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Introduction & Product Overview-Chapter 1

Introduction

Welcome

Welcome to Mastering QuickBooks Level 2. The focus of this training is using QuickBooks to its
fullest potential, and getting what you need from QuickBooks.

Goals/Learning Objectives

1) Learn the advanced features and capabilities of QuickBooks (including those
features that advanced users use most)

2) Discover solutions to errors (that are difficult to find using available help)
3) Apply workarounds to handle tricky transactions

4) Learn tricks and tips to get the most from QuickBooks

5) Gain insight into QuickBooks functionality to avoid unexpected results
6) Learn how best to set up QuickBooks for your company

7) Learn advanced reporting techniques to access the information you need

About Intuit

Intuit Inc. is a leading provider of business and financial management solutions for small
businesses, consumers and accounting professionals. Its flagship products and services, including
QuickBooks®, Quicken® and TurboTax® software, simplify small business management and
payroll processing, personal finance, and tax preparation and filing. ProSeries® and Lacerte® are
Intuit's leading tax preparation software suites for professional accountants. For more information,
visit www.intuit.com on the internet.

About Real World Training

Real World Training was founded in 1992 by David J. O'Brien, CPA. Initially the company
provided one-on-one accounting software training to small businesses. In 1994, the company began
focusing exclusively on QuickBooks and began offering training courses on the program. In 1996,
Real World Training developed the Mastering QuickBooks seminar. Since that time, Real World
Training has taught over 1,000,000 students how to master QuickBooks for their business. For
more information on Real World Training or to see seminar schedules online, visit

www.quickbookstraining.com on the internet.
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Intuit Resources

Intuit

The QuickBooks website is located at quickbooks.intuit.com. This website has resources to help you
better use QuickBooks. You will find information on Intuit’s technical support options. You can find
Certified ProAdvisors in your area, or learn how to become a Certified ProAdvisor.

The website offers other Intuit products and services that integrate with QuickBooks. You can find
information on merchant credit card accounts, payroll services, checks and forms, and other
products/services.

The website also includes various small business resources. This includes links to other websites of
particular interest to the QuickBooks user.

Intuit Business Services

Intuit has formed strategic partnerships with other companies to offer you helpful resources for
running your business. This helps you take advantage of emerging technologies usually reserved
for larger companies.

‘/Ej Access QuickBooks Products and Services
1) Select Help:Add QuickBooks Services from the menu.

QuickBooks Products and Scrices

Customize QuickBooks for Your Business

Add these recommended services

QuickBooks offers many services that help you manage your business more efficiently. Based on
the information you provided, QuickBooks recommends the following optional integrated services.

« Intuit Checks
Keen hetter recards by printing computer checks from QuickRooks. 1 earn More

+ QuickBooks Financing
Get the money you need to grow your business. Learn More

+ Intuit App Center
Get web & mobile apps that work seamlessly with QuickBooks. Learn More

Intuit products and services are optional and may require internet access, sign-up and/or application
approval, and other service fees, terms and conditions. Occasionally, Intuit may decide to update their
selection and change certain product and service offerings. See quickbooks.intuit.com for the latest
information, including pricing and availability, of QuickBooks products and services.
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(SM)

Locate a Certified QuickBooks ProAdvisor

Certified QuickBooks ProAdvisors are accounting professionals and computer consultants who
work with small businesses using QuickBooks. They offer guidance on anything from installing
QuickBooks to more advanced features such as customizing the program. Use a QuickBooks
ProAdvisor to solve your toughest QuickBooks problems.

J@ Locate a QuickBooks ProAdvisor
1) Select Help:Find A Local QuickBooks Expert from the menu.
2) Enter appropriate search information.
3) Click Search.

Intuil Find-z. Find your local QuickBo

@ Back P Foward S8 S £ Refresh | & Pt "o

INTUIT. Find-a-ProAdvisor

zip Code: N

Distance: ELWENIES [~

"search

Qualified Experts. (_] Searchable Results. e Multiple Services.
Corlifie] QuickBuooks ProAdvisurs are \ Our nebwork of 20,000 CurLilied w Cerlifivd Prosdvisors help businesses
exparts who have been tested and QuickBooks Proadvisors s laree enough oot the most out of their QuickBooks
certified by Intuit on 3 range of QuickBooks to support every business need. Eazily software, They provide a range of
products, They are typically CPas, narrow down the search results by services, Including: QuickBooks setup,
accountants, bookkeepers and small QuickBooks product or industry to find training, payroll and consulting, among
business advisors.” an oxact match, others.
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Editions of QuickBooks

There are several editions of QuickBooks: QuickBooks Online, QuickBooks for Mac, QuickBooks
Pro, QuickBooks Premier, and QuickBooks Enterprise Solutions.

Each edition includes basic features such as check writing, paying bills, entering sales and making
deposits, and additional features and capabilities to support your growing business.

As an additional benefit, QuickBooks Pro, Premier, and Enterprise Solutions share a common look
and feel. QuickBooks Premier and QuickBooks Enterprise Solutions are also available in industry-
specific editions.

Your most important decision is whether to use online software or desktop software.

QuickBooks Editions

QuickBooks Online

QuickBooks for Mac

QuickBooks Pro

QuickBooks Premier

QuickBooks Enterprise Solutions

Industry-Specific Editions
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What QuickBooks Doesn’t Do

QuickBooks might not be the best solution for some situations. These include the following:
1) Businesses with transaction levels too high for QuickBooks.

2) Companies that require more than five users simultaneously accessing company data
files. QuickBooks Enterprise Solutions allows up to 30 concurrent users.

3) Businesses that need lists larger than the limits shown in the following table.

Pro & Enterprise
List Name Premier Only

Customers & Jobs 14,500 Unlimited*

Vendors 14,500 Unlimited*

Employees 14,500 Unlimited*

Other Names List 14,500 Unlimited*
Chart of accounts 10,000 100,000

Iltems-including inventory items 14,500 Unlimited*
Sales reps 10,000 10,000
Price levels 100 100
Sales tax codes 10,000 10,000
Job types 10,000 10,000
Vendor types 10,000 100,000
Customer types 10,000 100,000
Payroll items 10,000 10,000
Classes 10,000 100,000
A/R terms & A/P terms (added together) 10,000 29,000
Payment methods 10,000 10,000
Shipping methods 10,000 10,000
Customer messages 10,000 100,000
To do's 10,000 100,000
Memorized transactions 14,500 50,000
Memorized reports 14,500 29,000

*Performance testing was conducted at 100,000 list entries. You may see performance
degradation as you add more than 100,000 items, customers or vendors.
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Should | Start Over?

You may want to start a new file if your current file is too large, or if there are too many errors in
the file. Starting over allows you to correct past mistakes, and set the file up correctly based on a
better understanding of QuickBooks. Before you start over, here are some questions to consider:

1) Would fixing your current file be better than starting a new file?
2) How much time can you invest in setting up your file correctly?
3) Would starting over provide additional information you would use?

4) Can you wait until the end of the current financial period to start over?
(This is the best time to start over)

Remove All Transactions from a Company File

What if you already use QuickBooks and wish to start over? QuickBooks has a feature that makes this
easier. The feature removes all transactions from an existing file. This option leaves lists, preferences,
and service subscriptions in the file. However, all balances are removed. You must enter opening
balances for accounts, customers, vendors, and inventory. Removing transactions is not allowed if
payroll transactions exist in the current year. QuickBooks creates an archive copy of your data file
before removing the transactions. Open this archive file if you need to access any of the removed
transactions.

‘/Ej Remove All Transactions from a Company File
1) Select File:Utilities:Condense Data from the menu.
2) Click Yes in the Budget Data May Be Affected window (if applicable).
3) Click the All transactions button.
4) Click the Next button.
5) Click Yes in the Condense Data window.
6) Click the Begin Cleanup button.

Condense Data »
ﬁm_ What transactions do you want to remove? Help me choose
PerpabiT

® Transactions before a specific date

Remove transactions before 12/01/2014 B

'L_g’/ Alltransactions

— QuickBooks will keep lists and preferences
Archive
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Setup Order

Follow the correct order to ensure the new file is set up correctly.

1)

2)

3)

4)

5)
6)

7)
8)

Express Start/Advanced Setup/From an existing company file

Use one of these tools to create your company file. Enter company information,
customize QuickBooks for your business, set up your chart of accounts, and
password protect your company file.

QuickBooks Setup
This walks you through the process of setting up names, products and services,
and bank accounts

Complete & Modify Lists
This could include importing lists from your old file. This is covered in Chapter 13.

Enter Opening Balances

Enter bank account balances through the EasyStep Interview. There are multiple
ways to enter the rest of your opening balances. These are discussed later in the
chapter.

Payroll Setup

Enter History
Enter transactions that have occurred from the start date to the current date.

Check Setup

Customize the File

e  Customize Home Page
e  Set Preferences

e  Add Custom Fields

e  Customize Forms
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Suqggestions for New Start

The ideal start date is the beginning of a financial year. If this is not realistic, the beginning of a
financial period (such as a month or quarter) is the next best option. Ideally, you should have an
accurate balance sheet dated on the previous day.

Proper planning eases the transition to a new QuickBooks file. When starting a new file, follow
these recommendations.

1) Gather necessary information
2) If you import lists, delete unnecessary entries in the new file

3) Practice with QuickBooks by entering transaction history (entering history is
covered later in this chapter).

4) If possible, enter transactions in your new file AND your old file (or other
accounting system) to ensure data is being entered correctly (i.e. run parallel
systems)

5) If you don’t have an accounting background, consider hiring an accounting
professional or consultant.

Starting a New File

It is important to have a number of items ready before you set up a new QuickBooks company file.
Your accountant can provide valuable assistance in gathering this information.

Company information
QuickBooks needs basic information such as company name, address, and tax IDs.

Bank account balances
Look at recent bank statements and in company checkbooks for the current balances.

