Instructions on how to work with test file in QuickBooks 2010

1) Download the test file to your Desktop clicking on this link to start download
2) Open QuickBooks Premier Accountant 2010 and open the test file you saved to your Desktop.
3) You will see the below screen. Enter the following and click OK.

a. User Name: Accountant

b. Password: (file has no password)

QuickBooks Login

Enter a user name and password to log in to the company:

Rock Castle Construction

User Hame:
Password: I:I Forgot Password?

Passwards are case sensitive,

QF l ’ Cancel ] [ Help

4) With Client Data Review you can quickly reclassify transactions that are posted to the incorrect
account in the selected accounting period.
a. From Accountant menu, select Client Data Review.
b. Click Reclassify Transactions.

_ O] x
Client Data Review How this warks
Gasis: Accrual  Review Perod: Custom (01/0L,2008 - 12/731,2008) M odify Review Logged in a3 Accountant (Ext Acct)
-

e - Client Data Review taol, nat available outside COR Customize Cleanup Tasks Review Notes Edit
[ —] Account Balances

Cleanup Tasks Status Task Motes
3 Troubleshoot Frior Account Balances Im g
Q Reclassify Transactions Im g

Qpen Wiorking Trial Balance Im g
[ —] Review List Changes

Cleanup Tasks Skatus Task Motes
Q Chart of Accounts Im g
B rems [tz =] ¥
Q Fixed Asset Ttems Im g
D Payrol Items Im g

Revizw [kem Setup Im g

Customers Im g

Vendors Im g

=
Print ] [ Save as POF ] [ Audit Trail of Review ] [ Mark Review Complete ] [ Close ]



http://http-download.intuit.com/http.intuit/CMO/proadvisor/downloads/ae/Premier_Accountant_2010_CDR_Sample_File_2009_dates.QBW�

C.

Select Office Supplies account (or any other account) from the list to see all
transactions posted to that account.

| ¥ Reclassify Transactions - Review Period: Custom (01/01/2008 - 12,/31,2008)
Accounts Transactions Howy this works
From ta 2
‘lw 012005 | |12f 31iz005 | tame [l - Show transactions [That can be reclassified -
[ Basis & accrual € Cash feoounts: Show O Selected Accaont © A1 [ [olude Journal Entries
View |Expense Accounts - =
#| 0. | Type | Mum | Mame Mema Class Account Arnount (LS
Name Tome Total (USD) o1, | cHe Ahsun‘s Catering  |cake & bev for 1., 6700 OFF?ce Sup... 132,52 =]
6000 * Autamabile Expe... 90,000,00 = | I |o3i1... | CHe Ahsnn‘s Catering 6700 OFF!ce Sup... 131.98
6010 - Repairs an... | Expe... 1000 | o4, | cHE Ahsun‘s Catering Cwerhead 6700 + Office Sup... 99,42
Insurance Expe... 150,000,00 I |o7p1... | cHe Alison's Catering  |cake & bev for ... |Overhead 6700 + Office Sup... 88.24
AP0 - Pk Servic [ o {om.., | cHE Alison's Catering  |Sept b-day bash  [Owerhead &700 - Office Sup... 100,73
£700 * Office Supplies | Expe... 797.75 I |1of1... | CHE Ahsnn‘s Cateting | Oct birthdays 6700 * OFF!EE sup... 92.89
TR R SR 110, | cHe Alison's Catering  |special party for... &700 - Office Sup... 151.97
7300 Taxes Expe...
i 7320 ' State Expe... 5,404.32
|| 7400 - Job Expenses | Expe...
7420 ' Job Materials | Expe... 95.00
77000 - Exchange ... | Othe... o.1e
LI
Tatal Selected 000 |
Select All Deselect All I
For all selected transactions, change I
" [T account to - PE— |
[T classto I j
Close |
=l

You can review transactions posted to the selected account and re-classify them if
necessary. But now, let’s filter it further by Vendor's name (select Alison’s Catering)
and switch from ‘Selected Account’ to ‘All’ accounts.

