 and press Tab.

Your New Vendor window should resemble the figure below.

' Mew Vendor

Wendor Mame |Hughes Electric |
QK
Cipening Balance | |as of | 12{15/2015 | How do I determine
the opening balance?
Address Info Additional Info | Account Prefil
Bccount Mo, | 123-445 Eilling Rate Level | “ |
Categorizing and Defaults Custom Fields
T Discount &vailable l:l
YES O Yendar is
|Subcontractors hd | -
Terms
2%, 10 Met 30 v|
Credit Limit | 2,000,00

[] vendor eligible for 1099

Define Fields
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6 Click OK.
QuickBooks adds the vendor and displays the updated Vendor list.

8 Vendor Center: Hughes Electric (All Transactions)

{7 New vendor...r New Iransactions * =5 Print» [ Excel* [Z) word~
Vendors | Transactions vendor Information Reports for this endor
I ErT— 3 Verdor Hame Hughes Electric Contact David Hughes QuickRepart
o & Wendor Type Subrantracters Phone 510-555-6666 Open Balance
Company Nare Hughes Electric Al Phone
Name Balance Total | Attach fiddress Hughes Electric Fax 510-555-6667
Hopkins Construction Ren... 700,00 ~ r,;g&:ﬁ:éﬁ: evem Emal  Send bo:Hughes Electric
ficcount Number 123445
Kershaw Computer Services 0,00 VGBS #5 TEEE
Kesuick Insulation 0.00 Map | Cireciions Biling Rate Level
Larson Flooring 40.00 Notes 24 GBS hee
Lew Plumbing 1,330.00
MieClain Applarices Y Show | All Transac...w | Filtsr By |Al v | Dats [ThisFiscal Vear |~ 10j01/2015 - 09/30/2016
Meridoza Mechanicsl 0.00
Widdlsfield Drywall 1,200.00 Iype L0 Date T ccolnt Amount
There are no transactions of type "l Transactions”, fltsred by "I, in date range “This Fiscal Year".
Patton Hardware Suppliss 12,964.20
Perry Windows & Doors 9,965.00
QBCC - 4321 0.00
QBCC - 4322 0.00
QBCC - 4423 0.00
Reyes Properties 0.00
Sergeant Insurance 0.00
Sloan Roofing 1,047.00
State Board of Equalization 5,212.25
Thomas Kitchen & Bath 0.00
Timberloft Lumber 80.50
Washuta & Son Painting 600,00
Whesler's Tile Etc. 1,250.00
-

Notice that Hughes Electric has been added to the list.
7 Close the Vendor Center.

QuickStart Tip

QuickBooks has several preset reports related to vendors. Some reports you may find
useful are the purchases by vendor summary and purchases by vendor detail reports
(under the Purchases submenu in the Reports menu).

You may also find the A/P aging summary, A/P aging detail, unpaid bills detail, vendor
balance summary, and vendor balance detail reports useful. You'll find them under the
Vendors & Payables submenu in the Reports menu.
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Adding custom fields

QuickBooks lets you add custom fields to the Customers & Jobs, Vendor, Employee, and
Item lists. Custom fields give you a way to track additional information specific to your
business. For example, you can add a field for pager numbers to your Vendor and
Employee lists, a field for customers’ birthdays to your Customers & Jobs list, and fields
for units of measurement, color, and size to your Item list.

When you add the custom fields to your sales forms or purchase orders, the fields are
prefilled with the information for that specific customer, employee, vendor, or item (if
you specified a value for the custom field when you added the customer, for example).
You don’t have to add the custom fields to your forms, however; you can also use
custom fields as a way to record information just for your use, such as a credit rating for
each customer. QuickBooks remembers the information you entered in the custom
fields when you import and export data and when you memorize transactions.

You can add up to seven custom fields to each Customers list, Vendors list, or
Employees list. Overlapping fields count as one field on each list. For example, if you
add a custom “Birthday” field for customers and vendors, you can still add six
additional fields to each list. For each of the names lists (customer, vendor, and
employee), you can add up to seven custom fields, including fields that are on more
than one list. You can add up to five custom fields for the Item list. (Custom fields for
the Item list are tracked separately from custom fields for the customer, vendor, and
employee lists.)

After you add custom fields, you can use them on invoices, credit memos, sales receipts,
purchase orders, estimates, and sales orders (QuickBooks Premier and higher only).

Adding custom fields for customers, vendors, and
employees

You can enter information in the custom fields only through the New or Edit windows
(for example, the New Customer or Edit Customer windows). You can display
information from the custom fields on forms as well as add custom fields to reports.

First, look at the custom fields that Rock Castle Construction has already added to its
Customers & Jobs, Vendor, and Employee lists. Then, you’ll add two new custom fields.

To add custom fields:
1 Click Customer Center in the icon bar.

QuickBooks displays the Customer Center.

2 In the Customers & Jobs list, select Cook, Brian.
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3 Click the Edit Customer button.
QuickBooks displays the Edit Customer window.

% Edit Customer

Custamet Names

Current Balance ;. 7,812.63 How do [ adjusk the current balance?

Cancel

Address Info | Additional Info Bayment Info Motes

Help

el

Company Name | | Contact |Brian aor Carol

M fMs. ... Phone  [415-555-2248
First Mame M., R | Customer
usComer 1=

|
|
|
Last Hame | cook | Alt. Phane |s5s-nzz0 | inackive
|
|
|

Alk, Contact |Brian {work number)

E-mail | brook@samplename. com
Cc |
&ddresses
Brian K. Cook

345 Cherry Lane
Middiefield CA 94482

addmew || Edt || Delete

Cuskomer
Default shipping address Manager COnline

4 Click the Additional Info tab.
QuickBooks displays the Additional Info tab in the Edit Customer window.

& Edit Customer E@

Customer Mame |(:ngJ Erian
Current Balance :  7,812.63 How do T adjust the current balance?
Address Infa Additional Info Payment Info
Cateqorizing and Defaulks Price Level | v |
Tipe Custom Fields
Terms Cuskomer is
B-Day 10/8i60 inackive

[met 30

o

Preferred Send Method
| E-mail b

Sales Tax Information

Tax Code Tax Item Define Fields

|Tax b | |San Dominga | % |

Resale Humber Cnline Banking Alias Management

See gliases associated -
with this customer: Manage Aliages Cuskamer

Manager Cnline
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5 Click Define Fields.
QuickBooks displays the Set up Custom Fields for Names window.

Set up Custom Fields for Names §|

Use Far:

| abel Cust wend Empl | oK
-~
Discaunt Available vy —

B-Day S Help -
Date of |ast raise Y
Spouse's Marne: g Y,

Notice that Rock Castle Construction has already set up custom fields in the
Customers & Jobs list for contract number, birthday, and spouse’s name. In the
Vendor list, they have set up a custom field for discount available. In the Employee
list, they have set up custom fields for the date of last raise and spouse’s name.
Now, you’ll add a custom field for pager numbers to the Customers & Jobs and
Vendor lists. You'll also add a custom field to the Employee list that tracks the date
of each employee’s last review.

Click below Spouse’s name in the Label column and type Pager Number.

Click the Cust column.

Click the Vend column.

© 00 N O

In the next line of the Label column, type Date of last review.
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10 Click the Emp column.

Your Define Fields window should now look like this.

Set up Custom Fields for Names r5__<|

Use for:

Label Cust vend Empl | Ok
Fs
Discount Available ra

y
Diate of last raise S
Spouse’s Mame S S

4

Pager Mumber

|£

11 Click OK.

12 If you see an informational message about using the custom fields in transactions
by turning them on in your custom templates, click OK.

QuickBooks has added the Pager Number field to the Edit Customer window.

% Edit Customer E“EWS__Q

Customer Mame |(:ggkJ EBrian

Current Balance ;. 7,812.63 How do T adjust the current balance?
Address Info Additional Info Bayment Info
Cateqgorizing and Defaults Price Lewvel | |

Type Custom Fields

b
Terms ¥ Custamet is
[het 30 v v 107860 inactive

Preferred Send Method
| E-mail w

Sales Tax Information
Tax Code Tax Ikem

|Tax v| |San Damingo v|

Resale Mumber Crline Barking Alias Managsment

See aliases associated i
with this custamer: _ Customer

Manager Online

96



13 In the Pager Number field, type 415-555-9876.

If you customize your sales forms to display the Pager Number field, this number
displays whenever you create a form for this customer. It also displays on reports
modified to display the Pager Number column.

14 Click OK to close the Edit Customer window.

15 Close the Customer Center.

Adding custom fields for items

Now suppose that Rock Castle Construction wants to add another custom field to its
Item list. The company purchases several types of locking doorknobs. The Item list
already has custom fields for Color and Material, but now Rock Castle wants to add an
additional field to track Style.

To add custom fields for items:
1 From the Lists menu, choose Item List.

QuickBooks displays the Item list, as shown below.

B item List
Look For in | Allfields L [ search within results
ame Description Type | Account OnHand | On Sales Or... | Price Attach
ice |Construckion:Miscellaneous I~
+Concrete Slab  |Foundation slab - prep and ... |Service 0.00
Floor plans Service |Construction:Miscellaneous 0.00
Framing labar Service |Construction:Labor 55.00
Installation labor Service |Construction:Labor 35.00
Service |Construction:Labor 0.00
Service [Mileage Income 0,365
Removal labor Service |Construction:Labor 35.00
Repair work Service |Construction:Miscellaneous 35,00
Subcontracted services Service |Construction:Subcontract. .. 0.00
+Carpet Install carpeting Service |Construction: Subcontract. ., 0.00
+Drywall Install dryweall Service |Construction: Subcontract, . 0.00
+Duck Work  |Heating & Air Conditioning ... |Service [Construction:Subcontract, ., 0.00
+Electrical Electrical work Service |Construction:Subcontract. .. 0,00
+Insulating Install insulation Service |Construction: Subcontract, ., 0.00 2
[ Item '|[ Ackivities ” Reports = ” Excel = ” Attach ]

2 In the Item list, select Lk Doorknobs (a sub item of Hardware).
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3 Click the Item menu button, and then choose Edit Item.

QuickBooks displays the Edit [tem window.

Edit Item (=13

Use for goods you purchase, track as inventory, and resell,
Custom Fields
Ttem Mame/Mumber Subitern of Manufacturer's Part Mumber i
el
|Lk Doorknobs | |Hardware b | | |

Unit of Measure

|:| Ikem is inactive

Purchase Information

Description on Purchase Transactions

Locking interior doorknobs Part #
k415

Cost 34.95
COGS Account Cost of Goods Sold hd
Preferred ¥endar | Patton Hardware Su... %

Sales Information
Description on Sales Transactions

Locking interior doorknobs

Sales Price 38,00

Tax Code

Income Account | Construction:Materials | %

Inventory Information
Asset Account Reorder Point  ©nHand Awg, Cost OnP.O. On Sales Order
[Inwentory Asset v | (50 | 10 aseszzs o 0

Note: Notice the Manufacturer’s Part Number field. This part number is a unique
number or code assigned by the manufacturer to each of their items. Since purchase
orders are usually sent to the manufacturer, using the

manufacturer’s part number will ensure that your vendor knows exactly what is
being ordered.

4 Click Custom Fields.
QuickBooks displays the custom fields already defined for this item.
5 Click Define Fields.
QuickBooks displays the Set up Custom Fields for Items window.
6 Click the Label field below Material and type Style, then click the Use column.

Set up Custom Fields for, Items

e e e ]
0] 4
Color J
Style /i
v

7 Click OK to close the window.

If you see an informational message about using the custom fields in transactions
by turning them on in your custom templates, click OK.
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8 In the “Custom Fields for Lk Doorknobs” window, type Round in the Style field.

Custom Fields for Lk Doorknobs

!

[8]4

Calar Matural
Taterial Chiame Cancel
Style Round| Help

Define Fields

9 Click OK to close the Custom Fields for Lk Doorknobs window, and then click OK
to close the Edit Item window.

10 Close the Item list.

QuickStart Tip

You can add custom fields you’ve set up for customers or items to any sales form.
Similarly, you can add customer fields you’ve set up for vendors or items to the purchase
order form. If you want to filter a report based on text in custom fields, you must add the
fields to the form used to generate the report. For example, if you want to filter the open
purchase orders report by style, you need to add the Style field to the purchase order
template you use.

Managing lists

Lists are easy to manage in QuickBooks. You can sort lists, combine (merge) list items,
rename list items, delete list items, make list items inactive, and print lists.

Sorting lists

You can sort many QuickBooks lists manually or alphabetically. To sort a list manually,
simply use the mouse to drag a list item to its new location. Lists that you can sort this
way are the Chart of Accounts, Customers & Jobs, Class, Customer Type, Vendor Type,
Job Type, and Memorized Transaction lists.

If you have changed the order of a list by dragging items and then decide you’d rather
have an alphabetically sorted list, QuickBooks has a Re-sort List command. In the chart
of accounts, the Re-sort List command sorts alphabetically within account type; in the
Item list, the Re-sort List command sorts alphabetically within item type.
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Sorting lists manually

In this exercise, you’ll sort a list manually, and then re-sort it to put it back in
alphabetical order.

To sort a list manually:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

T Chart of Accounts r._| E| F§|
¢ | Tvpe Balance Total Attach
| < lBank | 423,08
+3avings % |Bank 13,868.42
+fAccounts Receivable Accounts Receivable 62,041,94
+Tools & Equipment Other Current Asset 5,000,00
+Emplovee Loans Other Current Asset 0,00
+Inventory Assek Other Current Asset 27,042,935
+R.etainage Other Current Asset 2,461,850
+|Indeposited Funds Other Current Asset Z,124.00
+Trucks Fixed Asset 24,852,91
e Criginal Cost Fixed Asset 33,852,91
+[Depreciation Fixed Asset =9,000,00
+Pre-paid Insurance Other Asset 1,041.85
+fAccounts Pavable Accounts Payable 30,739,353
W
[ Account * |[ Ackivities = ” Reports = ” Attach ]

2 Click the diamond to the left of the Owner’s Draw subaccount of Owner’s Equity.
(You may need to scroll or resize the window to see it.)

3 Clickand hold the left mouse button, and drag the pointer upward until you see a
dotted line directly below Owner’s Equity.

4 Release the left mouse button to drop the account in the new position.

The Owner’s Draw account is now directly under the Owner’s Equity account.

& Chart of Accounts E|@|Fz|

Balance Total Aktach

19,000,00 Y
+Cwner's Draw -6,000,00 |
+Cwner's Conkribution

Now you can use the Re-sort List command to return the list to alphabetical order.

5 Tore-sort the list alphabetically, click the Account menu button, and select
Re-sort List.

QuickBooks asks you to confirm that you want to return the list to its original order.
6 Click OK.
QuickBooks re-sorts the chart of accounts alphabetically by account type.

7 Close the chart of accounts.
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Sorting lists in ascending or descending order

Depending on the type of business you have, you may want to order your list entries in
a certain way. For example, perhaps you'd like to see people who owe you money at the
top of your Customers & Jobs list. In this exercise, you'll learn how to sort the Customers
& Jobs list in descending order by customer balance.

To sort a list in descending order:
1 Click Customer Center on the icon bar to display the Customer Center and
Customers & Jobs List.

Click this button to expand (or collapse) the
Customers & Jobs list.

#= Customer Center: Godwin Manufacturing (All Transactions)
4 Mew Customer & Job = New Jransactions» (S Print» [ Encelr [ word» [Z] Collections Center
Customers & Jobs Transactions Customer Information 0 Attach | | Edit Customer... | Reports for this Customer
View | pctive Customers e Custamer Mame  Godwin Manufacturing Contact John Goduwin QuickRepart
A l:l@ Customer Type  Industrial Phone 325-555-9841 Cpen Balance
Company Mame  Godwin ManuFacturing Alt Phone Show Estimates
Balance Total | Attach Biling Address Godwin Manufacturing Fax 325-555-0012
anua., 0.0 376 Pine Street ) Qustomer Snapshot
i Bayside, OR 64326 Email - Send to:Godwin Manufact...
+Abercrombie, Kr... 0.00 ' Terms Nt 30 ;5
o Family Room 0.00 o Brice Level Customer
wkitchen 000 Map | Directions Manager Online
»Remodsl Bat.., 0.00 Hotes Edt Hotes...
+Baker, Chris 1,040.00
«Fanity Room 1,040.00 show |all Transa... % | Fileer By | Al ~| Date |ThisFiscal vear || 10/01/2015 - 09/30f2016
+Balak, Mike 0.00
Type Hum Date ~ Account Amount
o Ltiliey Shed 0.00 . " o . N
There are no transactions of bype "Ml Transactions, filtered by "I, in date range "This Fiscal vear".
+Barley, Renee 0.00
sRepairs 0.00
+Bolinski, Rafal 0.00
+2nd story ad. .. 0.00
+Bristal, Sonya 0.00
o Utility Shed 0.00
sRepairs 0.00
+Burch, Jason 0.00
+Room Addition 0.00
sBurney, Tany 0.00
Repairs 0.00
+Caak, Brian 7,812 63
»2nd story ad... 5,003.30
v
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2 Click the arrow to the right of the View drop-down list to expand the Customers &
Jobs list.

The Customers & Jobs list now shows details about the customers and jobs.

#= Customer Center: Godwin Manufacturing,

1%y New Customer & Job ~ New Transactions [g Print ﬂ Encel » 5 Yord

Customers & Jobs Transactions

Wiew | Active Customers b
m @

Marne Balance Total | Motes | Job Status Estimate Tokal Attach

1 Manufacturing 0.00
+fbercrombie, Kristy 0.00 15,562.13
< Family Roamn 0.00 Mot awarded
sKitchen 0.00 Pending 4,79z2.00
+Remodel Bathroom 0.00 In progress 10,790.13
+Baker, Chris 1,040.00
»Family Room 1,040.00 Closed
sBialak, Mike .00
2 Ltility Shed 0.00 Closed
+Barley, Renee 0.00
Repairs 0.00 Closed
+Bolinski, Rafal 0.00 13,136.67
»2nd story addition 0.00 Closed 13,136.67
+Bristol, Sonya 0.00
< Ltility Shed 0.00
+Repairs 0.00 Closed
+Burch, Jason 0.00
+Room Addition 0.00 Closed
+Burney, Tony 0.00
<+Repairs 0,00 Closed
+Cook, Erian 7,812.63 35,594.54
+2nd stary additian 5,003.30 In progress 272,427 44

3 Click the Balance Total column heading.

Notice that an arrow pointing up appears on the heading and the list is sorted in
ascending order by customer balance.

4 Click the column heading again.
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Notice that the arrow now points down and the list is sorted in descending order
with the customers with the highest balances at the top of the list.

*= Customer, Center: Godwin Manufacturing

& MNew Customer & Job - Mew Transactions » lgq Print ﬂ Encel v ﬂ Word

Customers & Jobs Transactions

# | Name Balance... ™ MNotes | Job Status Estimate Total Attach
+Pretell Real Estate 17,438.65 4 15,409.93 A3

+75 Sunset Rd. 12,412.18 In progress 18,409.93
2 155 Wilks Blvd. 5,026.50 In progress 0.00
+Robson, Darci 12,420,958 44 12,865,938
+Robson Clinic 12,420,958 In progress 12,865,938
+Cook, Brian 7,812.63 44 35,594.54
+2nd story addition 5,003.30 In progress 22,427.44
+Kitchen 2,809.33 In progress 13,167.10
+Change Order #1 0.00 Closed 4,225.41
+Ecker Designs 6,226.11 44 5,828.80
+Office Repairs 6,226.11 In progress 5,828.80
+Melton, Johnny 4,999.50 44 16,281,99
+Dental office 4,993,50 In progress 16,281,939
siinlette, Mike 4,735.73
+Workshop 4,735.73 In progress
< Ltiliky Room 0,00 Closed
+Jacobsen, Doug 2,320.00 7,688.55
+Kitchen 2,320.00 In progress 0,00
+Poolhouse 0.00 Pending 7,688.65
+Teschner, Anton 1,790,95 0.00
+5un Room 1,790,95 In progress 0.00
+Smallzon, Fran 1,665.00

5 To return to the order you started with, click the large diamond to the left of the
Name column heading.

6 Click the Collapse arrow to collapse the Customers & Jobs list.

If you don’t collapse the Customers & Jobs list, the next time you open the
Customer Center, the center opens with the expanded Customers & Jobs list.

7 Close the Customer Center.

Merging list items

In most lists, you can combine two list items into one. For example, you may find that
you’ve been using two customers (because of different spellings) when you really need
only one on your Customers & Jobs list. You can merge list items in the Chart of
Accounts, Item, Customers & Jobs, Vendor, Employee, and Other Names lists.

Note: After you merge list items, you cannot separate them. When working in your own
company file, we recommend that you back up your data before merging list items.

In this exercise, suppose you want to merge Hughes Electric (the vendor you added
earlier in the lesson) with C.U. Electric. To merge them, you edit the incorrect name to
match the spelling of the correct name.
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To merge items on a list:
1 From the Vendors menu, choose Vendor Center.

QuickBooks displays the Vendor Center.
2 Double-click the entry for Hughes Electric.
QuickBooks displays the Edit Vendor window.

* Edit Vendor M=](E3]

Yendor Name ughes Electric
Current Balance @ 0.00 Howe dao T adjust the current balance?
Address Info | Additional Info account Brefil
Company Hame| Hughes Electric | Contact  |David Hughes
M. [ ] Phone 510-555-6666
Fisthame | |mpL[ | Fax 510-555-6667 [ Vendar is
« [

Print on Check as
Hughes Electric |

Addresses

Billed Fram Address Shipped From Address
Hughes Electric Hughes Electric
P.Q, Box 2316 P.Q, Box 2316
Middlefield, Ca 94432 Middlefield, Ca 94432

3 Inthe Vendor Name field, type C.U. Electric. (This is the vendor name you want to
merge with.)

4 Click OK.
QuickBooks asks if you would like to merge the names.
5 Click Yes.

QuickBooks merges the two names, and you now have only C.U. Electric in the
Vendor list.

6 Close the Vendor Center.

Note: You cannot merge items on the Fixed Asset Item list. In addition, if you use
assembly items in QuickBooks Premier Edition products, you cannot merge them with
other assembly items or with any other type of item.
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Renaming list items

You can rename any list item. When you make the change, QuickBooks automatically
modifies all existing transactions containing the item.

Note: If you don’t want to change existing transactions, add a new name or item
instead.

To rename a list item in the chart of accounts:
1 From the Lists menu, choose Chart of Accounts to display the chart of accounts for
Rock Castle Construction.

2 Inthe chart of accounts, select Checking.
3 Click the Account menu button, and choose Edit Account.
QuickBooks displays the Edit Account window.

" Edit Account Q@@
”‘Tl' Account Type |Bank v |
General | Crline Services

Account Mame | §

[ subaccount of

Opional

Description | Great Statewide Bank

Bark Acct, Mo, 0661001235 Howe do I change the account number?
Routing Mumber 112200049 How do I change the routing number?
Tax-Line Mapping | <lnassigned > et | How do I choose the right tax line?

ou can change the opening balance in the
accounk reqgister,

—_ Remind me to order checks when I reach check number l:l
\J [ order checks I can prink from QuickBooks Learn maore

’ Change Opening Balance. ..

[] Account is inackive [ Save & Close ] ’ Cancel

4 In the Account Name field, type Master Checking Account.
5 Click Save & Close.
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QuickBooks changes the account name in the chart of accounts.

& Chart of Accounts r._]E|§|
Balance Tatal atkach

ing Accounk : ~
+5avings 13,868.42
+Accounts Receivable Accounts Receivable 62,041,934
+Emplovee Loans Other Current Asset 0.00
+Inventory Asset Other Current Asset 27,042,953
+Retainage Other Current Asset Z,461.80
+Tools & Equipment Other Current Asset 5,000.00
+|Indeposited Funds Other Current Asset Z,124.00
+Trucks Fixed Asset 24,852.91
+Depreciation Fixed Asset -3,000.00
+Criginal Cosk Fixed Asset 33,852.91
+Pre-paid Insurance Ckher Asset 1,041.85
+Accounts Pavable Accounts Pavable 30,739.38

+CalQil Card Credit Card 71.02 hd

I|[ Account T |[ Activities = ][ Regorts_"” Aktach ]

6 Close the chart of accounts.

Deleting items and making list items inactive

You can delete list items only if you have not used them in any transactions. If you try
to delete a list item that is used in a transaction, QuickBooks displays a warning that the
item can’t be deleted. If you don’t want to use a list item but you can’t delete it, you can
make it inactive.

To make a list item inactive:

1 Onthe Home page, click the Customers button (along the left side of the Home
page).
QuickBooks displays the Customers Center, including the Customers & Jobs list.

N

Select Milner, Eloyse in the list. (Select her name, not the job.)

3 Right-click the name and choose Make Customer:Job Inactive. (You can also click
Edit Customer and then select the “Customer is inactive” checkbox.)
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Notice that Eloyse Milner (and the job for her room addition) no longer appears on
the Customers & Jobs list. (The customer and job item is only removed from the
list—transactions associated with this customer and job will still show in reports.)

Customers & Jobs Transactions

Yigw | Active Customers

Find

Mame Balance Total | Attach

+Johnson, Gordon 0.00 *~
«Lklity Shed 0.00

+Keenan, Bridget 0.00
+5Starage Shed 0.00
+3un Room 0.00

+Lamh, Brad 0.00
«Room Addition 0.00

+Lew Plurmbing - C 175.00

+Luke, Moelani 0.00
+Kitchen 0,00
«Remodel Bat... 0.00

+Melton, Johnny 4,999,50
+Dental office 4,999.50

+Memeo, Jeanette 0.00
+2nd stary ad. .. 0.00
«Lkility Shed 0.00
«Room Addition
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4 To see inactive list items, choose “All Customers” from the View drop-down list.

QuickBooks displays all the list items again, but the Xs signify that this customer is
still inactive. (You make the customer active again by right-clicking the name and
choosing Make Customer:Job Active.)

Customers & Jobs Transactions
LTl Clskomers v
Find
# | Name Balance Tokal | Attach
+Johnson, Gordan 0.00 b
«|Jtility Shed 0.00
+Keenan, Bridget 0.00
+5torage Shed 0.00
+3un Room 0.00
+Lamb, Brad 0.00
+Room Addition 0.00
+Lew Plumbing - 175.00
eLuke, Moelani 0.00
+Kitchen 0.00
+Remodel Bathroom 0.00
+Melkon, Johnny 4,999,50
+Diental office 4,993,50
+Memeo, Jeanstte 0.00
+2nd story addition 0.00
+1kility Shed 0,00
$  eMiner, Eloyse 0.00
% +Rinom addition 0.00
| +Margenthaler, Jenny 271.53
+Room Addition 0.00
+Natigllo, Ernesta -522.26
+Kitchen -622.26
»

5 Leave the Customer Center open to use in the next exercise.
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Printing a list

You can print a QuickBooks list for reference, or you may print a list to a file to use in
your word processor or spreadsheet. QuickBooks prints the Customers & Jobs list as it
appears on the screen. For example, if the Customers & Jobs list is expanded and sorted
by balance total, QuickBooks prints the expanded list sorted by balance total; if the list
is collapsed, QuickBooks prints just the customer name, the balance total, and active
status.

To print the Customers & Jobs list:

1 Inthe Customer Center, click the Print menu button, and then choose Customer &
Job List.

QuickBooks displays a message telling you that you can also print list information
from the Reports menu.

2 Click OK to close the List Reports message.

QuickBooks displays the Print Reports window, which displays the name of your
printer and printer port.

You can select to print to a printer or to a file.
3 Click Print.

Note: This is a fairly long list, so if you don’t want to print it now, click Cancel.

To print information on one customer:
1 Inthe Customers & Jobs list, select the customer whose details you want to print.

2 Click the Print menu button, and then choose Customer & Job Information.

QuickBooks displays the Print Customer Information window, which displays the
name of your printer and printer port.

You can select to print to a printer or to a file.
3 Click Print or Cancel.

If you want to print information for selected customers only, you can generate and filter
the Customer Contact report for those customers. You can also modify the report to
include the columns that you want.

To print information for selected customers:

1 From the Reports menu, choose List, and then choose Customer Contact List from
the submenu.

Click Modity Report.
Click the Filters tab.
Select Customer in the Filter list.

In the Customer field, choose Multiple customers/jobs.

oG A WN

Make sure Manual is selected and then click to put a checkmark next to those
customers for which you want to print contact information.

N

Click OK to close the Select Customer:Job window.
Click OK to close the Modify Report window.

(o)
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9 Print the report.

10 Close the report window. Click No if you are asked whether you want to memorize
the changed report.

11 Close the Customer Center.

QuickStart Tip

QuickBooks has preset reports that let you report on the information in your
QuickBooks lists. For example, you can create a phone list and a contact list for your

customers, employees, and vendors. You can also create a price list for the items stored on
your QuickBooks Item list.

To create a list report, from the Reports menu, choose List, and then choose the list report
you want to generate.

Let students know that if they want to print the list to a file (so they can use it in their

word processing, spreadsheet, or database program), they can select File and choose the
appropriate file format from the drop-down list.




Adding or editing multiple items at one time

If you have existing information in Microsoft Excel that you want to add to
QuickBooks, or if you want to make changes to multiple items, you can do so for items

in the following lists: Customers, Vendors, Service Items, and Non-inventory Parts.

In this exercise, you will change the zip code for East Bayshore for all your customers

and vendors in that city.

To change the zip code for multiple items:
1 Goto the Lists menu and choose Add/Edit Multiple List Entries.

2 Usetheslider bar at the bottom of the window to move to the right to see the Bill To
address columns.

& Add/Edit Multiple List Entries

@ Select a lisk,

@ Customize columns to display.

@ Paste from Excel or type to add to or modify your list,

= See how to quickly update vour lists

¥ | Wiew |Active Customers | Find
Currently Editing:
Bill To 1 Eil To2 Eill To 3 Bill To 4 Bl To 5
Godwin Manufacturing 376 Ping Street Bayside, OR 64326 ~
m Kristy Abercrombie 5647 Cypress Hill Rd Bayshore Ca 94326
m Kristy Abercrombie 5647 Cypress Hill Rd Bayshore Ca 94326
m Kristy Abercrombie 5647 Cypress Hill Rd Bayshore Ca 94326
m Kristy Abercrombie 5647 Cypress Hill Rd Bayshore Ca 94326
om Baker, Chris 415 W, Desert Bloom Bayshore, Ca 94326
om Baker, Chris 415 W, Desert Bloom Bayshore, Ca 94326
o Mike: Balak 8753 5, Mauntain View Bayshore, Ca 94326
o Mike: Balak 8753 5, Mauntain View Bayshore, Ca 94326
m Renee Batley 4417 M, Sun Yalley Rd Middlefield, CA 94471
m Renee Batley 4417 M, Sun Yalley Rd Middlefield, CA 94471
Rafal Bolinski 1421 Silverbell Ave East Bayshaore Ca 94327
Rafal Bolinski 1421 Silverbell Ave East Bayshaore Ca 94327
com Saonya Bristol 5920 M, Lighthouse Bayshore, Ca 94326
com Saonya Bristol 5920 M, Lighthouse Bayshore, Ca 94326
com Saonya Bristol 5920 M, Lighthouse Bayshore, Ca 94326
v
3 Sl
Save Changes ” Close ” Help ]

3 Make sure that Customers is selected for the List drop-down.

4 For the View drop-down, select All Customers.
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5 In the Find field, type East Bayshore.

a Add/Edit Multiple List Entries
@ selectalist. @ Customize columns to display. ) Paste from Excel or type to add to or modify your list. 54 See how to quickly update vour lists
List ‘Custumars v | View |,q|| Customers v | Find |East Bayshore |@ Customize Columns
Currently Editing: | |
Marne Company Mame Mr, Mrs First Mame M.I Lask Mame
Godwin Manufackuring A
Abercrombie, Kristy Mrs. Kristy Abercrol =
Family Room
Kitchen
Remodel Bathroom Kristy sbercrombie
Baker, Chris Chris Baker
Family Raam Chris Baker
EBalak, Mike Mike Balak
Utility Shed Mike Balak
Barley, Renes Renee Barley
Repairs Renee Barley
Bolinski, Rafal R.afal Bolinski
2nd story addition Rafal Bolinski
Bristal, Sonya Sonya Bristol
Utility Shed Sanya Bristal
Repairs Sanya Bristal
-
F | > 7|
Save Changes H Clase ” Help ]

Click the magnifying glass icon.
Use the slider bar at the bottom of the screen to view the Bill To 3 field.
Click in the first line to select 94327 and change it to 94329.

Repeat to change every item in the list.

© 0O N O

aa Add/Edit Multiple List Entries
@ select alist, @' Customize columns to display,  (£) Paste from Excel or type to add to or modify your list. 24 See how to quickly undate vaur lists
List iew | all Customers hd | Find | | Customize Columns
Currently Editing: |wilks, Daniel:Remodel Bathroom |
Eill To 1 Eil To 2 Eill To 3 Bill To ¢ Eil To 5
fcom EBridget Keenan 213 Fern Lane East Bavshore CA 94329 45
o Bridget Keenan 213 Fern Lane East Bayshore CA 94329
Form Bridget Keenan 213 Fern Lane East Bayshore CA 94329
cam Moelani Luke 913 Bay Yiew East Bayshore CA 94328
cam Noelani Luke 213 Bay Yiew East Bayshore CA 94329
cam Noelani Luke 913 Bay Yiew East Bayshore CA 94329
Iy Bryan RuFf 762 Skyline Dr East Bayshore CA 94329
Im Eiryan Ruff 752 Skyline Dr East Bayshore CA 24329
I EBrvan RUFf 7az Skyline Dr East Bavshore CA 94329
m Lee 1M Smith 431 Hampshire Bhd East Bavshore CA 94329
m Lea M Smith 431 Hampshire Bhd East Bayshore CA 94329
m Mike Yiolette 143 Bay Yiew East Bayshore CA 94328
m Mike Yiolette 143 Bay Yiew East Bayshore CA 94329
m Mike Violette 143 Bay Yiew East Bayshore CA 94329
Daarniel Wiks 516 Hampshire Blvd East Bayshore CA 24329
Daniel Wilks 516 Hampshire Blvd East Bayshore CA 94329 | =
e
< I
Save Changes H Clase ” Help ]

10 Click Save Changes.
11 In the List drop-down, select Vendors.
12 In the View drop-down, select All Vendors.
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13 Type East Bayshore in the Find field and click the magnifying glass icon.

wa Add/Edit Multiple List Entries
@ select alist. @ Customize columns to display. ©) Paste fram Excel or bype to add to or madify your list. 5 Ses how bo quickly update vaur lists
List [yendors v view [all vendors v | Find | | Customize Columns
Currently Editing: | ]
Address 1 Address 2 Address 3 Address ¢ Address 5
City of East Bayshore PO Box 32786 East Bayshore, Cf 94786 LAl
ame. ... East Bayshore Auto Mall 1000 Auko Mall Dr East Bayshore, Cf 94786
East Bayshore Tool & Supply 5111 M, Grand Ave E. Bayshare, CA 92751
v
< #[
Save Changes H Close ” Help l

14 Use the slider bar at the bottom of the window to move to the right to see the Bill To
address columns.

15 Since none of the vendors use the 94327 zip code, click Close without making any
changes.
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Working with bank accounts

Lesson objectives

m To learn how to work with the registers for QuickBooks bank accounts
m To demonstrate how to open a register

m To learn the features common to all registers

m To learn when and how to make entries directly in the register

m To demonstrate how to reconcile a QuickBooks bank account

Supporting materials
m Handout 3: Registers associated with QuickBooks windows
m  PowerPoint file: Lesson 4

m Video tutorial: Overview of QuickBooks accounts

Instructor preparation

m  Review this lesson, including examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.qbb on their computer’s hard disk.

m Have Handout 3 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field, type lesson 4 and then click Save.

©O O NO G A~ WN

Click OK when you see the message that the file has been successfully restored.
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Writing a QuickBooks check

You can enter checks directly into the check register by using the QuickBooks Write
Checks window. When you enter a check at the Write Checks window, you can see the
address information and easily allocate the check between multiple accounts.

Suppose that you need to write a check to pay Rock Castle Construction’s telephone bill.

To write a check:
1 Inthe Banking area of the Home page, click Write Checks.
QuickBooks displays the Write Checks window.

£ Write Checks - Checking
Wprevious [P next [ save elrrine - € Fnd E Jounal ([l Atkach
Bank Account - Ending Balance 46, 425,95
Mo, 901
Date 12/15/2015 (&)
Pay ko the Order of w 4 0,00
Dollars
Address
IMema
Expenses $0.00 | Items $0.00 | [ online Payment  [] To be printed
Account Amount Mermao Customer:Job | Billable? |
~
v
[ Clear Splits ] [ Recalculate ] [ Save & Close ” Save & Mew H Clear ]

The Bank Account field shows the account from which you are writing this check.
QuickBooks displays the current date in the Date field. (The sample data is set to
display December 15, 2015 as the current date.) You can change either of these
values if you wish, but they are fine for our example.
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Working with bank accounts

2

3
4

Select the “To be printed” checkbox.

QuickBooks displays a checkmark in the checkbox.

In the Pay to the Order of field, type Cal Telephone.

Press Tab to move to the Amount field.

QuickBooks has an AutoRecall feature that pre-fills new transactions based on
previous transactions. You can have QuickBooks pre-fill the expense account for a
vendor transaction based on previous transactions for that vendor. You can change
this preference to have QuickBooks fill in the amount as well as other information
from the last transaction with a payee. This is convenient when you have recurring
payments of the same amount. To change this preference, choose Preferences from
the Edit menu. Click General, and then select “Automatically recall last transaction
for this name” on the My Preferences tab.

Type 156.91 (the amount of the telephone bill), and then press Tab.

Notice that QuickBooks spells out the amount of the check for you on the line
below the payee.
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6 Clickin the Account column on the Expenses tab, and then choose
Utilities:Telephone from the drop-down list.

Your screen should resemble the following figure.

E: Write Checks - Checking,

& previous B Next ESa\re @Print < aFind 5 3ournal @nttach

Bank fccount | Checking w Ending Balance 46,423,958
Mo, To Print
Date 12/15/2015 [E]
Pary to the Order of Cal Telephone hd $ 156,91

One hundred Fifty-six and G1J100F ¥ X F R Kk F sk k kR bk kR bk kK ok ok kK kK Kk & Doe

Cal Telephone
P.0. Bax 1100
Address | middlefield Ca 94482

Memao Order Checks
Expenses $156.91 | Items £0.00 To be printed
Account Amount Memo Customer:Job | Billable? |
Htilities: Telepham | % 156,91 ¥ |~
-
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Sate B Mew ] [ Clear ]

The Expenses tab is where you assign the amount of the check to one of the expense
accounts on your company’s chart of accounts. In this case, Rock Castle
Construction assigns the check to its Utilities account and the Telephone
subaccount. You use the Items tab only when purchasing items you plan to stock in
inventory.

If you select the “Pre-fill accounts for vendor based on past transactions”
preference, QuickBooks remembers all your recent transactions for a vendor, not
just the most recent one. If you consistently use the same account for a vendor,
QuickBooks will automatically pre-fill that information any time you select the
vendor in a bill, check, or credit card transaction.

7 Click Save & Close.
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Working with bank accounts

8 From the Banking menu, choose Use Register.

Rock Castle Construction has more than one type of bank account, so QuickBooks
displays the Use Register window and asks you to specify the account you want.

Use Register

Select Account | SpEETEETe) w

L ||

9 Click OK to accept Checking as the account whose register you want to see.

QuickBooks opens the Checking register.

=, Checking

g Prink,., | [ Edit Transaction QuickReport 2] Download Bank Statement
Murnber Payee Payment r Deposit Balance
Twpe Account Merno
To Print  |[Lew Plumbing 45,00 47,095,958
BILLFMT | Accounts Pavable 5-487
To Prink  [|Sergeant Insurance 675.00 46,423,983
CHE -split-
To Print || Cal Telephone 156.91 46,267.07
CHE Utilities: Telephone
v
w v
splits Ending balance 46,267.07
[ 1-Line
Sortby | Date, Type, Humber/... % Record | [ Restore

Notice that the check you just wrote is listed in the register as a check that needs to

be printed.
10 Close the Checking account register.

QuickStart Tip

Do NOT use the Write Checks window if you are paying sales tax, paying payroll taxes and
liabilities, or paying bills that you have entered previously (that is, you are using A/P to
track them). Instead, use the Pay Sales Tax window for a sales tax payment, the Pay
Liabilities window for payroll taxes, and the Enter Bills and Pay Bills windows for paying

A/P bills.

Refer to Handout 3, “Registers associated with QuickBooks windows”
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Using bank account registers

When you work in QuickBooks, you often use forms—such as a check or an invoice—to
enter information. But behind the scenes, QuickBooks records your entries in the
appropriate account register. Each balance sheet account listed on the chart of accounts
has a register associated with it (except the Retained Earnings account).

Opening a register

When you have a QuickBooks form displayed on your screen, you can view its account
register by choosing Use Register from the Banking menu, or by double-clicking the
account name in the chart of accounts.

To open a register (when no form is open):
1 From the Lists menu, choose Chart of Accounts.

& Chart of Accounts

EBX]

Atkach

EBalance Total

+5avings 13, A2
+Accounts Receivable Accounts Receivable 62,041.94
+Tools & Equipment Other Current: Asset 5,000.00
+Employee Loans Other Current: Asset 0.00
+Inventory Asset Other Current: Asset 27,042.93
+Retainage Other Current: Asset 2,461.50
+|Indeposited Funds Other Current: Asset 2,124.00
#Trucks Fixed Asset 24,852.91
«Criginal Cosk Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Pawable 30,739.38 v

I|[ Account "|[ Ackivities '” Reports '” Aktach ]

2 Inthe chart of accounts, double-click the Savings account.

QuickBooks opens the register for Rock Castle Construction’s Savings account.

EEX
& Goto..  £@Print... [ Edi Transaction QuickReport %] Download Bark Statement
Date Mumber Payee Payment o Deposit Balance
Tvpe Account Memo
12/0142015 Great Statewide Bank 15, 000,00 33,8658.42 M
CHE Mote Payable Advanced paymen
12/0542015 Teschrer, Ankon:Sun Room 5,000.00 38,868.42
PMT Accounts Receivat
12/05/2015 25,000.00 13,865.42
TRAMSFR |[Checking Funds Transfer
v
v ] v
Splits Ending balance 13,865.42
[ 1-Line
Sortby | Date, Type, Mumber/... |+ Record | [ Restore |

To complete the exercise:
1 Close the Savings register window.

2 Close the chart of accounts.
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Working with bank accounts

Common features of QuickBooks registers

All QuickBooks registers work the same way, regardless of the accounts with which they
are associated. Here are some common features of all QuickBooks registers:

m Theregister shows every transaction that affects an account’s balance and lists them
in chronological order (though you can change the order by choosing a different
option from the Sort by drop-down list). For example, in a checking account, the
register shows checks you've written (either with QuickBooks or by hand), deposits
to the account, and withdrawals from the account.

m  The columns in the register give specific information about the transaction. The
first column is the date. The second column shows a reference number (a check
number or a vendor’s P.O. number) and a type (to tell you whether the transaction
represents a check or a bill payment, for example). The next column lists the payee,
the account to which you’ve assigned the transaction, and any descriptive memo
you choose to type. The final columns for a bank account show the transaction
amount (either in the Payment or Deposit column) and whether the transaction has
cleared the bank (indicated by a checkmark in the column).

m  On every transaction line, QuickBooks shows the account’s running balance. The
bottom of the register window shows the account’s ending balance—the balance
takes into account all the transactions entered in the register, including checks you
haven’t yet printed.

QuickStart Tip

You can edit transactions in registers with some restrictions: You cannot edit a sales tax
payment. You can edit split amounts for checks (CHK), deposits (DEP), credit card charges
(CQC), credit card credits (CC CRED), bills (BILL), and vendor credits (BILLCRED) if all the
amounts are assigned to expense (or other) accounts. (If any amount is assigned to an
item, you must select the transaction and click Splits to edit the split amounts.)

For all other kinds of transactions, only certain fields can be edited directly in the register.
To edit one of the transactions without restrictions, select the transaction and click Edit
Transaction to display the transaction in its complete form.

Entering a handwritten check

Sometimes you need to write a check on the spot for items you did not plan to purchase.
QuickBooks lets you write the check, and then enter it later in the checking account
register or on the check form.

Suppose that while picking up supplies one day, you stop at Bayshore Office Supply and
find a new office chair on sale for $99.95. The sale ends today, so you write a check on
the spot. You’ll have to enter it in QuickBooks later.
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To enter a handwritten check in the checking account register:
1 From the Banking menu, choose Use Register.

QuickBooks displays the Use Register window.
2 Click OK to accept Checking.
QuickBooks displays the register for the Checking account.

3 Clickinthe Number field in the blank transaction at the bottom of the register, then
double-click to highlight the number that QuickBooks prefills.

4 Type 1204, and then press Tab.
5 In the Payee field, type Bayshore Office Supply, and then press Tab.

QuickBooks displays a message telling you that Bayshore Office Supply isnoton the
Name list.

6 Click Quick Add.
QuickBooks displays the Select Name Type window.

Select Mame Type §|

Select which bvpe of name to add then click
Ok,

() Customer
() Emploves
() other

[ Ok ] l Cancel ]

Bayshore Office Supply is a vendor, so you can accept the displayed choice.
7 Click OK.

QuickBooks adds the new vendor to the Vendor list.

(<]

In the Payment field, type 99.95, and then press Tab.
9 In the Account field, type Of, and then press Tab.
QuickBooks fills in Office Supplies.
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Working with bank accounts

10 In the Memo field, type Office Chair.

The Checking account register on your screen should resemble the following figure.

%, Checking
: Gato... @ Print. .. @ Edit Transaction QuickRepart: |':'| Download Bank Statement
Date Mumber Pavee Payment Vi Deposit EBalance
Type Account Mermna
12§15/2015 ToPrint  [|Lew Plumbing 45.00 47,098.96 #
BILLPMT | Accounts Pavable 5-487
1zf15/2015 To Print  [|Sergeant Insurance 675,00 46,423,958
CHE -split-
12{15/2015 To Print  |[Cal Telephane 156,91 46,267.07
CHE Utilities: Telephone
12/15/2015 [E]] 1204 Bayshare Office Supply vl99.95
CHE Office Supplies | OFfice Chair| w
splits Ending balance 46,267.07
[ 1-Line
Sorttby  [Date, Type, Mumber/,.. [ Record ] [ Restore

11 Click Record.
12 Close the Checking account register.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the handwritten check to Bayshore Office Supply.

Account Title Debit Credit

Checking $99.95

Office Supplies $99.95
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Transferring money between accounts

You can easily transfer money to different accounts using the QuickBooks Transfer
Funds Between Accounts window. Rock Castle Construction wants to record a transfer
of $5,000.00 from checking to savings made earlier in the day.

To transfer money:
1 From the Banking menu, choose Transfer Funds.

QuickBooks displays the Transfer Funds Between Accounts window.

B, Transfer Funds Between Accounts

& previous [ Next [ save  E] Jowrnal | (] attach

Transfer Funds

Transfer Funds From |Savings w | Account Balance 13,068.42
Transfer Funds Tn | w |
] online Funds Transfer Transfer Amount $

Mema | Funds Transfer |

[ Save & Close ] [ Save & Mew ] [ Clear ]

Notice that QuickBooks displays the current balance for the Savings account.
2 In the Transfer Funds From field, choose Checking from the drop-down list.

3 In the Transfer Funds To field, choose Savings from the drop-down list.
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Working with bank accounts

4 In the Transfer Amount field, type 5000.

Your screen should resemble the following figure.

EEX

B, Transfer Funds Between Accounts

& previous [ hlext E Save

5] journal | (] Attach

Transfer Funds
Date 12/15/2015 (&)

Transfer Funds From |Checking A4 | fccount Balance 46,167.12
Transfer Funds To |Savings » | Account Balance 13,865.42
[ online Funds Transfer Transfer Amaount § so00|

Mema | Funds Transfer |

[ Save & Close ] [ Save & New ] [ Clear

5 Click Save & Close.

6 Click OK at the message because the money has already been transferred in person.

QuickBooks decreases the balance in the checking account by $5,000 and increases the
balance in the savings account by $5,000.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the funds transfer.

Account Title Debit Credit

Checking $5,000.00
Savings $5,000.00
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Reconciling checking accounts

Reconciling is the process of making sure that your checking account record matches
the bank’s record.

An overview of reconciliation

When you keep your records with QuickBooks, you don’t have to worry about addition
or subtraction errors like you do when you’re using a paper check register. Even so, it is
important to get in the habit of reconciling your QuickBooks bank accounts on a
monthly basis. This helps you avoid overdraft charges for bad checks, gives you a
chance to spot possible bank errors, and helps you keep more accurate financial records.

Your bank sends you a statement for each of your accounts each month. The statement
shows all the activity in your account since the previous statement:

m The opening balance for your bank account (amount in your account as of the
previous statement)

m The ending balance for your bank account (amount in your account as of the
closing date for the statement)

m  The amount of interest, if any, you've received for this statement period

m  Any service charges assessed by the bank for this statement period

m  Checks that have cleared the bank

m  Deposits you’ve made to the account

m Any other transactions that affect the balance of your account (for example,

automatic payments or deposits or ATM withdrawals or deposits)

When you receive a statement from your bank or from a credit card company, you need
to reconcile the statement with your QuickBooks records. You can reconcile any
QuickBooks bank account, including accounts for savings and money market funds.
The goal of reconciling is to make sure that your QuickBooks records and the bank’s
statement agree about your account balance.
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Working with bank accounts

Marking cleared transactions

To begin reconciling an account, you need to tell QuickBooks which account you want
to reconcile. Then you can provide information from the top part of your bank
statement.

To reconcile your account:
1 From the Banking menu, choose Reconcile.

QuickBooks displays the Begin Reconciliation window.

Begin Reconciliation

Select an account ta reconcile, and then enter the ending balance from wour account statement.

Accounk _hecking & | last reconciled on 11{14/2015,
Statement Date 12{14{2015
Beginning Balance 23,171.79 What if my beginning balance doesn't match me skatement?

Enter any service charge or interest earned,

Service Charge  Date Account

[0.00 | [0zi152016 [E] |Bank Service Charges v|

Interest Earned  Date Account

[n.00 | [021502016 [E] | v

[ Locate Discrepancies ] [ Undo Last Reconciliation ] [ Continue l [ Cancel l [ Help

In the Account field, make sure Checking is selected.
In the Statement Date field, type 12/15/2015.

In the Ending Balance field, type 34592.98.

In the Service Charge field, type 14.00.

In the Service Charge Date field, type 12/15/2015.

Your screen should resemble the following.

O gk~ WN

Begin Reconciliation

Select an account to reconcile, and then enter the ending balance From your account skaterment.

Account |Checkjng v | last recanciled on 1171442015,
Statemnent Date 12/15{2015
Beginning Balance 23,171.79 What if ry beginning balance doesn't match my statement?

Ending Ealance 34,592,985

Enter any setvice charge o interest earned.

Setvice Charge  Date Accounk

[14.00 | [1211502015 [E] |Bank Service Charges v

Interest Earned  Date Account

[0.00 | [0zj1572016 [E] | v|

[ Locate Discrepancies ] [ Undo Last Reconciliation ] [ Continue ] ’ Cancel ] ’ Help
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7 Click Continue.
QuickBooks displays the Reconcile - Checking window.

You can select which columns you want to display by clicking Columns to Display.

EEX

- Reconcile - Checking

Far period: 12{15/2015 [JHide transactions after the statement's end date:
Checks and Pavments Deposits and Other Credits
| Date ~ Chk # Payee Amount & | Date ~ | Chk# Payvee Type Amount

[ 12712 /2008 Wheeler's .| 625.00] | 12/17/... [SEND [TRANSFR | 500...] ~
10/22/2015(298 Bank of An...| 244.13 11,/05/... Funds T... [TRANSFR | 5,00...
10/28/2015|296 Bank of An..| 550.00 11/20/... |7 Burney, ..|RCPT 210....
11/13/2015|239 Dan T. Miller| 1,297.75 11/21/... DEP 5,91...
11/14/2015|242 Larson Flo...| 3,200.00 11/25/... DEP 4,73...
11/14/2015|243 Middlefiel... | 850.00 11/25/... DEP 10,0...
11/15/2015|245 Sergeant I..| 675.00 11/25/... DEP 3,75...
11/15/2015|246 Abercrom...| TI1.15 11/25/... DEP 14,5...

Highlight Marked Matk. &l ] [ Unmark &l ] [ GoTo ] [ Makched ] ’ Calumns ko Display. ..

Beqinning Balance 23,171.79 Modify ISEtrViCEtCEharged -14,00
nterest Earmne 0.00

Items vou have marked cleared

0 Deposits and Other Credits 0.00 Ending Balance 34,592,958
0 Checks and Payments 0.0 Cleared Balance 23,157.79
Difference 11,435.19

Reconcile MNow l ’ Leave

8 Select Mark All.
QuickBooks places a checkmark to the left of all items.

If you need to make a correction to a transaction before you reconcile the account,
highlight the transaction, and click Go To. QuickBooks takes you to the transaction
and allows you to return to the reconciliation without losing your work.

9 In the Checks and Payments section, click to clear the checkmark for Wheeler’s
Tires on 12/12/2008 as well as all transactions after 12/12/2015.

129



Working with bank accounts

10 In the Deposits and Other Credits section—click to clear the checkmarks for the
$500 transfer on 12/17/2007 and all transactions after 12/12/2015.

Your screen should resemble the following figure.

& Reconcile - Checking

For period: 12/15/2015 [ Hide transactions after the stakement's end dake
Checks and Payments Deposits and Other Credits
4 Date - Chi # Payee Amournt 4 | Date =~ Chk # Paves Type Amount
< |12/11/2015 Teschner, ... | 1,200,00 & | ¢ & |12f11/2015 DEP 28,9, A
< (12/11/2015 (289 Washuta & ... 4,000.00 < (1201112015 DEP T2
< (12/12/2015  |290 Sergeant In... 675,00 < (1201112015 DEP 440,00
(1201202015 (291 Fay, Maure... 250,00
< (12/12/2015 (292 East Baysh... 932,97 /
1201202015 [293 Express Del... 70,00 12/14/2015 DEP 4,70...
[ 12/15/2015 Daigle Lig... 640.92] 12/15/2015 Lew Pl... (PMT 45.00
12/15/2015 Perry Win... | 6,935.75 ., 12/15/2015 [42000 (Natiell... |PMT 135..
Highlight Marked Tark &l ] ’ Unmark Al ] ’ Go To ] ’ Matched ] ’ Columns ko Display. .. ]

Beginning Galance 25,171.79 MadiFy Service Charge -14.00
— Interest Earned 0,00

Items you have marked cleared

21 Deposits and Other Credits 129,430,31 Ending Balance 34,592.95
5o Checks and Pavments 117,995.12 Cleared Balance 34,592,935
Difference 0.00

Reconcile Maow l [ Leave

11 Click Reconcile Now.

QuickBooks displays the Select Reconciliation Report window.

Select Reconciliation Report

Congratulations! Your accourt is balanced. all marked
items have been cdeared in the account register,

Select the bype of reconciliation report you'd like ko see.

O Surmmary

T wiew this report at a later time, select the Repart
menu, display Banking and then Previous Reconcilistion,

I Display ” Print. .. ” Close ]

Note: If you see the Reconcile Adjustment window instead, click Return to
Reconcile and make sure that you have cleared all the checkmarks for all items with
dates later than 12/12/15. Use the scroll bars to see all the items.

12 In the Select Reconciliation Report window, make sure “Both” is selected, and then
click Display.
13 Click OK at the message that QuickBooks displays.

QuickBooks displays both the reconciliation summary and reconciliation detail
reports. It’s a good idea to save each reconciliation report, but for the purposes of
this lesson viewing the reports is sufficient.
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14 Examine the reports to learn what they show and then close the report windows.

Note: QuickBooks Pro overwrites the previous reconciliation report with data from
the latest reconciliation. If you are using QuickBooks Pro, you may want to print a
copy of the report, print the report to a file, or save the report in PDF format in case
you need to reference it again. (To save a report in PDF format, with the report
displayed, choose Save as PDF from the File menu.)

If you are using QuickBooks Premier, you can print the reconciliation reports for all
previous reconciliations.

In addition to the summary and detail reports (which you can view as PDF files), there
is an additional report option: the Reconcile Discrepancy report. The Reconcile
Discrepancy report shows changes and deletions made to previously reconciled
transactions, making it easier to find discrepancies. This report is useful when the
beginning balance that QuickBooks shows is different than the ending balance from
the bank statement for the previous period. (To generate the report, choose Reconcile
from the Banking menu, click Locate Discrepancies, and then click Discrepancy
Report.)

If the last reconciliation was in error, you can undo it without having to identify and
manually clear each affected transaction by clicking Undo Last Reconciliation in the
Locate Discrepancies window.
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Working with bank accounts

Viewing cleared checks in the register

Now you know that the balance in your QuickBooks check register is accurate as of the
latest bank statement. The next time you look at the check register, you'll see a
checkmark in the Cleared column next to each reconciled transaction.

Open the Checking account register to see the cleared checks.

To viewed cleared checks in the register:
1 From the Banking menu, choose Use Register.

QuickBooks displays the Use Register window.
Click OK to accept Checking.

N

3 Scroll through the register to view the cleared items.

Your register should resemble the figure below.

= Checking
: Go k... @ PrinE. .. @ Edit Transaction QuickReport |'1"| Download Bank Statement
Date Murmber Payes Payrent J Deposit Ealance
Type Account Mermo
12/11/2015 DED Bad Check Charges 10.00{ o 35,059,583
CHE Bank Service Charge
12/11/2015 259 Washuta & Son Painting 4,000,00( 31,059,683
BILLPMT | Accounks Payable  123-78
12/12}2015 4 4,936,12 35,995,95
DEP -split- Deposit
1zf1z/z015 290 Sergeant Insurance £75.00( 35,320,95
CHE -split-
12{12/2015 201 Fay, Maureen Lynn, CPA 2e0,00( 35,070,595
BILLPMT ||Accounts Pavable
12{12}2015 202 East Bayshare Auto Mall 532.97| 34,537.98
BILLFMT | Accounts Pavable  Monthly Truck Payme
12f12/2015 293 Express Delivery Service 70.00] & 34,467,985
BILLPMT || Accounts Payvable
12/13/2015 Abercrombie, Kristy :Remodel Bathroom 7,633.28 4z,101.26
PMT Accounts Receivable
12/14/2015 4,700.00 46,501,26
DEP -split- Deposit
12/15/2015 Lew Plumbing - € 45,00 46,546, 26
PMT Accounts Receivable See Bill #20001 A
Ending balance 41,153,12
[ 1-Line
Sart by | Date, Type, Mumber/... | w Record ] [ Restare ]

Notice that QuickBooks displays a checkmark next to all cleared items.

4 Close the Checking account register.
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Locating specific transactions

You can use the QuickBooks Find command to search for specific checks you’ve written.
For example, suppose you want to find all checks greater than or equal to $500.00 that
you've written during the current year.

To use the Find feature:
From the Edit menu, choose Find and then select the Advanced tab.

1

2
3
4

(5]

From the Choose Filter list, select Transaction Type.

Select Check from the list of transaction types.

From the Choose Filter list, select Date, and then choose “This Calendar Year-to-

date.”

From the Choose Filter list, select Amount, and then click >= (greater than or equal

to).

Enter 500.00 and click Find.

Your window should resemble the figure below.

Sirnple

Chaoase Filker

Advanced

Current Choices

Filker ROEUE
Account ~ Filker Sek ko
© any Bmourt |
Date = = - Date This Calendar ...
Them O= O <= ©>=[sm.0 TransactionT...|Check
Memo Posting Status |Either
Mame
TransactionType
Dake Type Turn Marne Accounk Memo Arnounk
12/15/2015 [CHK Sergeant ... [Checking -675.00] A
12/12/2015 |CHK 290 Sergeant ... Checking -675.00 Repart
12/01/2015 |CHK 265 Reyes Pro..|Checking -1,200.00
12{01/2015  |CHK Reves Pro,.. |Rent 1,200.00
12/01/2015 |CHK Great Sta... |[Savings Advanced...| -15,000.00
12/01/2015 CHE Great Stat... [Mote Payable 15,000,00
11/30/2015 |CHK 264 Great Sta... [Checking -1,304.45
11/30/2015 CHK Great Stat... [Mote Payable 1,039,865
11/28/2015 |CHK 297 Bank of A... [Checking |Accnt#44.. -550.00
11/15/2015 |CHK 245 Sergeant ... [Checking -675.00
11/15/2015 |CHK 246 Abercrom...|Checking -711.15
11/15/2015 CHK Abercrombi. ., [Accounts R 711,15 il
11/15/2015 |CHK 247 Tom Ferg... [Checking |Novembe...| -3,000.00 matches: 24
11/15/2015 CHK Tom Fergu... [Ownet's Eq... 3,000.00
11/01,/2015 |CHK 227 Reyes Pro..|Checking -1,200.00 +

7 Close the Find window.
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Using other accounts in QuickBooks

Lesson objectives

m Tointroduce the other account types available in QuickBooks
m Tolearn how to track credit card transactions in QuickBooks
m Toreconcile a credit card account

m To see how to make a credit card payment

m To discuss the different types of asset and liability accounts you can create and see
how to track assets and liabilities in QuickBooks

m To introduce the subject of equity and QuickBooks equity accounts

Supporting materials

m PowerPoint file: Lesson 5

m Video tutorial: Overview of QuickBooks accounts

Instructor preparation

m Review this lesson and the examples, to make sure you’re familiar with the material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 5 and then click Save.

© 0O NG A~ WN

Click OK when you see the message that the file has been successfully restored.
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Other account types in QuickBooks

In this lesson, you'll learn about these types of QuickBooks accounts:
m  Credit card accounts—Used to track transactions you pay for with a credit card.

m  Asset accounts—Used to track both current assets (those assets you're likely to
convert to cash or use up within one year, such as inventory on hand) and fixed
assets (such as long-term notes receivable and depreciable assets your business owns
that aren’t liquid, such as equipment, furniture, or a building).

m Liability accounts—Used to track both current liabilities (those liabilities
scheduled to be paid within one year, such as sales tax, payroll taxes, and
short-term loans) and long-term liabilities (such as loans or mortgages scheduled to
be paid over terms longer than one year).

m  Equity accounts—Used to track owner’s equity, including capital investment,
draws, and retained earnings.

Tracking credit card transactions

Many businesses pay for expenses with a credit card rather than a check. For travel
expenses especially, a credit card is invaluable because it gives a detailed listing of each
charge. You can track credit card transactions in QuickBooks just as easily as you track
expenses you pay for by check.

You should set up a QuickBooks credit card account for each credit card you use in your
business. Like any QuickBooks account, a credit card account has its own register. The
register lists all the charges and credits you've recorded, as well as payments you've
made.

The way you open and scroll through a credit card register is the same way you open and
scroll through any QuickBooks account register.

Entering credit card charges

QuickBooks lets you choose when you enter your credit card charges. You can enter
credit card charges when you charge an item or when you receive the bill. Your choice
depends on whether you like to enter information into QuickBooks incrementally or all
at once. The advantage to entering charges when you charge an item is that you can
keep close track of how much you owe. In addition, if the charge is for a particular job,
you can keep track of how much you’re spending on that job.

Suppose you have a $30 gasoline charge you want to enter into QuickBooks. The form
you use is the Enter Credit Card Charges form.
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Using other accounts in QuickBooks

To enter a credit card charge:
1 From the Banking menu, choose Enter Credit Card Charges.

QuickBooks displays the Enter Credit Card Charges window.

. Enter Credit Card Charges - CalOil Card
& previous [ hext E Save

%, Find 39 Download Card Charges  [£] Journal | (] Attach

Credit Card | R “| Ending Balance 71.02
() Purchase/Charge ) Refund)Cradit
Credit Card Purchase/Charge Manags your business
expenzes with GQuickBooks
Purchased From hd Date 12/15/2015 . Platinum Plus for Business
MasterCard
Ref Mo,

Amount 0.00 7 Learn More

Memao

fAre wou ready bo pay a bill From this credit card company?

Expenses $0.00 | Trems 40,00
Account Arnownt Memao Custamer: Job Billable?
-~
s
[ Clear Splits ][ Recalculate ] [ Save & Close ” Save & hew ][ Clear ]

2 Inthe Credit Card field, select CalQil Card from the drop-down list (if it’s not
already selected).

3 InthePurchased From field, select Bayshore CalQil Service from the drop-down list.
Notice the Ref No. field. Most credit card receipts have some sort of
transaction number near the top, which exists for identification and tracking
purposes. Entering this number from a credit card receipt gives you additional
information for the credit card charge, but you don't have to use it. You don’t need
to enter one for this example.

4 Click in the Amount field, and then double-click to select the entire amount.

(5]

Type 30 and then press Tab.
6 Click the Expenses tab (if it’s not already selected).
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7 Inthe detail area, click in the Account column and assign the charge to the
Automobile:Fuel expense account, as shown in the figure below. (Automobile is the
account; Fuel is the subaccount.)

F- Enter Credit Card Charges - CalOil Card
& previous [ Next E Save a Find 5 Download Card Charges =] Journal @ Attach
Credit Card | Caloil Card w Ending EBalance 71.02
(@) PurchasefCharge () Refund|Credit
credit Cand Purchase/Charye Manage your business
expenses with GuickBooks
Purchased From  Bayshore Caloi Service - Date 12/15/2015 . Platinum Plus for Business
MazterCard
Ref Mo,
Amount 30.00 ¢ Learn More
Memo
Are you ready bo pay a bill From Ehis credit card company?
Expenses $30.00 | Items $0.00
Account Amounk Mema Customer:Job | Billable? |
Sutomobile:Fuel W 30.00 hd |"
»
[ Clear Splits ][ Recalculate ] [ Save & Close ][ Save & Mew H Clear ]

8 Click Save & Close to record the transaction and close the window.

After you record this credit card charge, QuickBooks adds a $30 transaction to the credit
card account register (increasing the liability by $30). It also adds $30 to the
Automobile:Fuel expense account. (You will see the increase when you create reports on
their expense accounts.)

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the credit card charge.

Account Title Debit Credit

CalOQil Card $30.00

Fuel $30.00

QuickStart Tip

If you used your credit card to purchase a reimbursable expense (you want to pass along
the expense to a particular customer), you need to indicate this in the Enter Credit Card
Charges window.

For each expense or item you enter on the bottom part of the form, select the

appropriate customer in the Customer:Job column. To indicate that this expense should
be passed along to the customer, make sure the Billable column has a checkmark in it. This
will allow the expense to be passed along when you invoice the customer.
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Using other accounts in QuickBooks

Reconciling a credit card statement

Just as we reconciled a bank account in the previous lesson, you should compare your
credit card receipts with your statement and reconcile your credit card statement.
Reconciling a credit card account is almost identical to reconciling a bank account.

To reconcile a credit card statement:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
2 Click CalQil Card in the list once to select it.
3 Click the Activities menu button, and then choose Reconcile Credit Card.

QuickBooks displays the Begin Reconciliation window.

Statemnent Date 12/25/2015
Beginning Balance 135.80 what if vy beqinning balance doesn't match my statement?

Enter any finance charge.

Finance Charge Date Accounk
0.00 | [oaszsizon1 [E] | v
’ Locate Discrepancies ] ’ Undo Lask Reconciliation ] [ Continue l ’ Cancel ] [ Help ]

In the Beginning Balance field, QuickBooks displays the balance of all cleared
transactions in the credit card register. To reconcile a credit card statement, all you
have to dois enter the ending balance and check off each transaction listed on your
statement.

4 In the Statement Date field, enter 12/15/2015.

5 Inthe Ending Balance field, type 101.02.

Note: When the ending balance is different from the previous month’s ending
balance, check for cleared transactions that are now showing as uncleared.
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6 Click Continue.

QuickBooks displays the Reconcile Credit Card window.

For period; 12/25/2015

“E Reconcile Credit Card - CalQil Card

[Hide transactions after the statement's end date;

Charges and Cash Advances Payments and Credits
4 | Date - Ref # Payee Amount J | Date ~ | Ref# Payee Type Amount
[ 12/03/2015 Bayshore ... 23.50] 12/02/... CalOil C... [CHK 135.80]
12/12/2015 Bayshore ... 47.52
12/15/2015 Bayshore ... 30.00
Highlight Marked rark &l ] ’ Unrnark: &l ] ’ Go To ] Colurnns ko Display. ..
Beqginning Balance 135,50 m Finance Charge 0,00
ot
Items you have marked cleared -
0 Payments and Credits 0.00 Ending Balance 101,02
0 Charges and Cash Advances 0.00 Cleared Balance 135.80
Difference 34.78
I Reconcile Maow l [ Leave ]

The Reconcile Credit Card window shows all the transactions for the credit card
account that have not yet cleared. You'll use this window to check off the
transactions listed on your statement.

Marking cleared transactions

To mark the transactions as cleared:
1 Inthe “Charges and Cash Advances” section of the window, select all three charges.

2 Inthe “Payments and Credits” section of the window, select the 12/02/15 payment

for $135.80.
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Using other accounts in QuickBooks

QuickBooks places a checkmark in the column to the left of each transaction you
select. Your Reconcile Credit Card window should resemble the following figure.

‘% Reconcile Credit Card - CalOil Card M=]E3]
For period: 12252015 [] Hide transactions after the statement's end date
Charges and Cash Advances Payments and Credits
4 | Date =~ Ref # Payes Amount ] 4  Date ~ | Ref# Payes Type Amournk
< |12/03/2015 Bayshore C... 23,50 | K _HE S|
< (1201212015 Bayshore C.., 47,52
[/ (1211572015 Bayshare C... 30,00]

Highlight Marked Mark. All l [ Unmark Al l [ GoTa l Columns to Display. ..

Beginning Balance 135,80 ModiFy Finance Charge 0.0o0

Items vou have marked cleared

1 Payments and Credits 135,80 Ending Balance 101.02
3 Charges and Cash Advances 101,02 Cleared Balance 101,02
Difference 0.00

Reconcile Mo l ’ Leave

3 Click Reconcile Now.
QuickBooks displays the Make Payment window.

When you’ve finished reconciling a credit card account, QuickBooks gives you a
chance to pay part or all of the balance due on your credit card.

Make Payment

The outstanding balance on this account is o
$101.02, To pay all or a portion of this amount,
select the payment type and click OK. To leave the

) 4 ; Cancel
balance in the reconciled account, dick Cancel.

IIIM

Pavment Help
(%) Wvrite & check For payment now:
() Enter a bill For payment later
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4 For this exercise, you want to write a check for payment now, so leave that option
selected and click OK.

QuickBooks displays the Select Reconciliation Report window.

Select Reconciliation Report ﬁ|

Congratulations! Your accaunt is balanced. All marked
items have been cleared in the account register.

Select the bype of reconciliakion report vou'd like to see,

O Surnmary

To wiew this report at a later time, select the Report
menuy, display Banking and then Previous Reconciliation,

[ Display H Print. .. ” Close ]

5 In the Select Reconciliation Report window, select Detail and then click Display.

You don’t need to do so in this exercise, but to keep a record of the reconciliation
report, you could choose Save as PDF from the File menu and save the report as a
PDF file.

You could also click Print to print a hard copy of the report. You don’t need to print
the report for this lesson.

6 Click OK at the message that QuickBooks displays.

7 Review the report and then close it.
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Paying a credit card bill

To write a check for the bill now:

1 Inthe Write Checks window, make sure Checking is listed as the bank account.
Notice that QuickBooks has already filled in the amount of the payment for you,
and has assigned the expense to the CalOil Card account. (If you change your mind

and decide you only want to make a partial payment, you can change the amount
here.)

E: Write Checks - Checking
i rrevious [ next [ save e@prine ~ | € Find = Journal ([ Attach

Bank Account | Syioetig) ~ Ending Balance: 46,423,958
Mo, 501
Date 12/15/2015 [E]
Pay ko the Order of - £ 101,02
Onehundredoneanduzrluu********************************** DD"arS
Address
Memo
Expenses $101.02 | Items 40,00 | [ orline Payment [ To be printed
Account Armourk Mermo Customer:lob  Billable? |
Caloil Card 101.02 [l
v
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew ] [ Clear ]

2 Clickin the Pay to the Order of field and select CalOil Company as the name of the
credit card company from the drop-down list.
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3 Click the “To be printed” checkbox to select it.

E: Write Checks - Checking,

rrevious T Mext [ save <hprint ~ | EpiFind S| Journal | (I attach
Bank fccount | Checking w Ending Balance 46,423,958
Mo, To Print
Date 12/15/2015 [H]
Pay to the Order of CalQil Company v $ 101,02
OnehundredoneandDleDD********************************** DD"arS
CalCil Carmpany
PO Box 625
Address | middiefield Ca 94452
--'g:"; ~——
Mermo COrder Checks
Expenses $101.02 | Items $0.00 :...'.-'.'..F!?..Pf.i.'?.'i'?.;
Account Arnount Mema Customer:Job | Billable? |
Calil Card 10102 |~
v
’ Clear Splits ] [ Recalculate ] ’ Save & Close ] I Save & New l [ Clear

4 Click Save & Close to record the transaction.

QuickBooks subtracts $101.02 from your checking account and also subtracts that
amount from your credit card account.

