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INTRODUCTION

Learning Objectives

About This Course

About QuickBooks Accountant Edition

Learning Objectives

In this training session you will learn how to:

Prepare estimates and proposals and convert these to invoices upon customer acceptance
Track and bill for change orders to ensure maximum profitability

Record and manage billings for retainage

Release and charge inventory to jobs and special conditions that apply

Identify the benefits of QuickBooks Premier Contractor Edition 2008

Track payroll expenses — including payroll taxes and related overhead — to jobs
Manage jobs for profitability through job cost reports

Issue job-specific purchase orders and subcontracts

Perform other job costing tasks in QuickBooks

Use QuickBooks to track Work in Process (WIP)

Customize QuickBooks-based financial statements

Create and manage report groups

Print multiple reports with one print command

Manage information in PDF files

Create Budgets and Budget Reports in QuickBooks

Export financial data to Microsoft® Excel

Make the most of the QuickBooks Financial Statement Designer

Profit from the data analysis features in QuickBooks

Troubleshoot Financial Reports in QuickBooks

About this Course

Given the popularity of QuickBooks in the marketplace, there is a strong chance that many of your
small business clients use QuickBooks. Some of the managerial issues faced by those companies
engaged in job costing activities include how to track job revenues, costs, and liabilities. In this course
you will learn how to effectively track job costing revenues and expenses for the purpose of analyzing

overall job and project profitability and measuring liabilities related to job costs.




There is a fundamental assumption that you already have a working knowledge of basic QuickBooks
operations such as establishing preferences, entering and editing items, and recording basic
transactions such as bills, invoices, and checks. As such, this course is not designed to provide an in-
depth review of matters such as these. For specific information on these types of activities, you are
encouraged to refer to the online QuickBooks Certification course or the QuickBooks in-product Help
system.

About QuickBooks Accountant Edition

QuickBooks 2008 Premier Accountant edition and QuickBooks Enterprise Solutions Version 8
Accountant Edition will be used as the demonstration software in this manual and the related webinar.
QuickBooks Enterprise Version 8 and Premier Accountant Edition 2008 include all of the features of
the QuickBooks Enterprise and Premier Editions with the additional features needed to help
accountants support clients who use QuickBooks. QuickBooks Premier Accountant Edition 2008 and
QuickBooks Enterprise Solutions Accountant Edition 8.0 include all of the features available in each
industry-specific edition of QuickBooks: Contractor Edition, Non-Profit Edition, Professional Services
Edition, Manufacturing and Wholesale Edition, and Retail Edition. Additionally, with the QuickBooks
Accountant Edition 2008, you can use the toggle feature to view data in any of the industry-specific
editions.

For each of these industry types, Accountant Edition includes:
¢ Industry-Specific Reports and Memorized Reports

e Industry-Specific Help Menu Content

e Industry-Specific Form Templates

e Industry-Specific Sample Company Data Files

QuickBooks Premier Accountant Edition 2008 can read all editions of QuickBooks 2008 (Simple Start,
Pro, Premier and Premier: Industry-Specific editions) without converting the data. The accountant can
open the client’s data file, make changes using the Accountant Edition and return the file to the client
for them to restore using their own edition of QuickBooks 2008. QuickBooks Enterprise Solutions 8.0
Accountant Edition functions in this same way with all editions of QuickBooks Enterprise Solutions 8.0.

QuickBooks Premier Accountant Edition and QuickBooks Enterprise Solutions Accountant Edition are
included in the benefits of the QuickBooks ProAdvisor program.




UNDERSTANDING AND CUSTOMIZING
QUICKBOOKS-BASED FINANCIAL STATEMENTS
AND REPORTS

Finding the Report You Need

Managing QuickBooks Reports

Saving QuickBooks Reports as PDF files

Using ODBC with QuickBooks Data

Finding the Report You Need

One of the chief problems for many small business owners and managers is finding the specific report
needed to answer a particular question or provide insight into a company’s operations. By setting up
QuickBooks properly, you can design the operational reports that your clients need, without affecting
the accuracy of the financial reports. QuickBooks responds to the challenge by providing the Report
Center, a window listing all of the reports available in the application and providing a description of
each available report. The Report Center is shown below in Figure 1.

Preferences ‘ [0 Learning

—_— Company & Financial
Company & Financial Find out how well your company is doing financially.
Customers & Receivables

Profit & Loss [income statement)
Sales

1| Standard How much money did my company make or loze over a specific period of ime™? More...
Jobe, Time & Milzage
| Detai ‘what are the yearto-date transactions [and totalz] for each income and expense account, so | can determine what contributed ta my
“Wendors & Papables company's net profit? More...
- | ¥TD Comparison How da my income and expenses for a recent period of time compare to the entire fiscal year to date? More
Inventory | Prex Year Comparison |5 my company making more money now than for the same period a year aga? More
" 1| Buldob How much maney is my company making or losing on each job? More...
Biliig 1| EBuClass How much money did my company make or loze on each business segment that is tracked thiough QuickBooks classes? More. .
£ Unclassified How much maney did my company make or loze that is not tracked thiough OuickBooks classes? Moe...

Accountant & Tares

Budgets & Forecasts Income & Expenses

List E| Income by Customer “w'hat iz the gioss profit (sales minus cost of goods sold) received from each customer? bMore..
Surnimary

Contractor
Income by Customer D etail What is the gross profit (sales minus cost of goods sold), broken down by transaction, received from each customer? Maore.

Mg & wholesale

Surmmary

Expenses by Vendor Detal ‘wihat are my company's total expenses. per ransaction, for sach vendor? More...

Professional Services

=

| Expenses by Vendor What are my company's total expenses for each vendor? Maore.
Retai g
(5]

Harprofit Income & Expense Graph How does my company's income compare to expenses? What are the largest sources of income and expenses? More

Balance Sheet & Net Worth

| Standard What is the value of my company (its assets, liabilities, and equity), showing me the individual balances for each account? More..

| Detail What is the value of my company (its assets, liabilities, and equity], showing me the transactions and the starting and ending balances
for each account? More...

E| Summary ‘Wwhal is the value of my company [its assets, liabilities, and equity], showing me the total balance for each lype of account? More...

[| Prev Year Comparizon How has the value of my company (its assets, liabilities, and equity), changed compared to the same date one year ago? Mare...

| Metworth Graph How have my company's assets, liabilities, and equity [i.e.. itz net worth] changed over a specific period of time? Mare...

Figure 1 - Report Center in QuickBooks




From the Report Center users can easily locate the specific report in which they are interested and
open that report by clicking on the relevant link. You can also move your mouse over the “thumbnail”
to see an example of the report listed to identify the most useful report easily.

Managing QuickBooks Reports

QuickBooks provides users with a number of tools to assist in managing reports. Among two of the
more significant are Report Groups and the ability to print reports to PDF files; both of these features
are discussed below.

Creating Report Groups

QuickBooks contains a number of predefined Report Groups designed to allow users to organize,
print, and export reports. Report groups also facilitate batch printing of reports, as all of the reports in
a specific group can be printed with one print command. Report Groups can also be used to export all
reports in the group.

To access report groups:

e From the Reports menu, choose Memorized Reports, and then choose Memorized Reports List
from the submenu.

An example of report groups in QuickBooks is shown in Figure 2.

Bi1 Memorized Report List ===
Report Mame
+Accountant -

¢ Adjusted Trial Balance
¢ Adjusting Journal Entries
+Balance Sheet
eGeneral Ledger
¢ Journal Entries Entered Modified Today
+Profit & Loss
+Banking
+Check Detail
+Deposit Detail
+Company
+Balance Sheet
+Profit & Loss
+Statement of Cash Flows
+Contractor
4 Billed /Unbilled Hours by Person
+Certified Payroll - Box 1 Employee Information
+Job Costs Detail
+Job Status
+Customers
+ AR Aging Summary
+Customer Balance Detail
¢ Customer Balance Summary
¢ Job Profitability Detail for Hamby, Shane - Cottage - New Construction
+0pen Invoices
+WIP & Security Deposits
+ Employees
+Payroll Item Detail
+Payroll Liability Balances
+Payroll Summary it

| Memarized Report "|| Display... || Print... || Export...

Figure 2 - Report Groups in QuickBooks
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To create a new report group:

1. Click Memorized Reports on the Memorized Reports list window and select New Group as
shown below in Figure 3.

Edit Memorized Repart  Cirl+E

[ MNew Group ]
Delete Memorized Report  Ctrl+D
Customize Columns. ..

Print List... Cirl+P
Re-sort List

Import Template. ..
Export Template. ..

Figure 3 —Memorized Reports List Menu

2. Enter the desired name for the Report Group and click OK as shown below in Figure 4.

Bl New Memorized Report Group : El[z|

Mame: | Sales Reports| |

= =1

Figure 4 - Creating a New Report Group

To add reports to an existing report group:
1. Make any desired customizations to the report and click Memaorize on the report button bar.

2. Select the “Save in Memorized Report Group” checkbox as shown below in Figure 5.

B Memorize Report

Mame: |Sales by Customer Summary |

Save in Memorized Report Group: |Sales Reports w |

[ Ok, ] [ Cancel ]

Figure 5 - Adding a Report to a Report Group
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To delete areport from a report group:

1. Click on the report in the Memorized Report List, and then click Memorized Reports to open the
Memorized Reports List menu.

2. Onthe menu, select Delete Memorized Report and the selected report will be deleted.

Edit Memorized Repart  Cirl+E
Mew Group

Delete Memorized Report  Ctrl+D

Customize Columns...

Print List... Cirl+P
Re-sort List

Import Template. ..
Export Template. ..

Figure 6 - Deleting a Memorized Report

To batch print all the reports in areport group:
1. Select the report group in the Memorized Report list.

2. Click Print as shown in Figure 7.

B0 Memorized Report List == |
Report Mame
+Accountant -

+ Adjusted Trial Balance
+ Adjusting Journal Entries
+Balance Sheet
+General Ledger
+ Journal Entries Entered/Modified Today
+Profit & Loss
+Banking
+Check Detail
+Deposit Detail
+Company
+Balance Sheet
+Profit & Loss
+Statement of Cash Flows
+Contractor
+Billed fUnbilled Hours by Person
+Certified Payroll - Box 1Employee Information
+Job Costs Detail
+Job Status
+Customers
+ AR Aging Summary
+Customer Balance Detail
+Customer Balance Summary
+Job Profitability Detail for Hamby, Shane - Cottage - Mew Construction
+Open Invoices
+WIP & Security Deposits
+Employees
+Payroll Item Detail
+Payroll Liability Balances
+Payroll Summary i

| Memorized Report '|[ Display. .. ” Print. .. l Export...

Figure 7 - Batch Printing a Report Group
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As shown in Figure 8, all of the reports in that group will be selected for printing and the reports will
print in the order in which they appear in the Memorized Report List. Further, specific reports can be
de-selected for printing and report date ranges can be edited as necessary.

Process Multiple Reports
Select Memorized Reports From v

Choose the reports to process, then press Display or Print.

h Report Date Range From To |
Journal Entries Entered Modified Today _—_ ”~
v
v
v
v

Trial Balance This Month-to-date 12/01f2007 12/15/2007
General Ledger This Month-to-date 12/01/2007 12/15/2007
Profit & Loss This Month-to-date 12/01/2007 12/15/2007
Balance Sheet This Fiscal Year-to-date 01/01/2007 12/15/2007

[ Display l [ Frint ] [ Cancel ] [ Help

Figure 8 -- Selecting Multiple Reports for Printing

Saving QuickBooks Reports as PDF Files

With QuickBooks Pro and higher editions you are able to save reports (and forms) as PDF files.
Among the advantages of saving documents as PDF files include:

e Reduced possibility report data being changed.
e Easily stored in a document management system.

e Multiple reports can be stored in the same PDF file if you have Adobe Acrobats.
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To save areport as a PDF file:

1. From the QuickBooks File menu, choose the desired report and click File, and then choose Save
as PDF.

The window pictured in Figure 9 becomes active.

2. Enter the filename and path for the PDF file and click Save.

The selected document will be saved as a PDF file.

Save document as PDF:

Savein: |@' Desktop v| Q & -

Y LDMy Documents

4 ‘:3 j My Computer
My Recent ‘:Jl'v‘ly Metwark Places
Documents | (C3) Intuit 2006 Materials

:

Desktop

3

9

My Documents

My Computer

.% File name: |Ou:tu:utuer 2007 Sales Report w ‘ Save
MyNetwork | Saveastype: | PDF File Fomat (" PDF) v

Figure 9 -- Save Document as PDF Window

Once a document has been saved as a PDF file, those users with Adobe Acrobat or a similar program
can manipulate the PDF file as necessary for specific purposes. For example:

e Multiple PDF files can be combined into one.
e PDF documents can be secured through a certification process.

e Reports can be digitally signed.

These types of functions can only be performed in those cases where the users have access to a PDF
editor, such as Adobe Acrobat.

Using ODBC with QuickBooks Data

Open Database Connectivity (ODBC) provides users with the capability to share QuickBooks data with
a wide range of applications. For example, using ODBC, you could import data from another database
into QuickBooks and use the data to run reports. In addition, you can also extract information from a
QuickBooks file into another database using ODBC. The integration course provides more detail
about ODBC.
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REVIEWING QUICKBOOKS JOB COSTING
FUNDAMENTALS

Taking Advantage of Contractor Edition Features
Setting Job Costing Preferences

Creating Jobs

Managing Jobs

QuickBooks Pro, Premier, and Enterprise Solutions contain job costing capabilities designed for small
contracting businesses and other companies in which tracking revenues and expenditures by job or
project is critical. These capabilities are demanded by construction companies, service businesses,
consulting firms, and professional firms where determining profitability at the job or project level is
crucial in managing the affairs of the entity. In this chapter, job costing fundamentals in QuickBooks
are explored as a means establishing a foundation for the advanced issues discussed later in this
course.

Taking Advantage of Contractor Edition Features
Among the key challenges faced by companies engaged in job costing activities are:

e Determining profitability by job or project.

e Comparing actual to estimated revenues and expenditures at the job or project level.
e Calculating the estimated cost to complete a given job or project.

e Generating reports that provide timely, relevant, and accurate information to assist in management
activities.
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QuickBooks Premier Contractor Edition 2008 contains several features that those routinely working
with job costing will find to be helpful when addressing the challenges outlined above. First, the Job
Costing Center — displayed in Figure 10 — provides users with quick and easy access to much of the
information often needed in managing jobs and projects. As shown, the Job Costing Center provides
ready access to job profitability information and actual versus estimated revenues and expenses. The
Job Costing Center can be used as a singular source for generating all job costing reports, including
reports providing summaries of cost to complete specific projects.

Sample Quality-Built Construction - QuickBooks Premier: Contractor 2007 (via Accountant ... EIE|E|
.File Edit WView Lists Contractor Company Customers Vendors Employees Banking Reports Window Help Beta

- 0 X
. o
® & & 3 B | B B H B
Home Customer Center Vendor Center Employee Center  ReportCenter ¢ Inwvoice  Item  MemTx  Check Bill
Job Costing Center Refresh
Job Profitability More Job Costing Reports
3 Most Profitable Jobs Last 12 months Job Costs by Wendor and Job Summar
take zure you don't overpay your suppliers and
Cusgtomer:Job Frofit Fievenue & Costs subcontractars,
‘wiessingar, GanGuest $135.762.05 ]
Cottage ] e Jiob Costs Detail
Albrecht, Henn:Cottage - s See expenzes in detail to better manage pour
Mew Construction et 2L I cogts,
Wiezsinger, Gan:B athroom ]
Addition £7,05E.08 —] Cozst to Complete by Job Summary

Project the cost required o complete a job 2o you
can stay on budget.
3 Least Profitable Jobs

Customer:Job Profit Fievanue & Costs Job Estimates vs, .-’-‘-.ct_uals: Summar_l,l
Quality-Builk See where pou'te estimating too high ar boo low,

41312124 1

Construction: i arketing
Itern Profitability

See which activities and materials are profitable
and which are not,

E‘ll-;aeltliti-ngu”t Construction; Client 41411313

(uahty-Buil 414 534,50 1

Construction:Admin/Papenork,

_.More Job Costing Reports

B Revenue B Costs Frofitability for all Jobs
Job Costing Highlights Help
“our actual coztz are $115.065.34 under your estimated costs, Lear more about Job Cosgting. .

“ou have $23.557 4E in expenses not assigned to any jobz. Did you  Tutorial
farget to asgign some expenses to jobe?

Help
ou have $43.485 84 in outstanding bills due to vendors.

Figure 10 -- Job Costing Center

To add the Job Cost Center to the Icon Bar in Accountant Edition:
1. From the File menu, choose Toggle and access the Contractor Edition.
2. In Contractor Edition, choose open the Job Cost Center from the Contractor menu.

3. From the View menu, choose Add Window to Icon Bar.

16



Second, the Contractor Menu — shown in Figure 11 — provides users with quick access to many of
the transactions often associated with recording revenue and expenses in a job costing environment.
Working from this menu makes it easy to access common transactions without requiring navigation
through multiple menus or centers elsewhere in QuickBooks. (Note: When working in Accountant
Edition, the Job Costing Center can be found in under the Reports menu, in the Industry Reports
submenu.)

Job Costing Center

Create Estimates & Change Orders
Create Invoices

Receive Payments

Make Deposits

Create Purchase Orders
Enter Bills
Pay Bills

Update Item Percent Complete
Job Costing »

TimeEnter Single Activity
Use Weekly Timesheet
Biling Rate Level List

Online Services b

Figure 11 -- Contractor Menu

Third, Contractor Edition allows you to create a Cost to Complete Report, which summarizes the
estimated cost to complete each job. An example of this report is provided

in Figure 12.

G L) Quality-Built Construction

121si07 Cost to Complete by Job Summary for All Customers/Jobs

Accrual Basis All Transactions

s Est. Cost + % Complete  + Act. Cost + CosttoComplete + Expected Actual Cost + OverlUnder Estimate +

Albrecht, Henry:Kitchen Remodel b 200,000 00 4 T00% 129,915 40 50,000 00 189,915 40 -10,084 60
Albrecht, Henry:Cottage - New Construction  198,825.00 75.0% 203,570.45 50,000.00 25357045 5474545
Campbell, Heather:House-New Construction 138,455.00 100.0% 143,468.05 0.00 143,468.05 5,013.05
Molotsi, Hugh:Second Story Addition 308,200.00 91.0% 318,497.19 29,240.00 347,737.19 3953719
Tedford, Dan:Addition 120,000.00 70.0% 70,097 61 36,000.00 106,097 61 -13,802.39
Wiessinger, Gary:Bathroom Addition 121,650.00 100.0% 116,314.82 300.00 116,614.82 -5,035.08
Wiessinger, Gary:Guest Cottage 205,300.00 88.0% 189,543 96 25,080 00 21453996 9,339 96
Wilsen, Brandon:Custom Home 75,600.00 91.0% 81,550.47 5,865.00 88,415.47 12,815.47

TOTAL 1,368,030.00 85.0% 1,752, 964.06 207,495.00 1,460,450.08 92,429.08

Figure 12 -- Sample Cost to Complete Report

17



The Cost to Complete report is based on user-defined and user-entered estimated completion
percentages for each item, rather than the QuickBooks generated percentages. You enter this
information in the Update Item Percent Complete window shown below in Figure 13.

= Update [tem Percent Complete [’._”’E|E|
Update the percentage complete for
your items. Show Wiessinger, Gary:Guest Cottage w | OK
Items (by Customer and Job %% Complete |

er, Gary:G g _ A

01Plans & Permits .:01.1Flans 100.0%

01 Plans & Permits .:01. 2 Building Permits 100.0%:

01 Plans & Permits .:01.3 City & Co. Lic's & Fees 100.0%

02 Site Work:02. 10 Dema 100,0%

03 Excavation 100,0%

04 Concrete 100.0%

05 Masonry 100.0%

06 Floor Framing 100.0%

07 Wall Framing 100.0%

08 Roof Framing 100.0%:

09 Roof Flashing 35.0%:

10 Exterior Trim & Decks B85.0%

11 Siding 35.0%

12 Doors & Trim B30.0%

13 wWindows & Trim B80.0%

14 Plumbing 95.0%

15 HVAC 90.0%

16 Electrical & Lighting 30.0%

17 Insulation &0,0%:

18 Interior Walls 70.0%:

19 Ceilings & Cover 50.0%

20 Millwork & Trim 70,0%

21 Cabinets & Vanities 95.0%

22 Spedalty 100.0%

23 Floor Coverings 95.0%:

24 Paint 85.0%

25 Cleanup 50.0%:

26 Landscape & Paving 90.0%:

w

Figure 13 -- Update Item Percent Complete in Contractor Edition
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In addition to the features described in detail above, QuickBooks 2008 Premier Contractor Edition
provides enhanced reporting in the area of job costing. Figure 14 shows the reports offered in
Contactor Edition. Each of the reports listed below are in addition to the “regular” job costing reports
found in QuickBooks Pro and Premier.

Job Status

Job Costs by Vendor and Job Summary
Job Costs by Yendor and Job Detail
Job Costs by Job and Vendar Summary
Job Costs by Job and Vendar Detail
Job Costs Detail

Cost to Complete by Job Summary
Cost to Complete by Job Detail

Unpaid Bills by Job

Unpaid Job Bills by Vendor

Expenses Mot Assigned to Jobs

Billed MUnbilled Hours by Person
Billed Unbilled Hours by Person and Job
Billed /Unbilled Hours by Person and Activity

Open Purchase Orders by Vendor
Open Purchase Crders by Vendor Detail

Certified Payroll - Box 1 Employee Information
Vendor Account Information
Customer Account Information

Figure 14 -- Contractor Edition Reports

Setting Job Cost Preferences

Job costing should begin with creating an estimate for each job or project undertaken. The estimate
serves as a budget for the job and project managers often compare actual results to the estimate
when managing the project. In addition, job costing often requires periodic invoicing to the customer
over an extended period of time. In QuickBooks, this capability is referred to as “Progress Invoicing.”
This type of invoicing allows you to create invoices at intervals that are based on the various steps of
completion for the job.
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Before you can create estimates and generate progress invoices in a QuickBooks file, the necessary
preferences need to be turned on. Specifically, in the Jobs and Estimates preferences, the
preference labeled “Do You Create Estimates?” must be set to Yes. Additionally, if progress
invoicing is to be utilized, the preference labeled “Do You Do Progress Invoicing?” must also be set
to Yes. Both of these preferences are shown below in Figure 15.

Preferences ﬁ
B Accounting My Preferences | Company Preferences
E Checking Pending Pending Enter the job status descriptions you
#30 Desktop View prefer for your business. For example,

Awarded Awarded you could enter “Submitted™ for Pending.
ﬁ\g Finance Charge Default
"_.rp General In progress In progress
:i Integrated Applications Closed Closed Also See:
‘ Items & Inventary General

B 5 Estimates Mot awarded | Mot awarded
= . - Sales and
Payroll & Employees Do You Create Estimates? Do You Do Progress Inveicng? Customers

4 Reminders _ _ ) .
:(?Q @ Yes ) Mo @ Yes ) Na Time Tracking
¥ Reports & Graphs

% Sales & Customers
|5 Sales Tax
Send Forms

% Service Connection

|7zl Spelling

[£2] Tax: 1094
i Time & Expenses

Warn about duplicate estimate Don't print items that have zero
i Z
numbers amount

L= - o

Figure 15 -- Job Costing Preferences in QuickBooks Pro and Premier

Creating Jobs

In QuickBooks, to effectively utilize estimating and job costing you must first understand how to create
jobs and manage customers. Failing to do so will likely lead to an inability to properly report revenues
and costs associated with particular projects. It is important to note that QuickBooks does not require
the use of jobs; in fact, revenues and costs can be tracked at the customer level if you desire.
However, when a particular customer has multiple jobs, failing to create a distinct job for each project
makes it all but impossible to determine the profit or loss on each job.
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Jobs are merely extensions of customers; therefore, before you can create a job, the customer record
must exist. Beginning with QuickBooks 2006, all customer-related functions can be managed through
the Customer Center.

To create a customer record:
1. Inthe Customer Center, select New Customer from the New Customer and Job menu button.

2. Enter the relevant customer information, as shown in Figure 16.

'3 Mew Custorner |E|--IEI @
Customer Mame Chris Baker
. How do T determine
Opening Balance asof | 12/16/2007 [B] e opening balance?

J Address Info I Additional Info I Payment Info I Job Info
Company Mame Contact Chris Baker

Mr. M. ... Mr Phane Sl [F7] Customer is
First Name Chris M.I. FAX 555-1213 inactive
Last Name Baker Alt, Phone
Alt. Contact
E-mail chrisbaker @anytown.com
Cc
Addresses
Bil To Ship To | Ship To 1 -
Chriz Baker Chriz Baker

123 Main Street
Anytown, US 99599

123 Main Street
Anytown 99999

g

Go to Customer
Manager

| Addnew || Edit || Delete |

Default shipping address

Figure 16 -- Adding a New Customer to the Customer Center

3. Click OK to save the customer record.

You can now create a job or jobs for the customer.

21



To create a job and associate it with a customer:

1. Highlight the customer record in the Customer Center and select Add Job from the New
Customer & Job menu button, as shown in Figure 17.

& Customer Center: Chris Baker (&l Transactions) El@
% MNew Customer & Job ~ New Transactions* (= Print= ﬂ Excel > ﬂ Word »
e Customes actions Customer Information Edit Customer... i
Add Jeb
- AT ST ——— Customer Name  Chris Baker Contact Chris Baker
Customer Type Phone 555-122122
Name Balance Total . o )
3 | Company Name Alt Phone =
+Abby's Pizza Parlor 0.00 - 3
L T Billing Address Chris Baker Fax 555-
+Abby's Pizza Restaurant 0.00 L— 123 Main Stree Email chrisbake
. . mail risbaker. ..
< Admin/Overhead Job 0.00 Anytown, U 9 =
erms
+Campbell, Heather 0.00 . 3
Price Level
+House-Mew Construction 0.00 Map | Directions E
+Remodel Kitchen 10,500.00 | Ul | +
C Albert 7,500.00
+Cruz, Alber ! Show | All Transa... = | Filter By Al » | Date |ThisFiscal... =
+Cottage - New Constru... 7,500.00
oKitchen Remadel 0.00 Type Mum 'Date i 'Account — Amount
- | | There are no transactions of type "All Transactions™, filtered by "aAll", in date ra...

Figure 17 -- Selecting Add Job in Customer Center

Select the Job tab and enter details regarding the job as shown in Figure 18.

It is important to note that all of the information on the Job Info tab is memo information; that
is, no transactions are affected or posted based on the entry of this information. Also, if you
enter a balance in the Opening Balance field, an entry with a debit to Accounts Receivable
and a credit to Uncategorized Income is created.

B New Job

Job Mame |Remodel Kitchen
) How do I determine
Opening Balance | | a3 E"d:| 12f15/2007 | the opening balance?
S
Address Info Additional Info Payment Info | Job Info |
Job Status Start Date Projected End End Date
| Awarded s | 1271072007 [E] | 12/31/2007 [E] | =] P
Job Description Job Type
|Remndel Kitchen | |Remodel w |

Figure 18 -- Adding a Job to a Customer Record
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Managing Jobs

Jobs can be managed using many of the same techniques that are used to manage lists. For
instance, highlighting an entry in the Customer Center and clicking the Edit Notes button opens the
Notepad. On the Notepad, you can enter free-form notes regarding the job, as shown in Figure 19.
These notes can include date stamps and can be printed. Further, these notes can be viewed by all
users who have the requisite user privileges.

Motepad - Chris Baker &J

Motes for Customer;Job Chris Baker
Contact: Chris Baker Cancel
Phone: 555-122122 —

Help

Date Stamp

12/16/2007: Received Call fram Chris - Was inquiring about - l e ]

status of kitchen cabinets

Print...

e A

Figure 19 -- Working with the QuickBooks Notepad Feature

In addition, by clicking the New To Do... button, you can enter new To Do Notes as shown in Figure
20.

i "y
[ ] NewTo Do [_J&
Mote Remind me on
QK
Call Chris and give him status on kitchen - 12/16/2007

cabinets| Cancel

To Do Mote is
D inactive

[] Done

e o

Figure 20 -- To Do Note in QuickBooks
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To Do Notes can be added to the Reminders window and provide an excellent way of tracking and
managing key events and milestones associated with a job as shown in Figure 21.

s 1

% Reminders == =5
Due Date Description Amount
|
12/16/2007 Call Chris and give him status on kitchen cabinets
Overdue Invoices 4,800.00
Alerts

4. Be prepared for tax season and order W-2 and 1099 Tax Forms,

Custom View ” Collapse all ” Expand All |[ SetPreferences...

Figure 21 -- Reminders List Showing To Do Notes

In addition to adding Notes and To Do items in the Customer Center, jobs can be merged if necessary.
Merging is a process that combines two list entries into one. When list entries are merged, all
transactions using the list entry to be eliminated are changed to reflect the surviving list entry. For
instance, suppose two items were entered in the Customer Center for the same job and that
transactions had been recorded to both entries. To consolidate the two entries and, at the same time,
update the transactions so that all transactions were recorded to only one of the jobs, the merge
technique could be used.

To merge two jobs:
1. Inthe Customer Center, open for editing the job entry to be eliminated.
2. Change the Job Name to that of the surviving entry.

The warning message shown in Figure 22 displays.

'f This name is already being used. Would you like to merge them?

Figure 22 -- Warning Message Displayed During Merge Process

3. Click Yes to merge the two list items into one and change all transactions associated with the list
item that is being terminated.
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Once a job has been completed and all transactions associated with that job have been entered, mark
the job as Inactive. Otherwise, should a transaction be entered and mistakenly coded to that job, no
warning message is displayed. However, with the job marked as inactive, should a client attempt to
post a transaction to the job, a warning message displays alerting the user to the possible error. You
can then choose to post the transaction to the inactive job—you may decide to return the job to Active
status, or you may decide to post the transaction to a different job.

Entering a date in the End Date field or changing the Job Status to Closed, does not mark the job as
Inactive. The only way to mark a job as Inactive is to enter a check in the Job is Inactive box
highlighted in Figure 23.

B Edit Job (=1 E3
Job Mame |Rem|:|del Kitchen
CurrentBalance : 0,00 How do I adjust the current balance?
B
J Address Info | Additional Info Payment Info Job Info
Customer |Chris Baker L | Contact |Chris Baker
e Name| | Phone |555_122122 .........................

;an is il'lathi'u'Eé

|

|

Mr. Ms. /... FAX |555- |
First Name M.I[ | Alt. Phone | |
|

|

|

LastMame | Baker | Alt. Contact |
E-mail | chrisbaker @anytown.com
Cc |
Addresses
Bill To Ship To | ! |
Chris Baker

123 Main Street

Anytown, US 99999

Edit Delete

Figure 23 -- Marking a Job as Inactive
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HANDLING REIMBURSABLE EXPENSES

Setting Preferences for Reimbursable Expenses
Invoicing for Reimbursable Expenses

Using Items to Assist in Billing Reimbursable Expenses

Reimbursable expenses represent the simplest form of utilizing the Estimating and Job Costing
features in QuickBooks. Specifically, QuickBooks allows you to track expenditures incurred on behalf
of clients or customers and then have these expenses flow through to the invoicing process.
Examples of these expenses might include travel expenses, postage, and automobile mileage.

In many cases, these expenses are not tracked to specific jobs, but rather to customers. For example,
an accountant utilizing QuickBooks for internal purposes might desire to track to the client level
overnight delivery charges incurred on behalf of each client. This would not necessitate creating
separate jobs for each client (although that could occur if the accountant so desired). Rather, in this
case you would track the reimbursable expenses to the customer—not to a specific job.
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Setting Preferences for Reimbursable Expenses

Prior to tracking reimbursable expenses, you must consider the impact of two Sales & Customers
preferences. In particular, the Default Markup Percentage and Track reimbursed expenses as
income preferences, both highlighted in Figure 24, must be established correctly prior to entering
transactions; otherwise, results may not reflect the desires of the users. This ensures that costs are
marked up consistently when reimbursable expenses are recorded in the QuickBooks file.

s R
Preferences i Fi Ié]

B Accounting My Preferences [l Company Preferences I]

gy Gl
# Chedk
. SR Do you track time?
=3% Desktop View i .
@ Yes ) Mo
% Finance Charge S S Default
®a General First Day of Work Week Monday -
'fg'i Integrated Applications Also See:

‘ Items & Inventory
= Jobs &Estimates

Invoidng options General

——— " i Sales and
q payroll & Employees Create invoices from a list of time and expenses ikl
& Reminders Track reimbursed expenses as income
Jobs and

i Reports & Graphs
% Sales & Customers
lg| Sales Tax

Send Forms

% Service Connection

|§| Spelling

[22] Tax: 1093

Time & Expenses

L 4

Default Markup Percentage | 30.0% Estimates

Figure 24 — Key Preferences for Reimbursable Expenses

The Default Markup Percentage preference is used to establish the default percentage by which
expenses to be reimbursed will be marked up at the time they are invoiced. For instance, many
companies pass through reimbursable expenses with a markup to cover handling and administrative
charges. By setting the Default Markup Percentage, expenses are adjusted automatically at the time
of invoicing; however, the markup amount can be adjusted at the time of invoicing, should the need
arise.

Close attention should also be given to the Track reimbursed expenses as income preference.
With this preference turned off, at the time a reimbursed expense is billed, QuickBooks credits the
expense account that was debited at the time the expenditure was originally recorded as a purchase.
In those cases where there is no markup, then the billing and purchase will cancel each other. If the
feature is turned off but a default markup percentage is entered, the user will be asked to designate an
account for the markup when adding the costs to the customer invoice. The account selected on the
markup window should be an income account so that the revenue from the markup is shown correctly.
Markups for specific items can be mapped to a unique chart of account in the Add or Edit Account
window. If this preference is not selected, then the expense and income will net out in the same
account. For more meaningful report presentation, it is most accepted to show the income gross in a
separate account than the expense, even though it is being reimbursed.
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You can set as a user specific preference that you want to be warned about available time/costs ready
to be posted to a customer invoice, as shown in Figure 25.

.
Preferences @
B Accounting My Preferences | Company Preferences
gy Bils Add Available Time/Costs to Invoices for the Selected Job

g Checking [ - ) Prompt for time/costs to add -

#30% Desktop View () Don't add any __FI
% Finance Charge @ Askwhat to do Default

®a General

tri Integrated Applications Also See:
‘ Ttems & Inventory General

f=t Jobs &Estimates

Finance Charges
q Payroll & Employees

@ Reminders Time & Expenses
M Reports & Graphs Jobs and

: Estimates
|5 | Sales Tax Bills
Send Forms Ttems and
% Service Connection Inventory
|7z| Speling
[22] Tax: 1099

%] Time &Expenses

" = =

Figure 25 — Setting a Preference to be Warned about Posting

When the Track reimbursed expenses as income preference is checked, QuickBooks adds a
checkbox and field to the New and Edit Account windows for expense accounts, as shown in Figure
26. This allows you to designate in which income account the reimbursement will be tracked. When
billed, the revenue is recorded to the specified income account, while the expenditure remains in the
expense account.

il Add Mew Account ===

”"n' Account Type | Expense -

Account Name | Trayel

[7] Subaccount of

Optional
Description

Mote

Tax-line Mapping | schedule C: Travel | How do I choose the right tax line?

Track reimbursed expenses in Income Acct. ||

Mileage Income
Construction
Discounts given
Labor
Materials
Miscellaneous
Subcontractors

l WEWE T L]O5E I TAvE L NEw Tl

Figure 26 -- Determining Posting Account for Reimbursable Expenses
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After these preferences have been established correctly, you can begin to track and bill reimbursable
expenses. This process begins at the point the expenditure entry is recorded in QuickBooks. In the
example displayed in Figure 27, an expenditure of $300.00 for Travel Expense is being recorded.
This expense is being tracked to customer Dan Tedford, as indicated in the Customer:Job field.
Further, the expense is marked as being billable by the presence of a checkmark in the Billable
checkbox. If you want to track the expense to the customer, but not establish it as a billable expense,
clear the Billable checkbox. In doing so, the expense would be tracked to the customer, but would not
flow through to invoicing.

1=# Write Checks - Checking == =R ==
&l previous [ Mext < Print = | %} Find 5] Journal

Bank Account | Chedking - Ending Balance 0.00

Mo, 1

Date 11/28/2007 [E|
Pay to the Order of Pretell Hotel - § 300.00 The “memo” line
Three hundred and 00/100= * ** === == == s = sr s rrsrrrrrsssrsr== Dollars flows thrOUgh to
Pretell Hotel the customer
Address invoice.
Crder Chedks

Expenses $300.00 | Items $0.00 Onling P t To be printed

Account  Amount  Memo Customer:Job Bila... Class
Travel = 300.00 |2 Nights Lodging while working on a consulting project | Tedford, Dan:Addition -« |7 20 Admin/Overhead >y -

| Clear Splits || Recalculate | | Save & Close |[ Save &MNew ” Clear

Figure 27 -- Entering a Reimbursable Expense through the Check Window

Note: When using the Expenses tab, the cost appears in the Expenses section of the Choose
Billable Time and Costs window. The Expenses section allows you to define a markup percentage,
both in preferences and also at the time the costs are added to the invoice. However, when you use
the Expenses tab instead of the Items tab, these expenses display as “No item” at the bottom of the
job cost/profitability reports. To take advantage of proper job profitability reports and ease in invoicing
customers, use items and assign a sales price (this is the amount that will be transferred to the
customers invoice).

30



Invoicing for Reimbursable Expenses

Once an expenditure has been tracked as a billable item, it can flow through to the customer’s invoice
automatically. Select OK; or if not, you can select Add Time/Costs directly from the invoice form.

To invoice for reimbursable expenses:
1. From the Customers menu, choose Create Invoices.

2. Inthe Customer:Job drop-down list, select the customer name.

The window shown in Figure 28 displays reminding you that there are outstanding billable
items for that customer.

Billable Time/Costs ||

0 The customer or job you've selected has outstanding billable time and/or costs.
| |
~ -

= Do you want to:

i@ Select the outstanding billable time and costs to add to this invoice?

= Exdude outstanding billable time and costs at this tme? (You may add these
= later by dicking the Add Time /Costs button at the bottom of the invoice.)

[] save this as a preference. K ] [ Help i
k J

Figure 28 -- Pop-up Reminder for Billable Time/Costs

3. Select the first option and click OK to add billable time and costs to the invoice.
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Alternately, you can click Add Time/Costs in the Create Invoices window as shown in Figure
29.

This opens a window containing the billable time and costs.

| ] Create Invoices ===
4 Previous [ Mext @ Print = ESend - aShip - | %\ Find Spelling Qh History Journal | ”
Customer:Job Class Template
{redford, Dan:Addition - -

Intuit Product Invoice =

- Date
Invoice [12/05/2007 _[m] [10

Dan Tedford
811 Alworth Avenue
Middlefield, CA 94432

Quantity Item Code Description Price Each Class Amount |
-
A
Customer —
Message
Total
To be printed Add Time/Costs... Apply Credits... | Payments Applied 0.00
7] To be e-mailed Balanra Cu nnn

[ Select outstanding billable time and/or costs to add to this invoice

Memo
< Let QuickBooks help vou get vour Invoice paid online by credit card. l Save & Close ] i Save & New ] [ Clear ]

Figure 29 -- Selecting Time/Costs for Invoicing
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In QuickBooks 2008, you also have an option to bill for Time & Expenses from one screen for all
customers:jobs.

To turn on this preference:
1. Inthe Preferences window select Time & Expenses.

2. Select Create invoices from a list of time and expenses as shown in Figure 30.

Preferences P g
Bl Accounting My Preferences Company Preferences
gy Gl —
‘é s Time tracking Cancel
) Checking
=]

Do you track time? Hel
#3104 Desktop View ==
) @ Yes 7 o P ——
%’ Finance Charge Default

®a General First Day of Work Week Monday -

Tg'i Integrated Applications Also See:
& Items & Inventory
=t Jobs &Estimates

Invoicing options General

I Create invoices from a list of time and expenses I Sales and
Customers

£

Payroll & Employees

Reminders Track reimbursed expenses as income
Reports & Graphs

Jobs and

Default Markup Percentage | 30.0% Estimates
Sales & Customers

Sales Tax

@
L1
=
Send Forms
3

Service Connection

=
|?I Speling

[22] Tax: 1099

. o

Figure 30 -- Preference to turn on time & expense window

Once this preference is turned on, you will be able to invoice all of your customers from one screen as
shown in Figure 31.

|.J Invoice for Time & Expenses EI@
Select the Date Range for the time and expenses you want to invoice for, select the Customer:Job, and then dick Create Invoice.
Date Range From To |12f03/2007
Customer:Job = Time Expenses Mileage Items Total
Abercrombie, y:Family Room .
Abercrombie, Kristy:Remodel Bathroom 1,910,00 500,00 0.00 1,000,00 3,410.00
Barley, Renee 0.00 0.00 a1.75 0,00 1,76
Cook, Brian:2nd story addition 1,060,00 0.00 85,42 0.00 1,145.42
ook, Brian:Kikchen 2,500.00 0.00 0,00 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 62,60 0.00 62.80
Jacobsen, Daug 440,00 0.00 0,00 0.00 440,00
Jacobsen, Doug:Kitchen 1,470.00 0.00 0.00 1,900.00 3,370.00
Jimenez, Cristina;Utility Shed 0.00 0.00 10,23 0.00 10,23
Melton, Johnny: Dental office 0.00 0.00 0.00 5,525.00 5,825.00
Matiello, Ernesto:Kitchen 2,437.50 0,00 0.00 5,940,00 8,377.50
Frentice, Adelaide:Hippodrome playhouse 0.00 0.00 40.16 2,506.00 Z,546.16
Pretell Real Estate: 155 Wilks Bhvd, 320,00 0,00 0.00 0,00 F20.00
Help [ Let me select spedific billables for this Customer: Job | Create Invoice | l Close

Figure 31 -- Time & Expense Window for Invoicing

33



However you decide to invoice for time and expenses, you have the option once on the invoice to
select which charges you want to pass through to your customer. The Choose Billable Time and
Costs window in Figure 32, this window is organized into four tabs:

e |tems—contains those reimbursable expenditures that were originally entered using “ltems” rather
than “Expenses.”

e Expenses—contains those reimbursable expenditures that were originally entered using
“Expenses” rather than “ltems.”

e Time—contains time expended by either an employee or contractor.

o Mileage—contains reimbursable mileage entered through Vehicle Mileage Tracker.

Choose Billable Time and Costs Léj

Time and Costs For: Tedford, Dan:Addition

|1_'|me £0.00 | Expenses $300.00 | Mieage £0.00 | Items 5D.UU|

Markup Amount or % Markup Account

Select all 0.0% -

J Date Payee Mema Amount Hide |

07 |Pretell Hotel 2 Nights Lodging while wor. ..

Total Selected Charges 300.00
Total expenses with markup 300.00
Print selected time and costs as one invoice item Total billable time and costs 300.00
OK | | cancel | | Help

.

Figure 32 -- Choosing Billable Time and Costs

Regardless of which tab the billable expense appears on, the process for billing it is the same. Check
the Use column next to each expense to be billed to the customer. In addition, if there is to be a
markup other than the default markup established in the Preferences, then Markup Amount or % field
is adjusted. In the example in Figure 32, the lodging expense of $300.00 previously entered has been
selected for billing to the customer, Dan Tedford. Once selected, the billable items flow through to the
invoice form.

To group multiple billable items onto one line on the invoice, check the box in the lower, left-hand
corner of the Choose Billable Time and Costs window labeled Print selected time and costs as
one invoice item. Further, selecting this option hides the markup amount from the customer’s printed
copy of the invoice.
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Using Items to Assist in Billing Reimbursable Expenses

The example presented above demonstrated how to bill for reimbursable expenses that were originally
recorded on the Expenses tab of the Write Checks window; the process would be the same if the
underlying expenditure had been recorded on the Expenses tab of the Enter Bills window. In some
cases, you may create items to assist with initially recording the transaction. For instance, in the
example above, an item could have been created in the Item list called Reimbursable Travel. This
item could have been established as an Other Charge item and mapped to the Hotels/Lodging
Expense account. Then, when the check recording the payment was entered, instead of entering the
detail on the Expense tab, the user would have clicked on the Item tab and entered the detail there, as
shown in Figure 33.