You can see all transactions written to Alison’s Catering from 01/01/2009 to 12/31/2009
(you can change the date range if you wish). You can see that some transactions got
posted to the Meals & Entertainment account and some — to Office Supplies account.



¥ Reclassify Transactions - Review Period: Last Fiscal Year (01/01/2009 - 12/31/2009)

Accounts Transactions Howy this works
From | o /012009 o 12(31/2009 p
| fouy | ‘ fall | Hame Alison's Catering ~ Show transackions | That can be reclassified w
Basis () accrual () Cash Accounts: Show () Selected Account (5 [ trclude Journal Entries
VieW | Expense Accounts ~
7 Date « Type Mum = Mame Memo Class Account Amount (LSO ‘
Name Type Total (USD) | [C|oty1sjz009 | cHE Alison's Catering  |cake & bev f... 6700 + Office Supplies 132.52
61020 - Bank Servi Expe. 7.00 A T |ozj1zizo09 CHE Alison's Catering  |Feb, birthday, .. [Overhead 6500 + Meals & Entertainm, .. 112,75
6700 - Office Supplies | Expe 797.75 | " |o3y112009 CHE Alison's Catering 6700 * Office Supplies 131,98
6300 * Meals & Ent Expe. 528,73 " |04/15/2009 CHE Alison's Catering Overhead 6700 + Office Supplies 99.42
7300 + Taxes B " |osi13jz008 | cHi alison's Catering 800 * Meals & Entertainm... 109.85
7520 - Stats Expe. S 404,52 T |ogj17izo09 CHE Alison's Catering  |June b-day b... 6500 + Meals & Entertainm, .. 103,29
7400 - Job Expenses | Expe : " |o7/15/2009 CHE Alison's Catering  |cake & bev ... |[Overhead 6700 * Office Supplies 88,24
7420 + Job Materials | Expe 95,00 " |o8112j2009 CHE Alison's Catering  |Aug b-day bash (Overhead 6800 + Meals & Entertainm. .. 91.32
7900+ Miscellaneous | Expe: 17,620.00 [C|osjisjzooe | CHE alison's Catering  |Sept b-day b... |Overhead 6700 + Office Supplies 100,75
77000 - Exchange Athe, ! 001 ™| 1oj14iz009 CHE Alison's Catering  |Qct birthdays 6700 + Office Supplies 92,89
" |11/04j2009 CHE Alison's Catering  |special party ... 6700 * Office Supplies 151,97
" |12/09j2009 CHE Alison's Catering  |Dec. birthdays  [Overhead 6800 + Meals & Entertainm. .. 111.52
w
Total Selected 0.00
[ Select All ] [ Deselect Al
For all selected transactions, change l:l
.

e. Let's post transactions to the correct account by moving them from the Office Supplies
account to Meals & Entertainment account.

f. Insert a check mark in front of the transactions posted to the Office Supplies account.
Note: You can click on the Account column header to sort by Account, so all

transactions posted to Office Supplies are grouped together. It would make it easier to
see all transactions you need to reclassify.

¥ Reclassify Transactions - Review Period: Last Fiscal Year (01/01/2009 - 12/31/2009)