5 Close the chart of accounts.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the check to CalOil Company.

Account Title Debit Credit

Checking

$101.02

CalQil Card

$101.02
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Using other accounts in QuickBooks

Working with asset accounts

QuickBooks has two account types for tracking the value of your short- and long-term
assets:

m  An Other Current Asset account tracks assets that are likely to be converted to cash
or used up within one year. If you buy and sell inventory, the value of all your
inventory on hand is usually shown in an Other Current Asset account called
something like “Inventory Asset.” Other current assets might include treasury bills,
certificates of deposit, prepaid expenses (amounts already paid for services your
business has yet to receive), prepaid deposits (which will be returned to you at a later
date), reimbursable expenses, and notes receivable (if due within one year).

m  AFixed Asset account tracks assets your business owns that are not likely to be
converted into cash within a year. A fixed asset is usually something necessary for
the operation of your business, like a truck, cash register, computer, or
photocopier.

QuickStart Tip

Some additional examples of other current assets are accounts receivable, bank accounts,
and cash. QuickBooks provides three types of current asset accounts for you to use as you
create asset accounts for your company: bank account (to track each bank account as well
as petty cash), accounts receivable (to track money owed to your business), and other cur-
rent asset.

Discuss with students that some additional examples of other current assets are
accounts receivable, bank accounts, and cash. QuickBooks provides three types of
current asset accounts for you to use as you create asset accounts for your company:
bank account (to track each bank account as well as petty cash), accounts receivable
(to track money owed to your business), and other current asset.
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Setting up an Other Current Asset account

Suppose you need an Other Current Asset account to track a prepaid expense for rent.
(The landlord requires a six-month advance payment.)

1 Onthe Home page, click Chart of Accounts.

2 Click the Account menu button, and then choose New.

QuickBooks displays the Add New Account: Choose Account Type window.

3 Click Other Account Types and choose Other Current Asset from the drop-down
list.

1 Add New Account: Choose Account Type

% Choose one account type and click Continue.

Categotize money your business eatns or spends

O Income Other Current Asset
) Expense Account
Tracks the value of things that can

be converted ta cash or used up
within one year, such as:

Qr, track the walue of wour assets and liabilities

() Fized Asset (major purchases)

) Bank = Prepaid expenses

= Employee cash advances
O Loan = Inventary
) Credit Card = Loans fram your business
O Equity

Mare. ..
(%) Other Account Types  |[SRCaaTy i o=
Help me choose the right sccount bvpe. Continue l ’ T

4 Click Continue.
QuickBooks displays the Add New Account window.
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Using other accounts in QuickBooks

5 Inthe Account Name field, type Prepaid rent.

"1 Add New Account

H‘Tr Account Type |Other Current Asset v

Account Mame |Prepaid rent|

[] subaccount of |

Cptional
Description

Account Mo, |

Tax-Line Mapping | <Unassigned: P | How do I choose the right bax line?

[ Enter Opening Balance. .. ] Should I enter an opening balance?

Save & Close ] [ Save & Mew ] [ Cancel

6 Click Enter Opening Balance.
7 Inthe Opening Balance field, type 6000 and then select the date 12/74/2015.

You should enter the balance of this account had on the day before your
QuickBooks start date.

Enter Opening Balance: Other Current Asset Account

Enter the balance this account had on the dav before vour QuickBooks start date,

~ Attention: If this account did not have a balance before your
\l) QuickBooks start date, click Cancel and use a transaction to put money
in this account, Example transactions

Opening Balance | £,000.00 asof | 1z/14k2015

I (o4 l ’ Cancel ] ’ Help ]

8 Click OK.
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9 Click Save & Close.

QuickBooks displays the new account in the chart of accounts.

& Chart of Accounts

+Tools & Equipment
+Emplovee Loans Okher Current Asset 0.00
<+Inventary Asset Other Current Asset 27,042,953
<+Retainage Other Current Asset 2,461.80
¢lUndeposited Funds COther Current Asset 2,124.00
@ Trucks Fixed Asset 24,852.91
+Criginal Cosk Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000,00
+Pre-paid Insurance COther Asset 1,041.85
+Accounts Pavable Accounts Pavable 30,739.38
+QuickBooks Credit Card Credit Card 70.00
#QBCC Dept #1 < |credit Card 45,00 -
I’[ Account T ” Activities = ” Reports - ” Attach ]

As each month goes by and you use part of that prepaid expense, you can enter each
month’s rent as a decrease in the value of the current asset and assign it to the rent
expense account. You would enter those transactions directly in the register for the
Prepaid rent asset account.

If you have time, you can have students open the register for the current asset account,
and show them how to enter a transaction that decreases the value of the asset. If you
don’t feel you have time to do this, don’t worry: the next section gives students an
opportunity to enter transactions in a fixed asset account, and the procedure for a
current asset account is very similar.

Setting up asset accounts to track depreciation

There is more than one way to keep track of depreciation; this is just one suggested
method. If you have students who are keeping track of asset depreciation in other ways,
assure them that they can continue using their own method.

Fixed assets are equipment or property your business owns that are not for sale. Since
they last a long time, you don’t completely charge their cost to the year in which you
buy them. Instead, you spread their cost over several years. But because fixed assets wear
out or become obsolete, their value declines constantly from the day you purchase
them. The amount of this decline in value is called depreciation.

To determine the estimated value of a fixed asset at any point in time, you need to
subtract its accumulated depreciation (total amount of depreciation since the asset’s
purchase) from its original cost.

Usually, you’ll want your balance sheet to show the original cost of an asset (plus any
subsequent improvements) on one line, with the accumulated depreciation subtracted
from the original cost on a second line, and the current value (net) on a third line. The
method you’ll learn in this lesson lets you see each asset’s cost and its accumulated
depreciation separately on your balance sheet. You set up a separate fixed asset account
for each asset, and two subaccounts under each fixed asset account: one for cost and one
for accumulated depreciation.
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Using other accounts in QuickBooks

To set up asset accounts to track depreciation on a new trailer
purchased by Rock Castle Construction:

1 Inthe chart of accounts window, click the Account menu button, and then choose

New.

QuickBooks displays the Add New Account: Choose Account Type window.

2 Select Fixed Asset (major purpose) and click Continue.

3 Inthe Account Name field, type Trailer.

Do not enter an opening balance.

4 Click Save & Close.

QuickBooks displays the new fixed asset account in the chart of accounts.

& Chart of Accounts

@ Trucks
< Criginal Cosk
+[Depreciation

«+Pre-paid Insurance

+Accounts Pavable

+uickBooks Credit Card
< QBCC Dept #1
<+ QBCC Depk #2
<+ QBCC Dept #3
+CalCil Card
+Direct Deposit Liabilities
«+Pavroll Liabilities

P

Fixed Asset

Fixed Asset

Other Asset
Accounts Pavable
Credit Card

Credit Card

Credit Card

Credit Card

Credit Card

Other Current Liabi...
Other Current Liabi...

Balance Tokal

24,852,91
33,8%2,91
-9,000.00
1,041.85
30,739,338
70,00
45,00
25,00
0.00
0.0
0.00
3,302,068

B(=1ET

Atkach

.

II[ Account '|[ Ackivities '” Reports '” Aktach ]

Now you need to add two subaccounts: one for the asset’s cost, and the other for

depreciation.

To add subaccounts:

1 Inthe chart of accounts window, click the Account menu button, and then choose

New.

2 Select Fixed Asset (major purposes) and click Continue.

w

In the Account Name field, type Cost.

4 Select the “Subaccount of” checkbox, and then select Trailer as the parent account.
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5 Leave the opening balance blank.

The opening balance is the original cost of the asset, if you purchased the asset
before your QuickBooks start date. If you’re buying the asset now, as the owner of
Rock Castle Construction is, you leave the opening balance for the Cost account
blank. When you enter information about the loan Rock Castle Construction takes
out to pay for the truck (later in this lesson), you’ll update the Cost account with the
truck’s original cost.

Your screen should resemble the following figure.

1 Add New Account
H‘Tr Account Type |Fi>ced Asset v
Accaunt Mame |Cost
subaccount of “I'railer w
Cptional
Description
Moke |

Tax-Line Mapping | <Unassigned: P | How do I choose the right bax line?

[ Enter Opening Balance. .. ] Should I enter an opening balance?
Save & Close ] [ Save & Mew ] [ Cancel

6 Click Save & New.
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Using other accounts in QuickBooks

7 Repeatsteps 3, 4, and 5 to add a second subaccount to the Trailer fixed asset
account. Call the subaccount “Depreciation,” and do not enter an opening balance.

The Add New Account window should look like this.

" Add Mew Account

|]"|'|' Account Type |FixedAsset

Account MName |Depreciation

Subaccount of “I'railer b

Cptional

Drescription

Mote: |

Taz-Line Mapping | <Unassigned: " | How da I choose the right tax line?

[ Enter Opening Balance. .. ] Should T enter an opening balance?

[ Save & Close l ’ Save & New ] ’ Cancel

L
8 Click Save & Close to save the Depreciation subaccount.

When you complete these steps, your chart of accounts should look like this.

& Chart of Accounts

fame £ | Type Balance Total Attach
+Retainage Cther Current Asset 2,461,850 e
+Undeposited Funds Other Current Asset 2,124.00
<+ Trailer Fixed Asset 0.00
|__|Fixed Asset |
+Cost Fixed Asset 0.00
+Trucks Fixed Asset 24,852.91
+Criginal Cost Fixed Asset 33,852.91
+[Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset 1,041.85
+Accounts Payable Accounts Payable 30,739,358
+QuickBooks Credit Card Credit Card 70.00
+QBCC Dept #1 & |Credit Card 45,00
+QBCC Dept #2 & |Credit Card 25.00 -
[ Account T |[ Activities T ” Reports = ][ Attach ]

If you wish, you can change the order in which the accounts are listed by dragging the
Cost account to the position just above the Depreciation account (the same way the
accounts are displayed under the Trucks parent account).

Note: The amount you enter as the opening balance depends on whether you acquired
the asset after or before your QuickBooks start date. If you acquired the asset after your
QuickBooks start date, you don’t enter an opening balance. If you acquired the asset
before your QuickBooks start date, you enter the accumulated depreciation of the asset
as of the start date—entered as a negative number.
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Entering depreciation transactions

When it's time to enter depreciation for an asset, you can use the register for the asset's
accumulated depreciation account.

Determining the amount of depreciation to deduct can be a complex process, and the IRS
rules on the subject change often. Students should ask a competent advisor for help in
figuring actual depreciation amounts for tax purposes.

To enter a transaction for depreciation:

1
2

3
4

5
6

In the chart of accounts, select the Depreciation subaccount for the trailer.

Click the Activities menu button, and then choose Use Register.

QuickBooks displays the register for the Trailer:Depreciation asset account.

In the Decrease column, type 1300 and press Tab. This is the depreciation amount.

In the Account field, select Depreciation Expense from the drop-down list.

Your register should resemble the following figure.

% Trailer:Depreciation

&% Print...

2 Goto... &4 Edit Transaction QuickReport

Date Ref Payee Decrease < Increase Balance
Type Account Memo
12/15/2015 [E)  |[1,300.00
GEMIRML ||Sepreciation Expense | % ‘I

Splits Ending balance 0.00
[ t-Line

Sort by | Date, Type, Mumber/... Record ][ Restore

Click Record.

Close the register window.

When you record the transaction, QuickBooks does the following:

Subtracts the depreciation amount from the current value of the asset in the asset's
fixed asset account.

Enters the depreciation amount as an increase to your company's depreciation
expense in the expense account that tracks depreciation.

QuickStart Tip

When you purchase an asset and pay for it with a company check or credit card, you
should enter the purchase in the Write Checks or Enter Credit Card Charges window.
Then, in the Account field, choose the account for the asset.
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Using other accounts in QuickBooks

Working with liability accounts

QuickBooks has two account types for tracking the value of your short- and long-term
liabilities:
m  An Other Current Liability account tracks liabilities that your company expects to

pay within a year. Other current liabilities might include short-term loans or a line
of credit.

m A Long-term Liability account tracks debts that your business is not likely to pay off
within a year. The most common long-term liabilities are loans that you expect to
pay off in more than one year.

QuickStart Tip

Some additional examples of other current liabilities are accounts payable, credit card
accounts, accrued sales tax, and accrued payroll. QuickBooks provides three types of
current liability accounts for you to use as you create liability accounts for your company:
credit card (to track credit card charges and payments), accounts payable (to track money
owed by your business), and other current liability.

Tracking a loan with a long-term liability account

You've already added an asset account to track the value of the new trailer. Because the
trailer loan is not going to be paid off in a year or less, you need to add a long-term
liability account.

To add a long-term liability account:
1 In the chart of accounts, click the Account menu button, and then choose New.

2 Inthe Add New Account window, select Other Account Types, and then choose
Long Term Liability from the drop-down list.

w

Click Continue.

Y

In the Account Name field, type Trailer Loan.




5 Do not enter an opening balance.

Your screen should resemble the figure below.

dd New Account

|m Account Type |Long Term Liabilicy v

Account Mame |Trailer Loan|

[ subaccount: of |
Opkional
Descripkion
Account Mo, |
Tax-Line Mapping | <Unassigned v | How do I choose the right tax line?
’ Enter Opening Balance. .. l Should I erter an opening balance?

Save & Close l ’ Save & Mew ” Cancel

6 Click Save & Close.

QuickBooks displays the new liability account in the chart of accounts.

& Chart of Accounts ['. ”’I:I |r$_(|
Balance Takal Atkach
.~
«Bank of Anycity Loan Long Term Liability 19,932.65 ]
«Equipment Loan Long Term Liahbility 3,911.32
«hote Pavable Long Term Liability 3,440.83
«Truck Loan Long Term Liahbility 5,662.38
+Cipening Bal Equity Equity -15,321.18 B
«Cwner's Equity Equity 19,000.00
+Ciwner's Contribution Equity 25,000.00
+Cwner's Drawv Equity -6,000.00
+Retained Earnings Equity
«Mileage Income Income
+onstruction Income
+Discounts given Income
“
[ Account T |[ Activities T ][ Reparts = ][ Attach ]

Because this is a new loan, you are either receiving money to deposit in your bank
account or receiving a new asset. In this example, you received an asset (the new trailer),
so you need to show an increase in the asset’s Cost account.
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Using other accounts in QuickBooks

To record an increase in the asset’s Cost account:
1 Inthe chart of accounts, double-click the Trailer:Cost subaccount.

QuickBooks displays the Trailer:Cost register.

=, Trailer:Cost

2 Goto.. £ Prink.. [ Edi Transaction QuickPeport
[rate Ref Payee Decrease S Increase Balance
Twpe Accounk Memo
v |
v |
Splits Ending balance 0.00
[ 1-Line
Sortby | Date, Type, Humber/... % Record | [ Restore

2 In the Increase field, type 30,000.

3 Inthe Account field, select the Trailer Loan long-term liability account from the
drop-down list.

Make sure that you select the Trailer Loan long-term liability account, not the
Trailer fixed asset account.

Your screen should resemble the following.

%, Trailer:Cost

: Gato... @ Print. .. @ Edit Transaction QuickRepart:
Dake Ref Pavee Decrease J Increase Ealance

Type Accounk Merno
121152015 [E] 30,000.00
GEMIRML |[iTrailer Loan ha

Splits Ending balance 0.00

[ 1-Line

Sortby [Date, Type, Mumber/,.. Record ] [ Restore

4 Click Record.
5 Close the register window.

6 Close the chart of accounts.

When you complete these steps, QuickBooks increases the value of your Cost asset
account to 30,000. (This effectively sets the opening balance.) It also enters a liability of
30,000 in the liability account you use to track the loan. (Again, this sets the opening
balance.)
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Tracking fixed assets

You can enter the Trailer on the Fixed Asset [tem list. Tracking fixed assets using the
Fixed Asset Item list enables you to record information about an asset such as purchase
date and price, whether the asset was new or used when purchased, and the asset's sale
price if you decide to sell it. You can also generate customizable reports listing all your
fixed assets.

The information you enter in the Fixed Asset Item list does not transfer to the chart of
accounts.

To create a fixed asset item:
1 From the Lists menu, choose Fixed Asset Item List.

QuickBooks displays the Fixed Asset Item list.

B Fixed Asset Item List

H=1E
Purchase Descri,,, | Account Cost

1999 Utility Truck | Trucks 30,250,00
2000 Pickup truck

FAM Number | Purchase Date

+1999 Utility Tr...
+2000 Pickup

[ Ikem '” Activities '” Reports '][ Attach ]
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2 Click the Item menu button, and select New.

QuickBooks displays the New [tem window.

Mew Item |Z| |E| f'5_<|

Type

l:l Use For property wou purchase, track, and may eventually sell. Fixed
assets are long-lived assets, such as land, buildings, Furnitore,
equiprent, and wehicles,
Asset Mamefhumber Asset Account
|| | | v | Custom Fields
Purchase Information Sales Information spelling
Purchase Description Itemis (8 new (OQused  Sales Description [ ttem is sold
Date ales Date I:I [] 1tem is inactive
Caost Sales Price I:I
Wendor/Payee | Sales Expense l:l

Asset Information
Asset Descripkion

Lacation PC Mumber Setial Murber Warranky Expires
| I I |
okes

The item type is preset as Fixed Asset.

W

In the Asset Name/Number field, type Trailer.

4 Enter the following information to complete the Purchase Information section:
m [tem is: new

m  Purchase Description: Trailer

m Date: 12/15/2015

m Cost: 30,000

m Vendor/Payee: East Bayshore Auto Mall
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The New Item window should look like the following graphic.

New ltem

Tvpe

l:l Use Far property wou purchase, track, and may eventually sell. Fixed _
assets are long-lived assets, such as land, buildings, Furniture,
- ~ Cancel
equipment, and vehicles.

Asset Mame/Mumber Asset Account
|Trailer | | v | Custom Fields

Purchase Information Sales Information speling
Purchase Description Ttemis (%) new () used  Sales Descripkion [ ttem is sold

|Trai|er | | |
Date 12/15/2015 el i [ (=] [ 1temis inactive

Cost 30,000.00 Sales Price I:I
vendor/Payee |East Bayshare Auto Mall | 3ales Expense l:l

Asset Information

Asset Description

Location PO Murmber Serial Mumber Warranky Expires
Il |
Mokes

5 Enter the following information to complete the Asset Information section:
m  Asset Description: White trailer with company logo
m Serial Number: 123456789
m  Warranty Expires: 12/15/2020
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Using other accounts in QuickBooks

6 From the Asset Account drop-down list, choose Trailer:Cost.

The New Item window should look like the following graphic.

New ltem

Type o]
l:l Usze Far property wou purchase, track, and may eventually sell. Fixed
assets are long-lived assets, such as land, buildings, Furniture,

Cancel
equipment, and vehicles.

Asset Mame/Mumber

Asset Account

Mexk

i

|Trailer | |h’railer:Cost » | Custom Figlds
Purchase Information Sales Information spelling
Purchase Description Ttemis (%) new () used  Sales Descripkion [ ttem is sald

| Trailer |

Date 12/15/2015 el Bl [ = [ ttem is inactive
Cost 30,000.00 Sales Price I:l
vendor/Payee |East Eayshore Auka Mall Sales Expense l:l

Asset Information
Asset Description

|White trailer with company logo |
PO Mumber

Location

Mokes

Setial Mumnber
|[123456780

‘\Warranky Expires

|[12115/2020

7 Click OK.
8 Close the Fixed Asset Item list.

If you work with an accountant who uses the QuickBooks Fixed Asset Manager (a
separate application used to work with fixed assets), he or she can determine the
depreciation of your assets and update your company file with that information. A
summary of information calculated in the QuickBooks Fixed Asset Manager and sent to
QuickBooks displays in the Fixed Asset Item list.

Recording a payment on a loan

When it's time to make a payment on a loan, use the Write Checks window to record a
check to your lender. You’ll want to assign part of the payment to a loan interest
expense and the remainder to loan principal.

To record a payment on a loan:
1 From the Banking menu, choose Write Checks.
QuickBooks displays the Write Checks window.
2 Inthe “Pay to the Order of” field, type Great and then press Tab.

QuickBooks fills in the field with Great Statewide Bank. If QuickBooks asks whether
you want to use the last transaction for this vendor, click No.

w

For the dollar amount of the check, type 500.00.

4 Clickin the Account column on the Expenses tab and choose the Interest
Expense:Loan Interest expense account from the drop-down list.
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5 Inthe Amount column highlight the amount that QuickBooks prefilled and then

type 225.00.

6 Assign the remainder of the expense (275.00) to the Trailer Loan long-term liability

account.

&= Write Checks - Checking

@ previous TP Next [Hsave ghrrint - | € Find = Jounal ([ aAttach
Bank Account | Checking hd Ending Balance 46,322,936
Mo, To Prink

Pay to the Order of Great Statewide Bank

b

Date 12f15/z015 ()

$ 500,00

Fi\"ehundredandDDJ‘IDD*************************************DD"&I’S

Great Statewide Bank
P, Box 522
Address | Bayshore CA 94326

Memao Order Checks
Expenses $500.00 | Items $0.00 To be printed
Accounk Amourk Mermno Customer:Job Billable? |
Interest Expenseiloan Interest 225,00 -
Trailer Loan v 275.00 v |
v
[ Clear Splits ] [ Recalculate ] [ Save & Close ] l Save & hew ] [ Clear

7 Click Save & Close to record the payment.

When you record the transaction, QuickBooks automatically updates the accounts

affected by this transaction:

m Inyourcheckingaccount, QuickBooks subtracts the amount of the check from your

balance.

m Intheexpense account that tracks interest, QuickBooks enters the interest amount
as an increase to your company's interest expense.

m In the Trailer Loan liability account, QuickBooks subtracts the principal amount
from the current value of the liability (reducing the amount of your debt).

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the trailer loan payment.

Account Title Debit Credit
Checking $500.00
Loan Interest $225.00
Trailer Loan $275.00
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Using other accounts in QuickBooks

Understanding equity accounts

Many students will see the equity accounts QuickBooks automatically adds for them,
and wonder what equity is all about. Equity can be a complicated subject, especially for
newer business owners, and a complete discussion of it is not the focus of this lesson.
This section introduces the subject of equity, and helps students understand why
QuickBooks creates the two default equity accounts.

Equity is the difference between what you have (your assets) and what you owe (your
liabilities). If you sold all your assets today and paid off your liabilities using the money
received from the sale of your assets, the money you’d have left would be your equity.

A balance sheet shows your company assets, liabilities, and equity on a particular date.
Because equity is the difference between total assets and total liabilities, it’s also true
that total assets equal the sum of total liabilities and equity.

As you enter the opening balances of your assets and liabilities, QuickBooks calculates
the amount of equity and records it in an equity account called Opening Bal Equity (Bal
stands for Balance).

In addition to the Opening Bal Equity account, QuickBooks sets up another type of
equity account for you called Retained Earnings. This account tracks your company's
net income from previous fiscal years. QuickBooks automatically transfers your profit
(or loss) to Retained Earnings at the end of each fiscal year.

If your company is a sole proprietorship (an unincorporated company with only one
owner), you don’t have to add any more equity accounts to your chart of accounts. All
the equity belongs to the company’s sole owner.

You can get as involved in tracking equity as you wish. Some people like to track owner
investments, owner’s draws, and retained earnings prior to their QuickBooks start date
by putting them in separate equity accounts. If your business is a partnership, you’ll
probably want to set up separate equity accounts for each partner.

To learn more about equity and to learn how to set up equity accounts for your business,
search the onscreen Help index for equity.

QuickStart Tip

A common use of an equity account is to record an owner’s draw (a payment you make to
yourself). To record an owner’s draw, use the Write Checks window to make out a check to
yourself. In the detail area of the check, assign the amount of the check to the equity
account you use to record owner draws.
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Entering sales information

Lesson objectives

m To learn about the different formats available for sales forms

m To save sales and purchase forms in Portable Document Format (PDF)
m To practice creating a new invoice

m To learn the purpose and use of the QuickBooks Item list

m To see how QuickBooks records the information you enter on sales forms
m To memorize an invoice transaction for reuse

m Toadd anew item to the Item list

m Toadd a new price level to the Price Level list

m To associate a price level with a customer

m To create invoice letters

m To generate reminder statements

m To create sales orders (QuickBooks Premier and higher)

m To track backorders (QuickBooks industry-specific editions)

Supporting materials

m Handout 4: QuickBooks item types

m PowerPoint file: Lesson 6

m  Video tutorial: [tems (products & services you sell)
m Video tutorial: Create an invoice

m Video tutorial: Generate a sales receipt

m Video tutorial: Create a statement

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.qbb on their computer’s hard disk.

m Have Handout 4 ready for distribution.
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To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 6 and then click Save.

© WO NGOG A~ WN

Click OK when you see the message that the file has been successfully restored.

Using sales forms in QuickBooks

Any time you make a sale in your business, you record it in QuickBooks on a sales form.
A sales form can be an invoice (when you expect payment to come later), a sales receipt
(when you expect payment at the time you make the sale), or a credit memo.

You use a credit memo when a customer returns merchandise for which you’ve already
entered a payment or a cash sale. This lesson shows students how to use invoices and
sales receipts.

When to use different types of sales forms

The type of sales form you use depends on whether you expect payment in the future or
at the time of the sale.

For payment in the future

If you expect to receive payment at some future date, you enter an invoice. The invoice
lists the customer’s name and address, along with an itemized list of how much that
customer owes.
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Entering sales information

To display a completed invoice form in QuickBooks:

1 Click the Create Invoices icon on the Home page. If you are prompted to customize
your QuickBooks forms, click Remind Me Later or No Thanks.

QuickBooks displays the Create Invoices window.

2 Click Previous to display the previously created invoice.

B Create Inyoices
Aerevious Prret [ 5 - [ - B - € @ speling By History =] Joormal o+ [3% - () atach
Customer:Job Template Duncan, Dave:Utility Shed
- 4
] : -
DATE IMNWOICE #
H Summar
Invoice 121572015 U
3 Phane 415-555-3823
Email Doubleli@s amplzname. com
Duncan, Dave (Open balance 1,600.00
3442 W, Charleston = 5
Bayshare, G 94326 Active estimakes 0
Sales Orders ko be invoiced 1}
LILE DATE |
het 30 v ||01/14jz024
ITEM QUANTITY  DESCRIPTION RATE AMOUNT Tax ‘ Recent Transactions CuickReport
Labar 40 40,00 1,600,000 |Man ~ 12/1515 Invoice 1,600,00
v 061615 Payment 2,400.00
Custamer 3 Tax [San Tamas | |(7.75%) 0.00 06/09/15 Invaice - Paid 2,400.00
Message
Tatal 1,600.00
o Nots Edit
[ 7o be printed [ Add Time/Costs... | [ Apply Credis,.. ] Payments Applied oo SR =
[ 7o be e-mailed Balance Due 1,600.00
Cush Tay Codh ' .
[] Allaws online payment Learn more HsIAmEr 185 Laoe
Mema | |
< Learn about our payment processing and online invoicing solutions. [ Save & Close ] [ Save & Naw l [ = ]

If you own a business that sells products, like Rock Castle Construction, your
invoice lists the products purchased by the customer, the amount charged for each
item, and any sales tax you need to apply. Notice that Rock Castle Construction’s
invoice charges for both products and services (such as labor).

The History section on the right side of the Create Invoices window gives you a
summary of recent activity related to this customer. You can click the arrow next to
the name to close the History section of the window.

Abusiness that sells mainly services, such as a consulting firm, might use a different
type of sales form than the one shown above. QuickBooks lets you choose from
three different preset formats for your sales forms, or you can create your own
customized forms.

3 Close the Create Invoices window.
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For payment at the time of sale

If you receive full payment at the time you make a sale—either by cash, check, or credit
card—you fill out a sales receipt instead of an invoice. Like the invoice, the QuickBooks
sales receipt includes information about the items or services purchased, but it also
includes information about how payment was made.

To display a completed sales receipt in QuickBooks:
1 Onthe Home page, click Create Sales Receipts.

2 If the Integrated Payment Interview window appears, close it
QuickBooks displays the Enter Sales Receipts window.

3 Click the Previous button to view the previously entered sale.

F, Enter Sales Res

Dprevious [P rext [ save et -~ CdEmal -~ Bship - €LFind [ speling By History ~ 5] Joundl [ customize ~ (] Attach
Accept Payments Customer:Job Template: Keenan, Bridget:Sun Room
i ) L
‘eenan Bri o Custom Sales Receipt |+ T
Add credit card processing DATE s SR
i ummar
Sales Receipt 12/10/2015 L
set Up Recurring Payments Phone 415-555-2133
Email bridget@samplensme. com
#dd echeck processing Bridget Keenan e o
213 Fern Lane aesied —
East Bayshore Ca 94327 CVelosanaes) 0]
Sales Orders to be invoiced 1)
Manage Payments
Edit payment preferences me
Payrment Snapshot 1245 Ehect b
ITEM DESCRIFTION qQry RATE AMOUNT Tax || Recent Transactions QuickReport
Fluorescent: Ceil... [Florescent Lights 1 95,00 95.00 [Tax A& 12/10/15 Sales Receint 102.65
| Processing Options
-
From your web site Customer Thank you for your v Tax [E, Bayshore, ., W |(8.05%) 765
From your mobile phone Message \—‘bus‘”ﬁss- Tatal T
From your e-mailed invoices
Notes Edit
[ITobeprinted  []Tobe s-mailed  Customer Ta Code ‘Tax - ‘ Memo ‘
Add TimejCosts. .
Deposit Ta Checking - [Process payment when saving
Clase Taolar [(savencciose | [ save@mew | [ Revert

The sales receipt is similar to the invoice—both forms display customer information
and describe the items and services purchased. However, because payment is made
at the time of sale, the sales receipt has deposit information at the bottom of the
window.

4 Close the Enter Sales Receipts window.
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Entering sales information

Using statements to bill customers

Another option for billing customers is to send statements. Statements are ideal if you
want to accumulate charges before requesting payment, or if you assess a regular
monthly charge. Billing statements list the charges a customer has accumulated over a
period of time.

You enter statement charges one by one, as you perform services for the customer. Later,
you print a billing statement that shows the previous balance, details of all new charges,
payments received, and the new balance. Billing statements are appropriate if you want
to send monthly statements that show the detail of new charges as well as the previous
balance and payments received.

If you bill the same charge to a group of customers on a regular basis, you can set up
QuickBooks to enter the charges automatically when it's time to send out your
statements. Any business thatbills arecurring charge on statements can use this feature.
For more information, search the onscreen Help for recurring transactions for statement
charges.

Understanding statement limitations

In QuickBooks, statements have the following limitations:

m  Youcan'trecord sales tax, percentage discounts, payment items, or group items as
a separate charge on a billing statement. To bill for any of these, you must use an
invoice.

m  You cannot group related charges together and subtotal them (you can group and
subtotal charges on an invoice).

m Acharge on abilling statement can represent only one item (in contrast, an invoice
can represent many items). This means you must enter a separate statement charge
for each service or product you sell.

m You cannot add custom fields (for lists or items) to the statement form.

You can include invoice detail on statements and include all open transactions as of a
certain date.
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Choosing a template for sales forms

QuickBooks has several different templates for invoices. The invoices available depend
on which version of QuickBooks you are using and the type of company you set up. For
more information, search the onscreen help for invoice template.

The templates include:

m Custom Invoice—Use this template if you want to tailor a form to your type of
business.

m Intuit Product Invoice—Use this template if you sell parts or products and need
fields relevant to shipping.

m Intuit Professional Invoice—Use this template if you sell services and need a lot of
room for descriptions of your services.

m Intuit Service Invoice—Use this template if you primarily sell services but
occasionally sell goods.

Each template has an onscreen version and a printed version. This lets you record all the
sales detail you need, but print only what you want customers to see. For example, if you
use the Professional Invoice template, the onscreen version shows the number of hours
you're billing the client as well as your hourly rate; the printed version shows only the
Description and the Amount fields.

You can save all QuickBooks sales and purchase forms as portable document format
(PDF) files. To save a form as a PDF file, display the form and then choose Save as PDF
from the File menu.

You'll learn how to customize forms in Lesson 15, “Customizing forms and writing
QuickBooks Letters.”
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Entering sales information

Filling in a sales form

Suppose Rock Castle Construction wants to bill a customer for a portion of a kitchen
remodeling job. Because they expect payment to be made in the future—rather than
cash on the spot—they need to create an invoice.

Filling in the customer information

Filling in an invoice is just like filling in a paper form; you enter the customer
information first, followed by a description of the charges.

To enter customer information on an invoice:
1 Onthe Home page, click Create Invoices.

Notice that the new invoice already has the current date (12/15/2015 in the sample
file) entered in the Date field, and the nextinvoice number assigned in the Invoice #
field.

2 Inthe Template field, select Custom Invoice from the drop-down list.
3 In the Customer:Job field, click the arrow next to the drop-down list.

QuickBooks shows you a list of Rock Castle Construction’s existing customers and
jobs.

4 Choose Jacobsen, Doug:Kitchen for the customer and job.

Because this name has already been entered on the Customer:Job list, QuickBooks
knows the billing name, the address, and the payment terms. It provides this
information for you on the top half of the form.

B Create Inyoices

rrevions FPret [ &5 - A - B - € o speling @y History 5] Journal

L

I attach

Customer: Job Template Jacobsen, Doug:Kitchen
Jacobsen, Doug:Kitchen | % B
DATE
H Summar
Invoice 12/152015 ¥
3 Phane 415-555-4411
Email jacobsen@samplename. com
Doug Jacobsen (Open balance 2,320.00
6845 Ocean view A 5
Bayshiore, Ch 94326 Active estimakes 0
Sales Orders to be invoiced il

Unbilled time and expenses: 3,370.00

DLUE DATE |
et 30 w||o1f14/2016 [@]|1097-01-D3AC
ai ‘

[ T be &-mailed
[] Allaws online payment Learn more

Customer Tax Code Balance Due

Mema |

< Learn about our payment processing and online invoicing solutions.

0.00

ITEM QUANTITY  DESCRIPTION RATE AMOUNT T Recent Transactions CuickReport
b 12/14115 Pavment 2,000.00

v 11{25/15 Payment 1,200.00

Custamer 3 Tax [San Tamas | |(7.75%) 0.00 11j25(15 Invoice 4,725.00
Message 10430715 Pavment 2,412.75
Total 0.00 10j23/15 Irvnice 3,207.75

[ o be printed add Time/Costs, Payments Applied gop  Notes Edit

[ Save & Close ] [ Save & New

J [

Clear

J
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Filling in the line item area

On the bottom half of the invoice, you list each service or product you're selling on its
own line, along with the amount the customer owes for that item. Because information
about individual items is on separate lines, the lines are called line items.

In QuickBooks, you enter line items using the Item list, so you don’t have to type and
retype lines for services or products you sell frequently. For example, an architect would
have one item for design and another for construction supervision.

But items are not just products you sell or services you provide to clients. Line items can
be anything you might want to put in the detail area of an invoice, like a discount, a
subtotal line, a markup, or a sales tax calculation.

Rock Castle Construction has already entered the items for which it bills customers on
its [tem list.

To complete the line item area of an invoice:

1 Inthe Item field, type the letters rem (for Removal).
QuickFill is an alternative to choosing from a list. Whenever you'’re in a field where
you’ll use a list item, you can start typing the first letter or two of the list item you
want, and QuickBooks fills in the field with the item that matches the letters you're
typing.

2 Press Tab.
When you press Tab to accept a QuickFill entry, QuickBooks fills in other
information about the item, like its description and rate. In this case, QuickBooks
displays “Removal labor” in the Description column and a rate of $35 per hour. All
you have to do is enter the number of hours.

3 Type 40in the Quantity column.

4 Press Tab to have QuickBooks update the invoice total.

ITEM QUANTITY | DESCRIPTION RATE AMOUNT Tax
Remaval |40 Semaval labor 35.Dtlﬂ 1,400.00 [Non =]~

-
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Entering sales information

Completing the sales form

If you want to check the form before you print it, you can use the print preview feature
in the Create Invoices window.

To complete and record the invoice:
1 Click the Print Preview button near the top of the screen.

QuickBooks displays the invoice page as it will look when printed.

Zoomln Help Close

Rodk Castle Construction |nV0ice

1735 Coundy Road

Bayshore, CA 04326 DATE INVOICE #
L1015 93

BILLTO

Doug Jacobsen
5345 Dcean Viewr
Ersrshore, G 24326

FO.NO TERMS DUE DATE FROJVECT COMTRACT#

Het 30 V142016 Eitchen 1007-01-DIAC

QUANTITY DESCRIPTION RATE AMOUNT
49 | Fervweral labar 3500 171500
Chsalestad, San Tamas Comgy TT5% oo
Total F171500

2 Click Zoom In and use the scroll bars to see the invoice items at greater
magnification.

Click Close.

4 In the Create Invoices window, record the sale by clicking Save & Close.

w
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QuickBooks records the invoice in your accounts receivable register. If this were a sales
receipt, QuickBooks would record the sale in your Undeposited Funds account until you
deposit the money at the bank, or record a deposit in the bank account you specified in
the Enter Sales Receipts window. (The option to select an account into which you want
to deposit the payment is only available when the Payments preference “Use
Undeposited Funds as a default deposit to account” is turned off.)

The accounts receivable register keeps track of how much money your customers owe

you.

To see the Accounts Receivable register:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.

2 In the chart of accounts, double-click the Accounts Receivable account.

QuickBooks displays the accounts receivable register.

% Accounts Receivable

@ Print... @ Edit Transaction QuickReport
Date Mumber Customer Item by Rate Amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2015 9z Duncan, Dave: Ut 1,600,00 ~
Ty 01/14/2024
12/15/2015 93 Jacobsen, Doug:Kil 1,715.00
Ty 01142016
12{15/2015 42000 Matiello, Ernestoiki 13,560.39
PMT
+| v
.
[ t-Line [ show open balance Ending balance 63,756,594

Sortby | Date, Type, Humber].., »

[ Record ][ Restore ]

w

4 Double-click the entry.

Select the sale we just recorded in the register (for Doug Jacobsen).

When you double-click an entry in a register, QuickBooks displays the original form
(in this case, the invoice).

5 Keep the invoice window open; you’ll use it in the next exercise.
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Entering sales information

QuickStart Tip

When you’ve been using QuickBooks for a while and need to find a particular invoice, you
can use the QuickBooks Find command or the Search command. Suppose you want to
search for the invoices you wrote to three particular customers.

Here’s how you’d find those using the Find command:

1 From the Edit menu, choose Find Invoices and then click the Advanced button.

2 In the Find window, select Transaction Type from the list of filters, and then select
Invoice from the list of transaction types.

3 Select Name from the list of filters, and then choose Multiple names from the Name
drop-down list.

4  Inthe window that appears, click the names of the three customers. When you click
OK and then click Find, QuickBooks finds all the invoices written to those particular
customers.

You can also find a particular customer invoice by scrolling through the customer

register for that customer. (Right-click that customer’s name in the Customers & Jobs List
and choose Use Register.) If you know the invoice number, you can sort the customer
register by number rather than date to find an invoice more quickly. (You can change the
sort order by selecting a different order in the Sort By field in the register window.)
Another way to find an invoice for a particular customer is to click the Find icon (magnify-
ing glass) in the Create Invoices window. You can then enter a customer:job name, a date
range, an invoice number, or an amount that QuickBooks can use to locate an invoice or
invoices. (This functionality is available for eight common QuickBooks forms.)

Make sure students keep this invoice displayed on screen. You’ll show then how to
memorize it in the next lesson.




Repeating a sale

Many of the sales you make in your business are ones you repeat again and again. For
example, you may have a standing monthly order from a customer, or you may perform
essentially the same services for more than one client. QuickBooks lets you memorize
sales forms and send batch invoices so that you don’t have to retype the information.

To memorize the invoice:

1

Make sure you have the invoice you want to memorize displayed on your screen.
For this exercise, use the removal labor invoice you just created.
From the Edit menu, choose Memorize Invoice.

QuickBooks displays the Memorize Transaction window.

¥ Memorize Transaction

(%) Remind Me How Often | Never v |

() Dor't Remind Me Mexk Date

() Automatically Enter I:I

In the Name field, type a brief description that helps you recognize the memorized
invoice, or keep the default description QuickBooks has provided.

You can enter any description you like. Notice that you can also have QuickBooks
remind you when to use the memorized transaction (for an invoice you always send
at the end of the month, for example).

Click OK.

Close the Create Invoices, Accounts Receivable, and the Chart of Accounts
windows.

When you memorize an invoice, QuickBooks adds it to the Memorized Transaction list.
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Entering sales information

To recall a memorized sale:
1 From the Lists menu, choose Memorized Transaction List.

QuickBooks displays the Memorized Transaction List window.

2r Memorized Transaction List f' ”E|El

Transackion Mame Source Account Anmaunk Frequency | Auta MNext Date
Accounks R = 1,715.00 |Mever

+Reves Properties Zhecking 1,200.00 [Quarterhy

+Sergeant Insurance Checking £75.00 |Manthly 011572016

[ Memorized Transackion Enter Transaction

2 Double-click the transaction you just added.

QuickBooks displays the Create Invoices window, with the information you
memorized displayed on the form. It gives you a new invoice number and displays
the current date. You can modify the information as you wish, or just save the
invoice as is.

3 Click Save & Close to record the invoice.

4 DPress the Esc key to close the Memorized Transaction list.

To create a batch invoice
1 TFrom the Customers menu, choose Create Batch Invoices.

2 Click OK to close the message.

Batch In Fg\
Step 1 of 3: Select a billing group or choose customers and click Next.
Search Billing Group
Look far || | in [anfields ~| v
[ Search within resuts \What is & billng qroup?
Search Results
[resm— Custamers in This Group
~
Family Met 30
Kitchen 00| Met 30
Remodel Bathroom 0.00| Met 30
Baker, Chris 1,040.00| Met 30
Family Room 1,040.00 Met 30
Balak, Mike 0.00| Met30
Utility Shed 0.00
Barley, Renes 0.00| Mek 15
Repairs 0.00| Met 15
Bolinski, Rafal 0.00
2nd stary addition 0.00
Bristal, Sonya 0.00| Met30
Repairs 0.00
Utility Shed 0.00
Burch, Jason 0.00| Met 30
Roar Addtion 0.00| Met3D
Select All Clear All

3 In the Look for field, type shed.
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4 Click Search.

Step 1 of 3: Select a billing group or choose customers and click Next.

Search

Look for

in | All figlds v

[0 seach witinrosks

Search Results

Hame Balanc, Terms

Keenan, Bridgst Storage Shed
Balak, Mike:Utility Shed
Bristol, Sonya:Lkiliy Shed

Met 30

Fisher, Jennifer Uity shed 0.00| Dug onr...
Fomin, Slava:Utity Shed 0.00
Jimenez, Cristina:Ltiity Shed 0.00
Johnson, Gordon:Ukiliy Shed 0.00
Memen, Jeanette:Ukility Shed 0.00]  Meteo
Ovetfisld, David:UHiity Shed 0.00
RUFF, Bryan:Utiity Shed 0.00

Select Al Clear All

Duncan, Dave:Utility Shed 1,600.00
Dunn, Eric €W, Uty Shed 0.00

Billng Group

What is 3 hilling group?

Customers in This Group

Click Setup.
Click Select All.
Click Add.

0O N O O

Step 1 of 3: Select a hilling group or choose customers and click Next,

Search

Look for | shed in | All fields v

e

Search Resulks

Mame Balanc, TErms

Select All Clear All

In the Billing Group field, type Sheds and click Tab.

Billng Group

Sheds v

Manage Groups | What is a billng group?

Biling group ¢ Sheds

Customers in This Group

Keenan, Bridg orage Shed
Bialak, Mike:Ukilty Shed
Eristal, Sonya:Ltity shed
Duncan, Dave:Ltiity Shed
[Dunn, Eric C.W.:Utiity Shed
Fisher, Jennifer:Utiky Shed
Fomin, Slava:Utiity Shed
Dimenez, Cristina: Uity Shed
Johnson, Gordon:Ltity shed
Memen, Jeanstte:Utiity Shed
Overfield, David: Utility Shed
RUFF, Bryan:Ltiity Shed

9 Click Save Group.
10 Click Next.
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Entering sales information

11 Enter the following information:
Quantity: 1

Item Code: Repairs

Description: Repair work. Annual shed roof maintenance.

Step 2 of 3: Choose the line iterms for the batch invoice and click Next., How da 1 enter the terms, sales tax
rate, and send method?
Date | 12/15/2015[E] Template | Intut Product Inv.., v
Quantity | Item Code Description Price Each | Amount Tax
1 Repairs  [Repair wark, Annual shed roof mai e 35,00 35.00[Non (M A

Customer 3
Message

Total 35.00

12 Click Next.

Step 3 of 3: Review the list of invoices to be created for this batch and click Create Inw

Invaice Date: 12/15/2015

Select Customer Terms Send Method Amount Tax Code  TaxRate | Tax Tokal Status |
o} [Natiello, Ernesta [Net 30 Email 35.00 Tax. 7.75% 0,00 35.00 O "‘
s Keenan, Eri Met 30 Email 35.00 Tax 8.05% 0,00 35.00 OF
< Bialak, Mike:| Mt 30 Email 35.00 Tax 7.75% 0,00 35.00 O
s Bristal, Sonya. .., Net 30 Email 35.00 Tax 7.75% 0,00 35.00 OF
< Duncan, Dav... |Net 30 Email 35.00 Tax 7.75% 0,00 35.00 O
s Dunn, Eric C.... |Net 30 Email 35.00 Tax 7.75% 0,00 35.00 OF
< Fisher, Jennif... (Dug on ... |Emai 35.00 Tax 8.05% 0,00 35.00 O
s Fomin, Slava:... et 30 Email 35.00 Tax 7.75% 0,00 35.00 OF
< Jimenez, Cri Mt 30 Email 35.00 Tax 7.75% 0,00 35.00 O
s Johnson, Gor... |Net 30 Email 35.00 Tax 7.75% 0,00 35.00 OF
< Memeo, Jean... |Net 60 Email 35.00 Tax 7.75% 0,00 35.00 O
s Overfield, Da... |Net 30 Email 35.00 Tax 7.75% 0,00 35.00 OF
< RUFf, Bryan:,.. |Net 30 Email 35.00 Tax. 8.05% 0,00 35.00 O

v

[ o (o= ]

13 Review the list of customers to invoice and click Create Invoices.

Summary.

Your invoices are created. They're marked for print or email based on each customer's
Preferred Send Method How do T enber or change the Send Method=

0 marked for print
13 marked For smal

0 unmarked {you can send these later)

Close
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14 Click Email.

Select the forms you want to send, and then dick Send How,

To change the cover note that accompanies an e-mailed farm, select
the Farm in the lisk and click Edit E-mail.

Forms To Send (13 out of 13 selected)

Intuit QuickBooks Billing Solution

Let QuickBooks help you qet
“ paid online by credit card.

Date Type | Mo Name Amount Method
S [12/15/2015 TNy E5 Hlatisllo, Ernesto 00 Emai
J [1211512015 [ 94 Storage Shed $35.00 Email
J |12i1502015 | 95 Utilty Shed $35.00 Email
< [12115(2015 v 9 Utility Shed $35.00 Email
J |12i1502015 | 57 Ltilty Shed $35.00 Email
J [12115f2015 (v 95 Uility Shed $35.00 Email

Select Al
Select Mone:

From: rockeastie@samplename, com
To:  ernie@samplename.com
ce:

Subject:  Inwaice from Rock Castle Construction

Dear Mr. Natiello :

You'l find your invoice included below, Please remit payment at your earliest conwenience.
Thank you for your business - we appreciate it very much,

Sincerely,

Rock Castle Construction

[our Invoics wil bs attached ko the message as a POF Fils]

Edit E-mail

[T Gendniow | [ close

Help

15 Since you are using sample data you cannot email the invoices,

so click Close.

16 Click Close to close the Batch Invoice Summary.

17 Click Create Invoices.
18 Click the Previous button.

WDerevious Prext [ <o~ B - B -~ & [of speling Wy History 2] Journal | )+ B4 - ) Attach
Template Ruff, Bryan:Utility Shed
»
v
Inbuit Product Invoice T
Summar
1215i2015 (@) [108 B
=] Phone 415-655-7787
Emall bruff@samplename. com
Bryan Ruff Open balance 35.00
762 Skyline Dr
East Bayshore CA 94327 Active estimates a
Sales Orders to be invoiced i}
Shp |
et 3 - w [|12/15(2015 &) -
Quantity | Ttem Code Description Price Each Amount  Tax || Recent Transactions QuickReport
1 Repairs Repair work. Annual shed roof maintenance. o] wmoo(wen A s
\d
Customar v Tax [E, Bawshore,,, % |(5.05%) 0.00
Message
Total 500
Not Edit
[[] 7o be printed [(Add Timefcosts... | [_Apply Credits... | Payments Applied 0.00 otes e
| g Loadig. ..
To he e-mailad Customer Taz Code Balance Dug 35.00 oadig.
[] Allow orline payment Learn more
Mema | |
< Learn about our payment processing and anling invoicing salutions. [ Save & Close ] Save & New I [ Revert ]

19 Review the invoice for annual shed roof maintenance that you created.

20 Click Previous again.

21 Notice that the information on the invoice is the same.

22 Close the Create Invoices window.
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Entering sales information

Entering a new service item

When you begin using your own QuickBooks company file, you'll need to create your
own line items to include on your invoices. In the next exercise, you'll see how to add
information to the Item list.

Rock Castle Construction already has a service item called Repairs that it uses when it
wants to charge for general repair work. Suppose Rock Castle wants to add a subitem for
plumbing repairs to the Item list. (The company charges a higher rate for plumbing
repairs, so it wants a separate item for it on its Item list.)

Have students refer to Handout 4 for a review of the types of items they can add to the

Item list.

To create a new service item:
1 From the Customers menu, choose Item List.

QuickBooks displays the Item list for Rock Castle Construction.

B Item List

Loaok For
MName

+Cancrete Slab
+Floor Plans
+Framing
+Installation
+Labor
+Mileage
+Remaoval
+Repairs
+5ubs
«Carpet
«Diryweall
+Duct Work
+Electrical
+Insulating

in | Allfields

Description

Foundation slab - prep and ...
Floor plans

Framing labor

Installation labor

Remaval labar

Repair work,

Subcontracted services
Install carpeting

Install drywaall

Heating & Air Conditioning ...
Electrical work.

Install insulation

Type

ervice
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service
Service

g

Accounk

onstruckion:Miscellaneous
Construction:Labor
Construckion:Miscellaneous
Construction:Labor
Construction:Labor
Construction:Labor
Milzage Incarne
Construction:Labaor
Construckion:Miscellaneous
Construckion:Subcontract. ..
Construckion: Subcontract..
Construckion:Subcontract. ..
Construckion: Subcontract...
Construckion:Subcontract...
Construckion:Subcontract.,

OnHand | On Sales Or...

[ search within results

Price

0.0 [

0.00
0.00
55.00
35.00
0.00
0,365
35,00
35,00
0.00
0.00
0.00
0.00
0.00
0.00

Attach

I[ Item '|[ Ackivities '][ Reparts '” Excel '” Attach ]
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2 Click the Item menu button, and then choose New. If a message about the Add/Edit
Multiple List Entries item feature appears, click OK to close it.

QuickBooks displays the New [tem window.

New Item

Type ok
LUse Far services you charge far or purchase, like
specialized labor, consulting hours, or professional
fees.

Cancel

Mext
Item Mame/Mumber [ 5ubitem of

Uit of Measure

[] This service is used in assemblies or is performed by a subcontractor o partner

Custam Fields

Spelling

[ ttem is inackive

Description Rate
Tax Code

Accounk

How can I set rates by customers o emplovess?

Note: The options available in the Type list depend on the version of QuickBooks
you are using. If you are using a QuickBooks Premier or higher edition product you
will see Inventory Assembly listed as an item type.

In the Type field, select Service from the drop-down list if it is not already selected.
In the Item Name/Number field, type Plumbing.

Click the “Subitem of” checkbox to select it.

In the drop-down list below the “Subitem of” field, select Repairs.

In the Description field, type Plumbing repairs and maintenance and press Tab.

In the Rate field, type 55.

© 0N O O A W

In the Tax Code drop-down list, select Non.

Now you need to assign this line item to one of Rock Castle Construction’s income
accounts.
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10 In the Account field, select Construction:Labor from the drop-down list.

Your screen should look like the following figure.

New Item

Type oK
Servi Use For services wou charge for or purchase, like
ervice - ) -
specialized labor, consulting hours, or professional el
fees,

et
Tremn Mame)Mumber Subitem of
Plumbing Repairs b

Custam Fields

Uit of Measure Spelling

. - . . . |:| Ikem is inactive
[] This service is used in assemblies or is performed by a subcontractar or partner

Description Rate 55.00

Plumbing repairs and maintenance Tax Code | Mon i

Account | ConstructioniLa |

Hows can I set rates by customers or employees?

11 Click OK to add the new item to Rock Castle Construction’s Item list.

B Item List

Look Far in | Al fields v [ search within results
Mame Deescription Type | Account OnHand | On Sales Or... | Price Attach
Plurnbing repairs and maink i truction:Labar I~
+5ubs Subcontracked services Service [Construction: Subcontract, ., 0,00
+Carpet Install carpeting Service [Construction: Subconkract, .. 0.00
@ Dryweall Install drywasll Service [Construction: Subconkract. .. 0.00
eDuct Whork.  [Heating & aAir Conditioning ... (Service [Construction: Subconkract. .. 0.00
+Electrical Electrical work Service [Construction: Subcontract. .. 0.00
+Insulating Install insulation Service |Construction: Subcontract. .. 0.00
+Metal Wrk Metal Work Service [Construction: Subcontract, ., 0.00
+Painting Painting Service |Construction:Subconkract, .. 0,00
+Plurnbing Plurnbing Service |Construction: Subconkract, .. 0,00
2 Roofing Roofing Service |Construction:Subcontract, .. 0,00
+Tile #Counter |Install tile or counter Service [Construction: Subcontract. .. 0.00
«Cabinets Cabinets Inve... [Construction:Materials a a 0.00
+Cabinet Pulls |Cabinet Pulls Inve... [Construction:Materials 110 a 0.00
«Light Pine Light pine kitchen cabinet w. .. [Inve... [Construction:Materials a a 1,799.00 2
Item = ” Activities * ” Reports = ][ Excel = ][ Attach ]

12 Close the Item list.

Now that the new item is on the Item list, Rock Castle Construction can invoice for
plumbing repairs separate from its general repair work. It can also create sales reports
that show sales for general repairs separate from sales for plumbing repairs.

QuickStart Tip
To offer a discount on an invoice (or other sales form) at the time of sale (for example, for a
senior discount), create a “discount” type item and enter it as a line item on the form.

If the discount is to apply to more than one item, first use a “subtotal” type item to
calculate the total of the items. Then, enter the discount item beneath the subtotal.
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Using multiple price levels

In the last exercise, you set up a new service item for Rock Castle construction and
assigned a price to that item. Sometimes businesses want to vary an item’s price based
on who they are selling to. For example, Rock Castle Construction charges different
prices depending on whether it is selling to a residential or a commercial customer.

You can associate price levels with specific customers so that each time you create an
invoice (or estimate, sales receipt, credit memo, or sales order) for that customer,
QuickBooks uses the appropriate price level when calculating rates and amounts on the
form. Price levels make it easy to use different rates on sales forms without having to
calculate percentage amounts manually. Price levels affect amounts for service,
inventory, non-inventory part, and inventory assembly items only. (Inventory
assembly items are available in QuickBooks Premier and higher.)

In this section, you'll create a new price level, associate it with one of Rock Castle’s
customers, and then create an invoice for that customer.

Creating new price levels

Rock Castle Construction charges its residential customers the base sales price it set up
on its Item list. The company charges its commercial customers 10 percent less than the
base sales price. In this exercise, you'll create a new price level for Rock Castle
Construction to use to reduce the sales amount for its commercial customers.

For each price level you create, you assign a name and percentage increase or decrease
to the item’s base sales price. You can create up to 100 price levels to use on invoices,
sales receipts, estimates, and credit memos.

To create a new price level:
1 From the Lists menu, choose Price Level List.

B Price Level List EI@|E|

Details

Door Replacement Special
Kitchen Upgrade Package
Pretell Real Estate Rates

varies per item
varies per item
varies per item

Price Lewvel '” Reports ']

2 TFrom the Price Level menu button, choose New.
3 Inthe Price Level Name field type Commercial.
4 From the Price Level Type drop down list, select “Fixed %.”

Note: The Price Level Type field is selectable only with QuickBooks Premier or
higher.
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5 Leave “decrease” selected in the “This price level will” field, and then type 10in the
percentage field.

Always enter the percentage as a positive number.
6 From the “Round up to nearest” drop-down list, choose “1.00 minus .01.”

This option rounds all the prices to the nearest dollar amount minus one cent, for
example, $10.00 rounds to $9.99. With QuickBooks, you can round your prices to
the nearest whole cent, or you can precisely determine the amount by creating a
user defined option.

Your window should look like the following.

*: New Price Level

Price Level Mame |C0mmercial [ Price Level is inackive

Price Level Type Use this type of price level to apply a fixed percentage

increase or decrease ko all your standard sales prices when
setting up prices For different customers or jobs,

This price level will item prices by | 10,0%

Found up to nearest | WAKN Ty ERRN

Howe do T print & report? oK ] ’ Cancel ] ’ Help ]

7 Click OK.

Your Price Level list should now resemble the following.

B. Price Level List

Door Replacement Special Per Ikem varies per ikem
Kitchen Upgrade Package Per Item waries per item
Pretell Real Estate Rates Per Item varies per jtem

Price Level '|[ Repatts ']

8 Close the Price Level list.

184



Associating price levels with customers

When you assign price levels to customers, QuickBooks calculates rates and amounts on
sales forms based on the price level associated with that customer.

To associate a price level with a customer:

1
2
3

(5]

6 Click OK to close the Edit Customer window and save your changes.

Click Customer Center on the icon bar.

In the Customers & Jobs list, select Lew Plumbing - C.

Click Edit Customer.

If a message about the Add/Edit Multiple List Entries item feature appears, click OK

to close it.

Click the Additional Info tab.

From the Price Level drop-down list, choose Commercial.

Your screen should look like this.

% Edit Customen

Customer Name |Lew Plumbing - C

Current Balance : 175,00

Categorizing and Defaulks
Type

address Infa Additional Info

| Commercial

]

Terms

et 30

]

Rep

Preferred Send Method

|E—mail

Sales Tax Information
Tax Code Tax Ikem

|Tax vl |San Tomas

o]

Resale Number

Howe do T adijust the current balance?

Payment Infa Job Infa

Price Level | Commercial ¥ |

Custom Fields
Contract #

[ ]
E—

Spouse's MName

Define Fields

Online Banking Alias Management:

See dliases associated I
with this custamet:

Cancel

Mokes

Help

D Cuskaomer is
inackive

&

Custamer
Manager Cnline

Leave the Customer Center open for the next exercise.
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Using price levels on sales forms

In this section, you'll create an invoice for the customer with whom you just associated
the Commercial price level to see how the price level affects amounts on the form.

To use a price level associated with a customer:
1 Make sure Lew Plumbing - C is selected in the Customers & Jobs list.

2 Click the New Transactions menu button and choose Invoices from the drop-down
menu.

3 Press Tab.
Notice that QuickBooks displays the name of the price level associated with this

Customer:Job in brackets above the Customer:Job drop-down list. (This
information will not be printed on the form.)

Customer:Job  [Commercial]

Lew Plumbing - C w

Invoice

Lew Plumbing
221 2ld Bayshore Rd
Bayshore CA 94326

4 Clickin the Item column and choose Framing from the drop-down list.

If you don’t see the Item column, make sure you are using the Custom Invoice
template.

(5]

In the Quantity field, type 8.

6 Click below Framing in the Item field and choose Wood Door:Exterior from the
drop-down list.
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7 Inthe Quantity field, type 2 and then press Tab.

Your screen should look like this.

B Create Invoices

ereviows Frruet B & - B - B - ) [ soeling By History 5] Journal Mo -
Customer:Job  [Commercial] Template

Invoice

DATE |
12{15(2015 o5

Lew Plumbing
221 ©ld Bayshare Rd
Bayshore CA 94326

DUE DATE
MNet 30 w |01/14j2016

il Attach

>

ITEM QUANTITY | DESCRIPTION RATE AMOUNT Tax |
Framing |B |Framing labor | 49,99 | 399,92 ‘Nun had
\Wood Doar:... | %2 T Excterior wood doar | 107,998 215.98 [Tax ¥ +
Customer v Tax |San Tomas ¢ |(7.75%) 16,74
Message

Tokal 632,64
[[] Ta be prinkted [ Add TimejCosts... | [ Apply Credits... | Payments Applied 0.00
[] T be e-mailed Balance Due 32,64
[] allaw online payment Learn more Elusimi? Tz ek
Memo ‘ |
< Learn about our payment processing and onling invoicing solutions. [ cave & Closs ] [ Save & New 1 [ Revert

Lew Plumbing - C

Edit Customer

Summary

Fhone 415-555-5463
Email glewi@zamplenarne. com
Open balance 574.92
Active estimates o
Sales Crders to be invoiced 1}
Recent Transactions QuickReport
12{15115 Payment 45,00
12{15/15 Invoice 399.92
12{12[15 Inwoice 220,00
Motes Edit

Lews Plumbing is 5 Yendaor
See the Yendor list

8 Keep the invoice open and choose Item List from the Lists menu.

9

In the Item list, go to Framing. Note that the price for framing is $55.00, but the rate

on the invoice is $49.99—10 percent less than the base sales price, rounded to the
nearest dollar minus one cent. QuickBooks has automatically reduced the rate on

the invoice by 10 percent and rounded the amount according to your price level

setting.

Note: You can set up QuickBooks to round rates up to the nearest cent. You can set
the rounding option for a rate from the Price Level list. See “Creating new price

levels” on page 183.

10 In the Item list, scroll to the Wood Door:Exterior item and note that the base sales
price is $120—10 percent greater than the rate listed on the invoice using the
Commercial price level. It appears on the invoice as $107.99, including the

discount and rounding settings.
11 Close the Item list.
12 Record the invoice by clicking Save & Close.
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Assigning price levels to individual line items

In addition to associating price levels with customers, you can also use price levels on an
individual basis on sales forms. The following are some examples of when you might
want to do this.

m You've associated a price level with a customer, but want to charge the base sales
price for an item on a sale to that customer.

m  You want to use a price level for one or more items, but you don’t want to assign a
price level to the customer for whom you’re recording the sale.

To apply a price to a single line item:
m Inasalesform withlineitems, clickin the Rate column and select the price level you
want to use from the drop-down list that displays.

When you move out of that field on the form, QuickBooks recalculates the amount
and balance due.

Note: If you use QuickBooks Premier, you can refine your price levels even further by
setting price levels for select items. For example, you could give a particular customer or
group of customers an extra discount for a specific item or group of items as shown in
the following graphic.

.+ Edit Price Level

NN IR ER ebell Real Estate Bates| [ Price Level is inactive
Price Level Type Use this tvpe of price level to set custom prices for individual items
when setting up prices For different custamers or jobs.
J | Item Cost Standard ... | Custom Price

Caoncrete Slab 0,00
Floot Plans 0,00 25,00
Framing 55.00 40,00
Installation 35,00 30,00
Labor 0,00 65,00
Milzage 0,365
Removal 35,00 30,00 &

] taark &l

Howe do I prink & report? l oK ] [ Cancel ] [ Help
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Managing overdue customer payments

You can create documents to remind customers about overdue payments.

The first method involves creating a letter to a specific customer directly from that
customer’s overdue invoice. Using this method, you can create a cover letter that

summarizes information about the original invoice and lists the outstanding balance.

You can also have QuickBooks list all of the line-item information. An additional
option is to have QuickBooks format the letters to work with window envelopes.

The second method involves generating reminder statements, which allow you to
generate documents that list recent invoices, credit memos, and payments received.

Using the Collections Center

The Collections Center helps you manage collecting payments from your customers. It
lists all overdue and almost due invoices in a single place. You can send email reminders
to one customer or many customers, and it tracks customer notes about your collection

efforts.

To review overdue and nearly due payments for all customers:

1 Click the Customer Center icon.
2 Click Collections Center.

3 Notice that you have no Overdue invoices. Click the Almost Due tab.

@ Customers with Almost Due Invoices

Customer Name Balance ¥

Robson, Darci:Robson Clinic 12,420.98
Invoice #72 12,420.98
Lew Plumbing - C 175.00
Invoice #71 175.00
Fisher, Jennifer:Utility Shed 35.00

Invoice #99 35.00

Days Overdue

) select and Send email

Contact Notes/Warnings
415-555-3925 i
415-555-5483 =l

415-555-5366 i€

4 Close the Collections Center.
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Creating invoice letters

Rock Castle has noticed that one of its customers has an invoice with a partial balance
still outstanding and wants to send a quick reminder. You create an invoice letter to
remind the customer about the unpaid balance.

To create an invoice letter:

1 From the Reports menu, choose Customers & Receivables, and then choose Open
Invoices from the submenu.

2 In thereport window, scroll down until you see the listings for Anton Teschner:Sun
Room.

w

Double-click on the line for invoice # 60.

4 Inthe Create Invoices window, click the down arrow next to the letter and envelope
icon to display the drop-down list.

5 Select Prepare an Invoice Letter.

If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the
QuickBooks letters from your installation directory to your QBtrain folder.

6 Choose Cover Letter.

Letters and Envelopes g|
IO
pressHilRd | Choose a Letter Template
e C4 94326

(%) Letter templates available for invoice letters.:

_over Lether
Invoice Letter with Details

indow Envelope Cowver Letter

Window Envelope Invoice Letter with Details

rs, Kristy Sbercy

() Create or Edit a letter template,

[ Cancel ] [ Help l

If you wanted to include all of the line-item detail from the invoice, you would
choose the Invoice Letter with Details option.

Click Next.
Type Tom Ferguson in the Name field and then type President in the Title field.
9 Click Next.

0 N
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QuickBooks displays a letter containing summary information pulled from
QuickBooks about the unpaid balance on the invoice.

Rodck Castle Construction

17535 County Road
Bayshore, CAS4325

December15, 20M5
Anton Teschner
2424 Lisa Lane
Bayszhore, CAS4325
Dear Anton,

This table summanzes your current inwvaice activity. Please review this information and let us
knouy if you hawe any questions.

Invoice Job Sun Room

Invoice Humber G0

Invaice Date 11282015
Invoice Due Date 12132023
Imvoice Amount F2 205,95
Invoice Balance HEES 95

Thank wou for choosing Rock Castle Construction. Wiie hope to watowith wou againin the future.

Sincerahy,

Tom Ferguson
Fresident
Ruock Castle Construction

10 You don’t need to save the letter for this exercise, so close the Microsoft Word file
without saving.

11 In QuickBooks, click Cancel because you don’t need to print envelopes now.

12 From the Window menu, choose Close All.

To create your own custom letters that pull information from the Customers & Jobs,
Vendor, Employee, and Other Names lists in QuickBooks, see “Using QuickBooks
Letters” starting on page 439.

Generating reminder statements

Reminder statements summarize a customer's account with a company by listing recent
invoices, credit memos, and payments received. You can use reminder statements when
you bill through invoices but want to remind your customers about delinquent
payments.

Reminder statements are different than other “forms” in QuickBooks such as invoices,
sales receipts, or checks. Because QuickBooks already has all the information you need
to create reminder statements, you don't have to fill them out. Instead, you review the
information that will appear on each statement, decide whether to add finance charges,
and print them.

Rock Castle uses invoices to bill its customers, but it sends reminder statements to
customers with overdue invoices. In this exercise, you generate statements to send to
customers with outstanding balances.
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Rock Castle wants to send reminder statements to all customers who have balances
more than 30 days past due.

To generate reminder statements:
1 Click Home to display the Home page, then click Statements.

QuickBooks displays the Create Statements window.

B Create Statements

Select Skatement Options Select Additional Options
Skatement Date Template
(5) Statement Period me| 11/16/2015 T |12."15."2015 |Intuit Standard Statement | [ Cuskamize ]
(O &l open transactions as of Statement Date Create One Statement
I:I [ shaw invnice ibem details on statements

[ Print: statements by billing address zip code

Select Customers Print due date on transactions

@ All Custamers Do not create skatements:
) Multiple Customers [ with a zern balance
O Jne Customer I:‘ with a balance less than l:l
() Customers of Type [ with rio account ackivicy
() Preferred Send Methad [ For inactive customers
[ Wigw Selected Customers... ] [ Assess Finance Charges. .. ]

N

For Statement Date, enter 1/15/2016.

w

In the Enter Statement Date and Type section of the window, select the “All open
transactions as of Statement Date” option.

Click to select the “Include only transactions over” checkbox.
Leave the number of days past due field entry at 30.

In the Select Customers section, select “All Customers.”

N O G A~

In the Select Additional Options section, click to select the “Show invoice item
details on statements” checkbox.

(o)

Click to select “Do not create statements with a balance less than 0.00.”
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Your screen should look like the following graphic.

B Create Statements

Select Statement Options Select Additional Options
Statement Date 01/15/2018 Template
) Statement Period From| T | Ta | T | |Intuit Standard Skatement | [ customize |
(%) all open transactions as of Statement Date Create One Statement
Include only transackions over days past due dake Show invaice ikem details on statements

[ Print: statements by biling address zip code

Select Customers Print due date on transactions

@ &ll Customers Do nok create statements:
) Multiple Cushamers [] with a zerc balance
() One Customer with a balance less than
() Customers of Type [ with nio account ackiviey
) Preferred Send Method [ for inactive customers
View Selected Customers... ] [ Assess Finance Charges... ]

9 Click Assess Finance Charges.
QuickBooks displays the Assess Finance Charges window.
10 Verify that there is a checkmark next to Lew Plumbing - C.

Your screen should look like the following graphic.

‘= Assess Finance Charges

Click the assess column for each customer For whom you wish to create a finance charge invoice.

fssessment Date

|Finance Charge hd | [ Customize ]
Ass... | Lask FC Cuskaner Crverdue Bal. Finance Charge
S Lew Plurmbing - 175.00 500 #
v
Mark &l ] [ Unrnark &l 1 mark Irevoices "To be printed"

Customers with *s have payments or credit memos which have not been
applied to any invoice. The overdue balance does not include these
credits,

Settings. .. “ Collection History ] Assess Charges H Cancel
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11 Click Assess Charges.

12 Answer Yes when QuickBooks displays the message telling you that finance charges
have already been assessed today.

QuickBooks creates a finance charge invoice for Lew Plumbing - C in the amount of
$5. This amount does not display on the current statement, but you can send the
finance charge invoice with the reminder statement.

13 Click Preview.

QuickBooks displays reminder statements for the customers whose balances are 30
days or more past due—including the details from the original invoices.

14 Click Close.

At this point you could generate and send the reminder statements to your
customers.

15 Close the Create Statements window.

Processing sales orders

The sales order feature lets you track orders from customers and “set items aside.” You
can also use sales orders to track back orders when a customer orders something and you
are out of stock. Using this feature, you can track the orders you need to fill without
affecting accounts receivable. Sales orders affect only inventory quantities—not
values—until you actually sell the items.

When inventory items come in, you can create an invoice directly from the sales order.
If only some of the items have come in, you can invoice for those items, and use the sales
order to create invoices for the remaining items later. Once all items have been received
and invoiced for, QuickBooks Premier closes the sales order.

Note: Sales orders are available in QuickBooks Premier and higher editions only. To
proceed through this exercise, you must be using QuickBooks Premier or a higher
edition.

Invoicing against sales orders

In this exercise, you'll create an invoice from a sales order. You display a report to see if
there are any open sales orders. The report shows that there is an open sales order for
Lumber for Fran Smallson. Rock Castle now has sufficient quantity on hand to fill the
customer’s order, so you can close the sales order and invoice the customer.

If you're using QuickBooks Premier, you can also generate purchase orders directly from
sales orders by clicking the down arrow on the Create Invoices button in the Create Sales
Order window, and then selecting Purchase Order. You don’t need to create the
purchase order in this exercise.
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To create an invoice from a sales order:
1 Click Report Center, choose Sales and then select Open Sales Orders by Item.

2 Click Display Report.

QuickBooks displays the Open Sales Orders by Item report.

il Open Sales Orders by Item

Modify Report. .. Memorize... || Print... || E-mall » || Export...

| Hide Header | Refresh

=l

X

Dates Fon |

| Ta | Sort By |Defau|t v ‘

8:42PM
121515

Rock Castle Construction

Open Sales Orders by Item

All Transactions

@ Type ¢ Date + DueDate < Hum < Hame @ Oty @ Invoiced < Backordered < Amount < Open Balance <
Parts
Lumber
Decking
» Sales Oroler Tra2ms Smallson, Fran 28 0 28 224.00 22400 4
Total Decking 28 0 28 224.00 224.00
Rough
Sales Oroer 12902015 Smalson, Fran B 0 B 36.00 36.00
Total Rough 5 0 5 36.00 36.00
Total Lumber 3 0 34 260.00 260.00
Tatal Parts 3 0 34 260.00 260.00
TOTAL 34 [] 34 260.00 260.00

3 Double-click the sales order for Decking in the report window (Sales Order #2 for

Fran Smallson).