._'-ﬁ Write Checks - Checking EI@
W previous [F Next @ Print = | a Find =] Journal
Bank Account | Checking - Ending Balance -300.00
Mo, 307 _
Date 12/15/2007 |E
Pay to the Order of Pretell Hotel - § 156.12
Onehundred fifty-sixand 12/100% = ** == s ==xxssxssxxsxxssxssrsssss Dollars
Pretell Hotel
Address
=
Somd _— s = Order Checks
Expenses $0,00 | Ttems $156.12 Online Payment To be printed
Item Description Qty Cost Amount  Customer:Job B... Class
Reimbursable Travel 2 nights lodging while working on 156,12 [ 156,12 |Tedford, Dan:Addition [V |0z2Labor -
Consulting project
Select PO Receive A Show PO Time
| Clear Splits | | Recalculate | | Save & Close |[ Save & MNew ]| Clear |

Figure 33 -- Using Items to Track Reimbursable Expenses

When the customer was selected for billing, the reimbursable expense would have appeared on the
Items tab of the Choose Billable Time and Costs window, rather than the Expenses tab. While
many users establish items to facilitate proper coding of the original expenditure transaction for
reimbursable employee expenses, this process becomes even more significant when considering how
to bill for items that were bought for a specific customer and are to be reimbursed by that customer.

To illustrate, assume a computer consulting firm purchased a computer on behalf of a client, delivered
the computer to the client, and then billed the client for the cost of the computer. In this case, the user
would need to use a two-sided item — one that could be used for the purchase transaction as well as
the sales transaction, with potentially different descriptions, amounts, and general ledger mappings for
each.
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Continuing with the computer consulting firm example, a two-sided item has been created in Figure
34. Two-sided items can be defined for Non-inventory Part items, Service items, and Other Charge
items. To designate the item as a two-sided item, select the checkbox labeled This item is used in
assemblies or is purchased for a specific Customer:Job. Otherwise, you are not able to enter
different information for the purchase and sale transactions.

In the example presented, the Cost and Sales Price fields have been set to zero and both
Description fields have been left incomplete. This allows the item to be used on multiple occasions,
for multiple transactions. Users edit the descriptions and amounts as necessary on each transaction.
Common uses for two-sided items include custom-ordered items and subcontracted labor.

b Edit rem o ll= =

Type [ ox |
Use for services you charge for or purchase, like

specialized labor, consulting hours, or professional cancel
fees,
Custom Fields
Item Mame/Mumber [ Subitem of
- Spelling
u 0 ' dl
Unit of Measure

Enable... [T 1tem is inactive

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

Service

Purchase Information Sales Information

Description on Purchase Transactions Description on Sales Transactions
Other Related Costs Other Related Costs

Cost 0.00 Sales Price 0.00

Expense Account | Other Construction ...

Preferred Vendor - Income Account | Comstruction Income

How can I set rates by customers or employees?

Figure 34 -- Adding a Two-Sided Item to the Item List

Two-sided items are only available in QuickBooks Pro and higher editions.

Use of items — both single-sided and two-sided — is advantageous for another reason. If you record a
reimbursable expenditure to a Cost of Goods Sold account type on the Expenses tab of the Write
Checks window or the Enter Bills window, that expenditure does not appear in the Choose Billable
Time and Costs window at the time of billing. On the other hand, if an item is mapped to a Cost of
Goods Sold account type, it will appear for billing. Therefore, to code the disbursement side of a
reimbursable expenditure to a Cost of Goods Sold account you must use items to do so.

Two-sided items also allow for greater operational analysis of what each client buys and sells and the
related Gross Margin on each one of those activities. Additionally, by “programming” the Item list to
where you want items to post to the General Ledger, there is less room for data entry error on the
financial statements.
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WORKING WITH ESTIMATES, CHANGE ORDERS,
AND INVOICES

Working with Estimates

Tracking Change Orders

Creating Invoices from Estimates

Using Progress Invoicing

Handling Retainage

Receiving Customer Deposits

Working with Estimates

The preceding discussion on reimbursable expenses can be viewed as an introduction to job costing.
In a true job costing environment, users create estimates, process change orders against those
estimates, and compare actual revenues and expenditures to the estimates. QuickBooks Pro and
higher editions support this functionality.

In QuickBooks, estimates create memo entries only; in and of themselves, they do not post any
transactions to the General Ledger; they are non-posting transactions. As with most forms in
QuickBooks, the Estimate form may be modified for format and appearance. Further, Invoices may be
created directly from Estimates and Progress Invoicing is also supported.

Next, items must be established in the Item list reflecting the time, materials, and costs to be included
on the job. The use of two-sided items is strongly recommended in order to properly drive the revenue
on the job to an Income account and the costs on a job to a Cost of Goods Sold account. There are a
few common ways to treat revenue and costs for a project. These methods can be impacted by what
tax basis a company uses when filing their annual tax return. It is beyond the scope of this handbook
to offer tax advice. However, we will offer a few suggestions for ways to work with the QuickBooks
data.

Some companies will treat projects as an Asset (called Work in Process or WIP) and the funds
received from their customers as Draws posted to a Customer Deposits Liability account. When
accounting for cash flow in this manner, revenue and expenses are recognized in the proper period.
We will discuss this process later in this book.
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Figure 35 shows a sample Item list for a residential homebuilder.

-4 Ttem List = (==
Mame Description Type COGS Account Account 0. | O. | Price
+Reimbursable Travel Reimbursable Travel Service Reimbursable Exp... 0.00 «
+01Plans and Permits Plans and Permits Service Work in Process Construction Income 0.00

+01.1Plans Plans Service Work in Process Construction Income 0.00
#01,2 Building Permits  (Building Permits Service Work in Process Construction Income 0.00
+01,3 City License City License Fee Service Work in Process Construction Income 0.00
+02 Site Work Site Work Service Work in Process Construction Income 0.00
+02,10 Demo Demo Service Work in Process Construction Income 0.00
+03 Excavation Excavation Service Work in Process Construction Income 0.00
+04 Concrete Concrete Service Work in Process Construction Income 0.00
+05 Masonry Masonry Service Work in Process Construction Income 0.00
+0& Floor Frame Floor Framing Service Work in Process Construction Income 0.00
«+07 Wall Frame Wall Framing Service Work in Process Construction Income 0.00
+08 Roof Frame Roof Framing Service Work in Process Construction Income 0.00
+09 Roof Flashing Roofing, Flashing Service Work in Process Construction Income 0.00
+ 10 Exterior Trim & Decks  |Exterior Trim & Decks Service Work in Process Construction Income 0.00
+ 11 Siding Siding Service Work in Process Construction Income 0.00
+12 Doors &Trim Doors & Trim Service Work in Process Construction Income 0.00
+13 Windows & Trim Windows & Trim Service Work in Process Construction Income 0.00
+ 14 Plumbing Plumbing Service Work in Process Construction Income 0.00
+ 15 HVAC Heating & Cooling Service Work in Process Construction Income 0.00
+ 16 Electrical & Lighting Electrical & Lighting Service Work in Process Construction Income 0.00
+17 Insulation Insulation Service Work in Process Construction Income 0.00
+18 Interior Walls Interior Wals Service Work in Process Construction Income 0.00
+ 19 Ceilings & Cover Ceilings & Coverings Service Work in Process Construction Income 0.00
+20 Millwork & Trim Millwork & Trim Service Work in Process Construction Income 0.00
+21 Cabinets & Vanities Cabinets & Vanities Service Work in Process Construction Income 0.00
+22 Spedalty Specialties Service Work in Process Caonstruction Income 0.00
+23 Floor Coverings Floor Coverings Service Work in Process Caonstruction Income 0.00
+ 24 Paint Painting Service Work in Process Caonstruction Income 0.00
+25 Cleanup Cleanup & Restoration Service Work in Process Caonstruction Income 0.00
+26 Landscaping & Paving 26 Landscaping & Paving Service Work in Process Caonstruction Income 0.00
+ 27 Contingency Contingency Service Work in Process Caonstruction Income 0.00
+ 28 Commissions Sales Commisions Service Work in Process Construction Income 0.00
+ 29 Supervision Supervision Service Work in Process Caonstruction Income 0.00
+ 30 Finance Job Loan Costs Service Work in Process Construction Income 0.00
+Building Cost Other Related Costs Service Other Construction Costs  |Construction Income 0.00
+Building Sale Service Construction Income 0.00
+Closing Costs Closing Costs Service Other Construction Costs  |Construction Income 0.00
+Const. Draw Construction Draw Service Construction Income 0.00
+Security Deposit Down Payment Service Customer Depaosits 0.00
+Down Payment =1 Down Payment #1 Service Customer Deposits Customer Depaosits 0.00
+Down Payment %2 Down Payment #2 Service Customer Deposits Customer Depaosits 0.00
+Down Payment %3 Down Payment #3 Service Customer Deposits Customer Deposits 0.00
| Item = H Activities ™ “ Reports = “ Excel = I

Figure 35 -- Sample Item List for Residential Contractor

In the example shown, note the use of sub-items. When you want to create estimates with significant
levels of detail, the use of sub-items is a preferred method of providing that detail. Using sub-items
provides great flexibility in creating reports and analyzing actual versus estimated job results.
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Once the requisite preferences and items have been established, you can create estimates. Selecting
the Estimate from the New Transactions drop-down list in the Customer Center opens the Create
Estimates window. As shown in Figure 36, enter the Customer:Job name and the relevant items
from the Item list, including quantities, costs, and markup are brought over to the Estimate.

The estimate in Figure 36 is an example of a contract that is negotiated and where the detail is shown
to the customer on the invoice. Often, however, you are tracking the detail in QuickBooks, but only
showing summarized values on the customer invoice

_+ Create Estimates EI@
¥
& Previous B Mext @ Print = @ E-mail = | %«. Find & Spelling Eth History CreateInvoice =
Customer:Job Estimate Class Template
Chris Baker:Remodel Kitcher « Active 04 Subco... = Custom Estimate -
E = Date |
Stlmate 01/01/2008 1
Name [ Address
Chris Baker
123 Main Street
Anytown, US 99999
Item Description Qty Rate Amount Markup  Class Total
14 Plumbing Flumbing 5,000.00 | 5,000.00 | 40.0% |04 Subcontracted 7,000.00 =
16 Electrical &L... |Electrical & Lighting 6,000.00 | &,000.00 | 40.0% (04 Subcontracted 8,400.00
23 Floor Caveri... |Floor Coverings 3,000.00 | 3,000.00 | 40.0% |04 Subcontracted 4,200.00
24 Paint Painting 3,000.00 | 3,000.00 | 40.0% |04 Subcontracted 4,200.00
25 Cleanup Cleanup & Restoration 500.00 500.00 | 40.0% |04 Subcontracted 700.00
Customer =
Message
Total  17,500.00 7,000... 24,500.00

[ To be e-mailed

Memo Save & Close ] [ Save & Mew ] [ Revert ]

Figure 36 -- Create Estimates Window

When you don’t want to show the customer the “detail” of the bid, use the following steps to create a
“stick and brick” estimate with only a summarized “schedule of values” shown to the customer.

To control what shows on printed invoices:
1. Create an Other Charge type item called “End of Bid Iltem”.

Set it up as a one-sided item and assign it to an income account. (This item will never have
revenue or costs posted to it.)

2. Create a Group Item, and name it “Bid Item” as Figure 37 shows.
3. Inthe Description field, enter [Enter Bid Item Description Customer will See on Invoice].

This will help you know where to place the description the customer will see for the
summarized value. This Bid Item group represents the scheduled value you will be showing
to the customer or bank when invoicing.

4. Inthe newly created Bid Item group, add the item called End of Bid Item.

Leave a couple of blank rows when assigning this End of Bid Item in the group.
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5. If you do not plan on showing the detail to the customer on the invoice, make sure the “Print items
in group” checkbox is clear.

1

A Mew Item E@
Grou Use to quickly enter a group of individual items on
What's the difference between a Group and an Inventory Assembly?
Group Name Mumber o
Spelling
Description
[Enter Description Customer will see on Invaice]| -
|:| Item is inactive

|:| Print items in group

Item Description Qty |

End of Bid I... [Delete

Figure 37 -- Creating a Group Item that will Serve as Scheduled Value on Customer Invoice without Showing
Budgeted Detail Lines

6. Create the Estimate using the Bid Item group as shown in Figure 38.

7. Inthe blank rows, select the items that will be tracked for job costs.
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8. On the line that appears “Enter Bid Item Description” enter the description for the schedule of
value the customer or bank will see on the invoice.

_+{ Create Estimates =l =%
) Previous [ Mext @ Print 8 E-mail - | %{ Find Spelling Qh History Create Invoice = % Customize ~ Letters =
Customer: Job Estimate Class Template
Chris Baker:Remodel Kitc... » Active - Custom Estimate -

Esti Date |
stimate 120062007 (&) |5
Chris Baker
123 Main Street
Anytown, US 993998
Item Description Qty Rate Amount Markup Class Total |
Bid Item o
01Plans and Per... |Plans i 5,000.00 5,000.00 15.0% 5,750.00 ||
01Plans and Per... |Building Permits 1 250.00 250.00 15.0% 287.50
01Plans and Per... |City License Fee 1 125.00 125.00 15.0% 143.75
29 Supervision Supervision 30 45.00 1,350.00 42,0% 1,917.00
General and Conditions 8,098.25
Bid Item
02 Site Work:02... |Demo 15 25.00 375.00 15.0% 431.25
03 Excavation Excavation 1 1,500.00 1,500.00 15.0% 1,725.00
Site Waork 2,156.25
Bid Item
04 Concrete Concrete 1 7,500.00 7,500.00 15.0% 8,625.00
04 Concrete Concrete - Subcontracted Labor 1 2,000.00 2,000.00 15.0% 2,300.00
[Enter Description Customer will see on Invoice] 10,925.00
Customer -
Message
Total 18,100.00 3,079.50 21,179.50
"] To be e-mailed
Mema [ Save & Close ] [ Save & New ] [ Clear

Figure 38 — Sample of Estimate Using Group Items to Summarize Values for Invoice
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Once the Estimate has been completed, it can be printed and provided to the customer for approval.
When printing the Estimate, you can control whether any markup is visible to the customer by
modifying the form template. As shown below in Figure 39, you can control whether and where a
markup appears on both the screen and the printed form. When using the group item method of
invoicing, the invoice only shows the marked up sales price for each bid item.

Additional Customization E|
Selected Template Praview
Custom Estimate |:| Template is inactive
= — s (et Copmamis .
Header | Columns | Footer Print e Estimate
S — Weadems CAQANT
Screen Print  Order  Title
Item 1 T
Description
Quantity |:|
Other 1 O o s
Other 2 F ¥ e T
Cost Fl
Amount
I Markup ]
Total
[romL
When should I chedk Screen or Print?
’ Default ] [ Layout Designer. .. ] ’ Cancel ] [ oK l

Figure 39 -- Controlling the Appearance of Markup on an Estimate

Tracking Change Orders

Change orders are a significant issue in many industries using job costing, rarely do customers fail to
request changes to the original job after it is underway. QuickBooks accommodates change orders by
incorporating them into the estimate process.
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After an estimate has been created and saved, should you attempt to make a change to that estimate,
QuickBooks asks if that modification should be treated as a Change Order and, if so, what text you
would like to add to the Estimate form to note the Change Order, as shown in Figure 40.

- [=]x]
® | & & el B¢ B & B # 5 2 B & % 4 4 © 7

= "
Home Customer Center Vendor Center Employee Center | Report Center Invoice Item MemTx Check Bill Reg Acent  Search  Rmnd Find Backup Support Fee
i previous [ Next sHprint ~ CdEmal ~ FyFind [ speling By History [l create Invoice  ~ 34 customize + [ Letters ~
Customer:Job > Estimate Template
Albrecht, Henry:Cottage... v |  Active |Custom Estimate s |
= DATE |
Estimate 08/15/2007 01-1012
MAME f ADDRESS =
Add Change Order
Henry Albrecht 2 [$—<J
852 Ocean View Rd. ,
Bayshore, CA 94329 ' Would you like to add a change order to your estmate?
L} If you add a change order, the text in the box below will be added to the bottom of
the estimate. You can edit the text below, or edit it later on the estimate form,
ITEM . d R i e e i Qry ESTIMATE TOTAL MARKUP REVEMUE
you do not add a change order, your changes will be integrated into the estima =
01Plans &Permits . but they will not be tracked or listed separately. Lo 200 125.00 8
02 Site Work:02. 10, 10,000.00 10,000.00 10,000.00
03 Excavation iDEEEITIbEI' 15, 2007 3,500.00 3,500.00 3,500.00
04 Concrete = Im:reaseg price o; 02,10 Demo fmﬁm §100.00 to $10,000.00. (+58,500.00) 1,000.00 1,000.00 1,000.00
05 Masonry [ig‘%g?g) price of 03 Excavation from $3,000.00 to §3,500.00. 1,500.00 1,500.00 1,500.00
06 Floor Framing Total change to estimate +$10,400.00 6,000.00 6,000.00 6,000.00
07 wall Framing 7,000.00 7,000.00 7,000.00
08 Roof Framing 9,000.00 9,000.00 9,000.00
09 Roof Flashing 3,000.00 3,000.00 3,000.00
10 Exterior Trim & .. 5,000.00 5,000.00 5,000.00
11 Siding 3,000.00 3,000.00 3,000.00
12 Doors & Trim - : 14,000.00 14,000.00 14,000.00
13 Windows &Trim i Add | [ Do Not Add l [ Cancel 5,000.00 5,000.00 5,000.00
14 Plumbing 38,000.00 38,000.00 38,000.00
15 HVAC Heating & Cooling 27,000.00 27,000.00 27,000.00
16 Electrical & Lighting |Electrical & Lighting £,000,00 £,000.00 £,000.00
17 Insulation Insulation 3,000.00 3,000.00 3,000.00
Customer w a
Message
TOTAL 209,225.00 a 209,225.00
[ To be e-mailed
Memo | | Save &Close | [ Save&New | [ Revert |

Figure 40 -- Change Order Tracking in QuickBooks
The Estimate, including the impact of the Change Order, can then be printed and provided to the
customer to help alleviate any billing disputes.

When adding change order text to the Estimate, edit the text to add a signature line. This allows the
estimate to serve as both a budget document and a document that can be printed and signed by the
customer.

Another way to track Change Orders is through the Customer:Job list. For each Change Order a
sub-job can be created under the main job so a separate estimate can be tracked for the scope
change. It would be set up with the following categories:

Customer Name
Job 1
e Change Order 1
e Change Order 2
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By setting it up this way (as shown in Figure 41), you can run a Job Profitability report just on the
Change Order, or on the Job in total including scope changes.

P )

& Customer Center: To Be Allocated (All Transactions) [ [ (]
& Mew Customer & Job - Mew Transactions = L% Print = E Excel = ﬂ Word ~
J Customers & Jobs I Transactions ] Customer Information Edit Customer...
View | Active Customers - Customer Name To Be Alloca... Contact
Customer Type Phaone
Mame Balance Total - R .
S Company Name Alt Phone -
+Ham Shane 12,000.00 = 3
L5 d Biling Address  To Be Allocated Fax
+Cottage - New Constru...,  12,000,00 .
: Email send to:To..,
+James Smith 0.00
Terms
+Muolotsi, Hugh 0,00 ) 4
— Price Level
+5Second Story Addition o.00 | Map | Directions E
+5cope Change 1 0.00 -
+5cope Change 2 0,00 1| mn | t
0.00 . -
Show | All Transa... = | Filter By |all = | Date |ThisFiscal... =
+Quality-Built Construction 0,00
Lk M Date A t Amount
+Admin/Paperwork 0.00 e e 2 L o

There are no transactions of type "all Transactions”, filtered by "all", in date ra...

Figure 41 -- Change Order Set up in the Customer:Job List

Creating Invoices from Estimates

Once an Estimate has been created, billing against it is quite simple.
To bill against an estimate:

1. Inthe Create Invoices window, enter the Customer:Job name.

A window displaying all available Estimates will be displayed, as shown in Figure 42.

Available Estimates

Customer: Job | i, Hugh:Second Stor .ﬁ.ddiﬁur w
Select an estimate to invoice

Date Amount
ba/01/2006 457,250.00

C |
Customer:Job ance

Molotsi, Hugh:Seco. ..,

Est. Mo.
01-1008 |

Help

Figure 42 -- Creating an Invoice from an Estimate
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2. Select the appropriate Estimate from the Available Estimates window to transfer all items on the
Estimate to the Invoice as shown in Figure 43.

Further, if reimbursable expenses for the selected Customer:Job had been entered, a window
would appear advising you to that effect.

B Create Invoices

Wprevios [P rext Z@rrint » D send - BAship = E Find of Speling T History =] Journal [F] Progress

Customer: b Template ( Printpreven |

[ Atbrecht, Henry v |Intuit Service Inveice |
) Cate

Invoice 13157007 |@| |01-m052

Henry Albrecht
852 Oczan View Rd.
Bayzhore, CA 54326

Tem Quantity Descripon Rate Amount

01 Plans & Perm... Plans 100.00 100.00 =
01 Plars B Parm. .. Building Parmit 125.00 125.00

02 Site Wiork:D... Demaktion 100.00 100.00

03 Excavation Excavation 3,000.00 3,000.00

04 Cancrete Concrete 1,000.00 1,000.00

05 Masarey Maseary 1,500.00 1,500.00

05 Floor Framing Floar Framing 6,000.00 6,000.00 37
Customer t| -
Message

Totwl 198.825.00

[] Ta be printed [ Add Tme/Costs... | | Apply Credts... | Payments Aopled 0.00
[[] 7o be e-mailed Balance Due 158, 825.00
* b — L [ saveachse | | saveanen | [ ceaxr |

Figure 43 -- Invoice Created from an Estimate

3. Edit the quantity and price of any of the items as necessary and then save the invoice.
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Using Progress Invoicing

With QuickBooks, you can issue invoices for progress billing on jobs and track the total amount billed
for each line item on the Estimate. For instance, if in the example above, you wanted to bill for 100%
of the Plans & Permits, Site work, and Excavation items, but 0% for the other items because the work
on the other items had not yet been completed, the Progress Invoicing feature in QuickBooks could
accommodate that scenario. With the appropriate preference activated — as previously discussed —
when you enter the Customer:Job to be billed, the Create Progress Invoice Based on Estimate
window appears.

As shown in Figure 44, the window contains three options:
¢ Create an invoice for 100% of each and every item on the Estimate.

e Create an invoice using the same user-defined percentage for each and every item on the
Estimate.

e Create an invoice using a different user-defined percentage for each item on the Estimate.

s

Create Progress Invoice Based On Estimate &J

Specify what to indude on the invoice.

@ Create invoice for the entire estimate (100%).;

_| Create invoice for a percentage of the entire estimate.

% of estimate

_! Create invoice for selected items or for different percentages of each item.

QK ] I Cancel I [ Help

s “

Figure 44 -- Progress Invoicing Option in QuickBooks
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When you select the third option QuickBooks displays the window shown in Figure 45 where you can
enter the amount to be billed for each line item on the Estimate. Notice that in this example 100% of
each of the first three items will be billed, but none of the remaining items will be billed at this time.
Later, when it is time to issue another invoice for work performed on the same job, QuickBooks will
recognize that the first three items have already been billed in their entirety. If necessary, it is possible
to bill an amount in excess of 100% of the Estimate; prior to doing so, however, QuickBooks will
display a warning message. Proper internal processes would be to create a change order increasing
the schedule of values rather than invoicing for over 100% as most banks will not allow payments in
excess of 100% for a line item.

Specify Invoice Amounts for ltems on Estimate

Progress Invoice for: Molotsi, Hugh:Second Story Addition =

For each item below, spedfy the quantity, rate, amount or % of the estimate
amount to have on the invoice, Cancel

Show Quantity and Rate Show Percentage Help

Ttem EstQty | EstRate | Est... Prior... | Prior ... Pri... Qty Rate Amount | Curr % Tot % |
01Plans &... 1]14,500.00 | 14,50... 1] 0.0% 1| 14,50... |14,500.00 | 100.0% | 100.0%
02 Site Wa... 1| 4,350.00 | 4,350... 1] 0.0% 114,350,00 [ 4,350,00 [ 100.0% [ 100.0%
03 Excavat... 1| 7,250.00 | 7,250... 1] 0.0% 1|7,250,00 [ 7,250,00 [ 100.0% [ 100.0%
04 Concrete 1| 7,250.00 | 7,250... 1] 0.0% 0 |7,250,00 0.00 0.0% 0.0%
05 Masonry 1| 9,425.00 | 9,425... 1] 0.0% 0 [9,425.00 0.00 0.0% 0.0%

06 Floar Fr... 1|15,225.00 | 15,22... a 0.0% 0| 15,22... 0.00 0.0% 0.0%

07 wall Fra... 1]18,850.00 | 18,85... 1] 0.0% 0| 18,85... 0.00 0.0% 0.0%

08 RoofFr... 1]21,750.00 | 21,75... 1] 0.0% 0]21,75... 0.00 0.0% 0.0%

0% RoofFla... 1| 7,975.00 | 7,975... a 0.0% 0 |7,575.00 0.00 0.0% 0.0%

10 Exterior... 1| &,700.00 | 8,700... 1] 0.0% 0 8,700,00 0.00 0.0% 0.0% 3z
Total 26,100...

Mote: All items will transfer to the invoice. The quantities and amount will be as you indicated. Although items with a zero amount
display on screen, they can be set not to print from the Jobs and Estimates Preferences.

Figure 45 -- Creating a Progress Invoice in QuickBooks

If any of the items on the original estimate were inventory items, be careful not to “progressively hill”
these such as 10% of an inventory item. Doing so would create inaccurate inventory and expense
statements. Refer to the inventory section in this book for greater detail. Additionally, if some of the
items are eligible for sales tax, it is best to invoice those as whole numbers rather than percentages,
depending on your jurisdiction and the sales tax rules in your area.

Handling Retainage

Properly tracking and accounting for retainage represents a major challenge for many companies
doing Job Cost accounting. Including the retainage in normal billings tends to distort the usefulness of
many Accounts Receivable reports — including Accounts Receivable Aging Reports — because the
retainage is oftentimes not collected until months after the job has been completed. On the other
hand, not billing the retainage also tends to distort the company’s financial condition as the amount of
Retainage Receivable can be substantial — often up to 10% of revenues.
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The following procedure demonstrates one effective way of handling retainage in QuickBooks.
To handle retainage:

1. Create a separate Other Current Asset account named Retainage Receivable.

2. Create an Other Charge item call Retainage Withheld.

For Retainage Withheld, assuming the amount of the retainage is normally 10%, set the
Amount or % field equal to -10% as shown in Figure 46.

i New Irem =3 |EoR(txT

Type

Other Charge - | Use for miscellaneuu_s labor, material, or part i
charges, such as delivery charges, setup fees,
and service charges.

Item Mame Mumber Subitem of
M Os Custom Fields
Retainage Withheld
Speling
[ This item is used in assemblies or is a reimbursable charge
Description Amount or %o
10%: Retainage due at completion of 10.0% [] Ttem is inactive
project Account
Retainage Due -

Figure 46 -- Adding Retainage Iltems

3. Create an Other Charge item called Retainage Billed.

4. If you're also holding retaining on subcontractor bills from vendors, create another Other Charge
item.

Assign the account to an Other Current Liability account Retainage Payable.
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5.  When issuing an invoice for which retainage is deducted, insert a subtotal line at the bottom of the
invoice.

6. Immediately below the subtotal line, insert a line for Retainage Withheld, as shown
in Figure 47.

B Create Invoices

e »
‘ ®rrevious [ next g@Print ~ Cdsend ~ Ehship ~ €y Find [ Speling 5 History =] Journal
|
Customer:Job Template | Print Preview
| ugh:Second Story Additionfig | |Prugress Invoice

) DATE |
Invoice 12/15/2007 [@| [01-1052

Dr. Hugh Molotsi
1930 M. Stonecrest Rd.
West Middlefield, CA 94484

Due onrec...

ITEM DESCRIPTION Est Amt Prior Amt RATE Total % AMOUMT |
Subtotal Subtotal 457,250.00 457,250.00 ’_‘
Retainage Hold... |10% retainage to be billed after job -45,725.00 -10.0% 100.0% | -45,725.00

is complete and approved by —
customer e
Customer -
Message
Total 411,525.00
To be printed [ add Time/costs... | [ Apply Credits... | Payments Applied 0.00
[ 7o be e-mailed Balance Due 411,525.00
Memo | |
& Let QuickBooks help you get your Invoice paid online by credit card. Save & Close ] [ Save & Now ] [ Clear

Figure 47 -- Deducting Retainage from an Invoice

The effect of this transaction is to increase revenue $450,000.00, but only show aged receivables of
$405,000.00. The remaining $45,000.00 appears in the other current asset account “Retainage
Receivable.” This is important especially for those going to the bank to get a loan; aged receivables
are not considered a good sign of credit worthiness.
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In this example, the General Ledger impact of this invoice is to debit Accounts Receivable for
$405,000, debit Retainage Receivable for $45,000, and credit Revenue for $450,000. Later, when all
of the “punch list” items have been cleared and it's time to bill the customer for the retainage, issue an
invoice billing for the Retainage Billed item as shown in Figure 48.

B Create Invoices

; - - »
rrevious B Next @ Print - @ Send - a Ship = @_ Find [ Speling E‘:h History [ £] Journal
Customer:Job Template
Melots, HughiSecond St... | | it Product Invoice ¥ |
- DatE ! i
Invoice 12/15/2007 |g) [01-1052
Second Story Add... |

Dr. Hugh Malotsi Dr. Hugh Malotsi

1980 M. Stonecrest Rd. 1930 M, Stonecrest Rd.

West Middlefield, CA 94434 West Middlefield, CA 94434

P.0. Number Ship ]
DUE DN rec... » w [[12/15/2007 w
Quantity | Item Code Description Price Each | Amount |
Retainage Biled % |Final Billing for Retainage] 45,725.00 |  45,725.00 | ~
e
Customer “
Message
Total 45,725.00
To be printed | Add Time/Costs... | [ Apply Credits... | Payments Appiied 0.00
[] To be e-mailed Balance Due 45,725,00
Memo | |
% Let QuickBooks help you get your Invoice paid online by credit card. Save & Close ] [ i New ] [ Clear

Figure 48 -- Example of Final Billing for Retainage

The General Ledger impact of this transaction is to debit Accounts Receivable for $45,000 and credit
Retainage Receivable for $45,000. In sum, handling retainage using the method illustrated here
provides for all of the revenue to be recognized at the time of billing and prevents distortion of various
Accounts Receivable reports.

To manage the Retainage Receivable or Retainage Payable accounts more effectively, create and
memorize the Custom Transaction Detail report.

To memorize a Custom Transaction Detail report:
1. Setthe dates to All, total by Customer (or Vendor if doing Retainage Payable).
2. Filter for Retainage Receivable and Cleared No.

3. Modify the header and memorize the report as show in Figure 49.

Use this report before processing the final invoice to confirm the amounts that have been
withheld.
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This report can also be useful at tax preparation time when you need to identify exactly which
customers’ balances make up the Retainage Receivable or Retainage Payable account values. See
Figure 49.

4:08 PM Quality -Built Construction
12 Retainage Receivable Detail
Accrual Basis All Transactions
+ Type -« Date ¢  Num @ Hame @ Memo ¢ Clr < Amount @
Molotsi, Hugh
Second Story Addition
» Invoice 12M52007 01-1053 Molotsi, Hugh:Second Story...  10% Retainage receivable due at the completion of job 45,000.00 4
Invoice 01/30/2008 01-1054 Molotsi, Hugh:Second Story...  Final billing for retainage withheld -45 000.00
Total Second Story Addition 0.00
Total Molotsi, Hugh 0.00
TOTAL 0.00

Figure 49 -- Report Detailing Retainage Receivable Account

Because this report can become lengthy over the years, if you “reconcile” this Other Current Asset
account like a bank account, you can then filter the report for “cleared — No” and the report should
show only those retainage items that have not been final billed to the customer. Set the cleared
balance to -0- since the final invoicing is the same amount that was originally withheld. You can also
use this same method with the Retainage Payable liability account, as shown in Figure 50.

" Reconcile - Retainage Receivable

For period: 12/15/2007 [] Hide transactions after the statement's end date
Checks and Payments Deposits and Other Credits
4  [Date Chk 2 Payee Amount 4  Date Chk # | Payee Amourit
[ /" [Di/30/2008 Molotsi, Hugh:Secon... | 45.000.00)f « |12/15/2007 Molotsi, Hugh:Second ... | 45,000.00
[ Mark All ” Urimark All ][ Go To ] [ Columns to Display ... ]
Beginning Balance 0.00 Modify Service Charge 0.00
Items you have marked deared — Interest Earned 0.00
1 Deposits and Other Credits 45,000.00 Ending Balance 0.00
1 Chedks and Payments 45,000.00 Cleared Balance 0.00
Difference 0.00
[ Recondle Now J [ Leave ]

Figure 50 -- Reconciling the Retainage Receivable Account
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If you prefer not to take the time to reconcile the retainage account(s), you can also create a Custom
Summary report as described here.

To create a custom summary report:
From the Reports menu, choose Custom Summary.
Set the Date Range to All.

For the Row settings, choose Customer.

1.

2

3

4. Setthe Column to Total Only.

5. Filter for Retainage Receivable (or Retainage Payable).

6. Use the Advanced button on the Display tab to set Non zero.
7

To print a detail report, double-click on the report total.

Receiving Customer Deposits
Typically, deposits from customers are received throughout a job.
To track each customer deposit properly:

1. Setup items linked to a current liability account to allow for better presentation for financial and
operational statement purposes.

MNew Item

Type 0K
; Ilse For services vou charge For ar purchase, like
|Serw:e w | e - .
specialized labor, consulting hours, or professional Cancel
fees,

Mexk
Item Mame/Mumber [] subitem of

Custom Fields
|Custu:umer Deposit | | |

Spell
Init: of Measure peling

LM Set | v |

Ikem is inactive
[] This service is used in assemblies or is performed by a subcontrackor or parkner [l

Descripkion Rake

Customer Deposit Tax Code | Mon w
Account | Deferred Incar

How can I sek rates by customers or employessy?

Figure 51 -- Customer Deposit Item linked to a Current Liability type account
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This makes it much easier for operational purposes to see which remaining down payments

are owed, as shown in Figure 52.

2. Set up sub-items for each deposit taken throughout a job.

L Trem List ===
Mame Description Type COGS Account Account 0. 0. Price
¢Closing Costs Closing Costs Service Other Construction Co... |Construction Inc... 0.00
: Construction Draw Service Construction Inc... 0.00
+5Security Depaosit Down Payment Service Customer Deposits 0.00
<+Down Payment #1 Down Payment #1 Service Customer Deposits Customer Deposits 0.00
+Down Payment %2 Down Payment #2 Service Customer Deposits Customer Deposits 0.00
TOOTIT P ayee = Down Payment #3 Service Customer Deposits Customer Deposits 0.00
+End of Bid Item Delete Other Charge Construction Inc... 0.00
+Cost of Goods Sold at ... |Cost of Goods Sold at C... |Other Charge Cost of Goods Sold 0.00
+Reverse WIP Reverse WIP at dosing Other Charge Work in Process 0.00 (=

[ 1tem "'|[ Activities '][ Reparts "“ Excel = In

Figure 52 -- Item List Set-up for Customer Deposits

You can set up as many sub-items as you need to track the down payments or draws. This is
another way to also track milestones, especially if your client is paying sales people or
operational staff based on down payments received.
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TRACKING EXPENDITURES TO JOBS
Generating Job-Specific Purchase Orders
Tracking Job-Related Expenditures
Issuing Inventory to Jobs

CHAPTER 5:
TRACKING EXPENDITURES TO JOBS

Generating Job-Specific Purchase Orders

QuickBooks provides you with the ability to generate job-specific purchase orders. By tying a
purchase order to a specific job or project, you are able to manage the procurement processes
associated with jobs more efficiently and effectively as reports detailing open purchases orders can be
generated at the job level. From these reports, “required by” dates can be monitored closely to ensure
that job completion dates do not become jeopardized. Similar to Estimates, Purchase Orders are also
non-posting transactions in QuickBooks, meaning that they do not affect the General Ledger.

To create job-specific purchase orders:

e Enter the Customer:Job name in the appropriate field on the purchase order form, as shown in
Figure 53.

Note that it is necessary to customize the Purchase Order template to add the Customer:Job
field to the purchase order form.

B Create Purchase Orders

@ previous [ Newt g@print » LA Emal - ¥ Find B Speling %y History  [3£ customize =

Vendor Ship To Template
|Brenda's Framing Service | | |Cam|3be||I Heather:... | |Cusbom Purchase Q... w |
DATE
Purchase Order 12/15/2007 l 359
w
Brenda's Framing Service Twice Right Construction
112 Bowden Road 10856 Fun Cirde
Bayshore, CA 94325 Santa Clara, CA 94567
ITEM DESCRIPTIOMN Q7Y | RATE Customer AMOUNT | Rov'd | Clsd |
06 Floor Framing  |Draw #1 - Floor Framing 1 3,000,00 |Campbell, Heather;House,.. | 3,000.00 |1 g~
07 wall Framing Draw #2 - Wall Framing 1 5,000,000 |Campbell, Heather;House, .. | 5,000.00 |0 =
08 Roof Framing  |Draw #3 - Roof Framing 1 10,000.00 |Campbell, Heather:House... | 10,000.00 |0
b

Vendor  [As agreed work to start on
Messa 1r-|:m-,|:._. — ——

Figure 53 - Generating Job-Specific Purchase Orders
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It is useful to arrange purchase orders in the order of scheduled draws. This way, you can see what
draws are remaining. However, if this is not possible, you can make the QTY equal to the dollar
Amount and use the rate of $1.00. The very nature of a purchase order is to “close” when you have
invoiced a quantity of 1. So to avoid this you need to either create multiple lines on the purchase
order or use decimals when creating an invoice from a purchase order.

For example, if the purchase order is for $10,000 with a quantity of 1 and you are issuing a vendor bill
for 50% you would use a quantity of .50, or using the alternative method, a quantity of 5,000 at $1.00
each.

After purchase orders have been generated, you can generate an Open Purchase Orders by Job
report.

Tracking Job-Related Expenditures

Tracking job-related expenditures is one of the easier functions associated with job costing in
QuickBooks. When recording the expenditure, associate the relevant Customer:Job with the
appropriate line on the Enter Bills window or the Write Checks window; this procedure is the same
whether tracking expenditures associated with Items or Expenses.

For example, when entering a Bill associated with a job, enter the appropriate Customer:Job for the
Bill as shown in Figure 54.

If a purchase order had been created, QuickBooks prompts you to associate the bill with the open
purchase order.

B Enter Bills CBEX
& Previous [ Next %}‘Find Eth History =] Journal

©ol Ocregt Bill Reeceived
Vendor Avenue Electricians w Date 12/15/2007 .
ici Ref. No.
Address |Avenue Electridans
9648 Bixby Court
Bayshore, CA 94326 AmountDue  1,500.00

Bill Due 01/14/2008 (&)

Terms  Net 30 ~  Discount Date
Memo
Expenses 50.00 | Ttems $1,500.00
Item Description Qty Cost Amount Customer:Job Billable? Class
16 Electrical & ... |Electrical & Lighting 1 1,500.00 1,500.00 Hamby, Shane:Cottage - Mew Construction |l Subcontractor Costs - Job #
A
Select PO Time
Clear Splits Recalculate Save & Close ] [ Save & New ] [ Clear ]

Figure 54 - Entering a Job-Related Bill
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If the expenditure originated in the Write Checks window, the process is essentially the same, as
shown in Figure 55.

£ Write Checks - Company Checking Account

& previous [ Next @ Print - @. Find 5] Journal
Bank Account | 1110 * Company Checking Ac... % | Ending Balance 99,761.85
Mo. To Print
Date 12/15/2007 (&)
Pay to the Order of Avenue Electricians » 5 1,500.00
One thousand five hundred and 00/10Q* = ***=sx=xxxcrxxxxrcxxcxcrzx = Dollars
Avenue Electricians
9648 Bixby Court
Address | Bayshore, CA 94326
D — Order Checks
Expenses $0.00 | Ttems $1,500.00 | L[| Online Payment To be printed
Item Description Qty Cost Amount | Customer:Job Billable? Class
16 Electrical & ... |Electrical & Lighting 1 1,500.00 | 1,500.00 |Hamby, Shane:Cottage - New Construction v Subcontrac...
v ~ TE
b
Select PO Time
Clear 5plits Recalrulate Save & Close ] [ Save & New ] [ Clear ]

Figure 55 - Entering a Job-Related Check

An important accounting task is to match Job Cost totals with Cost of Goods Sold on the Profit &
Loss report so when running it by Job, it is properly allocated. Errors can occur when an expense is
coded to a Cost of Goods Sold type account and an associated Customer:Job is not entered. To
avoid this from happening, assign a Customer:Job for each expense, even if not related to a job.

One way to handle this is to create a customer called “Overhead/Admin.” When you enter an
expense for a non-job expense, assign it to the Overhead/Admin customer. This puts in place a good
practice of always assigning a job to every expense. This method helps avoid some of the extra work
required when Job Costs don’t match the stated Profit & Loss by Job.

Issuing Inventory to Jobs

In this section, we will describe four methods you can use to cost inventory to specific jobs. Choosing
which method to use with a given client is a matter of personal preference and will depend on the
reports used in analyzing job costs. Each of these methods discussed here presumes that when
inventory is purchased, it is stored and the business doesn’t know which for Customer:Job the
materials will eventually be used.

Due to the nature of costing inventory, it is very important that you never record sales transactions
resulting in negative inventory quantities. (It is outside the scope of this document to further discuss
the effects of negative inventory on period Income Statements.)

Selling inventory items on customer invoices

Using this method, you sell inventory on invoices rather than adjusting inventory using the Inventory
Adjustment feature in QuickBooks in order to limit the information that appears on the job profitability
reports and the profit and loss by job report.
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Using the inventory adjustment form in QuickBooks records the cost of the inventory adjustment only
on profit and loss by customer reports. Any inventory adjustments, even if they're assigned to a
customer:job, are not included in the job profitability reports unless you filter the reports for “All
Accounts.” However, filtering the reports this way can bring in other project details such as Customer
Deposits or Retention that you may not want to include. Further, since changing the filter can be
overlooked so easily, clients may not be aware they are overstating their profitability on these reports.

To use this method:
1. Purchase inventory (no customer needs to be identified at time of purchase).

2. List the inventory items on customer invoices.

Use caution when creating invoices from estimates with inventory line items; these should
never be invoiced using partial quantities. (See the section on progress billing in this book for
more detail.)

Using inventory adjustments

If you do not use the job profitability reports for job costing and the client does not create invoice from
estimates or sell items on customer invoices, you can use the inventory adjustment feature to track job
costs.

Using this method, you enter an inventory adjustment to reduce inventory by the quantity used on the
job. QuickBooks uses the average cost as the value of the goods consumed. The date of the
Inventory Adjustment is the date the Inventory Asset is decreased and the expense is recorded.

To make an inventory adjustment;

1. From the Vendors menu, chose Inventory Activities, and then choose Adjust Quantity/Value
On Hand.

The Adjust Quantity/Value On Hand window shown in Figure 56 displays.
2. Enter the Adjustment Date, Reference Number, and Adjustment Account.

The Adjustment Account is the offsetting account used in the entry and will typically be either
a Cost of Goods Sold account or a Work in Process account when the Inventory
Adjustment is used in a job costing context.
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3. Enter the appropriate Customer:Job to cause the job costing records to be updated with the
guantity and value of the issuance of inventory to the job.

This transaction does not appear on the job profitability reports unless they are filtered for “All
Accounts.”