Accounts Transactions Haw this works
From | o1 fo1j2009 to | 12/31)2009
| foL, | | /31 ‘ Name Alison's Catering v Show bransactions | That can be reclassified w
Basis (3) Accrual () Cash Accourts: Show O Selected Account &A1 [ Include Journal Entries
Wiew | Expense Accounts - =
I |Date Type  Mum | Mame Mema Class ACcount & Amaunt (LSD) |
Name Type Tatal (USDY | I7|p1j15/z009 | cHe Alison's Catering  |cake 8 bev F... 6700 + Office Supplies 132.52 &
51020 » Bank Servi Expe 700~ ||[FF|psitizoos | cHe alison's Catering 6700 - Office Supplies 131.98
5700 - Office Supplies | Expe 29775 | ~|pas1502009 | CHE Alison's Catering Overhead 6700 + Office Supplies 99,42
5300 Meals & Ent Expe 528,73 7 |p7i1sfzo0e | CHE Alison's Catering  |cake & bev f... |Overhead 6700 + Office Supplies 88.24
2300 - Taxes Expe 7 |poii6fzo09 | CHE Alison's Catering  |Sept b-day b.., |Overhead 6700 + Office Supplies 100,73
7320 State Expe 5, 404,37 7 |loj14/2009 | CHE Alison's Catering | Oct birthdays 6700 + Office Supplies 92.69
7400 Job Expenses | Expe ! 4 | 1042009 | CHK Alison's Catering | special party ... 6700 + Office Supplies 151.9?|
7420 Iob Materials | Expe 95,00 Zf1z12009 | CHE Alison's Catering  |Feb. birthday. .. |Overhead BE00 + Meals & Entertainm, ., 112,75
7900 - Miscellaneous | Expe 17.620.00 |osi1z/zo09 | cHe Alison's Catering 6300 + Meals & Entertainm, ., 109,85
77000 * Exchange Othe ’ o C|o6j17/2009 | CHE Alison's Catering  [June b-day b 6800 + Meals & Entertainm. .. 103.29
[M|osizizoos | cHe Alison's Catering | Aug b-day bash |Overhead 6500 + Meals & Entertainm. .. 91,52
[1zfoefz009 | CHE Alison's Catering  |Dec. birthdays  |Overhead 6300 + Meals & Entertainm, ., 111.52
ha
Tokal Selected 79775
Select Al ] [ Deselect All ]
For all selected transactions, change [ Accourt to l:l
b




g. Select Meals & Entertainment account from the “Account to” list (or any other account
you would like to post the checkmarked transactions to) and click Reclassify button.

¥ Reclassify Transactio
Accounts Transactions Hot this works
From 01 /1jz008 @] o [12j31/2008
I oLy E I i3] E Mame Alison's Catering - Show transactions [That can be redassified -
Basis & accrual € Cash freounts: Show ( Selected Account & Al [ Includs Journal Entries
¥ieW |Expense Accounts - =
| Date Type Num_l Mame Memo lass Account = Amount (LSO
Nama T Total (USD) I |01j15/2008 | CHE Alison's Catering cake & bev for 1., 6700 ¢ Office Supplies 132.52 =]
000 + Automabie | E 90,000.00 |~ | oaf11fz008 | oHE Alison's Catering 6700 ¢ Office Supplies 13195
6010 Repair... |E ’ 10,00 : I |04j15/2008 | CHE Alison's Catering Overhead 6700 Office Supplies 93.42
Insurance E 150,000.00 IF#|07115/z008 | oHE Alison's Catering cake & bey for ... |Owerhead 6700 ¢ Office Supplies 88,24
61020 * BankS... |E ’ 7.00 I |09j16/2008 | CHE Alison's Catering Sept b-day bash  |Owerhead 6700 Office Supplies 100.73
5700 - Office 5... | E.. 797.75 ‘ IF7 1001402008 | CHE Alison's Catering Oct birthdays 6700 ¢ Office Supplies 92,69
T 3 FoeE 11042008 | CHE Alison's Catering special party for... 6700+ Office Supplies 151.97
7900 - Taxes E I|o2f12/2008 | CHE Alison's Catering Feb. birthday bash |Owerhead 6300 ' Meals & Entertainment 112,75
[ £ & 404,32 |osf13izo0e | cHe alison's Catering 6300 * Meals & Entertainment 100,85
404
7400 - Job Exp... | E I |oej17/z008 | CHE Alison's Catering June b-day bash 6300 ' Meals & Entertainment 103.29 _|
-
FED TED M |2 #5.00 Total Selected 79775 |
77000+ Exchan... (O 0.1z
Select All I Deselect All |
For all selected transactions, changsl [ account to Iggg + Meals & Entertainment -
Reclassify |
a5 [0 I ﬂ
Close |
|

h. Now you can see that all selected transactions are posted to the account you selected.

i. You can also assign a Class to the transactions with no Class assigned or change an
incorrectly assigned Class.