QuickBooks opens the sales order.

B Create Sales Orders

9(=1E

previous Pre [ < - B - & [ speling By History 5] Journal

Customer: Job

Sales Order

Fran Smallson
5437 Euclid 5t
Bayshore CA 94326

El create Invoice = [3£ -

Template
Custom Sales Order | %

Date |
11/e9j2015 (@) |2

Smallson, Fran w

il attach

Smallson Eleckric
5437 Euclid 5t
Bayshore CA 94326

Item Description Ordered Rate Amount Tax Invoiced | Clsd |
Lurber:Decking Decking lumber 28 3.00 224,00 |Tax 1] -~
Lumber:Rough Rough lumber & 6,00 36,00 Tax 1] =
b
Customer v Tax|5an Tomas | % [(7.75%) 20,15
Message
Total 280,15
[JTobeprinted [ Tobe e-malled  Customer Tax Code [ closed
Memo | Save & Close ] [ Save & New ] [ Revert
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4 Click the Create Invoice menu button on the toolbar at the top of the Create Sales
Orders window.

Creating the invoice from the sales order links the sales order and invoice, which
means that when you invoice the customer for items on the sales order, those items
are marked as closed.

QuickBooks displays the Create Invoice Based On Sales Order window.

Create Invoice Based On Sales Order(s) §|

Specify what ko include on the invoice.

(%) Create invaice For all of the sales order(s).!

() Create invoice for selected items.

I QF l [ Cancel ] [ Help l

5 Leave the “Create invoice for all of the sales order(s)” option selected, and click OK.
QuickBooks creates an invoice for the customer.

In this case, all of the items the customer order arrived, so you can close the sales
order. If only some of the items had come in, you could invoice for only those items
and keep the sales order open until any remaining items arrived. QuickBooks tracks
which items are still open.

6 In the Create Invoices window, click Save & Close.

7 Close the report window and the Report Center.

Tracking backorders

Using certain industry-specific QuickBooks Editions, you can use sales orders to track
items that customers have ordered, but that are out of stock. Tracking backorders on
sales orders, invoices, and other sales forms shows exactly what still needs to be shipped
out. Tracking backorders on purchase orders shows what is still expected to be received
from a vendor.

In this exercise, you'll first create a sales order and create an invoice from that sales
order. (The customer has ordered items, but you don’t have sufficient quantities to fill
the entire order.) Then, you'll receive items into inventory and track the remaining
items on backorder.

Note: You must be using QuickBooks Premier Accountant Edition, Retail Edition,
Manufacturing and Wholesale Edition, or Enterprise Solutions Editions to track
backorders and perform this exercise.




To create a sales order:
1 Onthe Home page, click Sales Orders.

QuickBooks displays the Create Sales Orders window.

B Create Sales Orders

@rrevious P lext [ &5 - G - &L [ speling By Histary 5] Jowrnal B Create Invaice ~ [1 - ] Attach
Customer: Job Template

| v
Date
Sales Order tzfisiznis (@] |3

L

Ttem Description Ordered Rate Arnount Tax |
~
w
Customer " | Tax o [i0.0%) 0.00
Juil
MR Total

Tobeprinted [ Tobe e-mailed  Customer Tax Code

Mema | | [ Save & Close ] [ Save & Mew ] [ Clear ]

2 In the Customer:Job drop-down list, select Roche, Diarmuid:Room Addition.
3 Clickin the Item column and select Frames:Exterior Frame from the drop-down list.

4 In the Ordered column, click the Availability icon.

P Current Availability

Iken Mame | Frames:Exterior Frame b

Description Standard exterior door frames

Quantity Available Incoming

Quantity on Hand 2 Quantity on Purchase Orders 0
Quantity on Sales Orders i]
Quantity Reserved for Assemblies i

Quantity Available 2

Show Details ==

In the Current Availability window, you can get information about what is
available in inventory, what is listed on other sales orders, what’s reserved for
assemblies, and what’s on order.

Notice you have two exterior frames available. However, you need four exterior
frames to complete the room addition. So you'll need to put the remaining two on
backorder.

5 Click Close, and then type 4 in the Ordered column.
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N

Press Tab, and then click OK at the two messages that appear.

Type 40.00 in the Rate column.
Press Tab again to have QuickBooks update the total.
The sales order should look like the following graphic.

B Create Sales Orders |Z”E”X|

@rrevious P lext [ &5 - G - &L [ speling By Histary 5] Jowrnal B Create Invaice ~ [1 - ] Attach
Customer: Job Template

|R0che, Diarmuid:Room a... | % |
Date
Sales Order 1z/1572015 (@] |3
v

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326

Item Description Ordered Rate Arnount Tax |
|Frames:Exterior ... % |Standard exterior door frames 4 ) 40,00 [ 0

Cuskomer v Tax [San Tomas | ¥ [(7.75%) 12.40

Juil
Message Tatal 172,40

Tobeprinted [ Tobe e-mailed  Customer Tax Code

Mema | | [ Save & Close ] [ Save & Mew ] [ Clear ]

You can fill part of the order now because you have two exterior frames in stock, so
you'll create an invoice from the sales order.

In the Create Sales Orders window, click the arrow next to the Create Invoice menu
button on the toolbar and choose Invoice.

This links the sales order and invoice, which means that when you invoice the
customer for items on the sales order, those items are marked as closed.

QuickBooks displays the Create Invoice Based On Sales Order(s) window.

10 Click “Create invoice for selected items” and click OK.
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QuickBooks displays the Specify Invoice Quantities for Items on Sales Order(s)
window. When you create the invoice for selected items only, you indicate how
many of each item from the sales order you want to include on the invoice.

Specify Invoice Quantities for Items on Sales Order(s)

Invoice for:  Roche, Diarmuid:Room addition
For each item below, specify the quantity wau will ship on this
invoice.

[ Show quantity available instead of quantity on hand:

5.0, No. | OnHand Ordered Prev. In...  ToInvoice |
C3 ] Y

Note: You can click the “Show quantity available instead of quantity on hand”
checkbox to display the number of items in inventory plus the number of items on
purchase orders with vendors, minus the number listed on all other sales orders and
quantity on pending builds.
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Entering sales information

11 Make sure 2 appears in the To Invoice column and click OK to invoice for the two
exterior frames you have in inventory.

QuickBooks displays the invoice. The invoice lists how many of each item has been
invoiced previously and how many are included in the current invoice.

B

B Create Invoices

rrevios et B o - B - B - F o speling B History 5] Journal E o 38 -l Attach
Custamer Template Roche, Diarmuid:Room addition
»
.0, v
Custam 5.0, Invaice Edit Customer
5 Date Summary
Invoice 1z/15/2015 (@) (o7
- Fhaone 415-555-7442
Emnail droche@samplename. com
Diarmuid Roche Open balance 0,00
3219 Lisa Lane 5
Baryshore CA 94326 Active estimates a
Sales Orders to be invoiced 1
3 Due onrec... |
Item Description Ordered | Prev. Invo... | Invoiced  Rate Amount Tax | Recent Transactions CuickReport
Frames:Exterio... |Standard exterior 4 0 2 40,00 60.00 |Tax A
door frames 3
; " i " I I ]
Customer v Tax [5an Tomas w |(7.75%) 6,20
Message
Total 86.20
; Mok Edit
[ To be prinked [Add TimejCasts... | [ Apphy Credis... | Payments Applied .00 otes =
[] 7o be e-mailed Balance Due 36,20
Cusk Tax Cod: '
[ Allaw online payment Learn mare (I IGHEEED
Mo | |
< Learn shout our payment orocessing and onling invaicing solutions. [ Save & Close ] [ S e & Hew ] [ Clear

12 Click Save & Close.

QuickBooks creates an invoice for the two door frames in stock and puts the other
two on backorder.

The Open Sales Orders by Item report can help you track which items are on backorder
by showing the quantity ordered and the quantity invoiced. (To run the report, go to
the Reports menu, choose Sales, and then choose Open Sales Orders by Item.)

CEX

Il Open Sales Orders by Item

Madify Repatt. .. Memorize... | Print... | E-mal = | Export... Hide: Header Refresh
Dates ] From | To | [E] 5ort By | Default v
E:52E1 Rock Castle Construction
121808 Open Sales Orders by Item
All Transactions
Ed Type @ Date + Due Date <+ Hum ¢ Hame + oty + Invoiced < Backordered + Amount + Open Balance +
Inventory
Frames
Exterior Frame
» Sales Order 12052015 12452015 3 Roche, Diarmuid.R... 4 2 2 160.00 5000 4
Total Exterior Frame 4 2 2 160.00 80.00
Tatal Frames 4 2 2 160.00 8000
Total Inventory 4 2 2 160.00 50.00
TOTAL 4 2 2 160.00 $0.00
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Receiving items

Rock Castle Construction has just received 10 exterior door frames from
Perry Windows & Doors. Before you can invoice Diarmuid Roche for the door frames on

backorder, you need to receive the items into inventory.

To receive items into inventory:
1 TFrom the Vendors menu, choose Receive Items.

2 Inthe Create Item Receipts window, choose Perry Windows & Doors from the

Vendor drop-down list.

Click No at the message that appears.

Press Tab twice to go to the Quantity column and type 10.

3
4 In the Item column, select Frames:Exterior Frame.
5
6

Press Tab and QuickBooks updates the amounts.

Your screen should resemble the following graphic.

‘B Create Item Receipts
) previous T Mext E Save

il atach

@_Find E‘:h History =] Journal

[ il Received
Yendor Perry Windows & Doors w Date 12[15/2015 .
Item Ref. ho.
.
Recelpt Tokal 200.00
Memo  Received items {bill ko Follow)
Expenses $0.00 || Items $200.00
Tkem Description Oy | Cost Arnount Customer: Job Eilla. .. |
|Frames:E... % |Standard exterior door = 0. 00 200.00 b el
frames
b
Select PO
Clear Splits Recalculate Save & Close ] [ Save & MNew ] [ Clear

]

Summary

Phone
Cpen balance
POs b be received

Recent Transactions
12/15/15 Eill Prok -Check
12{11}15 Eil

120415 il

12i02{15 Bil

1128715 [tem Receipt

MNotes

fl Perry Windows & Doors

Edit Yendar

415-555-5933
9,985.00
2

QuickReport
£,935.75

7 Click Save & Close.
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Entering sales information

Once you've entered the items into inventory, you have sufficient quantity on hand to
finish filling Diarmuid’s order.

To fill Diarmuid’s order:
1 TFrom the Customers menu, choose Create Sales Orders.

2 Click the Previous button to display Diarmuid’s sales order.

H Create Sales Orders |Z||E|r5__<|
rrevions et H €5 - G - & @ speling Ty History 5] Jownal B createInvoice ~ [38 ~ ] attach

Customer: Job Template
2 ' Custom Sales Order | %

Dake
Sales Order l1zhispenis (@) 3
A

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326

|

Item Description Ordered Rate Armount Tax Backordered | Inwoiced | Clsd
4 ‘ 40,00 160,00 | Tax z 2 ‘

| >

Standard exkerior door
frames

Frames:Exterior ...

154

Customer
Message

v| Tax[5an Tomas * [(7.75%) 12.40

Tokal 172.40

Tobeprinted [ Tobe e-mailed  Customer Tax Code [ clased

Mem0| [ Save & Close ] [ Save & New ] [ Rewvert ]

Notice that QuickBooks helps you track backordered items by adding a Backordered
column to sales orders. (Backordering always starts from sales orders.) In addition,
you’ll see Invoiced and Clsd columns. Once the sales order is either fully invoiced
or closed, the Backorder column no longer displays. The Invoiced and Clsd columns
always appear.

3 In the Create Sales Orders window, click the Create Invoice menu button on the
toolbar.

QuickBooks displays the Create Invoice Based On Sales Order window.
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4 Click “Create invoice for selected items” and click OK.

QuickBooks displays the Specify Invoice Quantities for Items on Sales Order(s)
window. When you create the invoice for selected items only, you indicate how
many of each item from the sales order you want to include on the invoice.

Invoice for:  Roche. Diarmuid:Room addition
For each item below, specify the quantity you will ship on this

invoice,

; 1 Hel
[15haw quantity available instead of quantity on hand:

5.0, No. | OnHand Ordered Prev. In...  To Invoice |
T Y N Y N

5 Make sure 2 appears in the To Invoice column and click OK to invoice for the two
exterior frames for Diarmuid’s room addition.

QuickBooks displays the invoice. On the invoice, QuickBooks lists how many of
each item has been invoiced previously and how many are included in the current
invoice.

B create Invoices
Drrevious Prext [H & - @ - B - € & soeling T Hstory 5] Journal o & - (] Attach
Customer:Job Template Roche, Diarmuid:Room addition
»
=N 0 ki Custom 5.0, T hd <
s
& Date | Summary
Invoice 12/15/2015 (@] |98
= Phone 415-555-7442
Email droche@samplename. com
Diarmuid Roche Open balance 86.20
3219 Lisalane 5 i
Bayshare CA 94326 Active estimates [u]
Sales Crders ko be invoiced 1
3 DUE an Fec... &
Item Description Ordered | Prev. Invo.., | Invoiced | Rate Amounk Tax ‘ Recent Transactions QuickReport
Frames:Exterin.., |Standard exterior 4 2 2 40.00 80.00 |Tax s} 12{15/15 Irvoice 86.20
doat Frames 2
Customer " Tax [San Tomas w0 |i7.75%) 6,20 -
Message
Total 86.20
[ To be printed [(add Time/Costs. . | [ apply Credits... | Payments Applied oo Mowes Edt
[ T be &-mailed Balance Due 86.20
Cusk Tax Codh "
[[] &llow online payment Learn more ustomer 1ax Code
Mema | |
+ Learn about our pavment processing and online invoicing solutions. [ Save & Close ] [ Save & Now l [ Clear ]

You can customize invoices to display a Backordered column. See Lesson 15,
“Customizing forms and writing QuickBooks Letters.”

6 Click Save & Close to save the invoice and close the Create Invoices window.

7 Onthe Home page, click Sales Orders.
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Entering sales information

8 Click the Previous button to display Diarmuid’s sales order.

Notice the sales order now indicates that it has been invoiced in full.

B Create Sales Orders g@

@rrevious Fret [ &5 - [ -~ & [ speling B Histary 5] Journal Bl create Invaice ~ [ - (] attach
Customer: Job Template

Date
Sales Order 12152015 (&) |3
_.@%3 4
Diarmuid Roche @
3219 Lisa Lane @§§%§:§&)
Bayshore CA 94326 By .
Ttem Descripkion Ordered Rate Arnount Tax Invoiced | Clsd |
Frames:Exterior F... |Standard exterior door frames 4 40.00 160,00 |Tax 4 J &
L
Custamer 3 Tax[5an Tomas  [(7.75%) 12.40
Message
Tokal 172,40
Tobeprinted []Tobe e-malled  Customer Tax Code
Meme | Save & Close ] [ Save & Mew ] [ Revert

9 Close the Create Sales Order window.

Tracking backorders on purchase orders

A backorder is the inventory on a purchase order that has not yet been received. In
QuickBooks this occurs when a purchase order has been sent, a partial shipment has
been received, but you have not received the final shipment. The items on the purchase
order that have not yet been received are considered to be on backorder.

Backordered and Rcv'd columns automatically appear after a purchase order has been
partially received.

Note: You can customize your purchase order template if you want the Backordered
column to be printed on the purchase order.
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Receiving payments and making deposits

Lesson objectives
m To learn how to record customer payments in QuickBooks

m To learn how to handle customer discounts, partial payments, overpayments, or
down payments

m Tosee how torecord a deposit in QuickBooks, and learn how QuickBooks treats the
deposit behind the scenes

m To learn how to enter cash back from a deposit in QuickBooks

Supporting materials
m PowerPoint file: Lesson 7
m Video tutorial: Enter and deposit customer payments

m Video tutorial: Handling upfront deposits and retainers

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.qbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field, type lesson 7 and then click Save.

©O O NO GG A WN

Click OK when you see the message that the file has been successfully restored.
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Recording customer payments

If you're receiving payment at the time of a sale, and you fill out a sales receipt,
QuickBooks records a customer payment. When you invoice a customer, and you
receive payment later, you enter the payment in the QuickBooks Receive Payments
window.

The Receive Payments window lets you match up payments you receive with invoices
you've written. You'll be working with the Receive Payments window in this lesson.

Recording a payment in full for a single job

The simplest case is when a customer has one outstanding invoice for one job and sends
you a payment for the full amount. Suppose that Rock Castle Construction receives a
check for $4735.73 from Mike Violette for his workshop. Here’s how you’d enter the
payment.

To record a payment in full:
1 From the Customers menu, choose Receive Payments.

2 If the QuickBooks Payment Interview window displays, close it.

QuickBooks displays the Receive Payments window.

€ Receive Payments
4 previous [P Hext @Prin; - Qh Hiskary = J Journal @ Attach
Accept Payments Customer Payment

Received From | Customer Balance 0.00
Add credit card processing

Amount 0.00 Date 12/15/2015
Set Up Recurring Payments
Pmt. Method ~ Reference #
el GIEEE AT Memao Where does this payment qo?

Card Ma. Exp. Date /
Manage Payments ;‘Mﬂ [CJProcess payment when saving [ Find a Customer/Invoice. .. ]

Edit pavment preferences J  Date Mumber rig. Amt. Amk. Due Payment ‘
. r .
Payment Snapshat L e

Processing Options
Totals 0.00 0.00 0.00

Erom your web sibe

Erom vour mobile phone

From your e-malled invaices Amount Due 0.00
Applied 0.00

Amounts for Selected Invoices

Discount and Credits 0.00
Applied

Close Toolbar

[ Save & Close ] I Save & MNew ] [ Clear ]

The first step is to enter the name of the customer from whom you’ve received
a payment.

3 In the Received From field, select Violette, Mike:Workshop from the
drop-down list.

QuickBooks displays the outstanding invoice for Mike Violette.

4 Press Tab to move to the Amount field.
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Receiving payments and making deposits

5 Inthe Amount field, type 4735.73 and press Tab.

QuickBooks updates the amount in the Payment field to 4735.73, and applies the
payment to the one outstanding invoice.

6 Inthe Payment Method field, select Check from the drop-down list and then press
Tab.
When you enter a preferred payment method in a customer’s record, QuickBooks
pre-fills that information when you select the customer’s name in this window.

7 Inthe Check # field, type 6745.

#: Receive Payments

L] Previous [ Mexk

@Prin; © Qh History = =] Journal
Accept Payments Customer Payment

Received From |Vlnlette, IMike: W | Customer Balance 473573
Add credit card processing

il aktach

Amount 4,735.73 Date 12}15(2015
Set Up Recurring Payments

Prit, Method | Check v| Cherk # £745
Add eCheck processing Memo |

| ‘Where does this payment go?

FEDERE HEES ,T)jz [ Find & Cuskomet|Invoice. .. ]
Edit pavment preferences 4 | Date Job Mumber Orig, Amt, Ak, Due Payment |
Pavment Snapshot J |1zjosiz... |Workshop 66 5,735.73 4,735.73 4,735.73 A
Processing Dptions b
Tokals 5,735,735 4,735,735 4,735,735
Erom wour web site
Amounts for Selected Invoices
Erom your mobile phone
Erom wour e-mailed invoices T (e 4.735.73
Un-Apply Payment Applied 473573
Discourt & Credits. . Discount and Credits 0.00
Applied

Close Toolbar

Save & Close ] [ Save f Mew I [ Clear

8 Click Save & New.

This records the payment and clears the window so you can enter another one.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the payment.

Account Title Debit Credit
Undeposited Funds $4,735.73
Accounts Receivable $4,735.73
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Entering a partial payment

Rock Castle Construction has also received a check for $1,000 from Ecker Designs. Ecker
Designs has two outstanding invoices and owes more than $6,000.

To enter a partial payment:

1 Inthe Received From field, select Ecker Designs:Office Repairs from the drop-down
list.

In the middle of the window, QuickBooks shows you the invoices still outstanding
for the job. In this case, there are two.

2 Press Tab to move to the Amount field, and then type 7000. Then press Tab again.

QuickBooks automatically applies the payment you’ve entered to Ecker Design’s
oldest invoice.

= Receive Payments

4 previous [ Next @ Print - Qb History  ~ =] Journal @ Attach
Accept Payments Customer Payment
- - Received From | Ecker Designs: Office Repairs ~ | Customer Balance 6.226.11
Add credit card processing
Amount 1,000.00 Date 5
Prt. Method | Check he Check #
e IO TN SRR Memo Where does this payment go?
Manage Payments % Find a CustomerInvaice, .. ]
Edit payment preferences o | Date Murnber Orig, Amk, Amt, Due Payment |
Payment Snapshot S |11§30/2015 |62 1,468.30 1,468.30 1,000.00 #
12/15/2015 |73 4,757,681 4,757.81 0.00
.
Tatals 6,226,11 6,226,11 1,000.00 |
Erom your web site
. Amounts for Selected Invoices
Erom your mobile phone
Amounk Due 1.468.30
Erom -mailed - -
e el ol Underpayment $468.30. When you finish. do
you want to: Un-Apply Payment | Applied 1.000.00
(@) Leave this as an underpayment ziscﬁ:dnt and Credits 0.00
() Write off the extra amount PR
[ Wiew Customer Contact Information ]
Close Toolbar
Save & Close ] [ Save & New ] [ Clear

To choose which invoice a payment applies to, rather than having QuickBooks
apply it to the oldest one, you can un-apply the payments and apply them as you
wish. If you always want to select the invoice yourself, turn off the Sales &
Customers preference “Automatically apply payments.”

3 Click Un-Apply Payment.
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Receiving payments and making deposits

4 In the Payment column, type 1000 as the amount you want to apply to the second
invoice, and then press Tab.

#: Receive Payments
@Erevious Bﬁext @Pr\nt = Qﬁ History > =] Journal [ﬂ Attach

Accept Payments Customer Payment
Received From | Ecker Designs:Office Repairs w | Customer Balance 6.226.11
Add credit card processing
Bmount 1,000.00 Date 12/15/2015
Prit. Method | Chedk v Check #

Add eCheck processing Memo Where does this payment go?

Manage Payments i&! [ Find a Customer/Invaice. .. ]

Edit payment preferences J | Date Mumber Orig. Amt. Amt. Due Payment |
Payment Snapshot

Processing Options b

Totals 6,226.11 6,226.11 1,000.00

Erom vour weh site
From your mabile phone

T Amaunt Due 4,757 81
Erorm wour e-mailed inolces _ -
Ty suwslel fel e Underpayment $3,757 81. When you finish, do e

Amaunts for Selected Invoices

you want lo: : | Applied 1.000.00
(%) Leave this as an underpayment giscﬁ:dnt and Credits 0.00
() wirite off the extra amount P
[ Yiew Customer Contack Information ]

Save & Close ] [ Save & MNew ] [ Clear

5 Inthe Pmt. Method field, leave Check selected.

6 Inthe Check # field, type 5678.

7 Leave the “Leave this as an underpayment” option selected.

8 Click Save & New to record the partial payment and clear the window.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the partial payment.

Account Title Debit Credit
Accounts Receivable $1,000.00
Undeposited Funds $1,000.00
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Applying one payment to multiple jobs

Rock Castle Construction is working on several jobs for a customer, Brian Cook. Brian
has payments outstanding for four invoices. He wants to write one check to cover all
outstanding payments.

In this exercise, you’ll apply this single payment to invoices for multiple jobs.

To apply one payment to multiple jobs:
1 Inthe Receive Payments window, select Cook, Brian from the Received From
drop-down list.

QuickBooks lists the open invoices for all of the jobs associated with Brian Cook.

#: Receive Payments

0 Previous (g Mext

@Print v Ett.Hi_stnry = = Journal [ﬂ Attach

deceptRavments Customer Payment
Received From | ook, Brian “ | Customer Balance 7.812.63
Add credit card processing
Amount .00 Date 12{15(2015

Set Up Becurring Payments
Pmt, Method | Check v Check #
Al G R Memao ‘where does this payment go?

Manage Payments [ Find a Custamer/Invoice. .. ]

J | Date

Edit payment preferences Qrig. Amk, Ak, Due Payment |

Payment Snapshob 3,100.00 700.00 0.00 #
69
. |2nd story addition 5,418.01 5,003.30 0.00
(R EEEAT) (W e . |Kitchen 5.95 5.95 0,00
s e o . |Kitchen 1,636.69 1,636.69 0.00
From vour mobile phone x
P Tokals 11,797.33 781263 0.00
Fromn vour e-mailed invoices
Amounts for Selected Invoices
Arnount Due 0.00
Auko Apply Payment | Applied 0.00
Discount & Credits. .. e and Credits 0.00
Applied
Close Toolbar
Save & Close ] [ Save & hew 1 [ Clear

N

Press Tab to move to the Amount field.
3 Inthe Amount field, type 7812.63 and then press Tab.

Notice that QuickBooks applies the payment to all outstanding invoices.
4 Inthe Pmt. Method drop-down list, make sure that Check is selected.
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Receiving payments and making deposits

5 Inthe Check # field, type 375.

Your window should look like this.

#: Receive Payments

@Erevious Bﬁext @Pr\nt = QﬁH\_stDry ~ £ Journal [ﬂ Attach

Accept Payments Customer Payment
Received From Cook, Btian w | Customer Balance 781263
Add credit card processing
Bmount 7,812.63 Date 12/15/2015
Prit. Method | Chedk v Check # 375
] CE R TEEE Mermno Where does this payment go?
PR (PR RS i*ffa [ Find a Customer/Invoice. .. ]
Edit payment preferences J | Date Job Mumber Qrig. Amt, Amk, Due Payrment |
Pavinert Snapshot J/ |1opsgz... Kitchen 42 700,00 700,00 A
5 1, ]
J |11/25iz... |2nd story addition |58 5,418.00 5,003,30 5,003.30
4 12111z, |Kikchen FC & 595 5,95 5,95
s e ke S [12/1502... |Kitchen 76 1,636.69 1,636.69 1,636.69
From wour mabile phone hd
Tokals 11,797.33 781263 781263

From your e-mailed imvoices
Amaunts for Selected Invoices

Amaount Due 781263

Applied 7.612.63

gg;ﬁ:dnt and Credits 0.00
Save & Close ] [ Save & MNew 1 [ Clear

6 Click Save & New.

Entering overpayments

If a customer sends you an overpayment, you simply enter the amount in the Receive
Payments window, and QuickBooks keeps track of the additional payment. When the
customer has future invoices, you can apply the overpayment to those amounts—you
can even apply the credit directly to the invoice.

Suppose that Rock Castle Construction has received a payment of $12,500.00 from
Pretell Real Estate for the 75 Sunset Rd. job. The outstanding invoice for that job is
$12,412.18.

To enter the payment:
1 Inthe Received From field of the Receive Payments window, select
Pretell Real Estate:75 Sunset Rd. from the drop-down list.

QuickBooks displays an invoice dated 12/01/2015 for $12,412.18.
2 Press Tab and type 72500 in the Amount field.
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3 Press Tab again.

€= Receive Payments

L] Previous cg ek

@Prin; < QbHi_story ~ =] Joumal
Accept Payments Customer Payment

Received From | pretel Real Estate: 75 Sunset Rd. w | Customer Balance 1241218
Add credit card processing

Amount 12,500.00 Date [12/15/2015]
Set Up Recurring Payments

I attach

Prt. Method Check hd Check #
e BN Merma where does this payment go?
Manage Payments m [ Find a Custamer|Invaice. .. ]
Edit payment preferences Murnber Orig. Ak, Amt. Due Payment

Payment Snapshat

Processing Options

Erom vour weh site
Fromn your mobile phone
From your e-mailed inviices

Totals 1241218 12,412.18 1z,412.18

Amounts For Selected Invaices

Amount Due 12.412.18
Overpayment $87.82. When you finish, do you

want to: un-Apply Payment | Applied 12491218
(&) Leave the credit to be used later Discount & Credics. . Discou;t and Credits 0.00

() Refund the amaunt to the customer Applie:

[ Wiews Customer Conkact Information ]

Close Toolbar

Save & Close H Save & MNew II Clear

QuickBooks shows an overpayment amount of $87.82 and prompts you to choose
whether to leave the credit to be used later or to refund the amount to the customer.
You want to refund the overpayment.

4 Select “Refund the amount to the customer” option.
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Receiving payments and making deposits

5 Click Save & New.

Issue a Refund §|
& refund is due ko Pretell Real Estake: 75 Sunset Rd, Issue this refund via | Check w
Refund Amount 4 87,82 Account hd
Date 12{15/2015 Reficheck Mo, Ta Print Ending Balance  46,423.98
Address Pretell Real Estate

222 Middlefield Ave
Middlefield CA 94452

Memao

To be printed
oK l ’ Cancel

6 In the Issue a Refund window, click OK.

Handling down payments or prepayments

If a customer makes a payment before you’ve invoiced him for services (for example, he
may be making a down payment or paying a retainer fee), you can still record the
payment at the Receive Payments window. However, because you don’t have any
invoices to which to apply the payment, QuickBooks records the payment as an unused
payment (just like an overpayment).

QuickBooks holds the unapplied amount with the customer’s name. The next time you
enter that customer in the Receive Payments window, QuickBooks displays the credit
amount in the Unused Credits area. The customer’s balance also reflects the credit
amount.

QuickStart Tip

To apply a discount for early payment for any customer whose payment terms include a
discount for payment before the due date, use the Set Discount button in the Receive Pay-
ments window.

Even if the customer has already sent you a payment for the full amount of the invoice,
you can apply a discount. QuickBooks holds any credit amount in accounts receivable
until you apply it to an invoice or issue a refund check.

Suppose Kristy Abercrombie wants Rock Castle Construction to do a kitchen
remodeling job for her. She’s sent Rock Castle Construction a check for $1,000 as an
initial payment, but the company hasn’t invoiced her yet.
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To enter the down payment you‘ve received:
1 Inthe Received From field, select Abercrombie, Kristy:Kitchen from the
drop-down list and then press Tab.

2 Type 1000 in the Amount field and then press Tab.

QuickBooks displays the payment as an overpayment.

€= Receive Payments
& previous [ next @ Prink = Eth Histary ~ [=] Journal @ Atkach
GLE AL Customer Payment
Received From | sbercrambie, Kristy:Kitchen | Customer Balance 0.00
Add credit card pracessing
Amount 1,000,00 Date 2/
Set Up Recurring Payments
Pk, Method w Reference #
(b R R Memo Wihere does this pavment qo?
Card Ma. Exp. Date /
Manage Payments m [Process payment when saving [ Find a Customer Invaice.. . ]
Edit payment preferences J | Date Mumber Orig. Amt. Amk. Due Payment |
| |
Payment Snapshat ‘ 4 Y ‘ s
Processing Options ‘ ‘ v
Tokals 0.00 0.00 0.00
From your web site
Amounts for Selected Invoices
Frirm your robile phone
F -mailedi — Amaount Due 0.00
e e Dverpayment $1,000.00. When you finish, do
pou want to: Applied 0.00
(®) Leave the credit to be used later Discount and Credits 0.00
() refund the amount ko the custamer it
[ Wiew Customer Conkack Information ]
Close Toolbar
Save & Close ] [ Save & Mew ] [ Clear

3 Leave the “Leave the credit to be used later” option selected.
4 In the Pmt. Method field, make sure Check is selected.

5 Inthe Check # field, type 4321.

6 Click Save & Close.

7 Click OK in the message that displays.

Later, Rock Castle Construction is ready to prepare its invoices and needs to invoice
Kristy for the labor the workers have already completed on the job.

To create an invoice for a customer who made a down payment:
1 TFrom the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.

2 Inthe Customer:Job field, select Abercrombie, Kristy:Kitchen from the drop-down
list.

3 QuickBooks displays the Available Estimates window. You don’t want to create the
invoice from the estimate listed, so click Cancel.

4 From the Template drop-down list, choose Custom Invoice.

5 Clickin the Item column, select Removal from the Item drop-down list, and then
press Tab.
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Receiving payments and making deposits

6 In the Quantity column, type 40 and press Tab.

B Create Invoices

previos Prext [ &5 - B - B - € [ opeling 5 History  [E] Tournal - 3 -l attach

Customer:Job Template Abercrombie, Kristy:Kitchen
- - " - 4
e
Abercrombig, Kristy:Kitchen Custom Invoice TR
DATE
H Summar!
Invoice 12/15/2015 L
Fhone 415-585-6579
Email krisky@samplename. com
Kristy Abercrombie Open balance -1,000.00
5647 Cypress Hill Rd .
Bayshore CA 94326 Active estimates 1
Sales Orders to be invoiced o
DUE DATE
Het 30 v [01i14/2016
ITEM QUANTITY DESCRIPTION RATE AMOUNT Tax | Recent Transactions QuickReport
Removal ~ 40 [removal labor EETE 1,400,00 [Non ¥ A 12{15/15 Payment 1,000,00
| | | v 12/0115 Estimate 4,792.00
Customer - Tax [San Tamas | (7, 75%) 0.00
Message
Total 1,400.00
Nok Edit
170 be printed [ Add Time/Costs. . ] [ Apply Credits, .. ] Payments Applied 0.00 otes Edt
[[1 7o be e-mailed Balance Dus 1,400.00
Cusk Tay Cod; ! .
[ &llow orline payment Learn more Hstomer Tax tads
Mema | |

< Learn sbout our payment processing and online invoicing solutions. [ Save &Close ] [ Save & Hew ] [ Clear ]

7 Notice that the $1000 payment you entered appears in the Recent Transactions list
of the Customer Snapshot.

8 Click Apply Credits to apply the down payment amount made earlier towards this
invoice.

9 Click Yes at the message that displays.

QuickBooks opens the Apply Credits window displaying the credit you entered
earlier.

Irvaice
Customer:Job  Abercrombie, Kristy:Kitchen
Mumber 93 Arnount Due 1,400.00
Date 12/15/2015 Discount Used 0.00
Original Amt.  1,400.00 Credits Lsed 1.000.00
Balance Due 400.00
Credits

Available Credits

Credit Mo, | Credit Amk, Ak, To Use Credit Balance
4321 1,000.00)  1,000.00 0,00 sl

Totals 1,000.00 1,000.00 0.00 |
OF all the credits issued to this customer, only unused credits
applicable to this specific invoice are displayed above, ear

Previously Applied Credits

J  Date Credit Mo, | Credit Amt, Amt, ToUse | Credit Balance |
-
A
Tatals 0,00 0,00 000 |
Done l [ Cancel ] [ Help ]
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10 This is the credit that you want to apply to the invoice, so click Done.

QuickBooks updates the invoice and displays the remaining balance due ($400) on

the invoice.

B Create Invoices

ereviows Frruet B & - B - B - ) [ soeling By History 5] Journal Mo -

Customer: Job

DATE |
12{15(2015 B

Invoice

Kristy Abercrombie
5647 Cypress Hil Rd
Bayshore CA 94326

DUE DATE
MNet 30 w |01/14j2016

il Attach

‘

ITEM QUANTITY | DESCRIPTION RATE AMOUNT Tax |
Removal |4U |Rem0va| labor | 35.00 | 1,400.00 ‘Nun "*
| | | | \ v
Customer v Tax |San Tomas ¢ |(7.75%) 0,00
Message
Tokal 1,400.00
[ 7o be prinked [ add TimejCosts... | [ Apply Credits... | Payments applied 1,000.00
[] T be e-mailed Balance Due 400,00
[] allaw online payment Learn more Elusimi? Tz ek
Memo ‘ |
# Leatn about our pavment processing and onling invoicing solutions. [ cave & Closs ] [ Save & New 1 [ Revert

Abercrombie, Kristy:Kitchen

Edit Customer

Summary

Fhone 415-555-6579
Email kristy@samplename. com
Open balance 400.00
Active estimates 1
Sales Crders to be invoiced 1}
Recent Transactions QuickReport
12{15115 Payment 1,000,00
12{15/15 Invoice 1,400.00
12/01/15 Estimate 4,792.00
Motes Edit

QuickBooks applies the existing credit to the new invoice.

11 Click Save & Close to record the transaction.

QuickStart Tip

To see all the transactions related to customers (grouped by customer and job), create a
customer balance detail report. (From the Reports menu, choose Customers & Receivables,

then choose Customer Balance Detail.)
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Receiving payments and making deposits

Making deposits

When you use the Enter Sales Receipt window (for a sales receipt where you receive
payment on the spot), the Receive Payments window (for payments on invoices), or a
payment item on an invoice, QuickBooks keeps track of the money you’ve received
until you deposit it in the bank. When you receive payments from customers, you can
either deposit each payment directly into a QuickBooks bank account or you can group
payments together to be moved to that account at a later time.

Selecting payments to deposit

At your office, you might hold payments in a locked cash drawer or a cash register until
you can get to the bank; QuickBooks holds the amount in an asset account called
Undeposited Funds. When you’re ready to take your payments to the bank, you can
record the deposit in QuickBooks, print a deposit slip to bring with you, and enter cash
back amounts.

To select payments to deposit:

1 From the Banking menu, choose Make Deposits.
QuickBooks displays the Payments to Deposit window, which lists the payments
you have not yet deposited.

Payments to Deposit Pg|
Select Wiew
Views payment methad bype F\II types w | wihat are pavment method views?
Select Payments to Deposit
< Date Time Type Mo, Payment Method | Mame Annount
[ 12[/15/2015 LIAE AL Great Statewide Bank 124.00]
12114/2015 PMT 956 Check Jacobsen, Doug:Kitchen Z,000,00
12/15/2015 PMT E745 Check Yiolette, Mike:Workshop 4,735.73
12115/2015 PMT SE75 Check Ecker Designs:Office Re. ., 1,000,00
12/15/2015 PMT 375 Check Cook, Brian 7,812.63
12/15/2015 PMT Check Pretell Real Estate: 75 5., 12,500.00
12/15/2015 PMT 4321 Check Abercrombie, Kristv:Kitc,., 1,000,00
0 of 7 payments selected for deposit Payments Subtotal 0.00
Select Al
K l ’ Cancel ] ’ Help
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2 Click to select the payments you want to bring to the bank.

For this exercise, select the payments you recorded from Mike Violette, Ecker
Designs, Brian Cook, Pretell Real Estate, and Kristy Abercrombie.

Select Yiew
View payment methad type |A|| tbypes - | What are payment method views?
Select Payments to Deposit
V| Date Time Twpe Mo, Payment Method | hame Amount
12/15/2015 LIAE AD] Great Statewide Banlk 124.00
12/14f2015 PMT Q86 Check Jacobsen, Doug:Kitchen Z,000.00
4 12}15i2015 PMT 6745 Check Violette, Mike:Warkshop 4,735.73
< 12/15/2015 PT SA78 Check Ecker Designs:Office Re. .. 1,000.00
< 17[15/7015 PMT 375 Check Cook, Brian 7,812.63
¥ 12{15(2015 PMT Check Pretell Real Estate:75 5., 12,500.00
121512015 PMT 4321 Check Abercrombie, kristy:kiee, .. 1,000,00
5 of 7 payments selected for deposit Payments Subtotal 27,048.36
Select Al ] ’ Select None
Ok l [ Cancel ] [ Help

3 Click OK.

QuickBooks displays the Make Deposits window, which shows the payments you
just selected.

B} Make De posits
< Previous [ Mext E Save

@Prin; < -Payments E‘:hHi_story J Journal Lﬂ Attach

Deposit To

v| Date [1z/15/2015[E@] Memo |Deposit

Click Payments to select customer payments thak vou have received, List any other amounts ko deposit below.

Received From From Account Memao Chk Mo, Pt Meth., Amount
Winlette, Mike:Warks. .. |Undepaosited Funds 6745 Check 4,735.73 &~
Ecker Designs:Office. .. |Undepaosited Funds S678 Check 1,000.00
Cook, Brian Undeposited Funds 375 Check, 7,812.63
Pretell Real Estate:7... |Undeposited Funds Check 12,500.00
Abercrombie, Kristy: ... |Undeposited Funds 4321 Check 1,000.00
v
Deposit Subtokal 27,048.36
To get: cash back from this deposit, enter the amount: below,  Indicate the account
where vou want this money ko go, such as wour Petty Cash account.
Cash back goes to Cash back memao Cash back amount
v | | | |
Deposit Total 27,045,536
Save kime using printable or manual deposit slips. [ Save & Close ] l Save & Mew ] [ Clear
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Receiving payments and making deposits

4 In the Deposit To field, make sure that Checking is selected.

Note: If you have money to deposit that is not the result of a payment you received
for a sale, you can enter it in the detail area of the window. For example, if you
received a premium refund from your insurance vendor, you would enter it here.

QuickBooks updates the deposit total at the bottom of the window automatically. If
you wanted to print a deposit slip to take to the bank, you would click Print. The
Printable Deposit Slips that you can order to work with QuickBooks work only with
deposits of cash and checks.

5 Click Save & Close to record the deposit.

How QuickBooks handles the deposit

QuickBooks updates the Undeposited Funds account to show that you’ve made a
deposit. It also adds the deposit to your checking account register.

To view the Undeposited Funds account:
1 From the Lists menu, choose Chart of Accounts.

2 In the chart of accounts, double-click the Undeposited Funds account.

% Undeposited Funds = 8]
: Goko... @ Print... @ Edit Transaction QuickR.eport
[rate Ref Payee Decrease J Increase Balance
Type Account Mermo

12(15/2015 4321 Abercrombie, Kristy:Kitchen 1,000.00] 2,000.00
LEP Checking [=plit]

12(15/2015 5678 Ecker Designs:Office Repairs S 1,000,000 3,000.00
PMT Accounts Receivat

12(15/2015 5678 Ecker Designs:Office Repairs 1,000.00( 2,000,000
DEP Checking [=plit]

12/15/2015 6745 Vialette, Mike: Workshop v 4,735.73 6,735.73
PMT Accounts Receivat

12/15/2015 6745 Yialette, Mike:Workshop 4,735.73| 2,000,00
DEP Checking [split]

12/15/2015 Great Stakewide Bank 124,00 2,124.00
1146 A0 [ -spiit- [ v

[ 1-Line Ending balance 2,124.00

Sortby | Date, Type, Number/... ¥

QuickBooks displays your deposits and reduces the balance in the account by the
amount of the deposits.

3 Close the account register window.

Now you can look at the deposit transaction in the checking account.
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4 In the chart of accounts, double-click the checking account.

% Checking

3 Goto...

&5 Print..

@ Edit Transaction QuickReport El Download Bank Statement

Date Murmber Payes Payment S Deposit EBalance
Type Accounk Memo

12/15/2015 Lew Plumbing - C 45,00 46,560,261
PMT Accounts Receivab See Bill #20001

12.!'15.!’2015 | ol 27,045,536 73,905.62
DEP —split- [ Depasit

12/15/2015 Matiello, Ernesto:kitchen 13,560,39 &7,469.01
PMT Accounts Receivab

12{15/2015 294 Sloan Roofing 5, 700,00 51,769,011
BILLPMT ||Accounts Pavable

12{15/2015 ToPrint  [|Daigle Lighting 640,92 51,128,09
BILLPMT ||Accounts Pavable

12/15/2015 ToPrint  ||Perry Windows & Doors 6,935.75 74,192.34
BILLPMT || Accounts Payvable

12152015 ToPrint  ||Lew Plurmbing 45.00 74,147,534
BILLPMT ||Accounts Payable 5-487

12/15/2015 To Prink Sergeant Insurance 675.00 73,472,534
CHE -split-

12/15/2015 TaPrint  ||Pretell Real Estate: 75 Sunset Rd. a7.62 73,354.52
CHE Accounts Receivab

12{15/2015

-

Ending balance 73,384,52

[11-Line

Sart by | Date, Type, Mumber/... |+ [ Record | [ Restore

QuickBooks has entered the deposit as a transaction in the checking account
register and has updated the balance of your checking account.

5 Close the checking account register and the chart of accounts.

QuickStart Tip

You can create a report that shows you a list of all deposits and the payments included in
each deposit. From the Reports menu, choose Banking, and then choose Deposit Detail.
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Receiving payments and making deposits

Getting cash back from a deposit

In the Make Deposits window, you can enter information about any cash you took out
of the deposit when you are recording the deposit.

To record getting cash back from a deposit:
1 Onthe Home page, click Record Deposits.

QuickBooks displays the Payments to Deposit window. Notice that the deposits you
made in the last exercise are no longer listed.

2 Inthe Payments to Deposit window, select the payment from Doug Jacobsen.

Payments to Deposit El

Select View
view payment methad bvpe |AII types w | what are payment method views?

Select Payments ko Deposit

F | Date Time Tvpe Mo, Payment Method | Mame Arnount
12/15/7015 LIAE ADJ Great Stakewide Bank 124.00
S 12/14/2015 PMT 956 Check. Jacobsen, Doug:Kitchen Z,000,00
3 Click OK.
4 In the Make Deposits window, type Petty Cash in the “Cash back goes to” field and
press Tab.

5 When QuickBooks displays a message telling you that Petty Cash is not on the
account list, click Set Up.
QuickBooks displays the Add New Account window with the account name preset
to Petty Cash.

1 Add New Account

| m Acoount Type | Bank b

Account Mame | ety

[] subaceount of

Cptional
Description

Bank Acct, Mo, |

Routing Mumber | |

Tax-Line Mapping | < Jnassigned = hd | How do I choose Ehe right bax line?
’ Erter Opening Balance. .. ] Should T enter an opening balance?
Remind me ko order checks when I reach check number I:l
[] order checks I can print fram QuickBooks Learn mare
Save & Close l [ Cancel
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6 Make sure Bank is selected in the Type drop-down list, and then click Save & Close
to return to the Make Deposits window.

7 Inthe “Cash back amount” field, type 200 and press Tab.

QuickBooks displays the deposit subtotal amount ($2000.00) and the total less the
cash back amount ($1800.00).

EF Make Deposits =)=

ﬂlﬁrevious Duext ESave @Prin; = -Payments EthHi_storv J Journal @nttach

DepostTa |Checking v | Date [12/15(2005 [E]] Mema |Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below,

Received From From Accaunt TMemo Chk Ma. Pt Meth, Amnaunt
Jacobsen, Doug:kite. .. |Undeposited Funds 936 Check 2,000.00
-
Deposit Subtatal 2,000,00

To get cash back From this deposit, enter the amount below, Indicate the account
where vou wank this money to go, such as wour Petty Cash account,

Cash back goes ta Cash back memo Cash back amaount
Petty Cash ~| | | | 200.00 |

Deposit Takal 1,800.00
Save time using prinkable or manual deposit slips, | Save &Close || [ Save & Mew ] [ Clear

8 Click Save & Close.

QuickBooks records the Deposit Total amount in your checking account and the
cash back amount in your Petty Cash account.

223



Receiving payments and making deposits

9 To see the effect on these accounts, choose Chart of Accounts on the Home page.

T Chart of Accounts ['._] E|§|
¢ | Type Balance Tokal attach
| JBank ] . -
+Checking < |Bank 75,184.52
+3avings < |Bank 13,868.42
+fAccounts Receivable Accounts Receivable 36,481,40
+Tools & Equipment Other Current Asset 5,000.00
+Emplovee Loans Other Current Asset 0,00
+Inventory fsset Other Current Asset 27,042,93
+Retainage Other Current Asset Z,461.80
+Indeposited Funds Other Current Asset 124,00
+Trucks Fixed Assek 24,852,91
e Criginal Cost Fixed Assek 33,852.91
+[Depreciation Fixed Assek -9,000,00
+Pre-paid Insurance Other Asset 1,041.85
+fAccounts Pavable Accounts Pavable 30,739,338
+CuickBooks Credit Card Credit Card 70,00
¢ QBCC Dept #1 Credit Card 45,00 v
[ Account T |[ Ackivities * ” Reports = ” Attach ]

10 Close the chart of accounts.

224




LESSON 8 Entering and
paying bills

Lesson objectives, 226
Supporting materials, 222
Instructor preparation, 222
To start this lesson, 226
Handling bills in QuickBooks, 227
Using QuickBooks for accounts payable, 227
Entering bills, 229
Paying bills, 232
How QuickBooks records your bill payment, 235

225



Entering and paying bills

Lesson objectives
m To discuss the different ways you can handle bills in QuickBooks
m To learn how to enter a bill in QuickBooks

m To use the Pay Bills window to pay a bill in QuickBooks

Supporting materials

m  PowerPoint file: Lesson 8

m Video tutorial: Write checks and enter expenses
m Video tutorial: Enter bills

m Video tutorial: Pay bills

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 8 and then click Save.

O O NO GG A WN

Click OK when you see the message that the file has been successfully restored.
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Handling bills in QuickBooks

When you have a business expense, you can handle it in one of the following ways:

m  Youcanwrite acheckmanually and enter the information into a QuickBooks check
register later. This doesn’t take advantage of features in QuickBooks, but sometimes
it’s necessary. For example, if you purchase supplies at a retail store, they expect
payment on the spot, and you may not know the amount in advance.

m  Youcanuse QuickBooks to write and print a check. When you receive a bill that you
want to pay immediately, you can write a QuickBooks check more quickly and
accurately than you can by hand. An additional advantage is that QuickBooks
makes the entry in the checking account register for you.

m  Youcan use the QuickBooks accounts payable feature to track the amounts you owe
to vendors, track your cash flow needs, and handle bills you want to pay later.

m  You can pay by credit card and enter the credit card receipt into QuickBooks later.

Lesson 4, “Working with bank accounts,” shows you how to enter a handwritten check
and a QuickBooks check. In Lesson 5, “Using other accounts in QuickBooks,” you learn
about credit card accounts. This lesson shows you how to manage accounts payable.

Using QuickBooks for accounts payable

Some business owners, especially if they own smaller, home-based businesses, pay their
bills when they receive them. Most business owners, however, find it more convenient
to pay bills less often. (They also like keeping the cash in the company for as long as
possible.) If you don’t plan on paying your bills right away, QuickBooks can help you
keep track of what you owe and when you owe it.

The money you owe for unpaid bills is called accounts payable. QuickBooks uses the
Accounts Payable account to track all the money you owe. Like any QuickBooks balance
sheet account, the Accounts Payable account has a register where you can view all your
bills at once.
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Entering and paying bills

To see the Accounts Payable register:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
Double-click Accounts Payable in the list to open the register.

QuickBooks displays the Accounts Payable register.

%, Accounts Payable
2 Goto..  £@Print... [ Edi Transaction QuickReport
[ake Mumber endaor [ue Date Eilled J Paid Balance
Tvpe Account Merno
12/15(2015  [z94 Sloan Raafing 5,700.00 29,046,70 A
BILLPMT || Checking
12115/2015 Keswick Insulation  [|Paid 670,00 30,616.70
BILL Job Exper
12f15/2015 1zj03 Cal Gas & Electric 12/30/2023 122,65 30,739,538
BILL Utilities:G: Acct #560)
¥
~] v
splits Ending balance 30,739.38
[ 1-Line [ shows open balance
Sork by | Date, Type, Mumber]... s Record ] [ Restare

The register keeps track of each bill you have entered, shows you the due date, and
keeps a running balance of all the bills you owe. As a business owner, this helps you
forecast your cash flow, and the QuickBooks reminder system helps you pay your
bills on time.

3 Press Esc twice to close the open windows.

Using accounts payable to pay your bills involves two steps: entering the bill, and
paying the bill. You’ll practice both steps in this lesson.
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Entering bills

When you receive a bill from a vendor, you should enter it into QuickBooks as soon as
you can. This keeps your cash flow forecast reports up to date and doesn’t give you the
chance to set aside a bill and forget it.

Rock Castle Construction received a bill from the company that created its new
brochures. The bill includes a charge for courier delivery. Rock Castle Construction
doesn’t plan to pay the bill until close to its due date, but the company wants to keep an
eye on the accounts payable total, so enter the bill now.

To enter a bill:
1 From the Vendors menu, choose Enter Bills.

‘B Enter Bills

W previous [ Next ESave aFind Qh History =] Journal @ Attach

@ el O credt Bill Received History
»
vendor v Date 12/1502015 (=) Summary

Address
Amount Cue  0.00

‘ Ref. Mo,

Bill Due 12j25{2015 (&)

Terms A
fMemo
Recent Transactions
Expenses $0.00 | Items $0.00
Accounk Amounk Mema C...| Billable?
A
Notes
w
Clear Splits Recalculate [ Save & Close ] [ Save & hew ] [ Clear ]

The top half of the window is where you enter the bill; the bottom half is where you
can assign the bill amount to different expense accounts, customers, or jobs.

Notice that the Bill Received checkbox has a checkmark. The only time the Bill
Received checkbox should be cleared is if you’re using QuickBooks for inventory
and you want to record items you’ve received that you haven’t been billed for yet.

2 Inthe Vendor field, type Willis Advertising, and then press Tab.

3 When QuickBooks displays a message telling you that Willis Advertising is not on
the Vendor list, click Quick Add.

4 In the Amount Due field, type 1500.
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Entering and paying bills

5 Clickin the Bill Due field.

Notice that QuickBooks supplies a date for you in the Bill Due field. The date
displayed is ten days from the date in the Date field. You can change the date if you
wish. If your Vendor list had payment terms entered for this vendor,

QuickBooks would have used those terms to calculate the bill’s due date.

6 Clickin the Account column on the Expenses tab and type Printing.

QuickFill completes the entry for you, and displays Printing and Reproduction as
the account. QuickBooks lets you assign transactions to more than one account, so
you can keep close track of where your company spends its money. Rock Castle
Construction wants to assign the majority of this bill to a printing and
reproduction expense account, and the rest to a freight delivery expense account.
Note: You can set a preference so that QuickBooks pre-fills the account based on
previous transactions for that vendor. QuickBooks remembers all your recent
transactions for a vendor, not just the most recent one. If you consistently use the
same account for a vendor, QuickBooks will automatically pre-fill that information
any time you select the vendor in a bill, check, or credit card transaction.

7 Press Tab to accept Printing and Reproduction as the account.

8 Type 1450 to change the amount from 1,500 to 1,450.
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9 Clickin the Account column below Printing and Reproduction.
10 From the drop-down list, choose Freight & Delivery, and then press Tab.

QuickBooks automatically assigns the remainder of the bill amount ($50.00) to
Freight & Delivery.

Your screen should resemble the figure below.

‘B Enter Bills

W previous B mest Esave %\Find %History = Journal @ Attach

@il O credit Bill Received willis Advertising
»
T Edi Vendor
vendor Wills Advertising - Date 12{15{2015 . Summary
Cpen balance 0.00
Address wills Advertising Bl Gt —_— POs to be received i}

Amount Due  1,500.00

Bill Due 12/25/2015 (&

Terms hd
Memao
Recent Transactions QuickReport
Expenses $1,500.00 | Items $0.00
Account Amount Memo C...| Bilable? |
Printing and Repr... 1,450.00 ~
Freight & Delivery % Eo.o0] v |
Motes Edit
v
Clear Splits Recalculate Save & Close ] [ Save & New ] [ Clear

11 Click Save & Close to record the bill.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the bill.

Account Title Debit Credit
Accounts Payable $1,500.00
Printing and Reproduction $1,450.00
Freight & Delivery $50.00

QuickStart Tip

You can enter bills and vendor credits directly in your accounts payable (A/P) register
instead of using the Enter Bills window to create the transactions. One benefit to using the
register is speed—you can work more quickly in a register than you can if you fill out a sep-
arate bill for each transaction. And, since the register shows you all the transactions in the
account to date (not just one transaction at a time), you have a better record of the entire
account.
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Entering and paying bills

Paying bills

When you start QuickBooks or open a QuickBooks company file, a Reminders window
appears that tells you whether you have transactions to complete, such as bills to pay or
money to deposit.

Note: If you don’t see the Reminders window when you start QuickBooks, you can turn
it on by choosing Preferences from the Edit menu. Click Reminders, click the My
Preferences tab, and select “Show Reminders List when opening a Company file.”

The Reminders & Alerts section on the right side of the Home page also provides a list of
transactions you need to complete.

When QuickBooks tells you that you have bills due, you can display the Pay Bills
window and select the bills you want to pay.

To pay a bill:
1 From the Vendors menu, choose Pay Bills.

QuickBooks displays the Pay Bills window.

«: Pay Bills
Select: Bills to be Paid
O o hnage your business expenzes with
Show hills ) the QuickBooks MasterCard
Filter By | )l vendors v £ Learn More
Sort BY | Due Date v
[+  DateDue  vendor Ref. Mo, | Disc, Date Amt, Due Disc, Used Credits Used Amt, To Pay
[T |1212512015 |willis Advertising 1,500,00 0.00 0.00 0.00
[T |12f20{2023 |Hopkins Constructio. .. 550,00 0.00 0.00 0.00
[T |12f23(2023 |Hopkins Constructio. .. 150.00 0.00 0.00 0.00
[T |12}24/2023 |MiddleField Drywall 1,200.00 0.00 0.00 0.00
O 12{26/2023 |Lew Plumbing 1,200.00 0,00 0,00 0,00 »
Totals 21,375.18 0,00 0,00 0,00
Select: Al Bills
Discount & Credit Information For Highlighted il
Vendor Terms MNumber of Credits 1]
Bill Ref. Mo, Sugg. Discount 0.00 Total Credits Available 0.00
Payrnent
Date Method O To be printed Account
0 be printe:
12/15/2015 Check v = Checking "
VR 4642398

The Pay Bills window shows your unpaid bills as of any date you enter. You can pay
by check, credit card, or with an online payment (if you are set up to make online
payments).
For this exercise, you'll pay a bill using a QuickBooks check (rather than a
handwritten one).

2 Select the “To be printed” option.

This tells QuickBooks that you will print this check later.
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3 Select the Willis Advertising bill by clicking in the column to the left of the bill.

QuickBooks displays a checkmark next to the bill and changes the amount in the
Ending Bank Balance to reflect a payment of $1,500.00. If you want to make a partial
payment, you can enter the amount you want to pay in the Amt. To Pay column.

Your screen should resemble the figure below.

«: Pay Bills

Select: Bills to be Paid

oy O 000101 befre 0 e
() shaow all bills Filker By | all vendars v ¢ Learn More
S0t BY | Due Date v
[+  DateDue  vendor Ref. Mo, | Disc, Date Amt, Due Disc, Used Credits Used Amt, To Pay
‘Willis Advertising ) oo
122042023 |Hopkins Constructio,.. 550,00 0.00 0.00
[T |12f23(2023 |Hopkins Constructio. .. 150,00 0.00 0.00
[T |12}24/2023 |MiddleField Drywall 1,200.00 0.00 0.00
[T |12/26/2023 |Lew Plumbing 1,200,00 0.00 0.00
Totals 21,375.18 0,00 0,00 1,500.00

Clear Selections

Discount & Credit Information For Highlighted il

vendor  Willis Advertising Terms Hurnber of Credits 0
Bill Ref. Mo, Sugg. Discount 0.00 Total Credits Available 0.00
Go ko Bill Set Discount Set Credits
Payrnent
Date Method ® To be printed Account
o0 be printe:
12/15/2015 Check v = Checking "
R R 4492398
Pay Selected Bills ] [ Cancel
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Entering and paying bills

4 Click Pay Selected Bills.
QuickBooks displays a summary of your bill payments.

Payment Summary

Payment Details
Payment Date
Papment Account Checking

Payment Method  Check

12/15/2015

Payment has been successfully recorded For the Follawing bill:
Date Due Wendor Amount Paid
12{25/2015  |willis Advertising 1,500.00

Takal 1,500.00

Howe do I find and change a bill payment?

ou can print checks now, or print them laker from Prink Forms on the File menu,

|[ Dane ]

[ Pay More Bills ] | Print Checks

5 You could print the checks at this point, but for this exercise, click Done.
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How QuickBooks records your bill payment

When you pay a bill through the Pay Bills window, QuickBooks makes an entry in the
accounts payable register, showing a decrease of $1,500 in the total payables. It also
creates a check from your checking account to pay the bill.

To see the entry in the accounts payable register:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
2 Inthe chart of accounts, double-click the Accounts Payable account.

QuickBooks displays the accounts payable register.

: Goko... @ Print... @ Edit: Transaction QuickRepart

Date Number endor Due Date Billed S Paid Balance
Type Account | Memo
12(15/2015 Keswick Insulation  ||Paid 670,00 29,116.70
BILL Job Exper
12/15/2015 willis Advertising  |[Paid 1,500,00 30,616,70
BILL ~split-
12/15/2015 12/03 Cal Gas & Electric 12f30/2023 122,68 30,739,358
BILL Ukilities:&: Acck #560)
v
v | v
Splits Ending balance 30,739,238
[ 1-Line [ shaw open balance
Sork by |Date, Type, Mumberf... I Record ] [ Restore

The register now shows the bill payment to Willis Advertising.

3 Close the accounts payable register.

At the same time QuickBooks recorded the entry in your accounts payable register, it
made an entry in your Checking account.
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Entering and paying bills

To see the entry:
1 Inthe chart of accounts, double-click Checking.

QuickBooks displays the checking account register.

%, Checking
& Goto..  £@Print... [ Edi Transaction QuickReport ] Download Bank Statement
Date Mumber Payee Payment v Deposit Balance
Tvpe Accounk Memo
12152015 TaPrint  ||Lew Pluribing 45.00 47,095,95
BILLFMT | Accounts Payvable 5-487
12/15/2015 To Prink Sergeant Insurance £75.00 46,423.95
CHE -split-
12152015 ToPrint  ||willis Advertising 1,500.00 44,923,958
BILLPMT |Accounts Payable
v
v v
Splits Ending balance 44,923,958
[ 1-Line
Sort by | Dake, Type, Mumber/, .. Record ] [ Restore

Notice that the last entry in the register is the check for the payment to Willis
Advertising.

2 Select the Willis Advertising transaction.
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3 On the toolbar, click Edit Transaction.
QuickBooks displays the Bill Payments (Check) window.

= Bill Payments(Check) - Checking,
& previous [ Next ESave @Print < %‘Find %History = Journal @ Atkach

Bank Account | Sy v Ending Balance 44,923,983
Mo, To Prink
Date 12/15{2015 [E)
Pay to the Order of wWilis Advertising v $ 1,500.00

One thousand Five hundred and DOFLOQK % s o s ook sk sk ok ok ok ko sk oo ok okoseok bk By

Wwillis Adwertising

Address
Mema
Bills paid in this transaction: To be printed

P...| DateDue | Yendor Ref. Mo, Bill Amt. | Amt, ... Disc. Date | Amk, Paid |
" (121252015 |Wilis Advertising 00 1,500,000

[ Clear Splits ] [ Recalculate ” Discounts ] [Sg\-’e & Close ” Revert ]

This checkis called a “Bill Payment Check” and differs from the check form that you
use to enter checks directly into the checking account. (That form shows expenses
directly on the check voucher portion, while the bill payment form shows the bills
paid by the check.)

4 From the Window menu, choose Close All to close all the open QuickBooks
windows.

5 Click Home in the icon bar to open the Home page.

QuickStart Tip

The unpaid bills report lists the unpaid bills in accounts payable, grouped by vendor. If a
bill is overdue, the Aging column shows the number of days past due. (To create this
report, from the Reports menu, choose Vendors & Payables, and then choose Unpaid Bills
Detail.)

The A/P aging summary report summarizes the status of unpaid bills in accounts
payable. For each vendor to whom your company owes money, the report shows (1) what
your company owes for the current billing period, and (2) what your company still owes
from the previous billing periods. The 1-30, 31-60, 61-90, and >90 columns show overdue
balances from previous billing periods. For example, an amount in the 31-60 column is
between 31 and 60 days overdue. (To create this report, choose Vendors & Payables from
the Reports menu, and then choose A/P Aging Summary.)
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Analyzing financial data

Lesson objectives

m To discuss some of the tools QuickBooks gives you for analyzing financial data:
QuickReports, preset reports, and graphs

m To create a QuickReport

m Toadd a column to a report

m To learn how to move a column in a report

m To learn about the types of preset reports QuickBooks offers
m To practice creating reports and viewing them onscreen

m To customize a report by changing how it looks and the data it covers (filtering)
m To learn how to process reports in batches

m To save reports as Portable Document Format (PDF) files

m To learn how to export a report to Microsoft Excel

m To practice filtering reports in Microsoft Excel

m To learn about the types of graphs QuickBooks offers

m To create and customize several graphs

Supporting materials
m PowerPoint file: Lesson 9

m Video tutorial: Reports

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
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To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 9 and then click Save.

© WO NGOG A~ WN

Click OK when you see the message that the file has been successfully restored.

Reports and graphs help you understand
your business

So far, you’ve been learning ways to track your data in QuickBooks. In this lesson, you'll
work with two of the most valuable tools in QuickBooks: reports and graphs. Reports
and graphs give you insight into your finances; they’re two of the most important
benefits of tracking your data in QuickBooks.

Often, people’s perceptions of their business profitability don’t match the facts. If you
enter your data in QuickBooks, but don’t take the time to analyze the data, your
business decisions are based on incomplete knowledge. Reports let you summarize your
financial data so you make decisions based on analysis of the numbers.

Reports give you the bottom line—you can see exactly how profitable your business is.
Ifit’'snot doing as well as you'd hoped, you can create reports that show you which areas
need improvement. QuickBooks has dozens of preset reports, but if you have specific
reporting needs, you can customize any QuickBooks report to show exactly the data you
want. And if you're interested in getting quick information, you can use a QuickReport
that lets you summarize information from your lists, forms, or registers with one click
of a button.

Some people find it easier to see a visual picture of their financial data. If you're
interested in learning more about trends or patterns in your business data (for example,
what proportion of your income comes from consulting services as compared to
product sales), QuickBooks offers six types of QuickInsight graphs.

Note: Some versions of QuickBooks include additional reports that are not available in
all other versions.
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Analyzing financial data

Creating QuickReports

One of the fastest ways to see a report on your QuickBooks data is to create a
QuickReport. QuickReports are predesigned reports that give you information about
the items you're currently viewing on screen. Whenever you have a list, a register, or a
form displayed, you can click a button to have QuickBooks create a QuickReport.

When to use a QuickReport

Suppose you're viewing the Vendor list in the Vendor Center and you want to see a
history of all transactions for a certain vendor. Select the vendor’s name, then click the
QuickReport link at the top right section of the window. You’ll see a report listing
information about each bill for that vendor.

Suppose that Rock Castle Construction wants to see what it owes to Patton Hardware.
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To see what you owe a vendor:
1 Click Vendor Center on the icon bar.

QuickBooks displays the Vendor Center.

8 Vendor Center: Bank of Anycity (All Transactions)

{3 New Vendor...» Mew Transactions» (= Print+ ™ Excel» [ Word~
~
VYendors Transactions vendor Information Wl Attach Edt Vendor... | Reports for this Yendor =
View | active Vendors - vendor Name Bank of Anycity Cortact Lisa Holzhauser QuickReport
B |:|@ wendar Type Phone 415-855-9135 COpen Balance
Company Mame Bank of Anycity Alt Phone
Balance Total | Abtach Address EankHDFl i\'nyuty' Fax 415-555-9153
isa Holzhauser
@samplens...
o e Emal lissh@samplens
Bayshnre Caloil Service Middlefield, Ca 94452 Account: Number
Bayshore Water 0.00 . TE”"S‘
Billng Rate Level
.U, Electric 750,00 Map | Directions “ S
) QuickBoioks Cherks &
Cal Gas & Electric 122,68 Motes Edit Nates... 6# Supplies: Learn mare m
Cal Telephans 0.00 o
Caldil Company C00 Show |AllTransa... v | Filter By |l v | Date |ThisFiscsl.. | 10012015 - 03/30/2016
City of Bayshore 0.00
T h Date_~ Account Amount
City of East Bayshore 69,97 ¥pe il e o nours
[check: 297 11/28{2015 Checking raau‘uu| I
City of Middlsfisd 0.00
Check 239 11f22{2015 Checking 244,13
Custom Kitchens of Baysh. .. 0.00
Check 236 10/28{2015 Checking -550,00
Daigle Lighting 0.00
Check 298 10jz2{2015 Checking 244,13
Davis Business Associates 0.00
East Bayshore Auto Mall 0.00
East Bayshore Tool & Supply 0.00
Employment Development. .. 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0,00
Funds Transfer 0.00
Gallon Masonry 0.00
Great Statewide Bank. 0.00
v

2 Select Patton Hardware Supplies.
3 In the Reports for this Vendor section, click the QuickReport link.

Note: If you want to see only unpaid bills and unapplied credits for the selected
vendor, click the Open Balance link in the Reports for this Vendor section.

B

Id1 Vendor QuickReport

Modify Repart Mernarize. . Print.. E-mail » || Expart... Hide Header Refresh

| Fram [12j01/2015 [E] Ta [12j15/2015 jsm By Default v

7:36 PM Rock Castle Construction

1211818 Vendor QuickReport
December 1 - 15, 2015

£ Type b3 Date ¢ Hum_ =+  Memo @ Account +ClIr » Split b3 Dehit & Credit £
Patton Hardware Supplies
] Bill 120252015 Accourts Payable -SPLIT- 1369500 4
ttem Receipt 12052015 Receivedite...  Accounts Payvable -SPLIT- 3,459.20
Bill Pt -Check 120552015 274 RC 93 Checking Accourts Pa... 5,325.00
Check 121052015 279 Checking Job Materials 197.59
Bil 12M 22013 Accounts Payable Tools and Ma... §10.00

A vendor QuickReport shows all transactions for this month to date for the selected
vendor, Patton Hardware Supplies. The transactions shown can include purchase
orders, item receipts, bills, bill payments, and credits received from the vendor.

4 Leave the report open; you will use it in the next exercise.
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Zooming in on a QuickReport

All QuickReports contain a summary of individual transactions. To help you better
understand the information presented in reports, QuickBooks lets you trace report data
to the individual transaction level using QuickZoom.

When you position the mouse pointer over a number in a report and you see the
QuickZoom symbol (a magnifying glass with a Zin it), you can double-click the number
to display the original transaction in QuickBooks.

Suppose you want more detail about the item receipt shown in the report. (You use an
item receipt in QuickBooks when you want to record that you've received inventory
items, but you haven’t yet received a bill.)

To see more detail about an item:
1 Position the mouse pointer over the item receipt dated 12/05/2015.

The arrow pointer turns into a magnifying glass with the letter Z (z for zoom).
2 Double-click the item receipt.

QuickBooks displays the Create Item Receipts window for the selected transaction.

B Create Item Receipts
W previns B Mest E Save %l Find Qh History =] Journal @ Attach
Eill Received 5
ez Patton Hardware Supplies
I . | '
Edit Yendor
suppli hd Date 12{05/2015 . Summary
Ref. Ho. Phare 415-555-1370
] Open balance 12,984.20
R(e;;fllpt Tatal SR POs bo be received o
Memo  Received ikems (bill ko Follow)
Expenses $0.00 || Ttems $3,459.20
Ikem Descripkion Qky  Cost Arnounk Custamer: Job E.. PC Mo, Recent Transactions QuickReport
Cabinets:Ca, .. |Cabinet Pulls 50 1.75 37.50 34 A i
Cabinets:Lig... |Light pine kitchen 2| 1,500.00 | 3,000.00 a4 12/12{15 B—Ih " AL
cabinet wall unit 12/10{15 Ched ekt
#CLD- 1235-p 12/05{15 il Pt -Check 5,325.00
Hardware:D... |Docrknobs Part # 6| 2700|1200 34 12/05/15 Lkem Receipt 3,459.20
Dk 3704 12j02}15 Bl 13,695.00
Hardware:Lk. .. |Locking inkerior 6 34,95 209.70 34
doorknobs Park # 3 Motes Edit
[ selectpa | [ Clear Gtys | [ showro |
Clear Splits Recalculate [ Save & Close ] [ Save & New ] [ Rewvert ]

3 Click Save & Close to close the window.

QuickBooks returns you to the QuickReport.
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Customizing QuickReports

Each QuickReport window has a buttonbar at the top of the report for customizing
report content and layout.

[ Modify Repatt. .. ]_[ Mematize. .. ][ Print. .. ][ E-majl * ][ Export. .. ]_[ Hide Header ]_[ Refresh ]
Dates | This Manth-to-date | From [12f01/2015 [E]| Ta [12/15/2015 [E] 5ort By

In this exercise, you'll customize the QuickReport you just created to display
transaction numbers in the report.

To add a column to a report:
1 Inthe QuickReport window, click Modify Report.

QuickBooks displays the Modity Report window.

Display | Eilters HeaderFooter Fonks & Murnbers

Report Date Range

(Bl This Month-to-date

From [12/01/2015 [B] Ta [12/15/2015 [E]

From the first day of the current month through today

Colurnns

W (left marging A Sort by |DeFauIt - |
Trans #
SType () Ascending order
EnteredfLast Modified S T ) Descending order
Last modified by -
Date
o Murn
adj
PO #
Mame
Source Mame
Mame Address

Mame Streetl
Mame Strest? Put a check mark next to each column

" that vwou want ko appear in the report,

QF l [ Cancel ] [ Help ]

Use the Display tab of the Modify Report window to select the columns to include
in the report and the date range of the report.

2 In the Columns list, select Trans #.

QuickBooks displays a checkmark next to Trans # to indicate that it’s selected.