<= Adjust Quantity/Value on Hand
4 previous [ Next

Adjustment Date | 12/15/2007

Ref, Mo, Customer: Job |.'5|||:IFEE|‘|t.- Henry:Kitchen,.. % |

Adjustment Account | 5110 - Job Related Costs | | Class | v |
Item Description Current Qty Mew Qty Qty Difference
E A
[N
[ value Adjustment Memo  |Requisition number 2007-12-86 |
Total Value of Adjustment -8.00
Save & Close ] [ Save & MNew l [ Cancel

Figure 56 - Charging Inventory Items to Job Cost

Editing Bills or Checks

Using this method involves editing the original vendor bill or check to break down the inventory
purchased by customer. This retains the original inventory valuation and properly costs items when
they are sold on invoices. This is the cleanest method because it does not cause any difference in
inventory valuation. Other methods (such as creating a zero check) in which you enter a negative line
to the “Warehouse/Stock” job and a positive to a Customer:Job require that you determine the cost of
the item when purchased or prepare an inventory valuation summary report so that the adjustment
amount is correct financially.

Using Sales Receipts to Transfer Inventory Costs to Jobs

An alternative method that can be used when clients don’t sell the items on customer invoices is to
create a net zero sales receipt. Using a sales receipt versus an invoice is preferred because
QuickBooks treats this transaction as a cash sale and does not process it through Accounts
Receivable. This is important if Accounts Receivable statements are issued to customers.

To create a net zero sales receipt:
1. Create the Sales Receipt with the Inventory items consumed on the job, as shown in Figure 57.

2. Ifthere is more than one line, enter a subtotal and then enter a discount line item that is mapped
to the same revenue account used for the inventory items.
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If there are multiple revenue account types, you will need multiple discount item types.

. Enter Sales Receipts

@previous P rext & -~ B - B - € [ opeling By History ~ 5] Journal

Customer: Job Class
|Pete's Bike Shop v v|

Sales Receipt

Pete's Bike Shop
123 Main Street
Anytown, U5 11111

Template

=1

| Sales Receipt w |

Date |
12/15/2007 536

Item Description Qty Amount
Exterior Door Exterior wood doar 3 300,00 q00.00
Inventory Allocation Discount Inventory Allocation Discount -500.00 -800.00
w
Customer - a
Message
Total 0.00

Figure 57 — Sample of Internal Sales Receipt to Transfer Inventory Cost to Job

The result is an increase in the cost of the inventory (defined as average costing in QuickBooks) that
appears both on the Job Profitability Reports and Profit & Loss by Job Report shown

in Figure 58. However, income is not recorded as the income recognized should come from the
actual invoice to the customer. Keep in mind that Income and Expense timing may be off if the
inventory sales receipt document is recorded in a different month than the customer’s invoice.

9:59 PM Sunshine Custom Homes
LRl L Profit & Loss by Job
Accrual Basis December 1 - 15, 2007

» Pete's Bike Shop « TOTAL
Ordinary Income/Expense
Income
Parts Sales 3
Total Income

(=]
[=1
[=]

il
(=]
(=1
[=]

(=1
(=1
(=1
(=1
(=1
(=1

Cost of Goods Sold

Cost of Sales 450.00 450.00

Total COGS 450.00 450.00

Gross Profit -450.00 -450.00

Het Ordinary Income -450.00 -450.00
Het Income -450.00 ﬁ

Figure 58 — Profit & Loss by Job Report




Carefully consider whether inventory tracking is suitable for a client’s job costing needs. With
inventory control comes many accounting management responsibilities that can sometimes outweigh
the benefit of perpetual inventory management.

If you decide not to track inventory, but still want to do a correcting statement to the financials, simply
calculate an estimated value for the inventory and post this to an Other Current Asset type account
(not inventory type) and reduce the appropriate cost accounts. Some considerations will need to be
addressed when reconciling the Job Cost totals to the Profit & Loss Cost of Goods Sold totals.
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ACCOUNTING FOR WORK IN PROCESS WITH
QUICKBOOKS

Understanding Different Methods of Work in Process
Accounting Available in QuickBooks

Understanding the Different Methods of Work in Process
Accounting Available in QuickBooks

This section introduces the concept of Work in Process (WIP) accounting. Before implementing any of
the functionality described here, discuss this information with the company’s accountant (if it's not you)
to make sure it is the preferred method of accounting for that business.

Generally the term “Work in Process” is used to define longer-term jobs or projects. There are
different methods of tax preparation for these types of jobs. Some companies will file ‘Completed
Contract’ or record revenue and expense only when the job is done. Others companies will file
‘Percentage Completed’ in which revenue and expenses are recognized progressively during the life
of the project. It is beyond the scope of this handbook to discuss the tax treatment for different types
of revenue/cost recognition. In this, course Work in Process (WIP) accounting will be defined as the
following:

1. Adjusting revenue and expenses periodically for projects that are WIP (in current inventory).
OR

2. Keeping all costs and revenue on the Balance Sheet until the project is completed.

Both of these methods are based on recognizing revenue and costs at the end of the project.
Recognizing revenue and costs as a percent of completion is discussed in another chapter.

Adjusting revenue and expenses periodically for projects that are
WIP

The method described here is generally the simpler of the two, but it requires an adjustment at the
time financials are to be reviewed.

Using this method, you keep/report all revenue and costs on the Profit & Loss statement and adjust for
WIP at the end of an accounting period.

You enter job costs using items if you are tracking Actual vs. Budget totals and receive payments as
against invoices as usual. This results in revenue and costs being reported at the Customer:Job
level.

To produce current company financials:

1. Determine which Customer:Jobs are not completed.
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Use the Customer Type field and create a type called “WIP” and another “Completed”.
Change the type to Completed when the project is done. While there are other useful
purposes for this field, several Job Profitability reports only allow you to filter on this field.

Prepare a Profit & Loss by Job report and filter it for the specific time period and select the “WIP”
Customer Type.
The result will be total revenue and total costs for these WIP projects. You should have on the

Chart of Accounts a Work in Process account as an Other Current Asset and an Unearned
Revenue account as an Other Current Liability.

Enter a Journal Entry to record the net change to revenue and costs.

Typically it is easier to create an Income account called “Reclass to WIP” and a Cost of
Goods Sold Account called “Reclass to WIP.” This way, you can easily identify the impact
this transaction had on the financials.

Setting a closing date and closing date password is useful in preventing users from adjusting
transactions that affect the reports used to determine the adjustment values.

Keeping/reporting all Revenue (Draws) and Costs on the Balance
Sheet

Using this method, all revenue (draws/customer deposits) and costs incurred during a project remain
on the Balance Sheet. When the project is complete, total revenue (draws/customer deposits) and
costs are posted to the Profit & Loss Statement. This method assumes you are reviewing and
reporting the financials on an accrual basis and not a cash basis. If you're on a cash basis, you'll
need to make some additional adjustments at tax time.

To use this method:

1. Create a list of budgeted items.

Typically these are Service items. Figure 59 shows an Item list that may be used in a
construction company. However, the task is similar for other industries that require job costing.
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In this example, “Account” is an Income Account type and “COGS Account” is an Other

Current Asset Type.

[-5 Trem List =]
Name Description Type COGS Account Account 0. ©. Price
+01Plans and Permits Plans and Permits Service Work in Process Construction Income 0.00 -
+01.1Plans Plans Service Work in Process Construction Income 0.00
2 01,2 Building Permits Building Permits Service Work in Process Construction Income 0.00
+01,3 City License City License Fee Service Work in Process Construction Income 0.00
+02 Site Work Site Work. Service Work in Process Construction Income 0.00
<+02.10 Demo Demo Service 'Work in Process Construction Income 0.00
+03 Excavation Excavation Service Work in Process Construction Income 0.00
+04 Concrete Concrete Service Work in Process Construction Income 0.00
+05 Masonry Masonry Service Work in Process Construction Income 0.00
+06 Floor Frame Floor Framing Service Work in Process Construction Income 0.00
<07 Wall Frame 'Wall Framing Service 'Work in Process Construction Income 0.00
+0& Roof Frame Roof Framing Service Work in Process Construction Income 0.00
+09 Roof Flashing Roofing, Flashing Service Work in Process Construction Income 0.00
+ 10 Exterior Trim & Decks Exterior Trim & Decks Service Work in Process Construction Income 0.00
+11 Siding Siding Service Work in Process Construction Income 0.00
+12 Doors & Trim Doors & Trim Service Work in Process Construction Income 0.00
+13 Windows & Trim Windows & Trim Service Work in Process Construction Income 0.00
+ 14 Plumbing Flumbing Service Work in Process Construction Income 0.00
+15HVAC Heating & Cooling Service Work in Process Construction Income 0.00
+ 16 Flectrical & Lighting Electrical & Lighting Service Work in Process Construction Income 0.00
+17 Insulation Insulation Service Work in Process Construction Income 0.00
+18 Interior Walls Interior Walls Service Work in Process Construction Income 0.00
+19 Ceilings & Cover Ceilings & Coverings Service Work in Process Construction Income 0.00
+20 Millwork & Trim Millwork & Trim Service Work in Process Construction Income 0.00
+21 Cabinets & Vanities Cabinets & Vanities Service 'Work in Process Construction Income 0.00
22 Spedialty Specialties Service Work in Process Construction Income 0.00
+23 Floor Coverings Floor Coverings Service Work in Process Construction Income 0.00
+24 Paint Painting Service Work in Process Construction Income 0.00
425 Cleanup Cleanup & Restoration Service Work in Process Construction Income 0.00
+26 Landscaping & Paving 26 Landscaping & Paving  [Service Work in Process Construction Income 0.00
+27 Contingency Contingency Service Work in Process Construction Income 0.00
+28 Commissions Sales Commisions Service 'Work in Process Construction Income 0.00
+29 Supervision Supervision Service Work in Process Construction Income 0.00
+30 Finance Job Loan Costs Service Work in Process Construction Income 0.00
+Building Cost Other Related Costs Service Other Construction Costs  |Construction Income 0.00
+Building Sale Service Construction Income 0.00
+Closing Costs Closing Costs Service Other Construction Costs  |Construction Income 0.00 il
Item * |[ Activities ¥ H Reports ™ H Excel ¥ ]

Figure 59 — Sample Item List

2. Select the checkbox, as shown in Figure 60, so that you can use the item properly.

S EditTtem =/ 5=
Zarvi Use for services you charge for or purchase, like
ervice A . :
spedialized labor, consulting hours, or professional
fees,
Custom Fields
Item Name/Number [ Subitem of Be sure to select the

P 1 Plans and Permits

Unit of Measure

created.

checkbox for each item

Spelling

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

Plans and Permits Plans and Permits

Cost 0.00 Sales Price 0.00

vl

- Income Account [ Construction Income v]

Expense Accountl Work in Process

Preferred Vendor

How can I set rates by customers or employees?

D Item is inactive

Figure 60 — Setting up an Item for WIP Accounting
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To create a budget for the project:
1. Create an estimate.

The estimate in Figure 61 uses a Bid Item group, which tracks individual line detail, but shows
only a summarized schedule of values for the customer. This method was described earlier in
this book.

_+{ Create Estimates == ]
) Previous [ Next @ Print = Q E-mail - | %‘l Find &4 Spelling Qh History Create Invoice = E£ Customize = m Letters =
Customer: Job Estimate Class Template
Chris Baker:Remodel Kitc... = Active - Custom Estimate -

= Date
Estimate 12/06/2007 l 5

Chris Baker
123 Main Street
Anytown, U5 99999
Item Description Qty Rate Amount Markup Class Total |
Bid Item o
01Plans and Per... |Plans 1 5,000.00 5,000.00 15.0% 5,750.00
01Plans and Per. .. |Building Permits 1 250,00 250,00 15.0% 287.50
01Flans and Per... |City License Fee 1 125.00 125.00 15.0% 143.75
29 Supervision Supervision 30 45,00 1,350.00 42,0% 1,917.00
General and Conditions 8,098.25
Bid [tem
02 Site Work:02... |Demo 15 25.00 375.00 15.0% 43125
03 Excavation Excavation 1 1,500.00 1,500.00 15.0% 1,725.00
Site Work 2,156.25
Bid [tem
04 Concrete Concrete 1 7,500.00 7,500.00 15.0% 8,625.00
04 Concrete Concrete - Subcontracted Labor 1 2,000.00 2,000.00 15.0% 2,300.00
[Enter Description Customer will see on Invoice] 10,925.00

Customer =
Message

[~ To be e-mailed

Total 18,100.00 3,079.50 21,179.50

Memo

Save & Close ] [ Save &New ] [ Clear

Figure 61 — Example of an Estimate

2. After creating the estimate, invoice the customer.

There are two possible ways that this should be done. If you are invoicing a bank during the
course of a project, then instead of coding the revenue side of the item to Income, code it to
Customer Deposits.

You can invoice for a percentage of the entire estimate or for a specific percentage of
individual line items.

When you select the Customer:Job in the Create Invoices window, QuickBooks displays a
list of active estimates.
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3. Select the estimate that you are billing against as shown in Figure 62 and click OK.

Available Estimates

Customer:Job |Shannnn Estates:Lot 1014 w |
Select an estimate to invoice

C |
Date Amount Customer;Job Est. Mo. ance
D3/31/2007 144,000, 50(Shannon Estates:Lot 1014 2007-0325 |

Help

Figure 62 — Available estimates when Creating an Invoice for a Customer:Job

4. Select what to include on the invoice as shown in Figure 63 and click OK.

Create Progress Invoice Based On Estimate

Spedfy what to indude on the invoice.,

O Create invoice for the entire estimate (100%).
(O Create invoice for a percentage of the entire estimate,

[ ox [ e [ b )

Figure 63 — Progress Billing a Customer:Job
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Edit as necessary in the window shown in Figure 64 and click OK.

Specify Invoice Amounts for ltems on Estimate

Progress Invoice for: Shannon Estates:Lot 101A

For each item below, specify the quantity, rate, amount or % of the estimate
amount to have on the invoice. CEnter ih either colu@

[] show Quantity and Rate Show Percentage / \

Ttem EstAmt  Prior Amt Prior % | Amount Curr % W Tot % |
Bid Ttem »~
1000 Acquisition Costs 92,000,00 0.0% §2,000.00 100.0% 100.0%
1005 Land Planning and Design 17,250.00 0.0% 17,250.00 100.0% 100.0%

109,250.00 109,250.00
Bid Ttem
900 Superintendents 2,875.50 0.0% 1,437.75 50.0% 50.0%
200 Permits and fees 250,00 0.0% 250.00 100.0% 100.0%
1080 Architecture & Enginesring 3,450.00 0.0% 1,725.00 50.0% 50.0%
1020 Utilties 1,150,00 0.0% 0.00 0.0% 0.0%
7,725.50 3,412.75 2
Total 112,662.75

Mote: Allitems will transfer to the invoice, The guantiies and amount will be as you indicated. Although items with a zero amount
display on screen, they can be set not to print from the Jobs and Estimates Preferences.

Figure 64 — Selecting the Line Item Amounts or Percentage to Include on Customer Invoice
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Creating this invoice from an estimate with groups not only allows you to track the details of
costs and revenue, but to also show the Customer:Job only the summarized scheduled of
values as shown in Figure 65.

B Create Invoices
previous [P Next & - L& - B ~ B [#f speling %y History £ Journal  [7] Progress [ - 34 ~
Customer: Job Class Template

|Shannon Estates:Lot 1014 | |Progress Invoice w |

= Date |
Invoice 03/31/2007 225

Shannon Estates Customer will only see the lines
1234 Main Street Suite 200 i i i i
Anytown. TX 11111 highlighted here on their Inveice
Fﬁlﬂqﬂ
Item Description Est Amt Prior... | Qty Rate Total %% Amourt |
Bid Ttem 0 ~
1000 Acquisi... |1000 Acquisition Costs 92,000.00 1 92,000.00 100.0% 92,000.00 =
1005 Land Pl... | 1005 Land Flanning and Design 17,250.00 1 17,250.00 100.0% 17,250.00
99 Soft Costs 10%9,250.00 109,250.00 I
Bid Item a
900 Superint... |00 Superintendents 2,875.50 22.5 63.90 50.0% 1,437.75
200 Permits ... | 200 Permits and fees 250,00 1 250,00 100.0% 250,00
1080 Archite... | 1080 Architecture & Engineering 3,450.00 0.5 3,450.00 50.0% 1,725.00
1020 Utilities 1020 Utilities 1,150.00 a 1,150.00 0.0% 0.00
1000 General Conditions 7,725.50 3,412.75 L,
Customer ™
Message
Total 112,662.75
[ To be printed [ add TimefCosts... | | Apply Credits... | Payments Applied 0.00
[ To be e-mailed Balance Due 112,662, 75
Memo | |
+ Let QuickBooks help you get your Invoice paid online by credit card. [ Save & Close ] [ save &illew | [ Revert

Figure 65 — Actual Invoice to Customer only Shows Highlighted Values
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The image in Figure 66 shows what the resulting customer invoice would look like. Even though we
are tracking “stick and bricks” for our estimate, the customer only needs to see the summarized level
of detail on the invoice form. This works well when the bank provides a unique schedule of values that
you must use, but that don’t necessarily correspond to your list of items.

Sunshine Custom Homes |nV0iCE
123 Main Street
Anvytown, TX 11111 Date Invoice #
3302007 225
Bill To

Shannon Estates
1234 Main Street Suite 200
Anytown, TX 11111

P.O. No. Tems Project

Lot 1014
Item Description Est Amt | Prior Amt | Prior % Qty Rate Curr % Total % | Amount
BidItem |99 Soft Coziz 10925000 0] 10225000 | 100.00% | 10000% [109230.00
BidItem | 1000 General Conditions 7.7123.50 0] 7.723%0 4418% 4418% | 341275

Figure 66 — Customer Invoice

The second option is to leave the original estimate intact until the project is completed. Throughout
the course of the job, you invoice for the Customer Deposits only, using the items that were set up in
the Item list.

To use this option:

1. Create an Invoice for each Customer Deposit or Draw you receive.
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Use the subitems created for each deposit to track, on the job reports, how many payments
you have received as shown in Figure 67.

L] Create Invoices = | B ]
W Previous ¥ Net <GPrint + [@Send ~ BB Ship ~ | Z) Find | Spelling T History >
Customer:Job Class Template
Hamby, Shane:Cottage -... w 04 5ubco... = Intuit Product Invoice |

. Date

Shane Hamby
525 Ravenswood
East Bayshore, CA 94327

—— — 7 S— ——

Quantity Item Code Description Price Each Class Amount
Security Deposit:Down Payment #3 Down Payment =3 ‘ 4,000.00 |04 Su... 4,000.00 =

Customer —

Message

Total 4,000.00

To be printed Add Time/Costs... Apply Credits,.. | Payments Applied 0.00

[7] To be e-mailed Balance Due 4,000.00

Memao

+ Let QuickBooks help you get your Invoice paid online by credit card.

E Save & Close i [ Save & Mew ] [ Revert

Figure 67 - Customer Deposit Invoice
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Figure 68 shows how Work In Process, when set up correctly, is reflected on the Balance Sheet
throughout the project.

Il Balance Sheet E@E|
5551 Sunshine Custom Homes (1) Whenhills or checks are recorded
BIENT Balance Sheet petying for t_:nudgeted iterns on & job
Accrusd Rasix As of March 31, 2007 [using thg |f£em tak), the WIF Asset
o Mar 31,07 o account is increased and Accolnts
Checking/Savings 5 Payable is increased, or if using a
Checking 5000000 il
Total CheckinaiSavings 50,000.00 @ DhECk, CaSh = dEErE'.'aSEd.
Accounts Receiable
Accounis Receivable 11286275 i i
Total Actounts Receivable  112,682.75 @@ (2) During the course of a project,

IMvhices are created for the Customer
Other Current Asscts .
Work in Process 08 £00.00 @ DEDDS ItS Dr_ Dra'.'"."s . Mcuunts
Total Gher Current Assets 55 500.00 Receiable is increased and Customer
Total Current Asact N Deposits (also known as Construction
Tpmem e SRS Loans Payahle) are increased.
TOTAL ASSETS 268 162,75

LIABILITIES & EQUITY
Liabiltics

Current Lisbiliies (3@  wwhen the customer or bank
Accounis Payable s the Imvoice id
Aceounts Payable DE,500.00 @ Egysh is inu:reaaa(d g?‘_lh“aﬁl

Totd Accounts Payable 96, 500,00 - H
I Arccourts Recevable is

Total Current Liabilities 58,500.00 decreased.
Lomg Term Liabiities

Customer Depasits 113 B3 TS @
Total Long Term Liabilities 112 852 78

Figure 68 — Balance Sheet with WIP Accounting Setup

If you are handling retention on the invoice to the customer, add an Other Charge type item that is
mapped to an Other Current Asset type account called Retainage Receivable (as discussed earlier
in this book).

During the profit cycle of the job, it is critical to review the profitability reports. The Job Profitability
reports that come with QuickBooks are set to look at Income/Expense accounts, not Balance Sheet
accounts.

To modify the reports:

1. From the Reports menu, choose Memorized Reports, and then choose Memorized Report List
from the submenu.

2. Create a new report group and call it WIP Reports.

3. Open each report you wish to view detailing the WIP entries, and filter the report for All Balance
Sheet Accounts.
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4. Memorize these reports and store them in the new WIP Report group.

The following are examples of the customized reports.

6:31 PM Sunshine Custom Homes

03/25/07 Job Profitability Summary

All Transactions
¢ Act.Cost < Act. Revenue ¢ (5) Diff. 3

Abby's Pizza Parlor p 50,000.00 4 30,000.00 0.00
Pete's Bike Shop 500.00 0.00 -500.00
Shannon Estates §5,000.00 112 662.75 17,662.75
TOTAL 1456,500.00 162,662.75 17,162.75

Figure 69 — Report Filtered for All Balance Sheet Accounts

When you want to see how you are doing against your original budget for a job during a project, you
can run the Job Estimates v Actuals Detail Report under the Job Costing reports submenu. You
choose the Customer:Job that you want to see the detail on, as shown in Figure 70.

11:45 AN Sunshine Custom Homes
120607 Job Estimates vs. Actuals Detail for Hamby, Shane:Cottage - New Construction
All Transactions
o Est. Cost @ Act. Cost @ ($) Diff. ¢ Est.Revenue < Act.Revenue = (%) Diff. B
Service
14 Plumbing » 3,500.00 4 3,500.00 0.00 4 500.00 0.00 -4 800.00
21 Cabinets & Vanities 3,000.00 3,000.00 0.00 4,200.00 0.00 -4,200.00
23 Floor Coverings 3,000.00 2,250.00 -750.00 4200.00 0.00 -4 200.00
24 Paint 2,500.00 2.200.00 -300.00 3,500.00 0.00 -3,500.00
Security Deposit
Down Payment #1 0.00 0.00 0.00 0.00 4 000.00 4 000.00
Down Payment #2 0.00 0.00 0.00 0.00 4 000.00 4,000.00
Down Payment #3 0.00 0.00 0.00 0.00 4 000.00 4 000.00
Total Security Deposit 0.00 0.00 0.00 0.00 12,000.00 12,000.00
Total Service 12,000.00 10,950.00 -1,050.00 16,800.00 12,000.00 -4,800.00
TOTAL 1.2, 000 00 10,950.00 -1,050.00 16,800.00 12,000.00 -4,800.00

Figure 70 - Budget versus Actual Results during the course of the project
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When a client just wants to see the profitability of a job, without budget information, run a Job
Profitability Detail report for a specific Customer:Job as shown in Figure 71.

Sunshine Custom Homes
Job Profitability Detail for Hamby, Shane:Cottage - New Construction
All Transactions
@ Act. Cost + Act. Revenue = (3) Diff. @
Service
14 Plumbing b 3,500.00 4 0.00 -3,500.00
21 Cabinets & Vanities 3,000.00 0.00 -3,000.00
23 Floor Coverings 2,250.00 0.00 -2,250.00
24 Paint 2,200.00 0.00 -2,200.00
Security Deposit
Down Payment #1 0.00 4,000.00 4,000.00
Down Payment #2 0.00 4,000.00 4 000.00
Down Payment #3 0.00 4 000.00 4 000.00
Total Security Deposit 0.00 12 000.00 12,000.00
Total Service 10,850.00 12 000.00 1,050.00
TOTAL 10,950.00 1.2, 000,00 1,050.00

Figure 71 — Report Filtered for All Balance Sheet Accounts and for a Specific Customer:Job

Remember that the underlying accounts for some of these items are going to the Balance Sheet.

To get this report:
1. Choose Job Profitability Detail from the Job Costing section of the Report Center.
2. Click Modify Report.

3. Select the Filters Tab, under the Current Filter choices, highlight the Account row, and then
select Remove Selected Filter.

4. Click OK.

After removing the filter, your report will show you all activity on the job, not just the activity that hit
P&L accounts.
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Because the items can be coded to either Balance Sheet or Income accounts, before closing out a
job, you need to make sure you know how much is actually going to WIP and Customer Deposits for
each job as shown in Figure 72.

Sunshine Custom Homes
WIP & Security Deposits
All Transactions
+ Workin Process + Customer Deposits « TOTAL &
Chris Baker
Remodel Kitchen b 12,250.00 4-10,500.00 1,750.00
Total Chris Baker 12,250.00 -10,500.00 1,750.00
Cruz, Albert
Cottage - New Construction §,600.00 -7,500.00 -500.00
Total Cruz, Albert 6,600.00 -7,500.00 -500.00
Hamby, Shane
Cottage - New Construction  10,850.00 -12,000.00 -1,050.00
Total Hamby, Shane 10,950.00 -12,000.00 -1,050.00
TOTAL 29,800.00 -30,000.00 -200.00

Figure 72 — Custom Summary Report to do a cross check on WIP and Security Deposits

To create this report:

From the Reports menu, choose Custom Summary Report.
Click Modify Report.

For Dates, select All.

For the Display Columns By, select Account List.

For the Display Rows By, select Customer.

Click Advanced, and then choose Non-zero for Display Rows and Display Columns.

N oo g kr w DR

Select the Filters Tab, and then highlight Account under Choose Filter.

8. Select Multiple Accounts, and then check off WIP and Customer Deposits.

After creating the report, you will have a list of what the balances are for each customer. That way,
before you close the job, you can be sure that your numbers are accurate.
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Closing a job for accounting varies with the type of ownership the QuickBooks user has over the
projects. The method detailed below is specifically for the QuickBooks user that does not own the
property, but progressively receives loan draws from the customer or customer’s bank. However, the
same form can be used to record details on a project that is owned and later sold. The difference is
additional line details recording costs and revenue not otherwise accounted for when one doesn’t own
the project.

When the job is completed and all vendor bills are entered and all customer or bank invoices (draws)
are done, the job financials can be posted to the income statement.

To post the job financials to the income statement:
1. Inthe Item list create Other Charge type items for the following:

e Reverse WIP: Set up as a one-sided item with the account coded to the Work In Process
Other Current Asset account.

e Cost of Goods Sold at Closing: Set up as a one-sided item with the account coded to the
Cost of Goods Sold account.

2. Run the Job Profitability Detail Report for the job, see Figure 71, and run the WIP & Security
Deposit report shown in Figure 72.

3. Create the final invoice by clicking Create Invoice on the Estimate.

This transfers all of the information from the original estimate to the invoice and creates a
revenue event. Since you have already been receiving in deposits during the course of the
project, review the Job Profitability Detail report discussed in Step 2 above, and deduct each
deposit from the final invoice, as shown in Figure 73.
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It is important to close out the revenue using an invoice rather than a check because when
running the Job Profitability Detail report after closing out the job, you want all revenue
events to fall under the Revenue column on the report. If you close out revenue on a check,
then it falls under the Cost column on the report.

|._1 Create Invoices El@
& previous [ Next @ Print - @ Send - ﬁ Ship - | a Find [ Spelling Qh History =] Journal E Progress | ”
Customer:Job Class Template
Hamby, Shane:Cottage -... = 04 Subco... = Progress Invoice -

- Date
Invoice 01/01/2008 10

Shane Hamby
525 Ravenswood
East Bayshore, CA 94327
FEHFEH
Item Description EstAmt  Prior Amt  Qty Rate Total % Amount |
14 Plumbing Plumbing 4,500.00 4,900.00 | 100.0% 4,900.00 -
21 Cabinets & Vanities Cabinets & Vanities 4,200.00 4,200.00 100.0% 4,200.00
23 Floor Coverings Floor Coverings 4,200.00 4,200.00 | 100.0% 4,200.00
24 Paint Painting 3,500.00 3,500.00 | 100.0% 3,500.00
Subtotal Subtotal 15,800.00
Security Deposit:Down Payment #1  (Down Payment #1 -4,000.00 -4,000.00
Security Deposit:Down Payment #2  |Down Payment #2 -4,000.,00 -4,000.00
Security Deposit:Down Payment #3  |Down Payment #3 -4,000.00 -4,000.00
Customer -
Message
Total 4,800.00
To be printed [ Add Time/Costs... | [ Apply Credits... | Payments Applied 0.00
[ To be e-mailed Balance Due 4,300.00
Memo
Let QuickBooks help you get your Invoice paid online by credit card save &Close ] [ Save & New ] [ Revert

Figure 73 - Final Invoice on Job to Close it out

To close out the Work in Process to Cost of Goods Sold, use a check transaction and items since you
cannot include items in a journal entry. In essence, the check acts like a journal entry.

To close out Work in Process to Cost of Goods Sold:
1. Create a bank type account in the Chart of Accounts called “Adj Register.”
This register holds the zero check forms that behave similarly to journal entries.

2. Enter a check using the newly created bank account “Adj Register” and create a Zero Check, as
shown in Figure 74.

Use the WIP & Security Deposits report created in Figure 72 to ensure you close out the
right amount from WIP to Cost of Goods Sold.
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Line one decreases (credits) the WIP asset account. Line two increases (debits) the Cost of
Goods Sold account. The result is a net -0- check form that was used like a Journal Entry.

:ﬁ Write Checks - Journal Entries

[F=3{EcH 5|

4 Previous B Next @ Print | %_ Find [=] Journal
Bank Account | Journal Entries - Ending Balance 0.00
Mo, 2
Date 01/01/2008 .
Pay to the Order of - £ 0.00
Dollars
Address
Memo Closing Chedk Order Checks
Expenses £0.00 | Items $0.00 |7 To be printed
Item Description Qty Cost Amount Customer: Job Billable? Class
Reverse WIP Reverse WIP -10,950... |-10,250.00 |Hamby, Shane:Cottage - New Construction l_ 06 Development =
at dosing
Cost of Goods Sold at Clesing  |Cost of 10,950.00 | 10,950.00 |Hamby, Shane:Cottage - Mew Construction r 06 Development
Goods Sold at
Closing
[ SelectPo ] [ Receive A how PO Time
[smeacie | [meanen ][ even

Figure 74 — Zero Check Method Used to Close Job Out to Cost of Sales

The resulting company Profit & Loss is shown in Figure 75.

L

Sunshine Custom Homes
Job Profitability Detail for Hamby, Shane:Cottage - New Construction
All Transactions
+ Act.Cost + Act. Revenue <  (§) Diff.
Service
14 Plumbing 3,500.00 4,500.00 1,400.00
21 Cabinets & Vanities 3,000.00 4,.200.00 1,200.00
23 Floor Coverings 2,250.00 4,200.00 1,950.00
24 Paint 2,200.00 3,500.00 1,300.00
Security Deposit
Down Payment #1 0.00 0.00 0.00
Dowen Payment #2 0.00 0.00 0.00
Down Payment #3 0.00 0.00 0.00
Total Security Deposit 0.00 0.00 0.00
Total Service 10,550.00 16,800.00 5,850.00
Other Charges
Cost of Goods Sold at Closing p 10,850.00 4 0.00 -10,950.00
Reverse WIP -10,950.00 0.00 10,850.00
Total Other Charges 0.00 0.00 0.00
TOTAL 10,950.00 16,800.00 5,850.00

Figure 75 — Resulting Income Statement after Recording Zero Check
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Once the job is closed, the customer (in this case, Shane Hamby) should drop off the WIP &
Security Deposits report as shown in Figure 76.

ﬁ\lotice that Shane Hamby no

: longer shows up on this report
Sunshine Custom Homes now that the right amount of WIP

WIP & Security Deposits| and Security Deposits have

All Transactions been closed out for the job.
+ Workin Process + Customer Deposits « TOTAL S

Chris Baker

Remodel Kitchen 12,250.00 -10,500.00 1,750.00
Total Chriz Baker 12,250.00 -10,500.00 1,750.00
Cruz, Albert

Cottage - New Construction §,500.00 -7,500.00 -500.00
Total Cruz, Albert 5,5600.00 -7,500.00 -500.00

TOTAL ] 18,850.00 4 -18,00:0.00 350.00

Figure 76 — After Relieving WIP and Customer Deposit Items, Customer Should Drop off the Report
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PERFORMING OTHER JOB COSTING TASKS
Reconciling Job Costs to the Profit & Loss Statement
Tracking Customers that Pay Vendor Bills Directly
Creating a Bill Payment Stub

Recording a Vendor Refund

Creating Job Costing using Journal Entries
Reconciling Profit & Loss Totals to Profit & Loss by
Job Totals

Reconciling Job Costs to the Profit & Loss Statement

One of the most important tasks when accounting for projects with job costs is reconciling the total of
these job costs back to the company’s consolidated Profit & Loss statement. To avoid any
time-consuming research work, create a fictitious job called “Overhead Costs.” Make sure that every
Profit & Loss line entry includes a Customer or Customer:Job. This way, when you print the Profit &
Loss by Job it will match the consolidated income/loss statement.

Tracking Customers that Pay Vendor Bills Directly

This occurs often when the bank loan proceeds for a project are paid directly to the owner (not to the
General Contractor) and the owner pays the vendor’s bills directly.

To track the overall costs/revenue of the project:

1.
2.
3.

Create a bank account named “Owner Paid Bills Clearing.”
Create the invoice to the customer and bills for vendors as usual.

Prepare a customer payment form for the amount of funds that the owner was paid directly from
the bank and deposit the amount of the customer payment in the previous step to the “Owner
Paid Bills Clearing” bank account.

Request from the owner copies of the bills and checks written. Then, pay the same bills assigning
the owner’s check number using the same “Owner Paid bills Clearing” bank account.

Reconcile the “Owner Paid bills Clearing” bank account at the end of each draw cycle.

The balance should always be -0-.
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Creating a Bill Payment Stub

Often a check stub does not have enough space to show all of the bills used to pay the vendor. This
occurs when you pay multiple vendor bills with one check. If you are paying so many vendor bills with
one check that there are not enough lines, create a bill payment stub on blank paper.

To create a bill payment stub on blank paper:
1. From the File menu, choose Print Forms, and then choose Bill Payment Stub.

2. Select the date range and put a checkmark next to those vendor bills you wish to print a summary
to paper.

3. Provide this bill payment stub document with the check given to the vendor.

Recording a Vendor Refund

Sometimes you must record a vendor refund that needs to credit the Customer:Job to which it was
originally charged. Normally, when you need to record a vendor refund you can simply add a line to a
new or existing deposit form. The problem with job costing is that the deposit form does not allow you
to assign the amount to an item so the Job Profitability reports show a “no name” amount at the
bottom.

To record a vendor refund:

1. Toincrease the bank balance (deposit the credit/refund) and to decrease the job costs, create a
net -0- check form from the Adj. Register bank account, as shown in Figure 77.

2. Onthe Expenses tab, list the checking account you are depositing the refunded money to as a
positive amount.

You'll see this amount as a deposit in the bank register.

. Write Checks - Adjustment Register

iprevious B Mext &Gprint ~ | ) Find ] Journal

Bank Account |.-!\djushnent Register w | Ending Balance 0.00
No, 1003
Date 12/31/2007 [H)
Pay to the Order of Vendor Return to Credit Job Costs A 5 0.00
Dollars

Vendor Return to Credit Job Costs

Address

Memo

Expenses $500.00 | Items -s500,00 | [ Online Payment ] To be printed
Account Amount | Memo Customer:Job | Billable? |
Company Checking Account | 500,00 |Return of unused materials M
b
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew ] ’ Clear ]

Figure 77 — Sample of a -0- Check Form to Record Deposit of Vendor Refund
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3. Onthe ltems tab, select the item (cost code) that was used with the original charge and enter a
negative amount. Be sure to assign the job here so that job costs will be reduced.
See Figure 78.

£ Write Checks - Adjustment Register
@ previous [P Mext & print - By Find  [£] Journal

Bank Account |Adjustment Reaqister “ | Ending Balance 0.00
No, 1003
Date 12/31/2007 [HH)
Pay to the Order of Vendor Return to Credit Job Costs “ S 0,00
Dallars

Wendor Return to Credit Job Costs

Address
memo Order Checks
Expenses ssnn.nnl Items -$500.00 I [] online Payment [ ] To be printed
Ttem Description Oty  Cost Amount Customer: Job Billable? |
04 Concrete  |Concrete 1 -500.00 -500.00 |Abby's Pizza Restaurant o~
w
Select PO Time
[ Clear Splits ] [ Recalculate Save & Close ][ Save & MNew ][ Clear ]

Figure 78 — Sample of a -0- Check Form for Line that Will Reduce Job Costs

Preparing an Over/Under Billing Report for Percentage Complete
Projects

Some industries produce financials based on completed contract (recording revenue only when the
project is totally finished) and others on percent complete (recognizing revenue progressively through
the job). This section discusses the percentage completed method.

This percentage is determined by dividing the costs to date over the current budget. The current
budget is defined as the original budget plus any approved change orders. This is done through an
adjustment to the financials for overstated/understated revenue. Because customer monies are often
collected in advance of the work in job costing, you'll want to state the true revenue on the financials
carefully.

Accounting guidelines recommend that Revenue Earned = (Total Costs to Date / Current Project
Budget) x Current Customer Contract Sales Price. In essence, you are computing the percentage
complete on the project and using the percentage against the contract sales price when determining
the amount of revenue to record.

The Cost to Complete Summary report comes close but has some of shortcomings: 1) it uses a
manually-entered percentage complete, which is more appropriate when visualizing the progress of a
job rather than accounting for it by the numbers; 2) the report does not provide the amount that is
earned; and 3) users need to be able to eliminate from this report jobs that are completed. However,
even though there is a job status field and an inactive job field, you cannot filter the report in this
manner.
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In preparing this analysis, caution needs to be taken that all estimates are current with any approved
change orders for both costs and markups added to the estimate. All outstanding vendor bills and
other costs should be entered before computing this report.

Since the report only needs to be run for uncompleted jobs, you can use the Customer Type field in
the Customer record window. You can then create a new customer type named “Completed” Assign
the completed jobs this customer type, create the report, and filter for all other types.

To prepare this over/under billings report:
1. From the Reports menu, choose Job Costing, and then choose Job Estimates vs. Actuals.

2. Collapse the report detail, and then filter the report for customer types. See Figure 79.

Sunshine Custom Homes

Job Estimates vs. Actuals Summary
All Transactions

Est. Cost Act. Cost ($) Diff. Est. Revenue Act. Revenue {$) Diff.
Chris Baker 35,600.00 12,250.00 -23,350.00 45 679.50 10,500.00 -35,179.50
Cruz, Albert 9,000.00 8,100.00 -900.00 12,600.00 7.500.00 -5,100.00
Hamby, Shane 12,000.00 10,950.00 -1,050.00 16,800.00 16,800.00 0.00
TOTAL 56,600.00 31,300.00 -25,300.00 75,079.50 34,800.00 -40,279.50

Figure 79 - Job Estimates vs. Actuals Summary

3. Export the results to Excel, as shown in Figure 80.
4. Modify column H: Act. Costs (column E) divided by Est. Costs (column C).
This yields the percentage complete for the projects.

5. Add a new column L: Est. Revenue x % Complete (column H).

This yields the earned revenue for the project.
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With this information, you can see that customers have been overbilled by $381,636.25. If you are
adjusting the book financials, you can create a Journal Entry with a Debit to Revenue and a Credit to
Unearned Revenue (liability account).

[ A B € |B| E [ F| G [H| | {4 K [ L M | N| 0 _ P

Act Costs/ EstRev*® %

1 Est Costs Complete
% Earned

2 Est.Cost  Act.Cost  Complete Est. Revenue Revenue Act. Revenue {§) Diff.
3 Chris Baker 35,500.00 12,250.00 34 41% 45,679.50 15718.37 10,500.00 5218.37
4 Cruz, Albert 9,000.00 8,100.00 90.00% 12,600.00 11,240.00 7,500.00 3,840.00
5 - Hamby, Shane | 12,000.00 10,950.00 91.25% 16,800.00 15,330.00 15,800.00 -1,470.00
6 |ToTAL 56,600.00  31,300.00 55.30% 7507950  42,388.37 3480000 | 7,588.37)
? 4
8

Figure 80 — The QuickBooks Job Estimates vs. Actuals Summary Report Modified in Excel

Creating Job Costing using Journal Entries

Journal entries are easy to use for job costing when you're using just the Profit & Loss by Job report.
If you are using job profitability reports, all journal entry transactions assigned to customers appear as
a “no item” line item on these reports because you do not have access to items in the Make Journal
Entry window.

This section discusses what to avoid when you choose to create a journal entry with job costs.

Always leave the first line blank on a journal entry. When entering a multi-line Journal Entry with Job
Costs, whatever is entered on the first line directs how other costs are treated on the Profit & Loss
statement. Following is an example to demonstrate this.

Figure 81 shows a sample journal entry that is both a Customer:Job cost and overhead cost
adjustment. The overhead adjustment is not expected to affect the Customer:Job reports. Create the
Journal Entry without leaving line one blank. Further, enter a Customer:Job name on line one but
continue with the rest of adjustment to the financials, which includes non Customer:Job specific
adjustments.

EE Make General Journal Entries

) previous [ pext aﬁ#riﬂt... E}_ Find ':':h History I'ﬂ Reverse F'.epurts. =

Date @15;200? Enitry No. I_mn Adjusting Entry
Account Debit Credit Memo Mame Billablz?
£ | 2000 fprsdass b opensesPstss Bk o
|Itiities 250,00 to redlass utilites expense =
Job Materials and Supplies: Job Matenial Purchases 1,000.00 [to redass job expenses
>

Totals 1,000,00  1,000.00

Figure 81 — Sample of a Journal Entry to Create an Issue for Job Cost Reports
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The resulting Profit & Loss by Job report inaccurately shows the utility line adjustment as a job cost.
This is because the first line of any Journal Entry is a source line. The Journal Entry in Figure 82
shows an error from Figure 81.

e Quality-Built Construction
12115007 Profit & Loss by Job
Accrual Basis December 15, 2007
2 Pete's Bike Shop « TOTAL &

Ordinary Income/Expense
Cost of Goods Sold

Cost of Goods Sold [ 750.00 4 750.00
Total COGS T&0.00 T&0.00
Gross Profit -750.00 -750.00
Expense

Job Materials and Supplies -1.000.00 -1.000.00

I Utilities 250.00 250.00 I
Total Expense -720.00 -720.00
Net Ordinary Income 0.00 0.00

Net Income 0.00 0.00

Figure 82 — Sample of Report Showing an Error from the Journal Entry

The correct method is to add a “blank” line as the first row, as shown in Figure 83. (Pressing
Control + Insert adds a new line.)

&8 Make General Journal Entries

rrevious [ next Ggrrint.. By Find Wy Hstory @Preverss  {S|Reports -

Date 12/15/2007 Entry Ma, Adiusting Entry

Account Debit | Credit _ Memo Name Bilable? |
| &
Cost of Goods Sold 750.00 to reclass job expenses  |Pete's Bike Shop =
Utilites 250.00 to reclass utilites expense
Job Materials and Supplies: Job Material Purchasss 1,000.00 [to redass job expensas 3
Tofals 1,000.00  1,000.00

Figure 83 — Correctly Creating a Journal Entry that has a Job Cost Line Plus Other Adjustments
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This corrects the Profit & Loss by Job report, as shown below, where the insertion of a blank line in
the journal entry removed the error from the report.