Sales taxes due
If your business collects sales taxes, you need to know how much sales taxes were due as
of the start date. After the start date, QuickBooks calculates the sales tax for you.

Inventory quantities and value
QuickBooks needs starting information for inventory such as quantities on hand and value.

How much customers owe you
You should know how much each customer owes you.

How much you owe vendors
A vendor is someone from whom you purchase goods or services. You should know how
much you owe each vendor.

Chart of accounts
If you have a current chart of accounts, you will need this for the set up process.

An accountant can provide valuable assistance during the setup process.

10
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The Express Start is the quickest and easiest way to set up your company file. Just answer some basic
questions about your business to create your company file.

‘/Ej Start Express Start
1) Select File:New Company from the menu.
2) Click the Express Start button.
3) Enter appropriate information into the windows displayed by QuickBooks.

CuickBooks Setup

Let’s get your business set up quickly!

Answer some basic questions and we’ll do
the rest. You can always make changes later. Exprass Sta
(Recommended for new users)

Give us more details and we'll quide y

(Recommended if you want to fine-tune

_ . Open or convert sasting files fram ather softwar
Other Options =

11
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Complete Your Setup

After the Detailed Start, use QuickBooks Setup to set up your customers, vendors, employees, items,
and bank accounts. Then, use the Quick Start Center to start common tasks and review helpful tips to
get the most out of QuickBooks.

‘/Ej Complete Setup

1) When you finish the Detailed Start, QuickBooks opens the QuickBooks
Setup window.

2) Click the Add button to enter customers, vendors, employees, items, and
bank accounts.

3) Click Start Working to begin using QuickBooks.

QuickBooks Setup

— Add the people you do business with 1
Why do this? Import or enter your contacts 5o you can bill your customers, pay “

your vendors, and track your employees, Bhs

& Add the products and services you sell
Add More

¢ Add your bank accounts
A . Why do this? So you can track depasits, paym

have. Don't worry we wan't connect i your bank.

il howe musch maney you

| §

Mo data to enter nght now? No problem. You can always add it later.

Add the People You Do Business With

ChackBooks: Setup

_J Add the people you do business with ' 2 Jroewr it

nit to add by marking them as a Customer, vendor,

12
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Add the Products and Services You Sell

,5 Add the products and services you sell

How does this work?
Name Desription
Garage Install Install Garage Doer

Enter your services below. You can save time by pasting from Excel. Don't worry about getting everything perfectly, wel let you know if you need to fix anything.

Choose a Select what Review and
type to add finksh

Price:
425.99

o

Add Your Bank Accounts

¥ Add your bank accounts

can track income and expenses.

Acrounk name MAccounk numbser
Checking 1111-2222-3333

You can st a5 many bank accounts o5 you'd like, The only reguired info is Use atcount name, We won't actually connect ko your bank, we'll just creale 4 register so you

Dpening halance Dpening halance date

Enter Choose
accounts ‘options

10,000.00 127312014

13
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Detailed Start

The Detailed Start walks you through the process of setting up a QuickBooks company. The tool
simplifies the process of making important start-up decisions and customizing various elements of
QuickBooks for your business.

‘/Ej Start the EasyStep Interview
1) Select File:New Company from the menu.
2) Click the Detailed Start button.
3) Enter appropriate information on each window of the interview.

Get Started

(nckBooks Setu x
P

Let's get your business set up quickly!

Answer some baslc questions and we'll do
the rest. You can always make changes later. Fxpress Star
(Recommended for new users)

Controd the sstup and fine-tune the Create a new company file hased Convert data from Quirken ar ather
campany file. o An exisling one. Accounting soflware.
Detailed S'.c”‘{h:] Creale Other Options
\\\\\ hi Give u all

14
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Enter Company Information

EasyStep'Interview

Interview Progress

Need help sctting up?
Find ALocal
< QuickBooks Expart
(feas may apply}

it

i Getanswers

Enter your company information

QuickBooks uzes this information on your tax forms and farms you uze to communicate with your
CUSIOMErs and vendors

* Company nama

Bulldem, Inc.
Legal name Buildem, Inc.
Urikess you use & DEA, manme il prosbatily
Taxio
\) or So0al Securty Nu
Street address 4531 B Freeway, #100
Gity Dallas Stale 1 . ZP 75340
Country us. -
Phone Fax

214-555-1212

wiould ke dis

E-mall agaress kelsey@buildem.com

Web site www.pulldem.com

" required field

What if | have more than one business?

Leave...

< Back

Select Your Industry

EasyStep Interview

Interview Progress

Need help setting up?
FindALocal
< DuickHooks Fxpert
(feas may apply)

niurk

p Intcrv
¥ Getanswers
Select your industry

Tellus your industry and we'll customize QuickBooks Lo work besl for you.

You will be able ta review our recommendations and change them in this interndew. And, you can always
rhange sach of thesa SeMngs later Fyplain

Dontsee your indusliy? Choose an indusby thalis similar lo yours. Examples

Select an industry trom the lish

Accounting or Bookkeeping
Advertising or Public Relations
Agriculture, Ranching, or Farming
Art, Writing, or Photography
Automative SAles ar Repair

Church or Religivus Organizalion

Construction General Contractor

Construction Trades (Plumber, Electrician, HVAC, etc.)
Design, Architecture, or Engincering

How doec QuickBooks use my industry celection?

Leave... < Back Next>
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Enter Opening Balances

You must enter opening balances if you want accurate financial statements. You can enter most
opening balances with a journal entry. However, several accounts require special attention. These
accounts are shown in this section.

General Journal Entry
Use a Journal Entry to enter most opening balances. Use Opening Balance Equity to “balance” this
entry. You adjust Opening Balance Equity later in this chapter.

Make General Journal Entries O
Main Reports LA
& P a E ?’X E] Create a Copy @ g [@
Find New Save Delete ﬁ Memnrize Reverse Print Attach
v File
DaTE 120312014 B EMTRY MO
Emplovee Loan 2,500.00 s
Vehiclas 24,448.00
Sales Tax Fayabole 350.00
Loan Payable 14,000.00
Vehicle Loan 11,000.00
Opening Bal Equity 1,508.00
v
Totals  26,948.00 26,948.00

Bank Accounts

During QuickBooks Setup, QuickBooks asks for the last bank statement balance. It does not ask
for the book balance on the balance sheet. Convert the bank’s balance to the book balance by
entering the outstanding transactions into the checking account. Entering outstanding bank
transactions is also necessary for your first bank reconciliation. However, do not use the original
expense or income accounts used in those transactions. Use the Opening Balance Equity account
instead.

QuickBaoks Setup

‘® ¥ Add your bank accounts 0.

ke, The onby requred infio is the account name, We wer
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Account Register (Enter Outstanding Transactions)

Checking

& Goto.. | & Print.. | [ Edit Transaction [ QuickReport Downlead Bank Statement
ATE BER AYE Y MENT w|  DEPOS 1y ALA
12002014 445 2,000.00 -2,000.00 g
CHK Dpening Bal Equity uncleared at start date |
1213014 448 800.00 -2,800.00
CHK Opening Bal Equity uncleared at star date
1212212014 L4 &, L0 (0n 2200100
DEP Opening Bal Equity Account Opening Balance
121252014 500.00 2,700.00
TRAMSFI Opening Bal Equity unclearad at start date ¥
Spiits CHDING DALANCT 2, 700 -00
- ne
Sortby  Date, Type, NumberRel = m Resture

Accounts Receivable

There are 2 ways to enter beginning Accounts Receivable using forms. The appropriate method
depends upon your requirements.

1)

Enter A/R without Invoice Detail

Create an item linked to Opening Balance Equity. QuickBooks uses this account
as the offset for each beginning balance entry. Build the Accounts Receivable
detail by entering each outstanding invoice with the original date. Enter the
invoice balance using the item linked to Opening Balance Equity. This enters the
detail for Accounts Receivable without entering each invoice’s detail.

Create Invoi

Main Formatting Send/ship Repors Hoa
@ p s E 2@ Create a Copy Q g =  PnntLater @ %ndd TanelCosts ==
Find New Save Delete @BMemorize Mark As Print  Emall EmailLatler  Attach | @ Apply Credits Hecene
T - Pending b T ke Payment:
CUSTOMER:JOB  lzabellaincorp.. = TEMPLATE Infuit Service...
Invoice 112014 B isabelaRosa
R 212 Toopretty Strect
Dallas, TX 78776
1
|0peni ng Dalance Deginning balance for customer 250000 2500.00 |"‘
v
v atal 2.500.00
RRYMENTS APPLIE 0.00
2,500.00
-
Save & Close Clear
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2) Enter A/R with Invoice Detail
Build the Accounts Receivable detail by entering each outstanding invoice using
the original date. Use items that are linked to the appropriate income accounts.
Because the invoices will likely be dated in the prior year, the activity is included
in beginning Retained Earnings. This enters the detail for Accounts Receivable
and the individual invoice’s detail.

Use this method if you are on the cash basis of accounting. The income is not
recognized until the money is received. Therefore, enter the invoices using the
appropriate items so the proper accounts are affected when payment is received.

Create Invoices

Main Formatting Send/Ship Reporis LN

@ s E gg Create a Copy ° E =  PrintLater @ % Add Time/Costs q}
Find New Save Delete aMemm—ize Mark As Print  Email Email Later Aftach q Apply Credits Receive
- T Pending - v File Payment:

CUSTOMER:JOB

Isabellalncorp... -

TEMPLATE Intuit Service...

Invoice

121112014 = Isabella Rosa

212 Toopretty Street
Dallas, TX 78776

TE QUANTITY ! DESCRIFTION - MOUNT

|General Sernvice 25

Services provided by the hour 90.00 22500 |‘
v
SNz Off - T 225.00
Custom o Messsge 0.00
_ 225.00
EMO Save & Close Save & New | Clear

Accounts Payable

There are 2 ways to enter beginning Accounts Payable using forms. The appropriate method
depends on your requirements.