# Reclassify Transactions - Review Period: Custom (01,/01/2008 - 1

Accounts Transactions Howy this works
From [n1/o1fz005 @ t° [12j31/2008 .
I foiy E I 131 E Name: Alison's Catering - Shaows transactions IThat can be reclassifisd -
Basis * accrual  Cash Accounts: show ' Selected Account & Al [ Include Journal Entties
Wigw IExpense Accounts - —
~| Date Type Num_l Name Memo Class & Account Amount (LSO

Name T Total (USD) I | i 1572008 ZHK Alison's Catering cake & bev For 3., 700+ Office Supplies 132,52 |
6000+ Automatile | E 00,000,000 & I~ |oBj11fz008 | CHE Alison's Cakering 700 Office Suppliss 13195 _|

6010 * Repair E ' 10,00 ||| 1pi14fz008 | cHE Alison's Catering Ock birthdays 700+ Office Supplies 92,89

Insurance E 150,000.00 R[04 r2008 ZHK Alison's Catering special party For, 700 * Office Supplies 151,97
61020 Bark S E ' 7.00 I |Ej13/z008 | CHE Alison's Cakering 800 * Meals 8 Entertainment 109,35
700 Offis S 5 7aras | v [0Bj17/z008 | CHK alison's Catering June b-day bash 00 - Meals & Entertainment 103.29
6500 - Medls & ... | E... 28,73 rE‘IJIS;’ZDDS ZHK Alison's Catering Cverhead 700+ Office Supplies 99,42
7300 - Taxes E I |o7j1sfzo08 | CHE Alison's Cakering cake B bev for J... [Overhead 6700 * Office Supplies 88.24

7320+ State E 5,404,372 IC|osy16/2008 | CHE Alison's Catering Sept b-day bash  |Owerhead &700 * Office Supplies 100.73
7400 - Job Exp E ' I|m21212008 ZHK Alison's Catering Feb, birthday bash [Cverhead 6800 * Meals & Entertainment 112,75

=

FED e T |2 25,00 Total Selected 7250 |

77000 Exchan... O 0.1z
Select All Deselect Al |
For ll selected transactions, chande [~ accauntta [6500 ¢ Meals & Entertainm, ..
— Reclassify |
| WV Class to Overhead| -
Cloge
=l




j.

You are done!

¥ Reclassify Transactions - Review Period:

Accounts
From 0101 /200 (@] to [12/31/2003 (@]
Basis (¥) Accrual () Cash

M

M:Expﬁmws

Hare Type  Tota(Uso) |
61020 - Bark Servi... | Expe,.. 7.00
6800 - Meals &Ent... | Expe... 1,326.48 |
7300 * Taxes Expe...

7320 - State Expe... 5,404.32
7400 * Job Expenses | Expe...

7420+ Job Materials | Expe... g5.00
7500 * Miscellanecus | Expe... | -17,620.00
77000 * Exchange ... | Othe... -0.01

Last Fiscal Year {(01/01/2009 - 12/31/2009)

!
|

Accounts: Sh-m- Omﬁmm-@nl [ inchsde Journal Entries

Show transacions | That canbe reclassified | |

¥ Date Type Num Mame  Memo  Cless  Account = Aot (USD) |
[ loaf1sizo09 | CHE Alisor's . Overhead (6500 + Meals & Ent... 9942 B
I |osjiafzo0e | cHE Alison's .. G800 + Meals & Ent... 109.85
I losj17i2009 | cHE alisor's ... |Jme ... 6300 + Meals & Ent... 103.29
[ |o7nisizoos | CHE Alison's ... [cake ... |Owverhead (6500« Meals &Ent... B5.24
[ |osj1zf2009 | CHE alisors ... |Bugb... |Overhead (6800 - Meals & Ent... 9132
I |oojisfz009 | cHE alisor's ... |Sept ... |Overhead (6300 - Meals & Ent... 100,73
I |tofa4f2009 | CHE Alison's ... [Oct b, 6500 * Meals & Ent... 9289
[ |11josf200% | CHE alisor's ... |spei... 6500 * Meals & Enit... 151.97
T [12/09/2009 | CHK Alisons ... |Dec. ... |Owarhead |6800 - Meals &Ent.., 111.52]
v

Total Selected 0.00 |
[ seectar | [ Desslectan |
For all selecked bransactions, changs Accourd bo 65

5 |