&61AM Quality-Built Construction
e Profit & Loss by Job
Accrual Basis December 15, 2007
o Pete's Bike Shop < TOTAL @

Ordinary IncomefExpense
Cost of Goods Sold

Cost of Goods Sold p 750.00 o _750.00

Total COGS 750.00 _750.00

Gross Profit -750.00 -750.00

Net Ordinary Income -750.00 -730.00
Net Income =7 50.00 -7 50.00

Figure 84 — Adding a “Blank” Line One to a Journal Entry

Reconciling Profit & Loss Totals to Profit & Loss by Job
Totals
Good accounting practices would have you reconcile the Profit & Loss Standard to the Total of the

Profit & Loss by Job(s). You may see costs that should have been assigned to a Customer:Job but
were not, as shown in Figure 85.

11:02AM  Sample Quality Built Construction

faizsio? Profit & Loss
Accrual Basis December 1 - 15, 2007
+ Dec1-15,07 «
Ordinary Income/Expense

Income
Construction Income k 2500.00 4
Total Income 2,500.00

Cost of Goods Sold

Job Related Costs 155.00

Total COGS 155.00

Gross Profit 2,345.00
Expense

Utilities §56.00

Total Expense 656.00

Net Ordinary Income 1,689.00

Net Income 1,659.00

Figure 85— Month to Date Profit & Loss
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When you compare the Profit & Loss to the Profit & Loss by Job you see that the Gross Profit does

not match. In Figure 86, $155.00 of job related costs have been posted, but not to a job.

11:03 AM Sample Quality Built Construction
naizsior Profit & Loss by Job
Accrual Basis December 1 - 15, 2007
+ Pete's Bike Shop + TOTAL L
Ordinary Income/Expense
Income
Construction Income p 2500.00 4 2.500.00
Total Income 2 500.00 2 500.00
Gross Profit 2 500.00 2 500.00
Net Ordinary Income 2,500.00 2,500.00
Het Income 2,500.00 2,500.00

Figure 86 — Profit & Loss by Job without the Unassigned Related Job Cost

You can find these errors using the Contractor report Expenses not Assigned to Jobs, as shown in

Figure 87.

To find the errors:

1. If you are using QuickBooks Premier Contractor edition, from the Reports menu, choose
Contractor Reports, Expenses not Assigned to a Job.

If you are using Premier Accountant Edition, from the Reports menu, choose Industry
Specific, and then choose Contractor from the submenu.

11207 AM Sample Quality Built Construction
D3zE07 Expenses Not Assigned to Jobs
Accrual Basis December 1 - 15, 2007
% Type + Date <+ Hum ¢ Memo % Account + Class + Amount @
ABC Supplier
Bill 12M52007 558 Painting Job Related Costs 55.00 4
Total ABC Supplier 155.00
Green Gas and Electric
Bill 121 82007 Utilties 658,00
Total Green Gas and Electric §56.00
TOTAL 811.00

Figure 87 — Locating Costs Not Assigned to a Customer:Job

2. Drill down on the report and add the appropriate Customer:Job to the transaction lines.
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If the report is long, you can filter it for Cost of Goods Sold Account type. These are the transactions
that need to be assigned to a Customer:Job.

For all other editions of QuickBooks, you can use the Profit & Loss Standard Report, and total it by
“Payee” to find transactions not posted to a customer:job, as shown in Figure 88. For any vendor
transaction posted to Cost of Goods Sold account with a job, the column heading will be the vendor’s
name. For any transaction that had no name, such as a Journal entry, the column will be named “no
name.” For each of these columns you can drill down to the transactions and correct it by assigning
the proper job.

[ Modify Report... ]_[ Memorize. .. ][ Print. .. ][ E-mail * ][ Export... ]_[ Hide Header ][ Expand ] [ Refresh ]

Dates | This Month-to-date | From [ 12/01/2007 [E] To [ 12/15/2007 [B] Columns ! Payee » EortB\; Default v
i Quality-Built Construction
12115007 Profit & Loss
Accrual Basis December 1 - 15, 2007

Cottage - New..
+ Pete's Bike 5. + (Cruz, Albert) <+ Total Cruz, A.. + Tedford, Dan oI ABC Supplier Ie Bank of Midd...
—

Ordinary Income/Expense

Income
Construction Income » 0.00 4 33,500.00 33,500.00 0.00 0.00 0.00
Total Income 0.00 33,500.00 33,500.00 0.00 0.00 0.00

Cost of Goods Sold

Cost of Goods Sold 1,650.00 0.00 0.00 0.00 0.00 0.00
Job Labor Costs 0.00 5654 44 5,654 44 0.00 0.00 0.00
Job Related Costs 0.00 15,895.04 15,985.04 0.00 250.00 0.00
Total COGS 1,650.00 21640.48 21684048 0.00 280.00 0.00

Figure 88 — Profit & Loss Standard Sorted by Payee

Any transaction listed in No Name column, as shown in Figure 89, is due to there being no vendor or
customer name on the record, such as a Journal Entry.

| Modfy Resart... | [ Memorize... | Pring.. |[ E-mail » |[ Export... | [ Hide Header || Expand | [ Refresh |

pates | This Month-to-date + | Erom | 12/01/2007 [E]| To | 12/15/2007 (@] cokmns |Payee ¥ |sertEy O
241 PM Quality-Built Construction
oLl Profit & Loss
Accrual Basis December 1 - 15, 2000
@  Teichman, Tim  + Yoo, Young-Hyu Ho name TOTAL w
Crdimary IncomeErpenas
Income
Conetruction ncome 0.00 0.00 0.00 33,500.00
Total Income 0.00 0.00 .00 33,500.00

Cost of Goods 50id

Cost of Goods Sold 0.00 0.00 1.200.00 2,350.00
Job Laber Cosls 0.00 0.00 0.00 8.412.84
Job Related Costs .00 0.00 0.00 18,245.04

Total COGS 000 000 1,200,600 35 507 BE

Figure 89 — No Name Column
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Allocating Shared Expenses

To allocate shared expenses across multiple classes, create an “Overhead” Class in the Class List.
At the end of each month, quarter, or year, allocate the overhead amounts in that Class to the other
Classes by account. That way, those classes are properly burdened by overhead expenses and you

get a better idea of profitability per class.

To allocate shared expenses:

1. Select Lists, Class List and then the New button to create a class to capture the expenses to be

allocated, for example you can call it Overhead or Allocation Class.

2. Once you have entered transactions and are ready to allocate Overhead expenses, run

the Profit & Loss by Class report. See Figure 90.

12:38 AM
1217107

Accrual Basis

Income
Construction Income b
Total Income

Cost of Goods Sold

Cost of Goods Sold

Other Construction Costs
Total COGS

Gross Profit
Expense
Travel

Total Expense

Het Income

Sunshine Custom Homes
Profit & Loss by Class

All Transactions

<+ 04 Subcontracted < 06 Development < 20 Admin/Overhead « TOTAL

16,800.00 4 0.00 0.00 18,800.00
15,800.00 n.o0 n.o0 15,800.00

0.00 10,850.00 10,%50.00
1,500.00 0.0 . 1,500.00
1,500.00 10,850.00 0.00 12,450.00
15,300.00 -10,850.00 0.00 4,350.00

0.0 0.0 300.00 300.00

0.0 0.0 300.00 300.00
15,300.00 -10,950.00 -300.00 4,050.00

Rl

Figure 90 - P&L By Class before Allocating Overhead
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To allocate overhead expenses, you typically want to base them on some meaningful criteria of what
drives the business in each class. For this example, we will allocate them based on total Cost of
Goods Sold for each class as a percentage of the total company’s Cost of Goods Sold. Therefore,
the Subcontracted Class would be allocated 12% of the Overhead expenses, and the Development
Class would be allocated 88% of the Overhead expenses a shown in Figure 92.

-

I Make General Journal Entries E@
@l Previcus [ Mext &5 Print... ‘ % History [ Reverse

Date 12/31/2007[@]  Entry Mo, 1

Account Debit Credit Memao M... B... | Class
Travel 35.00 To Allocate Overhead Expenses 04 Subcontracted -
Travel 264.00 To Allocate Overhead Expenses 06 Development
Travel 300.00 |To Alocate COverhead Expenses 20 Admin/Qverhead
Totals 300,00 300,00 |

Save & Close I| Save &hew |I Clear I

Figure 91 — Allocation Journal Entry

After the Journal Entry has been recorded, the Profit & Loss by Class report will look like the report
shown in Figure 92.

12:48 AM Sunshine Custom Homes
12T Profit & Loss by Class
Accrual Basis All Transactions
04 Subcontracted 06 Development TOTAL
« May 15, 08 « % of Row < May 15,08 <+ % of Row < May 15, 08 + % of Row <«
Income
Construction Income b 1520000 4 100.0% 0.00 0.0% 16,800.00 100.0%
Total Income 16,800.00 100.0% 0.00 0.0% 16,800.00 100.0%

Cost of Goods Sold

Cost of Goods Sold 0.00 0.0% 10,950.00 100.0% 10,950.00 100.0%

Other Construction Costs 1,500.00 100.0% 0.00 0.0% 1,500.00 100.0%

Total COGS 1,500.00 12% 10,950.00 38% 12,450.00 100.0%

Gross Profit 15,300.00 351.7%  -10,950.00 -281.7% 4,350.00 100.0%
Expense

Travel 36.00 12.0% 254.00 88.0% 300.00 100.0%

Total Expense 35.00 12.0% 2564.00 B88.0% 300.00 100.0%

Het Income 15,264.00 376.9% -11,214.00 -276.9% 4,050.00 100.0%

Figure 92 - Profit & Loss By Class after Overhead has been allocated
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EXPORTING QUICKBOOKS DATA TO EXCEL
Using Excel to Enhance Reporting

Using Auto Outline

Enhancing the Audit Trail with Auto-Filter

CHAPTER 8:
EXPORTING QUICKBOOKS REPORTS TO EXCEL

Using Excel to Enhance Reporting

QuickBooks Pro and higher editions allow you to export reports directly to Microsoft® Excel.! Once in
Excel, the reports can be edited, formatted, or changed as necessary to meet specific user needs.

To export areport to Excel:
1. Generate the report to you want to export:

2. Click Export on the button bar as shown in Figure 93.

I| Modify Repaort... Memorige... || Print... Hide Header || Collapse Refresh

| Dates | IPYIECEE N v | From | 12/01/2007 [B] To [ 12/15/2007 [M)] Columns |Total only v |5
12:41 PM Larry's Landscaping & Garden Supply
TR, Profit & Loss
Accrual Basis December 1 - 15, 2007
¢ Dec1-15,07 &
Ordinary Income/Expense f
Income =
Landscaping Services
Design Services [ 3,850.00 4
Job Materials
Misc Materials 1259.00
Decks & Patios 45.00
Fountains & Garden Lighting 1,961.95
Plants and Sod 1,907.70
Sprinklers & Drip systems 1,541.25
Total Job Materials 5,584.90
Labor
Installation 7,261.00
Maintenance & Repairs 2835.50 b

Figure 93 - Exporting a Report to Excel

! Microsoft Excel integration requires Excel 2000, 2002, 2003, or 2007.
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The Export Report window displays as shown in Figure 94.

As shown, reports can be exported to .CSV files, a new Excel workbook, or an existing Excel
workbook. If you're exporting to an existing Excel workbook, you can choose which worksheet
in the workbook will be populated with the report data.

Export Report fgl

| Basic Iﬂgvanted I

Export QuickBooks report ba:
() a comma separated values {.csv) file
) a pew Excel workbook

(%) an existing Excel workbook

| C1\DatalAccounts Receivable Analysis.ds | | Browse...
(%) yse an existing sheet in the workbook

b N

) create a new sheet in the workbook

Include a new worksheet in the workbook that explains Excel
worksheet linking

EEWi[Camel}[Help

Figure 94 - Export Report Window
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3. Click the Advanced tab to open the window shown in Figure 95; here you can control formatting
and printing preferences and how the report will be exported to Excel.

Basic Advanced I

Preserve the following QuickBooks report formatting options:
fﬂnfﬁc Space between columns
Colors Row height

Turm on the following Excel features for this report:
AutoFit (set column width to display all data)
Freeze panes (keep headers and labels visible)
Show Gnrdlines
[] Auto Qutiine (allows collapsing | expanding)
[] auto Filtering (allows custom data filtering)

Printing options
(%) Send header to Page Setup in Excel
() Send header to screen in Excel
Repeat rew labels on each page

[ ewot ] [ coned | [ o ]

Figure 95 - Advanced Options for Exporting Reports

One of the noteworthy features of the export to Excel function is that exported reports have formulas in
Excel for subtotals and totals. Because QuickBooks places formulas in these cells, it is easy to modify
Excel reports for minor, last minute adjustments and to perform “what-if” analysis on the financial
statements. Another feature that is particularly useful when exporting detail reports is the Auto
Outline option encircled in Figure 95. This causes the exported report to automatically invoke the
Excel outline features allowing users to easily expand and contract the report detail.

Maintaining Multiple Financial Statements in One Excel Workbook

In many instances, it may be desirable to maintain financial statements for an entire year inside one
Excel workbook. QuickBooks facilitates this by allowing you to export financial statements to specific
worksheets in specific workbooks. Accordingly, it is possible to create a workbook with twelve
worksheets — one for each month — and then to export each month’s Balance Sheet, for instance, to a
separate worksheet within the workbook.
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To initiate this process:

1. Open the desired financial statement in QuickBooks and click Export as shown in Figure 96.

Modify Report... Memorize... || Print... @ Hide Header || Collapse Refresh
Dates iThis Fiscal Year-to-date V| As of | 12/157200 e olumns |T0ta| only + | Sort By | Default A
12:22 PM Rock Castle Construction
$ZHNE Balance Sheet
Accrual Basis As of December 15, 2007
# Dec 15, 07 B
ASSETS i
Current Assets
Checking/5avings
Checking » 97.333.47 4
Savings 14,368.42
Total Checking/Savings 111,705.89
Accounts Receivable
1200 + Accounts Receivable 2441378
Total Accounts Receivable 84 413.78
Other Current Assets
Employee Loans 62.00
Tools & Equipment 5,000.00
1120 - Inventory Asset 22 T703.76
1350 - Retainage 2,451.80
1400 - Undeposited Funds 57,126.52
Total Other Current Assets 67,354.08
Total Current Aszets 283 47475
Fixed Assets
Accumulated Depreciation -121,887.78
Buildings 325,000.00
Computers 28 501.00
Furniture 7,325.00
Land 50,000.00
1500 - Trucks 78.352.91 =

Figure 96 - Exporting Financial Statements to Excel
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2. Next, indicate the workbook and worksheet in which the exported financial statement should be
placed as shown in Figure 97.

If there is not already a workbook or worksheet for the financial statement or report, a new
workbook or worksheet may be created by selecting the appropriate option.

Export Report X

J Basic |.ﬁ.ghranced |

Export QuickBooks report to:
) a comma separated values {.csv) file

) a new Excel workbook

%) an existing Excel workbook

|C:‘|,D|::v:uments and Settingst .. | Browse. .,

{®) uze an existing sheet in the workbook

December "

(") create & new sheet in the workbook

[ Indude a new worksheet in the workbook that explains Excel
worksheet linking

[ Export ] [ Cancel ] [ Help

Figure 97 - Exporting a Financial Statement to a Specific Worksheet
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As shown in Figure 98, the selected financial statement was exported to the December
worksheet within the 2007 Financial Statements workbook.

AlB|C|D] E F | ¢ | H | I K

1 Dec 15, 07,
2 |ASSETS

3 Current Assets

4 Checking/Savings

9 Checking 97,338.47
6 Savings 14,368.42
7 Total Checking/Savings 111,706.89
8 Accounts Receivable

9 1200 - Accounts Receivable 24,413.78
10 Total Accounts Receivable 8441378
11 Other Current Assets

12 Employee Loans 52.00
13 Tools & Equipment 5,000.00
14 1120 - Inventory Asset 22,703.78
15 1350 - Retainage 2,451.80
16 1400 - Undeposited Funds 57,126.52
17 Total Other Current Assets 87,354.08
18 Total Current Assets 283 47475
19 Fixed Assets

20 Accumulated Depreciation -121,887.78
21 Buildings 325,000.00
22 Computers 28,501.00
23 Furniture 7,325.00
24 Lang 90,000.00
25 1500 - Trucks 78,352.91
26 Total Fixed Assets 40729113
27 Other Assets

28 Pre-paid Insurance 1,041.85
29 Total Other Assets 1,041.85
30 |ToTAL ASSETS 691,807.73
31 |LIABILITIES & EQUITY

32 Liabilities
W 4 » wP January £ February £ March £ April £ May £ June £ July £ August £ September £ October Nmfember[}\[}eoember/

Figure 98 - Exported Financial Statement in Excel

Using Auto Outline

Excel’'s Outline feature is a terrific way of being able to “roll-up” selected data so that rows and
columns are quickly hidden and unhidden as required during review and analysis of data. When
exporting financial statements to Excel, it is possible to have the Outline feature automatically enabled
so that subaccounts are rolled-up into their respective main accounts. The advantage to using this
approach versus the QuickBooks built-in Expand/Collapse function is that Outline allows individual
groupings of subaccounts to be selectively expanded or collapsed, whereas the built-in function only
allows for expanding and collapsing all subaccounts simultaneously.
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To export financial statements with the Excel Outline feature enabled:

1. Choose the Advanced tab of the Export Report window, check the box labeled Auto Outline as
shown below in Figure 99, and click Export.

Export Report f5__<|

Basic Advanced |

Preserve the following QuickBooks report formatting options:
Fonts [ ] space between columns
Colors Row height

Turn on the following Excel features for this report:
AutoFit (set column width to display all data)
Freeze panes (keep headers and labels visible)
[w] Show Gridiines
uto Cutline (allows collapsing / expanding);

[ ] Auto Filtering (allows custom data filtering)

Printing options
{(*) Send header to Page Setup in Excel
{3 send header to screen in Excel

Repeat row labels on each page

Export ]] | canel | | Help

Figure 99 - Exporting Financial Statements with Auto Outline Enabled
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With the report exported, subaccounts can be collapsed and expanded as necessary by
selecting the appropriate Outline levels in the upper, left-hand corner of the Excel window or
by clicking the appropriate “+” and “-” keys next to each level in the body of the report as
shown in Figure 100.

1]z]3]a]5 AlB|C|D|E| F G | H
Dec 1 - 15, 07
[ [ L Ordinary Income/Expense
[ [ i Income
i 4000 - Construction
| 5 | 4100 - Labor 17,316.00
6 |
7] With Excel's Outline function enabled, the level of
8 | detail displayed is controlled by selecting the
19 ] numerical levels at the top of the page or the plus
. jz and minus signs on the left-hand side of the page.
j 11 tal Income 73,923.05
2 Cost of Goods Sold
1 5000 - Cost of Goods Sold 5,263.56
- /14 | Total COGS 5 263.55
__ 15 Gross Profit £68,659.49
ﬂ Expense
A7 InTransit Costs 500.00
i Travel
19 HotellLoding 156.12
20 | Travel - Other 250.00
- [ 21] Total Travel 406.12
22 4001 - Reconciliation Discrepancies -28,333.30
| 23 | 6000 - Automobile
24 6020 - Fuel 71.02
| 29| 000 - Automobile - Other 10.60
=l |26 ] Total 6000 - Automobile 81.62
27 6100 - Bank Service Charges 10.00
| 28 | 6400 - Freight & Delivery 10460
ﬁ G500 - Insurance
30 | 6510 - Disability Insurance 150.00
31 6520 - Liability Insurance 1,050.00
| 32 | 6530 - Work Comp 825.00
- 33 Total 6500 - Insurance 2,025.00

4 4 » n} Sheetl  Sheet? /

Figure 100 - Exported Report with Auto-Outline Enabled

99



Enhancing the Audit Trail with Auto-Filter

QuickBooks provides an Audit Trail report that can be extremely useful in identifying potentially
erroneous and/or fraudulent transactions. Essentially, the Audit Trail report answers the questions of
“Who did what?” and “When did they do it?” While many filters are available on the report, one filter
that is not available is that of the user who entered or edited a transaction. As such, it can be difficult
to identify all transactions entered or edited by a specific user. This is where Excel's Auto-Filter is
can be helpful.

In Excel, Auto-Filters are drop-down filters that allow users to filter results of various columns in
worksheets. Using Auto-Filters, one could quickly analyze a large table of data in Excel and pull-out,
say, only those items that are greater than $1,000.

To enable Auto-Filtering in Excel:
e Click in a table of data and then select Data, Filter, Auto-Filter from the menu.

This causes the Excel Auto-Filters to be displayed on each column in the selected table as
shown below in Figure 101.

A ] B [ c© T 0D E [ T 6 THT 1 T o Tt [T wmw [ ~NT ol P [=
| 1 |Ordgal~] Order ~|Custolger [~ |Empldese [~]Order Dae [~ |Invoice fate [~] Ship 0# (-] Safflf Tax [~]
|2 | $ 0 Sort Ascen 12/272 00| 12/15/2080 0:00 12/10/200 17 488
3| 999! 14.872. sl 12/3/2000Q0:00) 12/5/2(0 0:00 12/38000 2311 966.70
| 4| 1012 $J0,259.10 12/3/20000:00 12/7/2@0 0:00 12/30000 Y59 3126 'S 666.84
5| 1014 § 29.00 (TORIO0. ..} 12/4/2000 .00 12/8/2800 0:00 -52 302 $ 1.89
| 6| 1023 § 61 [IC" ) 12/7/2000 Q00| 12/9/200 0:00 1286/200§19:00 & 5 57.69
| 7 | 10255 881 3 12/7/2000 0R00| 12/11/2400 0:00 § 87327
| 8 | 1030 5 590 5 [2/8/2000 00| 12/17/2800 0:00 A2/8/3000 8:044#902  § 57.89
| 9| 10325 1232310 . /8/2000 0-W0| 12/16/2800 0:00 » 5 80100 I !
| 10 1037 § 4950 g 12/40/2000 0:(@ | 12/17/2400 0:00 3 $ 2
| 11 1041 § 76485 12/1%2000 0:0Q 12/15/2800 0:00 12/ 200040129 3785 § 49.72
112 1047 5 67.80 12/12%4000 0:00Q 12/23/300 0:0 237 ] 4
|13 1048 5 32985 46 142/12/00 0:00812/20/4000 0-0 1219/290 21:36 2906 § 2144
| 14| 1055/ 5 245940 72 13§ 2/2080 0:00 \W12/24/8000 0 /174000 10:27 $ 159.86
[ 15| 1061 § 83.80 54 12/ W(20080:00 W2/ 13/8000 2/ 2000 12:18 $ 545
| 16| 1062 § 65.70 37 \{ 1200000 Re/13/8000 1202/2000 14:177310  § 421
[ 17| 1069 § 1.498.24 8 /290 (Yo 3 2/22/2000 8:10 $ 97.39
| 18| 1072 § 47.00 25 1 0\ 1K15800 1217/2000 5:21 1366 | § 3.06
[ 19 1075/ 3 125.70 15 1127 130580 12/18/2000 19:23 $ 8.17
| 20| 1084 5 548.70 45 1 124207 3 0 12/21/2000 7:22 $ 3567
|21 1085 § 764 .85 34 1. 12/21/2001 :00 12/26/2000 10:12/3624 | § 4972
|22 1086/ 5 236297 13 1/ 12/21/2000 0 0:00 12/24/2000 14:01 2680  § 153 59
|23 1098/ 5 581196 24 1) 12/27/2000 0:00 010:00 1/5/20017:52 2751 | § 37778
| 24| 102 5 989 55 59 1/ 12/27/2000 0:00 12 000 0:00 12/29/2000 21:31 9101 | § 64.32
[z oss o R 117317 R R0 M. N
| 26 | 109 § 25.98 169
|27 | 110§ 161.70 10.51
28 M1 § 161.70 1 i 10.51
(29 125 299725 Excel's Auto-Filters 194,82
|30 130 3 2350 153
|31 1333 4350 1 1/4/20010:00 1/16/2001 0:00 1/10/2001 15:47 7474 283
132 1140 § 27.00 52 1 1/6/20010:00 1/15/2001 0:00 1/11/2001 18:21 /6854  § 176
133 1143 § 62.33 1 1 1/6/20010:00  1/9/2001 0:00 1/8/2001 4:29 $ 4.06
| 34| 152/ § 27.00 43 1 1/9/20010:00 1/18/2001 0:00 1/10/2001 15:15 7417 | § 176
135 154§ 1.709.72 26 1 1/9/20010:00 1/12/20010:00  1/9/200110:26/7299  § 1113
| 36| M55/ 5 5219.86 44 1. 1/10/2001 0:00) 1/16/2001 0:00 1/12/2001 21:10 § 33927
|37 158 § 9.00 39 1. 1/10/2001 0:00) 1/16/2001 0:00  1/15/2001 7:33 $ 0.59
| 38| 165 5 3.712.60 58 1 1/12/20010:000 1/13/20010:00  1/12/20017.33 8882 ' § 24132
|39 1166 § 67.80 49 1 1/12/20010:00 1/24/20010:.00  1/22/2001 2:51 8014 § 44
|40 1168 5 659.70 65 1 1/13/20010:00 1/26/2001 0:00 1/21/2001 18:27 $ 42.88
|41 1733 67.80 36 1 1/15/20010:00 1/23/2001 0:00 1/22/200117:21 9083  § M
|42 180 § 67.80 45 1 1/15/20010:00, 1/17/2001 0:00  1/16/2001 7:18/4115  § 4
143 1200 § 3570 24 1. 1/19/2001 0:00 1/24/2001 0:00  1/23/2001 6:29 $ 232
|44 | 1206 § 49155 13 1. 1/19/2001 0:00 1/23/2001 0:00  1/19/2001 9:42 $ 3195
145 1216/ § 74912 50 1 1/21/20010:00) 1/29/20010:00 1/22/2001 14:51 ] 48.69
| 46 | 122005 587970 ] 1 1/22/20010:00)  2/4/2001 0:00 1/26/2001 12:32 5 38218
AT 1 s awodR 7 11232001000 342001 1004292001 10,54 s A& ®
W_4 » w} Performance { Statistics ¢ Stratfications f Regression { 7777 Best 1 { 7777 Best 2 / Sampleco f( >

Figure 101 - Excel Data with Auto-Filters Enabled

With Auto-Filters enabled, you only need to select one or more of the drop-down arrows and select or
enter the filter criteria to filter the entire list quickly and efficiently.
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When exporting reports from QuickBooks to Excel — including the Audit Trail report — it is possible to
export the reports with the Auto-Filters automatically enabled.

To export areport with Auto-Filters enabled:

e From the Advanced tab on the Export Window, click the box next to Auto Filtering as shown below
in Figure 102.

Export Report r$__<|

Basic Advanced |

Preserve the following QuickBooks report formatting options:
Faonts [] space between columns
Colors Row height

Turn on the following Excel features for this report:
AutoFit (set column width to display all data)
Freeze panes (keep headers and labels visible)
Show Gridlines

o =T e kemsiag=bosmandiag

{Auto Filtering (allows custom data filtering);

Printing options
(*) Send header to Page Setup in Excel
(") Send header to screen in Excel

Repeat row labels on each page

Expaort ] [ Cancel l ’ Help

Figure 102 - Exporting Reports with Auto Filters Enabled

Exporting the Audit Trail report with Auto-Filtering enabled allows you to quickly and easily filter
transactions only for specific users as shown below in Figure 103.

A B | T D | E
1 Hum [+]  EnterediLast Modified [+ |  Last modified by [+]|  state [~ |
2 |Modified Transfer, ID #75 SEtAsctng
_— = Sort Descending
3 12/15/2007 15:02:43 Latest
L (Top 10...)
5 (Custom...)
ru Admi
6 08/25/2002 14:54:25| Gory Prior
7 Jim Smith
F) Tommy Stephens
| 2 | Unknown user
(Blanks)
MNonBlanks)
9 |Modified Transfer, ID #81
10 12/15/2007 13:58:59| Tommy Stephens Latest
11
| 12 |
13 |modified Transfer, ID #82
14 12/15/2007 13:5%:08| Tommy Stephens Latest
15
| 16 |
17 |mModified Invoice, ID #137
I == | F
18 42 12/15/2007 14:04:40| Tommy Stephens Latest
19

Figure 103 - Filtering the Audit Trail by User
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USING QUICKBOOKS TO CREATE BUDGETS
Understanding Budgets

Gathering Data for Budgets

Creating Budgets in QuickBooks

Understanding Budgets

QuickBooks allows you to create various types of budgets.

Budgets based on accounts that can be filtered by Customer: job or classes.

Budgets based on items rather than accounts. These budgets are based on an estimate prepared
for a specific Customer:Job.

To help the client create a useful budget:

1.

2.

Verify the fiscal year with the client.

The budget process will show the months individually, so it is important to correctly identify the
fiscal year. If necessary, change the fiscal year setting in the Company Information window.

Verify that the client’s budget uses the same chart of accounts as in the QuickBooks company file.

Quite often companies create budgets without considering the current chart of accounts. In
order to create useful budget reports that do not need to be reformatted in Excel, explain to
the client that the budget should align with the chart of accounts.

You can then modify the budget line items and or the chart of accounts to bring the two
documents into alignment.

If the budget is created at a summary level, then it should tie to accounts that may have
sub-accounts. It is not necessary for each sub-account to have a budget since the sub-
accounts can be collapsed into the main account for reporting purposes.

Identify who will be using the budget and how they would like the budget presented. Questions to
ask a client include the following:

How would you like the budget segmented: by account, class, and customer: job, or a
combination of one or more scenarios?

QuickBooks allows you to create various budgets so you are not restricted to one format. For
example, if you have a Marketing Manager that needs to see how the marketing department is
doing, you can create a marketing class and then create a budget for that class. Reports can

then be run to view budget versus actual expenses for the marketing department.
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Will the budget be created from another document or will it be based upon prior year
performance?

QuickBooks allows you to create a budget based upon last year’'s performance; this can
significantly reduce the data entry time to enter the budget. If the budget was created from
scratch, a time-saving data entry method would be to import the budget from an Excel
spreadsheet.

Are you interested in allocating the budget on a monthly basis or are you only interested in the
annual budget figures?

The QuickBooks entry screen prompts you to enter the budget by the month, however many
organizations prefer an annual budget on budget to actual reports. If you know this ahead of
time, you can save time by entering the budget in the first month of the fiscal year and leaving
the remaining months blank.

For example, non-profit organizations and governmental entities often prefer to view the
remaining budget for a particular expense while many large corporations prefer to view the
monthly budget for a particular account.

Gathering Data for the Budget

Typically, creating a budget is more complicated than taking last year’'s numbers and plugging them
into the current year’s budget. More likely, the budgeting process consists of meeting with the client to
review the various components of the budget and consolidating the information for the overall budget
that will then be entered into QuickBooks.

QuickBooks can facilitate this process by helping you pull the necessary information from various
reports in order to determine the proper budget amounts for the future period.

The following sections propose some suggested steps to take and QuickBooks reports you can use to
when preparing budget information to enter into QuickBooks.

Forecasting sales

The first step in preparing the overall budget is deciding what the sales budget is going to be by month
for the coming year. Without first determining this, it is virtually impossible to predict inventory levels
(if applicable), purchases, and other operating expenses that are based on sales.

In this section, we'll discuss some reports that you can use to help determine the sales history for a
company.
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Profit and Loss Previous Year Comparison

Run the Profit and Loss Previous Year Comparison report and change the dates to Last Fiscal Year to
get financial information covering the past two years as shown in Figure 104.

816 AM Rock Castle Construction

Profit & Loss Prev Year Comparison
October 2006 through September 2007

121507

Accrual Basis

o Oet"06 -Sep T < Oct'05-Sep b - $ Change @ % Change %
Gross Profit 135993.75 -709.87 136,703 .62 19,237 6%
Expense
Automobile
Insurance 2,550.24 2137 B3 71256 333%
Repairs and Maintenance 0.00 Q.00 Q.00 0.0%
Total Automohile 255024 213768 71256 33.53%
Depreciation Expense 14 521 .55 11,365.04 345354 30.4%
Freight & Delivery 0.aa 0.00 0.oa 0.0%
Insurance
Disability Insurance 450,00 0.o0 450,00 100.0%
Liability Insurance 3,150.00 0.o0 3,150.00 100.0%
Work Comp 247500 0.oa 247500 100.0%
Insurance - Other 446.49 0.0a 445.49 100.0%
Total Insurance 6521.43 0.00 6521449 100.0%
Interest Expense gz a0 B6 -72.54 -9.3%
Job Expenses
Equipment Rental 850.00 0.oa g50.00 100.0%
Job Materials 25,527 B2 37aTs 25,14887 E 904 0%
Permits and Licenses 0.00 22500 -225.00 -100.0%
Subcontractors 11,146.95 E94.00 1045295 1 506.2%
Total Job Expenses 38524 57 1,297.75 37 22682 2,868 5%
Payroll Expenses 94 707 33 0.00 94 707 33 100.0%

Repairs

Figure 104 - Profit and Loss Previous Year Comparison
You can change the dates to see the year before it as well. These reports provide some trend data,
enabling you to see how much sales have grown, stayed the same, or fallen off each year.

Based on the information from the QuickBooks report and what the client knows about the market, you
can estimate a percent change in sales for the following year.
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Sales by Item Summary

Run the Sales by Iltem Summary report and change the dates to Last Fiscal Year to determine how
much the client is selling of each item and what the sales mix is.

5:22 PM
121507

Accrual Basis

Inventory
Cabinets
Cabinet Pulls »
Light Pine
Total Cabinets

Hardware
Doorknobs Std
Lk Doorknobs

Total Hardware

Wood Door
Exterior
Interior

Total Wood Door

Total Inventory

Parts
Appliance
Cabinets - Custom
Flooring
Lighting
Lumber

Rock Castle Construction

Sales by Item Summary
October 2006 through September 2007
Oct "06 - Sep 0T

Amount + % of Sales Avg Price  « COGS + Aug COGS  + Gross Margin < Gross Margin %
227 .80 0.2% 5695 E.36 1.59 221 .44 97 2%
799.00 0.6% 799.00 1,500.00 1,500.00 -701.00 -B7.7%
1,026.80 0.7% 1, 506.36 -479 56 -45.7%
£0.00 0% 3000 54.00 27.00 £.00 1000%
76.00 0.1% 35.00 £9.90 34.95 510 g%
136.00 0.1% 123.80 1240 8.9%
1,105.00 0.5% 22100 525.00 105.00 550,00 525%
575.00 0.4% 9583 360.00 £0.00 215.00 3T 4%
1,680.00 1.2% 885.00 795.00 47.3%
284280 2% 251526 327 54 11.5%
g 417050 29% £95.08
5 6,916.00 4.8% 1,383.20
296 5,838.84 4% 19.73
g BE4.95 0.5% 11083

Figure 105 - Sales by Item Summary Report

By determining what percent of sales each item is, you can extrapolate what the sales increase per
item will be. For instance, if the client wants a 10% increase in sales, which items will comprise that
increase? Does it mean a 5% increase in one product and a 20% increase of another?

By item, you can determine in number of units what the client plans to increase. Once you know the
number of units you can then determine, based on the pricing, what the sales will be for the coming

year.

If the client plans to budget by month, run the reports discussed above by month to see what the

typical sales increases are by month by item. This allows you to account for seasonality.
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Sales graph

Another way to look for seasonality is to use the Sales Graphs in QuickBooks to identify trends.

=

B Quickinsight: Sales Graph

Dates. .. By Ikern | By Cuskomer || By Rep Mext Group Prink. .. Refresh
- Sales by Month N _I Dollar Sales
Ockober 2006 through September 2007

$in 1,000's
25

20
15
10

=

Ock 06 Dec 06 Feb 07 Apr OF Jun 07 fAug OF
Mow 06 Jan 07 Mar 07 Mayw 07 dul 07 Sep 07

Sales Surmnmary =
Cctober 2006 through September 2007 = IErU:rsning .-’.:.23:32
Labor 8.69
W Materials g.45
W Window g.29
B Lumber 5.35
Concrete Slab 5.15
B Cabinets - Cuskom 4,75
M Flooring 4,03
M Plumb Fixtrs 3.83
W Other 15,86
Total $144,834.44

Figure 106 - Sales Graph

Using the sales graph, you can pick the dates over multiple years to see the trend by month for a
longer period of time. When looking at this graph, you can choose to view it by Item, Customer, or
Rep using the buttons along the top of the window.

QuickZoom in the graph to get to the detail reports to research the numbers.

Forecasting purchasing

After you've determined with the client what the sales will be by product, you can then determine how
much the client has to purchase by month.

If the client has inventory, you will be predicting the client’s inventory levels based on sales and how
much inventory they want to have in stock at any moment in time. If the client is service oriented, this
will be based on any variable costs, such as the number of employees or contractors that will be
ramped up or down based on sales.
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Here is an example of some reports you can pull from QuickBooks to determine the purchasing history
for the company:

Purchases by Iltem Summary

The Purchases by Item Summary report generated with the dates set to Last Fiscal Year (as shown in
Figure 107) provides information about the average cost of goods sold for each item the client sells
that are inventory parts. You can use this information to calculate the Cost of Goods Sold for the
budgeted sales for each month for each inventory item.

5:33FPM Rock Castle Construction
121507 Purchases by Item Summary
Accrual Basis October 2006 through September 2007
Oct 06 - Sep 07
& Oty & Amount &
Inventory
Cabinets
Cabinet Pullz P 96 4 15264
Light Pine 4 5 000.00
Total Cabinets 6152 64
Hardware
Doorknohs Std 15 405.00
Lk Doorknehs 10 349.50
Total Hardware 754.50
Total Inventory 620714
Parts
Appliance 5] 407050
Cabinets - Custom 4 G,.333.45
Flooring 3 2,109.00
Lighting 5 430.00
Lumber
Rough 43 2,184.00
Trim 52 1,820.00

Figure 107 - Purchases by Item Summary
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Item Profitability

Run the Item Profitability report and change the dates to Last Fiscal Year to get the cost and the
revenue of each item, not just Inventory Part items. (If desired, choose Month from the Columns
drop-down menu to show each month.)

5:35FM Rock Castle Construction
1211507 Item Profitability
October 2006 through September 2007
@ Act. Cost <+ Act. Revenue = () Diff. @
Inventory
Cabinets
Cabinet Pulls ] Q.00 | 227 a0 22780
Light Pine 1,500.00 ¥99.00 -701.00
Total Cabinets 1,500.00 1,026.80 -4F3.20
Hardware
Doorknehs Std 54.00 G0.00 5.00
Lk Doorknohs 59.90 76.00 G610
Total Hardware 12380 136.00 1210
Wood Door
Exterior 525.00 1,10:5.00 a50.00
Interior 360.00 575.00 25.00
Total Wood Door 885.00 1,680.00 79500
Total Inventory 250890 2584280 33380
Parts
Appliance 4.070.50 417050 100.00
Cabinets - Custom 6,333.45 G,2916.00 55255
Flooring 2,109.00 553584 372084
Lighting 48000 EE4 .05 184 95

Figure 108 - Iltem Profitability Report

If the client is using items properly on both sales and expense transactions, this report can give you
more insight when predicting cost for each item that is sold based on the sales forecast.
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Inventory Valuation Summary

Run the Inventory Valuation Summary report and change the dates to Last Fiscal Year to gain insight
into what the sales price and average cost of goods sold is per item. By understanding what the gross
profit per item is, the client may change pricing or re-negotiate costs with his or her vendors.

UL Rock Castle Construction
121507 Inventory Valuation Summary
As of September 30, 2007
+ Mem Description < On Hand + Avg Cost + Asset Value + % of Tot Asset + Sales Price < Retail Value < % of Tot Retail «|
Inventory
Cabinets
Cabinet Pulls » Cakinet Pulls 92 1.59 146.25 3.3% 0.0a 0.0a 0.0% 4
Light Pine Light pine kitchen cab.. ) 1,500.00 450000 102.5% 1,799.00 5,397.00 106.7%
Cabinets - Other Cahinets u] 0.0o 0.00 0.0% 0.00 0.00 0.0%
Total Cabinets a5 4 64625 105.58% 5,397.00 106.7%
Door Frame standard interior door... 0 12,00 0.00 0.0% 000 000 0.0%
Great product o 0.0o 0.00 0.0% 0.00 0.on 0.0%
Hardware
Brass hinges standard interior bras. . u] 300 0.00 0.0% 0.on o.on 0.0%
Doorknobs Std Doorknobs Part ¥ DK . 13 2700 381.00 .0% 30.00 390.00 7%
Lk Doorknobs Locking interior doark ... g 3495 27960 B.4% 35.00 304.00 5.0%
Hardware - Other 0 0.00 0.00 0.0% 0.00 0.00 0.0%
Total Hardware 21 630.60 14.4% 594,00 13.7%
Wood Door
Exterior Exterior door - #P-109... -5 102.00 -525.00 -12.0% 120,00 -600.00 -11.9%
Interior Interior doar - P-1570... - E0.00 -360.00 -5.2% F2.00 -432.00 -5.5%
Wood Door - Other a 0.00 0.00 0.0% 0.0a 0.0a 0.0%
Total Wood Door -1 -885.00 -20.2% -1,032.00 -20.4%
Total Inventory 103 4,391.85 100.0% 5,059.00 100.0%

Figure 109 — Inventory Valuation Summary

Operating expenses

Determining what operating expense figures to enter into the budget will likely require a line item by
line item discussion with the client. Based on the profitability you see with the forecasted sales and
cost of goods sold, you may determine that the client’s operating expenses are too high or too low.

For the expenses that remain the same such as insurance, rent, utilities, etc. you can use those for
your monthly expenses. For expenses that can fluctuate such as Marketing and Payroll expenses,
these either will be driven based on the sales numbers or the profitability of the company and
sustaining the same amount of overhead.

In this section, we'll highlight some reports you can pull from QuickBooks to determine the company’s
operating expenses.

Profit & Loss Standard

To get an idea of what the total expense should be in total, based on projected income, modify the
Profit & Loss Standard report as follows:

1. From the Reports menu, choose Profit & Loss Standard.

2. Change the dates to Last Fiscal Year.
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3. Click Modify Report, then select % of Income.

4. Click OK.
542 PM Rock Castle Construction
121507 Profit & Loss
Accrual Basis October 2006 through September 2007

v Ot 06 - Sep 0T = % of Income @

Ordinary Income/Expense
Income

Construction
Discounts given b -48.35 4 0%
Labor 4395050 3.T7%
Materials 48 959 .34 36.1%
Miscellaneous 549510 4%
Subcontractors 3717030 26.6%
Total Construction 136,526.69 95 .6%
Uncategorized Income 198212 1.4%
Total Income 13850901 100.0%

Cost of Goods Sold

Cost of Goods Sold 221526 1.8%
Total COGS 251526 1.8%
Gross Profit 135499375 95.2%
Expense
Automohile
Insurance 285024 21%
Repairs and Maintenance 0.00 0.0%
Total Automobile 285024 21%

Figure 110 - Modified Profit & Loss

You can estimate each operating expense in the budget by determining the percentage of
income it typically is. You can review this report for multiple years for consistency of
percentages or averaging the percentages for estimation purposes.

Employee Earnings Summary

To get payroll amounts for each employee to better understand employee wage expenses and payroll
taxes, run the Employee Earnings Summary report with the dates set to Last Calendar Year.
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You may want to run the report for just for the last quarter or month.

5:H4PM Rock Castle Construction
125 Employee Earnings Summary
July through September 2007
+ Salary < Overtime Rate < Regular Pay ¢ Sick Hourly ¢ Vacation Hourly + Advance Earned In... ¢ Federal With... < Medicare Emp... ¢ Social Security...
Dan T. Miller 25760 4 000 0.00 0.00 0.00 000 672,00 13886 59377
Elizabeth H. Mason 0.00 1065 708000 0.00 0.00 000 797,00 10426 44582
Gregg 0. Schneider 0.00 129.40 8,280.00 0.00 0.00 0.00 1,040.00 12194 521738
TOTAL 9,576.90 240.05 15,360.00 0.00 0.00 0.00 -2,509.00 -365.06 1,560.97

Figure 111 - Employee Earnings Summary

This report will also help in estimating the costs of adding headcount in the budget.
QuickReports

You can create QuickReports for any account or item to get more detail into what is causing the
balance to be higher or lower. For example, to track effectiveness of certain advertising campaigns or
marketing efforts, consider adding discount items for each different campaign. Then, you can track
how many are being utilized and see which marketing expenses are most effective. By creating a
QuickReport on each item, you can analyze these in more detail. By determining which is most
effective, you can eliminate other marketing or advertising expenses from the overhead budget.