1) Build the Accounts Payable detail by entering each outstanding bill using the
original date. Use Opening Balance Equity as the expense account.

2) Build the Accounts Payable detail by entering each outstanding bill using the
original date. Use appropriate accounts, or items linked to the appropriate
accounts. Because the bills will likely be dated in the prior year, the activity is
included in beginning Retained Earnings.

Use this method if you are on the cash basis of accounting. The expense is not
recognized until the bill is paid. Therefore, enter the bills using the appropriate

items or accounts so QuickBooks affects the correct accounts when you pay the
bills.
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Credit Cards

Credit card account balances cannot be entered during QuickBooks Setup. Instead, enter your credit
card opening balance using the account register or a journal entry which you learned earlier. Use the
credit card statement balance as the opening balance. However, this creates the same reconciliation
issue explained in the bank account section. The solution is the same. Enter the outstanding credit card

charges and payments using the Opening Balance Equity account.

= Visa -0 x
& Goto.. | & Print.. | B Edit Transaction [B) QuickReport Download Card Char
| B p ges
DATE REF AYEE HARGE v AYMENT BALANCE
1212612... B ayee * 2,000.00 o |F 2,000.00
cC Opening Bal Equity ¥ | Account Opening Balance
12/28/2014 Restaurant k 87.00 2,087.00
cC Opening Bal Equity Last Year Charge
12729/2014 Visa 2.000.00 a7.00
CC CREI Opening Bal Equity Last Year Payment
SN I el
Splits ENDING BALANCE 8 7 . 00
1-Line
Sortby  Date, Type, NumberRef = | Record | Restore

Equity Accounts

Equity is the last opening balance you should enter. Enter Equity balances with a journal entry.
This journal entry should also transfer the Opening Balance Equity balance to the appropriate

equity accounts.

Retained Eamings

Make General Journal Entries

6,261.00 Classify Beginning Equity

Main  Reports WA
@ P s E g@ Create a Copy y ; @

Find New Save Delete aMemunze Reverse Print Aftach

M File
oete 12312014 B ENTR

Opening Bal Equity 14,011.00 Classify Beginning Equity a
Additional Paid in Capital 5,000.00 Classify Beginning Equity
Capital Stock 2,750.00 Classify Beginning Equity

14,011.00

Totals

14,011.00

Save & Close k Clear
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Payroll Setup

The Payroll Setup interview streamlines payroll setup. Use QuickBooks Payroll Setup to enter all
necessary payroll information and payroll related account opening balances.

J@ Learn about Payroll Options
1) Click the Turn on Payroll icon on the Home page.

QuickBooks Online Subscription ntuit QuickDocks Payrell Senices)

Turn on Payroll in QuickBooks

5 and make direct depasits. You enter hours, and

in a few clicks,

[ wiant Tntuit payroll experts to pay & file m e Tor me.

e,

I want my accountant to pay & file my payroll taxes for

“\5

hiftgs Fatenpecdudd infull comipdiraprollindes 5 0% £ Jecure wed site

‘/Ej Set Up Payroll
1) Select Employees:Payroll Setup from the menu.
2) Enter appropriate information in the QuickBooks Payroll Setup windows.
3) Click Finish when complete.

oks Payroll Selup

QuickBooks
Payroll Setup welcome to QuickBooks Payroll Setup
=
Company Selup
Employce Sctup
Taxes
Ycar to Datc Payrolis
Finkehing Up
<5 of payrell by asking you questions and
hen you're done with setup, vou'l be ready to start using ¢
Before you begin, reviewtha payroll setup chacklist and gather the needed Information.
Tipe 11 you need bo beave selup, click Finish Laler and yo cher tl. Yeuscan rehan o
zatup by choosing Payroll Satup from the Emiployeas manu in Oy
4 Free Paviull Sypou Lets get started)
| Finish ©ates Contine *
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Enter History

Your accounting records are not complete until the transactions from the start date to the current date
are entered. There are two ways to enter the history.

(A) Enter Individual Transactions

A list of the historical transactions and the order they should be entered follows:

1) Sales & Accounts Receivable History
a) Invoices
b) Statement Charges
c) Sales Receipts
d) Customer Credits/Returns
e) Customer Payments
f) Deposits of Customer Payments
g) Sales Tax Payments
2) Vendor & Accounts Payable History
a) Bills
b) Vendor Credits
c) Bill Payments
3) Payroll History

a) Use the Year-to-Date Payrolls step of the QuickBooks Payroll Setup
interview

4) Bank & Credit Card History
a) Checks (do not duplicate bill payments)
b) Deposits (do not duplicate customer payments/deposits)
¢) Bank Fees and Transfers
d) Credit Card Charges/Credits
5) Reconcile Bank Accounts

a) Reconcile each month to ensure greatest accuracy

(B) Enter Summary Journal Entries

Journal entries can be used to summarize transactions between the start date and the current date.

= Make General Joumal Entries =

ain Heports oo~
«* B B € Qowicr ¢ =
Find Mew Save Deiete @Memone Revesse | Pel At
Maems m
Sales 1000000 Jan 2015 Adtiity

Jan 2015 Acthity I
20 ity

Eguipmant Renta
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Check Setup

After you enter opening balances and history, test their accuracy by running several reports.
Compare the reports to the supporting schedules or last year’s tax return.

1) Use the Balance Sheet as of the day before your start date to verify beginning account

balances.
= Balance Sheet -0Ox
Cusiuimnize Reporl Memuorige  Piinl  E-mail + Exvel - Hide Header Cullapse Refesh
Dates Custom ~ Asof 12312014 B Columns  Tofal only = SortBy Default v

Buildem, Inc.

paons Balance Sheet
Accrual Basis As of December 31, 2014
+Dec i, 14 «
ASSLTS k il
Current Assets
Checking/Savings
Checking P 270000 4
Total Checking/3avings 2,700.00

Arrnuntz Rereivahle
Accounts Receivable 10,000.00
Total Accounts Receivable 10,000.00

Other Current Assets

Fmployee | nan 2 5040 0
Total Other Current Assets 2,500.00
Total Current Assets 15,200.00

2) Use the Profit & Loss Statement for the periods since the start date to verify historical
transactions.

3) Use the Open Invoices report to verify accounts receivable detail as of the start date.
4) Use the Unpaid Bills Detail report to verify accounts payable detail as of the start date.
5) Use the Inventory Valuation Summary report to verify inventory.

6) Use the Payroll Liabilities report to verify payroll liability detail as of the start date.

7) Use the Payroll Summary report to check year-to-date payroll transactions.
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Edit Beginning Balance/Start Date

If you need to change either the beginning balance or the start date of an account, the easiest way to do
so is through the account register.

‘/@ Edit Beginning Account Balance
1) Click the Chart of Accounts icon on Home page.
2) Double-click on the appropriate account.
3) Click the entry with the Memo entered as Account Opening Balance.
4) Enter the new Date to change the account’s start date.
5) Press Tab until the cursor is in the amount field.
6) Enter the correct beginning balance.
7) Click the Record button.

£ Goto.. | éj Print... | B> Edit Tranzaction @ DuickReport Download Bank Statement
DATE BER KYEE AYMENT - i AL
12M3/2014 445 800.00 2,800.00 ]
CHK Openinyg Bal Eguily uncledied dl stal dals
VAHZAZ.. B rumo - 1 v | 3,000.00 2,200.00
DEP Opening Bal Equity * Account Opening Balance k
12/25/2014 500.00 2,700.00
TRANSFI Opening Bal Equity uncleared at start date
04/01/2015 447
|
Spits EMDMNG BALANCE 2,?00.00
1-Line
Sortby  pate, Type, MumberTef - m Restorc
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Customize QuickBooks

You should customize QuickBooks to suit your needs. During this chapter, you learn to
customize preferences, the Icon Bar and custom fields. You also customize QuickBooks using
account numbers and class tracking.

(1) Preferences

You turn features on and off with preferences. Some preferences are set automatically during the
Advanced Setup, but you can change them at any time. Some preferences also change how
QuickBooks looks. You change and set preferences during this chapter.

(2) Icon Bar

Use the Icon Bar to create shortcuts to activities you perform often. You learn to customize the Icon
Bar during this chapter.

(3) Custom Fields

Create custom fields to track information specific to your business. You set up and use custom fields
during this chapter.

(4) Account Numbers

Most people only use account numbers at the request of their accountant. You learn about account
numbers during this chapter.

(5) Class Tracking

Classes provide a way to classify income and expense transactions. Use classes for departments,
business offices or locations, separate properties, or whatever else is appropriate for your business.
You learn about class tracking during this chapter.
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Preferences

To learn more about a particular preference, open the appropriate preferences window and press

the F1 key. QuickBooks displays a help window explaining each preference.

‘/@ General Preferences (User)

Select Edit:Preferences from the menu.

Click the General icon in the list to the left.

Change appropriate information in the Preferences window.

1)
2)
3)
4)

Click OK.