245



Analyzing financial data

3 Click OK to accept the change.
QuickBooks displays the customized vendor QuickReport.

9=

IE1 Vendor QuickReport

IModify Report., . Memorize... | Print... || E-mai * || Export... Hide Header Refresh
Dates | This Month-to-date v | From [12101/2015 [&]] o |12/15/2015 [&] Sort By [DeFaul v
B Rock Castle Construction
121818 Vendor QuickReport
December 1 - 15, 2015
«Trans # ¢ Type £ Date + Hum_ =2 Memo £ Account +CIr & Split 3 Dehit 3 Credit S
Patton Hardware Supplies
E13  Bil 1202/2015 Accounts Payshle -SPLIT- 13,695.00
» 266  tem Receipt 12052015 Received ite...  Accounts Payshble -SPLIT- 3459.20 4
B17  Bill Pmt -Check 1205/2015 274 RC 93 Checking Accounts Pa... 5,325.00
268 Check 1210/2015 279 Checking Job Materials 197.59
290 il 12122015 Accounts Payahle Tools and Ma. . 810.00

Notice that the item receipt from Patton Hardware Supplies is now listed as
Transaction #266.

Next, you'll move the Trans # column to a new position in the report.

To move a report column:
1 Position your mouse pointer over the Trans # column that you added to the
QuickReport.

The mouse pointer changes shape to look like a hand.

2 Hold down the left mouse button and drag the Trans # column to the right until you
see an arrow between the Date Column and the Num column.

3 Release the mouse button.

QuickBooks places the Trans # column between the Date column and the
Num column.

I Vendor QuickReport (=]} E|
Madify Report... Memorize,., || Print... [ E-mail = || Export.., Hide Header Refrash
Dates | This Morth-to-date | From [ 12/01/2015 (@] To [12/15/2015 [H]] 50rt By [Defaul: v
LEICL Rock Castle Construction
12nsns Vendor QuickReport
December 1 - 15, 2015
+ Type L3 Date +Trans # + Num + Memo + Account <+ CIr Split ¢ Debit ¢ Credit +
Patton Hardware Supplies
Bil 120272015 E13 Accounts Payable -SPLIT- 1369500
ftem Receipt 12055205 266 Receivedite...  Accounts Pavable -SPLIT- 345920 4
Bill Pmt -Check 120872015 B17 274 RC O3 Checking Accourts Pa.. 532500
Check 121052045 268 279 Checking Job Materials 197 .59
Bill 1212245 290 Accounts Payable Tools and Ma... g10.00

Next, you'll use the QuickReport buttonbar to customize the report header.
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To change information in the report heading:
1 Inthe QuickReport window, click Modify Report, then click the Header/Footer tab.

Display Filters | Header/Footer Fonts & Murmbers
Shaow Header Infarmation Page Layout
[#] Compary Mame! |R0ck Castle Construckion | Alignment
Standard v
Report Title |Vendor QuickReport | |
Subtitle [December 1 - 15, 2015 | Time  Company
5| I
Date Prepare 12131/01 w ST
Time Prepared Hagm
L
Print header on pages after firsk page . b
L
Show Footer Information
L
T
Exkra Fooker Line | | E:ctra Line Page
Prink Faater on first page

[ [0]'4 l ’ Cancel ] ’ Help ]

On the Header/Footer tab, you can change the company name, report title, subtitle,
and date and time prepared. You can also specify whether to print the header on all
pages or on just the first page. The Header/Footer tab is the same for all QuickBooks
reports.

Use this window to change the report title from Vendor QuickReport to Vendor
History Report.

2 Inthe Report Title field, highlight the text for “Vendor QuickReport,” and type
Vendor History Report to replace the title.

3 Click OK to close the Modify Report window.

QuickBooks changes the title of the report and displays the new report.

Tl Vendor QuickReport

Mocify Report... | [ Memorige... [ Print... | E-mai » | Export... | [ Hide Header | [ Refresh |
Dates | This Month-to-date | From [12/01j2015 [E] To | 12/15/2015 (] Sort By [Default v
L4PM Rock Castle Construction
1ansis Vendor History Report
December 1 - 15, 2015
“ Type B3 Date +Trans # + Hum < Memo © Account <CIr o Split ® Debit ® Credit “
Patton Hardware Supplies
ail 120212015 E13 Acoounts Payable -SPLIT- 13695.00
» ttem Receint 12052015 266 Received fe...  Accounts Payable -SPLIT- 345020 4
Bill Prmt -Check 12052015 B17 274 RC 93 Checking Accounts Pa... 5,325.00
Check 12102015 288 2789 Checking Job Materials 19759
Bill 12122015 290 Accounts Paysble Tools and Ma... &0.00

4 Close the QuickReport window.
5 Close the Vendor Center.
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Creating and customizing preset reports

In addition to QuickReports, QuickBooks has dozens of preset report formats. You can
create profit and loss reports, balance sheet reports, accounts receivable reports, sales
reports, accounts payable reports, inventory reports, and many other types of reports.

The Report Center categorizes the preset reports into 12 major categories:

Company & Financial reports include the following:

m Profit and loss reports give you a global view of your company’s income, expenses,
and net profit or loss over a specific period of time.

m Balance sheet reports show the financial position of your business by listing assets,
liabilities, and equity.

m Statement of cash flows reports show the net change in your cash during a period of
time.

Customers & Receivables (accounts receivable) reports give you information about
the receivables side of your business: which invoices are due (or overdue), how much
each customer owes your company, and so on.

Sales reports give you information about what you have sold and to whom.

Jobs, Time & Mileage reports give information about the profitability of jobs, how well
your company is doing at estimating jobs, how much time is spent on each job, and the
mileage expenses for each vehicle or job.

Vendors & Payables (accounts payable) reports give you information about the
payables side of your business, including which bills are due, information about
vendors and transactions that require 1099s, your sales tax liability, and your current
balance with each vendor.

Purchases reports give you information about your purchases and open purchase
orders.

Inventory reports give you information about status (such as the quantities you have
on hand or on order) and the value of your inventory.

Employees & Payroll reports summarize the information you need to pay your current
payroll liabilities and fill out your tax forms.

Banking reports include check detail, deposit detail, missing check reports, and
reconciliation reports.

Accountant & Taxes reports summarize information that you need to give to your
accountant and information to help you monitor activity in the company file. These
include income tax summary, income tax detail, general ledger, trial balance, journal,
transaction journal, and audit trail reports.

Budget & Forecast reports show how your income and expenses compare to the
budgets you've set up and help you forecast income and expenses and compare actual
values to forecasts.
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List reports let you report on any information stored in a QuickBooks list.

Industry-specific reports are available in each of the industry-specific editions of
QuickBooks. Accountant Edition includes the reports from all of the industry-specific
editions.

Using the Report Center

A good way to learn about the reports available in QuickBooks—and how to work with
them—is the Report Center, which is available by clicking Report Center on the icon
bar. The Report Center contains a description and example of each QuickBooks report.

To learn more about reports:

You can click the icons at the top right corner of the Report Center to select the display
format that you prefer.

1 Click Report Center.

2 Click Grid view.

E" Report Center

Memarized Favorites Recent

0 Learning Center jj} Find More Reports r_D] % Eg
~

Company & Finandial

Company & Financial

Customers & Receivables
Profit & Loss (income statement)

Sales

Jobs, Time & Mileage

Profit & Loss Standard Profit & Loss Detail
Vendors & Payables Prone & Loss Standard Company b Enancsl Front & Loss Detatl Compiny & Enanci
Purchases
Inventory

Employees & Payroll
Banking
Accountant & Taxes

Budgets & Forecasts

List Wetincome

Contractor
Mig & Wholesale Dates:  This Month-to-date -

Professional Services RIETS A
{ :I 4
Retail n — -l Q

Monprafit Profit & Loss YTD Comparison Profit & Loss Prev Year Comparison

Frott & Lase YD Compartson Company & #mancal | ‘ Prant & Loss Prev Year Comparisan Company B Enancal

o
—
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3 Click List view.

= port Center

Memorized Favorites Recent ]

6 Learning Center jjj Find More Reports |]3| g gg
A

Standard

Sompany & finsncat Company & Financial 1

Profit & Loss (income statement)

Customers & Receivables

Jobs, Time & Mileage How much money did my company make or lose over a spedfic

,.f Profit & Loss Standard e e

Vendors & Payables

Q Dates: This Month-to-date ~  12/1/2015  12/15/2015 E o

Purchases

Inventory
‘What are the year-to-date transactions (and totals) for sach

Employees & Payroll . Profit & Loss Detail income and expensa account, so I can determine what
contributed to my company’s net profit?

Banking
q
ccountant & Taxes How do my income and expenses for a recent period of time

. Profit & Loss YTD Comparison compare to the entire fiscal year to date?

Budgets & Forecasts

List Profit & Loss Prev Year Comparison Is my company making more money now than for the same
L p: period a year 2go?

Contractor

Mfg & Wholesale . Profit & Loss by Job How much money is my company making or losing on each job?

Professional Services

e "¢ Profit & Loss by Class How much money did my company make or lose on each

ta

business segment that is tracked through QuickBooks classes?
Nonprofit

How much money did my company make or lose that is not

o Profit & Loss Unclassified tracked through QuickBooks classes?

1=

4 Click Carousel view.

B Report Center

Standard Memarized Favorites Recent Search

@ Leaming Center 414 Find Mare Reports m = =B

Company & Finandial

Profit & Loss Standard

How much money did my company make or lose over a specific period of ime?

Customers & Receivables

Jobs, Time & Mileage
' 9 Profit & Loss Standard Company & Financial

Vendors & Payables
Ordinary Income/Expense

Purchases Income
40100 * Construction Income
. 40500 + Reimbursement Income
Inventory Total Income
Cost of Goods Sokl
Employees & Payroll 50100 - Cost of Goods Seld
54000 - Job Expenses
i Toral COGS
Banldng Gross Profit
x
Accountant & Taxes £ cen{;ﬁ:zw + Repairs
54800 * Toolks and Machinery
Budgsts & Forecasts Total Expense
et Ordinary Income
List Other Income/Expense
Other Income
~ 70100 - Other Income
Contractor Tatal Other Incame
Net Other Income
Mfyg & Wholesale Net Income

Professional Services
Retai

Monprofit Dates: This Month-to-date = 12f1/2015  12{15{2015

5 Click Find More Reports to open an Intuit Community web page where you can
download and import additional reports. Review the information, then close the
window.
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Creating a balance sheet comparison report

The balance sheet comparison report compares the current year against the previous
year in both dollar amount and percentage.

To create a balance sheet comparison report for Rock Castle
Construction:

1 Inthe Report Center, choose Company & Financial, scroll down to the Balance
Sheet & Net Worth section, and choose Balance Sheet Prev Year Comparison.

2 Click the Display Report icon.

The report on your screen should resemble the following figure.

Igi Balance Sheet Prev Year Comparison

Modify Report... Memorize,.. || Print... || E-mail = || Export... Hide Header || Collapse Refresh

Dates | This Fiscal Year-to-date | Asof |12/15/2015 Columps | Takal only | Sort By | Default v
LA Rock Castle Construction
1211515 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2015
< Dec 15, 15 @ Dec 15,14 k3 $ Change k3 % Change 4|
ASSETS ~

Current Assets
Checking/Savings

Checking » 4642395 4 794583 3847515 454 3%
Savings 13,865.42 29,000.00 -15131.58 -52.2%
Total Checking/Savings B0,292.40 3694583 2334657 B3.2%

Accounts Receivable

Accounts Receivable 62 041.94 151605 B0 525.59 39923%
Total Accounts Receivable 62,041 .94 151605 B0525.59 39923%

Other Current Assets

Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 2704283 -465.90 2751183 5,867 3%
Retainage 2,461.80 .00 2,461.80 100.0%
Undeposited Funds 2124.00 20,252.08 -15,128.058 -89.5%

Total Other Current Assets 36,625.73 2478318 11,5645.55 47 8%
Total Current Assets 158,963.07 63,245.06 95,715.01 151.53%
Fixed Assets

Trucks

Original Cost 33,852.91 33,852.91 .00 0.0%
Depreciation -9,000.00 -6,000.00 -3,000.00 -50.0%

Total Trucks 24 5352.91 27 852.91 -3,000.00 -10.58%
Total Fixed Assets 24,5352.91 2785291 -3,000.00 -10.8%
Other Assets

Pre-paid Insurance 1,041.85 0.00 1,041.85 100.0%
Total Other Assets 1,041.85 .00 1,041.85 100.0%

TOTAL ASSETS 184,857.83 91,097.97 93,759.86 102.9%
v
£ >

3 Scroll the report window to see more of the report.

Notice that the buttonbar at the top of the report is the same buttonbar you saw in
the QuickReport window with the addition of a Collapse button.
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4 Click the Collapse button to see the difference.

The Collapse button hides subaccounts, jobs, and subclasses. Amounts are

summarized under the main heading. This button affects both the onscreen and
printed report.

5 Click Expand to return to the original report display.

6 Keep the report displayed on your screen. You’ll use it in the next exercise.

Filtering reports

You can customize preset reports the same way you customize QuickReports. In this
exercise you’ll customize the balance sheet comparison report and filter it to include
only the transactions you specify.

Report filters let you set custom criteria for the transactions you want included in a

report. When you filter a report, QuickBooks includes only those transactions that
match the rules you create.

To filter a preset report:

1 With the balance sheet prev year comparison report displayed, click Modify Report
on the report buttonbar.

2 Click the Filters tab.

QuickBooks displays the Filters tab of the Modify Report window.

Displaty Filters HeaderFooter Fonks & Murmbers

Choose Filker Current Filter Choices

Filker { Account Filter Set ko
A [all accounts 3 Date This Fiscal Year-to-date
EAmount
iDate
HItem
EMemo
ihame
EMumber
ETransactionType |4

Remove Selected Filker

Account Filker

Choose the bypes of accounts or & specific account From
the drop-down list. Indicate whether or not you want
split detail ko appear in the report (Balance Shest
accounts only).

Tell me more. .
Revert

[ oK || cancel  |[  Hep ]

Suppose you want to see only the asset accounts on the comparison balance sheet.
You can filter the report by account.
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3 In the Filter scroll box, make sure Account is selected.

Notice that QuickBooks provides a description of the selected filter below the list of
filters. If you need more information about how applying a particular filter will
affect the report, click Tell me more.

4 In the Account field, choose All assets from the drop-down list.
5 Click OK.

QuickBooks displays the customized balance sheet comparison report.

Il Balance Sheet Prev Year Comparison

Modify Report... Memarize... || Print... || E-mail * || Export... Hide Header || Collapse Refresh

Dates | This Fiscal Year-to-date W | Asof |12/15/2015 Columns | LEslE= el  |Sork By | Default b
E:1IEm Rock Castle Construction
A Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2015
s+ Dec15,15 s+ Dec15,14 + % Change s % Change B
ASSETS L
Current Assets
Checking/Savings
Checking » 4642398 4 794583 35,475.15 454.3%
Savings 13,865.42 28,000.00 A5131.58 -52.2%
Total Checking/Savings 60,202.40 36,945 .83 23,346.57 B3.2%

Accounts Receivable
Accounts Receivable 2041 94 151605 B0525 89 3,992 3%
Total Accounts Receivable 62,041 .94 1516.05 B0,525.89 3,992.3%

Other Current Assets

Tools & Equipment 5,000.00 5,000.00 0.0 0.0%
Inventory Asset 27 042 .93 -465 .90 27,511.83 5,867 3%
Retainage 2,461 80 onoo 2,461 .80 100.0%
Undeposited Funds 2124 00 20252 08 -18,128.08 -89.5%

Total Other Current Assets 36,628 73 24 78318 11,845.55 47.8%
Total Current Assets 158 96307 6324506 95,715.01 151.3%
Fixed Assets

Trucks

Original Cost 33,8529 33,8529 ooo 0.0%
Depreciation -9,000.00 -6,000.00 -3,000.00 -50.0%

Total Trucks 24 552 91 2785291 -3,000.00 -10.8%
Total Fixed Assets 24 55291 27 35291 -3,000.00 -10.8%
Other Assets

Pre-paid Insurance 1,041.85 0.00 1,041.85 100.0%
Total Other Assets 1,041.85 0.00 1,041.85 100.0%

TOTAL ASSETS 184,857.83 91,097.97 93,759.86 102.9%
LIABILITIES & EQUITY 0.00 0.00 0.0 0.0% ~

If you scroll to the bottom of the report, you'll see that QuickBooks removed the
liability and other accounts from the report.

QuickStart Tip

Some filters represent more than one thing. This may be a little confusing if you’ve never
used report filters in QuickBooks before. Here are some tips on what to filter for:

Use “Item” to filter for any kind of line item that appears on a purchase order or sales form.
These include goods and services, discounts, and sales tax.

Use “Name” to filter for customers, jobs, vendors, employees, or any name on your Other
Names list.

Use “Transaction type” to filter for any transaction, including invoices, cash sales, state-
ment charges, customer payments, bank deposits, purchase orders, item receipts, bills, bill
payments, credit card charges, checks, paychecks, and general journal entries.
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Saving reports in PDF format

To keep a record of the information in the report as it exists today, you can save the
report in Portable Document Format (PDF).

To save a report as a PDF file:

With the report open, choose “Save as PDF” from the File menu.

Navigate to the folder in which you want to store the file, and enter a filename.
Click Save.

Close the report window.

Click No when asked if you want to add this report to the Memorized Report list.

Go to the Window menu and choose Close All.

N OO A WN=

Click Home in the icon bar.

Creating and customizing a sales report

In this exercise, you'll create a QuickBooks sales report, which you will then customize
by changing the date range it covers.

To create a sales report:

1 From the Reports menu, choose Sales, and then choose Sales By Customer Summary
from the submenu.

QuickBooks displays the sales by customer summary report.

Il Sales by Customer Summary
Modify Report... W][mmm] Hide Header || Collapse [W}
Dates | This Morth-to-date | From [ 12012015 [B]] To [12/15/2015 [B] Columps | Total only + | sort By [Defaul: 2
EADILL Rock Castle Construction
12515 Sales by Customer Summary
Accrual Basis December 1 - 15, 2015
s Dec1-15,15 -
Abercrombie, Kristy ~
Remodel Bathroom » 4.522.00 4
Total Abercrombie, Kristy 4,522.00
Baker, Chris
Family Room 1,040.00
Total Baker, Chris 1,040.00
Cook, Brian
Kitchen
Change Order # 417550
Kitchen - Other 1,5268.45
Total Kitchen 5703485
Total Cook, Brian 5,703.85
Cuddily, Matthew 120,00
Duncan, Dave
Utility Shed 4,600.00
Total Duncan, Dave 1,600.00
Ecker Designs
Office Repairs 4 690.00
Total Ecker Designs 4,690.00
Fisher, Jennifer 1,000.00
Keenan, Bridget
Sun Room 9500
Total Keenan, Bridget 95.00
-
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The Dates field in the report buttonbar shows that the report covers “This
Month-to-date.” Customize the report so you can see sales figures from January 2015.

To customize a report:
1 Inthe Dates field, select Custom from the drop-down list.

2 In the From field, enter 01/01/2015.
3 Inthe To field, enter 01/31/2015 and press Tab.
QuickBooks updates the report and displays the new data.

I Sales by Customer Summary

Modify Report... Memorize,.. || Print... || E-mail = || Export... Hide Header || Collapse Refresh

Dates | cCustom | From [01/01/2015 [E] To [01/31/2015 [E] Columns | Sort By | Default v
8:18 PM Rock Castle Construction
1211515 Sales by Customer Summary
Accrual Basis Januaw 2015

B Jan 15 B

Balak, Mike

Utility Shed P 1,839.00 1
Total Balak, Mike 1,999.00
Barley, Renee

Repairs 400.00
Total Barley, Renee 400.00
Bristol, Sonya

Repairs 93.54
Total Bristol, Sonya 9354
Rice, Linda

Repairs 1,830.00
Total Rice, Linda 1,330.00

Yoo, Young-Kyu

Repairs 210.00
Total Yoo, Young-Kyu 210.00
TOTAL 4,532.84

4 From the Dates field, choose All from the drop-down list.
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Using QuickZoom in a preset report

As with all QuickBooks reports, you can QuickZoom any item in the report to see more
detail.

To QuickZoom on a report item:

1 Position the mouse pointer over the $11,105.00—the amount for Anton Teschner’s
sun room.

The arrow pointer turns into a magnifying glass with a Z in it.
2 Double-click $11,105.00.

QuickBooks displays a QuickZoom report showing sales by customer detail.

Kl Sales by Customer Detail
Modify Report... | [ Memorige.., | Print... | E-mai » | Export... | [ Hide Header | [ Refresh |
i | From | Ta | Snrt By |Defau\t v
B:19 PM Rock Castle Construction
121508 Sales by Customer Detail
Accrual Basis All Transactions
+ Type + Date + Num_ + Memo # Name ¢+ tem  + Oty + Sales Price « Amount +
Teschner, Anton
Sun Room
» Invoice 10005/2015 40 Removal lab...  Teschner, &ntoncS...  Removal 56 35.00 1,960.00
Irvnice 112825 G0 Window: Teschner, Anton:S... Winchow 4 150.00 600.00
Invaice 11402872015 1) Doors Teschner, Antor: S Wood 0 1 1,950.00 1,950.00
Invaice 11028/2015 :11) Locking inte. Teschner, Antorn: S Harchwa 1 45.00 45.00
Invaoice 11428/2015 &0 Rough lumber  Teschner, AntoncS... Lumber... 1 1,400.00 1,400.00
Invaice 11428/2015 &0 Trim lumker Teschner, Anton:S...  Lumber:... 1 275.00 27500
Invoice 11428/2015 :11) Decking um...  Teschner, Anton:S...  Lumber... 1 710,00 710,00
Invoice 11428/2015 :11) Removal labor  Teschner, &ntoncS...  Removal 12 45.00 54000
Irvnice 112825 G0 Framing labor  Teschner, &ntor:S...  Framing 40 60.00 2,400.00
Invaice 121172015 70 Check return Teschner, Antor: S Bad Che. 1 1,200.00 1,200.00
Invaice 121205 70 Service cha Teschner, &nton: S Bad Chk 1 2500 2500
Total Sun Room 11,105.00
Total Teschner, Anton 11105.00
TOTAL 11,105.00
< >
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To QuickZoom further to display the original invoice for a
transaction:

1 Position the mouse pointer over the first item on the report (invoice #40 dated
10/05/2015 for Removal labor).

2 Double-click anywhere in the first line.

QuickBooks displays Invoice #40 for Anton Teschner’s sun room.

B Create Invoices
rreviows Pret H @ - G~ B - # o speling By History (5] Journal M- £~ () Attach
Customer: Job Template Teschner, Anton:5un Room
= 4
& er, Antan: Sun Room| Custom T R
= o Edit Customer
DATE
= | S
Invoice 100572015 l 40 EUULL
% % Fhone 415-555-4567
A ] f% ?.o\ﬁ Ernail antont@samplename. com
o _Taschnar % 05\ Open balance 1,790.95
2424 Lisa Lane 1"}3
Bayshore, CA 94326 Active estimates o
Sales Orders to be invoiced 1}
Unbilled time and expenses: 5,840.00
DUE DATE
Met 15 ~|[10/20/2023 1197-03-LFAY
ITEM QUANTITY  DESCRIPTIOM RATE AMOLUNT Tax | Recent Transactions QuickReport
Remowval S6 Removal labor, removed shed and graded area 35.00 1,960.00 [Mon had 12{12/15 Paymeri: 3,500.00
For sun room addition " !
v 12f11/15 Invaice 1,225.00
Customer (Thank yau For yaur v Tax [San Tomas w [(7.75%:) 0,00 1205/15 Payment 5,000.00
Message |husiness. 12/03/15 Payment 1,200.00
fictl 1,960.00 11/26/15 Invoice 8,305.95
Mok Edit
[ 7o be printed [(Add TimejCosts... | [ Apply Credits... | Payments Applied 1ee000 et =
To be e-mailed
[] T be e-maile: Customer Tax Code [Tax % Balance Due 0.00
[] allaw online payment Learn more
Memao
< Learn about our payment processing and onling invoicing solutions. [ = ave & Close: ] [ v B Mo 1 [ Revert

Notice that QuickBooks puts a paid stamp on invoices for which payment has been
received in full.

3 From the Window menu, choose Close All.
4 Click No when QuickBooks asks if you want to memorize the report.

5 Click Home in the icon bar to display the Home page.

What you see when you QuickZoom in a report depends on the type of report displayed:

m Ifthereport shows summary figures (like the sales by customer summary report we
just displayed) and you QuickZoom an amount, QuickBooks displays a
transaction report that includes the transactions which contribute to that amount.

m If the report shows transactions and you QuickZoom a transaction, QuickBooks
displays the invoice, bill, or other form for the requested transaction.

QuickStart Tip

You can widen or narrow columns on any type of QuickBooks report. To make a column
wider, drag the small diamond at the right of the column header toward the right. To
make a column narrower, drag the small diamond at the right of the column header
toward the left.
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Saving report settings

After you have customized a report to provide the information you need, you can have
QuickBooks memorize the settings so you can quickly produce the same report in the
future. (QuickBooks memorizes a report’s settings, not the actual data.)

Note: If you use one of the QuickBooks Premier products, you can export the settings
for memorized reports as report templates. A report template lets you specify all of a
report’s settings in advance—for example, report date, format, and filters. Report
templates can be imported into other QuickBooks data files and then accessed from the
Memorized Report list.

Creating memorized report groups

In addition to saving report settings, you can create memorized report groups that you
can use to organize your memorized reports in a way that makes sense for your business
and to allow you to quickly process a group of reports at once.

QuickBooks comes preset with a number of memorized report groups each containing
common reports for each area. You can add your own reports to these groups, modify
the groups to meet your needs, and even create your own groups.

In this exercise, you’ll create a memorized group called “Year End” to which you will
add some memorized reports. Later, you learn how you can batch process memorized
reports.

To create a memorize report group:
1 Choose Memorized Reports from the Reports menu, and then choose Memorized
Report List.

QuickBooks opens the Memorized Report list.

m Memorized Report List

Report Mame
#1099 Summary--Year End
+Balance Sheet--Year End
+Accountant
+Balance Sheet
+General Ledger
+Journal Entries Entered Today
+Profit & Loss
+Trial Balance
+Banking
+Check Detail
+Deposit Detail
+Company
+Balance Sheet
+Profit & Loss
+5tatement of Cash Flows
+Customers
+8/F. Aging Summary
+Customer Balance Detail
+Customer Balance Summary

[ Memorized Repork "|[ Display... ” Print... ][ Export. .. ]

2 IntheMemorized Reportlist, click the Memorized Report menu button, and choose
New Group.
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3 In the Name field of the New Memorized Report Group window, type Year End.

Your window should look like this.

B New Memorized Report Group

Mame: |Year End |

[ oK l [ Cancel

4 Click OK.
QuickBooks adds the new group to the Memorized Report list.

Memorizing preset reports

Now, you’ll memorize a report and add it to the memorized report group you created.

To memorize a report:
1 From the Reports menu, choose Accountant & Taxes, and then choose
Income Tax Summary.

2 On the report buttonbar, click Memorize.

QuickBooks displays the Memorize Report window.

E Memorize Report

|:| Save in Memarized Report Group: | |

[ Ok l [ Cancel ]

W

Leave the name of the report as is.

4 Clickthe “Save in Memorized Report Group” checkbox to select it, and then choose
Year End from the drop-down list, if it is not already selected.

Your window should look like this.

B Memorize Re port

WEUH |Incc-me Tax Summary |

Have in Memorized Report Group:: |‘.’ear End b |

I oK ] [ Cancel ]

5 Click OK to memorize the report and add it to the Year End memorized report
group.
6 Close the income tax summary report.
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Adding reports to memorized report groups

Now, you’ll add two previously memorized reports to the Year End group.

To add memorized reports to a memorized report group:
1 Inthe Memorized Report List window, select the report called
“1099 Summary--Year End.”

2 Click the Memorized Report menu button, and then choose Edit Memorized
Report.

QuickBooks opens the Edit Memorized Report window.

w

Leave the report name as is.

4 Clickthe “Save in Memorized Report Group” checkbox to select it, and then choose
Year End from the drop-down list.

5 Click OK.

QuickBooks moves the 1099 Summary report to the Year End memorized report
group.

m Memorized Report List

Repatt Marme
+Year End ~
41093 Summary--year End
+Income Tax Summary
+Balance Sheet--Year End
+Accountant
+Balance Sheet
+General Ledger
+Journal Entries Entered Today
+Profit & Loss
+Trial Balance
+Banking
+Check Detail
+Deposit Detail
+Company
+Balance sheet
+Profit & Loss
+5tatement of Cash Flows
+Customers
+8/F. Aging Summary

[ Memorized Repork "|[ Display... ” Print... ][ Export. .. ]

6 Inthe Memorized Report List window, select the report called
“Balance Sheet--Year End.”

7 Click the Memorized Report menu button, and then choose Edit Memorized
Report.

8 Leave the report name as is.

9 Clickthe “Save in Memorized Report Group” checkbox to select it, and then choose
Year End from the drop-down list.

10 Click OK.

Once areport is memorized, you can easily display it from the QuickBooks Memorized
Report list.
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To display a memorized report:
1 Inthe Memorized Report list, select “Balance Sheet--Year End.”
2 Click Display.

QuickBooks displays the report.

3 Leave the report open.

Printing reports

Any time you have a report displayed in the report window, you can print it by clicking
the Print button in the report buttonbar.

To print a report:
1 With the balance sheet year end summary report displayed, click Print.
QuickBooks displays the Print Reports window.

Print Reports

Settings Margins

IIII Ed

Print
Canon MPS30 Series Prinker on USBO01 | % Cancel
ASCII bext file v Help
Mote: To install additional printers or ko change port -
assignments, use the Windows Contral Panel. Preview
Crientation: Page Range:
(®) Partrait @ al
() Landscape O Pages:
From: To:
Page Breaks:
i Mumber of copies: |1
Smart page breaks {widowforphan contral)
Collate
[] Page break after each major grouping
1 Fit report ko pagels) wide [ print in calor (eolor printers only)

In the Print Reports window you can select the print orientation and tell
QuickBooks where you would like the pages to break in multi-page reports.

2 Click Preview to see how the report will look when you print it.

QuickBooks displays a preview of your report onscreen.

w

Click Close to close the Print Preview window.

4 Close the Print Reports window, and then close the report.
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Processing reports in groups

Organizing your memorized reports in groups makes it fast and easy to process several
reports at once. Now, you'll process the reports you added to the Year End report group
you created in the previous exercise.

To batch process reports:
1 Inthe Memorized Report list, select Year End.
2 Click Display.
QuickBooks opens the Process Multiple Reports window. You can use this window

to display or print the selected reports. You can also change the date range for
reports in this window before you display or print them by clicking in the From or

To columns.

Process Multiple Reports E|
Select Memorized Reports From |GEE@=gs)
Choose the reports to process, then press Display or Print.,

J | Report Date Range From To

Balance Sheet--Year End Custom 12)31/2007 12/31/2007
J |1099 Summary--Year End Last Calendar Year o1jo1/z2014 12/31/2014
J  |Income Tae Summary Last Tax Year o1jo1/z2014 12/31/2014
v
[ Display ] ’ Prink ] [ Cancel ] ’ Help

3 Leave all three reports selected and click Display.
QuickBooks opens the three reports in the Year End group.
4 Review the information in the reports.

5 From the Window menu, choose Close All.
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Exporting reports to Microsoft Excel

Occasionally, you may want to change a report’s appearance or contents in ways that
aren’t available in QuickBooks, filter report data in ways that you can’t in QuickBooks,
or run “what-if” scenarios on your QuickBooks data.

You can send reports from QuickBooks to Microsoft Excel. Since the changes you make
in Excel don’t affect your QuickBooks data, you're free to customize reports as needed,
and even change data to run what-if scenarios.

Note: To proceed with this exercise, you need Microsoft Excel. If you don’t have Excel,
proceed to “Creating QuickInsight graphs” on page 270.

Sending a report to Microsoft Excel

When exporting a report to Microsoft Excel, you indicate whether or not you want to
preserve the formatting from your QuickBooks report. You also have the option of
turning on or off several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Microsoft
Excel, and turns on the following Excel features:

m  AutoFit sets column widths in Excel wide enough to display your data without
cutting off words or numbers.

m Freeze panes allows you to scroll through data while keeping the row and column
headers in view.

m  Show Gridlines turns on gridlines in Excel.
In this exercise, you learn how to select which QuickBooks report formatting options

you want to preserve in Excel, and how to turn on and off certain Excel features from
within QuickBooks.
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To send a report to Microsoft Excel:
1 From the Reports menu, choose Company & Financial, and then choose
Balance Sheet Standard.

2 On the Report buttonbar, click Modify Report.
QuickBooks displays the Modify report window.

Modify Report: Balance Sheet rg|
Display | Filters HeaderFooker Fonts & Mumbers
Report Date Range
EI=CI T his Fiscal Year-to-date From the First day of the current fiscal vear through today
From |10/01/2015 [E]| To |12/15/2015 [E]
Report Basis
(® accrual ) Cash This setting determines how this report calculates income and expenses,
Colurnns
Display columns by | Tatal only “ |across the top. Sart by |Default w |
(%) aAscending order 24
Sork in

Add subcalumins For () Descending order 31
[] Previous Period [ Previous Year [ % of Row [ %% of Column

’ Advanced. .. ] ’ Revert ]

[ QK ] ’ Cancel l [ Help ]

3 Inthe “Add subcolumns for” area, click the Previous Period checkbox, and then
click the $ Change and % Change checkboxes.
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Your screen should resemble the following.

Modify Report: Balance Sheet

Display | Filters Header/Footer Fonts & Mumbers

Report Date Range

Dates |This Fiscal Year-to-date W | From the first day of the current Fiscal vear through today

From |10fatjzois [B)| To 121542015 [E]

Report Basis

() Accrual () Cash This setting determines how this repott calculabes income and expenses,

Colurnns

Display columns by | Total onky * |across the top. Sork b |DeFauIt W

cort i (%) Ascending order 24
Add subcolumns For arkn () Descending order 3.4
Prexious Period [ previous Year [ % of Rop [ &% of Column
[ Advanced. .. ] [ Revert ]
(o] 4 l ’ Cancel ] ’ Help l

4 Click OK.

Your balance sheet should now look like this.

IEl Balance Sheet

Modify Report... Memarize... || Print... || E-mai = || Export... Hide Header || Collapse Refresh

* | Asaof |12/15/2015 Colurnns |Total anly e |Sort By |DeFault e |
8:34PM Rock Castle Construction
121518 Balance Sheet
Accrual Basis As of December 15, 2015
£ Dec 15,15 £ Sep 30,15 @ $ Change £ % Change &
ASSETS 2

Current Assets
Checking/Savings

Checking » 46,42353 4 ¥.665.28 3855870 490.2%
Savings 1386842 29 000.00 “15131.58 -52.2%
Total Checking/Savings 60,292 .40 36,865.28 2342712 63.6%

Accounts Receivable

Accounts Receivable 62 041.94 31 668.26 3037368 95.9%
Total Accounts Receivable E2,041 .94 31 BES.26 30,373 68 95.9%

Other Current Assets

Tools & Equipment 5,000.00 5,000.00 000 0.0%
Inventory Asset 2704283 439188 22,651.05 515.8%
Retainage 2,481.80 0.00 2,461.80 100.0%
Undeposited Funds 212400 34,197.88 -32,073.88 -93.8%

Total Other Current Assets 3662873 4358976 -6,961.03 -16.0%
Total Current Assets 158,963.07 112,123.30 46,833877 41.8%
Fixed Assets

Trucks

Original Cost 33,8529 33,832.91 0.00 0.0%
Depreciation -9,000.00 -9,000.00 0.00 0.0%
Total Trucks 24 85291 24 852.91 0.00 0.0%

||<
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5 On the Report buttonbar, click Export.
QuickBooks displays the Export Report window.

Export Report g|
Basic advanced

Export QuickBooks report ka:
() a comma separated values {,csv) file

an ki

() an existing Excel workbook

Include a new worksheet in the workbook that explains Excel
worksheet linking

I Export l [ Cancel l [ Help ]

6 On the Basic tab, make sure that “a new Excel workbook” is selected.

If desired, you can also send the report to a new sheet in an existing Excel workbook,
or to a comma separated value (.csv) file.

7 Click the Advanced tab.
8 Under Formatting options, click the Colors checkbox to clear it.

The title font will remain blue in QuickBooks, but display in black in Excel.
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9 Under Excel features, select the Auto Filtering checkbox.

Basic Advanced

Preserve the following QuickBooks report Formatting options:

Fonts Space bebween calumns

[ colors Row height
Turn on the following Excel features For this report:
AutaFik (zet column width ta display all daka)
Freeze panes (keep headers and labels visible)
[#] show Gridines
[[] Auto outling {allows collapsing | expanding)

@uto Filkering {allows custom data filkering);

Prinking options
(%) Send header to Page Setup in Excel
() send header to screen in Excel

Repeat row labels on each page

[ Export l [ Cancel

)

Help

10 Click Export.

QuickBooks starts Excel (if it’s not running already) and opens the report in a new

spreadsheet.

5 Microsoft Excel - Book2

(] Fle Edt Yiew Insert Fomat Iools Data  indow  Help  Adobe PDF Type & question for help _
NG d|e B -5 -[m]z u =) 8 % 0 W% G- - A
Al - A
Alelc|DlE]| F G TH] | Tu] K [C M [N A

1

2 Dec 15,15 [+ Sep 30,15 [« $ Change [+ % Change :

3 |ASSETS

4 Current Assets

5 Checking/Savings

5] Checking 46 42398 7,865.28 38,558.70 490.24%

7 Savings 13,8668 42 28,000.00 -15,131 58 -5216%

8 Total Checking/Savings f0,292 40 36,865 26 2342712 63.55%
i Accounts Receivable

10 Accounts Receivable £2,041.94 31,668 26 30,373 68 95.91%

" Total Accounts Receivable 62,041.94 31,668 .26 30,373 688 95.91%

12 Other Current Assets

13 Tools & Equipment 5,000.00 5,000.00 0.00 0.0%

14 Inventory Asset 27 04293 4,391.88 2265105 515.75%

15 Retainage 2,461 80 0.00 2,461 80 100.0%

16 Undeposited Funds 2124.00 34,197 88 -32,073.88 -93.79%

17 Total Other Current Assets 36,628.73 4358976 -6,961.03 -15.97%

18 Total Current Assets 156,963 .07 11212330 46,63977 41.75%

19 Fixed Assets

20 Trucks

21 Original Cost 33,852.91 3385291 0.00 0.0%

22 Depreciation -9,000.00 -9,000.00 0.00 0.0%

23 Total Trucks 24 852.91 24 85291 0.00 0.0%

24 Total Fixed Assets 24852 41 24,852 81 000 0.0%

25 Other Assets

26 Pre-paid Insurance 1,041.85 3,364.51 2,322 88 -60.03%

27 Total Other Assets 1,041.85 3,364.51 2,322 66 -60.03%

20 |[TOTAL ASSETS 184,857.83 140,340.72 #5711 3M.72%

29 |LIABILITIES & EQUITY

30 Liabilities

31 Current Liabilities &
474 » W\ QuickBooks Bxport Tips ) Sheet1 / < >
Ready

11 Leave the report open in Excel; you’ll use it in the next exercise.

If you wanted to save the report, you would choose Save from the Excel File menu.
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Filtering a report in Microsoft Excel

Within Microsoft Excel, you can filter on any column of data using a drop-down list at
the top of the column. Using the drop-down list, you can apply a number of preset

filters or create your own custom filter.

To find out if any of Rock Castle Construction’s account balances have decreased since
the previous period, you'll filter the balance sheet report you just created.

To filter a report in Microsoft Excel:

1 In the Excel window, click the down arrow in the $ Change column of the balance
sheet report, and choose (Custom...) from the drop-down list.

Excel displays the following window.

Custom AutoFilter El

Show rows where:

4 Change

|equals v | || i |
®ad Oor

| 9 | ]

Use ¥ to represent any single character
Use * to represent any series of characters

[ oK ] [ Cancel

l

2 Inthe $ Change field, choose “is less than” from the drop-down list.

3 Inthefield to the right, type 0.

Your screen should resemble the following.

Custom AutoFilter r5__<
Shawe rows where:
£ Change
|is less than w | |D| w |
@and Oor
| v | vl
Use ¥ ko represent any single characker
Use * to represent any series of characters
O l [ Cancel
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4 Click OK.

Excel filters the $§ Change column for negative amounts and displays the results.

B3 Microsoft Excel - Book2
E_I] File Edit Yiew Insert Format Tools Data  Window Help  Adobe PDF Type a question For help
NS EH S ARIVE B9 8= 4 e s -[B]z] > A
Al - 23
AlB[c|D|E] F 5 [H] I [J] K L ol | »
1
2 Dec15,15[~] | Sep30,15[~] $ Change [ ~| % Change [~ |
7 Savings 13,865.42 29,000.00 -15131.58 52.18%
16 Undeposited Funds 212400 34,197 .85 -32,073.55 -03.79%
17 Total Other Current Assets 36,628.73 4358976 -6,961.03 1597%
25 Pre-paid Insurance 1,041 .85 3,364 .51 -2,.322 66 -69.03%
27 Total Other Assets 1,041 85 3,364 .51 -2,32266 -53.03%
43 Payroll Liabilities 3,302.06 3,751.99 47393 -1269%
48 Bank of Anyeity Loan 19,932 65 20,801 .07 -868.42 -4.18%
A0 Hote Payable 3,440.83 20,500.00 -17,05817 -83.22%
51 Truck Loan 5,652.38 7,149.32 -1,486.94 -20.8%
52 Total Long Term Liabilities 32,947.18 48 450,39 -15,503.21 -32.0%
55 Opening Bal Equity -21,321.18 -11,937 68 -9,383.50 785%
55 Owner's Draw -6,000.00 0.00 -6,000.00 -100.0%
59 Total Owner's Equity 1900000 | 25,000.00 -6,000.00 -24.0%
51 Het Income 35,013.44 76,530,258 -35,516.54 -50.33%
B4 2
M« » W\ QuickBooks Export Tips ) Sheet1 / < >
Filcer Mode

5 Close Excel without saving the report.
6 Close the balance sheet report in QuickBooks.

7 Choose No when asked if you want to memorize the report.
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Creating Quicklnsight graphs

A report gives you numbers that are essential if you want to stay on top of your business
finances. But when you want a visual picture to plan current or future business
decisions, a graph is another invaluable tool.

A QuickInsight graph shows your data pictured as either a bar graph or a pie chart. The
bar graphs and pie charts are simply different views of the same company financial
information.

QuickBooks has six types of graphs, providing up to 15 different views of your data:

m Income and Expenses graphs show your income and expenses for the period you
specify.

m Sales graphs show your company’s sales income for the period you specity.

m  Accounts Receivable graphs show how much your customers owe.

m  Accounts Payable graphs show how much you currently owe your vendors.

m  Net Worth graphs show changes in your company’s net worth.

m  Budget vs. Actual graphs let you see the variance between your budgeted amounts

and the actual amount you earned or spent.

To create a QuickInsight graph, select the type of graph you want from a report
submenu or from the Report Center.

Creating an Income and Expense graph

If you want your business to be profitable, you need to keep an eye on your expenses.
The income and expense graph shows you exactly what you're spending and where.

You should be especially concerned with the proportion you're spending relative to the
income you receive. As a simplistic example, if you're earning only $20,000 in income,
you don’t want to spend $30,000 in expenses.
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To create an income and expense graph:

1 From the Reports menu, choose Company & Financial, and then choose
Income & Expense Graph.

QuickBooks displays a graph depicting your income and expenses.

M QuickInsight: Income and Expense Graph
Dates... By Account || By Customer || By Class Mext Group Prick. .. Refrash

Income and Expense by Manth B
October 1 through December 15, 2015

$in 1,000's
70T

Mov 15 Decl- 15, 15

Expense Summary o
Cckober 1 through December 15, 2015 = gg‘;rEo)lclpEe;;:nsses fo?g;;
Cost of Goods Sold 5.59
B Insurance 3.46
M Rent 1.91
B Tools and Machinery 0.9z
Aukomaobile 0.77
B Interest Expense 0.75
W Ukilities 0.35
M Professional Fees 0.20
W Other 0.32
Tatal $125,748.62

B Account

Show on Pie Chart: _

In the top portion of the graph window, QuickBooks displays a bar graph and
legend showing total income and expenses. In the lower portion of the window,
QuickBooks displays a pie chart and legend showing expense percentages by
account.

2 QuickBooks can display only 10 accounts at a time. To display more accounts, click
the Next Group button at the top of the graph window.
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Features of Quicklnsight graphs

These features are common to all QuickInsight graphs:

Every graph window, except for the Net Worth and the Budget vs Actual graphs,
shows a bar graph in the top part of the window and a pie chart in the bottom half.

The bar graph usually shows totals. For example, the Income and Expense graph
shows the total for income and the total for expenses in each month of the period.

The pie chart shows a breakdown of the information shown in the bar graph; each
pie slice in the Income and Expense graph represents a type of income or expense.
Thelegend to theright of the pie chart shows you which income or expense account
corresponds to the color shown in the pie chart; it also shows you what percentage
of the pie each slice represents.

Every graph window has a buttonbar with buttons you can click to customize the
graph. For example, you can change the time period shown in the graph by clicking
the Dates button. If you want the pie chart to show a breakdown by customer or
class rather than a breakdown by account, just click By Customer or By Class.

Just as you can use QuickZoom in a report to get more detail on the numbers, you
can use QuickZoom in a graph to see the numbers behind the picture. When you
double-click a bar or pie slice, QuickBooks shows you the numbers represented by
that graphic image. For example, the pie chart legend tells which income/expense
accounts are represented by each pie slice, and tells you what percentage of the
whole is represented by each slice. When you zoom in on a pie slice, you can find
out exactly how much you received or spent (in dollars) for each account.
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Customizing graph data

To display income accounts instead of expense accounts:
1 Click Income at the bottom of the graph window.

2 Click By Customer in the button bar.

QuickBooks changes the pie chart to display income by customers.

Bl QuickInsight: Income and Expense Graph

Dates... By Account || By Customer || By Class Mext Group Prink. .. Refresh

Income and Expens;w IMonth B
October 1 through December 15, 2015

4in 1,000's
K

Mow 15 Decl-15, 15

Income Summary o
October 1 through December 15, 2015 = Eroeoti";?:nl EEE fo?g;;
Matiella, Ernesto 3.47
B Robson, Darci 7.28
M Melton, Johnney 6.59
M Teschner, Anton 527
Jacobsen, Doug 5.05
B Teichman, Tim 4,71
B Abercrombie, Krisky 4,35
B Ecker Designs 3.95
W Other 8.85
Tokal $153,979.66

By Customer

Shaw on Pie Chart: _
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Using QuickZoom with graphs

To help you better understand the information shown in the graphs, QuickBooks lets
you trace graphical data using QuickZoom graphs.

To display the sales for Anton Teschner:
1 Position the mouse pointer over the Teschner, Anton slice of the pie chart.

(Use the Key on the right side of the window.)
The pointer changes to a magnitying glass with the letter Z inside.
2 Double-click the Teschner, Anton slice.
Note: If a slice is too small to click, click on its legend representation instead.

QuickBooks displays a QuickZoom graph depicting sales for Anton Teschner by
month.

B QuickZoom Graph |._||E|r5__<|
Prinit. ..
Teschnet, Ankan
Qckober 1 through December 15, 2015
$inl's
7,000
6,000 +
5,000
4,000 +
3,000 +
2,000 1
1,000 +
0 A
ock 15 Miow 15 Dec1-15, 15
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To display a report describing the transactions for a given month:

1

Position the mouse pointer over the bar representing November 2015.

The pointer turns into the QuickZoom symbol.
Double-click the bar.

QuickBooks displays the custom transaction detail report for the month of
November 2015.

Rl Custom Transaction Detail Report
Modify Repart, Memarige... || Print... || E-mail » || Export... Hide Header Refresh
Dates ~ |From [11/01jz015 [E] To | 114302015 [E] Total By | Tatal only ~ | sart By | Default v
[EIGL Rock Castle Construction
121518 Custom Transaction Detail Report
Accrual Basis November 2015
B Type ¢ Date ¢ Hum ¢ Hame ¢ _Memo & Account +Clr © Split + Debit
Hov 15
» Invoice: 11282015 &0 Teschner, Anton:S ... Window Materialz Accounts Re..
Invoice Mi2BR2MS 80 Teschner, Anton:S...  Doors Materials Accourts Re..
Invoice Mi2BR2MS 80 Teschner, Anton:S...  Doors Cost of Goods Sold Accourts Re.. 1,750.00
Invoice MI2E2MS B0 Teschner, Anton'S ... Locking inte...  Materials Accourts Re
Invoice 1M0zE2M5 B0 Teschner, Antor:S .. Locking ints...  Cost of Goods Sold Accourts Re 33.40
Irwvoice 1172872015 60 Teschner, Anton:S ... Rough lumber  Materials Accounts Re..
Irwvoice 1172872015 B0 Teschner, &nton:S ... Trim lumber Materialz Accounts Re..
Invoice Mi2BR2MS 80 Teschner, Anton:S... Decking lum...  Materials Accourts Re..
Invoice Mi2BR2MS 80 Teschner, Anton'S... Removal lakor  Labor Accourts Re..
Invoice MI2E2MS B0 Teschner, Anton'S...  Framing labor  Labor Accourts Re
Hov 15 1,789.40
< >

You may need to scroll to the right to see the entire report.
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To display the invoice for the transaction in the report:
1 Double-click any of the lines in the report for Invoice #60.

QuickBooks displays the invoice.

B Create Invoices
Diprevions Pret { & - B - B - &) o speling By History =] Journal o~ A~ ] Attach
Customer:Job Template Teschner, Anton:Sun Room
- 4
-
DATE
i . Summar
Invoice 11/28/2015 l 50 L4
Phaone 415-555-4567
Ernail antonb@sarmplenarne . com
Anton _Teschner Open balance 1,790.95
2474 Lisa Lane A A
Bayshore, CA 94326 Active estimates a
Sales Orders to be invoiced a
Unbilled time and expenses: 5,840.00
DUE DATE |
Met 15 w (1211312023 E 1197-03-LFAY
ITEM QUANTITY  DESCRIPTION RATE AMOUNT Tax | Recent Transactions QuickReport
Window 4 Window 150.00 600,00 |Tax ~ 12/12{15 Pavment 3,500.00
‘ood Door 1 Doors 1,950.00 1,950.00 |Tax ¥ 12/11/15 [nvoice 1,225.00
Custamer I Tax [5an Tomas o |(7.75%) 385,95 12/05/15 Payment 5,000.00
Message 12/03j15 Payment 1,200,00
Total 8,305.95 11/28/15 Invoice 8,305.95
Mok Edit
[] To be printed [(dd TimefCosts... | [ Apply Credits... | Payments Applied 7,740.,00 otes =L
To be e-mailed
OTobee maile Customer Tax Code |7 Balance Due 565,95
[ Allow anline payment Learn more
Memao ‘ |
< Learn about our payment processing and online invoicing solutions. [ Save & Close, ] [ Save & Hew l [ Fer=n ]

2 From the Window menu, choose Close All.
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Customizing how graphs display

You can customize graphs to control what data they include and how the data is
displayed. In this exercise, you'll change the display from three-dimensional (3D) to
two-dimensional (2D) graphs.

To change from 3D to 2D:
1 TFrom the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.
2 Inthe left panel, click Reports & Graphs.

QuickBooks displays the Preferences window for Reports and Graphs.

B Accounting V- My Preferences | Company Preferences
1_3 Checking 1 Prampt: me to madify repart options before opening a report S
-
=5 q P
#9¥ Deskrop Yiew Reports and Graphs Graphs Cnly
% Finance Charge When a report or & graph needs ko [T Draw graphs in 2D (Faster) Diefault
®a General be refreshed: [] Use patterns
:’i Integrated Applicatio © Prompt me to refresh Also See:

It &l N () Refresh automatically
. BE  fvenary () Don't refresh General
j=f Jobs & Estimates -
l—___-_:_n,I Multinle C ) Click Help For information about

LSt e refreshing a large report,

e Payments
@ Pavroll & Emplovess

Reminders

Sales & Customers

)
=
&)
2
L4

Sales Tax

Search

Send Forms
Service Connection
Spelling

Tax: 1099

3 Click “Draw graphs in 2D (faster).”
4 Click OK.

5 Click Report Center.

6

Choose Sales. Then from the Sales by Customer list, choose Sales Graph.
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7 Click the Display Report icon.
QuickBooks displays the sales graph in 2D.

M QuicklInsight: Sales Graph
Dates... By Ikem || By Customer (| By Rep Mext Group Prink... Refresh
- Sales by Month - - B Dollar 541
October 1 through December 15, 2015 olar ~aes
$in 1,000's
70T
&0
S0 T
40+
30T
20 T
10
o
Qck 15 Mowv 15 Decl-15, 15

Sales Summary e %3460

October 1 through December 15, 2015 u Lﬂmfjer 01?:09

Framing 10,47

B Removal 5.79

B Appliance 577

M Installation 4.63

Window 4.51

M Plumb Fixtrs 3.29

B Wood Door 3.23

M Retainage @ $-4,176.80

W Cther 10.60

Sub-Tatal  $164,549.54

By Ikem

Displaying graphs in 2D often allows your computer to draw them on your screen
faster than displaying them in 3D.

(o]

Close the graph.
9 Close the Report Center.
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Setting up inventory

Lesson objectives

m To get an overview of inventory in QuickBooks

m To practice filling out a purchase order for inventory items

m To track the receipt of the inventory items in QuickBooks

m To adjustinventory manually to enter a stock loss or increase

m To create, build, and edit inventory assemblies (finished goods) (QuickBooks:
Premier or higher)

m To set up and use units of measure

Supporting materials

m Handout 5: Inventory workflow

m Handout 6: Group vs. inventory assembly items
m PowerPoint file: Lesson 10

m Video tutorial: Inventory overview

m Video tutorial: Set up inventory

m Video tutorial: Buying and selling inventory

m Video tutorial: Using reports to manage inventory

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have handouts 5 and 6 ready for distribution.
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To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 10 and then click Save.

© WO NGOG A~ WN

Click OK when you see the message that the file has been successfully restored.

Turning on the inventory feature

The QuickBooks inventory feature is turned on in your exercise file, but you'll review
how to turn on this feature so you become familiar with QuickBooks preferences. If you
need to track inventory for your company, you can turn the feature on while
completing the EasyStep Interview. If you want to turn on the inventory feature after
you’ve completed the EasyStep Interview, follow this procedure.

To turn on the inventory feature:
1 From the Edit menu, choose Preferences.

2 Select Items & Inventory from the left panel.
3 Click the Company Preferences tab.
Note: Only the QuickBooks Administrator can change company preferences.
4 Click the “Inventory and purchase orders are active” checkbox to select it.
A checkmark shows that the inventory feature is turned on.
5 Click OK.
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Entering products into inventory

QuickBooks uses the average cost method to determine the value of inventory (rather
than another method such as FIFO or LIFO). The average cost of an inventory item
equals the total cost of the items currently in stock, divided by the number in stock.

Many small businesses that stock inventory don’t know the number of units they have
on hand or on order at any given time, and have no way of getting that information
quickly. Using QuickBooks to manage your inventory, you'll be able to track the
number of items in stock and the value of your inventory after every purchase and sale.
Asyou order inventory items, receive the items, and later sell the items from inventory,
QuickBooks tracks each inventory-related transaction. You will know the status of your
inventory and will have a more accurate picture of your business’s assets.

Refer to the diagram on Handout 5, “Inventory workflow” for the following discussion.

To track inventory, you must enter each product into the Item list as an inventory part.
Once you enter a product, QuickBooks tracks it as you sell or reorder the product.

To enter a product into inventory:
1 From the Vendors menu, choose Item List.

QuickBooks displays the Item list.
2 Click the Item menu button, and then choose New.

3 Ifthe New Feature screen for Add/Edit Multiple List Entries appears, click the box for
“Do not display this message in the future” and click OK.

QuickBooks displays the New [tem window.

New ltem

Type oK
Use For services you charge for or purchase, like
specialized labor, consulting hours, or prafessional Cancel
fees.

W

Mexk

Item Mame/Number [ subitem of Custom Fields

Uniit of Measure Spelling

Ikem is inackive
[ This service is used in assemblies or is performed by a subcontractor or partner Ll

Drescription Rate 0.00

Tax Code |Tax w

Accounk v

How can I set rates by customers or employvess?

L
You’ll enter one new item into your inventory.

4 In the Type field, choose Inventory Part from the drop-down list.

QuickBooks changes the New [tem window to accept information for an inventory
part.

282



LESSONT1O0

New Item

K
Use for goods vou purchase, track as inventory, and resell,

Cancel

Mext

Trern MarnefMurnber [ subitem of ManuFacturer's Park Mumber
| | | | | | Custom Fields

il

Spelli
Unik of Measure el

Purchase Information Sales Information [ 1tem is inactive

. . Description an Sales Transactions
Description on Purchase Transackions P

COGS Aceount | Cost of Goods Sold |+ | TaxCode Tax @
Preferred Yendor | w | Income Account | w

Inventory Information
Asset Account Reorder Point On Hand Total Yalue s of
|Invent0ry Asset W | | | | D.DDl | D.EID| | 12,!'15,!'2015

(5]

In the Item Name/Number field, type Cab 2015 (2015 is the style number).

6 Select the “Subitem of” checkbox, and then choose Cabinets from the drop-down
list.

Note: You can use the Manufacturer’s Part Number field to specify the part number
the manufacturer uses. This can simplify reordering.

7 Inthe “Description on Purchase Transactions” field, type Kitchen Cabinet #2015, and
then press Tab to move to the Cost field.

Notice that QuickBooks fills in the Description on Sales Transactions field with the
same description you entered for the purchase side. You can leave the sales
description the same or change it later.

In the Cost field, type 169.

9 In the Preferred Vendor field, choose Thomas Kitchen and Bath from the
drop-down list.

(<]

Or, type the first few letters of your selection and QuickBooks fills in the rest.
10 In the Sales Price field, type 225.
11 Leave the Tax Code setting as is.

If you wanted to assign a different tax code, you could select a different code from
the drop-down list when setting up the item.

12 In the Income Account field, choose Construction:Materials.
13 Press Tab to move to the Asset Account field.

Inventory Asset was filled in when you selected Inventory Part as the type of item.
Leave this default setting.
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14 In the Reorder Point field, type 15.
The Reorder Point is the minimum quantity of a particular inventory item that you
want to have in stock at any given time. When the quantity reaches the reorder
point, it's time to order more of the item. By using your Reminders list, you can have
QuickBooks remind you when it's time to reorder a particular item.

15 In the On Hand field, type 20, and then press Tab to move to the Total Value field.

Notice that QuickBooks has calculated the value of your item by multiplying the
number in the On Hand field by the number in the Cost field.

Mew Item

Inventary Part o | Use far goods wou purchase, track as inventory, and resell.
Item Marme/Mumber Subitern of Manufacturer's Part Mumber —
Cuskam Fields
caBz015 Cabinets v [ custom Fieis |
Spelii
Irit of Measure

Purchase Infarmation Sales Information [ them is inactive

. X Descripkion on Sales Transactions
Description on Purchase Transackions P

Kitchen Cabinet #2015 Kitchen Cabinet #2015
Cost 169,00 Sales Price 225,00
COGS Account Cost of Goods Sold v Tax Code Tax v

Preferred Wendor | Thomas Kitchen & Bath| s | Income Account | Construction:Materials

Inventary Information
Asset Account Reorder Poink  On Hand Total Walue  Asof

Inventory Asset | |15 20 b, 380.00| 12,|'15,|'2015

|
16 Click OK to close the New Item window.

QuickBooks adds the new item to the Item list.
17 Close the Item list.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the inventory item.

Account Title Debit Credit
Opening Bal Equity $3,380.00
Inventory Asset $3,380.00

QuickStart Tip

When you want to check on the status of your inventory stock, you can create a stock
status by item report. For every item in your inventory stock, the report gives you the reor-
der point, the current quantity on hand, the average cost to date, the quantity on order
(and expected date of receipt), and the average sales per week.
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Ordering products

Once you enter your current products and vendors into the Item and Vendor lists, you’ll
need to order products to keep your inventory stocked.

QuickBooks doesn’t require you to use purchase orders, but you may want to
recommend their use for students who track inventory. Using purchase orders lets you
see items you have on order and when they’re due to be received. You can also check
items you receive against the PO.

If students don’t order items in advance or don’t want to use purchase orders, they can
buy inventory directly by writing a check or entering a credit card transaction.

Creating purchase orders

When you order items from a vendor, you create a purchase order.

To order a product using a purchase order:

1

3
a4

From the Vendors menu, choose Create Purchase Orders.

QuickBooks displays the Create Purchase Orders window.

& Create Purchase Orders E][Elgl

A previous B next Esava @Prlnt 2 @E-mal\ = aFlnd &4 speling QhHlstory =] Jourmal %Customlza v @Attach
wendor Drop Ship To Template | Prink Preview History

| 9 [custom Purchese 0... v

DATE
Purchase Order w Summary

Rock Castle Construckion
1735 County Road
Bayshore, CA 94326

ITEM DESCRIPTION QTY RATE CUSTOMER AMOLUNT | Recent Transactions

~
w
Yendaor
Message
Tokal

Tobeprinted [ To be e-mailed

Notes

Memnl | [ Save B Close ] I Save B New 1 [ Claar ]

You use the Create Purchase Orders window to enter the products you wish to order,
the quantities, and the vendor. As you fill in this information, QuickBooks
automatically calculates purchase order number, item cost, and total cost.

Notice that QuickBooks has already entered today’s date and a sequential purchase
order number.

In the Vendor field, choose Perry Windows & Doors from the drop-down list.

Notice that QuickBooks displays all of the information about
Perry Windows & Doors in the appropriate places on the purchase order form.

In the Item column, select Frames:Exterior Frame from the drop-down list.
In the QTY field, type 10.
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5 Inthe Vendor Message field of the purchase order, type Please rush ship this order.

Your Purchase Order should resemble the following figure.

& Create Purchase Orders |ZHE|E|
A previous B next Esava @Prlnt v @E-mal\ v aF\nd & Speling El:t.Hlstory 5] Journal Eﬁcustomlze @ @Attach

wendor Drop Ship To Templake | Prink Preview Perry Windows & Doors
»
v w ...
Perry Windows & Doors ‘ | |Custnm Purchase O, ‘ R
AT Summary
Purchase Order 12{15/2015 40
- Phone 415-555-5933
Open balance 9,985.00
Perry Windows & Doors Rock Caste Construction PO to be recaived 2
P.0. Box 5033 1735 County Road -
Bayshore CA 94326 Bayshore, CA 94326
Expected
ITEM DESCRIPTION QT RATE CUSTOMER AMOUNT ‘ Recent Transactions CuiickReport
|Frames:Exterior... |Standard exterior door 10 20.00 200.00 ‘ e’ 12/15/15 Eill Pmt -Check 6,935.75
fienes o nssn 130.00
_ = 12/04{15 Eill 2,400.00
;?522;& Flease rush ship this order 12j02/15 il 50,00
- Tokal 200.00 11/28/15 [tem Recsipt 3,280.00
Motes Edit

Tobeprinted [ To be e-mailed

Memnl [ Save & Clase ] [ Save & New ] [ Clear

6 Click Save & Close to record the purchase order.

After you have created a purchase order, QuickBooks adds an account to the chart of
accounts called Purchase Orders. This is a non-posting account and does not affect your
balance sheet or income statement. The Purchase Orders account is used to produce a
QuickReport showing current purchase orders so you always know what is on order.
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Getting a report of purchase orders

To get a chronologically ordered report of all the purchase orders
you have written:

1 From the Lists menu, choose Chart of Accounts.
2 In the chart of accounts, click Purchase Orders once to select it.

You may need to scroll to see it. By default, QuickBooks lists non-posting accounts
at the bottom of the list.

3 Click the Reports menu button and choose QuickReport: Purchase Orders.

QuickBooks displays a report of all purchase orders.

¥l Account 0uir.k.Repurt
a « | From 10;01;2015- Ta 12;15;2015- Sort By |Default v
l:12:0 Rock Castle Construction
121515 Account QuickReport
Accrual Basis As of December 15, 2015
& Type & Date < Hum_ + Hame 3 Memo & Split 3 Amount %+
Purchase Orders
» Purchase Order 100012015 13 McClain Appliances Jacohsen k... -SPLIT- -210000 4
Furchase Order 10012015 14 MeClain Appliances Coak Kitchen -SPLIT- -1,7&80.00
Purchase Order 10052015 15 Perry Windowws & .. -SPLIT- -1,500.00
Purchase Order 10/06:2015 16 Larson Flooring Pretel-155W...  Subcontractors -G,400.00
Purchase Order 10102015 17 Timberloft Lumber Carperter 2., -SPLIT- -14 73000
Purchase Crder 10172013 18 wheeler's Tile Etc. hiaterialz -266.00
Purchase Ordar 10M 72015 20 MeClain Appliances -SPLIT- -3,065.00
Purchase Crder 101712015 21 Draigle Lighting Job Materials -163.25
Furchase Order 10172015 19 Thaomas Kitchen &.. aterials -1,897.00
Purchase Order 10M 72015 22 Perry Windowws & .. -SPLIT- -180.75
Purchase Order 1052052015 23 Thomas Kitchen &...  Abercrombie...  -SPLIT- -2,320.00
Purchase Order 1002202015 24 Perry Windowws & . -SPLIT- -3,530.00
Purchase Order 1052412015 25 Perry Windows & . Inventory &s.. -510.00
Purchase Ordar 11062015 26 Timbetloft Lumber Pretell- 75 5. -SPUT- -6,075.00
Purchase Crder 11182015 27 Perry Windows & ... Pretell 75 Su...  -SPLIT- -7,520.00
Furchase Order T ME20MS 25 Perry Windows & . -SPLIT- -2,325.00
Purchase Order 1142612015 H Perry Windows & ... playhouse Jok Materizls -50.00
Purchase Order 1112612015 30 Larson Flooring playhousze Iaterials -40.00
Purchase Order 110262015 32 Timberloft Lumber playhouse -SPLIT- -80.50
Purchase Order 1112612015 29 Patton Hardware 5. -SPLIT- -13,635.00
Purchase Ordar 110282015 33 Perry Windows & .. Invertary A=, -2,400.00
Purchase Crder 1113052015 34 Patton Hardware 5. -SPLIT- -3458.20
Furchase Order 121012015 35 Draigle Lighting Job Materialzs -571.32
Purchase Order 121032015 36 Larzon Flooring -SPLIT- -4 720,00
Purchase Croer 121082013 a7 wheeler's Tile Etc. hiaterials -16G .40
Purchase Order 121202015 38 L Plurmbing Job Materizls -403 .40
Purchase Order 121512015 39 Draigle Lighting Job Materials -65.00
Purchase Ordar 12152015 40 Perry Windows & .. Invertary A=, -200.00
Tatal Purchaze Orders -61,244 52
TOTAL -81,244.82

Notice the purchase order you have just created is at the bottom of the report.
4 Close the QuickReport.

5 Close the chart of accounts.
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Receiving inventory

When you receive the items you have ordered with your purchase order, you have to
enter the items into inventory. You can receive items with a bill or without a bill.

This exercise shows you how to enter into QuickBooks inventory items you’ve received
when the bill for those items will follow later.

To receive inventory without a bill attached:
1 From the Vendors menu, choose Receive Items.

QuickBooks displays the Create Item Receipts window.

‘B Create Item Receipts
& previous [ Next Esave aFind %History = Journal @ Attach
Bill R d 7
[ Bill Receive Histary
Y |
verdar | M Date 12{15/2015 . Summary
Item Ref. No.
[]
Receipt Total 0.0

Memo  Received items (bill ko Follow)

Expenses 40,00 | Items $0.00 |

Item Description Oty | Cost Amaunk Custamer: Job Billa‘.‘A Recent Transactions

v Notes
Select PO
Clear Splits Recalculate Save & Close ] [ Save & Mew ] [ Clear

The Create Item Receipts window lets you enter information for inventory parts
you've received.

2 Inthe Vendor field, choose Perry Windows & Doors from the drop-down list and
press Tab.
QuickBooks tells you that there are open purchase orders for this vendor and asks if
you wish to receive against one of these orders.
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3 Click Yes.
QuickBooks displays the Open Purchase Orders for Perry Windows & Doors.

Open Purchase Orders ['S__<|
Yendor | el
Select a Purchase Order ko receive
J | Date PO Ma. Mema
[ iofzzfz015 24 | Help
11/18/2015 27 Pretell 75 Sunset office building

12/15/2015 40

4 Click the third purchase order (#40, dated 12/15/2015) to select it.
QuickBooks places a checkmark in the left-most column for the item selected.

5 Click OK to move the information to the item receipt.

The Create [tem Receipts window should resemble the following figure.

CEX

‘B Create Item Receipts

M previous P next [ save | €L Find Ty History 5] Jounal | (] Ateach
Eill Received 7
AEnpemtz Perry Windows 8 Doors
I
Edit Yendor
vendar Perry Windows & Doors hd Date 12{15/2015 . Summary
Item Ref. Ho. Phare 415-555-5933
] Open balance 9,985.00
Rf;;fllpt Total Y POs to be received 3
Memo  Received ikems (bill ko Follow)
Expenses $0.00 | Items $200.00 |
Item Description Qby | Cost Amount | CustomeriJob | B | PO Mo, Recent Transactions QuickReport
Frames:Exte. .. |Standard exterior,., [ 10 20,00 200,00 40 £
12/15/15 Eill Prat -Check £,935.75
= 12/11/15 Eill 130,00
12/04/15 il 2,400.00
120215 il 50,00
11/28/15 [tem Receipt 3,250,00
2 Motes Edit
[ selectr | [ clear Gtys | [ shewpo |
Clear Splits Recalculate [ Save & Close ] [ Save & Mew ] [ Clear ]

6 Click Save & Close to process the receipt.

QuickBooks processes the items and adds them to your inventory. If you display the

Item list, you'll see that you now have 10 additional door frames on hand.
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Entering a bill for inventory

If you've entered an item receipt for inventory, but the bill hasn't arrived yet, you can
still record the bill amount in QuickBooks. Entering the bill as shown in this exercise
records the amount in your accounts payable account so you can track how much you
owe.

When the bill comes, you pay the bill just like you would pay any other bill in
QuickBooks (from the Pay Bills window).

To enter the bill:
1 TFrom the Vendors menu, choose Enter Bill for Received Items.

QuickBooks displays the Select [tem Receipt window, where you can select the
vendor and the item for which you have a bill.

Select Item Receipt

Choose the Item Receipt which corresponds ko wour bil Cancel
Date Ref Mo, Merna

Help

2 Inthe Vendor field, select Perry Windows & Doors in the drop-down list
and press Tab.
QuickBooks fills in the Date and Memo fields with information that corresponds to
your bill.

3 Select “Received items (bill to follow),” dated 12/15/2015.

Wendar Perry Windows 8., %

Choose the Item Receipt which corresponds to vour bill Cancel

"
Received items (bill to Follow) st

Received items (bill to Follow)
Received ibems (bill to follow

| |Received items (bill to Follow)
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4 Click OK.
QuickBooks displays the Enter Bills window.

B Enter Bills
W Previous T Next E Save aFind Qh History =] Journal @ Attach
Bil Received Perry Windows & Doors
»
T — Eckt endor
Summar
Vendor ZOEY 5 v Dae 12{15/2015 () L4
Fhone 415-555-5933
Address |PErTy Windows & Doors Reicy — Open balance 10,185.00
P.0, Box 5033 .
Bayshore CA 94326 Amount Due 200,00 POs to be received z
Bill Due. oui14iz016 (]
Terms  Ret 30 v Discourtt Date
Mermo
Recent Transactions QuickPeport
E; 0.00 | Ik 200.00
ERENSES T T g | 12/15/15 Ltem Receipt 200,00
Item Description Oky | Cosk Amount Customer:Job | B.. | PO No, | 12/15/15 Bill Pt -Check, 6,935.75
[Frames:Exte... [Standard exterior 10| =zoo0| 20000 40 ~ 12{11/15Eill 130,00
door frames 12{04/15 Eill 2,400.00
12402415 Eill 50,00
Notes Edit
v
[ Select PO ] [ Clear Qtys ] [ Show PO ] Time
Clear Splits Recalculate [ Save & Close ] [ Save & Mew ] [ Rewvert ]

5 Click Save & Close.

6 Click Yes if another dialog box appears.
QuickBooks changes the item receipt to a bill in the Accounts Payable account and
lists the bill in the Pay Bills window. If you look at the Accounts Payable, you'll see

that the balance increased by $200.00, based on the bill entered for
Perry Windows & Doors.

Because you must have inventory on hand before you can enter a sale for inventory
parts, we recommend that you enter your item receipts before entering sales.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the bill payment.

Account Title Debit Credit
Accounts Payable $200.00
Inventory Asset $200.00
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Manually adjusting inventory

When you have spoilage or send out samples of your products, you can adjust your
inventory manually.