Once you have gathered all of this information for each department or line of business, you can then
begin to combine it all together to come up with the overall budget for the company. You will be able
to enter in the information by class or line of business, by Customer or in total in QuickBooks.

Building the balance sheet budget

To determine the balance sheet budget, you'll want to discuss and research the following with the
client:

e Accounts receivable
e Inventory

e Accounts Payable

e Cash

Accounts receivable

Based on the clients’ sales for each month and the credit policy with its customers, what will the
outstanding A/R balance be each month based on sales?

Some reports you might use to help you determine this information include the following:
e A/R Aging Summary

¢ Open Invoices

e Collections

Inventory

Based on the Cost of Goods Sold calculations from the purchasing information, you'll determine how
much inventory will be on hand each month. This is based on how much the client wants to leave in
stock and how much inventory needs to be purchased to keep up with forecasted sales.
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The same reports used for the purchases budget will work in estimating inventory levels as well. In
addition, the Inventory Stock Status by Item report will give you an average sales/week number that
may help in predicting how much should be purchased each week.

6:02PM Rock Castle Construction
2501 Inventory Stock Status by Item
October 2006 through September 2007
+ Pref Vendor < Reorder Pt + On Hand < On Sales Order + For Assemblies + Available < Order ¢ OnPO -« Hext Deliv + SalesWeek
Inventory
Cabinets
Cabinet Pulls Patton Hard... 13 a2 1] 1] 92 0 01
Light Pine Patton Hard... a &) o a 3 1] 1]
Cabinets - Other Thomas Kitc... 15 a a a 1] o 1] 1]
Total Cabinets a3 o o 93 0 01
Door Frame o o o 0 0 0
Great product a 0 a 1] 1] 1]
Hardware
Brass hinges Patton Hard.... Ju] u] 1] 1] 1]
Doorknobs Std Patton Hard.... =0 13 Ju] u] 13 J 1] 1]
Lk Doorknobs Patton Hard.... =0 Ju] u] g J 1] 1]
Hardware - Other u] u] u] 1] 1] 1]
Total Hardware | Jul o iyl 1] 1]
Wood Door
Exterior Perry Winda... 5 -5 o a -5 4 1] o4
Interior Perry Winda... 5 £ o a -E 4 1] o4
Woaod Door - Other  Patton Hard. a a a 0 0 0
Total Wood Door -1 1] 1] -1 0 nz

Figure 112 — Inventory Stock Status by Item

Accounts Payable

Based on the inventory budget and credit extended by those vendors, Accounts Payable can be
predicted by month. Operating expenses will also have to be taken into consideration as well to
determine what outstanding bills there are each month. Some reports that can be used in QuickBooks
to see Accounts Payable history include the following:

e A/P Aging Summary

e Vendor Balance Summary
e Unpaid Bills Detail

e Transaction List by Vendor

Cash

Once you have been determined what the A/R collections, A/P disbursements, and operating
expenses will be each month, you can start forecasting Cash by Month. This will help you determine
when and if the client may need to take out more loans to cover any cash shortfalls or fixed asset
purchases.
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You can also look at the history of cash fluctuations using the Statement of Cash Flows in
QuickBooks. You can also modify this report to view the report by month for prior years.

6:03 FM Rock Castle Construction
12507 Statement of Cash Flows
October 2006 through September 2007
= et "0 - Sep 0T =
OPERATING ACTIVITIES
Het Income » -2 07IET A

Adjustments to reconcile Het Income
to net cash provided by operations:

Accounts Receivable -3373088
Inventory Asset -4.391 .85
Accounts Payable 2 021 .35
CalGil Card 2, 000,00
Payroll Liabilities 7052 65
Sales Tax Payvable 4 63704
Het cash provided by Operating Activities =26 45527

INVESTING ACTIVITIES

Computers =24 500.00
Furniture -2100.00
Accumulated Depreciation 14 521 .55
Pre-paid Insurance -3,964 .51
Het cash provided by Investing Activities 151424835

FIHANCING ACTIVITIES

Bank of Anyeity Loan 2080107
Truck Loan -5, 687 .52
Opening Bal Equity =25 44337

Het cash provided by Financing Activities -10,329.82
Het cash increase for period -51 92502

Figure 113 — Statement of Cash Flows

Once all of this is put together, the information can be entered in the Budget area of QuickBooks. The
process for actually entering budget information is described in the next section.
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Creating a Budget in QuickBooks

Once you've gathered the information that you need, follow the instructions below to access and use
the budget feature in QuickBooks.

To create a budget in QuickBooks:

1. From the Company menu, choose Planning & Budgeting, and then choose Set Up Budgets.

2. Select the Create New Budget button, as shown in Figure 114.

Fii Set Up Budgets 10l =|
Budget

Create New Budget |

Account Annual Total | Octd? Nowd? Decd? | Jands Feb03 | Mar08 | Apr08 | May0s | Jun08 | Juldg | Augds | Sep0d
_A‘
Construction

Discounts given 200,00 100,00 100,00
Labar 17,000.00 | §,500.00 | §,500.00
Materials 2,400.00 | 1,200,00 | 1,200.00
Miscellaneous 400,00 200,00 200,00
Subcontractors 35,000.00 | 17,500,00 |17,500.00
Uncategorized Income
Cost of Goods Sold 6,000.00 | 3,000,00 | 3,000,00
Aukomaobile
Insurance
Fuel 200,00 100,00 100,00
Repairs and Maintenance
Bad debt
Bank Service Charges 30,00 15.00 15.00
Bond Expense |
COpy ACtOss | Adjust Rov Amounts | Clear | Save | 0K | Cancel | Help |

Figure 114 — Creating a New Budget

3. Select the year for the budget and the appropriate budget type in the Create New Budget dialog
box, as shown in Figure 16.

Create New Budget x|

Create a New Budget

I Begin by specifving the vear and type For the new budget., |
IZDDB-D‘B E

I Choose the budget bvpe I

& profit and Loss (reflects all activity For the vear)

" Balance Sheet (reflects ending balance)

Back | Mext FEimist Cancel |
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Figure 115 — Specifying the Year and Budget Type

4. Select the level of filtering you require, as shown in Figure 116.

Keep in mind that you can create multiple budgets.

Create New Budget x|

Additional Profit and Loss Budget Criteria

™ Mo additional criteria
™ Customer:Job
* =

Back Mext Eimist Cancel |

Figure 116 — Setting Additional Budget Criteria

5. Select how the budget will be entered and select Finish, as shown in Figure 117.

Create Mew Budget

Choose how you want to create a budget

¥ reate budget From scratch.

This option leks you manually enter amounts for each account that you
want to krack,

™ Create budgst From previous year's ackual data,

This option automatically enkers the monthly totals from last vear for each
account in this budget,

Back, | Mexk Finish Cancel |

Figure 117 — Selecting How the Budget Will Be Created
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6. Enter budget amounts either by month or the entire annual budget in the first month of the fiscal
year, as shown in Figure 118.

To enter the budget by month, you can use a combination of three techniques:
e Enter each month manually
e Copy amounts across months (see below)

e Adjust rows by a percentage or fixed amount (see below)

Fii Set Up Budgets i =]
Budget
|FVZDDB—09 - Priofit % Lass by Account and Class =]

Create New Budget |

Current Class
|New Construction ﬂ

Account Annual Total | Ock03 | Mov0d | Dec0S | Jan09 Feb03 | Mar09 Apr03 | May09 | Jun02 | Juld9 | Augl9 | Sepdd
_p_"
Construckion

Discounts given
Labor
Makerials

Miscellaneous

Subcontractors
Uncategorized Income
Cost of Goods Sold
Autamobilz

Insurance

Fuel

Repairs and Maintenance
Bad debt
Bark Service Charges
Bond Expense

=

§ave| oK | Cancell Help |

Copy .C\crossl Adjust Row Amounts | Clear |

Figure 118 — Entering Budget Amounts
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Once you have entered an amount in a monthly column, you can copy across the information if the

amount should be disbursed evenly across twelve months by selecting the Copy Across button at the
bottom left corner of the screen. See Figure 119.

Fii Set Up Budgets M= 3 I
Budget

|F\"2008-09 - Profit & Loss by Account and Class ﬂ Create Mew Budget |

Current Class

|New Construction ﬂ
[ Account [(annoal Total [ octos | Mov0s | Decos | Jand9 | Feb0a | Mar03 | Aprd9 May03 | Jun09 | Jub9 | Augdd | Sep0s
Mileage Income 120,000.00 [10,000.00 | 10,000.00 |10,000.00 [10,000.00 [10,000.00 |10,000.00 | 10,000.00 [10,000.00 |10,000.00 [10,000.00 | 10,00... | 10,00... 2]

Discounts given

Labar

Materials

Miscelaneous

Subcantrackars
Uncategorized Income
Cost of Goods Sold
Autornobile

Insurance

Fuel

Repairs and Maintenance
Bad debt
Bank Service Charges
Bond Expense

=l

Copy ACross Adjust Row Amounts | Clear | §ave| 0K | Cancell Help |

Figure 119 — Copying Monthly Amounts Across for Budgeting
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If you are working with a company that has a budget that is not evenly disbursed across the months,
you can adjust amounts for each month by clicking the Adjust Row Amounts button at the bottom of
the screen. See Figure 122.

Fii Set Up Budgets 1 =] I
Budget

|Fv2008-09 - Frofit & Loss by Account and Class ] Create New Budget |
Adjust Row Amounts x|

Feb2 Mar0g Apr03 May09 Jundg Julog Augl? | Sepl3
& Increase each monkthly amount in this row by this dallar Io,o% g ar P a U i g =p
amount o percentage .00 (10,000.00 (10,000,000 | 10,000,000 (10,000,00 (10,000,00 |10,000,00 | 10,00,., | 10,00,., *|

~ Decrease each monthly amount in this row by this dollar ID.D%

amount or percentage

0K | Cancell Help |

Al e
Insurance
Fuel
Repairs and Maintenance
Bad debt
Bank Service Charges
Bond Expense |

Copy ACross lndiust Row Amountsl Clear | Save | OF | Cancell Help |

Figure 120 — Entering Budget Amounts with Increases or Decreases across the Months

To view reports using budgets:
1. From the Reports menu, choose Budget & Forecasts, and then select the desired report.

2. Select the reporting period, as shown in Figure 121.

Budget Report x|

This report shows biow well wou are meeting vour budget, For each type
of account, the repart compares your budgeted amaounts ko your actual
arnounts.,

Select the budoget ko use when generating the budget repaort:

FY2007-08 - Profit & Loss by Account ﬂ

Back

Cancel |

Figure 121 — Choosing the Reporting Period
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Select the desired format, for example, Account by Month. See Figure 122.

Budget Report x|

Select a report layvout For the budget repart:

I.C\cccnunt b Month ﬂ

Example:

Jan Feb  Mar  Apr

onm oOommo oom
onm oOommo oom
oom omom

Sales Income onm
Mz Incame onm
Rent Expense onm omm

AP I it g Pl . o it

Eimish Cancel |

Figure 122 — Choosing the Desired Format

Mexk

4. Modify the report as needed and memorize it.
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PROFITING FROM THE QUICKBOOKS DATA
ANALYSIS FEATURES

Using the Cash Flow Projector

Using QuickBooks Business Planner
Understanding QuickBooks Decision Tools

Using Cash Flow Projector

The Cash Flow Projector is another mechanism used to predict future cash flow. Somewhat more
comprehensive and flexible than the Cash Flow Forecast report, the Cash Flow Projector provides for
a more comprehensive and precise forecast of future cash flows.

To work with the Cash Flow Projector:

1. From the Company menu, choose Planning and Budgeting, and then choose Cash Flow
Projector from the submenu.

2. Select which bank accounts from the Chart of Accounts are taken into consideration by the Cash
Flow Projector when preparing the cash flow forecast.

3. Select the method for projecting cash receipts for the six week forecast horizon.

Options include the following:

Projecting all cash receipts manually

Use the same amount of receipts as was received for the prior six weeks

Use an average of the last six weeks

Use a weighted average of the last six weeks

Use the same amount of receipts as was received for the same period during the prior year

Use an average of the same six-week period during the prior year
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Regardless of the method chosen, manual adjustments can be made to “fine-tune” the amount and

timing of projected cash inflows as shown in Figure 123.

Cash
o Receipts

Business
Expenses

How do 1?
Decide which projechion

method bo choose

Choose a method for projecting wour cazh receipts and add any additional cash receipts.
You can alzo manually adjust wour zales receipts summaries.

Itemized Cazh Receipts

Enter ahd edit cazh
Ieceipts

Understand when o adjust
my cazh receipt summaries

Chooze 2 projection method; | Use a weighted average of last B weeks - |
Date Description Armalnt | ~
1242322007 Frojected Receipts 40,281
12/30/2007 Projected Receipts 40,281
01/06/2008 Projected Receipts 40,281
0141322008 Projected Receipts 40,281
142042008 Frojected Receipts 40,281
-
Cazh Receiptz Summary
121607  12/23/07 12730407 1/6/08 1/13/08 1/20/08
40,281 40,23 40,28 40,231 40,221 40,281
Adustment | o[ 15500 | i | 0 | o[ 15580 | |
56,781 40,23 40,28 40,231 55,83 40,281

[ Previous ] I Mext l [ Preview Projection ] [

Cose || Hep |

Figure 123 - Cash Receipts Window in Cash Flow Projector
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Business expenses are projected next; in this phase of the cash flow projection, expenditures that are
not currently reflected in the company’s accounts payable are considered. Examples of items that
might be entered here include sales taxes payable, rent, payroll taxes payable, and payroll. As shown
in Figure 124, these items are entered and tracked individually.

Business || . Alcouns How do |
oExpenses 2 Payable Enter memorized
trahsactions as expenses
Chooze an existing account or type an expense description and enter any non-accounts payable Decide whether bo uze
businezs expenzes. You can enter detailed expenses or a summary of multiple expenzes in a single detailed vs. summarized
Taw. business expenses
Buziness Expenzes

Expense [Date [ Frequency [ Amaunt |

Equipment Laan 0442242005 F arthily 244

Freight & Delivery 06152000 Weekly 740

Payroll Lisbilities 08/ /2007 Biwieekly 12,750

Rent 01./01 /2005 b arthly £.000

Sales Tax Payable 12/31,/2007 Quarterly 25,400

Buziness Expenses Summany

1216407 12723507 12430707 176708 1/13/08 1/720/08

13.784 90 44 340 a0 13.540 1.034
Adjustment | | | E|| | ?,?EEI| | Ell | Dl | Dl | Dl
13,784 8,550 44,940 a0 13540 1.034

’ Previous l [ Mest l ’ Preview Projection l [ Close ] l Help ]

Figure 124 - Projecting Business Expenses in Cash Flow Projector

123



Lastly in the Cash Flow Projector, outstanding bills in accounts payable are considered. Because
companies oftentimes pay bills on dates other than the dates on which the bills are due, it is usually
necessary to adjust any cash flow forecast to reflect these differences in timing. In the Cash Flow
Projector, this is accomplished by entering a Payment Date — which can be different than the Due
Date — as shown in Figure 125. Note that the Payment Date entered in the Cash Flow Projector is
used only for the purposes of estimating future cash flows; it does not impact recorded transactions in

QuickBooks.

Accounts How do I3 _
Payable Adjust for sdditional unpaid
billz
Review vour unpaid bill: and adjust any payment dates, a5 necessany. ou can alzo manually adjust
your weekly accounts papable summarnies.
Accounts Papable Detail:
Wendar | Amaunt | DateDue | PaymentDate |
iddlefield Dyl 1.200 12/24/2007 1243172007
C.L. Electic 500 124312007 124312007
Timberloft Lumber 80 12/31/2007 124312007
Permy wWindows & Doors 50 01,07 /2008 01/01/2008
Pattan Hardware Supplies 13,695 0101 /2008 01/01/2008
Pemy Windows & Doors 2400 010342008 .,/03/2008
Wwiheeler's Tile Ete. 1.280 01./04/2008 01,/04/2008 B
Accounts Pagable Summary
1216707 1272307 12730707 1/6/08 1/13/08 1/20/08
24 574 1525 19,293 3507 0 0
Adjustment | | 2250 | B0 | o[ 1eso)[ twsof [ zzoog
26,824 8130 19,238 15,157 17.500 22,000

Figure 125 - Entering Payment Dates for Accounts Payable in the Cash Flow Projector
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After entering all of the necessary items and adjustments into the Cash Flow Projector, a six-week
cash flow projection is generated by clicking the Finish Projection button highlighted in Figure 125.
This report — shown in Figure 126 — may be used as-is, or saved as a PDF file for future recall.

Projection - Cash Flow Projector

Rock Castle Construction
Weekly Cash Flow Projection
December 16, 2007 through January 26, 2008
A
Current Week 121607 1212307 1213007 1/6/08 1113108 1i20i08
Cash:
Beginning Cash 91,945 91,945 107,118 130,719 106,762 131,098 155,887
Cash Receipts 0 40,281 40,281 40,281 40,281 40,281 40,281
Adjustments 0 15,500 0 0 o 15,550 o
Total Cash 91,945 147,726 147,388 171,000 147,043 186,927 196,168
Business Expenses:
Equipment Loan 0 244 0 0 0 0 244
Freight & Delivery 0 780 790 790 790 T80 790
Payroll Liabiliies 0 12,750 0 12,750 0 12,750 0
Rent 0 0 0 6,000 0 0 0
Sales Tax Payable 0 0 0 25,400 0 0 0
Adjustments. 0 0 7.760 0 0 0 0
Total Business Expenses 0 13,784 8,550 44,940 790 13,540 1,034
Cash Available for Disbursement 91,945 133,942 138,848 126,060 146,253 173,387 185,134
Accounts Payable:
Middlefield Drywall 0 0 0 1,200 0 o o
C.U. Electric 0 0 0 500 250 0 0
Timberloft Lumber 0 0 0 80 o 0 ]
Perry Windows & Doors 0 0 0 2,450 130 0 0
Patton Hardware Supplies 0 0 0 13,695 810 ] 1]
Wheeler's Tile Etc. 0 31 0 1,250 0 0 0
Hopkins Construction Rentals 0 550 150 0 0 0 0
Lew Plumbing 0 0 1,375 0 0 o o
Hamiin Metal 0 0 0 0 870 o 0
‘Washuta & Son Painting 0 0 0 0 600 0 ] 3
< >
I Frint.... I I Save az FDF. ] [ Close ] [ Help

Figure 126 - Weekly Cash Flow Projection Generated by the Cash Flow Projector

The Cash Flow Projector differs from the Cash Flow Forecast report in that the Cash Flow Forecast
report is limited to considering only the information that is already in QuickBooks when generating its
forecast. The Cash Flow Projector on the other hand, is an interactive tool that is capable of taking
into consideration information that does not reside inside QuickBooks. As such, many users find it to
be a more useful tool when attempting to predict future cash flows.
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Using QuickBooks Business Planner

The QuickBooks Business Planner provides users a step-by-step approach to creating a business

plan.

To access the QuickBooks Business Planner:

e From the Company menu, choose Planning & Budgeting, and then choose Use Business Plan
Tool from the QuickBooks menu.

As shown in Figure 127, QuickBooks Business Planner is organized into six distinct tabs: Welcome,
Company, Income, Expenses, Interview, and Plan. By answering the questions contained in the
planner, users are led through the process of creating a thorough business plan that can be used for a
number of purposes, including obtaining financing.

i Quality-Built Construction - QuickBooks Business Planner

Fle Edit Insert View

Reports Graphs Help

E welcome r@ Company r@ Income r@ Expenses r[féf Interview/l}'{ Plan l

Plan

@ Exsculive Summany

> Company Background

@ Froducts

Services

The Industry, Competition and karket

td arketing Plan

Operating Flan

4 anagement, Organization and Ownership
= Goals and Shiategies

> Financial Assumptions

Topic Guide | Example &2 Prirt Topic Guide

Financial Assumptions - Introducti

Financials are the ultimate measuring stick for determining the attractiveness of your business opporunity. It enables the investor to
perform an “apples to apples™ comparison of your business to similar businesses, or other investment proposals. Unlike the rest of
your business plan, which explains your business concept, this section explains to the reader where numbers came from.

The key to “believable” financial projections is having sound assumptions. An assumption is nothing more than a statement or
paragraph explaining the basis of how you arrived at a particular number or series of numbers. Basically, where did the number(s)
and rationale come from? Your assumptions are a lot stronger ifthey are backed by industry data versus conjecture. For example, if
you expectto realize an annual sales growth rate of 10 percent, back that statistic up with a citable source for that growth rate.

Write your section introduction to highlight the key assumptions of your financials. What major events must take place for your financial
plan to blossom?

e B 7 U ol | 38 35@ & ["] Complete [#] Print

Figure 127 -- QuickBooks Business Planner
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Both the Income and Expenses tabs provide users with the option of entering relevant data for up to
sixty months, as shown below in Figure 128. This data can be based on actual data pulled from
QuickBooks and growth rates along with manual overrides can be applied to generate accurate
forecasts.

Quality-Built Construction - QuickBooks Business Planner
Fi Edit Reports Graphs Help
F Welcome r@ Company r@ I.ncome/V@ Expenses ]’[ﬁ Interview TIE Plan 1
Expenses
Wel to the Exp i ~

In this section, you'll set up the expense categories you wish to use in your financial projection. You can define up to 20 expense categories.
Think of an expense category as a group of similar accounts or items. The worksheet below is where you enter your expenses projection for
up to 60 months (5 years)

Projecting expenses automatically

When activated, the Expenses Projection Wizard will autematically pull information frem QuickBooks into your business plan. You can apply
an annual growth rate and selectthe accounts you wish to include. Do not select accounts such as bad debt, interest, depreciation, or
amortization, the Business Flanner will automatically calculate these values for you

The Expenses Projection Wizard automatically combines your accounts into categories and enters a description based on QuickBooks
account names. You can modify an expense category description by double-clicking the row header, as well as adjust any of your numbers
Maonthly projections can be changed manually or by using the Business Planner's built-in functions.

Click here to launch the Expenses Projection Wizard. )
.E l}‘ﬁ E x £+ % @ ; Projection Wizard
~
soeecoo | n | B | b | M | A [ o | o | AR [ R | M | M | SR | a [
01, Officer's Labor 4,400) 4812 3,850 3438 41258 3850 4,675 87,175 4,400 3575 4,400 4,400 4,240
02. Rent 1.298 1.298 1.298 1.298 1,298 1,298 1,298 1.298 1.298 1.298 1.298 1,298 1.428
03. Telephone 1,309 1421 954 1,382 1.586 882 829 1,383 a02 952 915 915 1.440
04. Training and Conferences 1] 1] 1] 1] 6.520 1] 3520 1] 550 0 0 0 0
05, Office Supplies 1115 066 an a16 1.009 1.21 566 416 5320 b 557 557 1.226
0. &dverlising 2,805 110 110 110 1.100 2860 110 110 110 230 110 110 2086
07. Todls & Machinery [under 1,745 1] 1] 3,306 1] 1] 1124 1] 1] 1] 1.043 1.043 1.920
08. Payroll [office stalf) EED EED 930 1} EED EED EED EED 990 =) =) EED 726
09. Meals and Entertainment 26 o 63 1] 114 100 1,185 108 333 26 1.273 1.273 29
10. Accounting 1] 4.455 1] 1] 1] 1] 0 1] 1] 0 0 0 0
11. Designer's Wages 330 330 435 330 330 330 330 330 435 330 330 330 363
12. Repairs & Maintenance 976 0 1] 1128 1] 1] E05 1] 1] 1,353 1] 1] 1.074
13. Gas & 0l 341 245 397 298 365 41 43 293 405 263 244 244 386
14. Liability Insurance 243 243 248 248 248 248 243 243 243 248 440 440 273
15 Dues and Subscriptions 1] 1] 1] 1] 1] 2,750 0 1] 1] 1] 0 0 0 v
£ b

Figure 128 -- Expense Data in QuickBooks Business Planner

Once the interview process has been completed and all data has been entered and edited, the
Business Planner can be used to generate a number of reports. These include Income Projection,
Expense Projection, Beginning Balance Sheet, Profit & Loss, Balance Sheet, and Cash Plan.
Each of these is depicted in the following sections.
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Income Projection

The Income Projection report details forecasted income over the planning period. As shown below in
Figure 129, this report can be generated in detail form or it can be summarized to provide only annual
totals over the planning period. Of course, it can be printed as well as exported to Excel.

| Quality-Built Construction - QuickBooks Business Planner
File Edit [nzert View Reporte Graphs Help

[ ear 1 I [ Year 2 ] l Year 3 ] [ ear 4 I [ Year § ] [Summary] [ Frint. ] [Expnrt ] [ Cloze ]

[ Income Projection (Year 1)

Income Category Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec ear 1
Construction Income 71,777 72,370 72,984 73,357 74,150 74,743 75,336 75,930 78,523 77,116 77,708 78,302 800 477
Total Income 71,777 72,370 72,984 73,557 74,150 74,743 75,336 75,930 75,523 77,116 77,709 78,302 900 477

Figure 129 -- Income Projection Generated by QuickBooks Business Planner

Expense Projection

Like the Income Projection report discussed above, the Expense Projection report outlines projected
expenses over the planning period; an example is provided below in Figure 130. It also may be
displayed in detail or summary format and can be printed as well as exported to Excel.

b Quality-Built Construction - QuickBooks Business Planner

File Edit Inzert View Reports Graphs Help

[ rear 1 ] [ Year 2 I [ Year 3 I [ “Year 4 ] [ “Year B ] [ Summary ] [ Print.... ] l Export... ] [ Cloze ]

[y Expense Projection (Year 1)

Expense Category Jan Feb War Apr May Jun Jul Aug Sep Oct MNow Dec ear 1
Officer's Labor 4,400 4812 3,850 3,438 4,125 3,850 4,675 87,175 4,400 3,575 4400 4,400 133,100
Rent 1,258 1,288 1,258 1,298 1,258 1298 1,298 1,258 1,288 1,258 1,298 1,298 15,576
Telephone 1,309 1,431 954 1,382 1,586 882 829 1,383 go2 952 915 915 13,448
Training and Conferences 0 1] 0 1] 5,820 0 3,520 0 550 0 1] 0 10,880
Office Supplies 1,115 866 911 816 1,009 123 966 816 820 73T 557 557 10,501
Advertising 2,805 110 110 110 1,100 2860 110 110 110 2,310 110 110 9955
Toole & Machinery (under 1,745 i} 0 3,306 0 0 1,124 0 i} 0 1,043 1,043 2261
Payroll (office staff) 660 660 990 o 660 660 660 660 930 660 660 660 7,920
Weals and Entertainment 26 o 63 0 14 100 1,155 108 333 26 1273 1273 447
Accounting 0 4,455 0 0 0 0 0 0 o 0 0 0 4455
Designer's Wages 330 330 455 330 330 330 330 330 495 330 330 330 4290
Repairz & Maintenance 976 o 0 1,128 0 0 805 0 o 1,353 o 0 4082
Gas & Qil 351 245 387 298 365 431 431 259 405 253 244 244 3,963
Liability Insurance 248 248 248 248 248 248 248 248 248 248 440 440 3,360
Dues and Subscriptions 0 o 0 o 0 2,750 0 0 o 0 o 0 2,750
Taxes 250 250 0 250 250 250 250 250 o 250 250 250 2,500
Insurance-Auto 1,128 o o o o 0 1,128 o o o o o 2258
Computer Consultants 0 1] 0 1] 0 2,200 0 0 1] 0 1] 0 2,200
Wisc. Expense 1,805 237 296 1,553 424 302 351 445 406 314 402 402 6,938
Total Expenses 18,445 14,542 9,612 14,157 18,329 17,382 17,680 93,123 11,063 12,308 11,822 11,922 250,894

Figure 130 -- Expense Projection Generated by QuickBooks Business Planner
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Beginning Balance Sheet

The Beginning Balance Sheet report simply displays starting balances on the balance sheet. This
data is used as the basis for cash flow projections and forecasted balance sheets over the planning
period. An example of the Beginning Balance Sheet Report is shown below in Figure 131.

o= | Quality-Built Construction - QuickBooks Business Planner
File Edit Tnzert  View Reports Graphs Help
“'ear 1 Tear 2 Year 3 Tear d Tear b Summarny [ Prit... ] [E:-:pu:urt...] [ Cloze ]

[} Beginning Balance Sheet

Aszefz
Current az=sets:
Cazh 287 151
Accountz Receivable 13,500
Other current az=setz 1,200
Total current azzets 301,851
Fixed azzstz (net) 71,957

Total azzetz 373,808
Ligbilities:
Current liabilities:
Line of credit (131}
Accrued liabilties 52,379
Total current liabilties 52,248

Total liabilties 32,248

Equity:
Total equity 321,560

Total liabiltiez and equity 373,808

Debt-to-equity ratio 0.18

Figure 131 -- Beginning Balance Sheet Generated by QuickBooks Business Planner
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Profit & Loss

The Profit & Loss report provides projected income statement data over the planning period. The
data used to generate this report is pulled from the Income Projection and the Expense Projection
reports described earlier in this section.

'8 Quality-Built Construction - QuickBooks Business Planner
File Edit Inzert View Reports Graphs Help
[ Year 1 ] [ Year 2 ] l ‘Year 3 ] [ Year 4 ] [ ‘Year§ ] [Summary] [ Prirt... I [Export...] [ Clage ]

iy Profit & Loss Statement (Year 1)

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Year 1
Income 71777 72,370 72,864 73,557 74,150 74,743 75,336 75,930 76,523 77,116 17,708 78,302 500,477
Less COGS:
Material 44,243 44 50% 44875 45,341 45,706 45,072 45,437 46,803 47 168 47,534 47,900
Total COGS 44243 44 509 44875 45,341 45,706 45,072 45,437 45,803 47 168 47,534 47,900
Gross profit 27534 27761 27,989 28216 28,444 28,671 28,899 29127 25,354 25,582 25,808 30,037
Operating expenses:
Officer's Labor 4,400 4812 3,850 3,438 4125 3,850 4,875 a87,17% 4,400 3,575 4,400 4,400 133,100
Rent 1,298 1,298 1,298 1,298 1,298 1,258 1,258 1,298 1,298 1,298 1,298 1,298 15,576
Telephone 1,309 1,431 854 1,382 1,586 a2 829 1,383 s08 852 915 915 13,446
Training and Conferences 0 0 0 o 5,820 o 3,520 0 550 0 o o 10,880
Qffice Supplies 1115 866 911 816 1,009 1,231 966 816 820 73T 557 557 10,501
Advertizing 2,805 110 110 110 1,100 2,860 110 110 110 2310 110 110 9,955
Toolz & Machinery (under 1,745 0 0 3,306 o o 1,124 0 0 0 1,043 1,043 8,261
Payroll (office staff) 860 860 950 o 660 660 660 860 990 860 860 660 7,920
Meals and Entertainment 28 0 83 i} 114 100 1,155 108 333 26 1,273 1,273 4,471
Accounting 0 4455 0 o o 0 0 0 0 0 o o 4,455
Designer's Wages 330 330 485 330 330 330 330 330 485 330 330 330 4,250
Repairs & Maintenance 976 0 0 1128 o 0 605 0 0 1,353 o o 4,082
Gas & Oil 351 245 397 296 365 41 431 299 405 253 244 244 3,963
Liability Insurance 248 248 248 248 248 248 248 248 248 248 440 440 3,360
Dues and Subscriptions 0 0 0 o o 2750 0 0 0 0 o o 2750
Taxes 250 2580 0 250 250 250 250 250 0 250 250 250 2,500
Insurance-Auto 1,128 o o 0 0 0 1,128 o o o 0 0 2,256
Computer Consultants 0 0 0 o o 2,200 0 0 0 0 o o 2,200
Misc. Expense 1,805 237 256 1,553 424 302 351 445 406 314 402 402 6,938
Depreciation 833 833 833 833 833 833 833 833 833 833 833 833 10,000
Total operating expenses 19,279 15,775 10,445 14,980 19,162 18,225 18,513 93,956 11,896 13,139 12,755 12,755 260,894
Operating income 8,254 11,986 17,544 13,226 9,282 10,445 10,386 (54,830} 17 458 16,442 17,054 17,281 84,529
Net income 8,254 11,986 17,544 13,226 9,282 10,445 10,388 (54,830) 17 458 15,442 17,054 17,281 84 529

Figure 132 — Projected Profit & Loss Statement Generated by QuickBooks Business Planner
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Balance Sheet

The Balance Sheet report provides projected balance sheets over the forecast period. Data entered
during the planner’s interview process is coupled with projected income and expense data to serve as
the foundation for the Balance Sheet report. As shown below in Figure 133, the Balance Sheet report
can be generated in detailed or summary format and, like other Business Planner reports; it can be
exported to Excel.

i Quality-Built Construction - QuickBooks Business Planner

File Edit In==rt View Reports Graphs Help
[ YYear 1 ] l ear 2 ] [ Year 3 ] [ ‘ear 4 I [ ‘Year O ] [ Summary I [ Print... ] [ Expoit... I [ Close ]
[y Balance Sheet (Year 1)
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Year 1
Assets:
Current assets:
Cash 309,870 322689 341,086 355,125 385,240 376,520 387,738 323742 342,033 359,309 377,196 395,311 395,311
Other current assets 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200
Total current assets 311,070 323,889 342,268 356,325 366,440 377720 366,938 324942 343,233 360,509 376,396 396,511 396,511
Fixed assets (net) 71,124 70,280 69,457 58,624 67,790 66,957 66,124 65,290 54,457 63,624 62,790 61,857 61,957
Total az=zetz 382,193 394,179 411,723 424 949 434231 444 577 455,062 390,233 407,650 424 133 441187 458 458 458 458
Liabilities and equity:
Current liabilties:
Accrued liabilties 52,379 52,379 52,379 52,37% 52,379 52,379 52,379 52,379 52,379 52,37% 52,379 52,379 52,379
Total current liabilities 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379
Total liabilties 52,379 523719 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379 52,379
Equity 329,814 341,800 355,344 372,570 381,852 352,298 402,683 337,854 355,311 371,754 388,808 406,089 406,089
Total liabilities and equity 382,193 394,179 411,723 424 949 434 231 444 BTT 455,082 390,233 407,690 424132 441187 458 458 458 458

Figure 133 -- Projected Balance Sheet Generated by QuickBooks Business Planner

Cash Plan

The Cash Plan report provides a summary of projected cash flow over the planning periods. Drawing
from both projected income statement data and projected balance sheet data, the Cash Plan report
computes and presents projected cash flows, including ending cash balances for each month in the
forecast period. This report can be displayed in either summary or detailed view and can also be
exported to Excel.

| Quality-Built Construction - QuickBooks Business Planner

File Edit Ins=rt View Reports Graphs Help

[ Year 1 ] l Year 2 ] [ Wear 3 ] [ Yeard I [ ‘ear 5 ] [ Summaryl [ Frirt... ] [ Export... I [ Close ]

[y Cash Plan (Year 1)

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec “ear 1

Cash receipts 85277 72370 72,964 73,557 74,150 74,743 75,336 75,930 76,523 77116 77,708 78,302 913,977
Operating cash expenses:

Cost of sales 44,243 44809 44,975 45,341 45,706 46,072 46,437 46,803 47,169 47,534 47,800 48,265 555,054
Other expenses 18,445 14542 9,612 14,157 18,329 17,382 17,680 93,123 11,063 12,306 11,522 11,522 250,894
Total operating cash exp. 62,6869 39,551 54,587 59,498 64,035 §3,464 64,117 139,926 58,232 58,840 59,822 0,187 805,948
Cash from operations 22,588 12,819 18,377 14,059 10,115 11,279 11,219 (63,996) 18,291 17,276 17,887 18,115 108,029
Change in cash 22,588 12,819 18,377 14,058 10,118 11,279 1,219 (63,996) 18,281 17,276 17,887 18,115 108,029
Beginning cash 287,151 309,870 322,689 341,066 355,125 355,240 376,520 387,738 323,742 342,033 359,309 377,196 287,151
Cash before borrowing 309,739 322,689 341,066 355,125 365,240 376,520 367,738 323742 342,033 358,309 377,196 355,311 395,180
Line of credit activity 131 0 0 0 0 0 o 0 0 0 0 0 131
Ending cash 308,870 322 689 341,066 355,125 365,240 376,520 387,738 323,742 342,033 359,309 377,196 395,311 395,311

Figure 134 -- Projected Cash Plan Generated by QuickBooks Business Planner

131



Business Plan

Lastly, the Business Plan report section of the Business Planner provides users with the option of
selecting which sections to include in the printed Business Plan. Options include:

e Non-Disclosure Agreement

o Title Page

e Table of Contents

e Executive Summary

e Company Background

e Products

e Services

e The Industry, Competition, and Market
e Marketing Plan

e Operating Plan

e Management, Organization, and Ownership
e Goals and Strategies

e Financial Assumptions

e Appendix

Print Business Plan

Contents |
Plan contents: Appendix contents
v| Non-Dizclozure Agreement - Reports:
: 1::;:‘:'9;0"':3"':3 = Ml Income F'n:_.l::tl:lr'l -rear 1
= v| Income Projection - ear 2
v Executive Summary v| Income Projection - Year 3 0
vl Intraduction v Income Projection - ear 4
vl Business Opportunity v| Income Projection - ear 5
v Product,/S ervice Description v Expenze Projection - ear 1 "
v Cument Business Position -
v Financial Patential Additional docurnents:
v The Request
v| Company Background
v Intraduction
¥ Businesz Description
v Compaty Higtor
v  Cument Pozition and Buzinessz Obiectives b’

Figure 135 -- Choosing Sections of the Business Plan for Printing
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Upon selecting the sections to be included in the Business Plan, the Business Planner generates a
detailed Business Plan report that can be used to obtain financing, attract investors, etc. The business
plan is based on the format recommended by the U.S. Small Business Administration for loan
applications or a bank line of credit.

Understanding the QuickBooks Decision Tools

QuickBooks includes a set of Decision Tools (available in 2007 and earlier versions) designed to
provide information useful in managing and making decisions about business operations. These
Decision Tools help owners and managers compare alternatives, analyze financial position and results
of operations, and establish policies and procedures.

Decision Tools are provided to assist in the following areas:
e Measure Profitability

¢ Analyze Financial Strength

e Compare Debt and Ownership

e Depreciate Assets

¢ Manage Receivables

e Classify Workers as Employees or Contractors

e Improve Cash Flow

e Complete Periodic Tasks

Decision Tools Example — Depreciating Assets

One of the more daunting tasks faced by small business owners and managers not well versed in
accounting principles and tax laws is that of correctly computing depreciation of fixed assets.
QuickBooks provides a Decision Tool to assist in this process.

To access this tool:

e From the Company menu choose Planning & Budgeting, Decision Tools, and Depreciate
Your Assets from the menu.

As shown in Figure 136, the depreciation tool is organized into five tabs:
e What is depreciation

e What property is depreciable

e Methods of depreciation

e How long does depreciation last

e Depreciate your assets now
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The first four tabs provide information to those using the tool to assist in understanding the concepts
related to deprecation. The fifth tab — Depreciate Your Assets Now — guides users through the steps
of establishing depreciation records for fixed assets. Note however that the depreciation records
established in the Decision Tool do not impact any records that might be established in the Fixed
Asset Manager included in QuickBooks Premier Accountant Edition.

73 Sample Quality-Built Construction - QuickBooks Premier: Accountant Edition 2007 - [Depre... |._||E||£|
.File Edit View Lists Accountant Company Customers Vendors Employees Banking Reports Window Help Beta

- g x
® & &3 = B B HE B
Home Customer Center Vendor Center Employee Center  ReportCenter  ° Invoice Item MemTx Check Bill

- q w
..~ Depreciate Your Assets More Decision Tools p
Depreciate your
_ assets now

Depreciate your assets mﬁﬁ‘ﬁ‘”"“'““‘s

Uze this calculator to compare annual depreciation expenses under different

il B ; . . Create de iati te
depreciation methods. You can save information about each aszet in the YWiew b Creste depreciation sccoun

All Azzetz record. To print the azzet record, click on the Print button under } Enter depreciation in
Wiew Al Azsets. QuickBooks

Calculate Wiew All Using this calculator
Azzets

Depreciation

Step 1of2
Enter information about your fixed asset:

AssetlD

Mame

Serial Mumber

DepartmentLocation

First Month of Fiscal Year

|

|

|

|
Placed-in-sevice Date |

|_ dnuary

|

Useful Life

Convention | Full Year "

Basis

Salvage Value

Froduction Capacity

£

Figure 136 -- Depreciating Assets Decision Tool
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MAKING THE MOST OF FINANCIAL
STATEMENT DESIGNER

Using Financial Statement Designer

Customizing Statements with Financial Statement Designer
Creating Supporting Documents Using the Document Editor
Printing a Complete Set of Financial Statements

Using Financial Statement Designer

QuickBooks Premier Accountant Edition and QuickBooks Enterprise Solutions include Financial
Statement Designer (FSD), a report-writing application designed to allow users to create financial
statements and reports to meet exacting needs and specifications. In addition to creating traditional
statements such as Balance Sheets and Income Statements, Financial Statement Designer allows
users to create compilation reports, footnotes, supplementary schedules, and almost any type of
customized report or statement desired. Financial Statement Designer even includes functionality to
create financial ratio analyses.

Financial Statement Designer allows users to create a report template and to use it across multiple
companies. Financial Statement Designer also allows users to create statements from scratch or to
use and customize an existing template supplied by the application.

The following key features are provided in Financial Statement Designer:
e Design a statement from scratch.

e Save your custom formatting locally for use with multiple clients.

e A Financial Ratio Tool to generate key analytical ratios.

e Export Financial Statements to Excel.

e Round Statements to ensure that columns foot accurately.

e Save Statements as Adobe Acrobat Files.

e Consolidate Accounts (e.g., Cash and Cash Equivalents).

o Filter Financial Statements by Class or Customer: Job (Income and Expense Account Activity
Only).

e Insert rows and enter formulas or map fields to the General Ledger (e.g., to report on Beginning
and Ending Inventory).
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e Insert Columns and enter formulas or map fields to the General Ledger (e.g., to add a variance
column or to add a class or job column)

To access Financial Statement Designer:
1. From the Reports menu, choose Financial Statement Designer.

2. Select from one of the existing templates or create a new report from the Financial Statement and

Supporting Document List shown in Figure 137.

Financial Statement and Supporting Document List

& Saved Fi 1al 5 and Supp g D
= & Fi ial 5 and 5 ing D T

= =y Balance Sheet
[J Curent Year
[ Current Year Two Colurmn
[J Curent Year with %
3 Curent/Frior ear
[ Current/Prior Year with %
3 Current/Prior Year with Variance
[ Curent/Prior f'ear with Variance and %
= i Income Statement
[ Curent Period
[J Current Period with %
[ Curent Period/vear
[J Current Period/r'ear with %
[ Cument/Prior Period
[ Curent/Prior Period with %
3 Curent/Prior Period and Current/Pricr Y ear
[ Current/Prior Period and Current/Prior Year with %
3 Current/Prior Period with Variance and %
[ 12 Months of Fisoal Year
[J Most Recent 12 Manths
[ 4 Quarters of Fiscal Year
[J Most Recent 4 Quarters
= {3y Cash Flow Statement
[ Curent Period
O Curent Period/'ear
[ Curent/Prior Period
= i Other
[ Current Period Retained Eamings - Detailed
[ Current Period Retained Earmings - Simplified
[ Curent Tear Ratios
= 4 Documents

Detail:
C:AProgram FilestI ntuitsQuickBook s 2006\Compan...