Agcuwnting -
s

Caiendar

Chesting

Deskinp View

=] R B

Finnnes Change

Integrated dppleations

21

Eems A lventory
4003 & Estimasca
Muliple Currences
Payments

Payrall & Emplayees

JX 0k

Ramindars

Reparts & Graghs
Sakes & Customers
Sales Tax

Search

Send Forms

Service Connection

ELfvER

Speling

My Preferences Company Prelerences

= Pressing Enfer moves between 1|e|ds* Bnng back all gne ime Messages
Autamatically open arop-dawn lists
wien hiping

Beep when recording a fransaction ¥ 3how ToolTips for clipped ted

Tum off pop-up Messages for products
and senices

Automatically place decimal poind Viam when deleting a ransaction o
unused list item
= Warn when g3lng a rans achon ’
Eeep QuickBooks mnning for quick
slanups

AUTOMATICALLY RECALL INFORMATION
= Aulomnatically remember account of bansadion infarrmation
Automatically recall [ast ransaction for this name
¥ Fre-flil ACCOUnts for vendor bASET on pAsT entries

DEFAULT DATE TG USE FOR NEW TRANSACTIONS
® Use loday's date as default Uiz the st enlered dale a5 defaull

WLLI CUSTOM SR S QRNATION WHN CHANGING ITLM 1N TRANSACTION 5

Mever

W Ask AlwAYS

Cancel
Help
Detault

Also See

Reminders

‘/Ej Desktop View Preferences (Company)

1)
2)
3)
4)

Select Edit:Preferences from the menu.
Click the Desktop View icon in the list to the left.
Change appropriate information in the Preferences window.

Click OK.

¥ Accounting
m L

B coenaar
=

[

|

Chariing

i
H

K Foorce cnarge
Genen
+ Ml integrated Appbcatons
Reme & Pventoey
> Jubs & Eslrabes
E! Mutipl Currencies
B Paymens
Il Payrol & Empkyees
) Reminders
dll  Reports & Graphs
Bl 5ekes & Customers
O] sases Tax
Search
Send Forms

Sarvice Coanecton

BRio

Spetng

a

My Preferences Company Preferences
Snlnct the features Mat you want to show an the Home page:
CUSTOMERS VENDGRS
+ Enter Bills and Fay Hills
# Sales Recnipts
Slalernents and Slalement Char ;ua_k

* Mow da | rims 1
RELATED PREFERENCES
To show or hide feabure icons on the Home page. you need o

tuen the features on o off Click & featiare name below to view
its prefarances

{n) (ofr)
o) {on)
arz  (an) ng (on)

Tor reburn 1o these praferences, cick the Desiiop View icon on the left

cancel

Help

Also See:

Guneral
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J@ Checking Preferences (User)
1) Select Edit:Preferences from the menu.
2) Click the Checking icon in the list to the left.
3) Change appropriate information in the Preferences window.
4) Click OK.

B2 Accountng i My Praferences Company Prefarancas “
a= Cancel
Q Calendar

A — e
Desktop View SF1 FCT NEFALIT ACCOLNTS TO 1 SF Detault

ﬁ Fmance Lhargs ¥ Openthe Write Checks fermwith  Chacking - account

T Geneal Also Sew:
:«I Integrated Applcations « Openthe PayRills formwith  Ghocking - account

- General
Bl Rems & nvenlory « Openthe Pay 3ales Tax farmwith  Checking - account

'l -
l‘” Joba 8 Estmates < Open the Wake Deposils forrmwilh  Maney MarketAccount - @ccount
By wunipe Currencies k

a Payments

B, Payron & Employees
_ Reminders

Al Heports & Graphe
Bl sk & Cosloness.
o8 sales Tox

p Search

a Send Forms

% sarvice Connection

Speling

J@ Checking Preferences (Company)
1) Select Edit:Preferences from the menu.
2) Click the Checking icon in the list to the left.
3) Click the Company Preferences tab.
4) Change appropriate information in the Preferences window.
5) Click OK.

Preferences

Acemumting N My Preferences: Company Preferences “

Bila

m Cancel
B comnasr # Print account names on youcher =
= Checking P
] Change check date when non cleared checkis prnted

Deshtop View Detault

Finance L:Hal'gﬂ o 1

General = Warm about duplicate check numbers Also Swe;

Wiegeizlod Appicalions ) Autofill payee account number in chack mema General

Reme & Invantory
SELECT DEFAULT ACCOUNTS TO USE

AEUP PR BPEd

) Classic Mode [Reaister Mode)
Service Connerdion

Jobs & Estimates
Mutiphe Currencies + Opan the Create Paychacks Tormwilh  Payrall Account ~ account
Payments }
Open the Pay Payraoll Liahilities  form with = account
Payroll & Employees
Reminders DANK FCCDS
all Reports 8 Crapha View and enter downloaded ransactions using:
By sees 2 customers @ Express Mode (new in QuickBouks 2014) What's the difference?
4B saes T i
Create nules automatically
P soorch Always ask before creating a rule
&} senoForme

Speling
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Customize Icon Bar

J@ Customize Icon Bar
1) Select View:Customize Icon Bar from the menu.

2) Change appropriate information in the Customize Icon Bar window.
3) Click OK.

Customize Icon Bar x

ICON BAR CONTENT

|

go{spacej it
i» Customers =
i+ Vendors Delete

o Fmployees
«» (space)

o Reports

¥

= Toreorder the icons, drag an icon's diamond up or
down fo the position you want

WE Ccancel Help

‘/Ej Add Window to Icon Bar
1) Display the window to be added to the Icon Bar.
2) Select View:Add (Window Name) to Icon Bar from the menu.

3) Change appropriate information in the Add Window to Icon Bar window.
4) Click OK.

Add Window to Icon Bar

Add Window to Icon Bar x

—s * Label Transfer
| ]
| n I Description Give Frnployees a Cancel
| g Help

&

A

1t

v

Customized Icon Bar
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Custom Fields

QuickBooks lets you add up to 7 custom fields for customers, vendors, and employees. You can add
up to five custom fields for items. The custom fields can then be added to reports and forms.

‘/@ Define Custom Fields

1) Display the Customer Center, Vendor Center or Employee Center.

2) Edit or create a new entry.
3) Click the Additional Info tab.
4) Click the Define Fields button.

5) Enter the custom fields and make the appropriate selections in the Set up

Custom Fields for Names window.
6) Click OK.
7) Click OK.

Set up Custom Fields for Names

Use for:
Label Cust Vend Empl [ OK
Semvice Person v -
Cancel
Credit Rating o
Pager# o LEY
[Birthday 7 |
v
Enter Custom Field Information
= Edit Customer =
cusTouzR nave Chicago Hotel Builders
RRENT BALANCE 1,515.93 How do | adjust the current balance?
Address Info CUSTOM FIELDS
cusTomeR TYPE  Commercial -
Payment Seffings R Smith
TiC - R AA
Sales Tax Seftings
FacER = 312-555-0011
Additional Info
1015
Define Fields
Customer is inactive | OK Cancel Help

Set up Custom Fields for Names

;4
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Custom Fields-Enterprise Solutions

Enterprise Solutions has enhanced custom field capabilities, such as assigning a data type/format,
creating a multiple choice list, and the option to require entry of the field on transactions and/or lists.
These enhancements improve data entry accuracy and consistency.

‘/@ Define Custom Fields
1) Display the Customer Center, Vendor Center or Employee Center.
2) Edit or create a new entry.
3) Click the Additional Info tab.
4) Click the Define Fields button.

5) Enter the custom fields and make the appropriate selections in the Set up
Custom Fields for Names window.

6) Click OK.
7) Click OK.

Set up Custom Fields for Names

Set up Custom Fields for Names

Use for: Required on:
Label Cust  Vend Empl What kind of data? Trans List
. 'y
Birthday w Date (mmiddiyyyy) Cancel
Sernvice Person w Users multi-choice list... |
Help
v
Enter Custom Field Information
= Edit Customer =0Ox
customeR Meave O'Brien, Bethany
CURRENT BALANCE (.00 How do | adjust the current balance?
AL T CUSTOM FIELDS
Payment Settings BIRTHDA 071031967
Sales Tax Seftings SERVICE PERSON  Mike -
SLAss v Bob
Adtonatinte _
Jab Info Susan
Define Fields
Customer is inactive Cancel Help
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Account Numbers

‘/Ej Turn On/Off Account Numbers

1) Select Edit:Preferences from the menu.

2) Click the Accounting icon in the list to the left.

3) Click the Company Preferences tab.

4) Click the box next to Use account numbers.

5) Click OK.

Accounting Preferences

Preferences *

" My Preferences

ﬂi

Company Preferences

Bl ACTUUNTS Cancel
m Calendar ¥, LIS account gumbers ¥ Require gecounts
Help
BB checiing how lowes! subaccount only
- §
3 Deskiop View o
L canss Defaull
B srance crarge
¥ Use clags tracking for ranzackions
Beners Also See:
¥ Promgt o assign chissses
20 snevrates Appications. General
gl Rtems & ventory
loba & Fat Payroll and
< dobs & Estmates ¥ Automatieslly assign general jaumal eniry numBer Employees
E Muliple Cusnencies Warn when posting a bansacion 1o Retained Eamings
S Payments DATE VIRANING §
Bl Foyren s Empioyees wam transastions are 90 gayis) Inthe past
% Reminders
dll Revsrts  Sriche Wam dtransactions are 30 day(s) Inthe futere
By saks s customers CLOSING DATE
=§ Sales Tax Crasle through which books are dosed (nol sel)
D searcn
] Set DatePassword
=§ SendForms
B servien conmectan
E Speling
= I dit Account =0 x
T'  AccountType  Expense - Humber 6510
Account Name  ppals
Subaccount of
OPTIONAL
Lescnption
Mote
Account is inactive ' save&close | Cancel
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Classes

Classes provide a way to classify account balances. This allows you to generate profit & loss
statements and balance sheets by class.

Use classes for departments, business offices or locations, separate properties, or whatever else is
appropriate for your business. This is much easier than setting up an extensive chart of accounts to
provide the same information.

“B  Turn On/Off Classes
1) Select Edit:Preferences from the menu.
2) Click the Accounting icon in the list to the left.
3) Click the Company Preferences tab.
4) Click the box next to Use class tracking.
5) Click OK.