To adjust the inventory manually:

1 Onthe Home page, click the arrow next to Inventory Activities and choose Adjust
Quantity on Hand.

QuickBooks displays the Adjust Quantity/Value on Hand window.

= Adjust Quantity/Value on Hand
& previous B Hext

il attach

Adjustment Type

Adjustment Date | 12/15(2015 [E] Reference Mo,

Adjustment Account | w Customer: Job | w

Add Multiple Ttems. ..

Item Description Oty on Hand | Mew Quantity Oty Difference
~
v
Memo Total Yalue of Adjustment 0.00
Mumber of Ikem Adjustments 1]

Item Info After Adjustment

Quantity on Hand
Avg Cost per Tkem

Yalue [ Save & Close ] [ Save & New ] [ Clear

The Adjust Quantity/Value on Hand window lets you enter the adjustment
account, and either the New Qty or the Qty Difference.

Since two wood interior doors were damaged, you’ll adjust the inventory account
to remove two doors.

You may want to point out to students that they can also adjust inventory value
without affecting quantities by selecting the Value Adjustment checkbox.

2 Inthe Adjustment Account field, type Inventory Adjustment and press Tab.

3 Click Set Up in the window telling you that Inventory Adjustment is not in the
account list.

QuickBooks opens the Add New Account window.
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4 In the Account Type field, choose Expense from the drop-down list, if it is not
selected already.

Account Mame |Invent0rv Adjustment

[ subaccount of

Opkional

Descripkion

Mote: |

Tax-Line Mapping | <Unassigned > w | HowdoI choose the right tax line?

[ Save & Close l ’ Cancel

5 Click Save & Close to close the Add New Account window.

6 Clickin the Item column and select Wood Door: Interior.
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7 In the Qty Difference column for Wood Door:Interior wood door, type -2 (the
number of damaged doors), and then press Tab.

QuickBooks calculates the value adjustment and decreases the inventory by two
items.

= Adjust Quantity/Value on Hand
& previous B Hext

il attach

Adjustment Type Quantity and Total Yalue |
adjustment Date | 12{15/2015

Adjustment Account | Inventory Adjustment v

Referenc

Customer: Job w

eMo. |1

Add Multiple Ttems. ..
Item Description Oty on Hand | Mew Quantity Oty Difference
‘Wood Door: Inkerior * |Interior wood door 37 35 -2
v
Memo Total Yalue of Adjustment -137.00
Mumber of Ikem Adjustments 1
Item Info After Adjustment
Quantity on Hand 35
Avg Cost per Tkem 65,50
Yalus 2,397.50 Save & Close ] [ Save & New ] [ Clear

8 Click Save & Close.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the inventory adjustment.

Account Title Debit Credit
Inventory Asset $137.00
Inventory Adjustment $137.00

QuickStart Tip

The inventory valuation reports in QuickBooks break down the value of your inventory
and give you several statistical measures of its value. The valuation summary report shows
the quantity on hand, average cost, asset value, % of total asset value, retail value, and %
of total retail value for each of your inventory items. The valuation detail report lists the
opening balance, ending balance, and every transaction (purchase or sale) that has
affected the inventory value of each inventory item during the period of time

covered by the report.

294



LESSONT1O0

Tracking finished goods

QuickBooks Premier products let you track the building and sale of finished goods using
assembly items. When you define assembly items, you tell QuickBooks how many of
each inventory item is needed to create the finished product.

Inventory assembly items allow you to create an item that contains assembled material
units (finished goods) you buy or produce, track as inventory, and resell. You can keep
track of how many items remain in stock after a sale, how many items you have on
order, your cost of goods sold, and the value of your inventory. Note that inventory
assembly items in QuickBooks are appropriate for indicating “light” assembled items
on sales forms and in reports. QuickBooks does not track inventory throughout a
manufacturing process.

You must have a QuickBooks Premier product to create and build inventory assembly
items. Afterwards, you can use any desktop for Windows edition of QuickBooks to view,
sell, and report on existing assembly items.

Deciding whether to use group items or create
inventory assemblies

Both group items and inventory assembly items record a group of items as a single entry
on purchase or sales forms in QuickBooks. (Group items are available in
QuickBooks Pro and higher editions.)

Refer to Handout 6, “Group vs. inventory assembly items” for more information about
choosing between group and inventory assembly items.

Using group items

Group items are useful for quickly entering a group of individual items that you've
already set up as single items on your list and often sell together.

Group items let you track the items you sell in greater detail. For example, a
construction firm that remodels houses could set up a group item that lists the
significant components of a remodeling job: lumber, carpentry hours, markup, etc.
Sales reports for the company would then show income broken down by each
component instead of a single lump sum for all remodeling jobs.

If you need to track a lot of detail about your items but you also want to give your
customers simple, uncluttered invoices, you can use group items to do both. You can set
up a group item so that the printed version of an invoice reduces a group item to a single
line item and one amount. Yet when you view the invoice on your screen, you see a
separate line entry and amount for each item in the group.

Group items also give you a way to enter a great amount of line item detail quickly. On
a sales or purchase form, all you have to do is enter the name of the group item—
QuickBooks fills in all the details about the items in the group for you.
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Using inventory assemblies

When you build an assembly, an assembled unit is automatically added to quantity on
hand and its component parts (inventory items or other assembly items) are
automatically deducted from quantity on hand. By using assembly items, you always
know how many assembled and component items you actually have in stock.

You can specify a price for an assembly that's different than the sum of component
items.

You can easily access the date items were assembled, quantity and cost of assembled
items, and a detailed bill of materials.

You can set a build point and QuickBooks will automatically remind you to build
finished goods when stock is running low. At build time, QuickBooks will notify you if
you don't have enough component items in stock to build the specified number of
assembly items.

Note: The ability to create inventory assemblies is available only in QuickBooks Premier
and higher. To proceed through this exercise, you must be using a QuickBooks Premier
or higher edition.

Setting a default markup

With QuickBooks, you can add a markup to your basic costs by entering a default
markup percentage. QuickBooks uses this percentage to calculate the sales price of items
that have both a cost and a sales price.

You'll see the effect of the default markup percentage when you create inventory part,
non-inventory part, service, and other charge items. When you enter the item's cost,
QuickBooks calculates the sales price and enters it in the Sales Price field. For example,
entering a cost of $10.00 when the markup is 25% causes QuickBooks to fill in the sales
price as $12.50. If you don't want to use the default markup for an item, you can change
the sales price that QuickBooks fills in.
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To set the default markup percentage:
1 From the Edit menu, choose Preferences.

Click Time & Expenses in the left panel.

2

3 Click the Company Preferences tab.

4 In the Default Markup Percentage field, type 20 and press Tab.
5

In the Default Markup Account field, choose Construction.

Your screen should look like this:

Preferences

& Bils ~ My Preferences | Company Preferences
~# Checki
B crecm Tine tracking
=34 Desktop Yi
T beskiop view Do you track time?
%,y Finance Charge
® ves Citio

Bp General DieFault

‘:'i Integrated Applicatio Eirst Day of Work Week

‘ Items & Inventory Also See:

Jobs & Estimates
= Invoicing options General
T Multiple Currencies : ‘
Create invoices from a list of time and expenses Sales an

% Ravents O F Customers
@ Pavroll & Emplovees |:| Track reimbursed expenses as income b 4

s obs an

7 Remind -
% Sminders Default Markup Percentage | 20,0% Elas

¥l Reports & Graphs

3 Sales & Customers Default Markup Account

l§| Sales Tax

=% Search
Send Forms
% Service Connection

|_?| Spelling

22| Tax: 1099

-

6 Click OK.

You'll see the effects of this markup percentage in the next exercise.
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Adding a labor item to use in assemblies

Suppose you have plans to sell all the items needed for installing a door as a kit. You'll
also need to account for the labor needed to assemble the kit. To do this, you'll create an
“Assembly Labor” item.

To create a labor item to use in assemblies:

1
2

a b~ W

0o

From the Lists menu, choose Item List.

Click the Item menu button and select New.
QuickBooks displays the New Item window.

In the Type field, select Service.

In the Item Name/Number field, type Assembly Labor.

Click the checkbox for “This service is used in assemblies or is performed by a
subcontractor or partner.”

The New Item window expands so you can enter details that will be used for this
item in both sales and purchase transactions.

New Item
Use For services you charge for or purchase, like
ervice - it ) -
specialized labor, consulting hours, of professional
feas,

Ttern Mamefhumber [ subitem of —
e ] |
Spelli
Unit of Measure

iThis service is used in assemblies or is performed by & subcontractor or partneri

|:| Iterm is inactive

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Expense Accounkt | w | Tax Code Tax w
Preferred Wendor | w | Income Account | w

Hows can T set rates by customers or emplovees?

In the Description on Purchase Transactions field, type Direct Labor, and then press
Tab.

In the Cost field, type 20, and then press Tab.

QuickBooks automatically enters the Sales Price based on the 20% markup you set
in the Company preferences.

From the Expense Account drop-down list, choose Payroll Expenses.

From the Tax Code drop-down list, choose Non-taxable Labor.
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10 From the Income Account drop-down list, choose Construction:Labor.

Your screen should look like this:

New Item

Type K
Service Use For services wou charge For or purchase, like
specialized labor, consulting hours, or professional Cermeel
fees.

Mext
Ttem Mamefumber [ Subiter of

Custam Fields
Assembly Labor

Spelli
Uit of Measure (sl

|:| Iterm is inactive
This service is used in assemblies or is performed by a subcontractor or partner

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Direct Labor Direct Labor
Gt 20.00 Sales Price 24.00
Expense Account | Payroll Expenses w | Taz Code LBR. hd
Preferred Yendor w | Income Acocount  |ComstructioniLabor (v

Hows can I set rates by customers or employees?

11 Click OK.

Creating inventory assembly items

Creating assembly items in QuickBooks is a two-part process: first you define an
assembly item, and then you build the assembly. Assembly item units are not added to
inventory and assembly components (inventory parts or other assemblies) are not
deducted from inventory until you build the assembly.

Inventory assembly items can include inventory part and other assembly items. You
can also include the costs associated with building the assembly item by adding
non-inventory part items, service items, and other charge items to the Bill of Materials.

All items included in an inventory assembly item must be defined in the Item list. You
can define them before you create the inventory assembly item, or as you create the
assembly item.

In addition to selling individual items, Rock Castle sells pre-assembled exterior door
kits. In this exercise, you define the assembly item for the exterior door kits. All of the
component items are already defined in the Item list.
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To create an inventory assembly item:

1

w

6
7

In the Item List, click the Item menu button and select New.
QuickBooks displays the New Item window.

In the Type field, select Inventory Assembly.

In the Item Name/Number field, type Exterior Door Kit.

Type 199in the Cost field, and then press Tab twice.

QuickBooks calculates the Sales price based on the cost you enter in this field and
the default markup percentage as set in the company preferences. Leave the COGS
Account as is.

In the Description field, type Complete exterior door kit, and press Tab.

The New Item window should resemble the following graphic.

New ltem

Twpe k.
Use for inventory items that vou assemble from other inventory
items and then sell, Cancel

what's the difference between an Inventory Assembly and a Group?

Inventory Assembly |

) Mext
Item MamefNurber [ Subitem of

Exterior Door Kit Custarn Figlds

11 purchase this assembly ibem from a vendor Speling

Rk

Lnit of Measure Print. ..

Cost What is this cost? COGS Account
199,00 Cost of Goods Sold v

|:| Item is inackive

Descripkion

Complete exterior door kit

Sales Price Tax Code Income Account
m Tax w L3

Eill of Materials

Ikem Description Type Cost Qb Total | Edit: Item. ..
A
Full Yiew. ..
v
Tokal Bill of Materials Cast: 0.00
Inventory Information
Asset Account Build Paink On Hand Total Value s af
Inventory Asset v 0,00 0,00 | | 12/15/2015

QuickBooks allows you to set any price for assembled items; the price is
independent of the sales price of the component items. You could change this
amount if you wanted.

The Sales Price reflects the cost plus the 20% markup you entered in preferences, so
leave it as is.

In addition, the tax code for the assembled item and the component parts can be
different.

In the Income Account field, select Construction:Materials from the list.

In the Bill of Materials section, click in the Item column.
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8 In the Item drop-down list, select Frames:Exterior Frame, and then press Tab.
9 Inthe Qty field, type 1, and then press Tab.

10 In the Item drop-down list, select Hardware:Doorknobs Locking Exterior, and then
press Tab.

11 In the Qty field, type 1, and then press Tab.

12 In the Item drop-down list, select Hardware:Brass Hinges, and then press Tab.
13 In the Qty field, type 3, and then press Tab.

14 In the Item drop-down list, select Wood Door:Exterior, and then press Tab.
15 In the Qty field, type 1, and then press Tab.

16 In the Item drop-down list, select Assembly Labor, and then press Tab.

17 In the Qty field, type 1, and then press Tab.

The New Item window should resemble the following graphic.

New Item

Type K
Use for inventory items that you assemble from other inventory
iterns and then sell,

What's the difference between an Inventory Sssembly and a Group?

Inventory Assembly |+
Cancel

) Mexk
Ttern NamefMumber ] Subitem of

Exterior Door Kit Custom Figlds

[11 purchase this assembly item From a wendar Speling

Uit af Measure Print...

Cost What is this cost? COGES Account
199,00 Cost of Goods Sold v

bk

D Ikem is inactive

Description

Complete exterior door kit

Sales Price Tax Code Income Account
235,80 Tax b Construckion:Mat,.. | %

Bill of Materials

Item Description Twpe Cost Oty Tokal | Edit Item. ..

Hardware:Br.,, |Standard brass ... |Inv Part 3.00 3 9,00
Wood DoorE... [Exterior wood .., |Inv Part 105,00 1 105,00
Assembly Labor |Direct Labor Service 20,00 1 20,00
| b |»
Total Bill of Materials Cost: 199,00

Inventory Information

Asset Account Build Paink On Hand Takal Walue &5 of

Inventory Assek W 0.00 0.00| | 12f15/2015

You can edit the Bill of Materials for an assembly item at any time. However,
assembly revision history is not tracked; if you need to build a previous version of
an assembly, you need to edit the assembly and re-enter the original bill of
materials.
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Entering the build point

You can have QuickBooks remind you to build this assembly when your inventory
quantity reaches a certain level. (Assembly Items to Build must be turned on in the
Company Preferences for Reminders.) QuickBooks will remind you to build when the
combined value of the quantity on hand and the quantity on order (from a purchase
order) falls below the value displayed in the Build Point field. Reminders appear in the
Reminders window. In QuickBooks Premier or Enterprise Solutions editions, you can
rebuild directly from the Reminders list in any of these windows.

To enter the build point:
1 Inthe Build Point field, type 5.
2 Leave the On Hand and Total Value fields as they are.

The New Item window should now resemble the following graphic.

Type i
Use For inwentary items that you assemble from other inventary
items and then sell,

‘What's the difference between an Inventory Assembly and a Group?

Invenkory Assembly | »
Cancel

. Met
Ttem Mame Mumber [[] subiter of

Exterior Door Kit Custom Figlds

[11 purchase this assembly item From a wendor Speling

Unit of Measure Print...

Cost What is this cost? COGES Account
199.00 Cost of Goods Sold A

|:| Ikem is inackive

Descripkion

Complete exterior door kit

Sales Price Tax Code Income Account
238.80 Taw hd Canstruckion:Mat, ., |

Bill of Materials

Item Description Tvpe Cost Qby Total | Edit Ikem...
Hardware:Br.., [Standard brass ... |Inw Part 3,00 3 2,00 4
wiood Door:E. .. (Exterior wood d... |Inw Part 105.00 1 105.00
Assembly Labor |Direct Labor Service 20.00 1 20.00
|
Total Bill of Materials Cost: 199,00
Inventaory Information
Asset Acoount Build Point On Hand Total Value As of
Inventory Assek w | |5 0,00 0.00) |12/15/2015
3 Click OK.

4 Close the Item list.
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Building finished goods

Once you've created assembly items that define the pieces you build, you are ready to
enter the builds into QuickBooks. In this exercise, you build two exterior door kits for
Rock Castle.

To build an inventory assembly:

1 From the Vendors menu, choose Inventory Activities, and then choose Build
Assemblies from the submenu.

QuickBooks displays the Build Assemblies window.

N

In the Assembly Item field, select Exterior Door Kit from the drop-down list.
3 In the Quantity to Build field, type 2.

The Build Assemblies window should resemble the following graphic.

Build Assemblies E|E|g|
& Previous B Next @ #Attach
fssembly Them
|Exteri0r Doar Kik b |
= Date
Build Assembly 12152015 1
Quantity on Hand: 0 Buid Paint: 5
Quantity on Sales Order: 1]
Quantity Reserved For Other Assemblies: Ju]
Quantity Available: 0
Components Meeded to Build Exterior Door Kit
Item Description Twpe Gy ... Qby Meeded
Frames:Exterio,,, |Standard exterior door frames Inv Part |12 1} L
Hardware:Doaor,., |Standard exterior doorknobs Iy Part |50 1}
Hardware:Bras... |Standard brass hinge Inv Park  |475 1]
Wood Door:Ext... |Exterior wood door Iny Part |3 i}
Assembly Labor | Direct Labor Service o
»
Maximurmn number wou can build from the quantity on hand: 3
Quantity ko Build
Memo |
[ Build & Close ] [ Buidanew | [ Clear

QuickBooks warns you when you do not have sufficient inventory items on hand to
complete a build.

If you choose to build an assembly and do not have enough components in
inventory to build the number of assemblies you have specified, you can postpone
the build by marking it pending. If you don’t mark the build as pending, you have
to reduce the number of assemblies or you won’t be able to save the build.

You have enough inventory to build two assemblies, so you can proceed with the
build.

4 Click Build & Close.
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Understanding the effect of builds on inventory

When you build an assembly item, QuickBooks decrements the appropriate number of
individual inventory items from inventory and increments the number of inventory
assembly items. It takes the inventory asset value of the component items and transfers
the value to the assembly item. The parts and the values are combined into the quantity
and value of the assembly item.

To generate an item list, go to the Reports menu, choose List, and choose Item Listing
from the sub-menu.

The following graphic shows the number of component and built items before the
build. (Note that these graphics show reports that have been modified to show only the
information relevant to the inventory assembly item you created.)

Kl |tem Listing L_”Elﬁ_?l
Modify Repart. ... Memorize... || Print... || E-mail * || Export... Hide Header Refresh | Sort By |Defaul:
B:0T/ARN Rock Castle Construction
1211515 Item Listing
December 15, 2015
% em e Description e Type + Quantity OnHand <+ Reorder Point +

Frames Inventary Part 1] t
Frames:Exterior Frame Standard exterior door frames Irverd 4ry Part 12 3
Frames:Interior Frame Standard interior door frame Invertory Part 9
Hatdware Invertory Part o
Hatdware:Brass hinges Standard brass hinge Invertory Part 475
Hatdware:Doorknobs Locking...  Standard exterior doorknobs Invertory Part a0 30 0
Hardware: Doorknobs St Standard Doorknobs Inventory Part 108 a0
Hardvware: Lk Doorknobs Locking irterior doorknobs Invertory Part 110 &0
Wiood Door Doors Invertory Part a
Wiood Door: Exterior Exterior wood door Invertory Part 3 El
Wyood Door: Interior Interior wwood door Invertory Part a7 B 3

The following graphic shows the number of component and built items after the build.

Il Item Listing
Modify Report... Memoarize... || Print... || E-mail » || Export... Hide Header Refresh | Sort By |Default
ELL Rock Castle Construction
1211515 Item Listing
December 15, 2015
@ tem k3 Description k3 Type <+ Quantity On Hand ¢+ Reorder Point <

Frames:Exterior Frame Stancard esderior door frames Invenitary Part 10 5 S
Frames:Interior Frame Stancard interior door frame Inventary Part |
Hardweare Invertory Part u]
Harcweare: Brass hinges Standard brass hinge Invertory Part 489
Harcdweare: Doorknobs Locking...  Standaed exderior doorknobs Invertory Part 43 30
Harchweare: Doorknobs St Standard Dootknoks Invertory Part 108 0 0
Harchweare: Lk Doorknobs Locking interior doorknobs Irvertory Part 110 a0
Wood Door Doors Inventory Part u]
‘winod Door: Exterior Exterior wood door Invenitary Part 1 5
‘Winod Door: Interior Initerior wood door Inventary Part 35 5
Exterior Door Kit Complete exterior door kit Invertory Assem 2 w
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Managing pending builds

A pending build is an inventory assembly build transaction that could not be finalized
because there were not enough component parts in inventory to build the specified
number of assemblies at build time. When a build is pending, “Pending” appears in the
Build Assemblies window to remind you that these assemblies haven't been built.

If you modity or delete a previous build transaction, or change inventory quantities or
the dates of purchase orders, invoices, or sales receipts, assembly builds that were
finalized could change to pending. Finalized builds change to pending when the
quantity of at least one component drops below the quantity needed to build the
specified number of assemblies on the build transaction date. You can use the pending
builds report to see a list of all builds that are currently pending.

In addition, you can choose to manually mark a build as pending even if you currently
have enough components in stock to build the specified quantity. This allows you to set
up build information but postpone building the assembly until later.

Disassembling inventory assemblies

There are several ways to disassemble inventory assemblies and return component
items to inventory. You can do any of the following:

m  Usethe Adjust Quantity/Value on Hand window to adjust the quantity on hand for
each assembly component and the assembly item.

m  Reduce quantity to build in the Build Assemblies window and then click Build &
Close. The quantity of assembly units in inventory are decreased and the quantity
of component inventory parts are increased accordingly.

m  Delete a build transaction completely. The quantity of assembly units in inventory
is decreased and the quantity of component inventory parts is increased
accordingly, but this method completely removes the build transaction from
QuickBooks and should not be used if you want to maintain a record of the
transaction.

Selling finished goods

When assembly items appear on any form (for example a sales receipt or in a report),
their component items are hidden. Only the assembly name, description, and price
appear.

If you attempt to sell more assembly units than you have available in inventory,
QuickBooks warns you that quantities are insufficient to fulfill the order. If you decide
to go ahead with this transaction, the quantity on hand for the specified assembly
changes to a negative value. You can set a build point in the Build Assemblies window
to remind you when assembly stock is getting low and you need to build more units. If
you turn on reminders, a list of assemblies that need to be built appear in the Reminders
window.
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Using units of measure

Note: You must be using certain editions of QuickBooks Premier or QuickBooks
Enterprise Solutions to follow the exercises in this section. The exercises in the
remainder of this lesson require the use of editions of QuickBooks that support units of
measure functionality. Some of the exercises require the use of an edition that supports
single units of measure; others require the use of an edition that supports multiple units
of measure. You'll find a list of the editions that support single and/or multiple units of
measure below.

Using units of measure can show what quantities, prices, rates, and costs are based on.
You set up the units of measure and assign them to Service, Inventory Part,
Non-inventory Part, Inventory Assembly, and Group items. Some businesses need to
track transactions using only a single unit of measure, for example, a business buys
inventory by the gallon and sells by the gallon. Service businesses also may track by only
one unit of measure, such as by the hour. Other product-based businesses buy, sell, and
stock inventory items in multiple units of measure. A business may receive inventory in
one unit, store it in another, and sell and ship the items in a third unit of measure.
Service businesses might also use multiple units of measure, for example if they bill by
the hour and by the day.

QuickBooks provides two different ways or modes for assigning units of measure to
items: single unit of measure per item and multiple unit of measure per item. The
following editions of QuickBooks support only the Single Unit of Measure (U/M) Per
[tem mode:

m  QuickBooks Premier

m  QuickBooks Premier Non-Profit

m  QuickBooks Premier Professional Services

The following editions of QuickBooks support both the Single U/M Per Item and
Multiple U/M Per [tem modes:

m  QuickBooks Premier Accountant

m  QuickBooks Premier Contractor

m  QuickBooks Premier Manufacturing & Wholesale

m  QuickBooks Enterprise Solutions (all editions except Retail)

QuickBooks provides two ways to set up the unit of measure modes. You can turn on the
mode in Preferences, or you can turn it on through the Item list.
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Setting up single unit of measure mode

Note: You must be using one of the editions of QuickBooks Premier or QuickBooks

Enterprise Solutions that supports single units of measure to follow the exercises in this
section.

In Single mode you can assign different units of measure to different items, but each
item can have only one unit of measure assigned to it. If you buy, stock, and sell each

item by the same unit of measure, set up single unit of measure mode. For example,

choose this mode if you buy an item by the foot, keep track of itin inventory by the foot,
and sell it by the foot.

To set up single units of measure:

1
2
3

Select the non-inventory part item called Lumber: Decking.

Click the Item menu button and select Edit Item.

On the Home page, click Items & Services to open the Item List.

QuickBooks displays the Edit [tem window for the non-inventory part called
Decking.

Edit Item

Type

Use for goods wou buy but don't track, like office
supplies, or materials for & specific job Ehat you
charge back to the customer,

Ttern MarnefMurmber Subitern of Manufacturer's Part Murmber

|Decking | |Lurnber v| |

Urit of Measure

This item is used in assemblies or is purchased For a specific cuskomer: job

Purchase Information Sales Information
Description on Purchase Transactions Descripkion on Sales Transactions
Decking lumber Decking lumber
Cost 1.00 Sales Price
Expense Account |Job Expenses: Job M., » | Tax Code Tax w
Preferred Yendor |TimberIOFt Lurnber v | Income Account |Constructi0n:MateriaIs R4

k
Cancel
Custom Fields

Speling

[ 1tem is inactive
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4 To turn on the unit of measure feature, click Enable.
This starts the unit of measure wizard where you set up the base unit.

Choosing single units of measure lets you define a base unit. Rock Castle buys and
sells the decking lumber by the foot.

Enable the Unit of Measure (U/M) Feature

This feature lets wou assign units of measure bo wour items. The units will then appear on
forms and reports, Select the mode that is right For your business.

Lets vwou assign a single unit of measure ta each item.

L2, ) Multiple UM Per Ttem
Lets you define mulkiple units of measure--a base unit and any number of

conversions, IF wou buy and sell anitem in more than one unit of measure, you must
select this option,

Begin defining units of measure.

Unit of measure overyview

Help ] ’ Cancel

(4]

Select Single U/M Per Item.
6 Make sure “Begin defining units of measure” is selected and click Next.
You’ll next select the type or category of measure units.

7 Since Rock Castle will buy and sell by the foot, select Length as the unit of measure
type.

Unit of Measure f@

Select a Unit of Measure Type
If wou don't see the Unit of Measure bype wou need, select Other to create a new one,

() Count {each, box, case, dozen, etc.)

(%) Length {inch, Foot, vard, meter, etc.)é

() Weight (ounce, pound, kiogram, ekc.)

() Volume {quart, gallon, cubic vard, liter, ekc.)
() Area (square foot, acre, square meter, tc,)
() Time {minute, hour, day, etc.)

) Other

’ Back l [ Mlext Help ] ’ Cancel

8 Click Next.

Now, you select the base unit.
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9 Select Foot as the base unit.

X

Unit of Measure

Select a Unit of Measure

O Inch {in)

O ¥ard (yd)

) Mile i)

| ) Millimeter fmm)
) Meter (m)

) Other

(o ]

The base unit should be the smallest unit of measure used for an item when
purchasing it, tracking it in inventory, and selling it. In QuickBooks, the base units
of items are used to count inventory, generate most inventory reports, and perform
quantity-related calculations.

10 Click Finish.
11 Click OK in the Edit Item window and close the Item List.

Setting up multiple units of measure

Note: You must be using one of the editions of QuickBooks Premier or QuickBooks
Enterprise Solutions that supports multiple units of measure to follow the exercises in
this section.

If you buy, stock, or sell items in different units, set up multiple units of measure. For
example, choose this mode if you buy an inventory item by the gallon and sell it by the
ounce, or if you sell consulting services by both the hour and the day.

If you choose Multiple mode, you define unit of measure sets that you can assign to
items. A unit of measure set consists of a base unit (usually the smallest unit used to track
a certain type of item) and any number of related units (defined as containing a certain
number of base units). For example, you could create a unit of measure set called
“Length by the inch” with a base unit of inch and related units of foot (containing 12
inches) and yard (containing 36 inches).
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With Multiple mode, you can change or convert the unit of measure when you enter an
item on a transaction form, such as an invoice or purchase order. For example, suppose
you have an item called Cable that you've assigned a unit of measure set that contains
the inch, foot, and yard units of measure. If you enter Cable on an invoice with a
quantity of 30 feet, you could then change the unit of measure to yards (causing 30 feet
to become 30 yards) or convert the unit of measure to yards (causing 30 feet to become
10 yards).

Rock Castle purchases and sells inventory items in different units of measure. To track
the different units of measure, you need to turn on multiple units of measure.

Turning on multiple units of measure mode

Depending on how your company file has been set up, you turn on the multiple units
of measure mode in one of two ways. If your file has not yet been set up with units of
measure, skip ahead to the procedure on page 311.

If your file has already been set up with single units of measure (as with the gblesson
company file, you'll need to switch from single to multiple mode. Follow the next
procedure.

To switch from single to multiple units of measure:
1 From the Edit menu, choose Preferences.

2 Click Items & Inventory, and then click the Company Preferences tab.

Preferences g|
—b Bills V. My Preferences Company Preferences
l;_.ﬁ Checking Purchase Orders and Inventory
#Y¥ Desktop View Inventory and purchase orders are active.; Trackinventory by location, .. I

H
% Finance Charge
‘Warn about duplicate purchase order numbers,
P General Diefault

‘When calculating Quantity Awvailable For my inventory, deduct:

fi Integrated Applicatio
Quantity reserved for Pending Builds Quantity on Sales Orders

Iten Iy Also See:
{= Jobs & Estimates ‘Warn if not enough inventory to sell,
wWhen the quantity I want ta sell exceeds  (0) Quantity On Hand

= Multiple Currencies
(®) Quantity Available Sales and
%‘ Payments Customers

@ Payroll & Employees
@ Reminders

¥l Reports & Graphs
1 T Single UfM Per Ttem v
lg| Sales Tax

&4 Search
Send Forms

% Service Connection

E Speling
[ Tax: 1099
8] Time & Expenses

General

Unit of Measure

v

w

From the U/M drop-down menu, choose Multiple U/M Per Item.
Click OK.

D

5 Click OK at the message that appears to notify you that QuickBooks must close all
open windows to switch to multiple units of measure.

6 Continue with the procedure in “Assigning units of measure to items” on page 312.
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Turning on unit of measure for the first time

If you are not using the QBLESSON sample file and your company file has not been set
up with units of measure, follow this procedure.

To turn on multiple units of measure in a company file the first time:
1 From the Edit menu, choose Preferences.

2 Click Items & Inventory, and then click the Company Preferences tab.

=
=
i
T
g
©
w

B Accounting A My Preferences Company Preferences
_é Eills Purchase Orders and Inventary
L;_._g Checking Inventory and purchase orders are active.; Trackinventory by location, .. I
H
#34 Desktop Yiew
X ‘Warn about duplicate purchase order numbers,
% Finance Charge Default
B General ‘When calculating Quantity Available For my inventory, deduct:
Quantity reserved for Pending Builds Quantity on Sales Orders

fi Integrated Applicatio Also See:
I, ‘Warn if not enough inventory to sell,

JEN

b4 Jobs & Estimates - wWhen the quantity I want ta sell exceeds  (0) Quantity On Hand e
) ) (®) Quantity Available Sales and
= Multiple Currencies Customers
% Payments
@ Payroll & Employees
e _ Unit of Measure
@ Reminders

i Reports & Graphs

1 Sales & Customers
lg| Sales Tax

&4 Search

Send Forms

% Service Connection

E Speling

[ Tax: 1099
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3 Inthe U/M section, click Enable.

Preferences E|
—b Eille ¥ MMy Preferences | Company Preferences |
ﬁ Checking Purchase Orders and Invenkory
#9# Desktop View Inventory and purchase orders are active,; Trackinventory by location. ..

H
%y Finance Charge m
‘Warn about duplicate purchase order pumbers,
®a General Default
=ri Inteqrated Applicatio When calculating Quantity Available For my inventory, deduct:
Cuantity reserved For Pending Builds Quantity on Sales Orders
Also See:
{= Jobs & Estimates ‘Warn if not enough inventary ta sell, cereral
E’l Multiple Currencies ‘When the quantity T want to sell exceeds () Quantity On Hand
() Quantity Available Sales and
% Payments Customers
@ Payraoll & Emplovees
‘% Reminders :
Unik of Measure
¥ Reports & Graphs
% Sales f Customers |Single 1UfM Per Ttem A
|§°| Sales Tax
&4 Search

Send Forms
% Service Connection
E Spelling
22| Tax: 1099
[ Time & Expenses

v

4 Select Multiple U/M Per Item.
Click Finish.

QuickBooks returns to Preferences.

(4]

6 In the Preferences window, click OK.

7 Click OK if a message appears to notify you that QuickBooks must close all open
windows to switch to multiple units of measure.

8 Continue with the procedure in the next section.

Assigning units of measure to items

Rock Castle sells countertops that can be customized according to a customer’s wishes.
One customer who is remodeling a kitchen wants Italian marble for the countertop.
Rock Castle has a non-inventory part item called Counter for materials they purchase
on behalf of a customer but that they don’t normally carry in stock. Rock Castle
purchases the marble in square meters, but charges the customer by the square foot. To
track the different units of measure, you'll assign units of measure to items.

To assign multiple units of measure:
1 Click Home on the icon bar to open the Home page.

2 Onthe Home page, click Items & Services to open the Item List.

3 Select the non-inventory part item called Counter.
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4 Click the Item menu button and select Edit Item.

QuickBooks displays the Edit [tem window for the non-inventory part called
Counter.

Edit Item

Twpe K
Nar-invertory Part | % Use F_or goods vau buy but donl; Fra_:ck, like cffice

supplies, or materials for a specific job that yau Cancel
charge back ta the custamer.

Custom Fields
Ttern Mame/Mumber [ subitern of Manufacturer's Part Number

| Counker | | | |

| Spelling

Uit of Measure

UjM Set || o

|:| Item is inackive

This item is used in assemblies or is purchased For & specific customer: job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Customn made counker top Custom made counter top
Cost 20,00 Sales Price 35,00
Expense Account |Job Expenses:Job M., % | Tay Code Tax w

Preferred Yendor |Thc.rnas Kitchen & Bath w | Income Account |Construction:Materials v

5 In the Unit of Measure section, click Enable.
6 For U/M Set, enter Area and click Tab.
7 Click Set Up.

This starts the unit of measure wizard where you set up the base unit and any related
units.

Choosing multiple units of measure lets you define a base unit and multiples of that
base unit. Since Rock Castle buys the marble countertop in square meters and sells
the countertop in square feet, you define a measure set for area.

313



Setting up inventory

8 Select Area as the unit of measure type.

You'll be defining a measurement set called Area that consists of a base unit and
related units.

Unit of Measure _'

Select a Unit of Measure Type

If wou don't see the Unit of Measure bype wou need, select Other to create a new one.
() Count (gach, box, case, dozen, etc.)
() Length {inch, foot, yard, meter, etc,)
() Weight {ounce, pound, kilogram, etc.)

Wolume {quart, gallon, cubic ward, liter, etc.
Wl £, gall bi d, lit i

(%) firea (square foot, acre, square meter, ete, )i

() Time {minute, hour, day, stc,)
() Other

Help ] [ Cancel

9 Click Next.
10 Select Square foot (sqft) as the base unit.

The base unit should be the smallest unit of measure used for an item when
purchasing it, tracking it in inventory, and selling it. In QuickBooks, the base units
of items are used to count inventory, generate most inventory reports, and perform
quantity-related calculations.

Unit of Measure rg

Select a Base Unit of Measure

uareFoot(sqFt When you create inventory items, the base unit of

boYEs) - measure should be the smallest increment used ta track
() square inch (sgin) the iterm.
|
or example, if you buy screws in bags o LUk Use
: (O Square yard (sqyd) F le, if you b in bags of 100 but
: one o bwo at a ktime, wou should select a base unit of
s, ) Square meter (sqm) "each” instead of "1 bag of 100."
| © other

Back ] [ Mext Help ] ’ Cancel
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11 Click Next.

QuickBooks displays the window where you define the units related to the base
unit. Related units make it possible to show quantities of the same item in different
measurements in different places in QuickBooks. Rock Castle purchases the marble
by square meter, counts thatitem in inventory by the square yard, and sells it by the
square foot. By creating a unit of measure set with a base unit of square foot and
related units of square meter and square yard, you can enter a quantity of square
meters on a purchase order, show the item in square yards on inventory reports, and
enter a quantity of square foot on an invoice.

12 Click in the Add column for Square Yard and Square Meter.

Notice that QuickBooks has already calculated the number of base units the related

unit contains in the # of sqft column.

Unit of Measure

Add Related Units

Click the Add field for each related unit vou want to add. To define additional units, dlick on

an empty line and Fill in the fields,

Base Unit

3

Add MName
4 |square yard
square rod

are meter

Abbreviation # of sgft
sqyd Q
sqrd 272.25109

a

1,076.39104

[ ek ]

[exk

Help

] ’ Cancel

13 Click Next.

Next, you'll select the default unit of measure to use when buying this item and

when selling and shipping this item.
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14 From the Purchase drop-down menu, select square meter.

Since Rock Castle buys by the square meter, that’s what you want to appear by

default on purchase orders for this item.

Unit of Measure

Select Default Units of Measure

Purchase

Used by defaulk For new line items on purchase forms,

-

Used by defaulk For new line items on sales Farms,

I

shipping

If selected, overrides the unit of measure on sales orders when printing pick lists,

x|

’ Back ] [ Mext l ’ Help ] ’ Cancel

]

15 Leave the Sales default as square foot and leave the Shipping default blank.

16 Click Next.
You need to give this measure set a name.

17 Click Finish to use the name Area.

QuickBooks returns you to the Edit [tem window. Notice that the Counter item has

been assigned the Area by the square foot measurement set.

Edit ltem

Type

Mar-inventary Park | Lse Fpr goods ¥ou bury but don t _trgck, like office
supplies, or materials For a specific job that you
charge back ka the customer.

K
Cancel

Custom Figlds
Ttem Mame/Mumber [ subitern of Manufackurer's Part Number

[Counter | | | | | Speling

Unit of Measure

UM Set |Area:sqft v [ them is inackive

This item is used in assemblies or is purchased for a specific customer:job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Custom made counter kop Custom made counter top

Cost 20.00| per sgft Sales Price 35.00| per sqft
Expense Account | Job Expenses:Job M...[» | Tax Code m
Preferred Yendor | Thomas Kitchen & Bath » | Income Account | Construction:Materials |

M(=1[E

18 Click OK in the Edit I[tem window.
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Assigning measure sets

You can create several measure sets for your company that you can assign to items. You
just created a measure set for area for Rock Castle. Since Rock Castle buys and sells other
items using different measurements, you could create a measure set for count (each,
pair, dozen, and so on) and another one for length (inch, foot, yard, and so on). The
number of measure sets you create will depend on your business needs.

After creating the measure sets, you’ll need to go through the items in your Item List and
assign the unit of measure set to use for each item.

To assign a unit of measure set to an item:
1 Inthe Item List, select the non-inventory part item called Flooring.

Rock Castle also buys and sells flooring by area, so you can assign the Area measure
set to this item.

2 Click the Item menu button and select Edit [tem.

QuickBooks displays the Edit [tem window for the non-inventory part called
Flooring.

Edit Item H=1E3

K
Use For goods wou buy but don't track, like office

supplies, or materials For & specific job that you

Cancel
charge back ta the custarmer.
Custam Fields

Item MamefMumber [ Subitem of Manufacturer's Part Mumber -
| | | Speling

|FI00ring | |

Urit of Measure

U Set | ~|

|:| Ikem is inactive

[] This item is used in assemblies or is purchased For a specific customer: job

Descripkion Price:
Tax Code

3 Select Area:sqft from the U/M Set drop-down menu.
4 Click OKin the Edit Item window.
5 Close the Item List.
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Using units of measure on sales forms

Rock Castle needs to order the marble for the kitchen remodel. In this exercise, you
order the marble using a purchase order, and see how you could easily convert from one
unit of measure to another unit within the same measure set.

To convert units of measure on sales forms:
1 Inthe Vendors area of the Home page, click Purchase Orders.

2 On the purchase order, select Custom Kitchens of Bayshore.

Rock Castle orders the marble from this vendor.

w

Click in the Item column and select Counter.
4 In the Quantity column, type 10.

Your screen should resemble the following graphic.

& Create Purchase Orders E@l@l

W previous [P Mext [ save e@print - EdEmal -~ EyFind & speling By History =] Journal  [34 customize ~ ] Attach

Wendor Drop Ship To Template | Print Preview Custom Kitchens of Bayshore
L]
.. v e
Custom Kitchens of Bays | : | ‘Custom Purchase . | EERvErTar
Purchase Order i Summaty
12/15/2015  |@| [40
Fhone 415-585-2628
Email CEEservice@samplename. com
Custom Kitchens of Bayshore Rock Castle Construction Cpen balance 0.00
Butch Brown 1735 County Road AR
923 5, Industrial Way Bayshore, CA M326 eedkiimit 5,000.00
Suite 101 POs to be received i}
Bayshore, CA 94326
Expected
ITEM DESCRIPTION  QTY Ufr RATE CISTOMER AMOUNT | Recent Transactions CuickReport
Courter v[Custommade  [10BEW  [sqm v |215.2782 | v 215,28 | ~ 06/27/15 Bl Pt -Check, 3076.32
counter top I I I ‘ - 05/23/15 Bill Pk -Check, 5,076.32
05/20(15 Bill - Paid 3,078.32
wendor Il - Paid
Message 04/28/15 Bl - Pai 3,076.32
Tokal Z15.28
Motes Edit

To be printed [ 7o be e-mailed

Mo | \ [(savesclose | [ saventiew | [ clear |

Notice that QuickBooks displays a menu you can use to specify the unit of measure
if you want to change it. For this exercise, leave the measurement as 10 sqm.

5 Click the down arrow in the U/M column to open the conversion menu.

LTEM DESCRIPTION | QY| Ljm [rate [ customer [ amount |

Counter 2 10 =] 2152782 | ~| 215278
< add MNew =

=

Yendor Convert 10 sqm ta 1076391 sgft
Message Convert 10 sqm ta 11,9599 sqywd
Change 10 sqm ko 10 sqft
Change 10 sqm ko 10 sqyd

2,152.78

¥ Tobeprinted | Tobe e-mailed

Notice that QuickBooks uses the default unit you selected for purchasing this item.
You can use the menu to convert to other units of measure within the Area measure
set you created. For this exercise, leave the unit of measure as sqm.

6 Click Save & Close.

Once you've created a unit of measure set and assigned it to an item, you can easily
convert to other units of measure within the set when you add the item to a transaction.
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Tracking and paying sales tax

Lesson objectives

m To get an overview of sales tax in QuickBooks (the steps involved in tracking,
collecting, and paying it)

m To see how to set up QuickBooks to track sales tax
m To see how to apply sales tax to a sale
m To learn how to determine a business’s sales tax liability

m To write a QuickBooks check to the appropriate tax agency for sales tax liability

Supporting materials
m Handout 7: Sales tax
m PowerPoint file: Lesson 11

m Video tutorial: Track and pay sales tax

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have Handout 7 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 11 and then click Save.

©O O NO GG A~ WN

Click OK when you see the message that the file has been successfully restored.
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Overview of sales tax in QuickBooks

If you have a business where you need to collect sales tax, you already know how
complicated the process can be. These are some of the issues you may have to deal with:

m  Youmay have to collect and pay more than one tax (for example, one rate for local
taxes and one rate for state taxes).

m  Youmay have some items that are taxable and some that aren’t.

m  You may tax some customers while others are non-taxable.

QuickBooks reduces some of the complication because it lets you automatically apply
sales tax on particular sales and keep track of how much you collect and from whom.
When you're ready to pay your taxes, QuickBooks can write a check for the correct
amount.

Refer to Handout 7, “Sales tax,” for the following discussion.

To use QuickBooks to track and pay your sales tax:
1 Setup your tax rates and agencies.

In the QuickBooks Item list, set up the separate tax rates you need to charge. In the
Vendor list, set up the agencies to whom you submit the taxes you’ve collected.

You can also set up sales tax codes, which can help you classify why a transaction
(or part of one) is either taxable or non-taxable.

2 Indicate who and what gets taxed.

Not all of the items you sell are taxable, and not all of your customers pay tax. In
your Item and Customers & Jobs lists, you can indicate which items or customers
are taxable.

3 Apply tax to each sale.

When you fill out an invoice or sales receipt form, and choose a taxable item from
your Item list, QuickBooks applies the appropriate sales tax.

4 Find out what you owe.

As you record taxable sales, QuickBooks keeps track of the tax you’ve collected in
your Sales Tax Payable account. When you’re ready to pay your sales tax agency,
you can open the Sales Tax Payable register to see how much you owe, or you can
create a sales tax liability report.

5 Pay your tax agencies.
When you go to the Pay Sales Tax window, QuickBooks shows the amount you owe
and writes a check to the tax agency for that amount.

This lesson walks you through each of these steps.

321



Tracking and paying sales tax

Setting up your tax rates and agencies

The first step is to enter your sales tax rates, and then provide information about the tax
agencies to which you pay the taxes.

Creating a tax item for each single tax you apply

Some businesses need to apply more than one sales tax to their sales; for example, they
may collect a state sales tax as well as several county sales taxes. You need to create a
separate sales tax item for each tax whose amount you must report (not necessarily for
each tax you collect—some states want you to report state sales tax and county sales tax
as separate items, while others let you report them as one item).

Even if you're paying more than one type of tax, you usually want your customers to see
one overall tax amount, not separate taxes for the state and county. You'll learn how to
do that in this lesson.

On the Item list, you already have sales tax for San Tomas and San Domingo Counties.
Because Rock Castle Construction now does business in the city of Bayshore, you need
to add sales tax items for that city.

To add a sales tax item:
1 From the Lists menu, choose Item List.

QuickBooks displays the Item list.

B Item List

Look For in | Al Fields A4 [ search within results
Tame Description Twpe | Account ©On Hand | ©On Sales Cr... | Price Attach
ce Miscellaneows | | | 0.0 [
s Concrete Slab |Foundation slab - prep ... |Service |Construckion:Labor 0.00
+Floor Plans Floor plans Service |Construction:Miscellaneous 0.00
<Framing Framing labor Service |Construction:Labor 55.00
+Installation Installation labor Service [Construction:Labor 35.00
«Labor Service [Construction:Labor 0.00
+Mileage Service [Mileage Income 0.365
+Removal Remaoval labor Service [Construction:Labor 35.00
+Repairs Repair wark, Service [Canstruction:Miscellaneous 35.00
+5ubs Subcontracted services  |Service [Construction:Subcontrac,.. 0.00
+Carpet Install carpeting Service [Construction: Subcontrac,.. 0.00
=Drywall Install drywall Service [Construction:Subcontrac, .. 0.00
«Duct Work  |Heating & Air Conditioni. .. |Service |Construction: Subcontrac, .. 0.00
+Electrical Electrical work. Service [Construction:Subcontrac... 0.00
sInsulating  |Install insulation Service [Construction:Subcontrac, .. 0.00 2
I’[ Item ~ ” Activities = ” Reports = ” Excel = ][ Attach ]

N

Click the Item menu button, and then choose New.

w

If the New Feature screen for Add/Edit Multiple List Entries appears, click the box for
“Do not display this message in the future” and click OK.

QuickBooks displays the New [tem window.

In the Type field, choose Sales Tax Item from the drop-down list.
In the Sales Tax Name field, type Bayshore.

In the Description field, type Bayshore City.

In the Tax Rate (%) field, type 1.

N O o h~
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8 In the Tax Agency field, type Bayshore Tax Agency.

Your New Item window should now resemble the following figure.

New Item

|Bayshore City

Tax Rate (%)

Tax Agency {vendor that ywou collect For)

cales Tax Tkem o | Useta calculate a sllngle sales kax at a specific rate
that vou pay to a single tax agency.
oo
ellin
|Bayshore —
Description

[ 1tem is inactive

| 1.0% | |Bayshore Tax Agency| A |
9 Click OK.
QuickBooks displays a message telling you that Bayshore Tax Agency is not on your
Vendor list.

10 Click Quick Add.

11 Click OK.
If QuickBooks prompts you to add ‘Bayshore’ to the dictionary, click Add.
QuickBooks adds Bayshore Tax Agency to the Vendor list.

Your Item list should resemble the following figure.

B Item List

Look Far |

| in [alfields v| [_search

[ search within results

Mame Description Type | Account OnHand | On Sales Or... | Price Attach
+Subtotal Subkakal Subt... A
441 Custom St... |Custom Storage Buildin. .. |Group

242 Custom St... [Custom Storage Buildin. .. |Group

+#£3 Custom St,., [Custom Storage Buildin, .. |Group

+Door sek Exkerior door and hard,., |Group

+Reimb Group Time and materials Group

<+Room Additio, .. |Project Total Group

+Discounk 10% Discounk Disc... [Construction:Discounts g... -10.0%:

+Payment Undeposited Funds

vable
Sales Tax Payable

Diowin Eaiment received Paé.

City Sales Tax Sale...

0.3%

«+East Bayshore

20wt of State Out-of-skate sale, exe... [3ale... |3ales Tax Pavable 0.0%

2+5an Domingo | CA sales tax, San Domi... |Sale... |Sales Tax Payable 7.5%

+5an Tomas A sales tax, San Tom... [3ale... |3ales Tax Payable F.75%

+E, Bayshoref.., |Sales Tax Sale... 8.05% .
[ Itern = ” Activities = ” Reports = ][ Excel = ][ attach ]

Grouping single taxes together

Even if you collect a combination of sales taxes (for example, city tax and county tax)
that you report separately, you probably don’t want to confuse customers by showing
separate taxes on your invoices or sales forms. QuickBooks lets you group some or all of
your tax items so that customers see a single tax amount on your invoices and sales
receipts. Instead of a sales tax item, you’ll be creating a sales tax group.
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Tracking and paying sales tax

To create a sales tax group:
1 With the Item list displayed, click the Item menu button, and then choose New.

2 Inthe Type field, choose Sales Tax Group.

The New Item window on your screen should resemble the figure below.

New Item

Type oK
Use to calculate and individually track bwa or more
sales tax items that apply ko the same sale. The
custormer sees only the total sales tax,

Cancel

Mext

Group Mamefumber -
| Spelling

Descripkion
| |

Enter each individual sales tax vou need to charge in this district, QuickBooks will
collect tax For these items as a group, but will report on each one individually.

[ teem is inactive

Tax Ikem Rate Tax Agency Description |

Group Rake 0.0% |

In the Group Name/Number field, type Bayshore Group.
In the Description field, type Sales Tax, Bayshore.

Click in the Tax Item column, and then choose Bayshore from the drop-down list.

o0 A~ W

Click on the second line in the Tax Item column, and then choose San Tomas.

Your New Item window should resemble the following figure.

New Item

Sales Tax Group o | Useto cal_culate and individually track two or more
sales tax ikems that apply to the same sale. The
customer sees only the total sales tax.
Group Mame/Number
Spelling
|Bay5h0re
Descripkion

| Sales Tax, Bavshore |

|:| Ikem is inactive

Enter each individual sales kax vou need to charge in this district. QuickBooks will
collect tax For these items as a group, but will report on each one individually

Tax Ikem Rate Tax Agency Description |
Bayshore 1.0% |Bayshore Tax Age... |Bayshore City Ll
San Tomas 7.75% |State Board of Equ... [CA sales tax, San ...

I v |
v
Group Rate 5.75% |

Notice that the total Group Rate is 8.75%.
7 Click OK.
QuickBooks adds the Bayshore Group to the Item list.
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Identifying your most common tax

If you want QuickBooks to apply sales tax to your invoices and sales receipts, you have
to tell it which sales tax item or group is the one you use most often. Once you do that,
QuickBooks applies that sales tax when you fill out an invoice or a sales receipt. (You can
choose a different sales tax from the sales form if you don’t want the default tax.)

Assume Rock Castle Construction uses the San Tomas sales tax most often, and set that
up as the default sales tax.

To set up a default sales tax:
1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.

2 Inthe Preferences window, click the Sales Tax icon in the left panel, and then click
the Company Preferences tab.

Preferences §|
B Accounting . My Preferences Company Preferences
g Eills Do you charge sales tax? O Mo
L‘_.g' Checking Set Lp Sales Tax Item
=304 Dieskiap Wiew Add a sales tax item for each county, district, parish, etc. where you &

% Finance Charge collect sales tax,  Show Examples

Yaur most comman sales tax ikem

General
E Add sales tax item. .. San Tomas hd |

Integrated Applicatio Also See:
. Items & Inventary General
f= Jobs & Estimates Assign Sales Tax Codes
[_'—_'-:—'" Multiple Currencies Sales kax codes determine if the items vou sell are taxable or non-taxable,
e Payments Taxable itemcode  [1a | a| Monctaxable kemcode  [pon
Payroll & Emplovess
@ bl e Identify taxable amounts as "T" for "Taxable" when printing
% Reminders
Wl Reports & Graphs when do you owe sales tax? when do you pay sales bax?
Sales & Customers Monthl
% = (®) As of invoice date (Accrual Basis) g an Vl
5 ) Upon receipt of payment (Cash Basis) SpEEEly
24 Search O annually
Send Forms
% Service Connection
FZI Spelling

5| Tax: 1099

3 In the “Your most common sales tax item” field, make sure San Tomas is selected.
4 Click OK.

If you're using sales tax codes, you can use the Preferences window to tell QuickBooks
which sales tax codes to use as the default taxable and non-taxable codes. You can use
the codes that come preset with QuickBooks, or define your own. You can also manage
sales tax codes using the Sales Tax Code list, which is available on the Lists menu when
the sales tax feature is turned on in a company data file.
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Tracking and paying sales tax

Indicating who and what gets taxed

The next step in setting up sales tax is to indicate who and what gets taxed. You have to
tell QuickBooks whether or not a customer is taxable and assign a default tax item or tax
group to that customer.

You must also distinguish between taxable and non-taxable items on the Item list.
When you add an item to the Item list, there’s a place in the window where you can
indicate whether you charge tax for the item. QuickBooks remembers this information,
and shows whether or not an item is taxable when you enter the item on a sales form.

In the next exercise, you'll take a look at an item on Rock Castle’s I[tem list to see how to
indicate that an item is taxable.

To indicate a taxable item:
1 Inthe Item list, select Doorknobs Std (under Hardware).

2 Click the Item menu button, and then choose Edit Item.

Edit Item

Use for goods vou purchase, track as inventary, and resell. _

Ttemn MameMumber Subitarmn of Manufacturer's Part Mumber “
=l
|Doorknobs Std | |Hardware v | | |
Unit of Measure:

|:| Ikem is inactive

Purchase Information Sales Information

L . Description on Sales Transactions
Description on Purchase Transactions e

Doorknobs Part # DK 3704 Standard Doorknobs
Cost 27,00 Sales Price 30,00
COGS Account | Cost of Goods Sold | v | TaxCode Tax | v

Preferred Yendor |Patton Hardware Su... ¥ | Income Accounk |Construction:MateriaIs v

Inventory Information
Asset Account Reorder Point  ©n Hand Awg. Cost OnP.0. On Sales Order
|Inventory Asset v | |50 | 108 27.00 0 il

The code in the Tax Code field is a taxable code, which tells you that this item is
taxable. When you choose the item to be included on a sales form, QuickBooks
knows that the item is taxable and automatically applies the default sales tax (San
Tomas sales tax with a rate of 7.75%).

To indicate that an item is non-taxable, select a non-taxable code from the
drop-down list.

3 Click OK to close the Edit Item window.
4 Close the Item list.
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In the same way that you can specify that an item in the Item list is taxable, you can
indicate whether or not a particular customer is taxable or non-taxable in that
customer’s record.

To see an existing customer record:
1 Click Customer Center on the icon bar.

QuickBooks displays the Customer Center, including the Customers & Jobs list.

N

Select Jimenez, Cristina.
3 Click Edit Customer.
QuickBooks displays the Edit Customer window.

k& Edit Customer

Customer Mame

Current Balance @ 0.00 How do [ adjust the current balance?

Cancel

Address Info | Additional Info Payment Info Motes

el

Company Mame | | Contact |Cristina Jimenez | Help
L Phone  [415555-5747 |
First Mame M.I. Fi
ristina | | | Customer is
Last Name |Jimenez | Alt. Phane | | inactive
Alt. Contact | |
E-mail |crissy—j@samplename.com |
Cc | |
Addresses
Bil o Ship Ta

Cristina Jimenez

6642 W, Skyline Dr
Bawshore, CA 94326

Cuskomer
Manager Online

4 Click the Additional Info tab.

The tax code selected indicates that transactions with this customer are subject to
sales tax. Because it is the default sales tax, the San Tomas tax item is assigned
automatically. However, this customer is located in Bayshore, which has just
instituted its city sales tax, so change the tax item to Bayshore Group.
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Tracking and paying sales tax

5 In the Tax Item field, choose Bayshore Group from the drop-down list.

k& Edit Customer ['- "'D |F§|
Customer Mame |JimenezJ Cristina
Current Balance : 0.00 How da I adjust the current balance?
Address Info Additional Info | Payment Info
Cateqatizing and Defaulks Price Level |
Type Custar Fields

|Residential b | Contrack #
| Customer is

vl
et 0 3] B0 ] | Hinaie

Spouse's Mame

Rep

Preferred Send Method
| E-mail v

Sales Tax Information

Tax Code Tax Item Define Fields

[Tax w| |Sayshore Grou v

Resale Number Online Banking Alias Management

See aliases associated = 2
with this cuskomer: __anage I=Ed= Customer

Managet Online

6 Click OK.

7 Close the Customer Center.

Applying tax to each sale

If you've set up a default sales tax, assigned taxes to your customers, and marked taxable
items you sell as taxable, QuickBooks automatically calculates and applies the tax when
you make a sale.

To apply tax to a sale:
1 Onthe Home page, click Create Invoices.

QuickBooks displays the Create Invoices window.

2 Inthe Customer:Job field, choose Jimenez, Cristina:Utility Shed from the
drop-down list. (Select both the customer and the job.)

w

In the Template field, select Custom Invoice from the drop-down list.

4 Clickin the Item column and select Doorknobs Std from the drop-down list and
press Tab.
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The Create Invoices window should resemble the figure below.

B Create Invoices

previous Pret [ &% - L - B - € [@ speling B History 5 Journal - 3% - ) atach
Customer:Job Template Jimenez, Cristina:Utility Shed
Jimenez, Cristina:Ukility 5... % dlt Customer

DATE

1zj15/2015 (&)

Invoice

Cristina Jimenez
6642 W, Skyline Dr
Bayshore, CA 94326

DUE DATE |
Het 30 w [0tj14/2016

ITEM QUAMTITY = DESCRIPTION RATE AMOUNT Tax |
Hardware:D... ||| [&=]]standard Doorknobs [ anoo] 30,00 [Tax | % &
| | | | v
Customer e Tax [Bayshore Gr... % |(5.75%) 2.63
Message
Total 32,63
[ 7o be printed [ Add Time/Costs... | [ Apply Credis,. ] Payments Applied 0.00
[ T be e-mailed Balance Due 32,63
Cusk Tay Codh :
[] Allows online payment Lesrn more HstAmEr Tax tads
Memo | ‘
< Learn about our payment processing and online invoicing solutions . [ Save & Close ] l Save & New ] [ Clear

J

Summary

Phone 415-555-5747
Email rissy-i@samplename.com
Open balance 0.00
Active estimates a
Sales Orders ta be invoiced o
Unbilled time and expenses: 10.23
Recent Transactions CuickReport
05/22]15 Invoice - Paid 1,999,00
05/22{15 Payment 1,999.00
Notes Edit

When you enter a taxable item, QuickBooks displays the tax code associated with
that item in the Tax column (which appears to the right of the Amount column). If
the customer is taxable, QuickBooks includes all items associated with a taxable tax

code in its tax calculation.

Note: You can select a different tax code from the list to turn taxable status on and
off for unique situations. You can also change the customer’s taxable status by
selecting a non-taxable code from the Customer Tax Code drop-down list.

Notice that QuickBooks applies to the Bayshore Group tax automatically because

this is the sales tax you assigned to this customer.
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Tracking and paying sales tax

5 Inthe Quantity column, type 4, and then press Tab.

The Create Invoices window should resemble the following figure.

B Create Invoices

previous Pret [ @ - B - B - £ (o seeling W History 5 Jownal | [~ 3£ - ) Attach
Customer:Job Template Jimenez, Cristina:Utility Shed
Jimenez, Cristina:Utiity S... % 1 Tdit Castomer

DATE
= | S
Invoice 12/15)2015 l 93 ey
Phone +415-555-5747
Ernail crissy-i@samplename. com
Cristina Jlmar_vez Open balance 0,00
6642 W, Skyline Dr
Bayshare, CA 94326 Active estimates o
Sales Orders to be invoiced o
Unbilled time and expenses: 10,23
DLE DATE
et 30 w [01j14/2016
ITEM QUANTITY  DESCRIPTION RATE AMOUNT Tax | Recent Transactions CQuickRepark
Hardware:D... % [4 ] Standard Doarknabs [ 000+ ] 120,00 [Tax 1% A\ gsj22/15 Irvoice - Paid 1,999.00
‘ | | b 05/22f15 Pavment 1,999.00
Custamer 3 Tax [Bayshore Gr... ¥ |(8.75%;) 10,50
Message
Tatal 130.50
Notes Edit

[ To be printed [(dd TimefCosts... | [ Apply Credits... | Payments Applied 0.00
D Tao be e-mailed Balance Due 130,50
Cusk Tax Cod: '
[[] Allaw online payment Learn more: (BN TEHK e
Memo | ‘

+ Learn about our payvment processing and online invoicing solutions. [ Save & Close ] I S e & Hew ] [ Clear ]

6 Click Save & Close.

The following table shows the journal entry for the invoice.

Account Title Debit Credit
Accounts Receivable $130.50
Materials $120.00
Inventory Asset $108.00
Cost of Goods Sold $108.00
Sales Tax Payable $1.20
Sales Tax Payable $9.30

330



Determining what you owe

If you’re required to collect sales tax from customers, you also have to make periodic
payments of the sales tax you’ve collected. QuickBooks gives you three ways to
determine the amount of your sales tax liability: the sales tax liability report, the Sales
Tax Payable register, and the Pay Sales Tax window.

Creating a sales tax liability report

The sales tax liability report provides complete information about the sales tax your
company owes for a particular period of time.

To create the sales tax liability report:
1 From the Reports menu, choose Vendors & Payables, and then choose
Sales Tax Liability.

Your report should resemble the following figure.

E-mail * || Expol Hide Header || Collapse Refresh
Dates 3 From | 11/01/2015 [B)| To [11/30/2015 [E] Sert By |Default »|
733 PM Rock Castle Construction
12518 Sales Tax Liability
Accrual Basis November 2015
Sales Tax Payable
< TotalSales o Hon-Taxable Sales > _ Taxable Sales ¢ Tax Rate s TaxCollected ¢ AsofHov30,15 o
City of East Bayshore
East Bayshore 3 0.00 4 0.00 0.00 0.3% 0.00 66.65
Total City of East Bayshore 000 000 000 000 G 68
State Board of Equalization
Out of State 000 0.00 0.00 0.0% 0.00 0.00
San Domingo 2348350 16,675.00 £,508.50 7.5% 510564 510564
San Tomas 26,524 25 16,838.25 7,586.00 7.75% 56701 483837
State Board of ization - Other 0.00 0.00 0.00 0.00 0.00
Total State Board of Equalization 50,007 75 3561325 14,394 50 1,098.55 5,449
TOTAL 50,007.75 35,613.25 14,394.50 1,098.55 5,515.69
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Tracking and paying sales tax

2 Inthe Dates field, choose This Month-to-date from the drop-down list.

Your report should resemble the following figure.

Kl Sales Tax Liability

Modify Repor Memoarize... | Print.. | E-mail v | Export... Hide Header | Collapse Refresh

| From [12j01/2015 [E] To [12/15/2015 [E]| Sort By [Defaul ~|
T:35PM Rock Castle Construction
ganhens Sales Tax Liability
Accrual Basis December 1 - 15, 2015
Sales Tax Payable
o TotalSales  +Hon-Taxable Sales © TaxableSales +  TaxRate o TaxCollected + AsofDec15,15 o
Bayshore Tax Agency
Bayshore b 12000 4__om 12000 1.0% 120 120
Total Bayshore Tax Agency 12000 000 12000 1.20 1.20
City of East Bayshore
East Bayshore 1,095.00 000 1,095.00 0.3% 329 £9.97
Total City of East Bayshore 1,095.00 000 1,095.00 329 60.07

State Board of Equalization

Out of State 000 000 000 0.0% 000 000

San Domingo 1982518 A7 B3T 18 218800 7.5% 16410 132 64

San Tomas 48,264.18 3435775 13,9064 TI5% 1,077.74 508391

State Board of lization - Other 0.00 0.00 0.00 .00 .00
Total State Board of Equalization 65,059.34 51,894.93 16,094.41 1,241 84 522155

Multiple taxes from different vendors -1 21500 0.00 121500 o.00 o.00
TOTAL 68,089.34 51,994.93 16,094.41 1,246.33 5,292.72

The sales tax liability report shows the total taxable sales as of a date you choose,
total non-taxable sales, and the amount of sales tax you owe each tax agency.

QuickBooks displays the sales tax liability report on an accrual basis (unless you
changed the default setting in the Sales Tax Preferences window). The report shows
exactly how much sales tax you collected.

3 Close the sales tax liability report.

4 If QuickBooks asks if you want to memorize the report, click No.
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Determining the source of sales tax revenue

If you'd like to see where your sales tax revenue is coming from, you can run the sales
tax revenue summary report, which shows you the sources of all taxable and
non-taxable sales transactions, broken down by individual sales tax codes.

To run the sales tax revenue summary report:
1 From the Reports menu, choose Vendors & Payables, and then choose Sales Tax
Revenue Summary from the submenu.

Il Sales Tax Revenue Summary

Modify Report, .. Memarize. . Print.. E-mail * || Export... Hide Header || Collapse Refresh

0 ~ | From | 11/01j2015 [E]| To (1113002015 [E] [E]| columns [Sales Tax Code ~ | sort By [Default v
%43 PM Rock Castle Construction
121515 Sales Tax Revenue Summary
Accrual Basis November 2015
+ Taxable Sales  + NHon-Taxable Labor + Hon-Taxable Sales « TOTAL +
State Board of Equalization
San Domingo » 650850 4« oo 16,675.00 23 483 .50
San Tomas 7.586.00 1,005.00 17,833.25 2652425
Total State Board of Equalizati 14,394 50 1,005.00 34,808.25 50,007 75
TOTAL 14,394.50 1,005.00 34,608.25 50,007.75

You can QuickZoom on the numbers in the report to get more information about
specific sales transactions.

2 Close the report.

Using the sales tax payable register

Each time you write an invoice or sales receipt that includes sales tax, QuickBooks enters
the information in the sales tax payable register. QuickBooks keeps track of transactions
for all tax vendors in the same Sales Tax Payable account.

To see the sales tax payable register:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
2 Click Sales Tax Payable once to select it.
3 Click the Activities menu button and select Use Register.
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Tracking and paying sales tax

QuickBooks displays the Sales Tax Payable register.

%, Sales Tax Payable
2 Goto..  £@Print... [ Edi Transaction QuickReport
[ake Mumber endaor [ue Date Eilled J Paid Balance
Tvpe Account Merno
12{15{2015 92 State Board of Equali| 12/31/2015 0.00 5,282.22 A
I Accounts Ch sales b
12115/2015 a3 Bayshore Tax Agenc 12/31/2015 1.20 5,283.42
I Accounts Bayshore |
12/15/2015 93 State Board of Equali|12/31/2015 9,30 5,792,727
IV Accounts CA sales by
¥
b | “
splits Ending balance 5,292,72
[ 1-Line
Sortby |Date, Type, Mumber|... Record ] [ Restore

Each entry in the register is a single tax transaction. Taxes you record on invoices
and sales receipts appear as increases, and payments you make to tax agencies
appear as decreases. The ending balance of the register is your current tax liability.

Notice how some transactions have the same invoice number. When you record
two tax rates on the same invoice or cash sale, the register shows a separate
transaction for each tax agency. (This is because you have to make separate
payments to individual tax agencies.)

4 Close the register.

5 Close the chart of accounts.

Paying your tax agencies

When it's time to pay sales tax, you use the Pay Sales Tax window to write a check to
your tax agency or agencies. Suppose Rock Castle Construction is ready to make a sales
tax payment.

To make a sales tax payment:
1 Onthe Home page, click Manage Sales Tax.

2 Inthe Manage Sales Tax window, click the Pay Sales Tax button.
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QuickBooks displays the Pay Sales Tax window.

Pay Sales Tax E|
Pay From Account Check Date Show sales tax due through  Starting Check Mo,
; v | |1znseos(E]  [s0iz00s [E) a0t
P.. Item Yendar Ak, Due Ak, Paid |
East Bayshore City of East Bayshore 66,68 0.00 #
San Tomas Skate Board of Equalization 4,011.17 0.00
San Domingo State Board of Equalization -31.46 0.00
-
Totals 4,046,39 oo |
[ Pay all Tax ] [ Adiust ] Ending Bank Balance 46,423,958
[] 7o be printed [ o8 ] ’ Cancel ] ’ Help ]

w

Select the “To be printed” checkbox.

4 In the “Show sales tax due through” field, type 12/15/15, and then press Tab.
QuickBooks displays tax agencies and the amounts you owe.

5 To mark them for payment, click the Pay All Tax button.

The Pay Sales Tax window should resemble the figure below.

Pay Sales Tax FE|
Pay From Account Check Date Show sales kax dus through  Starting Check Mo,
| checking v| [tzn15/7018 [12/15j2015 [roprine |
F.. Item Wendar amt, Due Amt. Paid |
S Bayshare Tax Agency
J |East Bayshore City of East Bayshore 69,97 69.97
 |San Domingo Skate Board of Equalization 132,64 132,64
J |5an Tomas State Board of Equalization 5,088,91 5,058,91
-
Totals 5,292.72 529272 |
| Clear Selections | [ Adijust ] Ending Bank Balance 41,131.26
To be printed ’ K ] [ Cancel ] ’ Help ]
6 Click OK.

7 Close the Manage Sales Tax window.

QuickBooks writes and records checks to the tax agencies you indicated. All you need to
do is print the checks. QuickBooks updates the tax report and sales tax payable register
to show that you've paid the tax agencies.
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Doing payroll with QuickBooks

Lesson objectives

m To gain an overview of payroll in QuickBooks

m To learn more about payroll setup

m To set up employee payroll information

m To setup payroll schedules

m To practice writing and printing a payroll check

m To learn how QuickBooks tracks your tax liabilities

m To practice paying payroll taxes

Supporting materials

m Handout 8: Employer payroll responsibilities

m Handout 9: Payroll item types

m  Handout 10: List of payroll expenses and liabilities
m  PowerPoint file: Lesson 12

m Video tutorial: Payroll overview

m Video tutorial: Paying employees

m Video tutorial: Paying taxes and liabilities

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have Handouts 8, 9, and 10 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
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To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 12 and then click Save.

© WO NGOG A~ WN

Click OK when you see the message that the file has been successfully restored.

Overview of payroll tracking

Refer to Handout 8, “Employer payroll responsibilities” for the following discussion.

This lesson is designed to demonstrate some of the QuickBooks payroll features. The
way you process payroll for your company may differ from this lesson depending on
which (if any) payroll service you subscribe to. Intuit provides several payroll service
options. For information about them, click the “Learn about payroll options” link in
the “Do More with QuickBooks section” of the Home screen.

Because payroll information is already set up in the exercise file, you will not go through
the payroll setup process in this lesson.

To calculate payroll, QuickBooks uses tax tables. The exercise file includes the tax table
data needed to complete this lesson. To get the tax tables to use with your own
QuickBooks company data file, you need to subscribe to one of the Intuit Payroll
Services: Intuit Online Payroll, QuickBooks Basic Payroll, QuickBooks Payroll
Enhanced, or QuickBooks Assisted Payroll. To learn about these options or subscribe to
one of them, on the Home page go to the “Do more with QuickBooks” section and click
“Learn about payroll options.”

QuickBooks calculates each employee’s gross pay, and then calculates taxes and
deductions to arrive at the net pay. With QuickBooks, you can write the paycheck,
record the transaction in your QuickBooks checking account, keep track of your tax
liabilities, and pay them.

You, as the employer, must subtract taxes and other deductions before issuing an
employee’s paycheck. Some typical paycheck deductions are federal and state
withholding (income) taxes, social security taxes (FICA), Medicare taxes, and state
unemployment insurance. You may also deduct for benefits such as a 401(k) plan, or
contributions to your company’s medical/dental plan.
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Doing payroll with QuickBooks

When you withhold social security, Medicare, and federal withholding taxes from
employees’ paychecks, you must submit regular deposits of the withheld tax money
(semiweekly or monthly, depending on the size of your payroll), and file quarterly
forms that list the total amounts you withheld from each employee’s paycheck.