Sample Balance Sheet
Sample Balance Sheet
Sample Balance Sheet
Sample Balance Sheet
Sample Balance Sheet
Sample Balance Sheet
Sample Balance Sheet

Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement
Sample Income Statement

Sample Cash Flow Statement
Sample Cash Flow Statement
Sample Cash Flow Statement

Sample Retained Eammings Statement
Sample Aetained Eammings Statement
Sample Financial Ratios Statement

Figure 137 - Financial Statement and Supporting Document List
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As is evident in Figure 137, numerous predefined templates are provided with Financial Statement
Designer; any of these can be used “as-is” or can be modified to meet specific needs. In fact, one of
the templates provided by Financial Statement Designer that many users are likely to utilize is one that
provides the income statement in the format shown below in Figure 138. That template provides
results for the current period and year-to-date; in addition, it provides “percentage of total revenue”
calculations for both the current and year-to-date columns.

Larry's Landscaping & Garden Supply
One Month Ended April 30, 2007
1 Month Ended T Months Ended
Apr. 30, 2007 % Apr. 30, 2007 %
Revenue
Landscaping Services 5,995.19 90.22% 15,969.94 92.31%
Retail Sales 0.00 0.00% 194.88 1.13%
Service 650.00 9.78% 1,135.00 6.56%
Total Revenue 5 6,645.19 100.00% 5 17,2599.82 100.00%
Cost of Goods Sold
Cost of Goods Sold 3 086.55 14.85% 5 2,531.70 14.63%
Total Costof Goods Sold 3 886.55 14.85% 5 2,531.70 14.63%
Gross Profit 5 5,658.64 85.15% 5 14,768.12 85.37%
Operating Expenses
Payroll Expenses 5 11,460.24 172.46% 5 45 682.38 268.84%
Automobile 102.50 1.54% T43.04 430%
Bank Service Changes 25.50 0.28% 178.50 1.03%
Delivery Fee 25.00 0.38% 25.00 0.14%
Interest Expense 100.46 1.51% 81567 471%
Job Expenzes 37.00 0.56% 1,187.00 6.86%
Utilities 233.15 3.51 "% 1.558.42 8.01%
Total Operating Expenses 3 11,983.85 180.34% 5 51,150.01 295.90%
Operating Income (Loss) 5 -5,325.21 -95.18% 5 -35,421.29 -210.53%
Other Income
Interest Income 0.00 0.00% 6.53 0.04%
Total Other Income 5 0.00 0.00% 5 6.58 0.04%
Other Expenses
Total Other Expenses 3 0.00 0.00% 5 0.00 0.00%
Income [Loss) Before Income Taxes 5 -£,325.21 -85 18% 3 -3 4153 -210.50%
Net Income (Loss) 5 532521 -95.18% 5 -36.415.31 -210.50%

Figure 138 - Sample Income Statement Template Provided by Financial Statement Designer

For many users, simply replacing QuickBooks-generated reports with standard reports found in
Financial Statement Designer provides all of the improvement desired in the financial reporting
process. Inthose cases where additional customizations are necessary, Financial Statement
Designer fully supports that process as outlined in the following section.
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Customizing Statements with Financial Statement Designer

Over thirty financial statement templates are provided with the program; each of these can be selected
and used “as-is” or customized to meet exacting needs and specifications. To customize an existing
template, from the main Financial Statement Designer window, scroll down the list of sample layouts
and select the most appropriate for a specific situation.

Upon selecting the statement to customize, the Financial Statement Editor screen appears so you can
format the statement to fit your needs. The Financial Statement Editor works similarly to a spreadsheet
program. You can control the information and the appearance of the columns, rows, and even
individual cells that display on the statement. There are also a number of built-in tools to make the
process of formatting the statements much easier.

= QuickBooks Financial Statement Editor - Current/Prior Year

File Edit View Insert Format Tools Help
[ Mew [= Open [ save | <Zprint [& | & =
24 |Secti0n Header w |Arial w | B I U | E == = y | E Sum
a1 v| =|assETS
Statement Date Basis
Selected Period: Asof |B/2007 | |Accrual » | [ Recalculate
De=cription 83172007 8/31/2006 i
A B C :
1 ASSETS : '
2
3 2007 2006
4
5 CURRENT ASSETS
B Company Checking Account ] §1,667.04 3 59,435.95
7 Adjustment Register 0.00 0.00
a Company Savings Account 167,550.00 12,550.00
g Payroll Checking Account 8263 34814
10 Petty Cazh Account 24422 400.00
1 Accounts Receivable 48,000.00 0.00
12 Employes Advances 0.00 0.00
13 Retentions Receivable 0.00 0.00
14 Security Deposit 1,200.00 1,200.00
15 Vendor Deposits 0.00 0.00 3
Current/Prior Year

Figure 139 - Financial Statement Opened for Editing
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Using the template as a basis for the financial statement, customize the statement by performing the
following actions:

Select Desired Statement Date. Choose any date range to pull data from QuickBooks and pre-
populate the financial statement layout. On the main Financial Statement Designer screen, simply
select the statement date for the financial statements. The program will then pre-populate the
financial statement template with the company’s chart of accounts and account balances for the
selected statement date.

Insert Columns. Users can insert columns to further customize the financial statement to show
prior period balances or variance between other columns. Simply go to the Insert menu and
choose the type of column to be inserted as shown in Figure 140.

|:|:||:I Account Balance Column. ..

Variance Column...

Variance Percentage Column. ..

Totals Column...

Blank Column
Figure 140 - Inserting a Column
Filter by Classes or Customer:Job. If a company uses Classes or Customer:Jobs in
QuickBooks, the financial statements can be filtered by those classes or Customer:Jobs (income

and expense accounts only). Select a column and add a filter in the Column Properties pane as
shown below in Figure 141.

Column Properties El

Current Column: B

Colurmn Type: Account Balance A
[rate Range:
Wariable: Lazt Period "

Show me data from the period:

0 E pefiods prior.

Date: 8142007 - 84312007
How do | choose the penod?

Filter Amourts:

LClass:

<D not filker by clazs> w

Customer: Job:

<o nat filker by job: w

Ok, ] [ Cancel l[ Help

Figure 141 - Column Properties in Financial Statement Designer
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Insert Rows. Rows can also be inserted to group accounts in any way desired, add subtotals, or
add blank rows for spacing. Go to the Insert menu and choose the type of row to be inserted.
When adding an Account Row (a row with an account balance), select which accounts to be
included on that row and what the row description should be as shown below in Figure 142.

Insert Account Row §|

Select the account]z] fram yaur Chart af Accounts paul want
to azsign bo this account row, You may lpe anather
dezcrniption for the selected account[z).

Aocounts

| Account; hzzighed ||~
J  Compary Checking Account
J  Comparny Savings Sccount

Cormputer & Office Equiprment

Conztruction Loan

Cuztomer Depositz

Emplopes Advances

Ezcrom Deposzit

L znd Aavisitas L azen b
Sho; Accounts nob present in statement W
Descrptior: | Cash and Equivalents
[ Reverse Signs [+]
[] &hwayz print zero balances
[ [hzert l ’ Cancel ] ’ Help

Figure 142 - Inserting a Row in Financial Statement Designer

140



Group Accounts. Multiple accounts can be assigned to a row and users can choose whether the
row should be displayed as collapsed or expanded. This is helpful when deciding how much detail
to show on the statement. Select the rows to be combined and then choose Combine Account
Rows from the right-click menu. To change the description that appears with the group of
accounts, click in the Account Description field (in the Row Properties pane) and enter a new
description as shown below in Figure 143.

Row Properties E|

Current Bow: &

Fow Tope: | Account w

Account Description:
Met [Comstruction |noome:

Agzigned Account|z]:

Congtruction Ihcorme
YWendar Fefunds

&dd

Reverze Signs [+/-]

[] &hwayz print zero balances

[ (] l ’ Cancel ] ’ Help

Figure 143 - Combined Rows in Financial Statement Designer
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e Round Statement. Users have the ability to round financial statements to the whole dollar and
assign the cents to rounding account chosen by the user. Select Tools, Print Options from the
menu, select Display Account Balances as whole numbers, and select the desired rounding
account as shown below in Figure 144,

Print Options

Dizplay Account Balances

[] Divided by 1000

Az whale numbers

[+] &zsign rounding emors to: | IS ml= w

Show Accounts

[ ]*ith zero balance

[ 1Replace zeros with I:I in statement layout

k. ]’ Caricel ] ’ Help

Figure 144 - Rounding a Statement in Financial Statement Designer

e Create Formulas. Users can create formulas to add, subtract, multiply, or divide the data and
display the result in a cell. Select the cell to which the formula should be added and then enter the
formula in the cell or into the formula bar above the spreadsheet.

File Edik Wew Insert Format Tools Help
[ Mew [ open [ save | % Print |ﬁ| 5 Q'J|
| |Eurrenu:_l,l ﬂ|.-’-‘-.rial ﬂ|8 ﬂ| B 7

B21 x| |[B14+B15+B16+B17+B18+513]

Figure 145 - Entering a Formula in Financial Statement Designer
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Completely Control Headers and Footers. Users can add more text, add page numbers,
change the title, etc. of any statement or report in Financial Statement Designer. To do so, go to
the View menu and select the item for Header and Footer. The Header and Footer will be
displayed in the Statement Editor and can then be edited as desired.

E’ OhnckBooks Financial Statement Editor - Current Period

Pl Pt Wew Insert Pormet Tooks  Help

01 Mew CFopen [lsave  Frnt [3) 4 B o oo |5
) |Cokrn Heae v|.a.m| v|a v|pr U EETET|EES® , Eum 2
Lyl ¥ -

Stalement Oale Basis

Sedached Paing | Customn w | Fom Dete: |S312007 | Tobghe BRELED0T Aeciual R Alecskouste

Guality-Built Canstruction
INCOME STATEMENT
One Month Ended August 31, 2007

Demcriplion ETN2007 - &52007 n
A B
1 1
I ——
2
k]
] Reverue
] Canstricion ncome § J2.500.00
71 Wardo' Aafusdi 0,60 3
Ses Arcoaniants’ Compliabion Raport
[FAGE_MUMBER]
Cusrant Paied

Figure 146 - Editing Headers and Footers in Financial Statement Designer

Control Formatting of Cells. In Financial Statement Designer, users can completely control the
formatting of each cell, row, and column. Select a cell, a row, a column, or even a section of a
financial statement and apply a variety of formatting to that selection. The font, font size, color,
column widths, row heights, indentation, alignment, underlines, borders, commas, and dollar signs
can all be controlled in Financial Statement Designer.

Export Financial Statements to Excel and PDF. If desired, users can export financial
statements to Excel and PDF files.

From the File menu, select Send To and then choose Excel to export a statement to Excel.
To export to PDF, select File, Save As PDF from the menu.
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Create Supporting Documents Using the Document Editor

Accountants can use Financial Statement Designer’s built-in document editor, which works like a
standard word processor, to produce supporting documents to accompany the financial statements.
For instance, as shown below in Figure 147, Financial Statement Designer can be used to generate
compilation reports.

z/ QuickBooks Supporting Document Editor - Compilation Letter - Iﬂlﬂ

Fil= Edit VYiew Insert Format Tools Help

|
SEIEEC |
[T b o =B 7 U|ms =3 = s |
B Lo B .2 B B B B B B B B
ABC Tax Services ‘
5555 Elm Street
Anytown, TX 75034
2145551212

Taothe Board of Directors

Rock Castle Construction
1735 County Road
Bayshore, CA 94326

We have compiled the accompanying balance sheet of Rock Castle Construction as of December
31, 2004 and the related statements of income and cash flows for the period then ended, in
accordance with Statements on Standards for Accounting and Review Services issued by the
American Institute of Certified Public Accountants.

A complilation is limited to presenting, in the form of financial staterents, information that is the
representation of management. We have not audited or reviewed the accompanying financial
statements and, accordingly, do not express an opinion or any other form of assurance on them.

Figure 147 - Sample Compilation Report in Financial Statement Designer

Following are a few of the most valuable capabilities of the Document Editor:

e Standard Letters. Choose from several standard compilations, review, and audit engagement
letters. From the main Financial Statement Designer window, scroll below the Financial
Statement layouts and to see a list of supporting document templates that are available for use.
Or, create a new letter from scratch by selecting New from the toolbar and choosing Supporting
Document as the type.

e Financial Ratios. A new template enables users to easily create a report of the most common
Financial Ratio calculations. Scroll to the Supporting Documents templates and select the one
for Financial Ratios. A new window will open with the most common financial ratios pre-filled with
your data from the currently open QuickBooks data file.

e Title Pages and Letters Automatically Update With the Statement Date. When updating the
statement date, dates throughout the letters and title pages are automatically updated so they
don't need to be updated manually.
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Printing a Complete Set of Customized Financial
Statements

With the Financial Statement Designer, the data the accountant works with is always connected to its
QuickBooks source because the chart of accounts and balances in the Financial Statement Designer
are pulled directly from the QuickBooks data file. This allows users to quickly and easily update
financial and operational statements and reports. Following are discussions of some of the key
capabilities associated with printing a complete set of financial statements using Financial Statement
Designer.

Memorizing Each Client's Customized Set of Financial Statements

The first time a financial statement is customized and saved, users are presented with the Save As
window as shown below in Figure 148.

Save As E'

Type a statement name and then click Save.

Statement M ame: |Eustu:-mizeu:| Balance Sheel | Saveln >

I Save l ’ Cancel l ’ Help ]

Figure 148 -- "Save As" Dialog Box in Financial Statement Designer

Thereafter, the customized statement is available under the Saved Financial Statements and
Supporting Documents section of the Open dialog box as shown below in Figure 149.

Open [Z|

Select the financial statement you want o open.

| Financial Statements [retails A|
= gj Saved Financial Statements and Supporting Documer
I Cistamized Balance Shest Cazh Flow Statement
-¥ Monthly Reports Caszh Flow Statement
= @ Financial Statement and Supporting Document Templ.
=5 Balance Sheet —
[ Current vear Sample Balance Sheet
[ Current ear Two Colurmn Sample Balance Sheet
[ Current 'ear with % Sample Balance Sheet
s Current/Prior v'ear Sample Balance Sheet
[ Current/Priar r'ear with & Sample Balance Sheet
) Current/Prior Year with Variance Sample Balance Sheet
[ Current/Priar v'ear with Y ariance and % Sample B alance Sheet
=5 Income Statement “
Open ] [ Cancel ] [ Help

Figure 149 -- "Open" Dialog Box in Financial Statement Designer
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Changing Statement Dates

You can quickly produce a complete set of statements for a new period by entering the new statement
date in the Statement Date section of the Financial Statement Designer. The program then reads in
the client’s financial data from the QuickBooks file and displays the account balances for the period
you have selected.

e QuickZoom® from Account Balances Use the QuickZoom® feature to jump directly from a
balance on a financial statement to a Transaction Detail by Account report in the client's
QuickBooks file. Double-click on any balance and Financial Statement Designer will open a
detailed report of that account’s activity; another double-click on any transaction drills-down to the
original source transaction.

Managing Files

To determine the location of FSD files, open Financial Statement Designer and check the file location
across from Saved Financial Statements and Supporting Document Templates columns, as shown in
Figure 150.

2 Rock Castle Construction - Financial Statement Designer |'L
Fle Edit Help
[ new - &3 Print [ Falders -
Statement D ate Basis
Selected Periad: |Eustom v | From D ate: ‘U31 f2007  w ‘ TaDate: [1/31/2007 v| |Accrual v
Financial Statement and Supparting Document List Details s
= 47 Saved Fi ial Stat ts and 5 "w C:ADocuments and Settings\All Usersh\Documentsi ntuityGuickB ookshCompany Files\FSDAClents\Rock_Castle_Construction...;
LY Sale P Balance Sheet
= & Fi <ol Chak t and Supporting D LT
= {3 Balance Sheet
[ Current vear Sample Balance Sheet
[J Current Vear Twa Column Sample Balance Sheet
[ Current “ear with % Sample Balance Sheet
[ Current/Prior Y'ear Sample Balance Sheet
[ Current/Prior 'ear with % Sample Balance Sheet
[ Current/Prior Year with Variance Sample Balance Sheet
[J Current/Prior ear with \Wariance and % Sample Balance Sheet
= 3 Income Statement
[ Current Period Sample Income Statement
[ Current Period with % Sample Income Statement
[ Current Period/r'ear Sample Income Statement
[ Current Period/'ear with % Sample Income Statement
[ Current/Prior Period Sample Income Statement
[ Current/Prior Period with % Sample Income Statement
[J Current/Prior Period and Current/Prior Year Sample Income Statement
[ Current/Prior Period and Current/Prior Year with % Sample Income Statement
[ Current/Prior Period with ' ariance and % Sample Income Statement
[ 12 Months of Fiscal ear Sample Income Statement
O HMost Recent 12 Months Sample Income Statement —
[ 4 Quarters of Fiscal Year Sample Income Statement
[ Most Recent 4 Quarters Sample Income Statement
[= i3 Cash Flow Statement
[ Current Period Sample Cazh Flow Statement
[ Current Periodear Sample Cazh Flow Statement
[ Current/Prior Period Sample Cazh Flow Statement
= 25 Other
[ Current Period Fietained Earnings - Detailed Sample Retained E amnings Statement
[ Current Period Retained Earnings - Simplified Sample Retained Earnings Statement

[J Current Vear Fatios
—_—— =
iy Start =

Calendar-Mico [ Financial Stat...

Figure 150 — Checking the File Location
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To change the location of Financial Statement Designer files:

e From the Edit menu, choose Preferences and change the folder location, as shown
in Figure 151.

Preferences

Client Staternents and Documents
Your zaved financial statements and supparting documents are stared in

a file in the lozation listed below. You can change the file location by
clicking the Browse button,

Folder:
C:ADocuments and SettingzhAll Uzers\Documentshlntuit\Guick B ook s\C

Browse

v| Dizplay duplicate account notifications.

| ok || cancel || Hep |

Figure 151 - Changing the Folder Location

Starting in 2008, Financial Statement Designer files are included in the QuickBooks backup file. When
working with earlier versions, it's recommended that you create a backup in case the linkage between
QuickBooks and Financial Statement Designer is damaged in any way. In addition, by keeping
backups in a central location, you can transfer formats between clients easily without having to open
the original client company file and Financial Statement Designer where the statement was created.

To save a statement format:
1. Open the Client Company file.
2. Open Financial Statement Designer.

3. Highlight the statement format you want saved.
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4. From the File menu, choose Send To Computer.

File Edit Help
[ Hew P drint < Delste [ Folders -
=5 Open Selected Chrl+0
Basis
[ Falders * W From Date: | 1/31/2007 s | TaDate: (173152007 Accrual N
Impart,.., ument Lizt Details
Send T C:ADocuments and Settingsall Users\Docume
Convvert From Prior Wersion, .. Mail Recipient
: Excel Templates
&3 Print... Ct+P
Save As POF... Sample Balance Sheet
Exit ChH-C Sample Balance Sheat
[ Chrent vear vith = Sample Balance Sheet
[ Current/Prior ‘Y'ear Sample Balance Sheet
[ Current/Priar 'ear with % Sample Balance Shest
[ Current/Priar v'ear with Y ariance Sample Balahce Sheet
[ Current/Prior “fear with Wanance and % Sample Balance Sheet
= 3] Income Statement
[ Current Period Sample Income Statement
[ Current Period with % Sample Income Statement
[ Current Period/vear Sample Income Statement
[ Current Period ear with % Sample Income Statement
[ Current/Prior Period Sample Income Statement
[ Current/Prior Period with % Sample Income Statement

Figure 152 - Saving a Statement

5. Select the location to place file and click Save.

To make files easily accessible, create a folder on the server to save all financial statement formats
and categorize by company type. This makes it easier to find statements for new clients without
remembering for which client the statement was originally created.

To import the financial Statement Designer Template:
1. Open the QuickBooks company file into which you want to import.

2. From the File menu, choose Import.
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3. Select the template you want to import from the saved templates folder you have created.
See Figure 153.

& Rock Castle Construction - Financial Statement Designer

File Edit Help
[ mew P lrink 3 Delete [ Folders -
= Open Selected ChFl+D
(] Falders AN From Diate: (123142007 s | ToDate: |1/31/2007
ument s Detais
Send To * Iz and Supporting Documents C:*Documents and Setl

Balance Sheet

Convert from Prior Version...

upporting Document Templates

<3 Print... Chrl+P
2ave s FOF. . Sample Balance Sheet
Exxit Chrl+0 h Sample Balance Shest

I Current Year with =

[ Current/Prior Y'ear

O Current/Priar v'ear with &

[ Current/Prior ear with Y ariance

[ Current/Prior v'ear with Y ariance and &
= &5 Income Statement
Current Period

Sample Balance Shest
Sample Balance Sheet
Sample Balance Shest
Sample Balance Sheet
Sample Balance Shest

Sample Income Statenm

duouogouauogagog

Current Period with &

Current Period 'ear

Current Period ' ear with %

Current/Frior Period

Current/Prior Peniod with 2

Current/Priar Period and Current/Frior v'ear
Current/Priar Period and Current/Prior v'ear with %
Current/Prior Peniod with Wanance and &
12 Monthz of Fizzal Year

Most Recent 12 Months

4 Quarters of Fizcal Year

Most Recent 4 Quarters

[= =5 Cash Flow Statement

Sample Income Statem
Sample Income Staterm
Sample Income Staten
Sample Income Staterm
Sample Income Staterm
Sample Income Staterm
Sample Income Statem
Sample Income Statenm
Sample Income Statem
Sample Income Staterm
Sample Income Staten
Sample Income Staterm

[ Current Period Sample Cazh Flow Stah
[ Current Period/ear Sample Cazh Flow Stah
| B TN e m e = e | Carmrmde T sl Dl Sk

Figure 153 - Importing the Template
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TROUBLESHOOTING ACCOUNTS RECEIVABLE
AND PAYABLE

Reviewing the Open Invoices Report
Troubleshooting A/R Balances on the Cash Basis
Balance Sheet

In this chapter, we’ll use Accounts Receivable as the example in the analyses and screenshots.
Though the actual step-by-step process may vary somewhat, you can easily apply the concepts to
Accounts Payable.

Accounts Receivable is an accounting term for when customers or clients owe you money for a
purchase or sale. QuickBooks automatically creates this account for you when you create an invoice
for the first time. QuickBooks sets up its own account type for Accounts Receivable. This account
type tells the program that a customer/client name must always accompany this account when used in
a transaction.

Reviewing the Open Invoices Report

The Open Invoices report acts as a subsidiary ledger for Accounts Receivable. This report contains a
list (in alphabetical order) of all customers who owe the company money. The default report provides
you with the following information for each open invoice:

e Customer/client name

¢ Individual list of invoices and credits
e Date

e Number

e P.O. # (if applicable)

e Terms

e Due Date

e Class

e Aging

e Open Balance (Amount of each invoice and a total on all invoices.)
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The information on the Open Invoices report allows you to locate and correct several types of data
entry errors associated with Accounts Receivable. In this section, you'll learn to perform the following
analyses using this report:

e Compare total open invoices to the Accounts Receivable on the Balance Sheet
e Check for negative/positive offsets
e Check for amounts greater than 90 days past due

e Check for negative customer balances

Comparing Total Open Invoices to A/R on the Balance Sheet

When verifying the Accounts Receivable balance on the Open Invoices report to Accounts Receivable
on the Balance Sheet, you must pay close attention to the Date field. The Open Invoices Report
always defaults to the current date.

To compare open invoices to A/R on the balance sheet:
1. Create an Open Invoices report.

2. Setthe Date to agree to the Balance Sheet.

Since this chapter uses the QuickBooks sample data file for Rock Castle Construction, we will
assume “today” to be 02/20/2008, analyzing the data file to create an income tax return for the
fiscal year end of 12/31/2007.

3. Onthe Open Invoice report, click Modify Report and on the Display tab click Advanced.

QuickBooks displays the window shown in Figure 154.

4. Click Report Date in the Open Balance/Aging section of the Advanced Options window.

Advanced Options

Include Cpen Balance | Aqging

O al ) Current {Faster)

{f} In Use @' Repork Date
ook [ Carcel ] [ Help ]

Figure 154 — Advanced Options for the Open Invoices Report

If you do not select the “Report Date” option, QuickBooks shows all of the invoices dated on or
before 12/31/2007 that are currently open. If you received a payment against the invoice
between 12/31/2007 and the current date, QuickBooks will not display that invoice on the
report.

5. Create a Balance Sheet report as of 12/31/2007—the same date as the Open Invoices report.
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6. Compare the amount located at the bottom of the Open Invoices report with the amount located
on the Balance Sheet for Accounts Receivable as shown in Figure 155.

Rock Castle Construction Rock Castle Construction
Balance Sheet Open Invoices
Accrual Basis  As of December 31, 2007 As of December 31, 2007
< Dec 31, 07 4 Terms + DueDate <« Aging - Open Balance -+
ASSETS » T 3879 »
Current Assets
Checking/Savings
Checking » STA11ET 4
Savings 1356542 Met 15 1212472007 7 1665.00
Total Checking/Savings 7035009 1 E6S.00
Accounts Receivable 1 ,665.00
Accounts Receivable 151 547 .50
Total Accounts Receivable 151 647.50
Other Current Assets Met 15 121372007 13 06595
Tools & Equipment 5,000.00 Met 15 1202612007 5 122500
Employee Loans E2.00 1,790.95
Inventory Asset 2310254
Retainage 246180 1,790.95
Undeposited Funds 244000
Total Other Current Assets 33 066 .54
Total Current Assets 235 593 93 et 6O 020305 473573
473373
Fixed Assets
Land 90,000.00 473573
Buildings 325,000.00
Trucks 78,3529 151,647.50
Computers 25,501.00
Furniture 732500 w
Accumulated Depreciation 121 68778 « Wl £ >

Figure 155 — Balance Sheet

Checking for Negative/Positive Offsets

Once you have created the Open Invoices report, you need to review it for negative/positive offsets.
Negative/positive offsets means a customer has an invoice and a payment/credit but the
payment/credit has not been applied to the invoice(s). Basically, the customer is showing a zero
balance but with transactions showing on the report. To remove these transactions from the report,
you need to apply the credit to the invoice.

Unless you apply the payments/credits to their respective invoices, QuickBooks will not show the
income associated with the customer payment on cash basis reports. The understatement in cash
basis income is offset by an understatement in Accounts Receivable on the cash basis balance sheet.
In most casts QuickBooks shows negative Accounts Receivable.

To correct the problem:
1. Create an Open Invoices report and review the report for positive and negative offsets.

The positive and negative amounts may or may not cause the customer’s overall balance to
be zero.

2. For each invoice with an Unapplied Payment or Credit Memo, double-click the Invoice on the
report to display the Create Invoices window.

3. At the bottom of the window click Apply Credits.

Use that window to apply the payments/Credit Memos to the invoice.
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4. Click Done on the Apply Credits window.
See Figure 156.

- Apply Credits x|
r Invoice
Cuskomer:Job - Abercrombie, Kristy
Murnber 96 Arnounk Due 100.00
Diate 12/15/z007 Discount Used 0.00
COriginal Ak, 100,00 Credits Used 10000
Balance Due 0.00
J Credits I

Available Credits

1 Date Credit Mo, | Credit Amt. Amt, To Use Credit Balance

12fisfzo07 | | tomoa| 100,00

Totals 100.00 100,00 0.00
CF all the credits issued to this cuskomer, only unused credits ol |
applicable ko this specific invaoice are displaved above. Ear
Previousk: Applied Credits
J | Date Credit Mo, | Credit Amt. Amt, To Use Credit Balance
.
-
Tatals 0.00 0.00 0.00
Done Cancel Help

Figure 156 — Apply Credits

5. Click Save & Close on the Create Invoices window.

6. Repeat Step 2 for each Invoice with an unapplied Payment/Credit Memo.

When using Jobs, the Payment or Credit Memo must show both the Customer and the Job name. If it
does not, you will need to edit the payment or Credit Memo to include the job name. Then, perform
steps 2 and 3 above. If you need to apply a payment or Credit Memo to multiple jobs, you may have to
enter additional payments or Credit Memos to sub-divide the total credit amount by each specific job.

Consider the amount of time involved in this process. If there are numerous unapplied payments or
Credit Memos and you have to apply the payments and Credit Memos to specific jobs per the note
above, it may be best to have the client perform the above steps to clean up the file. If having the
client do the work is not feasible, you can often enter a journal entry to debit Accounts Receivable and

credit Sales. To make this a cash basis entry, Accounts Receivable must be on the second or
subsequent line of the journal entry.
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Checking for Amounts Greater than 90 Days Past Due

Upon reviewing the Open Invoices report, you discover invoices that are 90 days past due. Below are
two reasons and solutions for dealing with past due invoices.

e Payments are not applied to invoices.
See the section entitled “Checking for Negative/Positive Offsets” for more information.
¢ Invoices are not collectible.

When invoices are deemed not collectible, they need to be written off. There are two methods
in writing off uncollectible invoices. The method you choose depends upon the accounting
basis used by the company.

For clients using the accrual basis you can create an item called Bad Debt and code the item
to the Bad Debt expense account. For clients on the cash basis, you need to enter a Credit
Memo with the same items used on the original invoice.

If the original invoice has inventory items (unlikely with the cash basis), create an Other
Charge item that posts to Inventory Variance or another appropriate Cost of Goods Sold
account. Use this item to write off the portion of the bad debt related to the sale of inventory
items.

Checking for Negative Customer Balances

The information here addresses what to do when the customer has a legitimate credit balance and

when payments were applied incorrectly.

When the Customer Has a Legitimate Credit Balance

If the customer has a legitimate credit balance, you have two options: 1) give the customer a refund, or
2) apply the credit balance to a future invoice.

To issue a refund to the customer:
1. Use the Write Checks window to create a refund check to the customer.
2. Onthe Expenses tab, code the check to Accounts Receivable.
3. Enter the appropriate customer and job in the Name column of the Expense tab.
4. Open the Receive Payments window.
The check shows on this window as an invoice.
5. Click the Discounts/Credits button to apply the credit to your refund check.

To apply the credit to a future invoice:

Since the client will retain the money received by the customer, it is appropriate to report a reduction in
Accounts Receivable on the accrual basis. On the cash basis, you need to enter a journal entry that
credits Income and debits Accounts Receivable.

When Payments were Applied to the Wrong Customer:Job

If you discover a payment has been coded to the wrong customer’s job, edit the payment.

To apply payments to a different Customer:Job:

1. Double-click the payment.
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2. Edit the customer or job name.

3. Apply the payment to the correct invoice.

Troubleshooting A/R Balances on the Cash Basis Balance
Sheet

QuickBooks reports on cash basis derived from the use of invoices. Intuit never meant for the Balance
Sheet to be used for cash basis reporting. Accounts Receivable appears on the cash basis balance
sheet for the following reasons:

¢ Credits and/or payments have not been applied to invoices.
See the section entitled “Checking for Negative/Positive Offsets” for more information.
e Anitem on an invoice posts to a Balance Sheet account.

Examples include invoices for Retainage (contractors) or retainers (legal). Though this is not
an improper use of an invoice, you must investigate the reason for the balance in cash basis
Accounts Receivable. Use the steps below to adjust for this cause of cash basis Accounts
Receivable.

Completing the Cash Basis Conversion

Perform the following steps when you have a balance in Accounts Receivable on a cash basis report
and you are certain the balance does not reflect unapplied credits or payments. See the section
entitled “Checking for Negative/Positive Offsets” for more information.

To remove Accounts Receivable from the cash basis balance sheet:
1. Create a cash basis Balance Sheet.
2. Double-click Accounts Receivable.

QuickBooks displays a Transaction by Account report.

3. Filter the report by Paid Status for all Open transactions as shown in Figure 157 and set the date
range to All.

Chioose Filker

Filker Paid Stakus
Mame S!:ate | () Either
Mame Zip ]

Mame Phone M... ) Closed
Mame Fax MNum, .. —
Mame E-Mail (%) Cpen

Mame &cc.Mum. ..
Cnline Skatus

Paid Skatus -

Figure 157 — Transaction by Account Filter

You have a report that shows the transactions that QuickBooks did not reverse as part of the cash
basis conversion. See Figure 158.
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Note that the invoices offset to three Balance Sheet accounts: Checking (an invoice for a bounced
check and an unapplied payment), Retainage (to reduce the total invoice amount by 10% for retainage
imposed by the customer) and Inventory (for the use of Inventory Items).

You will most often not have to clear offsets to Inventory Asset on the cash basis. However, the other
issues are somewhat common.

To ...

1. Enter Journal Entry adjustments to Accounts Receivable and make sure Accounts Receivable
is on the second or subsequent line.

2. Create a customer called Accounting Adjustments for the journal entry.
3. Reverse the Journal Entry on the first day of the following fiscal year.

4. Use the Receive Payments window to apply the journal entry and the reversing entry to each

other.
. . .. “ .
If you do not, the Open Invoices report will show activity for a customer called “Accounting
1 n
Adjustments.
Rock Castle Construction
Transactions by Account
Cash Basis All Transactions
+ Type '3 Date + Hum_ < Adj + Name + Memo +ClIr + Spht o Debit '3 Credit + Original Amount = Balance ¢
Accounts Receivable

Invoice 121172007 7o Teschner, Arton:3...  Check return... Checking 1,200.00 -1,200.00 1,200.00
Paymernt 07 f25r2007 Fizher, Jennifer Checking S00.00 -500.00 Fo0.00
Invoice 120152007 B3 Pretell Real Estate: -MLULTIPLE- Invertory As 1,509 .54 o.a0 2,209.54
Invaoice 112572007 55 Cook, Brian:2nd =t.. -MULTIPLE- Inventory As... 1,555 .94 0.00 3765458
Invaoice 1172572007 a8 Cook, Brian:2nd st.. -MULTIPLE- Inventory Bs... 119.09 0.00 3,646.39
Invoice 110282007 B0 Teschner, Arton:S...  -MULTIPLE- Inventory As... 1,75940 0.00 543579
Invaoice 1201272007 E0 Teschner, Arton:S...  -MULTIPLE- Inventory As... 1,667 46 0.00 3,765.33
Invaoice 120572007 EE Winlette, MikeWiork. -MULTIPLE- Inverntory As 200 .49 0.00 396882
Invoice 12102007 B Wiolette, hMikedWork...  -MULTIPLE- Inventory As... 3493 0.00 393387
Invaoice 121572007 72 Robsgon, DarciRob... -MULTIPLE- Inventory As... 1,146 26 0.00 508013
Invoice 12msfo007 7T Pretell Real Estate: -MLULTIPLE- Invertory As 1,509 89 o.a0 6,590.02
Invoice 120232007 a7 Cudddihy | Matthew complete Int.. Inventory As... 11650 -116.50 6,706.52
Invaoice 121072007 E9 Pretell Real Estate:...  Final billing 1. Retainage 1,715.00 -1,715.00 5.421.52

p  Taotal Accounts Receivable 10,743 02 232 .50 842152 4

TOTAL 10,743.02 2,321.50 8,421.52

Figure 158 — Transactions by Account
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TROUBLESHOOTING SALES TAX PAYABLE
Sales Tax Items

Sales Tax Codes

Compare Sales Tax Payable on Liability Report versus
Balance Sheet

Understanding how QuickBooks calculates sales tax

In QuickBooks, sales tax tracking is much more than a current liability balance on the Balance Sheet.
In addition to accruing Sales Tax Payable, QuickBooks also computes and tracks Sales Tax Payable
based on the following:

e Sales Tax items
e Sales Tax Codes
e |tems used on sales forms

e Customer Sales Tax settings

Use Sales Tax items to track sales tax accruals by taxing authority (e.g. county and/or state). See
Figure 159.

You may have multiple Sales Tax Items (i.e., taxing authorities) per Tax Agency (i.e., sales tax
vendor).

Type
|Sales Tax Item

J ze to calculate a single sales tax at a specific rate

that vou payv to a single tax agency. Cancel |
Speling |

[ Item is inactive

Tax Mame

ISan Darmingo

Descripkion

ICP. sales tax, San Domingo Counky
Tax Rate (%) Tax Agency
| 7.5% |State Board of Equalization j

Figure 159 — Sales Tax Items
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Use Sales Tax Codes to make sales taxable or non-taxable. Sales Tax Codes also track the reason
why sales tax is or is not charged. See Figure 160.

w: Edit Sales Tax Code !EI

Sales Tax Caode

ILBR tmaximum 3 characters) -
Cancel |

Descripkion

Mon-Taxable Labar Sales Tax
I [ cCodeis
" Taxable inactive

¥ Mon-Taxable

Figure 160 — Sales Tax Codes

When you set up the items to be used on sales forms, you assign a Tax Code to each item. For
example, you could use a non-taxable sales tax code called “LBR” (Labor) for Service items as shown
in Figure 161. You can override the item’s default Sales Tax Code if necessary when you use the item
on a sales form.

Tvpe

IService J Ise For services wou charge for or purchase, like
specialized labor, consulting hours, or professional Cancel
fees,

Cusktom Fields
Ikem Mame/MNumber [ Subitem of )

speling
IInstaIIatiDn | J

[T Item is inactive

it

" This service is performed by a subcontrackor, owner, of parknet

Descripkion Rake Tax Code
Installation labor I 33.00 ILBR j
Account
|4IIIIIIIII  Conskruckion:., . j

Figure 161 — Sales Items
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When setting up customer records, you assign default Sales Tax items and Sales Tax Codes for each
customer. For example, you could use a non-taxable Sales Tax Code called “RSR” (Reseller) for
resellers as in Figure 162. You can override the customer’s default Sales Tax Code if necessary when
creating sales forms.

w Edit Customer _ [Of x| I

Customet Name IGIass Waorks Custom Windows =
Curtent Balance @ 0,00 How dio T adjust the current balance?
Cancel |
#ddress Info I Additional Info I Pavment Info ] Job Info ]
Motes |
Cateqorizing and Defaults Price Lewvel IReseller j Help |
Tifete Custom Fields =
IReseller j r Customer is
Contrack # I T
Terms
[2% 10 net 30 B |
Rep Spouse's Mame |
| [
Preferred Send Method
|Nu:une ﬂ
Sales Tax InFormation
Tax Item Defime Fields I
ISan Taormas -
Tayx Code J
IRSR j Resale Mumber oOnline Banking Alias Management
562316584 See aliases associated i
with this customet: Manage Aliases

Figure 162 — Customers Default Sales Tax Code

This multi-level sales tax tracking allows you to create very detailed sales tax reports like the Sales
Tax Liability Report and the Sales Tax Revenue Summary report to facilitate the preparation of the
Company’s sales tax returns. However, due to the complexity of the sales tax tracking, making
corrective adjustments to Sales Tax Payable is more involved than simply entering a journal entry to
correct the balance.

When troubleshooting sales tax tracking issues in QuickBooks you need to review both the sales tax
setup and the Sales Tax Payable ledger. This information in this chapter walks you through the
following four processes for analyzing and resolving issues with sales tax and provides

detailed, step-by-step instructions:

e Reviewing Sales Tax item setup
¢ Reviewing the Sales Tax Codes in item records
e Reviewing the Sales Tax Codes in customer records

e Comparing the Balance in Sales Tax Payable on the Balance Sheet to the company’s most recent
sales tax return
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Reviewing Sales Tax Item Setup Windows

To review sales tax item setup:

1.

From the Reports menu, choose List, and then select Item Listing to create an ltem Listing

Report.

Filter the Item Listing report by Item to include each Sales Tax Item and Sales Tax Group as

shown in Figure 163.

Select Item

% Manual

Select the iterm From the list, then click
ok,

" Automatic
Enter the exact item below, then click

A2 Cusktom Storage shed ;I
A3 Cuskom Storage shed

oot set

Reimb Group

Room Addition/Remodel

Discounk

L

oK,
|
Appy |

o

ey
East Bayshore

Ot of Skate

San Domingo

San Tomas

E, BayshorelCount

Cancel |

Figure 163 — Filtering the Item Listing Report

Remove all columns from the report except: Item, Description, Type, Price, and Tax Agency.

When viewing Sales Tax and Sales Tax Group Items, the Price column shows the sales tax rate.

Assign an appropriate report title and then memorize the report for future use. See Figure 164.

Rock Castle Construction

Sales Tax and Sales Tax Group Items

@ Hem < Description < Type & Price < Tax Agency
East Bayshore City Sales Tax Sales Tax ftem 0.3% City of East Bayshare
» San Domingo CA zales tax, San Domingo County Sales Tax ftem 75% State Board of Equalization
San Tomas CA zales tax, San Tomas County Sales Tax ttem T.75% State Board of Equalization
E. Bayshoare/County Sales Tax Sales Tax Group 5.05%

<

4

Figure 164 — Sales Tax and Sales Tax Group Iltems

Review each Sales Tax Item on the report to make sure the Sales Tax item is set up correctly.

Look for the following information:

e Tax Rate — Make sure the tax rate is correct. The Sales Tax item may be part of a Sales Tax
Group. In this case, you need to combine the tax rates for all items in the Sales Tax Group to
make sure the rate is correct. Use QuickZoom (double-click) if you want to see the details of

the Sales Tax Group Item setup.

e Tax Agency — Make sure each Sales Tax Item is associated with the correct Tax Agency
(vendor record). Consider that the company may have multiple vendor records for the same
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Tax Agency. For example, you may find a vendor called “State Board of Equalization,” and
another vendor called “St. Board of Equalization.” If you find duplicate vendor records, merge
the records together.

Changing the tax rate in a Sales Tax item record does not impact existing transactions. If you
determine that the client has been under-collecting or over-collecting sales tax you may need to enter
a Sales Tax Adjustment (or Journal Entry) to correct the balance. If this is the case, advise the client to
make the appropriate adjustment on the next sales tax return.

Reviewing the Sales Tax Codes in Sales Item Setup Windows

To review the Sales Iltem setup windows:

1. From the Reports menu, choose List, and then select Item Listing to create an Item Listing
Report.

2. Modify the Report as follows:

e On the Display tab, remove all of the columns except: Item, Type, Description, and Sales Tax
Code.

e Filter the report by Item for All Sales ltems.
e Enter an appropriate report title as shown in Figure 165.

o Memorize the report for future use.

Rock Castle Construction
Sales Items - Sales Tax Codes
% Hem % Description % Type + Sales Tax Code <
Subz:Electrical Electrical work Service Mon
Subs: Insulating Install insulation Service Man
Subs:Metal Wrk hetal Wiiork Service Man
Subs: Painting Pairting Service an
Subs: Plumbing Plumbing Service Man
Subs Roofing Rioofing Service Man
Sube: Tile &Counter Inztall tile or courter Service Mon
Cahingt= Cabinet= Invertory Part Tax
Cahinets: Cabinet Pulls Cahinet Pulls Inventary Part Tax
Cahinetz Light Pine Light pine kitchen cabinet wall unit Invertary Part Tax
Door Frame standard intetior door frame Invertary Part Tax

Figure 165 — Sales Items — Sales Tax Codes

Item types consistently correspond to the item’s taxable status. Make sure each item has the
correct Sales Tax Code assigned to it. Since Sales Tax Codes make items taxable or
non-taxable and also track the reason why sales tax was or was not charged, incorrect default
Sales Tax Codes can do the following:

e Cause errors in sales tax calculations on sales forms.
e Cause errors on the Sales Tax Revenue Summary report.

For example, if a non-taxable Service item uses the RSR (Reseller) Sales Tax Code,
QuickBooks will calculate sales tax correctly on sales forms, but on the Sales Tax Revenue
Summary report the Reseller sales would be overstated and the Labor (LBR) sales would be
understated.

3. Edit Sales Items to correct the default Sales Tax Code as necessary.
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Changing the default Sales Tax Codes does not impact existing transactions. If you determine
that the client has been under-collecting or over-collecting sales tax you may need to enter a
Sales Tax Adjustment (or Journal Entry) to correct the balance. If this is the case, advise the
company to make the appropriate adjustment on the next sales tax return.

Reviewing Default Sales Tax Codes in Customer Setup Windows
To analyze the default Sales Tax Codes in the Customer Setup windows:
1. Select the Reports menu, select List and then select Customer Phone List.

2. Remove the Phone column and add the following columns to the report: Sales Tax Code, Sales
Tax Item, and Resale Number.