Billz ACCOAINTS

Cancel
@ Calerdar ¥ Require accounts
Hel
a Checking =
'ﬂ Desktop View Default

CLASS
E Finance Charge
= + Use class tracking for fransactions

il Ganaral Also Sco:
| Promptto assign classes

ﬁ integrated Applications

_ General
gia Eems & lnventory
— ) Payroll and
Jobs & Estimates -« Automatically assign general journal entry number Employees
E mutiole Currencies Warn when posting a transaction to Retained Camings
% Mayments LIAIE VIRKRNING S
Fayroll & Employees s - .
ER vay meley Warn iftransactions are 90 day(s) inthe past

i) Reminders
" warn rransactens are 30 day(s) In the fulure
W+l Reports & Graphs y(s)

ﬁ Zaleg & Customers CLO 31HG DATE
‘-ﬁ Sales Tax Date through which books are closed: (not set)
ﬁ Zearch

Set Nate/Password

a Send Forms

g
ég Service Connection

E Speling

“® Add Class
1) Select Lists:Class List from the menu.
2) Click the Class button.
3) Select New from the menu.
4) Enter appropriate information in the New Class window.
5) Click OK.
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‘/@ Review the Balance Sheet by Class

1) Select Reports:Company & Financial:Balance Sheet by Class from the menu.
Balance Shect by Class
Customize Report Share Temg Memorize Print | E-mail + Excel « Hide Header Refresh
Dates This Fiscal Year-to-date ~ Asof 04012015 B  Columns Class ~ Sort By Default ot
Buildem, Inc.
0410115 Balance Sheet by Classk
Accrual Bazia As of April 1, 2015
Dallas % Fort Worth - Houston % Unclassified @ TOTAL %
T ASSETS il
¥ Current Assets
Checking/Savings
Checking (27.868.63) 4 (7,567 .95) 13,037.76 28,540.57 6,442.15
Money Market Account 0.00 0.00 0.00 4 500.00 4 500.00
Total Checking/Savings {27 868.63) (7,567 .95) 13,037.76 33,340.97 1094215
Accounts Receivable
Accounts Receivable 52.704.29 15,484.50 874840 0.00 76.937.19
Total Accounts Receivable 5270429 15,484 50 874840 0.00 7693719 ¢

‘/6 Review the Profit & Loss Statement by Class

1) Select Reports:Company & Financial:Profit & Loss by Class from the menu.
Profit & Loss by Cl:
Customize Report Share Template Memorize | Print E-mail « Excel » Hide Header | Collapse Refresh
Dates This Fiscal Year-to-date ~ From 01/01/2015 B To 04/01/2015 B Columns Class
Buildem, Inc.
04i01i18 Profit & Loss by Class
Accrual Basis January 1 through April 1, 2015
% Dallas + FortWorth <+ Houston « Unclassified ¢« TOTAL +
Ordinary Income/Expense i
Income
Sales » 1,84595 4 64.00 784875 0.00 578270
Parts Sales 36,259.50 8,417.45 2,085.90 0.00 46,762.85
Service Income 61,120.80 10,985.84 12,521.00 0.00 B4,627.74
Freight Income 2,540.01 0.00 45.00 0.00 2,585.01
Total Income 101,770.36 19,467.29 22,500.85 0.00 143,738.30
Cost of Goods Sold
Construction Labor 25,000.00 10,500.00 0.00 0.00 35,500.00
Materials 24 117.50 4,779.55 749.23 0.00 28646.28
Total COGS 45 117.50 15,279.55 745.23 0.00 §5,146.28
Gross Profit 5265286 4187.74 21,751.42 0.00 78,552.02 =
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Expenses vs. Items

When entering a bill or check, you have the option of entering the line item as an Expense or Item.

Use the Items tab in the following instances:

1) The line item relates to the purchase of an Inventory Part.

2) The cost relates directly to a job. Then, the cost appears in a meaningful fashion

on job cost reports.

Use the Expenses tab for all other transactions.

Job Profitability Detail Report

Job Profitability Detail for Lake Michigan Development

All Transactions

Customizc Report Mcmorize DPrint E-mail v Exccl « Hidc Header Collapsc
Dates  All +  From B To B Columns Total only
Buildem, Inc.
04101115

Job Profitability Detail for Lake Michigan Development

Refresh

+_Act.Cost + Act.Revenue » _ () Diff.  «
Inventory
Ceadar Door {Matural Cedar Door) b 209000 4 4,089.50 1,888,650
Total Inventory 2,555.50 4.555.50 1,555.60
Service
Knob Install {Install door knob) 150.00 0.00 (150.00
Total Service 150.00 0.00 (150.00
Ho item 3 o000 4 0.00 099.00
TOTAL 3,248.00 4,909.50 1,750.60
B Enles Bills -O=x
Main Repors oA
o s - 1 - -
¢» § B R Qooeow B O B B @
Fnd Mew  Save Delele G'Jemon:e Print n Selec!  Fnles Clear  Recabulale Pay
M o PO Time Splits oill
v i DILL RECCIVED
Spendalol, Inc. - n4m4eos M
. Spendalot, Inc 0040
" 17 FastWhite
Mesquile, TX 83488 150,00
o4nsRs B
Met 1z -
Expenses 5000 hems k $150.00
[Knob Install Install door knab 2 75.00 150,00 Lake Michipan Development WV
Save & Close Save & New Clear
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Inventory Limitations

There are certain situations where QuickBooks might not be the best solution for inventory.
These include:

1) Inventory consists of unique items

2) You track inventory items by serial number

3) Inventory consists of rental items

4) Items sold are not owned (such as items held on consignment)

5) You need to value inventory using LIFO or FIFO or another cost flow assumption

Also, an important consideration when setting up items is how they are labeled in the list. When
entering line items on a sales form, the Item Name/Number is entered. Name items so they are
easily retrievable using Quick Fill.

e ltem List -0 %
Look for in Al fislds - Search within results
+Lock Repalr-Thelma | Repalr by senlor speciallst ... | Senice Senice Income 0.00 2995 =
+ Oak Install Install custom oak door Senice Senice Income 0.00 150,00
» Patio Lock Install Customized Installation of - Senice Senice Income 0.00 10995
+ Senices Senice Senice Income 0.00 0.00
mm—-
= Door Knob Deluxe Brass Door Knob Inventory Part  Parts Sales 0.00 49.95
+ Garage Door All-weather customer garag... Inventory Part  Materials 55 0.00 159995
+ Glass Nonnr Nehre, Costomized Clear Inventary Part Parts Salas 25 non 395409
+ Hinges Hinges used onnew dows  lvenlory Paill - Pails Sales 50 0.00 25.00
+ Lock Lock with Kryptonite key Inventory Part  Parts Sales a 0.00 69.95
= OakDoor Old-faghioned varnished oa.. Inventory Part  Parts Sales A5 0.00 999.00
« Patio Locks Kryptonite locks used on pa... Inventory Fart  Parts Sales glili} u.uu 949.95
+ Regular Door Regular wood door. Inventory Part  Parts Sales 45 0.00 69.95
+« Gteel Locks Regular dead-bolt lock. Inventory Mart  Marts Sales 360 0.00 1585
|
Item ¥ Actfiviies * Reporis * Excel ¥ @ Attach
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Other Uses for Inventory Adjustments

Use inventory adjustments to change the on-hand quantities in QuickBooks to match the actual
quantity on-hand. There are other situations when you need to adjust inventory quantities. For
example, if you donate inventory, use inventory internally, or give away inventory as a promotion.

‘/Ej Adjust Inventory
1) Click the Inventory Activities icon on the Home page.
2) Click Adjust Quantity/Value On Hand.
3) Click the Adjustment Type drop-down list and select Quantity.
4) Enter appropriate information in the Adjust Quantity/Value on Hand window.
5) Enter either the New Qty or Qty Difference in the window.
6) Click Save & Close.

Charitable Contribution

Adjust Quantity/Value on Hand

@ Previous @ Next Attach

Adjustoent Type Cluariity =

Adjuslment Dale 040112015 B Reference Mo. 1

AdjustmentAccount  Chantable Contribubons - Customer.ob -

Find & Select ame..,

Doar Knob Deluxe Drass Door Knob 165 164 -1 |*
Mermo Tolal Value of Adjusbment -35.895
Mumber of bem Adjustments 1

ITCM INMO AFTCR ADJUSTMENT

Quantity on | land 164
A Cost peritem 35.95

Valug 5 895 80 Save & Close m Clear

Sales Promotion

Adjust Quantity/Value on Hand

@ Previous B Next Attach

Adjustmant Type Guantity -

Adjustment Late 04042015 B [eterence Mo. 4

AdjustmentAccount  Sales Promolion & Customertob  Auldiidge Winduws -

Find & Select ltems...

Diaor Knoh Deluxe Arazs Door Knob 164 163 -1 |*
Memo latal valug otAdjustment -35.95
Mumber of item Adjusiments 1

ITFM IMFO AFTER AN STMENT

Quaniity on Hand 182
Awg COSt peritem ana5
Value 5ASA RS Save & Close Save B Hew Clear
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Value Adjustments

QuickBooks uses the average cost method for inventory. Adjust the average cost and inventory
asset value by making a Value Adjustment.

J@ Review an Inventory Valuation Detail
1) Select Reports:Inventory:Inventory Valuation Detail from the menu.

Inventory Valuation Detail

Customize Report Share plate Memorize | Print E-mail v Excel v Hide Header Refrash
Dates This Month-to-date * From 04/01/2015 B To 04/01/2015 B SortBy Default -
Buildem, Inc.
oai01is Inventory Valuation Detail
April 1, 2013
- Type s Date = MName « Ham = Oty - Coet = OmHand « AvgCoet - AseetValus -
Inventory il
Cedar Loor
» Total Cedar Door 26 0.00 4
Door Knob
Credt Memo 04/0172015  The Jones... 39 1 165 35.95 5931.75
Inventory Adjust 0410172015 1 1) 164 2595 5,095.00
Inventory Adjust 040172015 Auldridge ... 1 1) 163 35.95 5,659.85
Total Door Knob 163 k 5,859.85
Garage Door
gil 04/01/2015  Columbia M... 20 14,999.00 55 749.95 41,247.25
Total Garage Door 55 41 24725 -

‘/6 Adjust Value of Inventory
1) Click the Inventory Activities icon on the Home page.
2) Click Adjust Quantity/Value On Hand.
3) Click the Adjustment Type drop-down list and select Total Value.
4) Enter appropriate information in the Adjust Quantity/Value on Hand window.
5) Enter the correct New Value for the item.
6) Enter remaining information in the Adjust Quantity/Value on Hand window.
7) Click Save & Close.