Calculating payroll with QuickBooks

To do its payroll calculations, QuickBooks needs four kinds of information:
m Information about your company

Besides the company name and address, this includes information about your
federal tax ID numbers. You enter this information in the EasyStep Interview when
you set up your QuickBooks company data file. (You can view most company
information by choosing Company Information from the Company menu.)

m Information about your employees

The QuickBooks Employee list stores general information about each of your
employees, and specific information related to payroll (such as the employee’s
salary or hourly rate, filing status, number of exemptions, and miscellaneous
additions, deductions, and company contributions). You can store payroll
information that most employees have in common in employee defaults.
Whenever you have a new employee to add, simply enter information that’s
specific to that employee (name, address, and so on).

m Information about your payroll items

QuickBooks maintains a list of items that affect the amount on a payroll check—
including company expenses related to payroll. When you specify that you want to
use payroll, QuickBooks creates a number of payroll items for you. You add others
as you need them.

m Tax tables for federal, state, and local withholdings

QuickBooks uses tax tables to calculate payroll. You get the current tax tables and
keep them current when you subscribe to one of the Intuit Payroll Services
mentioned in “Overview of payroll tracking” on page 339. If you choose not to
subscribe to one of these payroll services, you need to calculate and enter your
payroll tax deductions manually for each paycheck.

Once you’ve set up your company, employee data, and payroll items, to run payroll
you enter the number of hours worked during the pay period for each employee.
QuickBooks calculates the gross wages for the employee, and then refers to its tax
tables (if you've subscribed to one of the Intuit Payroll Services—Intuit Online
Payroll, QuickBooks Basic Payroll, QuickBooks Payroll Enhanced, or QuickBooks
Assisted Payroll) and the company and employee information you’ve entered to
calculate all withholdings and deductions and to arrive at the net pay figure.
QuickBooks also calculates your company payroll expenses (for example, your
contributions to social security and Medicare).
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Setting up for payroll

By default, the QuickBooks payroll feature is turned on and it is turned on in the
exercise file. If you want to turn off payroll in your own company file, follow the
procedure below.

To turn payroll off in a company data file:

1 From the Edit menu, choose Preferences, and click Payroll & Employees in the left
panel.

2 Click the Company Preferences tab and select “No payroll.”

3 Click OK.

Understanding payroll items
Refer to Handout 9, “Payroll item types,” for this discussion.

QuickBooks maintains a list for everything that affects the amount on a payroll check
and for every company expense related to payroll. This list is called the Payroll Item list.
There are payroll items for compensation, taxes, other additions and deductions, and
employer-paid expenses. QuickBooks uses payroll items to track individual amounts on
a paycheck and accumulated year-to-date wage and tax amounts for each employee.

QuickBooks adds some items to the list for you, and you can add others as you need
them. For common payroll items, such as compensation and benefits, QuickBooks
provides extra assistance so you can set them up quickly and accurately.

You work directly with payroll items as you do payroll tasks. Behind the scenes,
QuickBooks tracks your payroll liabilities in the Payroll Liabilities account (an Other
Current Liability account) and your payroll expenses in the Payroll Expenses account.
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Doing payroll with QuickBooks

To view the Payroll Item list:

1 From the Employees menu, choose Manage Payroll Items, and then choose
View/Edit Payroll Item List. (You must have payroll turned on to see this choice.)

QuickBooks displays the Payroll Item list.

£, Payroll [tem List r‘ E| §|
Item Mame Amount | Annual Limit i Payable To Account ID
C . I N
Sick Salary Yearly Salary Compensation
Wacation Salary Yearly Salary Compensation
Hourly Wage Compensakion
Hourly Wage Compensation
Hourly Wage Compensakion
Hourly Wage Compensation
Addition 10,000.00 [Zompensation
Addition 0.32 Compensation
Health Insurance Deduction -1,200.00 |Mone Sergeant Insurance
Adwvance Earned Inco. .. [Federal Tax Adwvance EIC Payment  [Great Statewide Bank [00-7904153
Federal Unemployment [Federal Tax 0.8% 7,000.00 [FUTA Great Statewide Bank |00-7904153
Federal Withholding Federal Tax Federal Great Statewide Bank |00-7904153
Medicare Company Federal Tax 1.45% Comp. Medicare Great Statewide Bank |00-7904153 3
[ Payroll ke = |[ Ackivities = ][ Reports = ]

You've already used the QuickBooks Item list, so this list should look familiar. Just
like the regular Item list, each payroll item has a Name and a Type.

The names of the payroll items are what you'll see on paychecks and in payroll
reports.

2 Close the Payroll Item list.

You won’t add a new payroll item in this lesson, but if you need to add an item after
you’ve set up payroll in QuickBooks, you can use the following procedure.

To add a payroll item:

1 From the Employees menu, choose Manage Payroll Items, and then choose
View/Edit Payroll Item List.

2 Click the Payroll Item menu button, and then choose New.

3 Leave EZ Setup selected and click Next.
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QuickBooks displays the Add new payroll item window, which steps you through
the payroll item setup process.

Add new payroll item K

Select the bype of payroll item you want ko create.

(®) | Compensation (Hourly Wage, Salaried Wage, Bonuses. .. )t

() Insurance Benefits (Health Insurance, Dental Insurance. ..}
() Retirement Benefits (401K, Simple TRa, )

() Paid Time OFF (Sick Time, Yacation Time)

) Other Additions (Reimbursements, Company Contributions. .3
() other Deductions (Garnishments, Union Duss, .3

() Custom Setup (includes Federal, State and Sther Taxes)

[ Bk [ met ] [ wep || cancel |

4 Select the type of payroll item you want to create. Then, click Next.

5 Follow the onscreen instructions to create any type of payroll item you like. When
you are done, click Finish.

6 Close the Payroll Item List.

QuickStart Tip

Depending on your company'’s payroll, you may need additional payroll items of the
following types: Yearly salary, Hourly Wage, State Withholding, State Disability, State
Unemployment, Other Tax, Deduction, Addition, Commission, or Company
Contribution. Consult with your tax advisor.

Setting up employee payroll information

QuickBooks calculates payroll for each employee on the basis of that employee’s pay
rate, filing marital status, exemptions, and so on. The Employee list stores general
information about each employee, as well as payroll information.

What information does QuickBooks store?

You're going to add a new employee to Rock Castle Construction payroll in a moment.
First, look at the information QuickBooks stores in the Employee list.
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oing payroll wit uickBooks
To view information stored in the Employee list:

1 Click Employee Center on the icon bar.

] Employee Center: Dan T. Miller

*§ NewEmployee... F Manage Employee Information » (= Print+ [} Enter Time » ™ Excelr [ word~

Transactions Payrall Employee Information - Edit Employes. .. Reports for this Employee

Employees

Wiew | Active Employess = - Employee Mame Dan T, Miller Phone 555-2601 = DuickReport
fiddress Dan biller ellar - Payroll Summar

Name 195 Spruce fve, #202 Y

AT b

Elizabeth M. Mason = Payrall Transaction Detail

Map | Directions

Cieag0lSchnakan Emall  Send bo:Dan T. Miler

Motes Edit Kotes. ..

= Learn About Pavroll

Show | All Transacti...w | Date [This Calendsr Vear |w | D1j01f2015- 12j31/2015

Transartior Typs Date Paid Through fcourt Amourt

Faycheck 12/10/2015 12/10/2015 Checking 1,320.07) |
Paycherk 11272015 11272015 Cherking 1,297.76
Paycherk 11132015 1172015 Cherking 1,257.75
Paycheck 1njanyz01s Inpangznis Cherking 1,257.74
D st 10152015 1njisgznis Cherking 1,272.75
D Acustmet 1012015 Injnn s Cherking 1,265.55
D st 091712015 f9j17/2015 1,264.75
D Acustmet D3i0312015 fenagzn1S 1,264.78
D st 812012015 nejznj201S 1,264.75
D Acustmet DBi082015 e 2015 1,264.76
D st 0712312015 f7jagEn1S 1,264.75
D Acustmet 07(0912015 a7 jnegzn1s 1,264.78
D st De13012015 e janj201s 8,105.05
D Acustmet 0313112015 fagaLj201S 8,055.05

2 Select Dan T. Miller in the list, and then click Edit Employee.
QuickBooks displays the Edit Employee window for Dan T. Miller.

Edit Employee |Z| |E| r5__<|

Information fariDan T. Miller

Personal | Address and Contact Additional Info
T
Leqgal Mame Emplovee is

inactive

First Mame M.I

Last Mame |Miller |

PNk an |Dan Miller |

Checks as El
55 o, [333-44-5555 |

Order Business
Gender | L | Cards

Diate of Birth

The Personal tab contains general information about Dan Miller, such as his name,
social security number, and date of birth.
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3 Click the Address and Contact tab.

This is where QuickBooks stores employees’ addresses, telephone numbers, and

other contact information.

Edit Employee

Information for:Dan T, Miller

Change tabs: | EERENGE

Personal Address and Contact Additional Info

Home Address
Address 95 Spruce fve, #202

Skate Zip 04326

Phore 555-2601

Cellular
Alt, Phane
Fax

E-mail

Pager

|

I I —

B

K.
Cancel

Motes

Help

Employee is
o inackive

)

COrder Business
Cards

4 Click the Additional Info tab.

The Additional Info tab lets you add custom fields to the Employee list.
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Doing payroll with QuickBooks

5 In the Change tabs drop-down list, select Payroll and Compensation Info.

QuickBooks displays the Payroll Info tab of the Edit Employee window. This is
where QuickBooks stores payroll information.

Edit Employee

Information for: Dan T, Miler "

Change tabs: F'a'-.-'rn:nll and Compensation Info Cancel

Payroll Info | Motes
What is a payroll schedule?

—
Item Mame HourlyfAnnual Rate | schedule

O _Emplovee is

SEIETR L5000 & by Frequency inactive

Use time data ko create paychecks

Additions, Deductions and Company Conkributions EI

— T
ItEII‘ﬂhNamE Amount: Lirnit = | m Crder Business
Health T -25.00 -600.00
ealth Insurance SickjWacation. .. Cards
Direct Deposit

] Emplaves is covered by & qualified pension plan

The Payroll Info tab contains an employee’s specific salary or hourly rate, and any
additions, deductions, or company contributions. You can see tax information for
this employee (the type of information you get from a W-4) by clicking the Taxes
button.
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6 Click Taxes.
QuickBooks displays the Federal tab of the Taxes for Dan T. Miller window.

Taxes for Dan T. Miller @|
Federal State Cther
Filing Status | ETEE
Allowances |3

Extra Withholdng | 0.00
Subject to
Medicare
Social Security
Advance Earned Income Credit
Federal Unemployment Tax (Companty Paid)

what if this employee is subject ko Nonresident Alien Withhaolding?

The checkboxes indicate the types of taxes the employee should have deducted
from each paycheck. A checkmark in the Federal Unemployment checkbox
indicates that this employee’s pay is subject to the employer-paid federal
unemployment tax.

7 Click the State tab to review the state withholdings.

This window stores information about state withholding taxes, state
unemployment, and state disability.

8 Click OK to return to the Edit Employee window.
9 Click OK again to return to the Employee Center.

Using the employee defaults to store common
information

QuickBooks stores a wealth of information about each employee, but it doesn’t require
you to enter the same information over and over. When you have information that
applies to most of your employees, you can enter it into your employee defaults. Then,
when you add an employee, QuickBooks automatically fills in the information stored
with the defaults. You just need to add or change any information that is different for a
particular employee.
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Doing payroll with QuickBooks

To view employee defaults:
1 With the Employee Center displayed, go to the Manage Employee Information
menu button and choose Change New Employee Default Settings.

QuickBooks displays the Employee Defaults window.

Earnings
: payrol

Item Mame Hourly fannual Rate | Schedule

Reguar Pay A By Freausncy
w I—I Help

What is a pavrall schedule?

[ Use time data ta create paychecks
Additions, Deductions and Company Contributions

Ikern Mame Arnounk Lirnik | Taxes...

e

SickMYacation, ..

] Employee is covered by a qualified pension plan

Use this window to set up the payroll information that most of your employees
have in common. QuickBooks saves the information so you won’t have to re-enter
it when you set up the payroll record for an individual employee.

Rock Castle Construction employees are not paid on the same schedule, so you
would not enter default payroll schedule or pay frequency here. You’ll learn how to
set up payroll schedules in the next exercise.

All employees are subject to a deduction for health insurance, limited to a
maximum of $1,200. This information isn’t reflected in the defaults, so you can add
itnow.

2 Select the “Use time data to create paychecks” checkbox to include pay for time
entered using the time tracking feature.

3 In the Additions, Deductions and Company Contributions area, click in the Item
Name column, and then choose Health Insurance from the drop-down list.




4 Inthe Amount column, type 50 and press Tab.

Your screen should look like the following.

Employee Defaults

!

OK

Caneel

Additions, Deductions and Comparry Contributions

i

Earnings
Ttemn Marme Hourlyfannual Rate | schedule
Requlat Pay # | Pay Frequency
v L v
what is a payroll schedule?
Use time data to create paychecks

-50,00 1,200,008

[] Employee is covered by a qualified pension plan

Ikem Mame Amounk Lirnit | Tages.,..
Health Insurance |
SickfYacatior. ..

Help

5 Click Taxes.

QuickBooks displays the Federal tab of the Taxes Defaults window.

Taxes Defaults

Federal | State Qkher

(814

Filing Status

Subject ta

Medicare

Soial Security

[] &dvance Earned Income Credit

Federal Unemployvment Tax (Company Paid)

What if this emploves is subject to Monresident Alien 'Withholding?

X

Help

The withholding taxes that should be deducted from each employee paycheck are

entered in this window.

6 Click Cancel to close the Taxes Defaults window.

349



Doing payroll with QuickBooks

7 Click Sick/Vacation.
QuickBooks displays the Sick & Vacation Defaults window.

Sick and Vacation Defaults | |

Sick.
Accrual period els

(x]

Beginning of vear

Cancel
Hours accrued at beginning of vear | 4000

Mazximum number of hours 40:00 L

Reset hours each new year?

Wacation
Accrual period

Every paycheck w
Hours accrued per paycheck 645
Maimum number of hours 160000

[] Reset hours each new year?
Sick. and Wacation Accrual
Do naot accrue emploves sick and vacation hours Far:
[ sick and wacation hours paid
[] owertime hours paid

Information regarding earned sick days and vacation days is entered in this
window. QuickBooks keeps track of the earned time each pay period.

8 Click Cancel to close the Sick & Vacation Defaults window.

9 Click OK to close the Employee Defaults window.

QuickStart Tip

The employee defaults affect employees you set up in the future. If your employee list
already contains names of employees but does not have payroll information for them, the
defaults will not be applied to those employees.

Setting up payroll schedules

You can set up payroll schedules to group employees with the same pay frequency
(daily, semi-monthly, bi-weekly, and monthly). You define how often you pay your
employees, which date their paycheck is due, and which day you run payroll.
QuickBooks calculates your upcoming payroll schedule so that you can pay your
employees on time.

Using payroll schedules is a quick and convenient way to pay your employees at each
pay period. You set up the payroll schedule one time, assign the payroll schedule to the
appropriate employees, and QuickBooks calculates the due dates for each upcoming
pay period.

Note: If you do not set up at least one payroll schedule, you can still pay employees
using Unscheduled Payroll in the Payroll Center.
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Suppose Rock Castle Construction has two payroll schedules: one for exempt
employees who are paid monthly and another one for non-exempt employees who are
paid weekly.

To define a payroll schedule:
1 From the Employees menu, choose Add or Edit Pay Schedules.

QuickBooks displays the Payroll Schedule List window.

2. Payroll Schedule List

Mame Pay Fr... Next.. @ MNext..

Payroll Schedule  *

|

2 Click the Payroll Schedule menu button, and then choose New.

QuickBooks displays the New Payroll Schedule window.

. New Payroll Schedule

The information vou provide will be used to create a payroll schedule, What is a payroll schedule?
¥ou can set up multiple payroll schedules if vou need to, Why do I need mulkiple schedules?

Tell us how you'll be processing payroll using QuickBooks: Haw da [ set up a payroll schedule?

YWhat do vou want to name this payroll schedule? {e.g., “Weekly”, “Biweekly”, "Monthly®, ekc) ||

Howe often will vou pay your employees on this schedule? |Biweekly (Every other week) |» |

What is the pay period end date?

What date should appear on paychecks For this pay period?

The Following is based on the information supplied above:
‘¥ou pay your emplovees DD davs after the pay period end date in this payroll schedule,

[ sehedule is inactive o3 l [ Cancel ]

3 Type Monthly in the “What do you want to name this payroll schedule?” field.
4 Press Tab and select Monthly as the pay frequency.
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5 Press Tab and select 12/31/2015 as the pay period end date.

A pay period is the duration of time for which you are paying your employee wages.
The pay period end date is the last date of the pay period you have specified for a
specific pay schedule. It is the last date of the pay period that you want this
paycheck to cover. QuickBooks uses this date to calculate how many weeks an
employee has worked in a year and the time information to include in the
paycheck.

6 Press Tab and select 12/31/201S as the date that should appear on the checks.
The check date is the date when employees know they are getting paid. It is the date
you want the paycheck to affect your bank account. For example, your pay period
end date could be Friday, April 14, but your paycheck date is 5 business days later on
the following Friday, April 21. The IRS bases your tax liability and that of your
employees on the check date. For example, if you pay an employee in January 2016
for time worked in December 2015, the income is reported on the employee's 2016
W-2 form.

7 Press Tab and choose “last day of the month” from the drop-down menu.
This is the date that the paycheck date falls on for the month.

Your screen should resemble the following graphic:

i: New Payroll Schedule

The information you provide will be used to create a payrall schedule, What is & payroll scheduls?
o can set up multiple payvrall schedules if you need ko, Why do I need rultiple schedules?

Tell us how you'll be processing payroll using QuickBooks: Huows do T set up a payroll schedulz?

What do you want to name this pavroll schedule? {e.q., "“Weekly”, “Biweekly”, "Monthly”, etc) | Maonthly
How aften will wou pay yaur employees on this schedule?  |Monthly w
what is the pay period end date? | 12/31/2015

What date should appear on paychecks for this pay period? | 12/31/2015

What day should appear on pavchecks for this pay petiod? | [ EE =SV Sn=ysy)

The Following is based on the information supplied above:
‘ol pay wour employees on the same day as the pay period end date in this payroll schedule.
The paycheck date for the current month is 12/31/2015 For the pav period ending on 12/31/2015,

[ schedule is inactive (a4 ] ’ Cancel
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8 Click OK.
The Payroll Schedule List now includes the Monthly pay schedule.

2. Payroll Schedule List E|E|FZ|

IMonthly

Payroll Schedule ¥ |

9 To define the pay schedule for the employees paid weekly, click the Payroll
Schedule menu button, and then choose New.

10 Type Weekly in the “What do you want to name this payroll schedule?” field.
11 Press Tab and select Weekly as the pay frequency.

12 Press Tab and select 12/22/201S5 as the pay period end date.

13 Press Tab and select 12/22/2015 as the date that should appear on the checks.

Your screen should resemble the following graphic:

.2 New Payroll Schedule E@@

The information vou provide will be used ko create a pavroll schedule, What is & pavroll schedule?®
You can set up multiple pavroll schedules if you need to, Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: Haw do [ set up a payroll schedule?

hat do vou wank to name this pavroll schedule? (e.q., “Weekly”, “Biveeekly”, “Monthly”, etc) |Week]y

Howe often will wvou pay vour emplovees on this schedule? |Week|y - |

What is the pay period end date? | 12/22/2015

‘What date should appear on paychecks For this pay period? | 12/22/2015

The faollowing is based on the information supplisd abowve:
You pay vour emplovees DD days after the pay period end date in this payroll schedule,

[] scheduls is inactive [o]3 l ’ Cancel

14 Click OK.
15 Close the Payroll Schedule List.
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Now that you've set up the pay schedules, you can assign each employee to the
appropriate pay schedule.

Assigning employees to pay schedules

To assign employees to a schedule, choose the payroll schedule on the Payroll
Compensation Info tab of the employee record. (You can also assign employees during
the Payroll Schedule Setup process, but for this exercise, we’ll use the employee records.)

To assign a pay schedule:

1 From the Employees menu, choose Employee Center.
2 Click the Employees tab if it is not already selected.

3 Select Dan T. Miller and then click Edit Employee.
a4

In the Edit Employee window, choose Payroll and Compensation Info from the
Change tabs drop-down list.

Edit Employee

Information For:Dan T. Miller

(WO ED TSN e = ol and Compensation Info
) what is & payroll schedule?
Eallig Payroll
Itern Marne Hourlyfannual Rate Schedul )
v GT=EM3 | Employee is
Salary 41,500.00 Pay Frequency inactive

W

Use time data to create paychecks

Additions, Deductions and Company Contribukions

— T
Itell'nhName CATTELTE W A| m Order Business
Health Insurance -25.00 -600.00
SickfVacation, .. Cards
Direct Deposit

o

[] Emploves is covered by a qualified pension plan
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5 From the Payroll Schedule drop-down list, select Monthly.

Dan Miller is an exempt employee and he is paid monthly. Notice that QuickBooks
changes the Pay Frequency to Monthly.

Your screen should resemble the following graphic.

Edit Employee

Information For: Dan T, Miller
Change tabs: |payroll and Compensation Info | %
Exyifiigs what is & payroll schedule?
Elp
Payroll Manthly 3

Itemn Mame Hourly fannual Rate Schedule

Emplovee is
Salary 41,500,000 @ Ol

Pav Frequency inactive

W

Use time data to create payvchecks

Additions, Deductions and Company Contribukions

Item Mame Amournt Limit: | Taxes...
Health Insurance -25.00 -600.00

Order Business
Cards

SickfYacation, ..

Direct Depaosit

[ Employee is covered by a qualified pension plan

6 Click OK.
Select Elizabeth Mason from the Employee List and click Edit Employee.

N

8 In the Edit Employee window, choose Payroll and Compensation Info from the
Change tabs drop-down list.

9 From the Payroll Schedule drop-down list, select Weekly.

Elizabeth Mason is a non-exempt employee and she is paid weekly. Notice that
QuickBooks changes the Pay Frequency to Weekly.

10 Click OK.
11 Repeat the steps for Gregg Schnieder and assign him to the Weekly pay schedule.

Leave the Employee Center open. You’ll use it in the next exercise.

Adding a new employee

Suppose you have a new employee on the payroll, and want to add him to your records.

To add a new employee:
1 With the Employee Center displayed, click New Employee.

QuickBooks displays the New Employee window.
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Doing payroll with QuickBooks

2 On the Personal tab, enter the employee data as shown below.

New Employee

Information for: Michael M, Wilhite "

Change tabs:  |personal Info v Cancel

Personal | Address and Contact Additional Info et

.. o

Leqal Marme O Employee is
i 3 inackive
First Mame M.I,

Last Mame | wilhite

]

Print an

Checks as Michael M. ilhite
35 Mo, 555-55-4321

Gender Male

)

Crder Business
Cards

Date of Birth | 01/21/1975

L
3 On the Address and Contact tab, enter the employee data as follows.

Mew Employee

Information for: Michael M, wilhits "

Change tabs: | personal Info v

Personal Address and Contack Additional Info

Home Address
Address 153 West Main Street 0 Emplayes is

inackive

|

City Bayshore

State CA v Ep 94326
Phone 415-555-1234 L|T:|

Cellular 415-555-5675 OrdEE;LEI'SSIHESS

In the Change tabs drop-down list, select Employment Info.
In the Hire Date field, enter 11/28/2015.

In the Change tabs drop-down list, select Payroll and Compensation Info.

N O 6 A~

In the Earnings section of the window, click the Item Name column and press Tab.
(Notice that the Regular Pay item is displayed already.)
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8 In the Hour/Annual Rate column for the Regular Pay payroll item, type 15. Then

press Tab.
9 From the Pay Schedule drop-down list, choose Weekly.
The Payroll Info tab should look like the following.

New Employee

Information For: Michael M, Wilhite

Change tabs: |payrol and Compensation Info | |

Payroll Info
) What is a pavroll schedule?
Earnings

o
Item Name Hourlyfénnual Rate Schedule Weekly v
Reguar Pay 15.00 & pay Frequency [Wekly ]

w

Use time data to create paychecks

Additions, Deductions and Carmpany Contributions

Ikem Mame Amounk Limik |
K - ~
Health Insurance 50,00 1,200,00 Sick]Vacation...
Direck Deposit

[] Employee is covered by a qualified pension plan

Order Business
Cards

10 Click Taxes.

QuickBooks displays the Federal tab of the Taxes for Michael M. Wilhite window.

11 From the Filing Status drop-down list, choose Married.
12 Click State.

QuickBooks displays the State tab of the Taxes for Michael M. Wilhite window.

13 In the Filing Status field, choose “Married (two incomes).”

14 Click OK.

QuickBooks returns to the New Employee window.

15 In the Additions, Deductions, and Company Contributions area, type 15in the

Amount column for Health Insurance and press Tab.
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Doing payroll with QuickBooks

QuickBooks enters -15.00 in the Amount column. The New Employee window
should now look like this.

New Employee

Information for: Michael M, Wilhite
Change tabs: |Payr0ll and Compensation Info | W |
o wwhat is & pavroll schedule? =
Item Mame Hourly fannual Rate Schedule ekl b R
= F Employee is
Reqgular Pay 15.00 Ty I:l inactive

Use time data to create paychecks

)

Additions, Deductions and Company Contributions

T
= Al m Crder Business
- Sick¥acation. .. Cards
Direct Deposit

Item MName Amount Linnik
Health Insurance | ¥ -15.00

[ Employee is covered by a gualified pension plan

16 Click OK.

17 When QuickBooks asks whether you want to set up additional payroll
information, click Leave As Is.

QuickBooks returns to the Employee Center, where the new employee’s name is
now displayed.
18 Leave the Employee Center open, you'll use it in the next exercise.
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Running a payroll schedule

QuickBooks lets you print payroll checks in a batch based on payroll schedules. You
may want to process the paychecks of salaried employees in one batch, and do payroll
for the weekly employees as another batch.

To run a paycheck:
1 Inthe Employee Center, click the Payroll tab.

QuickBooks displays the Payroll Center.
2 In the Pay Employees section, choose the Weekly pay schedule.

[ Switch to After-the-Fact Payrall ]

Process Payroll by, | ...for Payroll Schedule | .. .and Pay Period ..with Check Date
015 =kl 0
% F12431)2015
Pay
Employees

[ Related Payroll Activities '][ Unscheduled Payroll ][ Start Scheduled Payroll, .. ]

3 Click the Start Scheduled Payroll button.

QuickBooks displays the Enter Payroll Information window.

=i Enter Payroll Information

Enter Payroll
Information

How do I pay my employees?

Fayroll Information
Payroll Schedule: Weekly Pay Petiod Ends | 12/z2/2015 Bank Account: | Checking hd

5 Bank Account Balance: 46,423,983

Employees Selected to Pay: 3 Check Date

Uncheck all ] [ Open Paycheck Detail... Sart By |Employes Mame v ShowjHide Columns
J | Employves Regular Pay COwetkime Pay Sick Hourly Vacation Hourly | Takal Hours

Elizsheth M. Mason 40:00 40:00 ]~

S
Greqq @, Schneider
o Michael M, wilhite

b

How do T use this window b enter pavroll information? oy

Notice that QuickBooks has filled in the Pay Period Ends field and the Check Date
field based on the Weekly pay schedule you set up.
4 Clickin the Regular Pay column for Gregg O. Schneider’s name and enter 40.
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Doing payroll with QuickBooks

5 Clickin the Regular Pay column for Michael M. Wilhite’s name and enter 25 and
press Tab.
Your screen should resemble the following graphic.

= Enter Payroll Information

Enter Payroll
Information

How do I pav mv employees?

Payroll Information

Payroll Schedule; Weekly Pay Period Ends |12 /72/2015 Bank Account: | Checking v
Employees Selected ta Pay: 3 Check Date 12[z2j2015 Bank Account Balance: 46,423.98

Uncheck All ] [ Cpen Paycheck Detail.. Sart By | Employee Mame v ShowfHide Columns

o | Employee Regular Pay Overtime Pay Sick Hourly Vacation Hourly | Total Hours |
o  Elizabeth . Mason 40:00 40:00 A
o Greng Q. Schneider 40:00 40:00
o tiichael M. Wihite 25:00 25:00 |

v

How o T use this window to enter payroll information? Er=my e

6 Click Continue.

QuickBooks displays the Review and Create Paychecks window. To review an
employee’s paycheck, click the employee name.

= Review and Create Paychecks

Review & Create
Paychecks

How do I pary my employees?

Payroll Information

Payroll Schedule: Weekly Pary Period Ends l:l Bank Account: | Checking b

Mumber of Paychecks: 3 Check Date l:l Bank Account Balance: 46,423.93
Paycheck Options
(®) Print paychecks from QuickBooks () Assign check numbers ko handwritten checks Explain Printing Options
First Check Nurnber Printing Preferences

Open Paycheck Detail. .

(Gross Pa Taxes Deductions Met Pa Emplover Taw Contributions Total Hours Direct Dep. |

590.00 -274.56 0.00 315,44 45.13 0.00 40:00 "‘
Greqq O, Schneider 690,00 -261.58 -12.50 415.62 Sz.78 0.00 40:00
Michael M. ‘Wilhite: 375.00 -49.85 -15.00 31012 51.38 0.00 25:00

-

1,655.00 -586.32 2750 1,041.18 149.29 0.00 105:00 |

Finish Later Create Paychecks

In the Employee column, click Michael M. Wilhite. (Be sure to click the underlined
link for the employee name.)
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QuickBooks fills in the Employee Summary area of the Preview Paycheck window,
showing the gross regular pay and all of the deductions from Michael’s paycheck.
The net amount of the check appears at the bottom.

Preview Paycheck g|
Michael M. Wilhite Pay Period | 12{16/2015 B - | 12/22/2015 [H]
) [[] Use Direct Deposit
Earnings
Ttem Mame Rate Hours | Customer:Job Service Item | Sick Available 0:00
Regular Pay hd 15.00 | 2SO hd ¥ A Macation Avail, 6145
Sick Accrued
Wac, Accrued 6145
[] Do not accrue sickfvac
v
Taotals: 375,00 25:00 hrs
Other Payroll Ikems Employee Summary How are these ikems calculated?
Ikemn Mame Rate Cuankiky | Itern Mame Arnounk Y¥TD
Health Insurance -15.00 # | |Regular Pay 375.00 375.00
Health Insurance -15.00 -15.00
Federal Withholding -7.00 -7.00
Social Security Emploves -23.25 -23.25
+ | |Medicare Emplayee -5.44 -5.44
CA - Withholding -5.46 -5.46
Company Summary How are these items calculated?  Ca - Disability Employes -4.13 -4,13
Item Mame Arnounk Y¥TD
CA - Employee Training Tax 0.00 0,00 #
Social Security Company 23.25 23.25
Medicare Company 5.44 5.44
Federal Unemployment 3.00 3.00 e
CA - Unemployment Company 19.69 19.69 . | Check Amount: 314,72
[ Cancel ] [ Help ] [] Enter net/Calculate gross

Because payroll tax rates change regularly, your numbers may vary from this
illustration.

The Company Summary area of the window shows company-paid taxes and
contributions that don’t affect the amount of the paycheck (company-paid
benefits).

(<]

Click Save & Close to return to the Review and Create Paychecks window.
9 Click Create Paychecks.

QuickBooks writes a payroll check for each employee in the weekly payroll schedule
for the correct net amount, showing the deductions in the voucher area.

QuickBooks confirms that you have created the paychecks. You can then choose to
print the paychecks.

10 You don’t want to print the paychecks now, so click Close.
11 Close the Payroll Center.
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Doing payroll with QuickBooks

Viewing the paycheck

QuickBooks records payroll checks in your QuickBooks checking account register. You
can see the check by going to the register.

To view the paycheck from the register:
1 From the Lists menu, choose Chart of Accounts.

2 Double-click “Checking.”
QuickBooks displays the Checking account register.

3 Select the paycheck transaction for Michael M. Wilhite, and click Edit Transaction.

QuickBooks displays the Paycheck - Checking window for Michael. Notice that the
Paycheck Summary shows a summary of the check’s deductions. If you want to see
the deductions that make up this total, you can click the Paycheck Detail button.

£ Paycheck - Checking,
& previous [ hext @ Print =

¥ Find

Ml ateach

Bark Account | ST v Ending Balance 45,370.32
Mo, To Prink
Date 12/z2j2015 [HE]
Pay to the Order of Michasl M. Wilkite hd $ 314.72

Three hundred Fourbean and FEFLOOK # % bk bk b bbb b obookob ok bk ok b b e o b b b o Dyag

Michael M. Wilhite
155 West main Street
Address | Bavshore, CA 94326

Memo
To be printed

Paycheck Summary ] £ =

Earnings 375.00 Pay Period  12/16/2015 - 12f22/201%

Additions 0.00 Hours Waorked  25:00

Taxes -45.28

Deductions -15.00

Pavcheck Deta. ..
[ Save & Close ] [ Rewvert ]

4 Click Save & Close to close the Paycheck - Checking window.

5 Close the checking account register, but leave the chart of accounts open.
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Printing paychecks and paycheck stubs

You can print paychecks as you would any QuickBooks check. If you use voucher
checks, QuickBooks prints the payroll item detail in the voucher area. If you don’t use
voucher checks, you can print paystubs to give to your employees.

To print a paycheck:

1 From the File menu, choose Print Forms, and then choose Paychecks.
QuickBooks displays the Select Paychecks to Print window.

2 In the First Check Number field, type 301.

Select Paychecks to Print
Bank Account Checking “ | First Check Mumber | 301

Select Payvchecks to print, then click Ok,
There are 3 Pavchecks to print for $1,041,18,

4 Date Employee Amount K
[ T1zizz/2015 Elizabeth [, Mason 315.44]

PR RN Garegg O, Schneider 415,62 Cancel

< |1g)zelenis Michael M. wWilhite 31012

Help

Select All

Select Mone

Show () Direct Deposit

Company Message to be printed on all pavstubs;

w

Make sure there’s a checkmark next to all the employee names, and then click OK.

4 Click Print to see what the checks will look like, or else click Cancel.

Tracking your tax liabilities

Refer to Handout 10, “List of payroll expenses and liabilities.”

As an employer, you need to track both payroll expenses and payroll liabilities. These
are the company payroll expenses you need to track:

m  Employees’ gross pay

m  Employer payroll taxes, such as contributions to social security (FICA), Medicare,
federal and state unemployment insurance, and state disability insurance

QuickBooks uses an expense account called Payroll Expenses to track these actual costs
to your company. (The funds you deduct from employee paychecks aren’t considered
an actual cost because they’re monies you’re holding for the government; they don’t
come directly from your company assets.) Whenever you run your payroll, QuickBooks
keeps track of your company’s expenses for each employee. You can then see totals for
these expenses on the payroll summary by employee report and on the profit and loss
statement.
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Doing payroll with QuickBooks

QuickBooks uses the Payroll Liabilities account (an Other Current Liability account) to
track what you owe to the government. When you do your payroll, QuickBooks
calculates how much you owe for each tax, deduction, or company contribution payroll
item and records that information as a transaction in the liability account. This
produces a record of how much tax you owe at any time, so you can plan to have the
cash available for payment. When you pay your payroll taxes or other payroll liabilities,
QuickBooks decreases the balance of the liability account.

Look at the payroll expense and liability accounts, so you can see how QuickBooks
recorded expenses and liabilities related to Michael Wilhite’s paycheck.

To display the payroll expenses QuickReport:
1 Inthe Chart of Accounts window, select the Payroll Expenses account.

2 From the Reports menu button, choose QuickReport: Payroll Expenses.
3 From the Dates drop-down menu, choose This Month.

QuickBooks displays the QuickReport. You can scroll through the report to see the
expense items paid by the company for Michael Wilhite’s paycheck.

I Account QuickReport
Modify Report... | [ Memorize... | Print... J(E-mail = | Expart... | [ Hide Header | [ Refresh |
(DI This Month ¥ From 120142015 [ To [12/31/2015 [E]| Sort By [Default v
T:12PM Rock Castle Construction
121515 Account QuickReport
Accrual Basis December 2015
B Type “ Date < Num =+ Hame B Memo B Split B Amount B
Paycheck 120221215 Greggy O Schneider Checking g0.oa ~
Paycheck 1202202015 Gregy O. Schneider Checking 000
Paycheck 120221215 Michael M. Wilhite Checking 375.00
Paycheck 1202202015 Michael M. Wilhite Checking 000
Paycheck 120220215 Michael M. Wilhite Checking 2325
Paycheck 120221215 Michael M. Wilhite Checking S5.44
Paycheck 1242212015 Michael M. Wilhite Checking 300
Paycheck 120221215 Michael M. Wilhite Checking 19.69
Tatal Payroll Expenses 5568.97
TOTAL 5,568.97
e »

4 Close the QuickReport.
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5 In the chart of accounts, double-click the Payroll Liabilities account.

QuickBooks displays the register for the account. The register shows a separate
transaction for each item from Michael’s paycheck. The running balance shows an
increase for every liability.

&, PayrolllLiabilities FEX
% Go ko, Q% Prirt... @ Edit Transaction QuickRepork
Datke Ref Payee Increase J Decrease Balance
Type Account Merma
12}22/2015 Grega O, Schneidsr 117,30 3,841,03 A
P&y CHE || Checking [split]
12}22{2015 Gregg O, Schneider 0.00 3,941.03
PaY CHK [|Checking [split]
12[zz[2015 Michael M, wilhite 15.00 3,956.03
PaY CHE |[Checking [split]
12{22{2015 Michael M. Wilhite 0.00 3,956.03
PaY CHE  [|(Checking [split]
12fz2{2015 Michael M, Wihite 7.00 3,963.03
P&y CHE || Checking [split]
12fz2{2015 Michael M, Wilhite 23.25 3,906,268
PaY CHK [|Checking [split]
12[zz[2015 Michael M, wilhite 23.25 4,009,535
PaY CHE |[Checking [split]
12{22{2015 Michael M. Wilhite 5.44 4,014.97
PaY CHE  [|(Checking [split]
12fz2{2015 Michael M, Wihite 544 4,020.41
P&y CHE || Checking [split]
12fz2{2015 Michael M, Wilhite 3.00 4,023.41
PaY CHK [|Checking [split]
12[zz[2015 Michael M, wilhite 5.46 4,028.87
PaY CHE |[Checking [split]
12{22{2015 Michael M. Wilhite 4.13 4,033.00
PaY CHE  [|(Checking [split]
12fz2{2015 Michael M, Wihite 19,69 4,052.62
P&y CHE || Checking [split]
v |
- |~
Ending balance 4,052.69
[ i-Line
Sortby | pate, Type, Number/... ¥

6 Close the register.

7 Close the chart of accounts.

QuickStart Tip

The employee earnings summary report summarizes the wages, taxes, and adjustments,
the gross pay (total and adjusted), and the taxes withheld for each employee and the entire
company.

The payroll summary report shows information similar to the employee earnings
summary report, but in a much different layout. The report has a column for each
employee and a row for each payroll item.

To create either of these reports, choose Employees & Payroll from the Reports menu.

365



Doing payroll with QuickBooks

Paying payroll taxes

Aslong as you have a valid subscription to one of the Intuit Payroll Services, QuickBooks
uses current tax tables to keep track of your tax liabilities as they accrue, so you know
how much you owe at any time.

Figuring out what you owe

If you're about to pay taxes or other liabilities, the payroll liabilities report shows you
how much to pay. Suppose you are ready to make a tax payment, and you want to see
how much you owe.

To create a payroll liabilities report:
1 From the Reports menu, choose Employees & Payroll, and then choose Payroll
Liability Balances.

2 Click Modify Report, select “Display columns by Year across the top,” and then
click OK.

QuickBooks displays a report that shows what you owe for each payroll item.

Kl Payroll Liability Balances
Madify Repart. .. Memarize... | Print... || E-mail » || Export... Hide Header Refresh
Dates | Custom | From |[oyorzois (@] 1o (11302005 @] Columps | vear | surt By | Default v
LA Rock Castle Construction

1211515 Payroll Liability Balances
y through N her 2015
+ BALANCE =

Payroll Liabilities

Federal Withholding b 220800 4
Medicare Employee 27055
Social Security Employee 121878
Federal Unemployment 364
Medicare Company 270.55
Social Security Company 121875
CA - Withholding 434 .59
CA - Disability Employee G0.60
CA - Unemployment Company 23.94
CA - Employee Training Tax 046
Health Insurance S37.50
Total Payroll Liabilities 6,247.69

3 Close the report.

4 Click No at the message asking if you'd like to memorize the report.
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Writing a check for payroll taxes

QuickBooks recommends that you set up scheduled tax payments for your payroll
taxes. But you can also make an unscheduled tax payment if, for example, you don't
have an active QuickBooks Payroll subscription, you have a payroll tax that isn't set up
as a scheduled payment, or you need to make an adjustment to a payroll tax.

When it’s time to deposit payroll taxes with your deposit institution, use the Liability
Check window to fill out a QuickBooks check.

Note: Don’t just open the Write Checks window and write a check from there to make
payroll tax payments. QuickBooks can’t properly adjust your Payroll Liabilities account
unless you use the Pay Liabilities feature.

To pay payroll liabilities:
1 From the Employees menu, choose Payroll Taxes and Liabilities, and then click
Create Custom Liability Payments.

QuickBooks displays the Select Date Range For Liabilities window.
2 Inthe “From” field type 11/30/2015, and then type 12/15/2015 in the “Through” field.

Select Date Range For Liabilities

Select the date range for the payroll liabilities yvou want to pay,
Tip: Base vour dates on the dates of the paychecks you issued, not on vour pay period dates,

Shiaw Payroll Liabilities
Dates | cCustem v Fram | 11/30/2015 (@] Through | 12715/2015 [E]

[ QF l [ Cancel ] ’ Help ]

3 Click OK.
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Doing payroll with QuickBooks

QuickBooks displays the Pay Liabilities window.

= Pay Liabilities

Review liability check ta I Create l
enker expenses/penalties
Bank Account [ Cancel ]
: Create liability check without
|Check|ng b | O reviewing 4 [ Pavroll Liabilities Report ]
Check Date [ Help ]
12/15/2015

Show Pavrall Liabilities

S Dates |custom v | From  [11/30/2015 [Eg] Through
J | Pavroll Tkem Payable To EBalance Amt. To Pay |
A - Disability Emploves Emplaymeant Develapment Departrment 9.50 0.00
A - Emplovee Training Tax Employment Development Department: 0.00 0.00
A - Unemployment Company  |Employment Development Department 0.00 0.00
A - Withholding Employment Development Department 77.97 0.00
Advance Earned Income Credit |Great Statewide Bank -25.00 0.00
Federal Unemployment Great Statewide Bank 0.00 0.00
Federal Withholding Great Statewide Bank. 397.00 0.00
Medicare Company Great Statewide Bank 50.71 0.00
Medicare Emploves Great Statewide Bank. 50.71 0.00 2
1,007.03 0.00

[ Hide zero balances Ending Bank Balance 45,370,352

4 Clickin the column to the left of the Federal Withholding payroll item.

QuickBooks places a checkmark in the column to show that the item will be paid. It
also places a checkmark next to the Advanced Earned Income Credit item.

5 Clickin the column to the left of the Medicare Company payroll item.

QuickBooks places checkmarks in the column for both Medicare Company and
Medicare Employee.

6 Clickin the column to the left of the Social Security Company payroll item.

QuickBooks places checkmarks in the column for both Social Security Company
and Social Security Employee.
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Now your Pay Liabilities window should look like the following.

To be printed ® Review liability check bo I Create ]
enter expenses/penalies [ = | ]
Bank Account ance
; Create liability check without
Checking v e [ Payrol Liabiities Report |
Check Date [ Help ]
12i15/2015 Show Payroll Liabilities
[Craks F Thi h
Sort By | Payable To 3 ates | Custom ~ | From |11j30/2015 rough | 12/15/2015
4 | Payroll Ttem Pavable To Balance: Amt, To Pay |
A - Disability Emploves Ermplovment Development Departrment 9.50 0.00
CA - Emploves Training Tax Employment Development Department 0.00 0.00
CA - Unemployment Company — |Employment Development Department 0.00 0.00
CA - Withholding Employment Development Department 7797 0.00
o |Advance Earned Income Credit | Great Stakewide Bank -25.00 -25.00
Federal Unemploviment Great Statewide Bank 0.00 0.00
' |Federal withholding Great Statewide Bank 397.00 F97.00
J  |Medicare Campary Great Statewide Bank 50.71 50.71
J |Medicare Employee Great Statewide Bank
J |social Security Employves Great Statewide Bank. 216,82
Health Insurance Sergeant Insurance 12.50 0.00
-
1,007.03 07 .06
[ Hide zera balances Ending Bank Balance 44, 463,26
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7 Make sure “Review liability check to enter expenses/penalties” is selected and then
click Create.

QuickBooks displays the Liability Check window, with your check displayed.

& Liability Check - Checking,
@l previous [ next E Save

ghprint v | By Find By History 5] Journal

il ateach

Bank Account Ending Balance 44 463,26
Mo, To Prink
Date 12/15/2015 [E)
Pay to the Order of Great Statewide Bark A $ 907.08
NinehundredSEVEnandDSIIDD********************************* DD"aI’S
Great Statewide Bank
P.C, Box 522
Address | Bayshore A 94326 A
o
=l
Memo 00-7904153 Grder Chacks
Period: |11/30/2015 - |1zj15/2015 T be printed
Expenses $0.00 | Payroll Liabilities $907.06
Payroll lkem Amount Memo |
Advance Earned Income ... -25.00 | G
Federal Withholding 397,00
Medicare Company 50.71 v
Clear Splits ] [ Recalculate [ Save & Close ] [ Rewvert

You should use a separate check for each type of deposit coupon (for example, 941
or 940).
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8 In the Memo field, type EIN 96-4820567, Form 941.
The Liability Check window should now look like the following.

EH Liability Check - Checking
&l previous [ next E Save @ Prink - @ Find Qﬁ History =] Journal [m Atkach

Bank Account | Checking b Ending Balance 44,475.74
Mo, To Print
Date 12/15/2015 [H)
Pay to the Order of Greak Statewide Bank, hd $ 907.06
Ninehundredsevenanduﬁ!luu********************************* DD"ars
Great: Statewide Banlk
P.O. Box 522
Address | Bayshore Ch 94326 A
i
E=inm
Memao EIN 96-4520567, Form 941
Period: | 11/30/2015 - |1zj15t2018 Ta be printed
Expenses 40,00 | Payroll Liabilities $907.06
Payroll Tkem Amounk Memo |
Advance Earned Income ... -25.00 | G
Federal Withhalding 397.00
Medicare Company 50,71 “
Clear Splits ] [ Recalculate [ Save & Close ] [ Reverk

9 Click Save & Close to record the check.
10 Click Yes if QuickBooks asks if you wish to save changes made to this
transaction.

Whenever you make a payment and record your check this way, QuickBooks decreases
the balance of the Payroll Liabilities account.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the payroll liability transaction.

Account Title Debit Credit

Checking $907.06
Payroll Liabilities $25.00

Payroll Liabilities $397.00

Payroll Liabilities $50.71

Payroll Liabilities $50.71

Payroll Liabilities $216.82

Payroll Liabilities $216.82
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LESSON 13 Estimating and
progress invoicing
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Supporting materials, 374
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Creating jobs and estimates, 375
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Displaying reports for estimates, 388
Displaying the job progress invoices vs. estimates report, 388
Updating job status, 389
Making estimates inactive, 390
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Estimating and progress invoicing

Lesson objectives

m To learn how to create job estimates

m Tofind an estimate in a data file

m To learn to duplicate an existing estimate
m To create an invoice from an estimate

m To display project reports for estimates

m Toupdate a job’s status

m To make an estimate inactive

Supporting materials
m PowerPoint file: Lesson 13

m Video tutorial: Prepare an estimate

Instructor preparation

m  Review this lesson, including the examples, to make sure you're familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\QBtrain directory.

In the File name field, type lesson 13 and then click Save.

©O O NO GG A~ WN

Click OK when you see the message that the file has been successfully restored.
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Creating jobs and estimates

An estimate is a description of work or products you propose to sell to a current or
prospective customer. You can create multiple estimates for each name (customer or
customer:job combination). If the customer accepts an estimate, you can turn the
estimate into an invoice, modifying it as necessary. When you have actual costs and
revenues, you can compare them to your estimated costs and revenues to see if you were
over or under the estimate.

Estimates are “non-posting” transactions—they do not affect any financial reports or
income and expense balances. QuickBooks allows you to create invoices from estimates
either by transferring the entire estimate to an invoice or by allowing you to choose a
percentage or selected items to invoice from the estimate. The ability to bill for only a
percentage of the estimate or selected items on an estimate is called progress invoicing.

When you create a new QuickBooks company using the EasyStep Interview,
QuickBooks asks you if you use estimates and/or progress invoicing. If you respond yes,
QuickBooks turns on these features for you. If you respond no, you need to turn on
these features in order to use them. Rock Castle Construction already has estimates and
progress invoicing turned on, but you'll review how to do this so you become familiar
with QuickBooks preferences.

Turning on estimates and progress invoicing

To turn on estimates and progress invoicing:
1 From the Edit menu, choose Preferences.

2 Click Jobs & Estimates in the left panel.
3 Click the Company Preferences tab.

QuickBooks displays the Jobs & Estimates section of the Preferences window.
4 Click Yes for “Do You Create Estimates?”
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Estimating and progress invoicing

5 Click Yes for “Do You Do Progress Invoicing?”

Preferences 1%

kS

B Accounting ~ My Preferences Company Preferences

I'-_..-g" Checking Pending Pending Enter the job status descriptions you

=3 Deskiop Wiew prefer For your business, For example,
Awarded Awarded you could enter "Submitted” For Pending.

% Finance Charge Default

M General Inprogress | In progress

fi Inkegrated Applicatio

Closed Closed Also See:

. Items & Inventaory G I
- Mot awarded | Mot awarded N
= . Sales and
E Multiple Currencies Do You Create Estimatess Do *ou Do Progress Invoicing? Customers
Payments
2 () ves O o ) Yes O nig Time Tracking
@ Payroll & Emplovees
¢ 3 Bt Wearn about duplicate estimat hat b
‘Warn about duplicate estimate Don't print items that have zero
v ¢
Wl Reports & Graphs nurmbers amount
F Sales & Customers
|g7| Sales Tax
=% Search

Send Forms

% Service Connection

E Speling

[2%] Taw: 1099

6 Click OK to record your selections and close the Preferences window.

QuickStart Tip

If your industry uses a term other than “estimate” (for example, “bid” or “proposal”), you
can change the title that appears on the QuickBooks estimate form.

To change the title of the form:

From the Lists menu, choose Templates.

In the Templates List window, click the Templates menu button and choose New.
In the Select Template Type window, select Estimate and click OK.

Click the Manage Templates button.

In the Template Name field, enter a name for the template and click OK.

Click the Additional Customization button.

N o o b WODN -

In the Additional Customization window, enter the title you want (Proposal, for
example) in the field next to the Title checkbox (this is the first field on the Header tab).
Click OK.

8 Click OK if the Layout Designer message appears.
9 Click OK again to save the template.
10 Click OK to close the Basic Customization window.

11 Close the Templates List window.
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Creating a new job

Now that you’ve turned on the estimates feature, you can add a new job for a bathroom
remodel project for your customer, Ernesto Natiello. Then you’ll create an estimate for
the job.

To create a new job:
1 Click Customer Center on the icon bar.

2 In the Customers & Jobs list, select Natiello, Ernesto.
3 Click the New Customer & Job menu button, and then choose Add Job.
4

If the New Feature screen for Add/Edit Multiple List Entries appears, click the box for
“Do not display this message in the future” and click OK.

QuickBooks displays the New Job window.

Bl New Job

Job Mame ||

E0X

Opening Balance as of | 12/15/2015 How do T determine
| | | i| the opening halance? OK
Address Info | Additional Info Payment Info Job Info
Customer |Natiell0, Ernesta v | Cantack |Ernest0 I Matiello |
Mex
Company Name| | Phone  [415-555-9811 |
M M /... x| |
First Mame M.I. Alt. Phore | | | O a0b is inactive
Last Mame |Natie||0 |n|t. Contact |Bert |
E-mail | ernie@samplenames, com |
Cc | |
Addresses
Bil To Ship To

Ernesto M Matiello
376 Pine Sk, #5E

Bayshars CA 34326

377



Estimating and progress invoicing

5 IntheJob Name field, type Bathroom remodel.
6 Click the Job Info tab.
QuickBooks displays the Job Info portion of the New Job window.

Bl New Job

Job Mame

Opening Balance | |25 of [12/15/2015 Hiow dis T deterrine

|Bathroom remodel

the opening balance?
Address Info Additional Info Payment Info Job Info
— I ST R R
Job Status Start Dake Projected End  End Date Mext
[ | |0oi23rz2008 [B]| |0oyz3iz00s [&] |09/23/2008 [E]
1ob Description Job Type
w | [] Jobis inactive

7 Inthe]ob Status field, select Pending from the drop-down list.
8 In the Start Date field, type 01/04/2016, and then press Tab.
9 In the Projected End field, type 02/28/2016.

10 Press Tab to move to the End Date field, and then press Backspace (on the keyboard)
to clear this field.

11 In the Job Description field, type Remodel bathroom.
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12 In the Job Type field, choose Remodel from the drop-down list.

Job types give you a way to classify your jobs so you can group and subtotal similar
jobs on your reports. By using them, you’ll be able to determine which kinds of jobs
are the most profitable for your business.

Your screen should look like the figure below.

B New Job
Jab Mame | Bathroom remodel |
Opening Balance as of | 12(15/=015 [@] How doI determine
| | | /154 the opening balance?
Address Inf Additional Inf B t Inf Job Infi
ddress Info tional Info Payment Info | Job Info
Job Skatus Start Date Projected End  End Date
[Pending v | [o1josjz016 (@] [0z/zarz016 [H] |
Job Description Job Type
|Remodel bathraamm | |Remode| v | [[] 30 is inactive
13 Click OK.

QuickBooks returns you to the Customer Center.

Customers & Jobs Transactions
_ - Click this button to expand the Customers & Jobs list.
iew |.ﬂ\ct|ve Customers hd | [E
Find | |@
Mame Balance Total | Attach
+Matiella, Ernesto 622,26 A
+Bathroom re... 0.00
eKikchen -622,26
+Melson, Wima 0,00
+Office Rema. ., 0.00

14 Click the expand arrow to show full details in the Customers & Jobs list.
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Estimating and progress invoicing

Mame Balance Total | Motes | Job Status Estimate Tokal Attach

e Matiello, Ernesto -6z2.26 14,595.25 5
<Bathroom remodel 0.00 Pending
+Kitchen -622.26 Closed 14,595.25

e Melson, Wilma 000 4 £,278.80

Notice that the new Bathroom Remodel is listed as a pending job for Natiello,
Ernesto.

Writing an estimate

Now that you've created a new job for the bathroom remodel, you can create an
estimate for it.

To create an estimate:
1 In the Customers & Jobs list, select Natiello, Ernesto:Bathroom remodel.

2 Click the New Transactions menu button, and then choose Estimates.

QuickBooks displays the Create Estimates window for this customer and job. You
learned in Lesson 6 how to fill out an invoice form, so this form should look
familiar.

3 Press Tab to accept Natiello, Ernesto:Bathoom remodel in the Customer:Job field.

Notice that QuickBooks enters the customer’s name and address in the
appropriate area of the form.

4 Select “Custom Estimate” in the Template field.

IE Create Fstimates

& previous B et E @ - Q T %‘ & spelling Qh Histary = % = m’ < @ Attach
Customer: Job Exiiele Template J Natiello, Ernesto:Bathroom remod
Matiglo, Ernesto:Bathroo, .. % Active Cuskam Estimate v
Edit Custamner
A ) Estimate #
Estimate ———
) Phaone 415-555-9511
Ermail etnie@sarplenare . com
Ernesto M Matielo Open balance 0.00
378 Pine 3t, #5E
Bayshore CA 94326 Active estimates a
Sales Orders to be invoiced a
Itern Descriptian by Cost | Amount Markup Takal Tax
A~
Recent Transactions uickReport
v
Customer v Tax [san Tomas w |(7.75%) 0.00
Message
Tatal 0.00 0.00 0.o0
Notes Edit
[J 7o be e-mailed  Customer Tax Code
[Memo | | [ Save & Close ] [ Save & Mew 1 [ Clear
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5 Clickin the Item column in the middle of the form.
A Down Arrow appears, indicating that a drop-down list of choices is available.

The Item list, which contains all the services and goods your business provides, is
the same list that is available to you on invoice forms and throughout
QuickBooks.

6 Type Installation.

Before you can finish typing, QuickBooks has filled it in for you, and QuickBooks
fills in the default description for this item when you exit the field.

N

Press Tab twice to move to the Qty column.
8 Type 10in the Qty column, and then press Tab.
The total amount is calculated by QuickBooks when you move out of this field.
9 Click the line under “Installation” in the Item column.
10 Type Framing.
11 Press Tab twice to move to the Qty column, and then type 40.
12 In the line under Framing in the Item column, type Rough.
QuickBooks completes the field with the item Lumber:Rough.
13 Press Tab three times to move to the Cost column, and then type 2500.
14 Press Tab to move to the Markup column.

15 Type 15%, and then press Tab twice.

Your estimate should look like the following figure.

IE Create Estimates

Werevious Prext [ & -~ L - € o speling Ty History ~ [ - B - ] attach
Customer:Job e Terplate Natiello, Ernesto:Bathroom remad
Matiello, Ernesta:Bathroo, .. % Active Custom Estimate ~ 0N =
Edit Custarner
A Date
Estimate F12,f15,u’2015 l 3 ey
Fhone 415-555-9511
Ermai EpniE@sarnplenarie . com
Ernesto M Matiella Open balance 0.00
376 Pine 3t, #5E
Bayshore CA 94326 Active estimates a
Sales Orders to be invoiced o
Ttem Description Oy Cost | Amaount Markup Takal Taix
Installation Installation labor 10 35.00 350,00 350,00 |Mon A
Framing Framing labor 40 55,00 2,200.00 2,200.00 [Mon Recent Transactions CuickReport
Lumber:Rough  |Rough lumber 2,50... 2,500.00 15.0% 2,875.00 (Tax
| v v
v
Customer " Tax [san Tomas v |(7.75%) 22281
Message
Tatal 5,050.00 375,00 5,647.81
MNotes Edit
[JTobee-maled customer Tax Cade
Memol | [ Save & Close ] I Save & New 1 [ Clear

Notice that QuickBooks has filled in most of the information for the estimate based
on the items selected.
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Estimating and progress invoicing

16 Click Save & Close to save the estimate.

QuickBooks returns you to the Customers & Jobs list. Notice the Estimate Total
column for the Pending Bathroom remodel job for Ernesto Natiello now has a
balance of 5,647.81. (Click the expand arrow if you don’t see the Estimate column.)

Name Balance T... | Motes | Job Status Estimats Total Atkach

+Natiella, Ernesta -622.26 4 20,243.06 A

+Bathroam remodel 0,00 Pending

sKitchen 622,26 Closed 14,595.25
oNelson, Wima 000 4 6,278.80

17 Click the collapse arrow to collapse the Customers & Jobs list, then close the
Customer Center.

Creating multiple estimates

Just as you've completed the estimate for this customer, he calls and asks you to prepare
a second estimate for the same job. He’d like you to price a couple of different options.

Finding estimates

Because you just created the estimate, you can open the Create Estimates window and
press Prev and that will take you to the correct estimate. However, when you don’t know
where an estimate is, there are a couple of methods you can use to locate the estimate
you want quickly. You'll use one of them here.

To find an estimate:
1 From the Customers menu, choose Create Estimates.

2 Click the magnifying glass icon on the button bar.
QuickBooks displays the Find Estimates window.

Find Estimates

Customer: Job
| v
Tao
Estimate #
Amounk

3 In the Customer:Job drop-down list, select Natiello, Ernesto:Bathroom remodel.

4 Click Find.
5 If QuickBooks asks if you want to save the current transaction, click No.
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QuickBooks displays the estimate that you've already created for this job
(Estimate # 35).

IE Create Estimates

rrevious Prext [H &b - G -~ F [ 5peling By History

Customer: Job Estimate
v
Active

Estimate

- BB

Date
12/15/2015 35

Template
Cuskom Estimate 3 "

Ernesto M Natielo

376 Pine Sk, #5E
Bayshore CA 94326

Item Description Qby Cost | Amount Markup Total Tax |
Installation Installation labor i} 35.00 350,00 350,00 |Non 5
Frarning Framing labor 40 55.00 2,200,00 2,200,00 |Non =
Lurmber:Rough  [Rough lumber 2,50... 2,500,00 15.0% 2,875.00 | Tax
s
Cuskamer “ Tax [San Tomas w |(7.75%:) 222,61
Message
Tokal 5,050.00 375.00 5.647.81
[1Tobe e-mailed  Customer Tax Code
Mema | | [ Save & Close ] [ Save & Mew I [ Revert ]

1l attach

Natiello, Ernesto:Bathroom remad

Edit Customer

Summary

Phone 415-555-9511
Email ernie@samplename. com
Open balance 0.00
Active estimates 1
Sales Orders to be invoiced o
Recent Transactions QuickRepork
12}15/15 Estimate 5,647,581
Notes Edit

6 Keep the estimate open; you’ll use it in the next exercise.

Duplicating estimates

Your customer wants you to prepare a second estimate for the bathroom remodel job
because heis considering buying the cabinets from you in addition to having you do the

installation work.

First, you’ll create a duplicate of the original estimate, and then make the modifications

necessary for the second bid.
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Estimating and progress invoicing

To create a duplicate of an existing estimate:

1 Right-click in the body of the estimate and choose Duplicate Estimate from the list
that displays.

2 Click OK when QuickBooks notifies you that the duplicate estimate has been
created.
QuickBooks duplicates the estimate and displays the new version on your screen.
Notice that QuickBooks assigns the next available estimate number to the new
form.

IE Create Estimates

W previous B et E @ v Q v a &4 speling Qh Histary S Eﬁ v _m:l @ @ Attach
Customer: Job ik Template Natiello, Ernesto:Bathroom remad
Custom Estimats Edit Customer
A Date Estimate #
Summar
Estimate tzisrors v
3 Phone 415-555-9511
Email ernie@samplename. com
Ernesto M Maticllo Open balance 0.00
376 Pine 3t, #5E
Bavshore CA 94326 Active estimates 1
Sales Orders to be invaiced a
Item Description by Cost | Amount Markup Tokal Tax |
Installation Installation labor 10 35.00 350.00 350,00 |Non b
Framing Framing labor 40 55.00 2,700.00 2,200.00 (Mon = Recent Transactions CuickReport
Lumber:Rough  [Rough lumber 2,50... 2,500.00 15.0% 2,875.00 |Tax 12/15/15 Estimate 5,647.61
A
Customer P Tax [san Tomas w775 222.81
Message
Tokal 5,050.00 375.00 5.647.81
Motes Edit
[ Tobe e-malled  Customer Tax Code
Memo ‘ | [ Save & Close ] [ Save & New ] [ Clear ]

w

Select the number in the Qty column on the line for Installation.

D

Type 18.

5 Clickin the Item column in the line below Lumber:Rough, and select
Cabinets:Light Pine from the drop-down list.

6 DPress Tab twice and type 6 in the Qty column.

7 Clickin the Item column in the line below Cabinets:Light Pine and select
Cabinets:Cabinet Pulls from the drop-down list.

8 Press Tab twice and type 712 in the Qty column.
9 Press Tab and type 70in the Cost field.
10 Press Tab.
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Your estimate should look like the following figure.

IE Create Estimates
W previous B et E @ v Q v a &4 speling Qh Histary S Eﬁ v _m:l @ @ Attach
Customer: Job ik Template f Natiello, Ernesto:Bathroom remad
Matizllo, Ernesto:Bathron, ., % Active Custom Estirnate '
Edit Custormer
A Date Estimate #
Summar
Estimate i2:sfznis ”
3 Phone 415-555-9511
Ernail ernie@samplename. com
Ernesto M Naticllo Open balance 0.00
376 Pine St, #5E - F
Bavshore CA 94326 Active estimates 1
Sales Orders to be invaiced o
Item Description Gy Cost  Amount Markup Total Tax |
Installation Installation labor 13 35.00 £30.00 630,00 |Mon ~
Framing Framing labor 40 55.00 2,200.00 2,200.00 (MNon Recent Transactions CuickReport
Lumber:Rough [Rough lumber 2,50... 2,500.00 15.0%: 2,875.00 |Tax 12/15/15 Estimate 5,647,561
Cabinets:Light ... |Light pine kitchen [ 1,50... 9,000.00 |19.9333... 10,794.00 |Tax
cabinet wall unit
Cabinets;Ca...| % | Cabinet Pulls 12 [ 10.00 B2 120,00 |Tax |
v
Custamer - Tax [San Tomas e [(775%) 1,068,865
Message Motes Edit
Tokal 14,450.00  Z,169.00 17,687.65
[JTobe e-mailed  Customer Tax Code
Memo ‘ | [ Save & Close ] [ Save & New ] [ Clear ]

11 Click Save & Close.

Creating an invoice from an estimate

Once you have created an estimate and the customer has approved it, you can use the
estimate to invoice the customer. In this exercise, you'll be using the QuickBooks
progress invoicing feature.

Progress invoicing (also known as progress billing), lets you invoice for jobs that you
work on and complete in phases. When using progress invoicing, you start by creating
an estimate for the job (you don't have to give this estimate to the customer). Then, as
you complete each phase, you can easily transfer items from the original estimate to an
invoice. You can specify which items to include on each invoice and change estimated
amounts or percentages. When you use estimates to create progress invoices, you can
run reports to help you track your estimated versus actual costs.

To create an invoice from an estimate:
1 Click Customer Center on the icon bar.

2 Inthe Customers & Jobs list, select Natiello, Ernesto:Bathroom remodel.
3 Click the New Transactions menu button, and then choose Invoices.

QuickBooks displays the Create Invoices window.
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Estimating and progress invoicing

4 Press Tab to leave the Customer:Job field.

QuickBooks displays a list of estimates created for this job.

Available Estimates r@

(VN N |0, Frnesto:Eathroom remodel B

(o4
Select an estimate ko invoice

[ |
Date Amount Customer:Job Esk....

hz/15/2015 5,647.51[Matiello, Ernesto:Bathroom remodel [35 |
12/15/2015 17,667.65|Matiello, Ernesto:Bathroom remodel |36

Help

5 The customer accepted the first estimate you created, so select the line containing
Estimate #35, and click OK.

QuickBooks displays the Create Progress Invoice Based On Estimate window.

Create Progress Invoice Based On Estimate

Specify what ko include on the invoice,

(%) Create invoice For the entire estimate (100%).]

() Create invoice for a percentage of the entire estimate,

[

() Create invoice for selecked items or For different percentages of each item.

I QF l [ Cancel ] [ Help l

Rock Castle Construction typically bills for one-third of the job before starting
work, one-third when the project is one-third complete, and the final one-third
when the job is completed.

6 Select “Create invoice for a percentage of the entire estimate.”
7 Type 33.333in the “% of estimate” field.

If you need to invoice for only selected items on an estimate or for varying
percentages or amounts for different items, select the option “Create invoice for
selected items or for different percentages of each item.” QuickBooks then displays
a table of all items on the estimate and allows you to select which items you want to
include and the amounts for each item.

8 Click OK.
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9

B Create Invoices

Customer: Job

Matiello, Ernesto:Bathroo... »

Invoice

Ernesta M Matielo
376 Pine 5t, #5E
Bayshore CA 94326

Errevious Prext [ &5 - &~ B - & & speling By History =] Journal  [] Progress

In the Template drop-down list, select Progress Invoice.

QuickBooks completes the invoice for one-third of each item on the estimate. Your
invoice should resemble the following figure.

Templata

- 4
Progress Invoice L

DATE
12}15/2015 o3

DLE DATE
Met 30 w |01 1402016

= - s -

ITEM DESCRIPTION Est Amt | Prior % | QTY RATE Qurr % | AMOUNT | Tax |
Installation Installation labor 350.00 0.0% |3.3333 35.00 | 33.33% | 116.67 |Non 4
Framing Framing labor 2,200.00 0.0% |[13.3332 55.00 | 33.33% 733.53 |Mon s
Customer w Tax [San Tomas  |(7.75%) 74.27
Message
Total  1,582.59
[[] 1o be printed [ add TimefCosts... | [ Apply Credits... | Payments Applied 0.00
[ To be e-mailed Ealance Dus 1,882.59
Custy Tax Cod e
[ Allow anline payment Lesrn mare HSEOMET T Lo
Memo | |
< Learn sbout our payment processing and online invaicing solutions. [ Save & Close ] [ Save & New ] [ Clear

il attach
Natiello, Ernesto:Bathroom remod

Edit Customer

Summary

Fhane 415-555-9611
Ernail erniei@samplename. com
Open balance 0.00
Active estimates 2
Sales Orders to be invoiced a
Recent Transactions QuickReport;
12/15/15 Estimate 5,647,581
12/15{15 Estimate 17,687.65
Notes Edit

Notice that QuickBooks changed the invoice template to Progress Invoice and
added fields for Estimate Amount, Prior %, and Current %. QuickBooks also tracks

that one-third of the Natiello bathroom remodel job has been invoiced and that

two-thirds has not yet been invoiced.

Note: If you don’t want your customers to see this level of detail on the invoice you
send them, you can customize the invoice to remove some of these columns from
the printed form. See Lesson 15, “Customizing forms and writing QuickBooks

Letters,” for more information.
10 Click Save & Close to record the invoice.

11 Close the Customer Center.
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Displaying reports for estimates

QuickBooks provides several reports on estimates. You can create these reports from the
Jobs, Time & Mileage submenu of the Reports menu.

Displaying the job progress invoices vs. estimates
report

Because you’ve just completed a progress invoice, you can see how QuickBooks records
this on the job progress invoices vs. estimates report. This report shows job status,
estimate total, total invoiced from the estimate on progress invoices, and the
percentage of the estimate already invoiced on progress invoices.

To display the job progress invoices vs. estimates report:
1 From the Reports menu, choose Jobs, Time & Mileage.

QuickBooks displays a submenu of project reports that deal with customer jobs and
estimates.

2 Choose Job Progress Invoices vs. Estimates.

QuickBooks displays the job progress invoices vs. estimates report.

il Job Progress Invoices vs. Estimates

Modify Report... IMematize. . Prirt. . E-mail * || Export... Hide Header Refresh

2 Yeartodote % | From [10/01/2015 8] To | 12/15/2015 (8] Sort By [Defack v
LA Rock Castle Construction
121818 Job Progress Invoices vs. Estimates
October 1 through December 15, 2015
@ Type s Date + Hum + Estimate Active «+ Estimate Total + Progress Inwoice = % Progress «
Natiello, Ernesto ~
Bathroom remodel
Estimate 12082015 35 S 5 B4 81 155258 3333%
Estimate 12152013 36 ¥4 17 G57 63 0.00 0.0%
Kitchen
Estimate 12132015 25 S 14,595.25 13,560.39 92

Helson, Wilma
Office Remodel
Estimate 1202015 19 o 527530 0.00 0.0%

Pretell Real Estate

75 Sunset Rd.
Estitmate 1100552015 29 1571256 0.00 0.0%
Estimate 1M 2201s 28-C0 J 15,408.93 0.00 0.0%

Notice that the progress invoice you completed for Ernesto Natiello is listed in the
Progress Invoice column. The % Progress column shows how much of the total
estimate you’ve invoiced for so far.

3 Close the report window.
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Updating job status

Every time you change the status of a job, you should update its job status in the
Customer:Job list. For example, the estimate for the bathroom remodel is no longer
pending; Ernesto Natiello awarded you the job and you have started work.

To update the status of a job:

1

N

Click Customer Center on the icon bar.

QuickBooks displays the Customer Center.

In the Customers & Jobs list, select Natiello, Ernesto:Bathroom remodel.
Click Edit Job.

QuickBooks displays the Edit Job window.

Click the Job Info tab.

QuickBooks displays the Job Info portion of the Edit Job window.

In the Job Status field, select “In progress.”

Your screen should look like this.

B Edit Job
Job Name Bathroom remodel
Current Balance @ 1,882,59 How dio T adiust the current balance?
Address Info Additional Info Payment Info Job Info
Job Status Stark Date Frojected End  End Date
w | |01jndrz0l6 02/28/2016
1ob Description Job Type
Remadel bathraom Remodel v [ Jab is inactive
|
Click OK.

QuickBooks returns you to the Customer Center.
Click the expand arrow to display the full details on the Customers & Jobs list.
The Customers & Jobs list now shows this project as being in progress.

Collapse the Customers & Jobs list, and then close the Customer Center.
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Making estimates inactive

Now that the customer has accepted one of the estimates for the bathroom remodel job
and you have started work, you might want to make the unaccepted estimate inactive.
When you make an estimate inactive QuickBooks keeps a record of it, but does not use
the numbers in reports.