3. Enter an appropriate report title as shown in Figure 166.

4. Sort the report by Sales Tax Code in either ascending or descending order.

Sorting the report by sales tax code is necessary in order to segregate the customer records
on the report from the job records. Job records do not have a Sales Tax Code field. When you
enter a Job name on a sales form, QuickBooks refers to the Customer Record to determine
the Sales Tax Code to be used.

Sorting the report also allows you to segregate the taxable customers from the non-taxable
customers. For most companies, the majority of the customers are either taxable or non-
taxable. A company that sells directly to its customers will have mostly taxable customers, as
shown in the screenshot below. Non-taxable customers would be the exception. A wholesaler
will have mostly non-taxable customers. In this case, taxable customers would be the
exception. Review the report for the Sales Tax Code exceptions and make sure the exception
correctly applies to that Customer.

Rock Castle Construction
Customer List - Sales Tax Analysis
December 15, 2007
@ Customer + Sales Tax Code « Tax item + Resale Hum -«
Glass Works Custom Windows RSR San Tomas 262316554
Abercrombie, Kristy Tax San Tomas
Baker, Chriz Tax San Tomas
Balak, Mike Tax Zan Tamas
Barley, Renee Tax Zan Tamas
Bolinski, Rafal Tax San Tomas
Bristol, Sonya Tax San Tomas

Figure 166 — Customer List — Sales Tax Analysis

5. Inthe reportin Figure 166, all of the customers are taxable except Glass Works Custom
Windows. Glass Works is the only “exception” customer. Use this report to confirm that Glass
Works is a reseller and that the customer record includes the correct resale number.

6. Remove the Sales Tax Code and Resale Number columns and add the City column as shown
below.
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Rock Castle Construction
Customer List - Sales Tax Item Analysis
December 15, 2007
> Customer = City i Tax item @

Wilks, Daniel East Bayshare E. Bayshare/County
‘Wilks, Daniel:Remodel Bathroom East Bayshore E. Bayshore/County
Craven, Pam E. Bayshore East Bayshore
Craven, Pam:Duct Work E. Bayshore Ea=zt Bayzhare
Cuddibyy, Matthew E. Bayshare East Bayshare
Cuddibyy, Matthewy: Litility Room E. Bayshare Eazt Bayshare
Cook, Brian Micldlefield San Domingo

Cook, Brian: 2nd story addition Micldlefield San Domingo

Cook, Brian:Hitchen Middlefield San Daomingo

Coak, Brian:Kitchen: Change Crder #1 Middlefield Zan Damingo
Prertice, Adelside Bayshore San Domingo

Figure 167 - Job Profitability Summary Report

7. Compare the City field to the Sales Tax item to make sure each customer’s default Sales Tax item
is correct. Consider the following when conducting this analysis:

e Unless the company delivers or ships the product to the customer’s location, the sales tax
agency may need to be based on the company’s location instead of the customer’s. If this is
the case, almost all of the customers would have the same Sales Tax item. Sort the report by
Sales Tax Item and look for the exceptions. For our example, Rock Castle Construction
delivers all materials to the building/reconstruction site.

o |f the company ships or delivers its products or if the company has multiple locations, this
analysis could take over an hour (or even several hours) to complete.

If you determine that the Company has been under-collecting or over-collecting sales tax as the result
of incorrect Sales Tax Items, you may need to enter a Sales Tax Adjustment (or Journal Entry) to
correct the balance. This is only an issue if the Sales Tax Items have different rates. If you have to
adjust the balance in Sales Tax Payable, advise the client to make the appropriate adjustment on the
next sales tax return.

Comparing Sales Tax Payable to the Tax Return

Every business has an allotted time period between the end of the month or quarter and the due date
for the sales tax return and sales tax payment. During this time, the sales tax return should agree to
the balance in Sales Tax Payable on the Balance Sheet (dated the same date as the return) —
allowing you to confirm the accuracy of the balance.

Use the information in this section to research discrepancies between the return and the balance
sheet and to make any necessary adjustments.
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To prepare the sales tax return:

1. Prepare the monthly/quarterly sales tax return (if necessary).

Though the Sales Tax Liability and Sales Tax Revenue Summary reports in QuickBooks may
contain historical data entry errors, you may be able to use a Sales Tax Liability report and a
Sales Tax Revenue Summary report with the date range filtered for the current sales tax
reporting month/quarter to help you prepare the return.

2. Enter adjustments to sales tax recorded on the return (e.g., timely filing discounts, sales tax paid

on resale items, penalties, interest, etc.) using a Sales Tax Adjustment or a Journal Entry.
Make sure the adjustments have the same date as the sales tax return.

In the sample adjustment shown in Figure 168, the sales tax return shows a credit of $80.60
for sales tax paid on resale products. Note that when you enter a sales tax adjustment,
QuickBooks creates a journal entry (there is no transaction type for sales tax adjustments).

Sales Tax Adjuztment I

Adjustment Date I 12[31)/2007 E
Enkry Mo, IEIZIIZIT-"-12-1

Sales Tax Yendor IState Board of Equalization j
Adjustment Account ISEIEIIII ' Cost of Goods Sold j
Adjustrent

(& Increase Sales Tax By
Arnount IBEI.EuEI
¥ Reduce Sales Tax By

Mermno |Credit for Sales Tax Paid on Resale Items

Cancel | Help |

Figure 168 — Sales Tax Adjustment

To compare the sales tax return to the balance sheet:

1. Create a Balance Sheet dated the same date as the sales tax return using the appropriate
reporting basis.

If there is no discrepancy, proceed to Step 10 below.

166



In the report shown in Figure 169, you'll notice that even with the credit, the amount on the
balance sheet is $1,911.11 higher than the prepared sales tax return. The balance due on the
sales tax return is $4,506.51 and the balance on the Balance Sheet is $6,417.62.

Rock Castle Construction
Balance Sheet

Accrual Basis As of December 31, 2007
% Dec 31, 07 %
Other Current Liabilities
2101 - Payroll Liabilities 3,302.06
2200 - Sales Tax Payable b 5 417.62 4
Total Other Current Liahilities 39,719.65
Total Current Liabilities 65,100.08

Figure 169 — Balance Sheet

2. If the discrepancy is immaterial, enter a Journal Entry or Sales Tax Adjustment to force the
balance in Sales Tax Payable to agree to the Sales Tax Return.

Offset the immaterial adjustment to the Profit & Loss (e.g. Sales or Miscellaneous Expense).
Then, proceed to Step 10 below.

If the discrepancy is material, you'll need to research the reason for the discrepancy in order
to offset the Sales Tax Adjustment to the appropriate account(s).

To determine the reason for differences between the sales tax return and the balance sheet:

1. Generate a transaction detail report for the Sales Tax Payable account by double-clicking on the
Sales Tax Payable balance on the Balance Sheet.

2. Set the date range to begin one day after the most recent reporting date with a correct balance in
the Sales Tax Payable account (e.g., the last day of the previous fiscal year) and end on the date
of the sales tax return.

3. Filter the report by transaction type to include all transactions except: Invoices, Sales Receipts,
Credit Memos and Sales Tax Payments. (See Figure 170.) Sales tax adjustments are not a
unigue transaction type, which means you cannot exclude them from the report.

If there are numerous transactions on the report, sort the report by transaction type to group
all of the journal entries (i.e., Sales Tax Adjustments) together.

Select Transaction Types

Select the Transaction Types fram the
list, then click QK.

[ Check
< Deposit

Exclude transactions
that should increase
or decrease Sales
Tax Payable.

Sales Receipk

VAT

[ Credit Card
Rl
W CCard Refund LI

Figure 170 — Select Transaction Type
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4. Review each journal entry transaction on the report to make sure the transaction posts to Sales
Tax Payable correctly.

For example, on the report in Figure 171 there are three journal entries. The entry on
09/30/2007 sets the opening balance for the account. (Rock Castle Construction began
tracking Sales Tax in QuickBooks on 09/30/2007.) The other two entries reflect adjustments
recorded on the sales tax return and are therefore correct. No action is required based on the
information shown on this report.

Rock Castle Construction
Transactions by Account
Accrual Basis As of December 31, 2007

@ Type @ Date @ Memo @ Split @ Debit @ Credit * Balance @

2200 - Sales Tax Payable 0.00

General Journal 094302007 Account Opening Balance 3500 - Opening Bal Equity 8E0.M 8603
» General Journal 113002007 Sales Tax Paid on Resale tems 3000 - Cost of Goods Sold 1250 34781 4

General Journal 126312007 Sales Tax Paid on Resale tems 3000 - Cost of Goods Sold G060 TET.2

Total 2200 - Sales Tax Payahle 93.10 560.51 TE7.21

TOTAL 93.10 860.31 T67.21

Figure 171 — Transactions by Account

5. Reverse any journal entries that post to Sales Tax Payable incorrectly. (Date the reversing
adjustments on the same date as the sales tax return.)

To further troubleshoot the balance in sales tax payable:

1. Review each check or bill payment on the report to make sure the amount agrees to the amount
due on the sales tax return for that period.

If the amount of the check is incorrect, enter an adjusting entry dated as of the most recent
sales tax return.

If the client has been paying sales tax correctly, the report should not show any checks or bill
Payments. Sales Tax Payments are a separate transaction type that we excluded from the
report earlier.

Journal Entries shown on the Sales Tax Payable transaction detail report may already adjust
the account for the incorrect payment amount. Also, consider that overpayments may be
applied to future returns as carry-forward credits. In either of these cases, you should not
adjust the balance in Sales Tax Payable. If the balance in Sales Tax Payable is now correct,
proceed to Step 10 below. If the balance in Sales Tax Payable is still incorrect, proceed to
Step 2 below.

2. Review the Vendor list to make sure there aren’t multiple vendors with similar names.

3. Create a Vendor QuickReport for vendor(s) to whom the client pays sales tax (e.g., State Board
of Equalization).

4. Set the date range as you did earlier.

5. Filter the report by transaction type for the same transactions you used earlier and exclude
General Journal Entries from the report as well.
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6. Set the Account filter to All Accounts so the report includes transactions that post to accounts
other than Sales Tax Payable. See Figure 172.

— Choose Filker

Filter ccount

Account - F.ﬁ.ll accounts j
Arnount

Dake Inclide sp|i-t detailE

Ttem o 1o

Mema  ves

Name £ For detailaccounts matching
Mumber

TransackionType ;I |.ﬁ.II accounks J

Figure 172 — Choose Filter

QuickBooks displays the report shown in Figure 173.

If there are numerous checks and/or bill payments, you may want to add an Account column
and a Split column to the Vendor QuickReport so you won't have to double-click the
transaction to see the General Ledger postings. You can add Debit and Credit Columns as
well so the report is similar to the General Ledger report.

7. Review the list of transactions to see if any single transaction (or grouping of transactions) ties to
the overstatement or understatement in Sales Tax Payable.

If you cannot tie the transactions in this way, QuickZoom on each transaction to research the
postings involved. The most common error is one or more checks used to pay sales tax that
are coded to an account other than Sales Tax Payable (e.g., the check could be coded to
Sales Tax Expense).

Rock Castle Construction
Sales Tax Vendor QuickReport
Accrual Basis December 31, 2006 through December 31, 2007
& Type & Date + Hum « Memo + Due Date « Amount &
State Board of Equalization
[ ] Check 11M0/2007 302 BRI EREEE |
Check 11 or2007 302 1.911.11
Total State Board of Equalization 0.a0
TOTAL 0.00

Figure 173 — Sales Tax Vendor QuickReport

169



8. Double-click the transaction to view the General Ledger accounts to which the transaction posts.

QuickBooks displays the transaction seen in Figure 174.

= Wwrite Checks - Checking _ [Of =]
& Previous [ Mest &5 Prinp - | %, Find Journal
Bank Account: |Checkjng j Ending Balance 7,178,586
Mo, 392
Date 11/10{2007 |
Pay to the Order of State Board of Equalization - | $ 1,911.11

One thousand nine hundred eleven and L LFIDOK & o 4 o bk o b b ok ok b R Dllars

State Board of Equalization
PO, Box 3456
Address | Sacramento CA 94230

J Expenses $1,911.11 I Ttems $0.00 | ™| Gnline Payment [~ Ta be printed
Account Arnounk Merno Custometr: Job
7250 ' Sales Tax Expense 1,911.11 -
~|
Clear Splits Recalculate Save & Mew | Fesvert |

Figure 174 — Transaction Entry

9. When you have located the erroneous transaction(s), edit the transaction(s) or enter an adjusting
entry (Figure 175).

Notice that the check above posts to Sales Tax Expense—a common data entry error. You
could enter Sales Tax Payable in the Expense tab of the Check form, or you could enter an
adjusting entry as show below. The adjusting entry corrects the balance in both Sales Tax
Expense and Sales Tax Payable.

When adjusting Sales Tax Payable, make sure to use the correct Sales Tax vendor. In this
example, the adjustment is associated with the State Board of Equalization.

kg Make General Journal Entries M= 3
& Previous [ Nest ﬁ Prirt... | %{ Find q:h Histary Fﬁ Reverse | Reports -

Date |12,|'31,|'2E|E|? @ Entry Mo, |2DD?-12-2 [ adiusking Entry

Account Diehit Credit MEma Marne =
2200 + Sales Tax Payable ,911.11 | Adjust for Coding Error |State Board of Equaliz. .
7250 ' Sales Tax Expense 1,911.11 [adjust For Coding Error =
-
Takals 1,911.11 1,911.11

Show List of Entries

Save B Mew Clear

Figure 175 — General Journal Entries
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10. Once the balance in Sales Tax Payable is correct, create a Sales Tax Liability report or open the
Pay Sales Tax window to make sure the total amount for each vendor agrees to the company’s

most recent sales tax return(s)—or to $0.00 if the Company has already paid sales tax for the
most recent sales tax return(s). See Figure 176.

Pay Sales Tax B I
Pay From Account Check Date Show sales kax due through  Starting Check Mo,
[checking =| [ovzorzoos @] 1243112007 | [To print
Pa Ttem Yendor Ak, Due Ak, Paid
|l:Zit';.-' of East Bavshore
J |5an Daminga State Board of Equalization 1,196.74 1,196.74 __
J |5an Tomas State Eoard of Equalization 5,150,91 5,150,91
J State Board of Equalization -1,911.11 -1,911.11
-
Totals 4,506,51 4,506,51
Clear Selections Adjust Ending Bank Balance 1,905.14 |

¥ To be printed

Cancel Help |

Figure 176 — Pay Sales Tax

11. If you need to shift amounts on the Pay Sales Tax window or Sales Tax Liability report from one
vendor to another, enter a journal entry as shown in Figure 177.

The entry debits and credits the same account (Sales Tax Payable) so the entry has no net
impact on the Balance Sheet.

Though the Sales Tax Payable column on the Sales Tax Liability report will shift from one
vendor (row) to another, the adjustment shown below has no impact on the Sales and Tax
Collected columns of the Sales Tax Liability Report. In the example we’ve been using in this
section, we will not enter the adjusting entry shown below.

EE Make General Journal Entiies M=] E I
@ Previous [ Newt @ Prir... | ﬁ Find E‘:h Histary m Reverse | Reports -

Date IIZISIIZDD? E Entry Mo, |2DD?-12-3 I Adiusting Entry

[ Account Dehit Credit Merma Name =]
State Board of Equaliz... —

City of Bayshore

2200 ' Sales Tax Pavable 162.00

' Sales Tax Payable 162,00

Totals 162.00 162.00 |

Show List of Entries |

Figure 177 — Make General Journal Entries

Save & Mew Clear |

171



QuickBooks creates a separate sales tax payment for each vendor shown in the Pay Sales Tax
window in Figure 178 (on selected lines only). Notice that the adjustment to Sales Tax Payable for the
incorrectly coded check (0 above) shows on a separate line associated with the State Board of
Equalization vendor record. QuickBooks uses this separate line for all transactions that affect Sales
Tax Payable without affecting a Sales Tax item. For example, if we had entered multiple adjustments
or if there were checks/bill payments used to pay sales tax, QuickBooks would have netted the
adjustments together by vendor.

Pay Sales Tax E3 I
Pay From Account Check Date Show sales kax due through  Starting Check Ma,
[checking =] [oizorzo0e @] [rzrsijeoor g [To Prirt
Pa Item Yendor Ak, Due Ak, Paid
J |East Bayshore  |City of East Bayshore £9.97 | £9.97 B
J |3an Domingo State Board of Equalization 1,196.74 1,196,74
J |3an Tomas State Board of Equalization 5,150,91 5,150.91
o State Board of Equalization -1,911.11 -1,911.11
-
Takals 4,506,51 4,506.51
Clear Seleckions adjust Ending Bank Balance 1,905.14 |

¥ To be printed

Cancel Help |

Figure 178 — Pay Sales Tax

Once the balance in the Sales Tax Payable account and the total for each sales tax vendor is correct,
you need to clear any erroneous information from the Pay Sales Tax window.

To remove incorrect information from the Pay Sales Tax window:

1. Create a Sales Tax Payment to clear erroneous detail from the Pay Sales Tax window.

If the client has already paid the sales tax for the most recent sales tax return, the Sales Tax
Payment you create in this step will have an amount of $0.00. This applies even if the
company used a check or bill payment coded to Sales Tax Payable to pay sales tax for
previous reporting periods.

If the client owes sales tax (as in our example), this step generates a separate sales tax
payment for each vendor. You have two options in this case:

e Select the “To be printed” checkbox in the Pay Sales Tax window if the company is not ready
to pay sales tax.

OR

e Edit the amounts in the Amt Paid column to force the Sales Tax Payment you create to zero.
You can then use the Pay Sales Tax window to create a Sales Tax Payment at a later date. If
you use this method, make sure to “pay” all adjusting lines in full — so they don'’t appear again
on the Pay Sales Tax window and the Sales Tax Liability Report.

2. Once all of the information is correct, click OK.

3. Re-open the Pay Sales Tax window to confirm that QuickBooks cleared all adjustments and
erroneous detail from the window as shown in Figure 179.

If the client owes sales tax as of the date in the “Show sales tax due through” field, this
window will not be blank.
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Confirm that the total of the Amt. Due column agrees to the company’s sales tax return.

Pay Sales Tax |
Pay Fram Account Check Date Show sales bax due through  Starking Check Ma.
[checking =| [ovzoizooe @] [12i3172007 | 7o Print
Pay Item Wendar Ak, Due Amt. Paid
F.
-
Takals 0.00 0.00
fl.é.;l.‘"géié.l;i:.ilﬂns: Adjusk ‘ Ending Barlk Balance 1,905.14 |
¥ To be printed O, | Cancel Help |
Figure 179 — Pay Sales Tax
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TROUBLESHOOTING THE INCOME
STATEMENT

Income — The Realism Test

Cost of Goods Sold

Uncategorized Expenses

Payroll Expenses

In most cases, the Income Statement is unique to the individual small business. Sure there are some
common accounts like Office Supplies and Professional Fees, but Income, Cost of Goods Sold and
industry-specific expenses cause each client’'s Income Statement to be different from the rest. This
chapter focuses on generic issues that can potentially occur in any client's QuickBooks file. This
segment also provides steps you can use to analyze a client’'s Income Statement regardless of the
industry or business-specific practices.

Troubleshooting Income

QuickBooks tracks income in two different areas of the data file: items and accounts. As you might
expect, the account activity affects the Profit & Loss Statement. QuickBooks refers to item-based
income as “Sales.” QuickBooks uses items to populate reports like Sales by Item Summary and Sales
by Customer.

Ideally, all revenue should affect both an item and an income account. When revenue does not affect
both — or when something other than revenue impacts sales, it is important for you to locate the
offending transactions and make any necessary adjustments.

To analyze income balances:

1.
2.
3.

Create a Sales by Item Summary report filtered to include only All Ordinary Income Accounts.
Create a Profit & Loss for the same reporting period as the Sales by Item Summary report.

Compare Total Income on the Profit & Loss to Total Sales on the Sales by Item Summary
report.

The only possible cause for a discrepancy is debiting or crediting Income accounts on
transactions other than Sales forms (Invoices, Credit Memos, and Sales Receipts).

Quick-Zoom on Total Income on the Profit & Loss report o locate these transactions.

Filter the P&L by transaction type for all types except Invoices, Sales Receipts and Credit
Memos.

The most common non-sales transactions that affect income are deposits (to record payments from
customers), journal entries (adjustments usually entered by the company’s CPA), and entries in the
Receive Payments window (to record discounts given).
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If the non-sales form accurately posts to Income, you need only to note the amount so you can
reconcile Sales (Items) to Income (Accounts) for the client. In the examples above, the Customer
Payment that posts to Discounts Given and the Journal Entry to adjust income are probably accurate.
However, if the client typically uses Sales forms to record sales, the Deposit to Income may cause an
overstatement in Income. The client may have entered Income on the Invoice and then applied the
customer payment to the Invoice. However, instead of using the customer payment on the Deposit
(through Undeposited Funds), the client entered a separate (duplicate), Deposit directly to the bank
register that posts directly to Income. If you find deposits for customer receipts that post to income,
you most likely have an offsetting overstatement in Undeposited Funds.

To ensure that all sales items posts to income accounts:
o Filter the Sales by Item Summary report for all accounts except Income accounts.

This is not a generic filter. You will have to select “Multiple Accounts” and then select every
account in the Chart of Accounts with a non-income type.

Usually you will find several sales items that do not affect income. Some of these may be accurate.
For example, the client may use an item on Invoices or Sales Receipts to receive prepayments from
customers/clients. If the company files on the accrual basis (or manages its business on the accrual
basis), the offset should go to Unearned Income (as deferred revenue) — an Other Current Liability
account.

Contractors need an item to show retainage on invoices — retainage owed to them by their customer.
The retainage item should post to Retainage Receivable — an Other Current Asset account. If you edit
the Account field on sales items, the change could affect the previous reporting year.

Troubleshooting Cost of Goods Sold

QuickBooks allows you to post to Cost of Goods Sold through both inventory and non-inventory
transactions.

¢ Inventory transactions

When you use an Inventory item on a sales form, QuickBooks debits Cost of Goods Sold
(Invoices/Sales Receipts) or Credits Cost of Goods Sold (Credit Memos).

e Non-inventory transactions

If the client does not use Inventory items on purchase forms, they may record the receipt of
resale materials directly to Cost of Goods Sold. If so, you troubleshoot Cost of Goods Sold just
as if it were a regular Operating Expense account. See the section entitled “Analyzing
Expense Accounts” for more information.

Identifying Reconciliation Discrepancies
QuickBooks automatically creates an account called Reconciliation Discrepancies and posts to the
account when users force a Bank Reconciliation to reconcile.

Understanding the Uncategorized Income Account

QuickBooks creates the Uncategorized Income account when you enter an Opening Balance for a
customer in either the EasyStep Interview or in the New Customer window. To avoid the use of this
account you have three options when setting opening balances for customers:

176



Use one invoice per customer to set each customer’s opening balance. See Figure 180.

When entering the invoice, use an Other Charge item called Opening Balance that offsets to
Opening Bal Equity. You can use this method only if the client does not intend to use cash
basis reports in QuickBooks.

Mew ltem M= E3 |

Tvpe
IOther harge

- | Use for miscellaneous labor, material, or part
charges, such as delivery charges, setup Fees, and Cancel
service charges,

ek

Item Mame/Mumber [T subitem of ke Eielde |

|Opening Balance I . When you use this item on
[ Thisis a reimbursable charge INVOICES, QUICk.BOOkS debits
/ Accounts Receivable and
Descripkion Amount oy Tax Code credits Opening Bal Equity.
pening Balance | ¥0.00 INDI'I j
Accounk
IOpening Bal Equity j

Figure 180 — New Item

Enter each open invoice individually, using the Other Charge item called Opening Balance item
shown in Figure 180. Entering each invoice separately provides you with the most detailed
Accounts Receivable reports and allows QuickBooks to age the opening balances accurately. This
level of detail is essential if your client sends statements to customers. You can use this method
only if the client does not intend to use cash basis reports in QuickBooks.

Enter each open invoice individually, using actual sales items and sales tax items. Entering the
information with this level of detail allows you to produce cash basis reports in QuickBooks. This
method is essential if the company files its tax return or its sales tax returns on the cash basis.

To remove balances in Uncategorized Income due to opening balance entries:

1.

3.

Delete the opening balance entry (invoice) or enter a credit memo to reverse the opening balance
entry. Then, enter the information using one of the three options above.

If the client posted transactions to Uncategorized Income, use a journal entry to clear the balance
in the account or edit each transaction so that it posts to another, more appropriate account.

After you zero the balance in Uncategorized Income, make the account inactive.

Removing Uncategorized Expenses

QuickBooks creates the Uncategorized Expense account when you enter an Opening Balance for a
Vendor in either the EasyStep Interview or in the New Vendor setup window.

To avoid the use of this account do one of the following:

Use one bill per vendor to set each Vendor's Opening Balance. Post the Bill to the Opening Bal
Equity account.
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e Enter each unpaid bill individually, posting each bill to the Opening Bal Equity account. Entering
each bill separately will provide you with the most detailed Accounts Payable reports and will allow
QuickBooks to age the opening balances accurately. You can use this method only if the client
does not intend to use cash basis reports in QuickBooks.

e Enter each unpaid bill individually, using actual accounts, inventory items and/or non-inventory
parts. Entering the information with this level of detail will allow you to produce cash basis reports
in QuickBooks. This method is essential if the company files its tax return or its sales tax returns
on the cash basis.

To remove balances in Uncategorized Expense due to opening balance entries:

1. Ifthere is already a balance in Uncategorized Expense as the result of opening balances, delete
the opening balance entry (bill) or enter a hill credit to reverse the opening balance entry. Then,
enter the information using one of the three options above.

2. If the client posted transactions to Uncategorized Expense, use a journal entry to clear the
balance in the account or edit each transaction so that it posts to another, more appropriate
account.

3. After you zero the balance in Uncategorized Expense, make the account inactive.

Comparing the Payroll Summary Report to the Profit &
Loss Statement

If there are discrepancies between the two reports, possible reasons include the following:
e Payroll items do not post to the correct General Ledger accounts.

e The client used checks or bill payments to pay employees instead of paychecks.

If the client used checks or bill payments instead of paychecks, you can either mirror the
checks/bill payments with a year to date adjustment, or replace each check/bill payment with a
paycheck.

Mirroring checks or bill payments with year-to-date adjustments

This may be the best option if the client has recorded numerous payroll transactions incorrectly since
you can enter a single year-to-date entry to summarize all paychecks for each employee on a monthly
or quarterly basis. This is also the preferred method if the client has reconciled the checks/bill
payments because the adjustment has no impact on the Beginning Balance field of the Bank
Reconciliation window.

To mirror the checks/bill payments with a year-to-date adjustment:
1. Create a QuickReport for each employee and sort the report by the Type column.

2. Review each Check and/or Bill Payment to make sure each is recorded to the proper accounts.
Make any corrections to the accounts as necessary.
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3. Use the Year-to-Date wizard to enter amounts for each employee that mirror the Checks and/or
Bill Payments. See Figure 181. Though the Wizard is designed for use when setting up payroll,
you can repurpose the Year-to-Date wizard to adjust payroll expenses (e.g., Wage type Payroll
Items) by employee.

2007 YTD Adjustment for Dan T. Miller
s ] =] Quarterly Summary
Fram |c|1;c|1;2|3c|? E]
Date:  03§31/2007 To IDS,I'31,I'2DD? ]
To: Dan T. Miller $ §,055.05
Memao 15t Quarter Adjuskment Text Period |
Prev Period |
Earnings Ikems
Item Mame Period Amount Howrs For Period
Salary 10,375.00 486:21 -
~ o« |
Other Employvee and Company Payroll Ikems Zancel |
Item Mame Period Amount Help |
Health Insurance 325,00 =
Federal Withholdi 1,011.00
" _era ! ) S ! s Accounts Affected, .. |
Saocial Security Comparry 643,25
Sacial Security Employee 643,25 Show Wage Bases.., |
Medicare Company 150,44
Medicare Emploves 150,44
Federal Unemplovment 56,00
A - withhalding 138,38
hd|

Figure 181 — Year-To-Date Wizard

4. Select Do Not Affect Accounts.
The Checks/Bill Payments already post to the General Ledger. See Figure 182.

Affect Accounts? I

These amaounts will affect payrall reports and ¥TO Figures an
this emplovee's paychecks.,

Cancel |
In addition, do you wank bo affect liability and expense account Hel
balances? e

% Do naot affect accounts

Affect liability and expense accounts buk
not the bank account

Affect liability, expense and bank
accounts

Figure 182 — Affect Accounts?
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Replacing each Check/Bill Payment with a Paycheck

When you select this option, you may need to force the net amount of the paycheck to agree to the
original check/bill payment. (For example, the client may have calculated the Check/Bill Payment
incorrectly.) You may need to increase or decrease federal withholding amounts to compensate for
any discrepancies.

Employves Summary:
Lkem Mame Amount YTD
Salary 129,60 33,519,158 j
Salary 478,85 33,519,158
Salary 319.23 33,519,158
Salary 478,85 33,519,158
Salary 159,62 33,519.18
Health Insurance 0.00 -300.00
Federal Withhalding -155.00 -3,417.00
Social Security Employves -958.97 -2,177.15
Medicare Emploves -23.15 -509.17
4 - Withholding -21.29 -465,37
A - Disability Employes 0,00 -153.84
-

Check Amount: 1,297.74

Figure 183 — Employee Summary

When you use this method, you may replace reconciled Checks/Bill Payments with non-reconciled
paychecks. You will need to re-reconcile the bank account for all months during which you deleted
Checks/Bill Payments and recorded Paychecks to replace them. Reconcile the paychecks for each
month only. Make sure to use the Ending Balance and date of the original reconciliation. Refer to
printed bank reconciliation reports or to the PDF copies of the bank reconciliation reports. Only printed
or PDF versions reports will show the condition of the bank reconciliation before you removed the
reconciled Checks/Bill Payments. After you reconcile the Paychecks for each month, QuickBooks will
restore the correct Beginning Balance amount and will update the existing bank reconciliation reports
to include the Paychecks you added.

Editing checks coded to payroll expense accounts

If a client coded vendor checks to payroll expense accounts (e.g. checks made payable to 1099
vendors). Edit each check so that it posts to the correct account. When you correct checks for 1099
vendors, make sure to select an account that is selected in the Tax:1099 Company Preferences.

Correcting errors created by adjusting payroll expense accounts
using journal entries
If you adjust payroll expense or liability accounts using a journal entry, the adjustment does not impact

Payroll items. QuickBooks uses Payroll Items to build payroll reports (and to calculate payroll tax
returns and W-25s).
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To correct these types of errors, you can mirror the adjustment with a payroll liability adjustment or a
year-to-date payroll entry, or you can delete the journal entry. Both methods are described below.

Mirroring adjustments with a Payroll Liability Adjustment or Year-to-Date
Payroll Entries

If the journal entry is correct and is not superseded by any corrections you may have made to payroll,
use a Payroll Liability Adjustment or Year-to-Date payroll entry to mirror the Journal Entry.

1. Record one payroll adjustment per employee if the adjustment relates to wages, taxable
additions/deductions or employee-paid payroll taxes.

If you do not enter the employee’s name, the adjustment you make will not impact the
employee’s W-2.

2. Select Do Not Affect Accounts since the Journal Entry has already updated the General Ledger.
See Figure 184.

Liability Adjustment _ |Of %]

Date |12||'31||'2IIIIII? E Effective Date |12I|'31||'2|:||j}‘ E Mext Adjustment |

Prew Adjuskment |

Adjustment is for:
= Company % Employes Dan T, Miller j

Taxes and Liabilities

Item Mame Amount IMemo | oK
Federal Withholding 200.00 |Adjust Federal Withholding | = :
Cancel

Accounts Affected. ..

Show Wage Bases, ..

Figure 184 — Liability Adjustment

Editing or deleting the journal entry

If the Journal Entry should not affect payroll expense or payroll liabilities (or is superseded by any
corrections to payroll you may have made) edit the Journal Entry so that it posts to correct accounts
or delete the Journal Entry — whichever is appropriate.

o If the Journal Entry to adjust Payroll Expenses is offset to bank accounts (or any account that you
reconcile to a statement), editing or deleting the Journal Entry may affect the Beginning Balance
field of the Bank Reconciliation feature. Make sure to re-reconcile the bank account transaction(s)
if necessary.
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The client began using QuickBooks Payroll in the middle of the calendar year and did not enter
year-to-date payroll information.

For example, if you prepared payroll for the client earlier in the year, the client would have
either entered each Check into QuickBooks — using the information on the pay stub — or the
client would have created a Journal Entry to summarize all payroll transactions for the pay
period. In this case, the year-to-date General Ledger amounts will be correct. The Payroll
Summary report, however, will show payroll expenses from the date the client began using
QuickBooks to process payroll. If this is the case, use the Payroll Setup Wizard and enter
Year-to-Date amounts for each employee. See Figure 185.

You can enter the Year-to-Date amounts by pay period, by month or by quarter. The
screenshot below shows an adjustment that summarizes the first quarter of the year for Dan
Miller.

2007 ¥TD Adjustment for Dan T. Miller
Quarterly Summary
From |n1,rn1fzun? @
Date:  03/34j2007 | To [o3/31/2007 |
To: Dan T. Miller ;3 §,055.05
Memao 15t Quarter Adjustment Mext Period |
Prew Petiod |
Earnings Items
Item Mame Period Amount  Hours for Petiod
Salary 10,375.00 456121 &
[ oK |
Cancel |
=]
Help |
Cither Emplowvee and Company Payroll Tkems
Itern Name Period Amount ficcounts &ffected. .. |
Health Insurance 325,00 ﬂ
Federal Withhalding 1,011,00 Show Wage Bases. .. |
Social Security Comparry 643,25
Social Security Employes 643,25
Medicare Company 150,44
Medicare Emploves 150,44
Federal Unemployment 56.00
4 - Withholding 138.38
4 - Disability Emploves 51.88
C#4 - Unemplovment Companty 367.50
4 - Employvee Training Tax 7.00 _|
w

Figure 185 — Year-To-Date Wizard
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If the year-to-date General Ledger information is correct, you will need to select “Do Not Affect
Accounts” when entering year-to-date payroll information into QuickBooks. See Figure 186. If
you do not, Payroll Expenses and Payroll Liabilities will be overstated.

Affect Accountz? |

These amounts will affect payrall repaorks and ¥ TD figures on

this emplovee's paychecks.

Cancel
In addition, do you want ko affect liability and expense account Hel
balances? =P

¥ Do not affect accounts

Affect liability and expense accounks buk
nok the bank account

affect liability, expense and bank
accounts

Figure 186 — Affect Accounts?

Use the procedure below if the client entered Year-to-Date paycheck information by employee and the
Year-to-Date entries updated the General Ledger. Assuming the General Ledger was correct before
the client entered year-to-date amounts, expenses and liabilities will be overstated as a result of the
entries.

To correct this error:
1. Open the Find feature and filter by Transaction Type for YTD Adjustments.
2. Select Do Not Affect Accounts on each YTD Adjustment.

If the client also entered Year-to-Date Liability payments and set those entries to affect accounts, the
liability accounts may not be overstated. However, after you edit Year-to-Date paycheck transaction so
that they do not affect accounts, the Year-to-Date Liability Payment entries will cause the Liability
accounts to be understated.

Analyzing Expense Accounts

The following is a list of tips to help you analyze expense accounts quickly.

Double-click each expense account on the Profit & Loss and review the transaction detail report:
e Sort the report by vendor (payee) and look for any transactions without a vendor name or for

irregular vendors. For example, a utility vendor appears in the transaction detail for Office
Supplies.

e Sort the report by transaction type and note any transactions that are not checks, bills or credit
card charges. Though these non-purchase transactions may be accurate, you should review each
one to make sure. For example, there may be a journal entry to adjust the expense account
entered by the client or by someone at your firm in an earlier engagement.

e Double-click any very large amounts and determine if you should capitalize or amortize the
expense transaction.
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SAMPLE JOB COST REPORTS
Standard Job Cost Reports
Contractor Edition Reports

QuickBooks provides numerous Job Cost reports to assist managers in effectively controlling and
directing operations. You are encouraged to become familiar with these reports and incorporate them
into the financial reporting process for your clients.

Standard Job Cost Reports

A brief discussion of each of the job cost reports, along with samples of various reports, is provided
here. Of course, each of these reports can be modified, customized, filtered, exported to Excel, etc.
using standard QuickBooks report-editing techniques.

To access the job cost reports from the Reports menu, choose Jobs, Time, and Mileage, then select
a report from the Job Cost submenu.

Job Profitability Summary

The Job Profitability Summary report provides a summary view of actual cost and revenue on each
job, allowing users to see the net profitability of each job.

Use this report to view multiple jobs and stay in control of revenue as compared to cost. Important to
note that this report is actual cost and does not include committed costs which are balances due
vendors for work not yet performed but budgeted.

SR Quality-Built Construction
12115107 Job Profitability Summary
All Transactions
@ Act. Cost +  Act. Revenue + ($) Diff. -
Cruz, Albert
Kitchen Remodel 134,915.40 206,000.00 71,084.60
Total Cruz, Albert 134915 40 206,000.00 71,084.60

Wiessinger, Gary

Bathroom Addition 116,314.92 160,705.00 44 3%0.08
Guest Cottage 189,549.96 325,000.00 135,450.04
Misc. 5mall Jobs 7778 250.00 17222
Total Wiessinger, Gary 305,942 88 435,955.00 180,012.34

Wilson, Brandon

Custom Home 82 169.97 113,400.00 31,230.03
Total Wilson, Brandon b 82,169.97 4 113,400.00 31,230.03
TOTAL 523,028.03 805,355.00 282,326.97

Figure 187 - Job Profitability Summary Report

185



Job Profitability Detail

The Job Profitability Detail report provides a more detailed view of job profitability by displaying
actual cost and revenue, by item, for selected jobs.

After reviewing the summary profitability report, look at the detail to see if any one specific budgeted
item is a concern. Simply drill down on any of the line items to see the individual transactions.

e Quality-Built Construction
121507 Job Profitability Detail for Wilson, Brandon...
All Transactions
& Act. Cost + Act. Revenue ¢ (5) Diff. &
service

M Plans & Permits .

01.1 Plans 684.04 1,500.00 815.95

01.2 Building Permits 585.51 0.00 -GB8R 51

01.3 City & Co. Lic's & Fees 51.45 0.00 -51.45
Total 01 Plans & Permits . 1,302.01 1,500.00 157.89
02 Site Work

02.10 Demo 4,685.15 4,500.00 -188.15
Total 02 Site Work 4,685.15 4 500.00 -186.15
03 Excavation 537289 7,500.00 212711
04 Concrete 3,760.61 §,000.00 2,239.39
05 Masonry 2,044.55 4,500.00 1,555.45
06 Floor Framing 5,660.04 7,500.00 1,839.95
07 Wall Framing 2,851.38 4,500.00 1,538.62
08 Roof Framing 17,145.69 22 500.00 5353.31
09 Roof Flashing 1,026.83 1,500.00 473.17
10 Exterior Trim & Decks 1,317.50 2,250.00 932.50
11 Siding 1,742 58 3,000.00 1,257.42
12 Doors & Trim 1,026.38 2,250.00 1,223.62
13 Windows & Trim 253228 b 3,750.00 4 1,217.72
14 Plumbing 2,804.87 4,500.00 1,695.13
15 HVAC 1,209.41 2,250.00 1,040.59

Figure 188 - Job Profitability Detail Report
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Job Estimates vs. Actuals Summary

The Job Estimates vs. Actuals Summary report provides a summary view of estimated cost, actual
cost, estimated revenue, and actual revenue for each job.

If you are using the Estimate form you can compare time sensitive information that will help you
manage your job costed project. This report can be prepared Expanded or Collapsed (as shown).

e Quality-Built Construction
12157 Job Estimates vs. Actuals Summary

All Transactions
+ Est.Cost < Act. Cost « (5) Diff. « Est. Revenue = Act. Revenue = (5) Diff. )

Campbell, Heather 138,455.00 144,183.24 3,708.24 207 882.50 233 682.50 26,000.00
Cruz, Albert » 398,825.00 4 338.485.36 -50,3358.14 388 825.00 337,650.00 138,825.00
Molotsi, Hugh 308,200.00 1849719 10,287.189 450,000.00 897,500.00 447,500.00
Tedford, Dan 120,000.00 70,097.61 -48 902.35 120,000.00 120,000.00 0.00
Wiessinger, Gary 326,950.00 305,864.88 -21,085.12 3659 505.00 4838 205.00 118,700.00
Wilson, Brandon 75,600.00 &2 169.97 6 568.57 113.400.00 113.400.00 0.00
TOTAL 1,368,030.00 1,258,278.75 -108,751.25 1,659,412.50 2,390,437.50 731,025.00

Figure 189 - Job Estimates vs. Actual Summary Report
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Job Estimates vs. Actuals Detail

The Job Estimates vs. Actuals Detail report provides a detailed view of estimated cost, actual cost,
estimated revenue, and actual revenue — all by item — for selected jobs.

Detail reports give us a more complete look at the individual budgeted line items. Simply drill down on
any line detail to see the original source transactions.

Lahl Quality-Built Construction
121507 Job Estimates vs. Actuals Detail for Wilson, Brandon:Custom Home

All Transactions
+ FEst.Cost < Act. Cost + (8) Diff. + Est. Revenue + Act. Revenue = (3] Diff. E

Service
01 Plans & Permits . 1,000.00 1,302.01 302.01 1,500.00 1,500.00 0.00
02 Site Work » 3,000.00 4 4 685.15 1,685.15 4,500.00 4,500.00 0.00
03 Excavation 5,000.00 5372.89 372.89 7,500.00 7,500.00 0.00
04 Concrete 4,000.00 3,760.81 -239.39 6,000.00 G,000.00 0.00
05 Masonry 3,000.00 2,544.55 -55.45 4,500.00 4,500.00 0.00
06 Floor Framing 5,000.00 5,660.04 660.04 7,500.00 7,500.00 0.00
07 Wall Framing 3,000.00 2,961.38 -3862 4,500.00 4 500.00 0.00
02 Roof Framing 15,000.00 17,146.69 214669 22,500.00 22,500.00 0.00
09 Roof Flashing 1,000.00 1,026.83 2683 1,500.00 1,500.00 0.00
10 Exterior Trim & Decks 1,500.00 1,317.50 -182.50 2,250.00 2,250.00 0.00
11 Siding 2,000.00 1,742.58 -257.42 3,000.00 3,000.00 0.00
12 Doors & Trim 1,500.00 1,026.38 -473.82 2,250.00 2,250.00 0.00
13 Windows & Trim 2,500.00 2,532.28 32.28 3,750.00 3,750.00 0.00
14 Plumbing 3,000.00 2,804.87 -185.13 4,500.00 4 500.00 0.00
15 HVAC 1,500.00 1,209.41 -280.59 2,250.00 2,250.00 0.00
16 Electrical & Lighting 2,000.00 2,065.37 55.37 3,000.00 3,000.00 0.00
17 Insulation 1,500.00 1,845.01 345.01 2,250.00 2,250.00 0.00
18 Interior Walls 2,500.00 2,452.92 -47.08 3,750.00 3,750.00 0.00
19 Ceilings & Cover 2,500.00 2,474.83 -28.17 3,750.00 3,750.00 0.00
20 Millwork & Trim 5,000.00 4,051.99 -938.01 7,500.00 7,500.00 0.00
21 Cabinets & Vanities 2,000.00 1,445.35 -563.65 3,000.00 3,000.00 0.00
22 Specialty 500.00 1,023.87 523.87 750.00 750.00 0.00
23 Floor Coverings 2,000.00 1,812.47 -187.53 3,000.00 3,000.00 0.00
24 Paint 2,000.00 547539 3,475.39 3,000.00 3,000.00 0.00
25 Cleanup 1,000.00 1,009.77 977 1,500.00 1,500.00 0.00
26 Landscape & Paving 2,600.00 3,017.83 417.83 3,500.00 3,500.00 0.o0
Total Service 75,500.00 82,169.97 6,569.97 113,400.00 113,400.00 0.o0
TOTAL 75,600.00 82,169.97 6,669.97 113,400.00 113,400.00 0.