Adjust Quantity/Value on Hand

& Previous % Net | Allach

Adiustment Type Tolal Value E

Adjustment Date 04/012015 & Reference No. 1

AdjustmentAccount  Cost of Sales - Customer.Job i

Find & Select ltems...

Door Knob Deluxe Brass Door Knob 163 5.859.85 4,890.00 *

Memo Tolal Value ol Adiuslment -969.85
Mumber of llem Adjustmenls 1

ITEM INFO AFTER ADJUETMENT

CQuantity on Hand
Avg Cost per tem

Value save & Close m Clear
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Group items are a group of items or services often sold together as a package. Group items
speed data entry, and are a creative way to hide details on purchase and sales forms.

Group

= Mew ltem O x
e [R———
Group _ Us c_!o quickly enter a group of individual items on an
Invoice. Cancel
What's th n a Group and an Inventery Assembly?
Hext
Group Mame/MNumboer
Patio Door Group Hojes
Custom Ficlds
Desciplion
Spelling
ltem is inactive
Print items in group
Glass Door Deluxe, Customized Clear Glass Patio Door 2 ~
Class Install Installation of Mew Patio Door 2 |
Patio Locks Kryptonite lockes used on patio doors 4
Patin | ack Install  Custamized Installation of Deluye Kryptonite | ock 4
v

Group Item on Invoice

Create Invoices o
Main Formatting Sena/ship Repors on
L s E C{/\K CrealeaCopy g = Fnnt Later lﬂj E: Add Time/Costs aE
Find New Save Delete @BMemoize  MakAs  Pim Emal [ Emallaler  Amach | @ Apply Credits Receve *
= o Pending - M File Payment:

CUSTOMER:JOB  David O'BrienL... - TEMPLATE Intuit Service.. ~

Invoice ST

David O'Drien Landscaping

o David J O'Bricn
123 Caston Strect
40 Dallag, TX 75214
Due on receipt =
Patio Door Group :
Glass Door 2 Deluxe, Customized Clear Glass Patio Door 395.99 79190 Tax W
Glass Install 2 Installation of New Patio Door 205.00 590.00 Mon
Patio Locks 4 Kryptonite locks used on patio doors 99.95 399.80 Tax
v
Dallas County = (8.25%) 9332
off = . 2.679.90
an SV MERMTE A 0 UU
? 2,679.90

dEMO CUSTOMER TAX CODE | Tax bd Sgue&{'los‘@k Save & New Clear
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Inventory Assemblies

Inventory assemblies are inventory items that you assemble from other inventory, non-inventory,
service, other charge, and inventory assembly items and then sell.

Inventory Assembly

= New Item =
" —
Inventary Assembly . Useforinventory items that you assemble from other inventory items
and then sell. cancel
What's the difference between an Inventory Assembly and a Group?
_ Hext
ltem Name/Mumber Subitermn of
Finished Door Notes
| purchase this assembly item from a vendor Custom Fields
UNIT OF MEASURE spelling
Enable...
Cost What s this cost? COGS Account print...
0.00 Costof Sales -
Description
ltem iz inactive
Sales Price Tax Code Income Account
1,000.00 Tax - Parts Sales v
Bill of Materials
Edit ltem...
Cedar Door Matural Cedar Door Inv Part 299.99 1 29999 &
] Full View...
Daoor Knob Deluxe Brass Door Knob  Inv Part 35.95 2 71.90
Hinges Hinges used on new do... Inv Part 15.00 2 30.00
Total Bill of Materials Cost: 521.89
INVENTORY INFORMATION
AssetAccount Build Paint 0On Hand Total Value As of
Inventory - | |20 0 0.00 04/01/2015 B
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Building Inventory Assemblies

‘/Ej Display Reminders-Assembly Items to Build
1) Select Company:Reminders from the menu.

Reminders - 0O %
Bills to Pay -18,847.75 4
Overdue Invoices 64,192.65
InvoicesiCredit Memos to Print -54.07
Purchase Orders to Print -33,993.15

Inventory to Reorder

h
Custom View Collapse All Expand All Set Preferences...

‘/Ej Assemble Inventory
1) Click the Inventory Activities icon on the Home page.
2) Click Build Assemblies.
3) Click the Build Assemblies icon on the Home page.
4) Click the Assembly Item drop-down list and select the appropriate item to assemble.
5) Enter an appropriate amount as the Quantity to Build.
6) Click Build & Close.

Build Assemblies

4 Previous % Nea | ) Arach

Date Build Ref. No

ASSEMBLY lIE Finished Door o -
040112015 B o

Build Assembly

Components Needed to Build Finished Door

Cedar Door Natural Cecdar Door Inv Part |26 25
Door Knob Ueluxe Brass Loor Knob Inv Fart 163 50
Hinges Hinges uzed on new doors Inv Part | S0 50
Door Assembly ... Labor to assemble door Senvice 25
v
aximum numbe! an build fro

Build & Closek[ Build & New Clear
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Group vs. Inventory Assemblies

Differences Between Groups and Assemblies

What are the differences between Group Items and Inventory Assemblies?

1) Group items let you print the detail on an invoice...Inventory Assemblies do not.
2) Inventory Assemblies appear on sales reports...Group Items do not.

3) You can set a unique sales price for Inventory Assemblies. Group items calculate a price
based on the sales prices of the individual items within the group.

4) An inventory transaction occurs when you build Inventory Assemblies before the sale. The
inventory transaction for a Group Item occurs when you sell the group.

mpares group and assembly items to help vou decide which item type is

appropriate for yvour situation

Group item Inventory assembly item

Can include any item type except other Can contain any of the following item types:

groups. service, inventory part, inventory assembly, non-
inventory part, other charge. Notice that yvou can
include sother inventory aszemblies (subassemblies)
within an inventory assembly.

Enables you to print on zales forms the Frintz only the assembly name, not component part
individual items contained in the group. names, on sales forms.

Mo reports available specifically for Appears after inventory part items on standard
groups. inventory reports; Pending Builds report lists

aszembly builds in the pending state.

Quantity on hand of each item included Quantity on hand of component items iz adjusted in
in the group is adjusted in inventory at inventary when the aszembly iz built.
the time of sale.

Sales taw iz calculated by individual Cne zales tax code applies to the entire aszembly,
items included in the group item. even If component item tax codes differ.

Canneot be included in ancther group Can be included {nested) in other inventory

item (nested) or in an inventory aszembly items and included in group items.

assembly item.

For groups of inventory parts, QuickBocks tracks assembly items in inventory.
QuickBoolks tracks inventory of items in
the group, not the group itzelf.

Frice of a group item is the sum of the Frice of an assembly item can be anything vou
items in the group (although you can specify.

include an item in the group for a

discount or additional charge to adjust

the simple sum calculation).

Can include both taxable and Must be designated as either taxable or nontaxable.
nontaxable items.
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Units of Measure

The Units of Measure feature is available in QuickBooks Premier and Enterprise Solutions. You
should use multiple units of measure if you buy, stock, or sell items in different units or quantities.
For example, you can purchase items by the case, track items by a single unit, and sell them by the
pair or dozen.

‘/Ej Enable Units of Measure
1) Select Edit:Preferences from the menu.
2) Click the Items & Inventory icon.
3) Click the Company Preferences tab.
4) Click Enable below Unit of Measure.
5) Click OK.

Preferences *
Accountag A My Freterances LCompany Preferences “

% Hills FURGHASE URDERS AND INVENTURY Cancol
Calendar | Inventory and purchase orders are active
z Checkng ! Warm aboul duplicale purchase wider pumbers. e

" Deakion View When calculating Quanlily Available  for my Inventory, deduct Dofault
Ed Finance cnarge | Quantity resenved for Pending Duilds

General Also See:
+ Warn if not gnough inventory to sell

B euraied Avsicaons When the quantity | want to sell exceeds Guantty (n Hana General
® Quantty Ailable .

Y Julzs & Eslinmles 5:::,-:2;
% Mulliple Currencies
Eg Paymenls
Bl Payroll & Cmployees UNIT OF MEASURE
() Reminders Enable...
|||| Reports & Graphs k
m Sales & Customers
kE Sales Tax
p Search
a Send Forma

% Service Connecction

Speling

‘/@ Set Up Units of Measure
1) Click the Lists menu and select U/M Set List.
2) Click the U/M Set button and select New.
3) Select a Unit of Measure type and click Next.
4) Select a Base Unit of Measure and click Next.
5) Make selections in the Add Related Units window and click Next.

6) Enter appropriate information in the Select Default Units of Measure window and
click Next.

7) Name the Unit of Measure Set and click Finish.
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Review

Home Page

B Home -8 x

-

Customer Center

The customer center stores information about your customers and the jobs you perform for them.
QuickBooks uses jobs to track income and expense by project. Some uses of jobs include:

e A customer’s project for which you want to track revenue and expenses

e In property management, the building or property might represent a customer
and the individual tenants might represent the jobs

e  For schools that invoice tuition, the family can represent the customer and each
child within the family can represent the job

e If you invoice against purchase orders, each purchase order can be set up as a job

enter. Auldridgs Windows

& Bow Costorme 8 Jeb ¥ 5] Mew Tranasctens ¥ &) Pent v ] Eaees [ word v & incoms Teacker
tustarnee . ov< Customer Information ¢ #
Active Customers - ’

Auldrdge Windows 312-395.-3939
g

ady W ALIOROgE 312369
BEB.HEE. 3018

i B
NY 10022

i Transactions | Contads To Do's: ™ SentEmall

Al Trans_ = Al -

40 12NE Sales Promuotien

Payment 2928

Manage Transactons = Foan Reporis =
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Estimates allow you to enter projected costs and revenue for jobs. Also, you can quickly
compare projected costs and revenue for a job to actual costs and revenue.