To mark an estimate inactive:

1 From the Reports menu, choose Jobs, Time & Mileage.

2 Choose Estimates by Job from the submenu.
QuickBooks displays the estimates by job report.

3 Scroll to the section of the report that displays the estimates for Ernesto Natiello.

il Estimates by Job

Modify Report.. . Memorize... || Print... || E-mail * | Export... Hide Header Refresh

Dates |.C\II h | From | To | Sort By |DeFauIt hi |
8:04PM Rock Castle Construction
1211515 Estimates by Job
All Transactions
% Type % Date + Hum <+ Memo + Estimate Active + Amount +
Hatiello, Ernesto ~
Bathroom remodel
Estimate 12M 52015 33 J 5547 .81
Estimate 121552015 36 J 17 G&7.65
Total Bathroom remodel 2333546
Kitchen
Estimsate 121 352015 25 J 14 595.25
Total Kitchen 14 595.25
Total Matiello, Ernesta 378307

4 Double-click anywhere on the line for Estimate #36.
QuickBooks displays the estimate.
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5 Click to clear the checkmark in the Estimate Active checkbox.

IE Create Estimates

Estimate |
{Ackive

Custamer: Job

Matiello, Ernesta:Bathroo... v

Estimate

@ previous T Next E @ < IE < %‘l [ Speling Ett.History

B - - - 0 atah

Template
Custam Estimate it y

Date |
12/15/2015 36

Ernesto M Natiello
376 Rine 5t, #5E
Bayshore CA 94326
Item Descripkion Gy Cost | Amount Markup Tokal Tax |
Installation Installation labor 18 35.00 630.00 530.00 Non L
Framing Framing labor 40 55.00 2,200,00 2,200,00 (Non =
Lumber:Rough  [Rough lumber 2,50, 2,500,00 15.0% 2,875.00 |Tax
CabinetsiLight ... |Light pine kitchen & 1,50, 9,000,00 |19.9333... 10,794,000 |Tax
cabinet wall unit
Cabinets: Cabin. .. |Cabinet Pulls 12 10.00 170.00 120.00 | Tax
v
Customer w Ta [San Tomas % |(F.75%) 1,068.65
Message
Total 14,450.00 216900 17,657.65
[]Tobe e-mailed  Customer Tax Code
Mema ‘ Save & Close ] [ Save & New ] [ Revert ]

Matiello, Ernesto:Bathroom remod

Edit Custorner

Summary

Phong 415-555-9811
Ernail ernie@samplenarne. com
Cpen balance 1,852,509
Active estimates 2
Sales Orders to be invaiced o
Recent Transactions QuickReport
12{15(15 Invoice 1,882.59
12/15/15 Estimate 5,647,581
12/15/15 Estimate 17,687.65
Notes Edit

Click Save & Close.

transaction.

Close the report.

Answer Yes to the message asking if you want to save the changes you made to the
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Estimating and progress invoicing
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LESSON 14 Tracking time

Lesson objectives, 394

Supporting materials, 394

Instructor preparation, 394

To start this lesson, 394

Tracking time and mileage, 395
Turning on time tracking, 395
Entering time data, 396
Recording employee time on a weekly timesheet, 398
Entering mileage, 400

Invoicing a customer for time and mileage, 401
Creating an invoice with charges for time and mileage, 401
Creating an invoice from a list of time and expenses, 405

Displaying project reports for time tracking, 408
Displaying the time by job report, 409
Viewing time data in more detail, 410

Paying nonemployees for time worked, 411
Creating service items for subcontractors, owners, or partners, 411
Recording nonemployee time worked, 414
Preparing a check to pay for nonemployee time worked, 416
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Lesson objectives

m To learn how to track time worked on a project

m To learn how to invoice a customer for time worked on a project

m To create project reports for time tracking and learn about other project reports
m To learn how to set up items used to track time worked by owners or partners

m To learn how to pay nonemployees for time worked

Supporting materials
m PowerPoint file: Lesson 14

m Video tutorial: Time and billing

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field, type lesson 14 and then click Save.

©O O NO G A~ WN

Click OK when you see the message that the file has been successfully restored.
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Tracking time and mileage

QuickBooks provides time tracking for any job. Time tracking lets you keep track of the
time a person spends on each job (including sick and vacation time and time spent for
general overhead). The person whose time you track can be an employee, an owner or
partner, or a subcontractor.

You can use time data to do the following:

m Invoice the customer for the time spent doing a job.

m Provide hours worked on an employee's paycheck, or a check to a nonemployee
(vendor, owner, or partner).

m Track the cost of employees’ gross pay by job.

m  Report on the number of hours worked—by person, by job, or by item.

Turning on time tracking

The following procedure shows how to turn on the time tracking feature, (it is turned
on already in the exercise file).

To turn on time tracking:
1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the left panel. Then click the Company Preferences tab.

QuickBooks displays the Time Tracking Preferences window.

—é Eills V- Iy Preferences Company Preferences
# Checki
& oo Tine trackng
b i
¥ Desktop View Do you track ime?
%_.3 Finance Charge ®F o
i Mo

®a General Default

fi Integrated Applicatio Eirst Day of Work Week

. Items & Inventory Also See:

Jobs & Estimates
= Invoicing options General
T Multiple Currencies | g
Create invoices from a list of time and expenses Sales an

g Payments O g Custormers
@ Payroll & Emplovess [ Track reimbursed expenses as income Johe and

obs an
& feminders Default Markup Percentage Estimates

@l Reports & Graphs

% 2ales & Cuskomers Default Markup Account Construction:Sub.. .| %

|§| Sales Tax

= Search
5end Forms

% Service Connection

E Speling

22| Tax: 1099

3 Make sure Yes is selected as the answer to the question “Do You Track Time?”

4 Click OK to save the preference setting.

w
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Entering time data

There are four ways to get time data into a company file:
m Enter time directly onto a weekly timesheet or single activity form in QuickBooks.

m  Use the Stopwatch in the Time/Enter Single Activity window to time an activity
while you are performing it.

m  Use the QuickBooks Time Tracker service to track time and then import the time
directly into QuickBooks.

m Download online timesheets using the QuickBooks Time & Billing Manager.!
When you track time with QuickBooks, you have a choice of two forms to enter time:

Weekly Timesheet or Time/Enter Single Activity window. If you want to enter time for
multiple jobs or multiple days, then the Weekly Timesheet is the best choice.

£ Weekly Timesheet

4 previous [ Next ﬁPrint - @Let\"ourEmployeesEnter Time...
Mame w =
Timesheet
Week Of Dec 14 to Dec 20, 2015
; i} Tu ! Th F Sa Su p
Custorme... | Serwice I.. | Payroll1... | Maotes 14 15 16 17 15 19 P Taokal | Billa... ‘
~
R
Takals 0:00 0:00 0:00 O:00 00 O:00 O:00 0:00 |

Wrap text in Notes fisld

’ Save & Close ] [ Save & Mew l ’ Clear ]

A single activity entry shows the time spent by one person doing a single activity for a
single job on a single date. If you tend to enter a lot of detailed notes about your
activities, or you prefer to enter time data as you complete an activity, use the
Time/Enter Single Activity window instead.

1 QuickBooks Time &Billing Manager works with QuickBooks for Windows 2009 or later (Pro,
Premier, and Enterprise versions), updated to the most current release. Internet access is required.
Additional fees, terms, and conditions apply.

396



For example, an attorney could use a single activity entry to record the time he or she
just spent on a phone conversation with a client.

& Time/Enter Single Activity
W Previous [ Next [ Speling [ Timesheet @‘ Let Your Employees Enter Time. ..
Not Billed
Date Eillable
Mame e Payroll Ikem h
Customer:Job ™
Service Ikem b
Duration Motes
D
[ Save & Close ] [ Save & Mew l [ Clear ]

Information you enter in the Time/Enter Single Activity window displays in the Weekly
Timesheet, and vice versa. They’re different views of the same information.

The Time Tracker service is useful when you have employees or subcontractors who
need to track their time but don’t need or want to run QuickBooks. When time is
imported into QuickBooks from the Time Tracker Service, you view the imported time
data on the same timesheets you would use if you did the data entry directly into
QuickBooks.

If you have employees who don’t have access to a computer or who don’t have access to
QuickBooks, you can print blank copies of the weekly timesheet for your employees to
fill out by hand.

To print a blank timesheet:
1 From the Employees menu, choose Enter Time and then choose
Use Weekly Timesheet.

2 From the Print drop-down menu, choose Print Blank timesheet.

3 In the Print Timesheets window, click Print.
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Recording employee time on a weekly timesheet

In this exercise, you’ll complete a weekly timesheet for Gregg Schneider. Later, you’ll
learn how to invoice a customer for the time Gregg spent working on their job.

To enter information on a weekly timesheet:
1 Onthe Home page, click Enter Time, and then click Use Weekly Timesheet.

QuickBooks displays the Weekly Timesheet window.

£ Weekly Timesheet g@@

4 previous [ Next ﬁ Print = .@‘ Let Your Employess Enter Time. .,

M. b -
ane Timesheet
Week OF Dec 14 to Dec 20, 2015

. i} Tu w | Th | F Sa | Su p
Custar...  Service...  Payroll... | Maotes 14 15 |16 |17 |18 | 19 | =0 Tatal B|Ilab...|

Pl

Tokals 000 0:00 0:00 Q00 0:00 0:00 0:00 Q00 |

Wrap text in Notes fisld

’ Save & Close ] I Save & Mew l ’ Clear ]

2 Inthe Name field, select Gregg O. Schneider from the drop-down list.

QuickBooks tracks the time you enter for this employee and displays it when you
are ready to pay employees.

3 Clickin the Customer:Job column, and then choose Melton, Johnny:Dental office
from the drop-down list.

QuickBooks will associate the time that you enter in this window with the office
repairs being completed for Johnny Melton.

4 In the Service Item column, type Installation.

After you type a few characters, QuickBooks fills in the rest of the item for you. The
[tem list, which contains all the services and goods your business provides, is the
same list that is available to you on invoice forms and throughout QuickBooks.

Notice that QuickBooks fills in the information in the Payroll Item column for you.

Gregg Schneider is paid by the hour. QuickBooks has his hourly rate stored in the
Employee Center, on the Payroll Info tab in the Edit Employee window.

Note: If you try to select a payroll item that is not associated with this employee,
QuickBooks displays a warning message. For example, if you try to select Salary as the
payroll item for Gregg Schneider, QuickBooks tells you that you do not have that type
of payroll item set up for the employee. (It still lets you make the selection, but it warns
you that the Salary is set up with a $0.00 rate.)




5 Click in the W 16 column for the row in which you entered Johnny Melton’s job.

W stands for Wednesday and 16 for the date, Wednesday, the 16th of December,
2015. Note that you can change the first day of your workweek in the QuickBooks
time tracking preferences. (From the Edit menu, choose Preferences, and then click
Time Tracking.)

6 Type 8to enter the number of hours worked on Wednesday.
In the Th field, type 8.
8 Inthe Ffield, type 8, and then press Tab.

N

As you enter hours for each day, the Total column displays the total hours for the
week.

Your screen should resemble the figure below.

4 Weekly Timesheet
& previous [ Mext

Shprine -

@ Edit Single Activity .@ Let Your Employees Enter Time. ..

Mame Gregg 0. Schneider w

Timesheet
Week OF Dec 14 bo Dec 20, 2015

il Tu W Th F Sa =]

i il r

Customer... | Service It... PayrollIt... Motes 14 15 16 17 1a 19 o Total | Eillable?
Melton, ... % [installa... ¥ [Regula... ¥ &:00 [ 8:00 [ &00 | 20| A
h
Tokals 0:00 0:00 &00 800 &§00 0:00 O:00 24:00 |

Wirap text in Mates Field

’ Save & Close ] [ Sawe & Mew l [ Clear ]

The Billable column to the right of the Total column tells QuickBooks if the time
will be transferred onto an invoice. A checkmark in the field indicates that you do
want to invoice the customer for time worked.

If you do not plan on invoicing the customer for time worked, you can click the
checkbox to remove the checkmark.

9 Click Save & Close to record the Weekly Timesheet.
QuickBooks records the time for Gregg Schneider and for Johnny Melton’s dental
office job.

This time can now be transferred onto an invoice for Johnny Melton’s dental office job
and to create a paycheck for Gregg Schneider.
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Entering mileage

By tracking your vehicle mileage, you can enter, sort, and print lists of your vehicles and
the mileage you've driven for work-related tasks. You can use this information for your
tax deductions and for billing your customers.

You cannot use this feature to reimburse employees or vendors for mileage. Nor can you
track specific vehicle expenses, such as gas, tolls, etc. with this feature. However, you
can track these types of expenses by entering bills for them as the expenses are incurred
by employees.

Note: Intuit recommends that you consult with your tax advisor, accountant, or the IRS
to determine if you can deduct the costs of operating and maintaining your vehicle, and
which method you should use.

To record mileage:
From the Company menu, choose Enter Vehicle Mileage.

In the Vehicle field, select 2002 Ford Truck.
In the Start Date field, enter 12/16/2015.

In the End Date field, enter 12/16/2015.

In the Total Miles field, type 25.

O h WN =

In the Customer:Job field, select Melton, Johnny:Dental Office from the
drop-down list.

N

In the Item field, select Mileage from the drop-down list.

The Enter Vehicle Mileage window should look like the following.

% Enter Vehicle Mileage

&l previous [ Next

[ speling L, vehicle List %z, Mieage Rates [, Mieage Reparts =

Wehicle |2DDZ Ford Truck v | Not Bi I IEd
Billable
Ttip Start Date |12,|'16,|'2015 Custarmet: Job |I‘~‘1eltonJ Johnny:Dental ... |4 |
Trip End Diate | 12/16/2015 Trem |Mileage A |
Howy is khis ibemn used?

Odometer Stark | 0 |
Odometer End | 0 | o
Total Miles | 25 |

’ Save & Close ] [ Save & Mew l [ Clear

8 Click Save & New.

9 Repeat the steps above to enter 25 miles for the same vehicle and customer:job for
December 17 and for December 18.

10 Click Save & Close.
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QuickStart Tip

Instead of entering time on a weekly timesheet, you can enter single activities at the time
they occur. A single activity entry shows the time spent by one person doing a single activ-
ity for a single job on a single date. If you prefer to jot down the details of one day’s work as
the day progresses, this method might work best for you. For example, an attorney could
use a single activity entry to record the time he or she just spent on a phone conversation
with a client.

You can move back and forth between the two time entry forms. If you are viewing a sin-
gle activity entry, you can display that person’s weekly timesheet with a click of the
mouse. On a weekly timesheet, you can select any hourly entry and view it as a single
activity entry. The two forms are simply different views of the same data.

Invoicing a customer for time and
mileage

QuickBooks provides two methods for invoicing customers for time and mileage:
m Create an invoice and then add charges for time and mileage to it.

m  View alist of all unbilled charges for every customer, and select which customers to
bill. When you select a customer to bill, the outstanding billables—time, expenses,
mileage, and items—are transferred directly to an invoice.

Creating an invoice with charges for time and mileage

Now you can invoice Johnny Melton for the time Rock Castle Construction’s
Employee, Gregg Schneider, spent working on the dental office job.

To invoice a customer for time:
1 Onthe Home page, click Create Invoices.

Select Melton, Johnny:Dental office as the customer:job.
Click Cancel in the Available Estimates window.

In the Date field, type 12/18/2015.

P WON
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5 Click the Add Time/Costs button.
QuickBooks displays the Choose Billable Time and Costs window.

X

Choose Billable Time and Costs

Time and Costs For: Melton, Johnny:Dental office
Time $0.00 | Expenses $0.00 || Mil=age $0.00 || Items $0.00
alact Al Click on Options... ta customize haw informatian from [
Slect A7 timesheets is brought inta QuickBooks invoices 5
J | Date Employes Service... Ho... | Rate Amount Description Hide |
z 2015 |G@regg O, Schneider  |Installation Installation labor
12/17/2015 |Gregg O, Schneider  [Installation g:00 35,00 280,00 |Installation labor
12/18/2015 |Gregg O. Schreider  [Installation g:00 35.00 280.00 |Installation labar
v
[ prirt selected time and costs as one invoice item Tokal billable time and costs 0.00
’ OF, ] ’ Cancel ] ’ Help l

QuickBooks displays the time information entered on the timesheet for Gregg
Schneider for the Johnny Melton dental office job.

Note: By default, QuickBooks combines time for activities that have the same
service item, and lists them as one line item on the invoice. If you prefer to have
each individual line from the timesheet displayed as a line item on the invoice, click
the Options button and select “Enter a separate line on the invoice for each
activity.” In the Options for Transferring Billable Time window, you can also select
to transfer notes about time activities (in addition to descriptions) onto invoices.

6 Clickinthe Use column (the column with the checkmark) to select each of the lines
that represents time worked by Gregg Schneider.
QuickBooks places a checkmark in the Use column to the left of each entry to
indicate it is selected.

7 Click OK.
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8 From the Template drop-down list, select Intuit Service Invoice.

The invoice should resemble the figure below.

B create Invoices
W previous B Next E @ - Q - a © %\ ## Speling Qﬁ History 5] Journal _un < % = @ Attach
Custamer:Job Template telton, Johnny:Dental office
Mekton, Johnny Cental ... || b
v
Melton, Johnny:Dental Inkuit Service Invoice et
Date
i . Summar’
Invoice 12/152015 l E3 14
Phone 415-555-8900
Email drmelton@samplenare. con
Johnny Meltan, DDS Open balance 4,999,50
300 Main Sk, Suite 3 D. A
Bayshore CA 94326 Active estimates 1
Sales Orders ko be invoiced o
Unbilled time and expenses: 8,383.26
et 30 ha
Ikem Quantity Description Rate Amaunk Tax ‘ Recent Transactions JuickReport
Installation 24 Installation labor 35.00 840.00 Mon fa) 11j30/15 Payment 4,135.50
b 1130715 Invaice 4,999.50
Customer v Tax [5an Tomas w |(7.75%) 0.00 11/20015 Invoice - Paid 4,135.50
Message 11/05{15 Estimate: 16,281.99
Total 840.00
[ To be printed [(add Time/Costs. . | [ apply Credits... | Payments Applied oo Mowes Edt
To be e-mailed
JTobee maile P Balance Due 540,00
[[] &llow online payment Learn more =
Mema | |
+ Learn about our pavment processing and online invoicing solutions. [ Save & Close ] [ Save B Hew l [ Clear ]

9 Keep the invoice open. You'll use it in the next exercise.
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Tracking time

1

To invoice a customer for mileage:

In the Create Invoices window, click the Add Time/Costs button, and then click the

Mileage tab.

QuickBooks displays the mileage you entered earlier for this job.

Choose Billable Time and Costs
Time and Costs For: Melton, Johnny:Dental office
Time $0.00 || Expenses $0.00 || Mileage $0.00 | Items 40,00
elect Al Click on Cpkions., .. to custamize how mileage
i8] information is brought into QuickBooks invoices
S Date Ttem Miles Rate Arnounk Makes Hide |
12172015 |Mileage 25 0.365 9.13
12/18/2015 |Mileage 29 0,365 9,13
~
[ print selected time and costs as one invoice item Total billable time and costs 0.00
’ QK ] ’ Cancel ] ’ Help ]

2 Click Select All to select each of the lines that represents the mileage for this job.

3 You want to combine mileage on a single line, so click Options.

4 Select the “Combine activities with the same service items and rate” option.

5

If you are not using a Premier or Enterprise Solutions edition, this option will not

reference rates.

Options for Transferring Billable Mileage

‘When transferring billable mileage to an invoice:

() Enter a separate line on the invoice For each activity

(%) Combine activities with the same service item and rate:

I (o] 4 l ’ Cancel l ’ Help

Click OK.
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Click OK to transfer the mileage to the invoice.

The invoice should now look like the following image.

B Create Invoices
4 previous [ Next E @ <

Cuskomer: Job

Melkon, Johnmy:Dental o... | %
Invoice

Johnny Melton, DDS
300 Main St, Suite 3
Bayshore Ca 94326

B~ B - ¥ [ seeling T History =] Journal o g -

Template
Intuit Service Invoice | % 5

Date |
12f18/2015 93

Met 30 e

Item Quantiky Description Rate Amount Tax |
Installation 24 Installation labor 35.00 840,00 |Non )
Milzage 75 0,365 27,38 |Nan -
Customer P Tax [5an Tomas w |i7.75%) 0.00
Message

Total 867.38
[ To be printed [ Add Time/Costs... | | Apply Credits... | Payments Applied 0.00
[ T be e-mailed Balance Due 867,38
Cusk Tax Cod !
[[] Allows online payment Learn more ustamer Tax Lode
Memo | ‘
+ Learn about our payment processing and online invoicing solutions. [ Save & Close ] [ Save & New ] [ Cloar ]

1l Attach

Melton, Johnny:Dental office

Edit Custamer

Summary

Phaone 415-555-5900
Ernail drmelfan@samplenarne. com
©pen balance 4,999.50
Active estimates 1
Sales Orders to be invoiced o
Unbilled time and expenses: §,383.26
Recent Transactions QuickReport
11/30/15 Payment 4,135.50
11/30/15 Inwoice 4,999,50
11/20/15 Invoice - Paid 4,135.50
11/05{15 Estimate: 16,261.99
Notes Edit

7

Click Save & Close to record the invoice.

Creating an invoice from a list of time and expenses

You can invoice for time and expenses using the procedure described in the previous
exercise, in which you start by creating an invoice for a customer and then choosing
which time and expenses for that customer to add to the invoice.

QuickBooks also provides a list of all billable time and expenses by customer and job
that you can use as the starting point for billing customers.

To display a list of time and expenses for all customers:
1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the list on the left, and then click the Company

Preferences tab.
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3 Clickto select the “Create invoices from a list of time and expenses” checkbox.

@ Fils ~ My Preferences | Company Preferences
# Chedki
& crecing Tine tracking
=34 Desktop Vi
EsKIap view Do you brack time?
%y Finance Charge
@ ves O ho
B General DeFaul
sri Integrated Applicatio First Day of Work Week
‘ Irems & Inventory Also See:
Jobs & Estimates
= Invoicing options Genetal
) Multiple Currencies : ‘
reate invoices From a lisk of time and expenses: Sales an
¥ Payments gl b Customers
@ Payroll & Employees |:| Track reimbursed expenses as income 1ob d
e obs an
2 Remind -
% Fminders Default Markup Percentage e ametes
Wl Reports & Graphs
3 Sales & Customers Default Markup Accaunt Construckion:Sub. . %
|5 | sales Tax
_"‘ Search
Send Forms
% Service Conneckion
|_?| Speling
22| Tax: 1099

4 Click OK.

When you turn on this preference, QuickBooks adds a new item to the Customers
menu and a drop-down menu next to the Invoice icon on the Home page. You can
use either option to open the Invoice for Time & Expenses window.
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To invoice from a list of time and expenses:
1 From the Customers menu, choose Invoice for Time & Expenses.

QuickBooks displays a list of all billable time and expenses for all customers and
jobs. Amounts are broken down by category: time, expenses, mileage, and items.

B Invoice for Time & Expenses [’._|[’E|Pg|
Select the Date Range for the time and expenses you want ta invaice for, select the Customer:Job, and then dlick Create Invoice.
Date Range From To

Customer:Job = Time Expenses Mileage Items

abercrarbie y:Farmily Roorm

Abercrombie, Kristy:Remodel Eathroom 1,910,00 500,00 0,00 1,000,00( 3,410.00
Barley, Renee 0.00 0.0o 51.78 0.00 51.78
Coak, Brian:2nd story addition 1,060,00 0,00 85,42 0,00 1,145.42
ook, Brian:Kitchen 2,800,000 0.0o 0.0o0 1,105.00| 3,905.00
Cook, Brian:Kitchen:Change Order #1 0.00 0.00 0.00 4,185.00| 4,185.00
Ecker Designs: Office Repairs 1,440.00 225.00 0.00 0.00| 1,665.00
Freeman, Kirby:Remodel Bathroom 0.00 0.00 62,80 0.00 62,80
Jacobsen, Doug 440,00 0.00 0.00 0.00 440,00
Jacabsen, Doug:Kikchen 1,470.00 0.00 0.00 1,900.00| 3,370.00
Jimenez, Cristina:Ukility Shed 0,00 0.00 10,23 0.00 10,23
Melean, Johnmy:Dental office 0.00 0.00 0.00 5,825.00| 5,825.00
Matiello, Ernesto:kitchen Z,437.50 0.00 0.00 5,940,00| &,377.50
Prentice, Adelaide:Hippodrome playvhouse 0.00 0.00 40,16 2,506.00| 2,546.16
Pretell Real Estate: 155 Willks Blvd, 320,00 0.00 0.00 0.00 T20.00 a
[ Let me select specific billables For this Custamer: Job Create Invoice l ’ Close

Select Abercrombie, Kristy: Remodel Bathroom.

Click Create Invoice to invoice Kristy for all outstanding billable items for this job.

QuickBooks creates an invoice that includes all billable items for the bathroom
remodel job for Kristy Abercrombie.

B Create Invoices
rreviows Prext [ & - G - B - € @ speling By History 5] Journal - 3 -l attach
Customer:Job Template Abercrombie, Kristy:Remodel Bat.
- - - L4
Abercrombig, Kristy:Remode Inkuit Service Invoice TR
Date Irevoice #
H Summar!
Invoice 12/15/2015 EN L
Fhone 415-585-6579
Email krisky@samplename. com
Kristy Abercrombie Open balance 0.00
5647 Cypress Hill Rd .
Bayshore CA 94326 Active estimates 2
Sales Orders to be invoiced o
Unbilled time and expenses: 3,410.00
et 30 v
Item Quantity Description Rate Arnaunt Tax | Recent Transactions QuickReport
Rermnoval 26 Rermnoval labor 35.00 910,00 |MNon A 12{13/15 Invoice - Paid 4,522,00
Framing g Framing labor 55.00 440,00 |Non R 12{13/15 Payment T,633.28
Customer 3 Tax [San Tomas | % |(7.75%) 0.00 121215 Estimate 767613
Message 11f25/15 [nvoice - Paid 311128
Total 3,410.00 11{15/15 Credit Memo 711.15
Nok Edit
170 be printed [ Add Time/Costs. . ] [ Apply Credits, .. ] Payments Applied 0.00 otes Edt
Ta be e-mailed Balance Dus 3,410.00
Cusk Tay Cod; ! .
[ &llow orline payment Learn more Hstomer Tax tads
Mema | |
< Learn sbout our payment processing and online invoicing solutions. [ Save &Close ] [ Save & Hew ] [ Clear
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If you wanted to include only some of the items on the invoice, you would select the
“Let me select specific billables for this Customer: Job” checkbox. This would allow
you to add items to the invoice from the Choose Billable Time & Costs window as
you did for Johnny Melton in the previous exercise.

4 Make sure that Intuit Service Invoice is selected in the Template menu.
5 Click Save & Close.

Note that QuickBooks has removed the bathroom remodel job from the Time &
Expenses list because there no billable items open for that job.

6 Close the Invoice for Time & Expenses window.

Displaying project reports for time
tracking

QuickBooks provides four reports on time, as described in the following table. You can
create these reports by choosing Jobs, Time, & Mileage from the Reports menu.

Project report Description

Time by Job Shows hours worked subtotaled first by customer or job and
Summary then by service item.

Time by Job Detail Lists each time activity (that is, work done by one person for

a particular customer or job on a specific date), and shows
whether the work is billed, unbilled, or not billable. The
report groups and subtotals the activities first by customer
and job and then by service item.

Time by Name Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed
the work and then by the customer or job the person
performed the work for.

Time by ltem Shows the hours worked, subtotaled first by service item and
then by customer or job.
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Displaying the time by job report

The time by job summary report summarizes the total hours for each job, and the time
by job detail report breaks down those summary figures into hours for each service item
and hours for each customer:job.

To create a time by job report:
1 From the Reports menu, choose Jobs, Time & Mileage.

2 From the submenu, choose Time by Job Summary.
QuickBooks displays the time by job summary report.
In the To field, change the date to 12/18/2015 and click Tab.

w

4 Scroll the report until you see the time worked for the
Melton, Johnny:Dental office job.

K&l Time by Job Summary

Modify Report... Mematize... || Print... [ E-mail = || Export... Hide Header || Collapse Refresh
Dates | cCustom | From [10j01/2015 (8] To [12/18/2015 [E]  Columns
922 AM Rock Castle Construction

121518 Time by Job Summary
October 1 through December 18, 2015
¢ Oct1-Dec 18,15 ¢
Total Jacobsen, Doug:Kitchen 10600

* | Sort By | Default

Melton, Johnny:Dental office

Framing 20:30
Installation 24:00
Total Metton, Johnny:Dental office 44:30

Hatiello, Ernesto:Kitchen

Framing 16:00

Removal 36:30

Danaire ] b
—

The report shows the 24 hours for Installation work performed by Gregg Schneider.
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Viewing time data in more detail

Like all QuickBooks reports, you can QuickZoom any of the numbers in a report to see
more detail. Suppose you want to see who worked the 24 hours on installation for
Johnny Melton. You can point to that number in the report and double-click to get
more information.

To view time data details:
1 Position your mouse pointer over the 24 hours for Installation on the
Melton, Johnny:Dental office job, and then double-click.

When you position your mouse pointer over the number, the pointer changes into
amagnifying glass with a Z in it. After you double-click, QuickBooks displays a time
by job detail report for the time data you selected. (This functionality is called
QuickZoom.)

i Time by Job Detail =13
Modify Repart... | Memarize... || Print... E-rnail * || Export... Hide Header Refresh | |

Dates | From | toj1/2015 (@] To [12/18/2015 (@]
9:24 AM Rock Castle Construction
gaisns Time by Job Detail

October 1 through December 18, 2015
2 Date % Hame + Billing Stat... + Duration %

Melton, Johnny:Dental office

Installation
] 121672015 Gregg O, 3c...  Billed 00 4
121772015 Gregg ©. 5c...  Billed &:00
12M872015  Gregg O. Sc...  Billed g:00
Total Installation 24:00
Total Mefton, Johnny: Dental office 24:00
TOTAL 24:00

You can see that Gregg Schneider did the work and the time has already been billed
to the customer.

2 Close the Time by Job Detail report.
When QuickBooks asks if you want to memorize the report, click No.
3 Close the time by job summary report.

When QuickBooks asks if you want to memorize the report, click No.
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Paying nonemployees for time worked

When the company file has time data for a person who is not on your payroll, you can
write checks based on the time worked. QuickBooks can transfer time data for a
specified date range to a check. QuickBooks prefills the Items tab of a check with
information from the time data, including hours worked and rate.

You can pay a subcontractor, owner, or partner for time worked. The person must be on
one of the following lists:

m Vendor (appropriate for subcontractors, especially if you must report payments to
them on Form 1099-MISC)

m  Other Names (appropriate for owners and partners)
m  Employees set up as type “Owner”

To set an owner up on the Employee list, choose Employee Center on the icon bar.
Edit the employee record. On the Employment Info tab, choose Owner from the
Type drop-down list. Employees set up as “Owner” do not use payroll.

Note: To pay an ordinary employee for time worked, use the payroll feature to write a
paycheck.

Creating service items for subcontractors, owners, or
partners

When you use service items for subcontractors, QuickBooks records expenses and
income for the work in separate accounts. You can use such items on both purchase
forms and sales forms.

In this section, you learn how to do the following:
m  Setup aservice item to use to track work performed by an owner or partner

m  Enter time worked for an owner or partner

m Prepare a check to pay an owner or partner for time worked

To set up a service item for owners or partners:
1 TFrom the Lists menu, choose Item List.

2 Click the Item menu button, and choose New.

3 Ifthe New Feature window for Add/Edit Multiple List Entries appears, mark the box
next to “Do not display this message in the future” and click OK.

4 In the Type field of the New Item window, choose Service from the drop-down list.

5 IntheItem Name/Number field, type Planning.
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6 Select the “This service is used in assemblies or is performed by a subcontractor,
owner, or partner” checkbox.

QuickBooks changes the window to display fields for sales and purchase
information.

New Item

Type K.

e o | Use for services wou charge for or purchase, like
specialized labor, consulting hours, or professional cancel

fees.

Mext
Itemn MamefMurmber ] Subitem of
| Custom Fields

| Planining |

Speling

Unit of Measure

: |:| Item is inactive
This setvice is used in assemblies or is petformed by a subcontrackar o partrer:

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Expense Account | w | Tax Code Tax L
Preferred Vendor | w | Income Account | w

Hiows can I set rates by customers or emplovesas?

7 Inthe Description on Purchase Transactions field, type Job Planning and press Tab.
QuickBooks copies the text into the Description on Sales Transactions field.
In the Cost field, type 50 and press Tab.

(<]

9 From the drop-down list in the Expense Account field, choose the equity
subaccount called Owner’s Draw.

If you pay owners (or partners) for time worked, you need a service item that records
the cost of the work as a draw against equity, rather than an expense.

10 In the Sales Price field, type 90.

11 In the Tax Code drop-down list, select Non.

12 In the Income Account field, type Planning and press Tab.

13 When QuickBooks tells you that Planning is not on the Account list, click Set Up.
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14 In the Add New Account window, make sure Income is selected in the Type drop-
down list and click Save & Close.

Your screen should now look like this.

New Item

Type i
Use for services wou charge For or purchase, like : d
ervice w o - .
specialized labor, consulting hours, or professional
fees.
Ttern Mame/Mumber [ subitem of
- Custam Fields
|Plann|ng | |
Spelli
Unit of Measure:
Item is inactive
This service is used in assemblies or is performed by a subconkractor or partner [
Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Job Planning Job Planning
Cost 50.00 Sales Price 90,00
Expense Account |Owner's Equity 0w, .. ¥ | Tay Code Mon W
Preferred Yendor | w | Income Account |Planning w

How can I seb rates by customers or emplovess?

15 Click OK to close the New Item window.

16 Press Esc to close the Item list.

In the next section, you learn how to use the Planning item you’ve just created to track
time performed by the owner of Rock Castle Construction.
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Recording nonemployee time worked

You record data for time worked by nonemployees the same way you enter it for
employees.

To enter time for nonemployee time worked:

1 From the Employees menu, choose Enter Time. Then choose Time/Enter Single
Activity.
QuickBooks displays the Time/Enter Single Activity window.

£ Time/Enter Single Activity
0 previous [ Mext [t speling [ Timesheet .@ Let Your Emplavess Enter Time. ..
Not Billed
Date Billable
Mame v Payroll Ikem v
Custamer: Job '
Service Ikem b
Duration Motes
0
Save & Close ] [ Save & New ] ’ Clear ]

2 Inthe Name field, choose Tom Ferguson from the drop-down list.

Note: When you selected the owner’s name, QuickBooks removed the Payroll [tem
field from the window. (When class tracking is on, this field is replaced with the

class field.) Owners and partners should be set up on the Other Names list, or on the
Employee List with the Type set to “Owner” because they are not paid with payroll

checks.
3 In the Customer:Job field, choose Abercrombie, Kristy:Family Room.
4 In the Service Item field, select Planning from the drop-down list and press Tab.

5 Type 8in the Duration field and press Tab.
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Your screen should resemble the following.

% Time/Enter Single Activity

& previous [ Mext [##4 speling [ Timesheet .@‘ Let Your Employees Enter Time. ..

Not Billed
Date 12152015 Billable
Mame Tom Ferguson hd
Customer:Job Sbercrombie, Krisky:,., s
Service Item  Planning hd
Duration Motes

B
Save & Close ] [ Save & Mew ] ’ Clear

6 Click Save & Close.
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Preparing a check to pay for nonemployee time
worked

In this section, you’ll learn how to create a check to reimburse an owner for time worked
on a specific job.
1 On the Home page, click Write Checks.

QuickBooks displays the Write Checks window.

E: Write Checks - Checking
@ rrevious 0P Mext [ save & print = i Find 5] Journal | (| Attach
Bank Account L¥3 | Ending Balance 46,423,958
Mo, 501
Date 12{15/2015 [H]
Pay ko the Order of - 4 0,00
Dollars
Address
Memo
Expenses $0.00 | Items $0.00 | [Jonline Payment  [] Ta be printed
Account Amount Memo Customer:Job | Billable?
A
us
[ Clear Splits ] [ Recalculate ] [ Save & Close ” Save B hew H Clear ]

Make sure that Checking is selected in the Bank Account field.
Click to put a checkmark in the “To be printed” checkbox.

In the Pay to the Order of field, choose Tom Ferguson from the drop-down list.

G A~ WN

Click Yes at the message QuickBooks displays asking if you want this check to pay
for time worked.

Select Time Period

Select time period For which you want ko pay.
Start Date: End Date:
! =

Help

6 Type 12/10/15in the Start Date field and press Tab.
7 Type 12/16/15in the End Date field and click OK.
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QuickBooks prefills the Items tab of the check with information from the time data,
including hours worked and rate.

£ Write Checks - Checking
& previous [ Next E Save @Print < %‘Find =] Journal @ Attach

Bark Account | Checking “ Ending Ealance 46,423,958
MNo. To Prink
Date 12/15/2015 [E)
Pay to the Order of jTom Ferguson hd $ 400,00
FourhundredandDDII'IDU*************************************Dollars
Address
Memo (12/10/2015 - 12/16/2015) Order Checks
Expenses $0.00 || Ttems $400.00 To be: printed
Item Description Q.. Cost Amount Customer:Job | Eillable? |
Flanning Job Planning g 50.00 400.00 |abercrombie, ... | [
~
Select PO
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew ] [ Clear ]

8 Click Save & Close in the Write Checks window.
Notice that time activity is marked unbillable so that it is not billed twice—as a time
activity and an item.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the check.

Account Title Debit Credit

Checking $400.00

Owner’s Draw $400.00
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Customizing forms and writing QuickBooks Letters

Lesson objectives

m To learn how to modify a preset invoice form

m To design a custom invoice form

m To see how to print invoices

m To learn how to prepare a collection letter for overdue customers

m To learn how to edit a prewritten letter in QuickBooks

Supporting materials
m PowerPoint file: Lesson 15

m Video tutorial: Customize sales forms

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field, type lesson 15 and then click Save.

©O O NO G A~ WN

Click OK when you see the message that the file has been successfully restored.
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About QuickBooks forms

Each form you use in QuickBooks has its own layout—that is, its own arrangement of
fields and columns for entering information. If the layout of a particular form doesn’t
meet your needs, you can create your own custom layout and use your version instead
of the QuickBooks version.

In Lesson 6, you learned about the preset formats for invoices that are included with
QuickBooks. If these formats don'’t precisely meet your needs, you can create your own
invoice templates. You can also create templates for other sales and purchase forms.

For each form, you can decide which fields and columns to include, what they are
called, and where to place them. Once you have created your forms, you can save the
new layouts as templates—to use whenever you wish, and to modify whenever you
want. The forms you can customize in QuickBooks are the invoice, sales receipt, credit
memo, statement, purchase order, estimate, and sales order (QuickBooks Premier and
higher editions only).

Customizing invoices

QuickBooks lets you customize an invoice form to suit the needs of your business, but
there may be times when you want to design a completely different invoice form.
QuickBooks lets you do that, too. You can use the Layout Designer to create a new form
design for your business. In the Layout Designer, you can move, resize, or change the
width of columns, turn on or off borders around fields, and control font type and size
for each field.

In the following exercises, you’ll use both the customize forms and Layout Designer
features in QuickBooks to create a custom invoice.

Note that these features affect only the printed forms; you cannot customize the
onscreen version of QuickBooks forms.
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Customizing forms and writing QuickBooks Letters

Creating new templates

To create a new invoice template:
1 From the Lists menu, choose Templates.

QuickBooks displays the Templates list.

5F Templates

Custom 5.0, Invoice Inwoice
Finance Charge Inwoice
Fized Fee Invoice Inwoice
Intuit Packing Slip Inwoice
Inkuit Product Invaice Inwoice
Intuit Professional Invoice Invoice
Inktuit Service Invoice Inwoice
Intuit Standard Pledge Inwoice
Invoice From Proposal Inwoice
Progress Inwoice Inwoice
Rock Castle Invaice Inwoice

Time & Expense Invoice Inwoice
Custom Credit Memo Credit Memo
Return Receipt Credit Memo
Custom Sales Receipt Sales Receipt R
[ Templates  * ” Open Form ]

2 Click the Templates menu button, and then choose New.

QuickBooks displays the Select Template Type window.

Select Template Type g|

Please select the bype of
template vou are creating:

) Credit Mema
() Sales Receipt
() Purchase Order
() Skatement

O Estirmate

() Sales Order

[ Ok ] [ Cancel
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3 Click OK to select the invoice form.

QuickBooks displays the Basic Customization window.

Basic Customization ﬁl

SEIEEtEd TEmDIatE = e Preview
New Invoice Template [ Manage Templates...

Invoice

Logo & Fonts e
[ use loga

Select Color Scheme:
Please Select... |+ Apply Color Scheme

Change Fant For:

Change Font... &
Company Marne

Company Address
Labels

Data

Subtotals Label
Total Label

Company & Transaction Information

Comparyy Name ] Phone Number | Update Informatian. .

Company Address [ ] E-mail Address

subita

BalecTax (00%
[ Fasx Mumber [ web Site Address Tot

PaymentuCrdite
Print Status Stamp Balance Dus

This controls whether the status stamp is printed.
e.g, PAID, PENDING, RECEIVED etc,

Howe do T apply & design across multiple forms?

l Help I [ Additional Custormization. .. H Lavyout Designer. .. H [o]'4 ” Cancel I

4 Click the Manage Templates button to give the template a name.
5 Inthe Template Name field, type My Invoice and click OK.
This is the name you’ll use for the new template.
6 Lookattheoptionsin the Logo & Fonts section of the Basic Customization window.

Use this section to change the fonts for various textual elements on the form and to
choose a color scheme.

If you wanted to add your company logo to the form, you would select the Use Logo
checkbox and tell QuickBooks which file to use. QuickBooks supports BMP, JPEG,
TIFF, PNG, WMF, EMF, and GIF graphic formats.

7 Inthe Company & Transaction section, select the Phone Number checkbox.

Use this section of the window to specify which pieces of company information to
include on your sales and purchase forms.

QuickBooks displays a message that you can use the Layout Designer to change the
layout of your form. You'll learn how to use the Layout Designer later in this lesson.
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Customizing forms and writing QuickBooks Letters

8 Select the “Do not display this message in the future” checkbox, and then click OK.

Your window should look like the following graphic.

Basic Customization &

Selected Template Preview
My Invoice :

Invoice
Logo &Fonts £ : T
[ use logo [ [ = ]

Select Color Scheme:

Flease Select... v Apply Color Scheme

Change Font For:

[itle Change Fort... Seacrgien o - | e
Company MNarme

Company Address
Labels

Data

Subtotals Label
Total Label

Company & Transaction Information

Company Name Phone Mumber | Update Information, . bt
BascTan (L0%
Company Address [ E-mail Address Totd
[ Fas Mumber [] web Site Address Gl T
Ealance Due
Prink Skatus Starmp
e

This controls whether the status stamp is printed.
&0, PAID, PENDING, RECEIVED etc,

How do I apply a design across multiple forms? Print Presview. .,

[ Help ] [ Additional Customization. .. H Layout Designer... H OF H Cancel ]

If you don’t want QuickBooks to print the status stamp (paid, pending, etc.) on
forms, clear the Print Status Stamp checkbox on this tab.

9 Leave the Basic Customization window open. You'll use it in the next exercise.
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Customizing fields on forms

You can further customize your invoice template by setting formatting options and
changing how fields display.

To customize fields on a template:
1 Click the Additional Customization button at the bottom of the window.

QuickBooks displays the Additional Customization window, which uses multiple
tabs to display several sets of formatting options. Each area of the form is
represented by a tab. To display the available formatting options, click the tab for
the area of the form you want to change. QuickBooks shows you a preview of the
invoice as you make selections on the tabs.

Additional Customization g|
Selected Template ; Preview
My Invoice D
Header Colurns Prog Cols Footer Print Invoice
= N
I
Screen Print - Title
Default Title Invoice
Date Date
Invoice Mumber Invoice #
. M M o [ o T o
Bill To Eill To
Ship T O O ShpTe | | = —
PO Mo, PO Mo,
3.0 Mo, O O |500me
Terms Terms
Due Date O O Due Date
REP 0O 0O [ree
Account Mumber O Account # subbta
Ship Date O O ship Date :a::uu no%y
o
S O O |shievis FameriEGRais
FOB O O FOB EBalance Dus
ProjectfJob 7 Project [ ]
1 ]
Cther O O Other
Contract # ] ] Contract # s
‘When should T check Screen or Print? Default
BT | —

Notice that the Header tab is currently selected. The Header tab is where you select
which fields you want to appear onscreen, on paper, both, or neither. You can
specify your own title (label) for each field. You can enter a new title by highlighting
the current title text and typing your new one.

If you want to track information about a particular invoice, but don’t want your
customer to see this information, select the Screen checkbox and clear the Print
checkbox.

Suppose you want to remind customers of payment due dates at the time you send
the invoice. You can customize the invoice form to display the Due Date field.

2 Tohave the Due Date field display both on screen and on the printed form, click the
Screen checkbox for Due Date to select it.

425



Customizing forms and writing QuickBooks Letters

3 Click the Print checkbox for Due Date.
Checkmarks appear in both checkboxes.

4 Clear the Screen and Print checkboxes for the P.O. No. field to remove the field from
the form.

Notice that the invoice preview shows the changes you’ve made.

Changing field order on forms

The lower half of the standard QuickBooks invoice form is where you enter details about
the items or services purchased by the customer. You can change the order of these
fields as they appear on your invoices.

The Order column shows you how fields display from left to right on the invoice form.
Currently, Item is the first column and Amount is the last column. Suppose you want
the Qty field to appear after the Item field, and before the Description field.

To change the order of fields on a form:
1 Click the Columns tab.

Additional Customization Pz|
Selected Template Preview
My Invoice |:| Template is inactive
Header |§olumns | Prog Cols Footer Print ITVOice
N
[ [ = |
Screen Print Order  Title
seveote ] 0[]
0
sl
Cuankiby Qy —
Rate Rate
]
TR = —
= = e —
@ goo [
Materisl
oo k]
BascTan (L0%
Tota
FaymenteiCmdits
Ealance Due
e
-
‘Wwhen should T check Screen or Prink? Default
Comeomom ][00 _cma ]

2 Double-click the Order column in the Quantity row to select the number.

3 Type2.
4 Double-click the Order column in the Description row to select it.
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5 Ifit has not changed to 3 automatically, type 3.

Your screen should look like the following figure.

Additional Customization Pz|
Selected Template Preview
My Invoice |:| Template is inactive
R -
Header |§olumns | Prog Cols Footer Print I Invoice
Haw n_ ......
[ [ = |
Screen Print Order  Title
seveote [ 0 o]
0
Rate Rate
mount 5]
TR = —
= = e —
@ goo [
|
oo k]
BascTan (L0%
Tota
FaymenteiCmdits
Ealance Due
e
-
‘Wwhen should T check Screen or Prink? Default
Comeomom ][00 _cma ]

If you use progress invoices or sales orders, use the Prog Cols tab to customize the

columns on those forms.
6 Click the Footer tab.

The Footer tab contains information that you usually find at the bottom of the

form. It also provides a place for you to enter free-form text, such as a disclaimer, on
your form. In the next exercise, you'll learn how to move fields on forms.
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Customizing forms and writing QuickBooks Letters

7 Click the Print tab.

Additional Customization

Selected Template
My Invoice

Header Colurns Prog Cols

[] Template is inactive

Footer | Print |_

(® Use Invoice printer setkings From Printer Setup:

Crigntation

Trailing Zeros

[ Print Trailing Zeros

() Use specified printer settings below For this Invoice

[ ]

Print page numbers on Forms with more than 2 pages

Adds additional zeros so that quantity amounts are
aligned on the decimal on the printed Farm,

Minimumn number of decimal places: l:l

‘When should T check Screen or Print?

Default

Preview
Invoice

o [ e |
I

Subbtal

sales Tan (L0

Total

Paymantucmdits

Ealance Due

==
[ Layouk Designer. .. H Ok H Cancel ]

Use the Print tab to associate print settings with individual form templates. For
example, if you print most forms in Portrait mode, but have one form that you print
in Landscape, you can associate the Landscape print setting with that form’s
template. When you send the form to the printer, QuickBooks knows to print it in

Landscape.

If your forms print on multiple pages, select whether or not you want to print page

numbers.

8 Click OK to record the changes.

9 Click OK again and then close the Templates window.
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Displaying your customized form

Now display the customized form to see the changes you made in the previous exercise.

To display the custom form:
1 From the Customers menu, choose Create Invoices.

B Create Invoices

Wrrevious Prext [ & - B - B - £ o speling 5y History 5] Journal Ho- 3% - ] atach

Customer:Job Template [[Print Preview | - History
Intuit Product Invoice v | ©

= Date
Invoice 12152005 (B Wga Summay,

|

Ship
v v [ 12i15/2015 l UPs v

Quankity Item Code Description Price Each Arnount Tax

Customer v Tax +](0.0%) 0.00
Message
Total

: Nok
[0 be printed Add Time/Costs. . Apply Credits.,, | Payments Applied 0.00 otes

Recent Transactions

[E

170 be e-maied Balance Due 0.00
Customer Tax Code v .
[ &llow orline payment Learn more =
Mema | |
2 Learn shout our payment processing and onling invoicing solubions. [ Save &Close ] [ Save & New ] [ Cloar ]

2 In the Template field, choose My Invoice from the drop-down list.

B Create Inyoices

previows Prruet B & - B - B - £ o speling By History =] Journal iR
Customer: Job Template History

r—

a Date
Invoice 12]15(2015 l o3 Sumesy,

il Attach

Due Date
12/15/2015 (B

o

Ikem Qby Description Rate Amount Tax ‘ Recent Transactions
~
]
Customer v Tax e |(0.0%) 0,00
Message
Tokal
; Mot
[17a be printed Add Time/Casts... | | Apcly Credis. | Payments Applisd oo oS
[] T be e-mailed Ealance Due 0.00
[[] Allaw online payment Learn mare: U T
Memo | |
< Learn about our pavment processing and online invoicing solutions. [ Save & Close ] [ Save & Now I [ T ]

Notice how this form reflects the changes you made in the Customize Invoice
window. The Due Date field now displays onscreen and the Qty column appears in
its new order before the Description field.

The phone number field that you added to the form only shows on the printed
form, so you do not see it onscreen.

3 Leave the Create Invoices window open, you'll use it in the next exercise.
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Customizing forms and writing QuickBooks Letters

Designing custom layouts for forms

With the QuickBooks Layout Designer, you can change the design or layout of a form.
In the Layout Designer, you can move, resize, change the width of columns, turn on or
off borders around fields, add colored backgrounds, and control the font type and size

for each field.

Here are a few examples of what you can do with a custom layout:

Give your company name, address, and logo special treatment on the form. For
example, you could center your logo at the top of the form and put your company

name and address in a special font immediately below the logo.

Enlarge a custom field so that it can display more information.

Position the customer’s billing address so that it coincides with the address window

in the envelopes you use.

Change the borders on fields, add background colors, and add extra text fields.

Add multiple graphics to a form.

Changing the position of fields on forms

Next, you'll use the Layout Designer to move the Phone # and Bill To fields, and to

decrease the width of the Quantity column.

To move fields on forms:

1

In the Create Invoices window, click the customize icon (the icon with the pencil
and ruler), or click the arrow next to the icon and choose “Customize Design and
Layout” from the menu.

Add a professional look to all your forms

Select a background, add vour logo, and customize the
fonts, colors, and grid styles. Your design changes can be
applied to multiple forms all at once.

Create New Design

(sign-in required)

ERTaa Customize the data layout on a form

Add or remove columns, rename data fields, or modify

ki n: i:',,_‘— your data layout on a specific form.
Mot tmber = [ [Reores

oute F F e

w1 ~am

iy = Customize Data Layout

Torms [l =l [T

Customize Your QuickBooks Forms |:||E|fg|
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2 Click Customize Data Layout.

QuickBooks displays the Additional Customization window that you used to
customize the form.

Now, you’ll use the Layout Designer to change the design of the form.

Additional Customization gl
Selected Template ; § Preview
My Invoice Dl Template s nactive!
Header Columns Prog Cals Footer Print Jivpic|
”~
Screen Prink  Title
Eill To Eill To
Ship Ta 0 [ |shipTa -
role. OO
som. OO
BB
ReP o 0o
Sh|D Date D D Shlp Date sz;nhl (n0ss
o
Ship Via [0 [0 |shipvia [—————
FOB 0 1 [ros Balance Due
P :
1 o]
ot 0o
Contract # ] .l Confrart # >
When should I check Screen ar Print? Default
[ Basic Custormization, .. ] [ Layout Designer... ] [ (o] 4 1 [ Cancel ]
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Customizing forms and writing QuickBooks Letters

3 Click Layout Designer.
QuickBooks displays the Layout Designer window.

Layout Designer - My Invoice El
Make same Center Undo/Redo
e @ || B PSS @ o¢
Properties... Add Copy Remove | | Copy Format Horz
Lol Pt Pt Bt bt B Db B8t b B b b Bt b b B et B ot i #
[RockCasile Constanction. 'z .
i ' Invoice#
11935 County Foad @ o o
\Bayshore, T4 24326 Date iinice s
1 1252015 Suxpls
|
Bill Tax
This i€ sinpli texe.
Tams Diie Daté Froject
Sample 12151015 Sunple
Oty Daseription Rate Amount
1 | This is smmple text. Lon 12345
This is simple tise T
Subtotal $12345
Sales Tax | $iza5
Total 1345
Payments/Credits F34s
: Balance Due B ;
Label field for Invoice Zoom: 100% | 4.25, 050 | 3.75x0.44
[E wargns... ][] @d.. | []show envelops window oK [ concel  J[ el

By clicking the Zoom buttons, you can zoom out to see an overall view of the form
or zoom in for a closer look at a small section of the form.

4 Click the Bill To field.
5 Press and hold the Shift key.

Holding down the Shift key when clicking on an object allows you to select multiple
fields at the same time. Having multiple fields selected lets you move the fields
together.
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6 Click the field directly below the Bill To field (the field containing the words “This
is sample text”).

Notice the four-directional arrow that appears when you move the cursor over the
selected fields. The selected fields on your screen should look like this.

| A

7 Release the Shift key.
8 With the cursor over the selected fields, press and hold the left mouse button.

9 Drag the selected fields down about one inch.

Note: If you see that the fields are too wide to fit, deselect both fields by clicking
outside the fields. Select each field separately. Move the mouse over the dark square
along the right edges of the fields. Hold the mouse button and drag to the left to
reduce the width of each field.

10 Release the mouse button.

Your screen should now look like this.

I||D.I|||I|||I|||I||I.I|||I|||I|||I||2.I|||I|||I|||I||?I|||I|||I|||I||‘.1I|||I|||I|||I||5.I|||I|||I|||I||5.I|||I|||I|||I||?.I|||I|||I|||I||8.I|||I|||
=X
_: I_ﬁ__i{_c_:.__{l__é____.____._._____.__ B e e PP
= 1Faock Castle Construction H i
3 tmasiatittiii | Invoice
= El?35CDuntyRoad | | BASAASARARESEREEE SRR AR LR
= {Bayshore, 0 943360 | Date IR e
= | |
= | 121502015 Sarnple
= i |
3 R
o7 i
o7 Bill To
- i
E | This i sl test.
; PO Mo, Terms Diie Date Froject
_E Sahple Sarhple 1271502015 Saitipe
_E Oty Description Rate Amaount
_E 1| This i sarnple text. 100 12345
=

11 Select the field containing Rock Castle’s address.

12 Move the mouse over one of the dark squares on the bottom of the field and then
hold the mouse button while you drag the bottom of the field up to a point just
below the address—the goal being to get rid of the extra space below the address so
you can place the phone number directly beneath it.
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Customizing forms and writing QuickBooks Letters

13 Scroll to the bottom of the screen and select the Phone # field.
14 Click Remove.
15 Select the field containing the numbers 555-555-5555.

16 Holding down the mouse button, drag the field so that it sits just below Rock
Castle’s address.

Changing field widths

In the next exercise, you’ll change the font size for Rock Castle’s phone number to make
it match the address, but first you want to make the field wider so that the phone
number isn’t cut off.

To change the width of a field:

1 Select the field containing the telephone number and drag the right border further
to the right while holding down the mouse button.

The fields should resemble the figure below.

Rock Castle Construction rarely enters a quantity greater than two characters, so
you want to make the QTY column smaller. Decreasing the width of the QTY
column also increases the width of the Description column.

2 Inthe Layout Designer window, scroll until the Qty column is visible.
3 Click the Qty column to select it.

Your screen should resemble the figure below.

§] : : : /l/ griple l

Notice that when the cursor is positioned between the QTY and DESCRIPTION
columns, it turns into a two-directional arrow.

434



Clickand hold the left mouse button on the line separating the Qty and Description

Changing fonts, borders, and colors

columns.

While holding down the mouse button, drag the column line to the left (to the one-
inch mark on the ruler).

Release the mouse button.

The forms area on your screen should resemble the figure below.

Using the Properties window in the Layout Designer, you can change font size and style,

text justification. You can also add, remove, or change the borders around fields.

To change fonts, borders, and colors:

1 With the phone number field selected, click Properties.

2 On the Text tab, select Left for horizontal justification.

o a0~ W

QuickBooks displays the Properties window.

Properties §|
Data field for Phone #
Text Border Background
Justification
Horizonkal Wertical

O Left O Top

) Right ) Bottom
@ Cenker

[ K ] ’ Cancel l ’ Help

Click Font.

In the Size list, select 12, and then click OK.
Click the Border tab.

Click to clear the Top, Bottom, Right, and Left checkboxes.
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Customizing forms and writing QuickBooks Letters

7 Click OK to save your changes in the Properties window.
8 Click OK to save the changes in the Layout Designer.

9 Click OK to close the Additional Customization window.

This exercise covers only a portion of the changes you can make with the customization
and layout tools. For example, you could use the Add button to add empty fields into
which you can enter your own text—or to add data fields that you forgot to select in the
Customize window. If you want a field to appear on a form more than once, select the
field and click Copy.

We encourage you to experiment with the tools available to create your own custom
forms. For examples of what you can achieve, visit the forms library at:
http://community.intuit.com/library/forms.

You can download templates from the forms library to use in your own business.

Previewing new forms

Notice that the invoice form displayed by QuickBooks doesn’t show the changes you
just made in the Layout Designer. This is because changes made in the Layout Designer
only affect the printed invoice and not the invoice QuickBooks displays onscreen for
data entry.
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To preview the invoice:

1 Tosee how the printed invoice form will look, click the Print Preview button (above
the Template drop-down list).

QuickBooks displays the Print Preview window.

M Print Preview -- Page 1 of 1
Zoom In Help Cloze
Fock Castle Construction InVOice
1735 County Foad
Bayshore, C4 94324 Date Imvoice #
650-555-1234 12/15/2015 93
Bill Ta
Terme Due Date Froject
12/15/2015
Oty [ escription Rate Amount
Subtotal 000
Sales Tax (0.0%) 000
Total 000
P ayments/Credits 000
Balance Due o0

The invoice displayed in the Print Preview window shows exactly how the printed
invoice will look. Notice that the changes you made in the Layout Designer are
reflected in this preview.

2 When you are finished looking at the preview, click Close.

Leave the Create Invoices window open. You will use it for the next exercise.
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Customizing forms and writing QuickBooks Letters

Customizing the design for all your forms

You can create a new design that reflects your business identity, or brand and use if for
all your QuickBooks forms to give them a consistent professional look.

To customize the design of your forms:
1 In the Create Invoices window, click the customize icon.

Customize Your QuickBooks Forms

Add a professional look to all your forms

Select a background, add vour logo, and customize the
fonts, colors, and grid styles. Your design changes can be
applied to multiple forms all at once.

Create New Design

(sign-in required)

Customize the data layout on a form

Add or remove columns, rename data fields, or modify
your data layout on a specific form.

Customize Data Layout

2 Click Create New Design.

A new window opens and connects to the Intuit QuickBooks Forms Customization
web page. (Internet access is required. Additional fees, terms, and conditions apply.)

3 TFollow the onscreen instructions to customize the design of your forms.
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4 Inthe Apply Design window, select the QuickBooks forms that you want to use your
new design.

Apply Design g|

‘When vou click Apply, QuickBooks will:
= Make copies of the template wou select, then
= ipply your design ko the copies [ -

{Don't worry, wour original kemplates won't change. ) - T —]

Design Preview

1y 0One or more of the Fants you chose For vour design (Trebuchet MS) iv -
are not available on vour computer and have been replaced with = o
QuickBooks defaulk Forks.

Form Template

i
u Intuit Product Invoi S | L O ()
J  |Credit Mema Custom Credit Memo (defaulty = | [ [ 1 _ _| | _| _
J  |Sales Receipt Custom Sales Receipt (default)
 |Purchase Grder |Custom Purchase Order {default)
J |gtmt Charge Intuit Standard Statement (default)
J  |Estimate Retail Estimate (default)
J  |Sales Order Custom Sales Order (default)
-
Shaow All Termplates

5 Click Apply.

Click OK in the confirmation screen.

o

7 Ifyouwant, give the design a name and click Save to save it online. Then you will be
able to use it to customize Intuit products like checks, or to use it again for
additional forms.

(<]

Close the Form Designer window.

9 Close the Create Invoices window.

Using QuickBooks Letters

From time to time, you may need to send a letter to a customer or vendor (or someone
on your employee list or other names list), or to another list of people. With
QuickBooks, you can easily add the pertinent QuickBooks data (such as name, address,
and balance information) to a letter without having to re-type it.

QuickBooks provides a number of business letters focusing on collections, news, and
announcements. You can edit these letters as needed to suit your business and style of
communication.

Note: To proceed with this lesson, you must be using Microsoft Word 2000, 2002, 2003,
2007, or 2010.
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Customizing forms and writing QuickBooks Letters

Preparing collection letters

In this exercise, you’ll learn how to prepare a collection letter to send to customers with
overdue payments.

To prepare a collection letter:

1 From the Company menu, choose Prepare Letters with Envelopes, and then choose
Collection Letters.

2 If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the
QuickBooks letters from your installation directory to your QBtrain folder.

QuickBooks opens the Letters and Envelopes wizard.

3 When QuickBooks prompts you to choose who you want to write to, make the
following selections:

m For number 1, choose Active.
m For number 2, choose Customer.
m For number 3, choose 1-30 days.

Your screen should look like this.

%]

Letters and Envelopes

T
pressHillRd | Choose the Recipients
e T4 94326
1. Include listed customers or jobs that are:
(®) Active
15. Knsty Lbercy O Inactive
() Both
2. Create 3 letter For each:
(%) Custamer
) 10h
3. Limit letters to customers or jo
() 1 day or more ®
() 31 days or more () 31 - 60 days
() 61 days or more (61 - 90 days
() 91 days or more

ents overdue by:

Cancel ] ’ Help

440



4 Click Next.

QuickBooks displays a list of all active customers with payments due.

Letters and Envelopes

X

Lew Plumbing - ©

’ Back ] [ Text ]

OETCTOTTIOE

pressHillBd | Review and Edit Recipients

re C 4 94326
These active customers have overdue payments of 1 to 30 days,
Sort the i

rs. Kristy Lhercy @ £ Customer: Mame Ak, Over,.,

- [ [Lews Plurmbing - 175.00]

O Arnount
Full ame:

’ Cancel

l [ Help

5 Leave Lew Plumbing selected and click Next.

6 When QuickBooks prompts you to choose the letter you want to use, click “Friendly

collection” and click Next.
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Customizing forms and writing QuickBooks Letters

7 Inthe Name field of the next screen, type Tom Ferguson. In the Title field, type
President.

Letters and Envelopes @l
T TOrITore
pressHilEd | Enter a Name and Title
e CA 9432

For letters with fields for signature and title, enter how you want to
sign off.

re, Kristy Lhercy
S SIS S Mame |T0m Ferguson |

Title | President| |

When vau click Mesxt:
» Letbers will be created in a single Microsoft Waord Document
+ Each letker will start on a new page

s Editing wour letters will not affect the original letter template

 YYou can continue working in QuickBooks and choose to print envelopes

[ Back ] [ Mext Cancel ] ’ Help

(<]

Click Next.
9 If QuickBooks displays a message about missing information, click OK.

QuickBooks starts Microsoft Word (if it’s not running already) and displays the
collection letter for the customer.

FEX

! Fle Edit Wew Insert Format Tools  Table Window Help  AdobePDF  Acrobat Comments

@i Collections_12-15-2015_1.doc - Microsoft Word

ARNE=N" WE TR RN N N !Enu S| W -
(e | B s word el [ 22 2L 20 AL A b PGB 2
mg BooflooofoorsEAocoNocoFooapEoo@oeoNooamoaaoae)
[Flock Castle Construction
1733 Covnty Road

z Bayshore, C4 94326

December 15, 2015

Lew Phumbing
221 Old Bayshore Rd
Bayshote CA 94336

Dear Glen,

N Just a friendly reminder that ywou have 1 overdue invoice(s), with an overdue balanee of
. $175.00.1f you have any questions sbout the amount you nws, please give us a call and
T we'll be happy to discuss it. If you've alteady sent your payment, please disregard this

- reminder

- Wiie appreciate your contitnning business, and we look forerard to hearing from yrou
shortly

Hincerely,

a Tom Ferguson
e President
Rock Castle Constuction

“« o w(g

Page 1 Sec 1 11 At 0.7 ln1 ol e

Notice that QuickBooks entered Tom Ferguson’s name and title at the end of the
letter.

442



10 Close the Microsoft Word file without saving the letter.

When you do save letters you’ve created using QuickBooks Letters, don’t save them
to the QuickBooks Letter Templates folder. The QuickBooks Letter Templates folder
should only be used to store the original QuickBooks Letters installed with the
QuickBooks software program and any templates you’ve created and want to access
through the Letters and Envelopes wizard.

To print the letter, you would choose Print from the Microsoft Word File menu.

11 Return to QuickBooks and click Cancel in the Letters and Envelopes window.

Editing QuickBooks Letters

You can make changes to individual letters using Microsoft Word, or you can make
global changes by editing the QuickBooks Letter used to generate a specific letter.

In this exercise, you'll edit the collection letter you prepared in the last exercise
(Friendly collection). However, instead of working with completed letters with
customer information already filled in, you’ll work with the underlying QuickBooks
Letter used to create the letters.

To edit a QuickBooks Letter:
1 From the Company menu, choose Prepare Letters with Envelopes, then select
Customize Letter Templates.

2 Click “View or Edit Existing Letter Templates.”

E3

Letters and Envelopes

IO

pressHilRd | Choose What You Want to Do
e Ch 94326
(") Create a Mew Letker Template From Scratch

1s, Knisty Abercy| (O Conwert an Existing Microsoft Word Document ko a Lekter Template

(%) ¥iew or Edit Existing Letter Templates:

() Orgarize Existing Letter Templates (Delste, Rename, Duplicate, or Move)

Cancel l [ Help

3 Click Next.
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Customizing forms and writing QuickBooks Letters

4 When QuickBooks prompts you to choose the letter template you want to view or
edit, click Collection, and then select “Friendly collection” from the list of available

letters.

X

Letters and Envelopes

O T T TTICIE

pressHilRd | Choose a Letter Template to View or Edit
e C4 9432
Tvpes of Letters:  Letkers kemplates available:
@ Collection Formal callection

s, Kristy &bercy O Customer Formal callection For job

; Friendly collection
O Iweice Friendly collection for job

) Estimate Harsh caollection
q &) e Harsh caollection For job
) Employee

() Other Mames

When vaou click Nesxt:
+ & letter terplate is opened in Word
« 'fou can seleck what QuickBooks infarmation will appear in the letters
+ The letter ternplate is saved in the folder For the letter bype
 You can use the new letker template when wou complete this wizard

Cancel ] ’ Help

Back ] [ Mext
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5

6

7
8

Click Next.

QuickBooks opens Microsoft Word (if it’s not running already) and displays the
letter (Friendly collection) and a toolbar (QuickBooks Collection Letter Fields) that
you’ll use to add information from QuickBooks to the letter in Word.

@Friendly collection - Microsoft Word . [m] Ll
File Edit Wew Insert Formak Tools Table ‘Window Help Type a question For help = X
NEHRIISQIPE % F19-18 0| Fwn -@|Jrad Gil=-E

EE12345_§

F{MyCompanyName»
aMyCompany AddrBlocks

tter Fields w X

Insert My Company Fields « | Insert Customer Mame Fields = | Insert Collection Info. Fields =
wLetterDatex

whddrBlocks
Dear «Firsttames,

Tust a friendly reminder that you have «OverduelnvCounts overdue mwvoice(s), with an
overdue balance of «CwerduelnvTotals. If you have any questions about the amount you
owe, please give us a call and we’ll be happy to discuss it If you've already sent your
payment, please disregard this reminder

We appreciate your continuing business, and we lock forward to hearing from you
shortly.

Sincerely,

alignatures
«Titlex
wblyCompanylNamen
EEEELEEN ]|

Page 1 Sec 1 11 Bt 07  Lni  Col L REC TRK EXT ovR G 2

«O»IL

Note that you can move the toolbar by clicking it with your mouse pointer and
dragging it to a new location.

Now, you'll enter more text and use the toolbar to insert data from QuickBooks into
the “Friendly collection” letter.

Click your mouse pointer after the period at the end of the first sentence and the
press the Space bar once. (You'll insert a sentence into the paragraph.)

Type Our records show that your balance is past due.

Click your mouse pointer after the word is in the sentence you just typed, and press
the Space bar again.
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9 From the Insert Collection Info. Fields drop-down list on the QuickBooks
Collection Letter Fields toolbar, select Range(days) of Overdue Invoices.

[EI Friendly collection - Microsoft Word - |EI|£|
File Edit Wiew Insert Format Tools  Table ‘Window Help Type a question for help « X
NDEHRISRITE 719-183 P - @ deeed Pit=-F

EE---.---l---|---2---|---3---|---4---|---5---|---

alyCompanytamen
allyCompany & ddrBlocks

Insert My Company Figlds = | Insert Customer Mame Fields = | |Insert Collection Info. Fislds =
# Letter Dates | Range(days) of Overdue Invoices

Mumber of Overdue Invoices
Balance of Overdue Invoices
List of Ovverdus Invoices

wbddrBlocks

List of Crvverdus Invoices with Border

Dear «Firstiames,

Just a friendly reminder that yvou have ¢«OverduelnvCounty overdue invoice(s), with an
overdue balance of «OverduelnvTotals. Our records show that your balance 15 past due.
If wou have any questions about the amount you owe, please give us a call and we’ll ke
happy to discuss it If you’ ve already sent your payment, please disregard thiz reminder.

TWe appreciate your continuing business, and we lock forward to hearing from you
shortly.

Sincerely,

a3ignaturen
wTitlex
allyCompanylames

EEEELEKIN ol

Page 1 Sec 1 11 Ak 3.4" Ln 15 Col 78 REC TRE EXT owR [

W o n|d

™

QuickBooks adds the <<OverdueRange>> field to the sentence you just typed.

wAddrBlocks
Dear «FirstMNames,

Just a friendly reminder that you have «CverduelnwCounts overdue invoice(s), with an
overdue balance of «CwerduelnvTotaly. Cwur records show that yvour balance 1s
wOverdueRangen past due. If you have any questions about the amount you owe, please
give us a call and we'll be happy to discuss it If you’ ve already sent your payment,
please disregard this reminder.

When you create letters using this modified QuickBooks letter, QuickBooks will
replace the <<OverdueRange>> field with the number of days each customer you
create a letter for is past due.

10 From the Word File menu, choose Save As.
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11 Enter a new filename and click Save.

If you save the file to this folder without changing the filename, you will overwrite
the original QuickBooks Letter.

12 To see how this change affects the final letter output, close the letter file in Microsoft
Word, click Use Template in QuickBooks, and go through the wizard again (all of
your previous choices should still be selected).

13 When you get to the “Choose a Letter Template” screen, select the name of the file
you just saved, and then click Next.

When you're done, your letters should resemble the following.

o Collections_12-15-2015_2.doc - Microsoft Word

I Fle Edit ‘iew Insert Format  Tools Table ‘Window Help  Adobe PDF  Acrobat Comments  Tvpe a guestion forhelp « X

A == S = e e P WS ez L gim u =

B e | F) Y B st word Fieid= [ S0 B U0 (A ] L b ] B e !

—1
EE-‘-|--‘1‘--|-‘-z---|‘-‘3--- G B e A
Rock Castle Construction

Bayshore, TA 94326

December 15, 2015

Lew Plumbing
221 Old Bayshore Rd
Bayshore C4 94326

Dear Glen,

Just a friendly reminder that you have 1 overdue invoice(s), with an overdue balance of
$175.00. Our records show that your balance is 1 to 30 days past due. If you have any
questions about the amount you owe, please give us a call and we'll be happy to discuss

it. If you've already sent your payment, please disregard this reminder.

We appreciate your continuing business, and we look forward to hearing from you
shortly.

Sincerely,

Tom Ferguson —
+
President °
Eock Castle Construction ’
BE R4 >
Page 1 Sec 1 11 07 ln1 Coli 2§

14 Close Microsoft Word.
15 Click Cancel in QuickBooks.
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Working with Multiple Currencies

Lesson objectives
m To set up a QuickBooks company file to use multiple currencies

m To perform a transaction using multiple currencies

Supporting materials
m PowerPoint file: Lesson 16

m Video tutorial: Working with multiple currencies

Instructor preparation

m Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

Select Local Backup and click Next.