Figure 190 - Estimates vs. Actuals Detail Report
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Job Progress Invoices vs. Estimates

The Job Progress Invoices vs. Estimates report provides a summary of the total estimate of a job
and the progress invoices issued to date.

Monitor the % complete on the project as determined by how much has been invoiced. If you have
invoiced for a greater percentage than is completed, good cash management process should be in
place to make sure the additional funds area available to pay for vendor services and materials.

7:31 AM Quality-Built Construction

1215007 Job Progress Invoices vs. Estimates
January 1 through December 15, 2007
% Type & Date + Mum <+ Estimate Active + Estimate Total < Progress Invoice + % Progress  «
Albrecht, Henry
Cottage - NHew Construction
» Estimate 08152007 01-1... J 198,825.00 0.00 0.0% 4
Estimate 090172007 Miles... 335,000.00 331,650.00 99.0%

Wiesszinger, Gary
Bathroom Addition
Estimate: 002007 0141 J 154 205.00 180,705.00 597.87%

Guest Cottage
Estimate: 03152007 01-1... J 205,300.00 0.00 0.0%
Estimate: 03/31/2007 Wiles... 325,000.00 325,000.00 100.0%

Figure 191 - Job Progress Invoices vs. Estimates Report
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Item Profitability
The Item Profitability report provides a summary of the actual cost and revenue of each item.

Good management practices are to compare profitability among your varied products and services.
This report can also show where users may be using one item on a purchase form and invoicing with
another item.

e Quality-Built Construction
121si07 Item Profitability
All Transactions
& Act. Cost o Act. Revenue & (5) Diff. &
M Plans & Permits .
1.1 Plans 17,919.41 38,000.00 20,080.59
01.2 Building Permits 6,050.39 52375 -5,125.64
01.3 City & Co. Lic's & Fees 5,710.25 2,045.00 -3,665.26
Total M Plans & Permits . 25,680.06 40,968.75 11,288.69

02 Site Work

1210 Demo 33,397 .91 39,450.00 6,052.09

02 Site Work - Other 1,405.11 400.00 -1,005.11
Total 02 Site Work 34,803.02 38,850.00 5,045.98
03 Excavation 55,783.68 62,935.00 7,151.32
04 Concrete 26,342,458 28,650.00 3,347.51
05 Masonry 31,457.23 35,825.00 5,357.77
06 Floor Framing 43,785.50 31,475.00 7,689.50
07 Wall Framing 52,73012 35,050.00 -57,680.12
038 Roof Framing 67,042.91 74,758.00 7,716.09
3 Roof Flashing 14,321.12 15,825.00 1,503.88
10 Exterior Trim & Decks 2514778 Z2,500.00 -2, 54778
11 Siding 33,083.15 27,316.00 -5,767.15
12 Doors & Trim 60,203.73 44,430.00 -15,773.73
13 Windows & Trim 49,074.867 45,100.00 -3,574 67
14 Plumbing 154,981.71 §5,750.00 -58,231.71
15 HVAC 88,523.59 72,750.00 -16,173.59
16 Electrical & Lighting 35,477.29 25,280.00 -8.187.25

Figure 192 - Item Profitability Report
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ltem Estimates vs. Actuals

The Item Estimates vs. Actuals report displays actual cost, estimated cost, actual revenue, and
estimated revenue for each item included in an estimate.

This report is a more detailed view of your different products and or services. Management should be
reviewing these to determine if your budgeted costs are in line with your expected revenue.

2:30 P Quality-Built Construction

121si07 Item Estimates vs. Actuals
All Transactions
+ Est.Cost + Act.Cost ¢ () Diff. + Est. Revenue + Act. Revenue + () Diff. &

Service

M Plans & Permits . [ ] 23,775.00 4 27,058.94 3,283.94 33,300.00 30,275.00 -3,025.00
02 Site Work 24 100.00 3118082 708082 34,750.00 32 850.00 -2,100.00
03 Excavation 37,500.00 4578874 828374 52,700.00 45 700.00 -5,000.00
04 Concrete 21,500.00 25,342.4% 474245 259 .450.00 24 450.00 -5,000.00
05 Masonry 28,000.00 31,4587.23 345723 38,325.00 32,825.00 -5,500.00
06 Floor Framing 40 500.00 40,785.50 285.50 54 775.00 45 27500 -5,500.00
07 Wall Framing 35,500.00 9273012 5723012 45 550.00 33,050.00 -12,500.00
03 Roof Framing 48 500.00 51,411.26 12,911.26 645,300.00 55,300.00 -10,000.00
9 Roof Flashing 14,400.00 12,790.0% -1,608.91 18,425.00 13,025.00 -5,400.00
10 Exterior Trim & Decks 22 500.00 2063323 -1,886.77 27 550.00 16,550.00 -11,000.00
11 Siding 24,200.00 31,105.85 6,905.85 ¥1,860.00 24 850.00 -7,000.00
12 Doors & Trim 53,100.00 57,693.21 4,593.21 65,830.00 40,830.00 -25,000.00
13 Windows & Trim 41,000.00 45 480 64 4 48084 55,050.00 44 050.00 -11,000.00
14 Plumbing 134,500.00 151,641.24 17,141 .24 164 400.00 53,500.00 -70,500.00
15 HVAC 50,000.00 85,006.95 -3,993.05 111,500.00 70,500.00 -41,000.00
16 Electrical & Lighting 30,400.00 32,258.37 1,855.37 37,630.00 23,630.00 -14,000.00
17 Insulation 18, 700.00 17,933.97 -1,766.03 23,525.00 12,525.00 -11,000.00
18 Interior Walls 37,700.00 38,059.00 355.00 44 §50.00 22 550.00 -22,000.00
19 Ceilings & Cover 11,500.00 13,203.73 1,703.73 14,875.00 10,875.00 -4,000.00
20 Millwork & Trim 12,200.00 1421453 2,014.53 16,215.00 12,815.00 -3,500.00
21 Cabinets & Vanities 1259,000.00 163,366.35 34 36635 164,010.00 113,010.00 -51,000.00
22 Specialty 42,000.00 51,343.76 534376 52,000.00 32,000.00 -20,000.00
23 Floor Coverings 41,255.00 58,116.19 16,861.19 50,382.50 31,382.50 -19,000.00
24 Paint 25,500.00 3158837 £ 088.37 30,750.00 17,750.00 -13,000.00
25 Cleanup 19,500.00 2304348 444348 25,150.00 18,150.00 -7,000.00
26 Landscape & Paving 40,100.00 4529610 5,196.10 50,420.00 31,920.00 -18,500.00
27 Contingent 0.00 1,834.79 1,834.79 0.00 0.00 0.00
Total Service 1,048,030.00 125325175 20522175 1,338, 412.50 0341, 787.50 -407 §25.00
TOTAL 1,048,030.00 1,253,251.75 206,221.75 1,339,412.50 934,787.50 -407 625.00

Figure 193 - ltem Estimates vs. Actuals Report
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Profit & Loss by Job

The Profit & Loss by Job report displays a traditional income statement with separate columns for
each job, allowing the user to see profitability by job.

Many companies use this report exclusively. While it does provide an accurate financial picture it does
not show what was originally budgeted. Knowing what areas of our projects are profitable and which
areas are not will help us bid our projects more effectively.

s Quality-Built Construction
12115007 Profit & Loss by Job
Accrual Basis All Transactions
Custom Home
<+ [(Wilson, Brandon) < Total Wilson, Brandon + TOTAL &
Ordinary Incomel/Expensze
Income
Construction Income p 113,400.00 4 11.3,400.00 113,400.00
Total Income 113,400.00 113,400.00 113,400.00

Cost of Goods Sold

Job Labor Costs 69,613.97 69,613.97 69,613.97

Job Related Costs 12,556.00 12,556.00 12,556.00

Total COGS &2, 165.57 82 1659.97 &2 1659.57

Gross Profit 31,230.03 31,230.03 31,230.03

Het Ordinary Income 31,230.03 31,230.03 31,230.03
Het Income 31,230.03 31,230.03 31,230.03

Figure 194 - Profit & Loss by Job Report
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Estimates by Job

The Estimates by Job report summarizes the estimates created for each job.

If you use several estimates for a job, for example a different estimate for each change order,
reviewing this list for active estimates can help you better manage the project details.

911 AN
1215107

Quality-Built Construction

Estimates by Job
January through December 2007

- Type - Date - Num o Memo + Estimate Active » Amount @
Albrecht, Henry
Cottage - Hew Construction
3 E=stimate 08nsZo0r 0-10m2 J 198,825.00 4
E=stimate 00172007 Milestone 335,000.00
Total Cottage - New Construction 533 825.00
Tetal Albrecht, Henry 533 825.00
Wiessinger, Gary
Bathroom Addition
Estimate 01/01/2007  01-1010 S 164 205.00
Total Bathroem Addition 164 205.00
Guest Cottage
Estimate 032007 01-1011 S 205,300.00
E=timate 033172007 MWilestone 325 .000.00
Total Guest Cottage 530,300.00
Total Wiessinger, Gary 554 505.00

TOTAL

1,228,330.00

Figure 195 - Estimates by Job Report

193




Unbilled Costs by Job

The Unbilled Costs by Job report details all costs that have been marked as “billable” but have not

yet been billed.

For those projects that require a Time & Materials invoicing format, this report can help you identify
what costs have not yet been invoiced to the customer. Be careful with invoicing in this method. If
you later void or delete a customer invoice with added time and costs, those costs will not appear
again for another billing. Once the cost is billed to a customer the cost record is marked “billed” and

would have to be “unbilled” one by one on each purchase document.

937 PM
12M5/07

Quality-Built Construction
Unbilled Costs by Job

Accrual Basis All Transactions

TOTAL

L Type < Date <  Source Hame = Memo L Account + Billing Status « Amount B
Wiezsinger, Gary
Guest Cottage
[ Bill 05/01/2007 Cole Plumbing Prod... Specialties Job Related Costs Unkille=d 550.00 4
Bill 072002007 Doug's Appliance ... Sub Zero Re...  Job Related Costz Unkilled 3,400.00
Tetal Guest Cottage 3,960.00
Tetal Wiessinger, Gary 3,950.00
Wilgon, Brandon
Custom Home
Bill 02182005 Doug's Appliance ... test Job Related Costs Unbill=d 56.00
Bill 031042005 Carr Building Supply  Roof Framing Job Related Costs Unbill=d 12,000.00
Bill 031052005 Carr Building Supply  Windows & ...  Job Related Costz Unkill=d 500.00
Total Custem Home 12,556.00
Total Wilzon, Brandon 12,556.00

16,516.00

Figure 196 - Unbilled Costs by Job Report
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Open Purchase Orders by Job
The Open Purchase Orders by Job report provides a listing of all open purchase orders sorted by
job.

If you use Purchase Order you can use this report to see what vendor bills you are waiting for or what
materials you have not yet received. However, the amount column will always show the original
amount so that this report does not decrease the dollars committed only the quantity.

If you search the Marketplace website you can find custom report writers that can create a custom
Open Purchase Orders by Job that will reflect the dollars remaining on the purchase order. The
Marketplace website follows:

www.marketplace.intuit.com

S Quality-Built Construction
1218107 Open Purchase Orders by Job
All Transactions

- Type * Date + DelivDate ¢ Num ¢ Source Hame + Item » Oty + Rev'd + Cost Price « Amount +
Campbell, Heather

House-New Construction

Ld Purchase Order 05/01/2005  0S/01/2008 7 Brenda's Framing ... 07 Wall ... 1 0 5,000.00 5,000.00 4
Purchaze Order 05/01/2005 0s/01/2005 7 Brenda's Framing ... 08 Roof... 1 0 10,000.00 410,000.00
Total House-New Construction 15,000.00
Total Campbell, Heather 15,000.00
TOTAL

15,000.00

Figure 197 - Open Purchase Orders by Job Report
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Time by Job Summary

The Time by Job Summary report lists the total time expended on each job, summarized by item.

%13 AM Quality-Built Construction
S Time by Job Summary
October through December 2007
¢ Oct-DecO7 =
Albrecht, Henry:Cottage - New Construction
11 Siding b 1500 4
12 Doors & Trim 16.00
13 Windows & Trim 16.00
14 Plumbing 40.00
15 HVAC 40.00
16 Electrical & Lighting §0.00
17 Insulation 85.00
18 Interior Walls 104.00
19 Ceilings & Cover 0600
20 Millwork & Trim 56.00
21 Cabinets & Vanities 104.00
22 Specialty 142.00
23 Floor Coverings 180.00
24 Paint 154.00
25 Cleanup 248.00
26 Landscape & Paving 20.00
Total Albrecht, Henry:Cottage - New Construction 1,528.00
TOTAL 1,628.00

Figure 198 - Time by Job Summary Report
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Time by Job Detail

The Time by Job Detail report provides a detailed listing of the total time expended on each job, with
each transaction displayed.

%:14 AM Quality-Built Construction

1zsior Time by Job Detail
December 1 - 15, 2007
%+ Date %+ Hame + Billing Stat.. + Duration +

Albrecht, Henry:Cottage - New Construction
17 Insulation

[ 3 120032007 Teichman, Tim  Unbilled 200 4
12M02007  Teichman, Tim  Unbilled 2.00
Total 17 Insulation 4.00

18 Interior Walls

12032007  Teichman, Tim  Unbilled 2.00
1200472007 Teichman, Tim  Unbilled 2.00
12102007 Teichman, Tim  Unbilled 2.00
1211172007 Teichman, Tim  Unbilled 2.00
Total 18 Interior Walls 2.00

19 Ceilings & Cover

12/04/2007  Teichman, Tim  Unbilled 2.00
12/082007  Teichman, Tim  Unbilled 2.00
12112007 Teichman, Tim  Unbilled 2.00
121202007 Teichman, Tim  Unbilled 2.00
Total 1% Ceilings & Cover 2.00

20 Millwork & Trim

12/05/2007  Teichman, Tim  Unbilled 2.00
12/068/2007  Teichman, Tim  Unbilled 2.00
12M202007  Teichman, Tim  Unbilled 2.00
12132007 Teichman, Tim  Unbilled 2.00
Total 20 Milwork & Trim 2.00

21 Cabinets & Vanities

12/032007  Witchell, Clark  Unbilled 2.00
12/08/2007  Teichman, Tim  Unbilled 2.00
12/07T/2007  Teichman, Tim  Unbilled 2.00
12132007 Teichman, Tim  Unbilled 2.00
12M14/2007  Teichman, Tim  Unbilled 2.00
Total 21 Cabinets & Vanities 16.00
22 Specialty

12/04/2007  Witchell, Clark  Unbilled 2.00
120772007 Teichman, Tim  Unbilled 2.00
12M14/2007  Teichman, Tim  Unbilled 2.00
12142007 Pepper, Chris  Unbilled 2.00
Total 22 Specialty 20.00

Figure 199 - Time by Job Detail
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Time by Name

The Time by Name report lists the hours reported by each employee, summarized first by employee
and then by job.

9:15 AM Quality-Built Construction

121507 Time by Name
January 1 through December 15, 2007
+Jan1 - Dec 15,07 »

Mitchell, Clark
Albrecht, Henry:Cottage - New Construction b §40.00 4
Wiessinger, Gary:Bathroom Addition 420.00
Wiessinger, Gary:Guest Cottage 220.00

Total Mitchell, Clark 2,000.00

Pepper, Chris
Albrecht, Henry:Cottage - New Construction 500.00

Wiessinger, Gary:Bathroom Addition 420.00
Wiessinger, Gary:Guest Cottage 220.00
Total Pepper, Chris 1,960.00

Teichman, Tim
Albrecht, Henry:Cottage - New Construction 640.00

Wiessinger, Gary:Bathroom Addition 420.00

Wiessinger, Gary:Guest Cottage 51.2.00
Total Teichman, Tim 2,032.00
TOTAL 5,992.00

Figure 200 - Time by Name Report
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Time by Item

The Time by Item report summarizes the hours reported to each item, summarized first by item and
then by job.

9:09 AM Quality-Built Construction
12115i07 Time by Item
December 2007

@ Dec 07 @

17 Insulation
Albrecht, Henry:Cottage - New Construction b 2.00 4

Total 17 Insulation 8.00

18 Interior Walls
Albrecht, Henry:Cottage - New Construction 16.00
Total 18 Interior VWalls 16.00

19 Ceilings & Cover
Albrecht, Henry:Cottage - New Construction 16.00
Total 19 Ceilings & Cover 16.00

20 Millwork & Trim
Albrecht, Henry:Cottage - New Construction 16.00
Total 20 Millwork & Trim 16.00

21 Cabinets & Vanities
Albrecht, Henry:Cottage - New Construction 24.00

Total 21 Cabinets & Vanities 24.00
22 Specialty

Albrecht, Henry:Cottage - New Construction 40.00
Total 22 Specialty 40.00

23 Floor Coverings
Albrecht, Henry:Cottage - New Construction 58.00
Total 23 Floor Coverings 28.00

24 Paint
Albrecht, Henry:Cottage - New Construction 58.00
Total 24 Paint 88.00

25 Cleanup
Albrecht, Henry:Cottage - New Construction 104.00
Total 25 Cleanup 104.00

26 Landscape & Paving
Albrecht, Henry:Cottage - New Construction 48.00
Total 26 Land=scape & Paving 48.00

TOTAL 443.00

Figure 201 - Time by Item Report
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Mileage by Vehicle Summary

The Mileage by Vehicle Summary report displays the total mileage reported through Vehicle Mileage

Tracker for each vehicle.

Mileage by Vehicle Detail

The Mileage by Vehicle Detail report provides the detailed transactions for mileage reported through

Vehicle Mileage Tracker for each vehicle.

Mileage by Job Summary

The Mileage by Job Summary report displays the total mileage reported to each job through Vehicle

Mileage Tracker.

Mileage by Job Detail

The Mileage by Job Detail report provides the detailed transactions for mileage reported through

Vehicle Mileage Tracker for each job.

Contractor Edition Reports

As discussed in Chapter 1, QuickBooks: Premier Contractor Edition 2007 contains a number of job
cost reports not found in other editions of the software. The following section briefly describes each of

these reports and provides examples of selected reports.

Job Status Report

The Job Status Report provides a high-level overview of jobs, indicating Customer, Job Status, Job
Type, Job Description, Start Date, Projected End Date, and actual End Date.

Quality-Buitt Construction

Quality-Built Censtruction:Bidding
Quality-Built Construction: Client Meetings
Quality-Built Construction:Marketing

Quality-Built Construction:Admin/Paperw...

4

St AN Quality-Built Construction
12807 Job Status
December 15, 2007
“ Customer + Job 5tat... ¢ Job Type @ Job Description + StartDate <+ Projected End < End Date +
3 Albrecht, Henry
Albrecht, Henry:Kitchen Remodel In progress  Remodel New cabinetz & countertops. Tile floor. 12/01/2007 02/20/2008
Albrecht, Henry:Cottage - New Construc...  In progrese  New Construction Guest cottage behind existing home. 1 BR, 1 Bath... 05122007 121812007
Campbell, Heather
Campbell, Heather:House-New Construc...  In progress  New Construction 3 BR, 2.5 bath. 09/M86/2007 03192008
Hamby, Shane
Hamby, Shane:Cottage - New Construct. In progress  New Construction
IMolotsi, Hugh
Molotsi, Hugh:Second Story Addition In progress  Addition 2 bedrooms + 1 bath on second level. 08/04/2007 0170972008
Tedford, Dan
Tedford, Dan:Addition In progress  Addition Third =tall on garage 10/06/2007 12M9/2007
Wiessinger, Gary
Wiessinger, Gary:Bathroom Addition Awarded Addition Full bath on lower level. Custom whirlpool tub. 01/05/2008 02/27/2008
Wiessinger, Gary:Guest Cottage Pending New Construction 1 BR, 3/4 bath cottage behind home.
Wiesszinger, Gary:Mizc. Small Jobs Mizgc. Small Jobs Ongeing small projects.
Wilzon, Brandon
Wilzon, Brandon:Custom Home In progress  New Construction 4 BR /2.5 bath. 08/01/2007 01/26/2008

Figure 202 - Job Status Report
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Job Costs by Vendor and Job Summary

The Job Costs by Vendor and Job Summary report summarizes job-related costs by vendor and
then by job for a given time period.

et Quality-Built Construction
12115007 Job Costs by Vendor and Job Summary
Accrual Basis December 2007
< Dec OF &
Bay City Backhoe Service
Albrecht, Henry:Cottage - New Construction b 2 300.00 4
Total Bay City Backhoe Service 2,300.00

Chidester Marble & Tile
Albrecht, Henry:Cottage - New Construction  14,715.00
Total Chidester Marble & Tile 14,716.00

Color-Brite Paint Company
Albrecht, Henry:Cottage - New Construction 1,163.04
Total Color-Brite Paint Company 1,163.04

Laurel's Cabinets
Albrecht, Henry:Cottage - New Construction  12,532.00
Total Laurel's Cabinets 12,532.00

Lipps' Landscaping
Albrecht, Henry:Cottage - New Construction 12 085.02
Total Lipps' Landscaping 12 085.03

TOTAL 42,796.07

Figure 203 - Job Costs by Vendor and Job Summary Report
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Job Costs by Vendor and Job Detail

The Job Costs by Vendor and Job Detail report displays detailed transactions summarized by
vendor and by job for a selected time period.

e Quality-Built Construction
12115107 Job Costs by Vendor and Job Detail
Accrual Basis January through December 2007
% Name B Type B Date + Hum Memo Account Amount
Wiessinger, Gary:Bathroom Addition
Wiessinger, Gary:... Bill 03/071/2007 53424 Plumkbing 5110 - Job Related... 15,000.00
Total Wiesginger, Gary.Bathroom Addition 18,000.00
Wiessinger, Gary:Guest Cottage
Wie=szinger, Gary....  Bil oa/o1r2007 51875  Plumbing 5110 - Job Related... 24 034.00
Tetal Wiessinger, Gary.Guest Cottage 24,034.00
Total Bowden Steam Plumbing 74,068.00
Chidester Marble & Tile
Albrecht, Henry:Cottage - New Construction
Albrecht, Henry:Co...  Bill 122002007 Kitchen cab... 5110 - Job Related... 10,%86.00
Albrecht, Henry:Co...  Bill 1212002007 Tile for floors 5110 - Job Related... 3,730.00
Total Albrecht, Henry:Cottage - New Congtruction 14,716.00
Wiessinger, Gary:Guest Cottage
Wieszinger, Gary:...  Bill nazoe2007 Kitchen cab... 5110 - Job Related... 10,%86.00
Wiessinger, Gary:.... Bill Da202007 Tile for floors 5110 - Job Related... 3,730.00
Total Wiesginger, Gary.Guest Cottage 14,716.00
Total Chidester Marble & Tile 29.432.00
City of Bayshore
Albrecht, Henry:Cottage - New Construction
Albrecht, Henry:Co...  Bill DaMs2007 Buiding Pgrmit 5110 - Job Related... 125.00
Total Albrecht, Henry:Cottage - New Construction 125.00
Total City of Bayshore 125.00
City OFf Horth Bayshore
Wiessinger, Gary:Guest Cottage
Wiessinger, Gary:.... Bill 02282007 Buiding Pgrmit 5110 - Job Related... 285.00
Total Wiesginger, Gary.Guest Coltage 85.00
Total City Of North Bayvehore 85.00
City of West Middlefield
Molotsi, Hugh: Second Story Addition
Melotzi, Hugh:Seco...  Bil 0S/01/2007 Building Permit 5110 - Job Related. .. 155.00
Total Molotei, Hugh:Second Stery Addition 155.00
Total City of We=st Middlefield 1585.00

Figure 204 -- Job Costs by Vendor and Job Detail
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Job Costs by Job and Vendor Summary

The Job Costs by Job and Vendor Summary report provides a total of job-related expenditures by
job, by vendor for a selected time period.

Use this report in a Worker’'s Comp audit. Make sure if your state requires your subcontractors to
have current Certificate’s of Insurance you have them on hand.

e Quality-Built Construction
12115107 Job Costs by Job and Vendor Summary
Accrual Basis October through December 2007
& Qct - Dec 07 &
Albrecht, Henry:Cottage - New Construction

Bay City Backhoe Service b 2300.00 4

Begle Heating & Air 24 098.00

Bowden Steam Plumbing 35,034.00

Chidester Marble & Tile 14,715.00

Color-Brite Paint Company 1,163.04

D-Lo Sheetrock 4 200.00

Doug's Appliance Service 3,400.00

High Quality Lumber 2,790.03

Kimble Hardware Store 1,635.02

Laurel's Cabinets 12,532.00

Lipps' Landscaping 12,085.03

Lochrie's Electrical Supply 4.521.00

Morgenthaler Windows 3,567.09

Viking Door 11,986.00

West Coast Insulation §36.00

Total Albrecht, Henry:Cottage - New Construction 135 563.21
TOTAL 1356,663.21

Figure 205 -- Job Costs by Job and Vendor Summary

Job Costs by Job and Vendor Detail

The Job Costs by Job and Vendor Detail report shows detailed transactions grouped by job, by
vendor for a selected time period.
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Job Costs Detail

The Job Costs Detail report provides a listing of all job-related expenditures incurred, regardless of

source.

S Quality-Built Construction

1214s/07 Job Costs Detail

Accrual Basis All Transactions

+ Source Hame = Type @ Date + Hum = Memo - Account Class Amount @
Albrecht, Henry
Kitchen Remodel
[ 3 Avenue Electricians  Bill 092002005  6523...  Electrical &L... 5110 - Job Related...  Subcon... 3,200.00 4
Brenda's Framing ... Bill 0573062005 02566 Rough Fram... 5110 - Job Related... Subcon... 25,000.00
Brenda's Framing ...  Bill 05/30/2005 02588  Finizh Fram.. 5110 - Job Related... Subcon... 0.00
Brenda's Framing ...  Bill 08/20/2005 58325  Finizh Fram.. 5110 - Job Related... Subcon... 30,000.00
Carr Building Supply  Bill 02/15/2005 8521... Doors & Trim 5110 - Job Related...  Material... 5,000.00
Carr Building Supply  Bill 02152005  8521... Siding 5110 - Job Related...  Material... 4,000.00
City Floors Bill 1040142005 0520... Granit Flooring 5110 - Job Related...  Subcon... 15,000.00
City of Bayshore Check 01/03/2005 10803 City License 5110 - Job Related...  Material... 55.00
Color-Brite Paint C...  Bill 09MM15/2005  §532.. Painting 5110 - Job Related...  Material... 300.00
Dening's Drywall il 072002005 8955...  Interior Walls 5110 - Job Related... Subcon... 1,500.00
Doug's Appliance ... Bil 1040142005 Stov...  Wolf stove 5110 - Job Related...  Material... 3,500.00
Doug's Appliance ... Bil 1040142005 Stov.. SubZeroRe.. 5110-JobRelated.. Material.. 4 000.00
Doug's Appliance .. Bill 1040142005 Stov... Mizc. Applia... 5110 - Job Related...  Material... 1,500.00
Jones Plumbing il 092002005 Rough Plumb... 5110 - Job Related...  Subcon... §,500.00
Jones Plumbing il 092002005 Finizh Plumb... 5110 - Job Related...  Subcon... 0.00
Jones Plumbing il 08/01/2005 seco... Finigh Plumb... 5110 - Job Related...  Subcon... 5,000.00
Maple Glow Cabin...  Bill 1052005  B0857  Cabinetz & V... 5110-JobRelated... Subcon.. 12,000.00
Maple Glow Cabin...  Bill 07/20/2005 1/2p... Cabinetz &V... 5110-JobRelated... Subcon... 12,000.00
Middlefield Building...  Bill 02/2002005 permit Buiding Permit 5110 - Job Related...  Other Jo... 25.00
Widdlefield Building...  Bill 08/30/2005 Buiding Permit 5110 - Job Related...  Other Jo... 29.00
Prentice, Adelaide Paycheck 01/05/2005 102 §504 - Designer's ...  Owerhea... 150.00
Prentice, Adelaide Paycheck 01/05/2005 102 5230 - Direct Payro... Overhea... 930
Prentice, Adelaide Paycheck 01/05/2005 102 5230 - Direct Payro... Overhea... 218
Prentice, Adelaide Paycheck 01/05/2005 102 5230 - Direct Payro... Owerhea.. 1.20
Prentice, Adelaide Paycheck 01/05/2005 102 5230 - Direct Payro... Overhea... 525
Prentice, Adelaide Paycheck 01/05/2005 102 8185 - Worker's Co... Owverhea... 432
Prentice, Adelaide Paycheck 0140542005 102 5230 - Direct Payro... Overhea... 015
Total Kitchen Remodel 128 815.40
Total Albrecht, Henry 129 915.40
TOTAL 129,915.40

Figure 206 - Job Costs Detail Report

Cost to Complete by Job Summary

As shown in Figure 12, the Cost to Complete by Job Summary report provides an estimate of the

costs to complete the jobs shown on the report.
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Cost to Complete by Job Detail

The Cost to Complete by Job Detail provides an item-by-item listing of the estimated cost to
complete selected jobs. When the report is selected, users enter the estimated completion
percentage for each item in the estimate; the cost to complete is then calculated by multiplying the
estimated cost (according to the estimate) by the remaining percentage to complete.

To use this report you must first enter the % complete for each line item. This is of course not
completely compliant with GAAP Standards that determine % complete by dividing Costs to Date /
Budgeted Costs to arrive at the actual % complete.

»: Update Item Percent Complete @

Update the percentage complete for
your items,

Show

Wilson, Brandon:Custom Home v

Items (by Customer and Job)
Wilson, Brandon:Custom Home

01Flans & Permits .:01.1Plans

02 Site Work:02, 10 Demo

03 Excavation

04 Concrete

05 Masonry

06 Floor Framing

07 wall Framing

08 Roof Framing

09 Roof Flashing

10 Exterior Trim & Decks

11 Siding

12 Doors & Trim

13 Windows & Trim

| Cancel
:
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
95.0%
35.0%
85.0%
35.0%

% Complete

Figure 207 — User entered screen for recording % complete

9:54 PM
12115107

Accrual Basis

Quality-Built Construction

All Transactions

Cost to Complete by Job Detail for Wilson, Brandon:Custom Home

@ Est. Cost @ % Complete @ Act. Cost ¢ CosttoComplete  « Expected Actual Cost < OwverlUnder Estimate <
Wilson, Brandon:Custom Home
Service

1 Plans & Permits .

0.1 Plans b 1,000.00 4100.0% 524.04 0.00 524.04 -315.96

(1.2 Building Permits 0.00 0.0% 566.51 0.00 566.51 566.51

01.3 City & Co. Lic's & Fees 0.00 _00% 5146 0.00 51.46 51.46
Total 01 Plans & Permits . 1,000.00 100.0% 1,302.01 0.00 1,302.01 302.m
02 Site Work

02,40 Demo 3,000.00 100.0% 4,686.15 0.00 4,6086.15 1,686.15
Total 02 Site Work 3,000.00 100.0% 4686.15 0.00 468615 168615
03 Excavation 5,000.00 100.0% 5,372.69 0.00 537289 372.89
04 Concrete 4,000.00 100.0% 3,760.61 0.00 3,760.61 -239.39
05 Masonry 3,000.00 100.0% 2,844.55 0.00 284455 -55.45
06 Floor Framing 5,000.00 100.0% 5,660.04 0.00 586004 860.04
07 Wall Framing 3,000.00 100.0% 2961.38 0.00 296138 -38.82
08 Roof Framing 15,000.00 100.0% 17,146.69 0.00 17,146.69 2,145.69
09 Roof Flashing 1,000.00 100.0% 1,026.83 0.00 1,026.83 26.83
10 Exterior Trim & Decks 1,500.00 55.0% 1,317.50 75.00 1,392.50 -107.50
11 Siding 2,000.00 95.0% 1,742.58 100.00 1,842.58 -157.42
12 Doors & Trim 1,500.00 85.0% 1,026.38 225.00 1,251.38 -24262
13 Windows & Trim 2,500.00 85.0% 2,532.28 375.00 2,807.28 407.28

Figure 208 -- Cost to Complete by Job Detail Report
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Unpaid Bills by Job

The Unpaid Bills by Job report displays all outstanding invoices, summarized by job.

e Quality-Built Construction
1218107 Unpaid Bills by Job
Accrual Basis All Transactions
Type % Date + Num + Source Name < Due Date + Aging ¢ Amount + (Open Balance <
Albrecht, Henry
Cottage - New Construction
P Bill 121212007 Color-Brite Paint C...  01/11/2008 1,163.04 1,163.04 4
Bill 121152007 Laurels Cabinets 011472008 12,532.00 12,532.00
Bill 1202002007 Chidester Marble &... 01192008 10,985.00 10,985.00
Bill 1202002007 Chidester Marble &..  01/1%2008 3,730.00 3,730.00
Bill 1203002007 Lipps’ Landscaping 01/09/2008 12,085.03 12,085.03
Total Cottage - New Construction 40 495.07 40,495.07
Total Albrecht, Henry 40 455.07 40 456.07
TOTAL 40,496.07 40,496.07

Figure 209 -- Unpaid Bills by Job Report
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Unpaid Job Bills by Vendor

The Unpaid Job Bills by Vendor report lists all unpaid job-related bills, summarized by vendor.

SET AR Quality-Built Construction
121si07 Unpaid Job Bills by Vendor
Accrual Basis All Transactions
Type & Date + Hum « Name + Due Date -+ Aging Amount + Open Balance «
All 5tar Truck Sales
b Bill 01/09/2008 All Star Truck Sales 011872008 1,407.00 1,407.00 4
Total All Star Truck Sales 1,407.00 1,407.00

Chidester Marble & Tile

Bill 1202002007 Albrecht, Henry:Co... 0111972008 10,5285.00 10,%85.00
Bill 122002007 Albrecht, Henry:Co... 011872008 3,730.00 3,730.00
Total Chidester Marble & Tie 14,716.00 14,716.00

Color-Brite Paint Company
Bil 121212007 Albrecht, Henry:Co...  01/41/2008 1,163.04 1,163.04
Total Color-Brite Paint Company 1,163.04 1,163.04

Laurel's Cabinets
Bil 12182007 Albrecht, Henry:Co... 0MA4/2008 12,532.00 12,532.00
Total Laurel's Cabinets 12,532.00 12, 532.00

Lipps' Landscaping

Bil 1203002007 Albrecht, Henry:Co...  01/0%/2008 12,085.03 12,085.03
Total Lipps' Landscaping 12,085.02 12,085.03
Office Mart

Bil 12028/2007 Office Mart 01/08/2008 227.00 227.00
Total Office Mart 227.00 227.00

Valley Yellow Pages
Bill 1203102007 Valley Yellow Pages  01/M10/2008 500.00 500.00
Total Valley Yellow Pages 500.00 500.00

Western Telephone Company

il 12/08/2007 Western Telephon...  01/08/2008 100.00 100.00
Bil 01/02/2008 Western Telephon...  02/01/2008 359.77 359.77

Total Western Telephone Company 45877 459,77
TOTAL 43,4589.84 43,4589.84

Figure 210 - Unpaid Job Bills by Vendor Report

Expenses Not Assigned to Jobs

The Expenses not Assigned to Jobs report details all expenses that were not assigned to
Customer:Jobs.
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Billed/Unbilled Hours by Person

The Billed/Unbilled Hours by Person report provides a summary of hours billed, unbilled, and not
billable grouped by person.

ol Quality-Built Construction
12115007 Billed/Unbilled Hours by Person

All Transactions
+  Billed <+ Unbilled -+ HotBillable + Dec 31,08 -

Mitchell, Clark [ 384.00 4 5,266.00 348.00 6,198.00
Howvello Survey Services 0.00 0.00 40.00 40.00
Pepper, Chris §59.00 5,470.00 32.00 6,161.00
Teichman, Tim 224.00 5,528.00 0.00 6,352.00
TOTAL 1,867.00 16,264.00 620,00 18,751.00

Figure 211 - Billed/Unbilled Hours by Person Report

Billed/Unbilled Hours by Person and Job

The Billed/Unbilled Hours by Person and Job report details billed, unbilled, and not billable time by
employee and by job.

Ll Quality-Built Construction
12115007 Billed/Unbilled Hours by Person and Job

All Transactions
% Billed +  Unbilled + Not Billable + Dec31,08 <

Pepper, Chris

Campbell, Heather:House-New Construction b 0.00 4 918.00 0.00 518.00
Cruz, Albert:Cottage - New Construction 0.00 720.00 0.00 720.00
Hamby, Shane:Cottage - New Construction 659.00 0.00 0.00 659.00
Molotsi, Hugh:Second Story Addition 0.00 704.00 0.00 T04.00
Tedford, Dan:Addition 0.00 423 00 0.00 92800
Wiessinger, Gary:Bathroom Addition 0.00 520.00 0.00 520.00
Wiessinger, Gary:Guest Cottage 0.00 880.00 0.00 280.00
Wilson, Brandon:Custom Home __0.00 800.00 32.00 832.00
Total Pepper, Chris 659.00 5.470.00 32.00 6,161.00
TOTAL 659.00 5,470.00 J2.00 6,161.00

Figure 212 - Billed/Unbilled Hours by Person and Job Report
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Billed/Unbilled Hours by Person and Activity

The Billed/Unbilled Hours by Person and Activity report shown time by employee, by activity for a
selected time period.

L adi Quality-Built Construction
1215007 Billed/Unbilled Hours by Person and Job

All Transactions
@ Billed ¢+ Unbilled + HotBillable + Dec31,08

Pepper, Chris

Campbell, Heather:House-New Construction b 0.00 4 913.00 0.00 918.00
Cruz, Albert:Cottage - New Construction 0.00 T720.00 0.00 720,00
Hamby, Shane:Cottage - New Construction 6559.00 0.00 0.00 659.00
Molotsi, Hugh: Second Story Addition 0.00 T04.00 0.00 T04.00
Tedford, Dan:Addition 0.00 g28.00 0.00 428.00
Wiessinger, Gary:Bathroom Addition 0.00 520.00 0.00 520,00
Wiessinger, Gary:Guest Cottage 0.00 220.00 0.00 2280.00
Wilson, Brandon:Custom Home __0.oo0 200.00 32.00 832.00
Total Pepper, Chris 659.00 £ 470.00 32.00 6161.00
TOTAL 559.00 5 470,00 32.00 6,1641.00

Figure 213 -- Billed/Unbilled Hours by Person and Activity Report
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Open Purchase Orders by Vendor
The Open Purchase Orders by Vendor report displays all open purchase orders, grouped by vendor.

ol Quality-Built Construction
12115107 Open Purchase Orders by Vendor
All Transactions
Type < Num + Date + Deliv Date =

Brenda's Framing Service
P Purchasze Qrder 7 05/01/2005 05/0142005 4
Total Brenda's Framing Service

Doug's Appliance Service
Purchase Order 4 06/30/2005 06843042005

Total Doug's Appliance Service

TOTAL

Figure 214 - Open Purchase Orders by Vendor

Open Purchase Orders by Vendor Detail

Similar to the Open Purchase Orders by Vendor report, the Open Purchase Orders by Vendor
Detail report provides a detailed listing of all open purchase orders, grouped by vendor.

L Patl Quality-Built Construction
1218107 Open Purchase Orders by Vendor Detail
All Transactions
Type + Num < Date « Deliv Date « Name o ltem <« Memo “ Gty + Cost Price < Amount @
Brenda's Framing Service
p Purchase Order T 05/01/2005  05/01/2005  Campbel, Heather.. 07 Wall... Draw #2-W... 1 5,000.00 5,000.00 4
Purchase Order i 05/01/2005 05/01/2005 Campbell, Heather... 0Z Reof.. Draw #3-R... 1 10,000.00 10,000.00
Total Brenda's Framing Service 15,000.00
Doug's Appliance Service
Purchaze Order 4 06/30/2005 06/30/2005 Doug's Appliance ... 22 Spec.. 'Wolf Stove 1 5,345.00 5,345.00
5,345.00

Total Doug's Appliance Service

TOTAL 20,345.00

Figure 215 - Open Purchase Orders by Vendor Detail Report
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Certified Payroll — Box 1 Employee Information

The Certified Payroll — Box 1 Employee Information report provides information that is used to

assist in completing certified payroll reports. The information shown on this report is drawn from the

data that is entered as employees are added in the Employee Center.

9:55 AM Quality-Built Construction
1215007 Certified Payroll - Box 1 Employee Information
December 15, 2007
i Employee i 55 Ho. > Address
[ Witchell, Clark 111-11-111% 4284 Western Dr. Middlefield, CA 94482

Pepper, Chriz 222-22-2229 3553 Industrial Rd Bavshore, CA 94325
Prentice, Adelaide 333-33-3339 6454 Commerce Wy Bayshore, CA 94326
Rand, Jenn Lidoiioszal 7498 Cottage Court East Bayshore, CA 94327
Teichman, Tim 555-55-555 357 Beach Bluff Way Middlefield, CA 94482
Tumacder, Jacint 666-66-6669 3549 Digeby Road East Bayshore, CA 94327
Yoo, Young-Kyu Tir-Tr-rivrg 1654 West Ninth Ave Bavshore, CA 94325

Figure 216 - Certified Payroll - Box 1 Employee Information Report

Vendor Account Information

The Vendor Account Information report provides contact and account information for vendors.

Customer Account Information

The Customer Account Information report provides contact and account information for customers.

Quality-Built Construction

Quality-Buit Construction: Admin/Paperw
Quality-Buit Construction Bidding
Quality-Buitt Construction: Client Meetings
Quality-Buitt Construction:Marketing

9:51 AM Quality-Built Construction
121807 Customer Account Information
December 15, 2007
* Customer Bill to ® Contact ® Phone o Customer Type Terms

» Albrecht, Henry Henry Albrecht 852 Ocean View Rd. Bayshore, C. Henry Referral
Albrecht, Henry:Kitchen Remode! Henry Albrecht 852 Ocean View Rd. Bayshore, C... Henry
Albrecht, Henry:Cottage - New Construc...  Henry Albrecht 852 Ocean View Rd. Bayshore, C...  Henry
Campbell, Heather Heather Campbell 2850 Harley Ave. Middlefield, C. Heather Due on receipt
Campbell, Heather:House-New Construc...  Heather Campbell 2950 Harley Ave. Middlefield, C... Heather From advertisement
Hamby, Shane Shane Hamby 525 Ravenswood East Bayshore, C. Shane
Hamby, Shane:Cottage - New Construct. Shane Hamby 525 Ravenswood East Bayshore, C. Shane
Wolotsi, Hugh Dr. Hugh Molotsi 1980 N. Stonecrest Rd. West Mid... Dr. Hugh Referral Due on receipt
Molotsi, Hugh:Second Story Addition Dr. Hugh Molotsi 1980 N. Stonecrest Rd. West Mid. Dr. Hugh Due on receipt
Tedford, Dan Dan Tedford 811 Alwoerth Avenue Middlefield, CA.. Dan
Tedford, Dan:Addition Dan Tedford 811 Alworth Avenue Middlefield, CA. Dan Referral
Wiessinger, Gary Gary Wiessinger 70 Packer Dr. Bayshore, CA 943 Gary Referral Net 10 200,000 00
Wiessinger, Gary:Bathroom Addition Gary Wiessinger 70 Packer Dr. Bayshore, CA 943.. Gary Referral
Wiessinger, Gary:Guest Cottage Gary Wiessinger 70 Packer Dr. Bayshore, CA 943 Gary
Wiessinger, Gary:Misc. Small Jobs Gary Wiessinger 70 Packer Dr. Bayshore, CA 943.. Gary
Wilson, Brandon Brandon Wilsen 12 Ipas Lane Middlefiedl, CA 94482  Brandon Due on receipt
Wilson, Brandon:Custom Home Brandon Wilsen 12 Ipas Lane Middlefield, CA 9448, Brandon From advertisement

+ Credit Limit_+ Balance Total ¢

30,150.00 4
0.00
30,150.00
0.00
0.00
0.00
0.00
13,500.00
13,500.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Figure 217 - Customer Account Information Report
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