Individual estimates can be e-mailed to customers, or you can batch them to send all at once.

J@ Prepare Estimate
1) Click the Estimates icon on the Home page.
2) Click the Customer:Job drop-down list and select the appropriate customer or job.
3) Enter appropriate information in the Create Estimates window.

4) Click Save & Close.

Create Estimates

Main Formatting Send/Ship Reports

bl ﬁ E 2@ Create a Copy 0 S = Email Later [@ @Create Invoice

Find New  Save Delete {3 Memorize Mark As Print  Email Attach g Create Sales Order *
T Inactive T T File

Custom Estimate

TOMER:JOB Trevor Incorporated:... TEMPLATE

Estimate 04012055 B Trevr mcaporaes
Trevor Matheson

- 7621 Main Street
9 Dallas, TX 75212

Door Knob Deluxe Brass Door Knob 40 35495 1,438.00 10.0% 1,581.80 Tax =
Knob Install  Install door knob 40 75.00 3,000.00 2,000.00 5,000.00 MNon
Oak Door Old-fashioned varnished oak |20 74900 14,980.00 100.27% 30,000.00 Tax

door

: A 19,418.00
MARKUF 17.163.80
Dallas County ~ (B8.25%) 260550
Toree 39,187.30

10 CUSTOMER TAX CODE  Tax * Save & Close* Save & New Clear
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Invoice from Estimate

An estimate for a job might have many line items. QuickBooks lets you convert an estimate into an
invoice, and will copy the line items saving you time.

‘/Ej Invoice Based on Estimate

—_

Click the Create Invoices icon on the Home page.

N

Click the Customer:Job drop-down list and select the appropriate customer or job.

w

)

)

) Select the appropriate estimate to invoice in the Available Estimates window.
) Click OK.
)

)

)

o b

If using Progress Invoicing, specify what to include on the invoice in the first window.
Click OK.

Enter appropriate information in the Specify Invoice Amounts for ltems on
Estimate window.

8) Click OK.
9) Enter or change information in the Create Invoices window.
10) Click Save & Close.

~N O

Select Available Estimates

Available Estimates

CustomerJob  Trevor Incorporated:Dallas Moto... = m
Select an estimate to invoice

Cancel

04/01/2015 39,187.30| Trevor Incorporated:Dallas MotorInn |9 Help

Progress Invoice Options

Create Progress Invoice Based On Estimate

Specify what to include on the invoice.

Create invoice for the entire estimate (1009%).

Create invoice for a percentage of the entire estimate.

® Create invoice for selected iteme or for different percentages of each item.§
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Amounts for Progress Invoice

y Invoice Amou or ltems on Estimate

Progress Invoice for: Trevor Incorporated:Dallas Motor Inn m

[or each item below, specify the quantity, rate, amount or % of the estimate amount to

have nn the invnice Cancel
. Help
+ Show Quantity and Rate + Show Percentage
EM ES ESI HAIE ES| AN PHIUH FHIOH AM | FHIL L2 1Y HAIE AMUUNI CUHH % D1 % 1AX
Lroor Knoo 40 34.545 1,581.80 1] 0.0% 15| 34.545 HY3.18 | 37.50% 3.50% lax *
Knob Install 40 125.00  5,000.00 0.0% 15| 12500 187500 37.50%| 3750%  Non

T ) I B R M

Total (wi taves) 1R 7R4 R2

MoteZ All items will transter to the iInvoice. | he guantimes and amount will be as you indicated. Although mems with a zero amount display on
sereen, they can be set not to print from the Jobs and Ectimates Preferences.

Progress Invoice (Print Later)

Create Invni
Main rormatting Send/Ship Reports oA
@ P a E 23 Create a Copy ° 8 =  PnntLater @ %Md Time/Costs:
Find New sSave Uelete @3Memorize Mark As HOnt  Email vl Later Atach | @fApply Credts  Progress '
- M Pending M o File Pi

CUSTOMER:JOB Incorpor.. - TEMPLATE igress Invoice -

- MAaTF RILL TOY
| n VO I Ce 04/01/2015 B | Trevor Incorporated

Trevor Matheson |
7621 Main Street |

40 Dallas, TX 75212
P.O. NO. TERMS
Net 30 o
TEM DESCRIFTION ESTAMT | FRIDRAMT | QT RATE TOTAL % © AMOUNT TAX |
DoorKnob  Deluxe Brass Door Knob 1,581.80 15 39545 3750% 59318 Tax A
Knob Install  Install door knob 5,000.00 15 125.00| 37.50% 1,875.00 Non
Oak Door Old-fashioned vamished oak door | 30,000.00 10 1.500.00 50.0%  15.000.00 Tax

Dallas County ~ (8.25%) 1.286 44 |

18.754.62 |
0.00
18,754....

- Save & Close I Save R New Clear
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Price Levels

The Price Level List stores price levels for customers. A price level lets you automatically adjust
certain customer’s sales price for inventory parts, inventory assemblies, non-inventory parts, and
service items. QuickBooks has two types of price levels: Fixed % and Per Item. Fixed % price levels
are used to increase or decrease the price of all items sold by a fixed percentage. Per Item price levels
allow custom prices to be set for individual items. Per item price levels are only available in
QuickBooks Premier and Enterprise Solutions.

J@ Turn Price Levels On/Off

1)
2)
3)
4)
5)

Select Edit:Preferences from the menu.

Click the Sales & Customers icon in the list to the left.
Click the Company Preferences tab.

Click the box next to Use price levels.

Click OK.

p— It My Praferencas Ccompany Profarencos ﬁ
0 s SALES FURMS PHICE LEVELS ol
m Calendar Usual Shipping |ps - ¥ Use price levels

Method Help
BB checting "
= Usual EOB Build-Em SALES ORDERS
W Doakiop View et e R ¥ Enable Sales Orders Detault
B ronce crarge ¥ Warm aboul duglicale invoice numbers
jaadhanal Warn aboul duplicale

Geners MISCELLANE OUS Sales Order pumoers Also See:

28 megraten Appscations. Choose lemplale for invoice packing Do paink Hams with Zacn General
sip. # amaunts when comventing to !
B tems 2 ventory Ivoloe

Jobs & Estmates Intuit Packing Siip - Finange Chinges
[ vutiple Cumencies Time & Expenses
e Poyments Jobs and
L Puyrol & Cmployees Estimates

| Remnders Bilks

il Repens & Graghs
—_ Mems and

Fixed % Price Levels

“B  Add Fixed % Price Level

1)
2)
3)
4)
5)
6)

Select Lists:Price Level List from the menu.
Click the Price Level button.
Select New from the menu.
Click the Price Level Type drop-down list and select Fixed %.
Enter additional information in the New Price Level window, as appropriate.
Click OK.
&= New Frice Level -O =
Price Level Hame  High Velume Dealer Price Level i5 inacive
Pl S R or docraatito llyour sanard sacs pives when setingup.

prices for diferent cuslomers or jobs.

This price level will  decrease  +  ilern prices by 50.0%

Round up lo nearesl .01 =
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‘/@ Assign Price Level
1)

Click the Customers icon.

2) Edit or create a customer on the list.
3) Click the Payment Settings tab.

4)

5) Click OK.

Assign Price Level

Edit Cus

Click the Price Level drop-down list and select the appropriate price level.

= Frugal Discounl Store

CRETHT CARD IMFORMATION

5l
o

Can | save the Card Securily Code?

Customer is inactive

onon How di | adjust the curent halance?
Address Info T
I*ayment Settings e e e
Sales Tax Seftings Nona
Additional Info
Job Infa

Follow Company Default ~ ﬂ

High Volume Daaler

Camcel Help

Fixed % Price Level on Invoice

Create Invo

Main Foumnalling SendShip Repuoils
@ P a E % GrealeaCopy €@
Find New Save Delcle Q Memuorize Mark As Print
= J Pending v

CUSTOMER.JOB
[High Volum...]

Frugal Discoun... ~

Invoice

41

Wwoa
l=y v PrinlLale: %M-ﬂ lime/Costs B2
Emai | |Emaillater | Attach @ Apply Credils Receive  *

" File Paymentz

TEMPLATE  Intuit Service.. ~

<] Frugal Discount Store
Bob B Frugal
122 Cheaper

| ower, TX 73999

Doorknob = 1 Deluxe Brass Dom Knob

2.06
27.04
0.00
27.04

Dallas County = (8.25%)

Claar
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Per Item Price Levels

J@ Add Per Item Price Level
1)

Select Lists:Price Level List from the menu.

2) Click the Price Level button.

3) Select New from the menu.

4) Click the Price Level Type drop-down list and select Per ltem.

5) Enter additional information in the New Price Level window, as appropriate.
6) Click OK.