In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Where do you want to restore the file” window, click Next.
Navigate to your c:\ QBtrain directory.

In the File name field, type lesson 16 and then click Save.

©O O NO G A~ WN

Click OK when you see the message that the file has been successfully restored.
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Using multiple currencies with
QuickBooks

With QuickBooks in multicurrency mode, you can track transactions in more than one
currency. Working with multiple currencies affects many accounts and balances in
your company file. You can assign a currency to:

m Customers

m Vendors

m Pricelevels

m Bankaccounts

m Credit card accounts

m Accounts receivable accounts

m Accounts payable accounts

Setting up multiple currencies

To use multiple currencies in QuickBooks, you select the multicurrency preference and
load exchange rates either manually or automatically.

Note: When working with your own company data, you should back up your company
file before turning on this preference. The preference can't be turned off once it's been
turned on.

To use multiple currencies in QuickBooks:
1 Go tothe Edit menu and choose Preferences.

Click Multiple Currencies on the left side of the Preferences window.

2

3 Click the Company Preferences tab.

4 Click Yes, I use more than one currency.
5

Click Yes in the message informing you that you cannot turn this preference off.
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Working with Multiple Currencies

6 Leave US Dollar selected for your home currency and click OK.
In most cases, the home currency is the US dollar (USD). Your home currency is the
currency of the country where your business is physically located.

If you choose to set a home currency other than the US dollar, Intuit services such
as payroll and online banking will not be available as these services are only
available in US dollars.

Note: Some QuickBooks information—such as income and expense accounts—
always use your home currency.

Preferences rz|
B Accounting » My Preferences Company Preferences |
ighy Bills =
% chedki Track mulkiple currencies in this company file? _w
- erhs (O Mo, I use only one currency
#3014 Desktop Yiew b

% Finance Charge

g General Select the home currency you use in transactions

fi Integrated Applicatio Also See:
|US Daollar v

b Ttems & Inventory General

=+ Jobs & Estimates How dio T use the mulkicurrency Feature?

rﬁ- Multiple Currencies
% Payments

@ Payroll & Employees
@ Reminders

¥l Reports & Graphs
1 Sales & Customers
lg| Sales Tax

&4 Search
Send Forms

% Service Connection

E Speling

[ Tax: 1099

N

Click OK when you are notified that the company file will close and be reopened.
8 Go to the Company menu, click Manage Currency, then choose Currency List.

This is a list of all the currencies that QuickBooks supports with an X next to the
ones that are not being used.

&= Currency List

Exchange rate: 1 unit foreign curkency = x units home currency
Exarnple: 1 AFK (Fareign) = » units USD (home)

Currency {1 unit) Code Exchan... | Asof..

Afghanistan AFghani -
¥ Albanian Lek ALl =
¥ Algerian Dinar DZn —
¥  Angolan Kwanza A0A
¥ Argentine Peso ARS
¥ Armenian Dram LMD
¥ Aruban Florin B

Australian Dollar aUD

[ Currency '” Activities Reports ']Include inactive
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9 Click to uncheck the box next to Include inactive.

'S Currency List

EEX

Exchange rate; 1 unit foreign currency = x units home currency
Example: 1 AFM (Foreign) = x units USD {home)

Currency (1 unit)
anadian Dollar

Code

Exchange... | As of Date

’ Currency '][ Activities '][ Repoarts ']Di[ncludema_ctwe

10 Click the Activities menu button and select Download Latest Exchange Rates.

'S Currency List

(=13

Exchange rate; 1 unit foreign currency = x units home currency
Example: 1 JPY (Foreign) = 0,010981 USD (home)

Currency (1 unit)
Canadian Daollar
Euro
Japanese ‘Yen

Code Exchange... | As of Date

948677 |12/15/2015
1.49155)12/15/2015
010951 |12/15/2015

[ Currency '” Activities '” Reparts ']Dlnclude inackive

11 Click OK when notified that the exchange rates were updated successfully.

You can also enter exchange rates manually. For instructions, type “enter exchange
rates manually” in the online help Search field.

12 Close the currency list.

Buying and selling items in multiple
currencies

This example shows some of the steps involved in buying an item from a vendor who
uses a different currency and then selling the item to a customer who uses your home
currency.

Setting up a vendor who uses a different currency

You can assign one currency to each of your customers and vendors.

Note: If you have an existing customer or vendor with transactions associated with

them, you cannot change the currency associated with them. You should create a new
customer or vendor instead.
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To create a new vendor and assign a currency to them:
1 Click Vendor Center in the icon bar.

2 Click New Vendor.

3 Ifthe New Feature window for Add/Edit Multiple List Entries appears, click “Do not
display this message in the future” and click OK.

4 Enter the following information for the vendor:
m Vendor Name: Deruta Ceramiche
m Address: Piazza dei Consoli 4, 06053 Deruta PG, Italy
m Phone: 075-123-4567

5 In the Currency list, select Euro.

Your screen should resemble the following figure.

" New Vendor, EHE”E
WYendor Marne |Deruta Ceramiche |
Currency |Euro v |
| | | T | How do I determine
= the opening balance?
Address Info | Additional Info Account Prefil
Company Name|Deruta Ceramiche | Contact [ |
My (s ... |:| Phone 075-123-4567) [ Yendor s
A S L B —
« [
Print on Check as
Deruta Ceramiche |
Addresses
Billed From Address Shipped From Address
Deruta Ceramiche
Piazza dei Consali 4
06053 Deruta PG
Italy
L

6 Click OK.
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In the Vendor Center, notice that EUR is listed next to Deruta Ceramiche.

& Vendor Center: Deruta Ceramiche (All Transactions)

New Transactions » (= Print> 9 Excelv [T word~

{7y New Vendor...»

¥endors Transactions ¥endor Information

Reports for this Yendor
view | factive Vendors 3 E wendor Hame Deruta Ceramiche Contact CuiclReport

rd Wendor Type Phone  075-123-4567 ©Open Balance
[ ] curency B EUR) e Phare B
i X At Compary Mame Deruta Ceramiche Fax
~ Address Deruta Ceramiche Ernal  Send to:Deruta C...
Piazza dei Consali 4

East Bayshore Auto Mall 06053 Deruta PG Account Mumber
Ttaly Terms

Billing Rate Level

East Bayshore Tool & Supply
Employment Development Department  LUSD 0.00
Map | Directions

Express Delivery Service usD 0.00
6 % QuickBroks Checks &
Fay, Maureen Lynn, CPA uso 0.00 Motes [T 4 & nlies: | earn more ¥

fndyTisnsfer Y 000 Show [ all Transa... w| Fiker By |4l v | Date [ThisFiscal... | 10/01j2015 - 09/30/2016
(Gallion Masanry ustr 0.00
T i Date ™ A it Al b (ELIR
Great Statewide Bank usD 0.00 1Be un — . mounk (ELR)
Thete are na transactions of bype "All Transactions”, filkered by "All", in date range "This Fiscal Year".
Hannlin Mtal Ush  e70.00
Holly Heating and Electric uso 0.00
Hopkins Construction Rentals usD 700,00
Kershaw Computer Services ust 0.00
Keswick Insulation usD 0.00

Close the Vendor Center.
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Creating a purchase order in a foreign currency

To create a purchase order:
1 Click Purchase Orders on the Home page.

2 For the Vendor, choose Deruta Ceramiche.
3 Clickin the Item column and type Hand-painted Tiles, then click Tab.
4 Click Yes to add Hand-painted Tiles to the Item List.
5 Inthe New Item window, enter the following:
m Type: Inventory Part
m Item Name/Number: Hand-painted Tiles
m Cost: 5 (in US dollars)
m Sales Price: 8 (in US dollars)
m Preferred Vendor: Deruta Ceramiche

m Income Account: Construction Materials

New Item

Type o

Tnwertory Part | Use for goods vou purchase, track as inventory, and resell,

Cancel

Item Narme/Murber [ Subitem of Manufacturer's Part Number
|Hand—painted tiles | | | |

| Custom Fields

Lnit of Measure Speling

Furchase Information Sales Information [ tterm is inactive

- ’ Description on Sales Transactions
Description on Purchase Transactions

Cost Sales Price .00
COE5 Account |Cost of Goods Sold v | Tax Code Ta v
Preferred Yendor |Deruta Cerarmiche w | Incaorme Account |Construction:MateriaIs v

Irreentary Information

il

fsset Account Reorder Point  ©n Hand Total Yalue  Asof
| Inventory Asset call | | 0.0 | 0.00| | 1zy15t2015 =)
6 Click OK.
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7 Enter the following on the Purchase Order:
m Description: Blue hand-painted 4cm tile
m  Qty: 100
m Customer: Abercrombie, Kristen Kitchen

8 Notice that the value of the purchase order appears in both dollars and Euros.

B Create Purchase Orders F—_I['Elfg\
& previous [ Mext E Save @ Print = IE E-mail = a Find [ Spelling Qb Histary 5] Journal E£ Cushomize = @ #aktach
Yendor Drop Ship To Template | Prink Preview Deruta Ceramiche
Deruta C ichy Custom Purch. 0.
eruta Ceramiche | A | v| | s om L UNEnase] v| Edit Wendor
DATE
Summar
Purchase Order Eu Y
Phone 075-123-4567
Open balance 0.00
Deruta Ceramiche Rock Castle Construction POs o be received il
Piazza dei Consoli 4 1735 County Road -
06053 Deruta PG Bayshore, CA 94326
Ttaky
ITEM DESCRIPTION Q7Y RATE CUSTOMER Recent Transactions QuickRepark
Hand-painte... | |Blus hand-painted 4cm tile | 100 ([ 3.61 |Abercrombi... W &
™
Wendor
Message
Total  EUR 361.00
Exchange Rate | EUR = UsD 499,93
MNotes Edit
Tobeprinted [ To be e-mailed
Mema | [ Save i Close ] [ Save B Mew I [ Clear ]

9 Click Save & Close.

Receiving inventory and entering a bill from a foreign
vendor

To receive inventory and enter a bill:
1 Onthe Home page, click Receive Inventory and select Receive Inventory with Bill.

2 On the Enter Bills screen, choose Deruta Ceramiche for the Vendor.
3 Click Yes when asked if you want to receive against an open purchase order.
4 Click the column next to PO 40 and click OK.
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5 Review the Enter Bills window.

“B Enter Bills - Accounts Payable - EUR
W previous [ Mext E Save aFind Qﬁ Histary =] Journal @ #aktach
AfP Account | Accounts Payable - EUR |+ Eill Received Deruta Ceramiche
L]
I — Edt vendar
vendor Deruta Ceramiche EUR Date 2{15/20 Summary
Phaone 075-123-4567
address EerutadCErCamich‘aq Ref. Mo, Open bakance 000
iazza dei Consali
08053 Deruta PG AmountDue EUR 361.00 POs to be recsived 1
Ttaly USD 499,93
Bill Due 12jz5iz015 (E]
Terms “
Merna
Recent Transactions QuickReport
Expenses EUR 0.00 | Items EUR 361.00
Ikem Description Oty | Cost Amaount.., | Customer: Job B... PO Mo,
Hand-painte... |Blue hand-painte... | 100 3.61 361,00 |Abercrombie, ... | [ [40 ~
bt Notes Edit
[ Select PO ] [ Clear Qkys ] [ Show PO ] Time
Exchange Rate 1 EUR = | 1,33485 \ < Learn about making foreign payvments
Clear Splits Recalculate I Save & Close ] [ Sawe & Mew ] [ Clear I

6 Click Save & Close.

Creating an invoice for a multicurrency transaction

The process for creating an invoice for a customer that includes an item from a foreign
vendor is the same as creating a standard invoice. When you create an invoice for your
customer, all information appears in the currency that you have assigned to them.

To create an invoice for an item from a foreign vendor:
1 Click Create Invoices.
2 For Customer: Job, select Abercrombie, Kristen: Kitchen.

3 Click Cancel to close the Available Estimates window.
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4 Enter the following information on the Invoice:

m  Quantity: 100

m Item Code: Hand painted tiles

m  Description: Special order tile for backsplash

B Create Invoices

W previous B Next E @ = Q = a B %\ & sSpeling QﬁHistury’ 5] 30urnal _un < % =

Template
Inkuit Product Irvvoice |

12]15/2015 a3
[

Customer: Job

Abercrombie, Kris v

Invoice

Kristy Abercrombie
5647 Cypress Hill Rd
Bayshore CA 94326

hip
et 30 + || 12115/2015 PS W

il Attach

Quantiky Itern Code Description Price Each Amaounk Tax ‘
100 [ Hand-painte, .. | ¥ [Special order tile For backsplash] [ .00 ¥ [ 800,00 [Tax ¥ 4
‘ ha
(I v Tax|san Tomas  [W|(7.75%) USD 62,00
Message
Total  USD  862.00
[ To be printed [(add Time/Costs. . | [ Apply Credits... | Payments Applied UsD 0.00
To be e-mailed
JTobee maile Customer Tex Code. |T Balance Due UsD §62.00
[[] &llow online payment Learn more
Mema | |
+ Learn about our pavment processing and online invoicing solutions. [ Save & Close ] [ Save & Now l [ Clear

J

Abercrombie, Kristy:Kitchen

Edit Custamer

Summary

Phone 415-555-6579
Email kristv@samplenane. con
COpen balance 0.00
Active estimates 1
Sales Orders ko be invoiced o
Unbilled time and expenses: 800.00
Recent Transactions JuickReport
12{01{15 Estimate: 4,792.00
Notes Edit

Click Save & Close.
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Instructor demonstration of QuickBooks

Restoring the demo data file

The following demonstration is meant to be presented by the instructor with the class
observing. It gives students an introduction to the major QuickBooks features, and lets
them see how QuickBooks automates day-to-day bookkeeping.

Before you start the demonstration, restore the file “qblesson.qbb” in the QBtrain folder
you set up using the instructions in the introduction to this guide.

To restore the data file:

1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open Company: Type window.

2 Select “Restore a backup copy (.QBB) and click Next.

3 Select Local Backup and click Next.

4 In the Open window, navigate to the c:\ QBtrain directory you set up following the
instructions in the introduction of the guide.

5 Select the gblesson.qgbb file, and then click Open.

6 Inthe “Where do you want to restore the file” window, click Next.

7 Navigate to your c:\QBtrain directory.

8 In the File name field , type demo and then click Save.

9 Click OK when you see the message that the file has been successfully restored.

10 If you are not starting the demonstration now, exit QuickBooks.

Explain to students that later they’ll be learning how to create their own QuickBooks
company. For most of the course, however, they’ll be using a sample file for a fictitious
construction company called Rock Castle Construction.

Entering sales

One of a business’s primary concerns is revenue, so let’s begin with that. Suppose your
business has made a sale and you need to invoice the customer. To do that in
QuickBooks, you fill out an invoice that looks just like a paper form.

Creating an invoice

You can choose any QuickBooks task from the QuickBooks menu bar located on the top
of the screen. The menu bar is organized by business areas (for example, customers,
vendors, employees).

You can also choose tasks from the Home page. The Home page includes icons for
common tasks.
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To create an invoice:

1

From the Customers menu, choose Create Invoices.

The Create Invoices window looks just like a paper invoice form. The upper part of
the form is where you enter customer information; the bottom part of the form is
where you enter the items or services you've sold.

You can move from field to field by pressing Tab, or you can use the mouse to point
to the field you want, and then click the mouse button.

Click the drop-down list next to the Customer:Job field.

If you see this arrow next to a field, it means there’s a QuickBooks list where you can
choose an entry.

Choose Kitchen under Jacobsen, Doug from the Customer list. (Press “J” to move to
that part of the list.)

Notice how QuickBooks automatically fills in other information about the
customer.

Point out the address and payment terms and the customer summary.
Press Tab three times to move to the Date Field.

QuickBooks automatically displays today’s date here (the sample data file is set up
with December 15, 2015 as today’s date). If you want to change it, all you have to do
is press the Plus key (+) or Minus key (-). Now change the date to December 17.

Press the Plus key (+) twice to display 12/17/2015.
When you're finished, this is how the top half of the invoice should look.

B Create Invoices

rrevions Pree H 5 - B3 - B - € & speling By History =] Jourmal - 3% - ) atach

Template
Intuit Product Trvaice v

Customer: Job

Jacobsen, DougiKitchen |

Invoice

Jacobsen, Doug:Kitchen

Edit Customer

Summary

Phone 415-555-4411
Email jacobsen@ssmplename. com
2,320,000

Doug Jacobsen

6845 Ocean View
Bayshore, CaA 94326 =
Sales Orders ko be invoiced a

©pen balance
Active estimates a

Unbilled time and expenses: 3,370.00

Now you're ready to fill out the bottom half of the invoice form.
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Filling in the details

The bottom part of the invoice is where you list the items the customer has purchased.
You list each service or product you're selling on its own line of the invoice, along with
the amount the customer owes for each item. The lines on this part of the invoice are
called line items, because each individual item is on its own line.

All the information about your line items is in the QuickBooks Item list. The Item list
stores information about each service you render and each product you sell. It also
stores information about other types of line items you’ll want to put on invoices, like
discounts, sales taxes, and subtotals. You’ll be learning more about the Item list later in
the course.

To fill in details:

1 Clickin the Item Code column. Then click the arrow next to the field to display the
drop-down list.

When you click in the Item Code column, QuickBooks displays a drop-down list
where you can choose the items you want to invoice the customer for.

Suppose you've done nine hours of installation for Doug’s kitchen remodelling
project.
2 Choose Installation from the drop-down list.

This item is already entered in Rock Castle Construction’s Item list, so QuickBooks
can automatically fill in the item description and a rate ($35.00). It also knows that
this is not a taxable item.

Point out the 0.00 for sales tax below the Amount column.
Now you just need to enter a quantity.
3 Clickin the Quantity field, and type 9. Then press Tab.

When you enter the quantity, QuickBooks calculates the amount for the nine hours

of work.
Quantity Item Code Description Ptice Each Amaounk Tax | Recent Transactions QuickReport
B TEEIFS [Installation lsbor TR 515.00 [Hon ¥ &) 5014115 payment 2,000.00
| v 11/25/15 Payment 1,200.00
Customer - Tax [5an Tomas | (7. 75%) 0,00 112515 Invoice 4,725.00
Message 10:30/15 Payment 2,412.75
fiotd 3500 10/23/15 Invoice 3,207.75
5 Mot Edit
[ 7o be printed [ Add TimejCosts... | [ Apply Credits... | Payments Applied 0.00 = =
To be e-mailed
[ To be e-maile Customer Tax Code [T [ Balance Due 315.00
[ &llow online payment Learn more
Memo
< Learn about our payment processing and online invoicing solutions. [ Save & Close ] [ Save & Hew } [ Clear

4 Click Save & Close to record the invoice.
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Viewing the customer’s register

The money owed to your business, by customers or from other sources, is your accounts
receivable. When you fill out and save an invoice form, QuickBooks automatically
makes an entry for you in your customer’s accounts receivable register.

To display the register:
1 Intheicon bar, click Customer Center.

2 In the customer list, right-click Jacobsen, Doug, and then choose Use Register.

. Jacobsen, Doug - Accounts Receivable
@ Print... @ Edit Transaction @ TimeCosts... QuickRepart
Custorner:Job | Jacobsen, Doug v
Date MNumber Item Qby Rate Amt Chrg Amt Paid Balance
Tvpe Description Eilled Date Due Date
11{25/2015 5754 1,200,00 4,320,00 A
PMT
12{14]2015 956 2,000.00 2,320,00
PMT
12/17}2015 93 315.00 2,635.00
IMY 01/16/2016
v
v
[ 1-Line S e Bl Ending balance 2,635.00
Sortby | Date, Type, Mumber/, .. | I Record ] [ Restare ]

The customer accounts receivable register looks similar to a paper check register.
The register shows every transaction for this customer that affects your company’s
receivables. The invoice you just recorded is in the register in order of its date. The
second column shows the invoice number and the type of transaction it is (invoice).
When you wrote the invoice, QuickBooks automatically updated the register and
account balance.

3 Close the register and then close the Customer Center.

Receiving a customer payment

When you receive a payment from a customer for outstanding invoices, you want to
record receipt of the payment and indicate which invoices are being paid. Suppose
you've received a check in the mail from Pretell Real Estate, a customer that has several
outstanding invoices for different jobs. This check is for the job at 155 Wilks Blvd.

To receive a payment:
1 On the Home page, click Receive Payments.
2 If a Payment Interview web browser window opens, close it.

3 From the drop-down list in the Received From field, choose the 155 Wilks Blvd. job
under Pretell Real Estate.
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QuickBooks lists all the outstanding invoices for the job you entered.

€= Receive Payments
W previous [ Mext @ Print  ~ Qb History > =] Journal @ #aktach
Accept Payments Customer Payment
Received From | Sretel Real Estate: 155 Wilks Blvd. w | Customer Balance 5.026.50
Add credit card processing
Amount 0.00 Date 12/15/2015
Frit. Method b Reference #
el o T T Y Mema Whete does this payment go?
Card Mo, Exp. Date !
Manage Payments m ] Process payment when saving [ Find & CustomerjInvoice. . . ]
Edit payment preferences J | Date Murnber Orig. Amk. Amt. Due Payment |
Payment Snapshot 1071042015 [41 3,439,00 2,239.00 0.00 &
11/15/2015 |51 1,072.50 1,072,850 0.00
12{10{2015 |69 1,715.00 1,715.00 0,00
Totals 6,226.50 5,026.50 0.00
Erom vour weh site
Amounts for Selected Invoices
Fromn your mobile phone
From your e-mailed inviices A U 0.00
Auto Apply Payment | Applied 0.00
Discount and Credits 0.00
Applied
Save & Close ] [ Save 8 Mew ] [ Clear

4 Inthe Amount field, type 2239 and press Tab twice.
5 Inthe Pmt. Method drop-down list, select Check, then press Tab.

You might want to point out that QuickBooks changed the name of the Reference #
field when you selected “Check” as the payment method.

6 Type 659in the Check # field.

Find a CustomerInvoice. .. ]

J | Date Mumber Orig, Amk., Amt, Due Payment |
4 |10/10/2015 (41 3,439.00 2,239,00 2,239.00
11/15(2015 |51 1,072.50 1,072.50 0,00
12102015 |69 1,715.00 1,715.00 0.00

-
Totals £,226.50 5,026,50 2,239.00
Amounts for Selecked Invoices
Aamaount Due 2.239.00

Un-&pply Payment Applied 2.239.00
Discount & Credits. .. e and credis 0.00
applied

[ Save & Close ] [ Save B Mew ] ’ Clear ]

QuickBooks applies the amount to the oldest outstanding invoice, followed by the
next oldest invoice. If you want to apply the payment differently, QuickBooks is
flexible—you can choose to apply payments to the invoices of your choice. You'll
see how to do that later in the course.
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7 Click Save & Close.

When you record a customer payment, you have a choice of where to put the payment. If
you want to deposit several payments at once, the best way to handle the deposit in
QuickBooks is to have QuickBooks hold the payment in an account called
“Undeposited Funds” until you deposit the payments in a bank account. The
Undeposited Funds account is like a cash drawer. Using the Undeposited Funds account
makes it easier to reconcile the bank account because the deposits match those made in
at the bank.

There is a preference that allows you to set “Undeposited Funds” as the default deposit
to account. That preference is turned on in this file. When the preference is not turned
on, a “Deposit to” field displays in the Receive Payments and Enter Sales Receipts
windows. This field allows you to select into which account you want to deposit the
funds. If you are depositing a payment in a bank account by itself, you can click
“Deposit to” and choose the bank account. Then QuickBooks records the deposit in the
bank account automatically.

Making a deposit

When you group deposits into the Undeposited Funds account, QuickBooks keeps
customer payments in the account until you're ready to go to the bank. Then you just
tell QuickBooks you're ready to make a deposit.

To record a deposit:
1 From the Banking menu, choose Make Deposits.

The Payments to Deposit window shows all the payments you have in
Undeposited Funds waiting to be deposited.

Payments to Deposit E|
Select View
Wiew payment method type | EINSTEEE % | \what are payment method views?

Sork payments by Payment Method v

Select Payments ko Deposit

4 Date Time Type Mo, Payment Method | Mame Amount
[ 12/15/2015 LIAE ADJ Great Statewide Bank 124.00]
12114/2015 PMT 36 Check Jacobsen, Doug;Kitchen 2,000,00
12/15/2015 PMT 629 Check Pretell Real Estate: 155 .., 2,239.00
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2 Click Select All to place a checkmark next to all the undeposited payments.

Payments to Deposit §|

Seleck View

view payment method bype |.°.|| bypes v | what are payment method wiews?

Sart payments by |Payment Method w |

Select Payments to Deposit
S| Date Time Tvpe Mo, Payment Method | Mame Amount

[ 1z/15/2015 LIAE ADJ Great Stakewide Bank 124.00]
W 12)14)2015 PMT 936 Check Jacobsen, Doug:Kitchen 2,000.00
W 12)15/2015 PMT 659 Check Pretell Real Estate: 155 ... 2,239.00
3 of 3 payments selected for deposit Payments Subtotal 4,363.00

Select Mone
O { ’ Cancel l [ Help

3 Click OK

4 In the Make Deposits window, be sure you are set to record the deposit in the
checking account, and click Save & Close.

If you click Print in the Make Deposits window before recording the deposit,
QuickBooks prints a deposit summary that lists each payment you are depositing.

QuickBooks enters the deposit transaction in the Checking account.

You can show students the register if you have time.

Entering and paying bills

Accounts payable is the record of outstanding bills your business owes. By tracking your
accounts payable, you'll know exactly how much you owe and when. This is the only
way you can get an accurate picture of your business’s finances.

Using accounts payable in QuickBooks is easy: When you’re billed for an expense, just
enter the bill in QuickBooks when it arrives. This lets QuickBooks track the money you
owe vendors in the accounts payable account.
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Entering a bill

Suppose you receive a bill from Sergeant Insurance for an insurance premium and want
to enter it in QuickBooks but pay it later.

To enter a bill:

1
2

On the Home page, click Enter Bills.

In the Vendor field, type se for Sergeant Insurance and press Tab.

QuickBooks fills in the full name, using the feature called QuickFill, since Sergeant
Insurance is the only vendor name that begins with “se.”

QuickBooks assigns a due date for the bill based on the payment terms you’ve
entered for this vendor. If you don’t have specific payment terms assigned,
QuickBooks assumes bills are due 10 days from the date of receipt. You can change
the due date if you wish.

In the Amount Due field, enter 2000.

Click in the Account column of the Expenses tab, and then click the arrow to
display the list of expense accounts.

This part of the form lets you track exactly what you spend your money on. The
Expenses tab lets you assign the bill amount to one of your expense accounts; the
Items tab is for entering details about service or product items you are purchasing.
When you assign a bill to one of your expense accounts, you can later create reports
that show how much you’ve spent in specific areas.

Choose Liability Insurance (under Insurance) from the list.

You can also assign expenses to a particular customer or job, in the Customer:Job
field. This lets you keep track of your costs for a specific project.

‘B Enter Bills

W rrevious [ Hext |5 save L Find Ty History 5] Jowenal | Il Atkach

@eEl O credi Eill Received | Sergeant Insurance
I s Yerdor
vendor Sergeant Insurance v Date Summary

Phane 415-555-1919
s o0
Middlefield A 94462 Amount Due 200000 POs to be received i}

Bill Dus 01/14/2016 (E)

Terms  Met 30 *  Discount Date
Mermo
Recent Transactions QuickReport
E: 2,000.00 | It 0.00
BT $2, i $ 12/15/15 Check 675,00
Account Amount Memo ... Eilable? | 12/12/15 Check 675.00
Insurance:Liability | % 2,000.00 b | . 11/15/15 Check 675,00
1041715 Eill Prat -Check T12.56
10/10415 Eil - Paid 712.56
Motes Edit
v
Clear Splits Recalculate Save & Close ] [ Save & Mew ] [ Clear
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6 Click Save & Close.

When you record a bill, QuickBooks automatically adds the amount due to the
vendor’s balance.

7 Intheicon bar, click Vendor Center.

QuickBooks displays the Vendor Center, which shows outstanding balances for all
your vendors.

8 Scroll down and select Sergeant Insurance. Notice the balance is 2000.

8 Vendor Center: Sergeant Insurance (All Transactions) EJE‘El

(@ New Yendor...x New Transactions v g, Brint v ﬂ Encel v EE VWord~
Yendors Transactions ¥endor Information I Ateach Edit ¥endar ... Reports for this Yendor
Visws [ Custom Fiter .. = vendor Name Sergeant Insurance Contact Karen Jean Sergeant QuickReport
- Wendor Type Phone 415-555-1919 Open Balance
Company Name At Phane
Name Balance Tatal | Attach Address Sergeant Insurance Fax 415-555-2929
Hally Heating and 0.00 ~ f-OB0xsas Email  Send ko:Sergeant Insu...
A gand... ! Piddlefield CA 94482
Hopkinis Construc. .. 700.00 Account Mumber  786-35
Kershaw Camput... 0.00 [feceghi=tat
Keswick Insulation 0.00 Msp | Directions EE R BIEE
Larson Floating 40,00 5
DQuickBooks Checks &
Lew Plurting L. 3000 Hlakes T B3 Supplies: Lssrm mors
McClain Appliances 0.00 (Bt Htes... |
Mendoza Mechanical 0.00
MiddleFigld Dr il 1,200.00
=i bl Show [al Transa... (v | Fiker By [l v | Date [ThisFiscal.. v | 10/01/2015 - 09/30/2016
Patton Hardware ... 12,964.20
Perry Windows & ... 9,985.00 Type Murn Date Account Armournt
Check 12/15/2015 Checking -675.00
QBCC - 4321 0.00
Eill 12/15/2015 Accounts Payable -2,000.00
QBCC - 4322 0.00
Cherk 290 12/12}2015 Checking -675.00
QBCC - 4423 0.00
Check 245 11/15/2015 Checking -675.00
wes Properties
" Bill Pt -Check 214 10172015 Checking -712.56
nsurance
Eill Q403 10/10/2015 Accounts Payable 712,56
Sloan Roofing 1,047.00 &

9 Close the Vendor Center.

Using QuickBooks to remind you when to pay

QuickBooks has a reminder system that can tell you when you have transactions due.
You can set up QuickBooks to display a Reminders window that lists the due dates for
each transaction coming due. You can decide whether you want QuickBooks to remind
you, and choose exactly which transactions you want to be reminded of.

Any time you want to change the behavior of QuickBooks in a particular area, you go to
the Preferences window.

To change preferences:
1 From the Edit menu, choose Preferences.
2 Click Reminders in the left panel.

Tell students that the Preferences window is where you customize QuickBooks to
work the way you want.

The My Preferences tab for reminders allows you to select whether to display the
Reminders window every time you start QuickBooks.
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3 Click the Company Preferences tab.

If you share a company file with others, the company preferences are in effect for
everyone who uses this file. The Company Preferences tab for reminders lists all the
ways QuickBooks can remind you of transactions. For each type of reminder,
QuickBooks can give you a detailed list of transactions due, a summary only, or not
remind you at all.

4 Click Cancel to close the window.

Any time you want to see the Reminders window, you can choose Reminders from
the Company menu.

5 From the Company menu, choose Reminders.

The Reminders window gives you a summary of the transactions coming due. If you
want to see a detailed list, you can click the Expand All button.

6 Inthe Reminders window, click Expand All.

If you had any bills due, they would appear in the Reminders window.

& Reminders E] E|E|
Due Date Description Arnount

Business Service Messages

Online Banking transactions ready to send.

To Do Notes
Call Doug about grout in the kitchen,
Finish Jacobsen poolhouse estimate

Checks to Print -8,296.67
Daigle Lighting -640,92
Perry Windows & Doors -6,935,75
Lew Plumbing -45,00
Sergeant Insurance -675.00

Inventory to Reorder
Cabinets - Cabinets
Frames:Exterior Frame - Standard exterior door frames
Wiood Door:Exterior - Exterior door - #P-10931

Assembly Items to Build
Interior Door kit

[ Cuskom Yiew ” Collapse all ” Expand All “ Set Preferences,., |

7 Close the Enter Bills window; then close the Reminders window.

You'll explore the preferences in more detail as you go through the course.

Paying bills

When QuickBooks reminds you that bill payments are due, you can decide which bills
you want to pay and even have QuickBooks print the checks for you.

To record a bill:
1 From the Vendors menu, choose Pay Bills.

QuickBooks displays a list of all pending bills. Just click to select the ones you want
to pay, or click Pay All Bills to select all the bills in the window.

Suppose you want to pay by check from your Checking account.
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2 Under Payment Method, choose Check and select “To be printed.” Be sure that
“Checking” is selected as the account under Payment Account.

3 Select the bills for Sergeant Insurance on the list. To select a bill, click the checkbox
in the left-hand column.

QuickBooks writes the checks for you automatically. It also enters a transaction for
them in your checking account. At the same time, it enters a transaction in your
accounts payable register, to reduce the total of your amounts payable by the
amount of your checks.

If you select “To be printed,” you can print the checks from QuickBooks. If you
select “Assign check no.,” QuickBooks enters the checks in your register with
numbers. (You can edit the numbers if they are incorrect.)

«: Pay Bills
Select: Bills to be Paid
— hnage your business expenzes with
Show hills O Due on or before L= the QuickBooks MasterCard
(#) show all bills Filter By | all vendars w < Learn Mare
S0t BY | Due Date v
[+  DateDue  vendor Ref. Mo, | Disc, Date Amt, Due Disc, Used Credits Used Amt, To Pay
Sergeant Insurance 2
[T |12f20{2023 |Hopkins Constructio. .. 550,00 0.00 0.00 0.00
[T |12f23(2023 |Hopkins Constructio. .. 150.00 0.00 0.00 0.00
[T |12}24/2023 |MiddleField Drywall 1,200.00 0.00 0.00 0.00
[T |12/26/2023 |Lew Plumbing 1,200,00 0.00 0.00 0.00 [
Totals 21,875.18 0,00 0,00 2,000,00
Clear Selections
Discount & Credit Information For Highlighted il
Yendor Sergeant Insurance Terms Net 30 Hurnber of Credits 0
Bill Ref. Mo, Sugg. Discount 0.00 Total Credits Available 0.00
Go ko Bill Set Discount Set Credits
Payrnent
Date Method ® To be printed Account
o0 be printe:
12/15/2015 Check v = Checking "
R 48.786.98
Pay Selected Bills ] [ Cancel
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4 Click Pay Selected Bills.
QuickBooks provides a summary of the bills you paid.

Payment Details

Payment Date 1211542015
Payment Account  Checking
Payment Method  Check

Payment has been successfully recorded For the Following bill:

Date Due Yendor Amount Paid
01/14f2016  |Sergeant Insurance 2,000.00

Tatal 2,000.00

How do I find and change a bill payment?

You can prink checks now, or prink them later From Print Forms on the File menu.

[ Pav Mare Bills |[ Print Checks ][ Daone

5 Click Done.
Now look at the checks QuickBooks wrote for you.

6 From the Banking menu, choose Write Checks.

7 Inthe Write Checks window, be sure the Checking account is in the Bank Account
field.
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8 Click Previous to see the check dated 12/15/2015 that QuickBooks wrote to Hopkins
Construction for $700.00. (Notice that QuickBooks wrote one check to cover both
bills—one for $550 and $150.)

The window now says Bill Payments (Check) instead of Write Checks to indicate
this is a check that QuickBooks wrote to pay a bill.

The lower part of the window lists the bill that this check paid.

£ Bill Payments{Check) - Checking
@ previous [P next [ save chrine ~ € Fnd %y History 5] Journal | ] Atkach

Bank Account w Ending Balance 45, 756,95
Mo, To Print
Date 12{15/z015 (&)
Pay to the Order of Sergeant Insurance v $ 2,000,00

TWDthDUSand andUUIIUU************************************DD||ars

Sergeant Insurance
P.0Q, Box 6257
Address | Middefield CA 94452

Mema
Eills paid in this transackion: To be printed
P... DateDus | Yendor Ref, Mo, Bill Amk. | Amt, .., | Disc, Date | Amb, Paid
J |01/14/2016 |Sergeant Insurance 2,000.00 |2,000.00 2,000.00 #
v
[ Clear Splits ] [ Recalculate ” Discounts ] [ Save & Close “ Revert ]

Intuit has checks you can purchase that are made to work with QuickBooks. You can
have QuickBooks print all your checks at once, and save yourself from writing
checks by hand.

9 Close the Bill Payments (Check) window.
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Now, open the accounts payable register to see how the payments affect your accounts
payable. You can open the register of any balance sheet account by starting from the
chart of accounts.

To display the accounts payable register:
1 From the Lists menu, choose Chart of Accounts.

You could select the Accounts Payable account, click the Activities menu button at
the bottom of the window, and then choose Use Register. But you can use another
shortcut: Just double-click any account to open its register.

2 Double-click the Accounts Payable account.

Here’s the register with the 12/15/2015 bill payment QuickBooks entered for
Hopkins Construction Rentals.

%, Accounts Payable
2 Goto..  £@Print... [ Edi Transaction QuickReport
[ake Mumber endaor [ue Date Eilled J Paid Balance
Tvpe Account Merno
12§15/2015 Keswick Insulation  ||Paid 670.00 28,616.70
BILL Job Exper
12115/2015 Sergeant Insurance (|Paid Z,000.00 30,616.70
BILL Insurance
12f15/2015 1zj03 Cal Gas & Electric 12/30/2023 122,65 30,739,538
BILL Utilities:G: Acct #560)
¥
b | “
splits Ending balance 30,739.38
[ 1-Line [ shows open balance
Sork by | Date, Type, Mumber]... s Record ] [ Restare

3 Close the Accounts Payable register and the chart of accounts.

Handling purchases you pay for on the spot

When you pay for a purchase on the spot, you don’t need to enter a bill first. You can
write a check at the Write Checks window for a manually written check or a check you
want to print. (You can even set up a QuickBooks “bank” account for petty cash and
record “checks” for payments made from petty cash.)

Suppose Kershaw Computer Services sends over a technician to improve the network
for your office, and you want to write and print a check.

To record a check:
1 From the Banking menu, choose Write Checks.

2 Inthe Write Checks window, be sure Checking account is in the Bank Account field.
Now, fill out the check the same way you would a paper check.

3 In the “Pay to the Order of” field, select Kershaw Computer Services.
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4 Type 253.45 as the amount, and press Tab.
QuickBooks automatically writes the amount for you on the next line.

5 Clickin the Account column of the Expenses tab and assign the check to the Office
Supplies expense account.
6 To print the check right now, click Print.

QuickBooks keeps track of two separate check numbers: the number of the last
check you printed and the number of the last check you wrote by hand and
recorded later. It tells you the number it expects to be the next number for a printed
check.

If you plan to print the check later, click the “To be printed” checkbox to select it.

&2 Write Checks - Checking E]@|E|
&l previous [ Mext ESave @Print - %}_Find = Journal @ Atkach

Bank Account | Checking v Ending Balance 48,786,953
Mo, =01
Date 12f15/2015 [E)
Pay to the Order of Kershaw Computer Services hd $ 253.45
Two hundred fifby-three and 45 100% * kb kbbb kb kbbb kb ok bk bk b4 % 5% Doflars

Kershaw Computer Services
101 Main St
Address | Bayshare C4 94326

Merno

Expenses $253.45 | Items $0.00 | [ online Payment [
Account Amaunt Memo Customer:Job | Eillable? |
25345 e
w
[ Clear Splits ] [ Recaloulate ] [ Save & Close ] [ Save & hew ] [ Clear ]

7 Click Save & Close to record the check and close the window.

Be sure to click Save & Close or Save & New. If you click Clear or close the window,
QuickBooks does not record the check.

QuickBooks enters the check in the register of your checking account.

When you’ve written a handwritten check (for example, you stop at the office supply
store and purchase a box of laser printer paper), just enter the transaction directly in the
Write Checks window when you get back to the office.
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Managing inventory

If your business has inventory items to resell, you can use QuickBooks to keep track of
ordering items, receiving items, paying for items, and selling items.

Ordering inventory

The first step is to order some inventory items. Now, create a purchase order for doors
from Perry Windows & Doors.

To create a purchase order:
1 From the Vendors menu, choose Create Purchase Orders.

2 In the Vendor field, start typing pe and let QuickFill fill in the rest of the vendor
name. Press Tab.

3 Clickin the Item column and choose Interior under Wood Door from the Item list.
4 In the Qty field, type 35. Then press Tab.

QuickBooks multiplies the quantity by the cost to calculate the amount.

&= Create Purchase Orders Q[’E|@
W previous [ Next [ save €@ Print ~ CdEmal ~ ¥y Fnd & Speling T History ] Journal  [34 Customize = |l Attach
Yendor Drop Ship To Template | Prink Preview Perry Windows & Doors
v e
DATE
. Summar!
Purchase Order 12{15/2015 40 Y
- Phone 415-555-5933
Open balance 9,985.00
Perry Windows & Doors Rock Castle Construction POis bo be received 2
PO, Box 5033 1735 County Road -
Bayshore CA 94326 Bayshore, CA 94326
Expected |
12/15/2015
ITEM DESCRIPTION QT RATE CUSTOMER AMOUNT ‘ Recent Transactions QuickReport
Wood Doar:L... % |Intetior door - P-187055T |35 [ .00 v 2,100.00] & 12/15/15 Bil Pt ~Check 6,935.75
3 121115 Eill 130.00
- 12/04/15 il 2,400.00
Yendar s !
Message 12j02{15 il 50.00
Tokal 2,100.00 11/28{15 [kem Receipt 3,250.00
MNotes Edit
Tobeprinted [ To be e-mailed
Mema | [ Save & Close ] [ Save & New ] [ Clear

5 Click Save & Close to record the purchase order.
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Receiving inventory items

Receiving items is the second step. A few days after you order the doors, they are
delivered, and you want to receive the shipment to update your inventory records (the
amount of the item you have on hand). Suppose you've received the inventory items,
but you haven’t received a bill with the items. (This is a very common occurrence.)

To record the receipt of inventory items:
1 From the Vendors menu, choose Receive Items.
2 Inthe Vendor field, type pe. When QuickFill completes the entry for you, press Tab.

You'll see a message letting you know that open purchase orders exist for Perry, and
asking if you want to receive the items against one of the outstanding purchase
orders.

3 In the Open PO’s Exist window, click Yes.
Now you need to choose the purchase orders filled by the shipment.

QuickBooks lets you receive shipments against multiple purchase orders at one
time. That’s important, because it’s very common for vendors to ship items from
different purchase orders in the same shipment.

4 Select purchase order number 24 and number 40.

Open Purchase Orders §|

Yendar | Perey Windows & Doars w
Select a Purchase Order to receive
S| Date PO Ma. IMema
e |
11/18/2015 27 Pretell 75 Sunset office building

VY [12f15/2015 40

5 Click OK.

QuickBooks looks up the purchase orders you've selected and tells you which items,
and how many, you should be receiving. All you have to do is make sure that
everything has been shipped in the proper quantities.

Suppose you've received only one of the two windows.
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6 Change the 2 in the Qty field for Windows to 1.

‘B Create Item Receipts
W previnns [T Next E Save %‘ Find Qb History =] Journal @ Attach
Eill R d 5
TRz Perry Windows £ Doors
I R | '
Edit Wendaor
vendor Perry Windows & Doors N Date 12/15/2015 . Summary
Item Ref. Ho. Phore 415-555-5933
] Open balance 9,085.00
R(e;:fllpt Total BN POs to be received 3
Mermo  Received items (bill to Follow)
Expenses $0.00 | Items $2,225.00
Item Description Qby | Cost Arnount Custametr:Job E... POMNo, | Recent Transactions QuickPeport
Wiindow * |window - Skandar.., 1 25.00 125,00 v 24 |“ 12115115 Bil Pt Chedk N33t
- ill Pt -Chiedl o
wood Door:,., |Ink door - .., 5] 60,00 | Z,100.00 40 o !
ood Door nterior door b 1211115 Bil T
12/04/15 Eill 2,400,00
1202415 Eill 50.00
11/26/15 Item Receipt 3,280.00
- MNotes Edit.
[ Select PO ] [ Clear Qkys ] [ Show PO ]
Clear Splits Recalculate [ Save & Close ] [ Save & Mew ] [ Clear ]

QuickBooks keeps track of the missing window, and lets you know it is still due.

7 Click Save & Close to record the item receipt.

Receiving bills after receiving items

The third step is to deal with the final bill for the items you ordered. Perhaps two weeks
go by, and you get the bill from Perry. QuickBooks makes it painless to reflect any
changes that appear on the final bill. As it turns out, there’s one change you need to
record when you pay this bill: Perry charged you $32 for shipping.
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To record a bill:
1 TFrom the Vendors menu, choose Enter Bill for Received Items.

2 Select Perry Windows & Doors from the Vendor drop-down list, and select the
12/15/2015 item receipt (the one you recorded today).

Select Item Receipt

Wendaor Perry Windows ... ¥
Choose the Ikem Receipt which corresponds to your bill Cancel

Date Ref Mo, Memao
10/25/2015 Recsived items (bil to Fallaw) =
11/18/2015 Received items (bill to Follow)
Received items (bil to Follow

11/25/2015
| |Received items (bill to Follow)

3 Click OK, and you’ll see the Enter Bills window with the items already filled in.

4 Click the Expenses tab and type Postage and Delivery in the Account field and press
Tab.

5 Atthe message telling you that QuickBooks could not find the account, click Set Up.

6 Inthe Add New Account window, make sure Expense is selected and click Continue.

7 Leave the Account Name field “Postage and Delivery” and click Save & Close.

8 Enter the $32 shipping charge in the Amount field to assign it to the Postage and
Delivery account.

9 Press Tab.
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Selling

10 Click Recalculate.

B Enter Bills
@ previous [ next [ save €L Find 9y History [E] Jownal | (] Attach
Bil Received Perry Windows & Doors
»
Y I Edt endar
Yendor Perry Windows & Doors £ Date 12/15/2015 . Summary
Fhone 415-555-5933
tddress Eecr)rvBWinggsvy; & Doors =il —_— Open balance 12,710.00
.0, Box "
Bayshore CA 94326 Amount Due  2,257.00 POs to be received z
Bill Due o114(2016 [B]
Terms  Nek 30 ~  Discount Dake
Mermo
Recent Transactions QuickReport
E: 32.00 | Ih 2,225.00
BT ¥ i 52 12/15/15 Item Receipt 2,225.00
Account Amount Memo Customer:Job | Billable? | 12{15/15 Bill Pmt -Check 6,935.75
Postage and Deliv... 32.00 | ~ 12f11/15Eill 130.00
1204/15 Bill £,400,00
12/02/15 Eill 50,00
Motes Edit
v
Clear Splits Recalcuate | Save & Close ] [ Save & Mew ] [ Revert

11 Click Save & Close to record the bill.

12 1f QuickBooks displays a message asking if you want to change the transaction, click
Yes.

items

You can sell inventory items by creating an invoice the same way you did earlier.
QuickBooks automatically keeps track of the items sold and updates your financial
reports. If you sell three doors, QuickBooks automatically reduces the number of doors
on hand by three, and adds both the revenue and the cost of goods sold associated with
these doors to your financial reports.

Generating inventory reports

QuickBooks has a variety of inventory reports to tell you everything you might want to
know about your inventory. Now that you've entered the bill, you can generate an
inventory stock status by item report to make sure that all the items you've received are
accounted for.
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To generate an inventory report:

1 From the Reports menu, choose Inventory, and then choose Inventory Stock Status
by Item from the submenu.

il Inventory Stock Status by ltem CEx
ModiFy Repor Memorige.., || Print... || E-maj = |[ Export... Hide Header
Dates [ e ~ | From [ 12/01/2015 [E] To | 12/15/2015 [E]
(L] Rock Castle Construction
121815 Inventory Stock Status by Item
December 1 - 15, 2015
o Mem Description o Pref Vendor ¢ Reorder Pt = On Hand < On Sales Order < For Assemblies < Available ~Order < OnPO - NextDeliv o SalesWeek o
Inventory
Cabinets
Cabinet Pulls P Cabinet Pulls Patton Harl, 15 110 o o 110 0 149 4
Light Pine Light pine kitehen ¢ Patton Hare. o k] o o k] o os
Cabinets - Other Cabinets Thomas Kitc. 15 [1] a a [1] o [1] a
Total Cabinets 119 o o 119 0 154
Frames
Exterior Frame Stanclard exterior 5 2 o o 2 Vs 0 o
Interior Frame: Standard interior Patton Hare. k] o o k] o o
Frames - Other [1] a a [1] [1] a
Total Frames " o o " 0 o
Hardware
Brass hinges Stanclard brass hin. Patton Harl, 475 o o 475 0 o
Doorknebs Locking Exterior  Standate exterior 30 50 o o 50 o o
Doorknobs Std Doorknobs Part # D Patton Hard 50 108 a a 108 0 51
Lk Doorknobs Locking interior do...  Patton Hard 50 110 o o 110 0 1.8
Hardware - Other o o o o o o
Total Hardware T3 a a T3 0 7
Wood Door
Exterior Exterior door - #P- Perry ¥Winco. 5 3 a a 3 o 0 18
Interior Interior door - P-18 Perry ¥Winco, 5 72 o o 72 S 1MATRms 6.1
Wood Door - Other Patton Hare. o o o o o o
Total Wood Door ke a a ke 5 &
Assembly
Interior Door kit Complete Interior -1 a a -1 0 s

For each inventory item, this report shows quantity on hand, quantity on order,
date of next order receipt, and the average quantity sold per week.

If you want to see the transactions that make up any amount in a report, you can use
the QuickZoom feature. Whenever you see the mouse pointer change from an
arrow to a magnifying glass with a Z inside, double-click the amount you want to
investigate.

2 Double-click the line for Cabinet Pulls on the report.

QuickBooks creates a QuickReport that shows more detail on that specificinventory
item. You can also use QuickZoom from here.

3 On the QuickReport, double-click the Item Receipt transaction.
Now you see the Item Receipt recording the receipt of cabinet pulls.

4 From the Window menu, choose Close All to close all the windows you have open.
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Creating reports and graphs

The Reports menu has a wide variety of preset reports. You can customize any of the
preset reports to show the exact data you need. To create a report, you choose the report
you want from the QuickBooks Reports menu.

To generate a report of overdue customers and balances:

1

From the Reports menu, choose Customers & Receivables, and then choose A/R
Aging Summary.

The report lists the jobs with open balances for each customer. The columns show
which amounts are current (not yet due) and which are overdue. Notice that Brian
Cook is more than 30 days overdue on his kitchen job.

Wl A/R Aging Summary
Modify Report.. Memorize. . Print.. E-mail » | Export.. Hide Header | Collapse Refresh
~ (121152015 [B]  Interval (days) 30 | Through {days past dug) |90 Sort By | Default ¥
E:21Em Rock Castle Construction
12515 A/R Aging Summary
As of December 15, 2015
- Current - 1-30 % 31-60 @ 61-90 @ =90 ks TOTAL ks
Baker, Chris ~
Family Room » _1,040.00 4_ 000 0.00 0.00 0.00 1,040 00
Total Baker, Chris 1,040.00 o.o0 o.o0 0.00 o.a0 1,040.00
Cook, Brian
2nd story addition 5,003.30 000 5,003.30
Kitchen 2809.33 000 000 000 0.00 2809 33
Total Cook, Brian 7E1263 o.o0 o.o0 0.00 o.a0 781263
Cuddihy, Matthew 12930 o.o0 o.o0 0.00 o.a0 128.30
Duncan, Dave
Utility Shed 1,500.00 000 000 000 0.00 1,600 00
Total Duncan, Dave 1,600.00 o.o0 o.o0 0.00 o.a0 1,600.00
v

To see whether anyone is more than 60 days overdue, change the “Through (days
past due)” field at the top of the report from 90 to 60. Press Tab.

QuickBooks makes a column for >60. Since all the amounts in that column are 0.00,
you can see that no one is more than 60 days overdue.

3 Close the report window.

4 Click No at the message asking if you would like to memorize the report.

If you want to see a visual display of how much you’re owed by customers, you can

create an accounts receivable graph.

To create an accounts receivable graph:

1

2

From the Reports menu, choose Customers & Receivables and then choose
Accounts Receivable Graph.

When you finish viewing the graph, close the graph window.
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Handout 4: QuickBooks item types, 490
Items for things you buy and sell, 490
Items that calculate, 490
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Handout 10: List of payroll expenses and liabilities, 496
Payroll expenses, 496
Payroll liabilities, 496
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Using the course handouts

In this section, you’ll find copies of all the handouts referenced in this course. The
handouts are available for download in Portable Document Format (PDF) from the
Instructors’ Resource Center.
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Handout 1: Balance sheet accounts

The following table describes the use of each of the balance sheet account types
available in QuickBooks.

This account type Tracks

Bank Checking, savings, and money market accounts.
Add one bank account for every account your
company has at a bank or other financial
institution. (You should also use this account
type to track petty cash.)

Accounts receivable (A/R) Transactions related to the customers who owe
you money, including invoices, payments,
deposits of payments, refunds, and credit
memos. Most companies have only one A/R
account.

Other current asset Assets likely to be converted to cash or used up
within one year, such as notes receivable due
within a year, prepaid expenses, and security
deposits.

Fixed asset Long-term notes receivable and depreciable
assets your company owns that aren’t likely to
be converted into cash within a year, such as
equipment or furniture.

Accounts payable (A/P) Transactions related to the vendors to whom
you owe money, including your company's
outstanding bills, bill payments, and any credit
you have with vendors.

Credit card Credit card purchases, bills, payments, and
credits.
Current liability Liabilities scheduled to be paid within one year,

such as sales tax, payroll taxes, accrued or
deferred salaries, and short-term loans.

Long-term liability Liabilities such as loans or mortgages
scheduled to be paid over periods longer than
one year.

Equity Owner’s equity, including capital investment,

drawings, and retained earnings.
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Handout 2: Accounts created automatically

The following is a list of the accounts that QuickBooks creates automatically.

m  Accounts Receivable. QuickBooks creates this account during the EasyStep
Interview, or the first time you create an invoice.

m Inventory Asset. When the first inventory item is created in a company data file,
QuickBooks creates the Inventory Asset account.

m  Undeposited Funds. QuickBooks adds this account to the chart of accounts the
first time you record a payment from an invoice or a sales receipt. QuickBooks uses
this account to hold money you’ve collected until you deposit it in a bank account.

m  Accounts Payable. QuickBooks creates this account during the EasyStep Interview,
or the first time you enter a bill.

m Payroll Liabilities. QuickBooks adds this account to the chart of accounts
automatically when you turn on the payroll feature in a company file. QuickBooks
initially maps all payroll items that create liabilities to this account.

m Sales Tax Payable. QuickBooks creates this account when you turn on the sales tax
feature.

m  Opening Bal Equity. This account is created the first time you enter the opening
balance for a balance sheet account. Every time you add a new account with an
opening balance, QuickBooks records the second half of the entry in the Opening
Bal Equity account. This means that total equity is the net balance of the assets
minus the liabilities entered into QuickBooks. Once you’ve entered all of the
accounts and balances, you may use a journal entry to allocate Opening Balance
Equity to the proper equity accounts.

m Retained Earnings. This account is unique because there is no register associated
with it. Each time you run a balance sheet, you assign the date of the report.
QuickBooks then calculates the net income from all transactions from the earliest
date in the company file to the end of the fiscal year prior to the current year.
QuickBooks displays the results as retained earnings. Because of this feature, you
don’t need to make the traditional closing entries at the end of the year.

m  Uncategorized Income. QuickBooks creates this account the first time you enter
an opening balance for a customer.

m  COGS. When the inventory feature is turned on and the first inventory item is
created in a company file, QuickBooks creates a Cost of Good Sold (COGS) account.

m Payroll Expenses. This account is created when you turn on payroll in a company
data file. All payroll expense items are initially mapped to this account.

m  Uncategorized Expenses. QuickBooks creates this account the first time you enter
an opening balance for a vendor.

m Reconciliation Discrepancies. QuickBooks creates this expense account when you

enter an adjustment to reconcile small accounting discrepancies. QuickBooks uses
this account to track all reconciliation differences.

m Purchase Orders. QuickBooks creates this account the first time you create a
purchase order. This is a non-posting account that does not affect your balance
sheet or income statement.
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Handout 3: Registers associated with
QuickBooks windows

You can open the register associated with a window by choosing Use Register from the
Edit menu when the window is displayed.

While you have this You can display the register for this

window displayed... account...

Create Invoices Accounts Receivable

Enter Bills Accounts Payable

Write Checks The account you have displayed in the Bank Account
field on the check form.

Receive Payments Accounts Receivable

Make Deposits The account you have displayed in the Deposit To field,
or Undeposited Funds if that option is selected.

Enter Sales Receipts The account you have displayed in the Deposit To field.

Create Credit Memos/Refunds Accounts Receivable

Enter Credit Card Charges The account you have displayed in the Credit Card
field.

You can also open the register for any balance sheet account (except Retained Earnings)
by double-clicking the account name in the chart of accounts.

489



Course handouts

Handout 4: QuickBooks item types

Items for things you buy and sell

Type Use to enter

Service Services you charge for or services you purchase.
EXAMPLES: Professional fees, labor

Inventory Part ltems you purchase, track as inventory, and then resell.
EXAMPLES: Electrical outlets, t-shirts

Inventory Assembly Items you produce or buy, track as inventory, and then resell.

(Premier) EXAMPLES: Pre-assembled door kits, custom bicycles

Non-Inventory Part Items you sell but do not purchase; items you purchase but do
not resell; items you purchase and resell, but do not track as
inventory.

EXAMPLES: Custom-made slipcovers, pizza, office supplies

Other Charge Other charges on a sale or purchase.
EXAMPLES: Shipping charges, delivery charges

Group A group of individual items already on the item list.

EXAMPLES: A group of services and lab fees for office visits, a
group of services and food items provided by a caterer

Items that calculate

Type Use to

Subtotal Calculate a subtotal before calculating a discount or charge
that covers several items.

Discount Calculate an amount to be subtracted from the total.

(To discount several items, use a subtotal item before the
discount item.)

Payment Record a payment received at the time of invoicing so that the
amount owed on the invoice is reduced.

Sales tax Calculate a single sales tax for a sale.

Sales Tax Group Calculate two or more sales taxes grouped together and
applied to the same sale.
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APPENDIX B

Handout 5: Inventory workflow

The following graphic provides an overview of how to track inventory information in
QuickBooks.
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Handout 6: Group vs. inventory assembly

items

The following table compares group and assembly items to help you decide which item

type is appropriate for a given situation.

Group item

Inventory assembly item

Can include combinations of different item
types, such as inventory and service items

Can contain only inventory parts or other
inventory assembly items

To combine a service item with an
assembly item, create a group and include
both the assembly item and the service
item in the group.

Allows you to print individual items
contained in the group on sales forms

Prints only the assembly name, not
component part names, on sales forms

No reports available specifically for groups

Will appear after inventory part items on
standard inventory reports; pending build
report will list builds in the pending state

Quantity on hand of each item included in
the group is adjusted in inventory at the
time of sale

Quantity on hand of component items is
adjusted in inventory when the assembly is
built
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APPENDIX B

Handout 7: Sales tax

The following graphic provides an overview of how to track sales tax information in
QuickBooks.
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Handout 8: Employer payroll responsibilities

The following is a list of payroll activities for which the employer is responsible.
Calculate gross pay for employees.

Calculate federal withholding.

Calculate state withholding.

Calculate FICA.

Calculate Medicare.

Calculate federal unemployment.

Calculate state unemployment.

Add any other deductions.

© 0O N O G A WN =

Withhold taxes and deductions from employee’s paycheck.
10 Write a check for the net pay to the employee.
11 Submit tax reports and pay taxes to the government.

12 Pay any other withheld deductions.
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APPENDIX B

Handout 9: Payroll item types

A payroll item is anything that affects the amount on a paycheck. QuickBooks has six
types of payroll items.

The following table provides the name and description of each payroll item type.

Type

Description

Examples

Compensation

Hourly wage, salary, bonus

Straight time, salary, overtime

Sales commission, piece rate,
tips, awards

Insurance benefits

Deductions for medical
insurance and other insurance

Health, dental, and vision
insurance, group term life
insurance, health savings
account

Retirement Deductions for retirement plans | 401(k), Simple IRA, 403(b),
benefits 408(k)(6) SEP
Paid time off Employee time off Vacation, sick, PTO

Miscellaneous

Additions and deductions

Cash advance, mileage
reimbursement, wage
garnishment, union dues

Custom

State taxes and other taxes

State tax, local tax, job training
tax
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Handout 10: List of payroll expenses
and liabilities

Payroll expenses

m  Employee’s gross pay

m  Employer payroll taxes:
Social Security (FICA)

- Federal Unemployment Insurance (FUTA)

- Medicare
- State Unemployment Insurance (SUI)—if paid by employer
- State Disability (SDI)—if paid by employer

Payroll liabilities

Taxes you’ve withheld from paychecks for the following:
m  Social Security (FICA)

m Federal Unemployment Insurance (FUTA)

m  Medicare

m State Unemployment Insurance (SUI)

m State Disability (SDI)

m State income tax

m Federal income tax
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Index

N ume ri CcS automatic recall of transactions, turning off 118
1099-MISC forms 411 B

A backorders

current availability of items 197

A/P. See accounts payable tracking 196
A/R. See accounts receivable tracking on purchase orders 204
accounting tracking on sales orders 202

accrual basis 33 balance sheet accounts, described 66

cash basis 32 balance sheet, described 33, 58, 162
accounts balances, opening 58

adding 66 balancing. See reconciling

adding subaccounts 76 base unit of measure, defining 309

adding to chart of accounts 76 batch invoice 176

asset 137, 146 bill of materials

credit card 137 adding labor to 299

described 60 editing 301

editing 75 billing customers

equity 137 using invoices 170

liability 137, 154 using statements 168

pre-fill for vendors 119 billing statements 168

purchase order 286 bills

registers for 121, 122 due 232

transferring money between 125 entering 229
accounts payable 14, 227 inventory, entering for 290
accounts receivable 173 paying 232
accrual basis bookkeeping 33 paying credit card 142
adjusting inventory 292 recording payments 235
assembly items unpaid 227

about 295 when to use 227

adding labor to 298 BMP 423

building finished goods 303 bookkeeping methods

creating 300 accrual basis 32

entering build point 302 cash basis 32
assets building, finished goods 303

accounts, described 146
depreciation 149
described 31

fixed 157
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C

cash back, from deposits 222
cash basis bookkeeping 32
cash flow forecast reports 229
cash sales receipts
displaying 167
price levels on 186
saving in PDF 169
when to use 167
Centers
described 18
Report 249
charges, entering credit card 137
chart of accounts
adding subaccounts 76
automatically created accounts 57
described 30, 74
editing 74
purchase orders 286
settingup 57
checks
assigning to expense accounts 119
handwritten, entering 122
payroll, writing 359
preparing for nonemployee time worked 416
writing 117
clients. See customers
Collections Center 189
columns, reports 246
company
described 42
sample data file 6
setting up 43
converting units of measure 318
credit cards
entering charges 137
paying bills 142
reconciling 140
reimbursable expenses 139
credit memos
price levels on 186
saving in PDF 169
currencies, multiple 451
current assets, examples of 146
current liabilities, examples of 154
custom fields
adding to lists 93
for items 97
uses for 93
Customer Center, described 20, 78
customer types, described 66

customers
adding 61
adding new 78
described 60
down payments 214
generating statements for 168, 191
invoicing based on time 401
list of 78
opening balances 61
prepayments 214
price levels 185
taxable 326
Customers & Jobs list
described 78
expanding 102
customizing
forms 421
graphs 273, 277
invoices 421
layouts 430
lists 93
reports 252

D

debit and credit columns, viewing 34
deposits
cash back 222
handling 220
making 218
payroll taxes 367
depreciation
entering transaction 153
tracking 149
discrepancies, locating while reconciling 131
double-entry accounting 34
down payments 214
duplicating, estimates 383

EasyStep Interview 43
e-mail, sales forms 81
Employee Center, described 22, 84
employees
adding 85, 355
assigning to pay schedules 354
default information for payroll 347
list of 84, 344
paying 359
payroll information for 343
equity, described 32
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estimates

creating invoices from 385

described 375
duplicating 383
finding 382
making inactive 390
reports on 388
saving in PDF 169
status of 389
turning on 375
writing 380

exercise file 6

exiting QuickBooks 39

expense accounts
described 66
payroll 363

F

fields
adding to lists 93
custom for items 97
moving 430
order of 426
width of 434
finding, transactions 382
finished goods
building 303
effects on inventory 304
selling 305
setting up to track 299
tracking 295
fixed asset item list 157
fixed assets, described 149
foreign currencies 451
forms
changing field order 426
customizing 421
described 14, 421

displaying customized 429

e-mailing 81
sales 165
saving in PDF 169

G

GIF 423

graphic formats supported for logos 423

graphs
creating 270
customizing 273, 277
described 270
details, viewing 274

income and expense 270

types of 270
group items 295

H

handwritten checks, entering 122
help, onscreen 36
hiding
details on invoices 425
Open Window list 17
Home page
described 26
iconson 26
workflow diagram 27

icon bar, described 18
income accounts, described 66
income and expense, graphs 270
income statement, described 34
installing, sample data file 6
inventory
adjusting 292
bills for 290
converting units of measure 318
creating assembly items 300
current availability 197
entering products into 282
finished goods 304
parts 282
pending builds 305
receiving 288
tracking finished goods 295
using assembly items 296
using group items 295
inventory assemblies
adding labor to 298
building finished goods 303
disassembling 305
entering build point 302
pending builds 305
invoice
batch 176
invoice letters 190
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invoices 170
creating 170
creating from estimates 385
creating from sales order 196
creating from sales orders 194
customizing 421
displaying 166
entering mileage on 401
entering time on 401
price levels on 186
printing 172
progress billing 385
saving in PDF 169
saving recurring 175
templates for 169
when to use 165

item list 180

items
adding 67
assigning units of measure 317
choosing between group and assembly 295
creating 180
deleting 106
described 60, 67,171
fixed assets 157
inventory, entering 282
making inactive 106
nonemployee 411
payroll, adding 341
received, bills for 290
receiving inventory 288
sales tax 322
service 180
showing current availability 197
tracking time 411
using inventory assembly 296

J

jobs
adding 62, 377
status of 63, 389
journal entries, viewing 34
JPEG 423
justifying accounts. See reconciling

L

labor, adding to assembly items 298
Layout Designer, described 421, 430
layouts, customizing 430
letters
editing 443
invoice 190
sample 439
writing 440
liabilities, described 31
liability accounts
adding 154
described 154
line items
creating 180
described 171
entering 171
lists
chart of accounts 74
combining 103
customers & jobs 78
customizing 93
deleting items 106
described 15, 73
employee 84, 344
inactive items on 106
items 180
managing 99
memorized transaction 176
merging items on 103
Payroll Item 342
Payroll Schedule 351
printing 109
renaming items 105
sales tax codes 325
sorting 99
vendors 89
loans
payments, recording 160
tracking 154
logos, graphic formats supported 423
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M

manufacturer’s part numbers, described 98, 283
markup, entering default percentage 296
measure sets
assigning to items 317
described 317
memorized sales, recalling 176
memorizing
reports 258
sales forms 175
menu bar, described 18
merging, list items 103
Microsoft Excel 263
mileage
entering into QuickBooks 400
transferring to invoices 401
money, transferring between accounts 125
moving, fields on forms 430
multiple currencies 451
multiple price levels 183
multiple shipping addresses 80
multiple units of measure
mode, described 309
setting up 309

N

nonemployees
paying for time worked 411
preparing checks for time worked 416
recording time worked 414

o

onscreen, help 36

open windows, managing 17

opening balance equity account 162
opening balances, entering 58

ordering products 285

other current asset accounts, setting up 147
overpayments, entering 212

owners, paying for time worked 411

P

partial payments on invoices 209
partners, paying for time worked 411
payables. See accounts payable
paychecks
printing stubs 363
writing 359
payments
down payments 214
in full, recording 207
loan 160
overpayments, entering 212
partial, entering 209
payroll taxes 366
prepayments 214
receiving 167, 207
recording bill 235
sales tax 334
payroll
depositing taxes 367
described 339
employee information 343
expenses, reports on 364
how QuickBooks calculates 340
items, adding 341
liability, reports 366
paying taxes 366
schedules, setting up 350
turning on 341
writing checks 359
Payroll center, described 19
Payroll Item list 342
payroll items, adding 342
Payroll Schedule List 351
payroll schedules
assigning to employees 354
described 350
running 359
setting up 350
pending builds in inventory 305
Portable Document Format (PDF)
saving forms in 169
saving reports in 254
preferences
described 49
estimates 375
payroll 341
progress invoicing 375
sales tax 52
setting up 49
prepayments 214
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price levels
associating with customers 185
entering new 183
on sales forms 186
using multiple 183
prices, rounding 184
printing
lists 109
paycheck stubs 363
reports 261
status stamps on forms 424
products
bills for 290
damaged 292
entering 282
ordering 285
receiving 288
samples 292
profit and loss statement, described 34
progress invoicing
described 385
preferences for 375
reports on 388
projects. See jobs
proposals. See estimates
purchase orders
creating 285
reports on 287
saving in PDF 169
tracking backorders 204

Q

QuickBooks
described 13
sample data 6
QuickReports
customizing 245
when to use 242
quitting QuickBooks 39
quotes. See estimates

R

receipt for cash sales. See cash sales receipts

receivables. See accounts receivable
reconciling
accounts 127
credit card accounts 140
described 127
locating discrepancies 131

undoing previous reconciliations 131

recording bill payments 235
registers
accounts payable 228
accounts receivable 173
bank account 121
described 16, 122
editing transactions in 122
how they work 122
opening 121
sales tax payable 333
reminder statements 191
Reminders window 232
renaming, list items 105
reorder point, described 284
Report Center 249
report columns
adding 245
moving 246
reports
balance sheet comparison 251
columns 245, 246
customizing 245, 252
described 241
details, viewing 256
estimates 388
memorizing 258
payroll expenses 364
payroll liabilities 366
preset 248
printing 261
progress invoices 388
purchase orders 287
QuickReports 242
sales 254
sales tax liability 331
sales tax revenue 333
saving in PDF 254
sending to Microsoft Excel 263
templates for 258
time by job 409
time tracking 408
types of 248
restoring company data 73
retained earnings account 162
revenue, sales tax 333
rounding prices 184
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S

salaries
employee 411
nonemployee 411
preparing checks 416
sales forms
choosing a format 169
described 165
filling in 169
memorizing 175
price levels on 186
recalling memorized 176
saving in PDF 169
types of 169
when to use 165
sales orders 54
creating 194
creating invoices from 196
invoicing against 194
saving in PDF 169
tracking backorders 202
sales receipts. See cash sales receipts
sales reports 254
sales tax
applying to sales 328
assigning to customers 326
code list 325
described 321
grouping 323
how QuickBooks handles 321
items, setting up 322
liability reports 331
paying 334
rates 322
register for payables 333
revenue reports 333
setting up default 325
tracking 52, 321
turning on 52
what you owe 331
sample data file
installing 6
restoring 73
service items
creating 180

creating for subcontractors or owners 411

setting up
chart of accounts 57

QuickBooks. See EasyStep Interview

your business 43
shipping addresses, multiple 80
showing Open Window list 17

single unit of measure mode, described 307

sorting lists 99
start date, choosing 56

statements 168, 191
status stamp, suppressing printing 424
stock (inventory)
entering 282
ordering 285
receiving 288
subaccounts
adding to chart of accounts 76
creating 76
subcontractors, paying for time worked 411

T

tax
liabilities, tracking 363
paying 366
rates, setting up 322
tax agencies
paying 334
setting up 322
templates
for sales forms 169
reports 258
sales and purchase forms 421, 422
TIFF 423
time
data, entering 396
data, viewing 410
invoicing for 401
recording employee 398
recording nonemployee 414
tracking 395
time by job report 409
time tracking
described 395
entering time data 396
invoicing customers 401
nonemployees 411, 414, 416
options for tracking 396
reports 408
turning on 395
uses for 395
using timesheets 398
Timer (Pro and Premier), using 397
timesheets
filling out 398
recording employee time on 398
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tracking

assets 146

backorders 196

bills 228

credit card transactions 137

debts 154

depreciation 149

fixed assets 157

loans 154

other expenses 147

payroll 339

payroll expenses 363

payroll liabilities 363

sales tax 52, 321

time 395
transactions

credit card 137

depreciation 153

editing in registers 122

entering past 70

historical 70

marking as cleared 128
Transactions tab, described 19
transferring money 125
turning off, automatic recall 118
turning on

payroll 341

sales tax 52

units of measure (multiple) 310

units of measure (single) 308

U

undeposited funds, account for 220
unit of measure set, described 309
units of measure

assigning to items 317

base unit 309

converting 318

described 306

measure sets 309

modes 306

on sales forms 318

setting up multiple mode 309

setting up single mode 307
unpaid bills 227

Vv

Vendor Center, described 21
vendor types, described 66
vendors
adding 64, 89
auto-recall expense account 119
described 60
opening balances 64

W

width of fields, changing 434
windows, viewing multiple 17
writing

checks 117

payroll checks 359
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