Per Item Price Level

New Price Level

Prace | evel Mame

MNew Customear

Price Level is inactive

Price Level Type Perltam Usze this type of price level to set custom prices for individual items when
& SEMNG Up pACes tor different CUSINMEArs or jons
4 TR COST STANDARD PRICE FLISTOM PRICE
‘Weekly Mowing Semvice 40.00 4
Cedar Door 299.99 490,95
CGarage Door 74005 1,500.95 ]
Glass Door 194 95 39n 4y
Hinges 15.00 235.00
v
Mark All
Adjust price of marked items fo be 0.0% lowar = thanits standard price - Adjust

Round up to nearest

How do | print a repo

no rounding

7

Cancel Help

Per Item Price Level on Invoice

ith

OMER_JOB

ustomer]

Invoice

Hardware -

Greate Invoices

Main  Formatting  Send/Ship  Reports HEN
«+ B H £ Boweaow G & G v Pntlater ) 4ctd TimerCusts &R
Find New  Save  Delele al'ﬂelnuli;e Mark As Print  Email Email Later Attach B Apply Credits Recohve
e - Pending s - File Paymenis

TEMPLATE Intuit

04/01/2015

B smin Haraware
5T 36 North California
- Dallas, TH A4334
12

MNet30 -

Door Knob - Deluxe: Brass Dom Knob > 22,05 Mon v |*
Lock Lock with Kiyplonile key ﬁg.k 69.95 Non
v
Out ot State - (0.0%) 0.00
om T st 109 90
5 PAYMCNTS APPLICD 0.0
BALANCE DUE 109.90

Clesiar
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Sales Orders

QuickBooks Premier and QuickBooks Enterprise Solutions allow you to create Sales Orders. Use sales
orders to enter backorders for inventory you do not have on hand. You can also use sales orders to
record future sales of services or goods. Sales orders are non-posting, so they do not affect financial
statements.

Turn Sales Orders On/Off

‘/Ej Enable Sales Orders
1) Select Edit:Preferences from the menu.
2) Click the Sales & Customers icon in the list to the left.
3) Click the Company Preferences tab.
4) Click the box next to Enable Sales Orders.
5) Click OK.

Prepare Sales Order-Back Order

‘/@ Create Sales Order
1) Click the Sales Orders icon on the Home page.
2) Click the Customer:Job drop-down list and select the appropriate customer or job.
3) Enter remaining information in the Create Sales Orders window.
4) Click Save & Close.

Crecatc Sales Orders

Main IFormatting Reporis oA
& P a E 2@ ﬁ Crealc a Copy Q [= v PrintLater dﬁ] ‘_i‘ﬂ Greate Invoice
Find New Save Delete @BMemarire Pt Emall Emall Later Attach @ Craale Parchase Oviar
T v M Filc

CUSTOMER:JOH Pathways Doors - TEMPLAIE Custom S5a... =
Sales Order e L
04012013 B pathways Doors Pathways Doors
- 123 Sheraton Avenue 123 Sheraton Avenue
'3' Dalias. 1X /5213 Dallas, 1X 5213
0410172015 &
Lock Lock with Kryplonite key 20 69.95 1.399.00 Tax
Dallas Co... ~ (2.25%) 11542
1,514.42
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Invoice Sales Orders

You can invoice a customer based on a sales order after receiving backordered parts.

‘/@ Invoice Based on Sales Order

1)
2)
3)
4)
5)
6)
7)

8)
9)
10)

Click the Create Invoices icon on the Home page.

Click the Customer:Job drop-down list and select the appropriate customer or job.
Select the appropriate sales order to invoice in the Available Sales Orders window.
Click OK.

Specify what to include on the invoice in the first window.

Click OK.

Enter appropriate information in the Specify Invoice Quantities for ltems on
Sales Order window (if applicable).

Click OK.
Enter or change appropriate information in the Create Invoices window.
Click Save & Close.

Create Invoices

Main
@ »
Find

CUSTOMER.JOB

I H Dame R snpTe  PathwaysD.. -
n VO I Ce 04012015 [ Mathways Doors Pathways Doors
122 Sheraton Awenue 123 Sheraton Avenuc
— Dallas, TX 75213 Dallas, TX 75213
43
3 Met 10 -
Luck Lock wilh Kiyplonile key 20 0 g 69.95 559.60 Tax u

Fommalling SendfShip Repoils 0o

B B & Bueaecacow @ & =y v Pnllao M Eyroaumevoss  EF

New Save Delcle aMcmuli:u Mark As Print  Email Email Later Attach B Apply Gredits Receive  *
L it Pending B W File Paymenis

Pathways Doors - TEMPLATE Custom S5.0... ~

46.17
605.77
ENIS A 0.00

NCE DUE B605.77

am b

Clear
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Sales Order Reports

‘/Ej Review an Open Sales Orders by Customer Report
1) Select Reports:Sales:Open Sales Orders by Customer from the menu.

Open Sal
Customize Report Memorize | Print E-mail v Excel « Hide Header Refresh
Dates Al ~  From B To B SortBy Default -

Buildem, Inc.
04101115 Open Sales Orders by Customerk

All Transactions

o Type “ Date + Num < Memo £ Amount <+ Open Balance <
Auldridge Windows
Sales Order 040125 2 6,909.90 6,909.90
Total Auldridge Windows 8,909.90 5,509.90

Home & Hardware Stop

Sales Order 041012015 1 36,182.96 36 182.96
Total Home & Hardware Stop 36,182.96 36,182.96
May B. Later
» Sales Order 04/01/2015 4 Estimate 10: 14,245.00 14245.00 4
Total May B. Later 14,245.00 14,245.00

Pathways Doors

Sales Order 04/01/2015 3 1,514.42 908.65
Total Pathways Doors 1,514.42 908.65
TOTAL 58,852.28 538,246.54

‘/@ Review an Open Sales Orders by Iltem Report
1) Select Reports:Sales:Open Sales Orders by Item from the menu.

= Open Sales Orders by ltem =0 x
Customize Report Memorize | Print E-mail ¥ Excel « Hide Header Refresh
Dates Al > From B To Ed SortBy Default -

Buildem, Inc.
04101115 Open Sales Orders by Item k

All Transactions

Type e Date + Due Date < Hum + Name S Oty <+ Invoiced + Backordered < Amount £
NVEM... &
Glass Door (Glass Patio Doo...
b Sales Order 04/01/2015  04M172015 1 Home & Hardware... 50 0 50 19,799.50
Sales Order 04/01/2015  04Mifz0i0 2 Auldridge Windows 10 0 10 3,959.90
Total Glass Door (Glass Patio Do... 80 0 &0 23,759.40

Lock (Lock with Kryptonite ke...

Sales Order 0400172013 041172015 3 Pathways Doors 20 8 12 1,389.00
Total Lock {Lock with Kryptonite ke... 20 8 12 1,399.00
Total Inve.. a0 8 72 25,158.40
€.

Glass Install (Installation of New Patio Doo...

Sales Order 04/01/2015 041172015 1 Home & Hardware... 50 0 50 14,750.00
Sales Order 0440172015 041172010 Z Auldridge Windows 10 i] 10 2.950.00
Total Glass Install (Installation of New Patio Do... B0 0 60 17,700.00 +

A A |3

55



Sales Transactions-Chapter 5

Batch Invoicing

Batch invoicing makes it easy to invoice multiple customers for the same items or services. Before you
create batch invoices, check your customer’s information to be sure you have selected the method the
customer prefers to receive invoices (email or regular mail). If a customer prefers email, be sure there
is an email address associated with that customer.

‘/Ej Create Batch Invoices
1) Select Customers:Create Batch Invoices from the menu.

2) Click OK.

3) Select the customers to invoice.

4) Click Next.

5) Select the items to include on the invoices.
6) Click Next.

7) Click Create Invoices.
8) Inthe Batch Invoice Summary window, select to Print or Email the invoices.
9) Click Close.

Create Batch Invoices

Batch Invoice x

Step 3 of 3: Review the list of invoices to be created for this batch and click Create Invoices

Invuice Dale. 0410172015

v Dallas Hardware and Tools Met 15 Email 40.00 Tax 8.25% 3.30 43.30 QK

Trevor Incorporated:Dallas Motor Inn- Met 20 Mong 40.00 Tax 8.25% 330 4330 QK
o Diawd (YHnen | andscaping Due on recaipt Email 40 00 Tax B 75% 330 4330 K
o Jupiter Homes:Fannin Resldence Met30 Mone 40.00 Tax 8.25% 330 43.30 OK
v Jupiler Homes Mel 30 MNong 40.00 Tax 8.25% 330 43.30 Ok
v Pathways Doors Net10 Print 40.00 Tax 8.25% 330 43.30 OK
v Jupiter Homes:Rucker Residence Net 30 None 40.00 Tax B0.25% 3.30 43.30 OK
o Smith Hardware Met 30 Mone 40.00 Mon 0.0% 0.00 40.00 QK
o Tom's Painting Met 30 Print 40.00 Tax 8.25% 330 4330 0K
vy Trevor Incorporatea Net 30 Nong 4000 Tax B 75% 330 4330 OK
v Juplter Homes:White Resldence Net 30 Mone 40.00 Tax 8.25% 3.30 43.30 OK

Back Create Invoices | Help Cancel

Print or Email Batch Invoices

Batch Invoice Summary *

dil bias

Your invoices are crealed. Theyre marked for pri
Preferred Send Method.| low do | enter or change

d on each cuslumer’s
2 marked for print Print

7 markad tor email Email

G unmarked (you can send these later)

Close k
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Collections Center

The Collections Center keeps track of almost due and overdue invoices to make it easier to send
collections emails. When you send a collections email, QuickBooks attaches the overdue invoice to the
email as a PDF.

‘/Ej Enable Collections Center
1) Select Edit:Preferences.
2) Click Sales & Customers.
3) Check the box next to Enable Collections Center.
4) Click OK.
5) Click OK.

‘/@ Send Collections E-mails
1) In the Customer Center, click the Collections Center button.
2) Click Select and Send Email.
3) Check the box next to the customer’s invoices to email.
4) (Optional) Make any edits to the email Subject or message.
5) Click Send.

= Collections Center

M send Mass Email - Overdue

' CUSTOMCR NAMLC DALANCE v | DAYS OVLCRDULC
Io [Appropriate customar's amall adarass will ba used hare]
KC Construction 40,260.25 Erom kelsey @oulidem. com
o Invoice #37 48 760 75 49 .
Auldridge Windows 12,477.45 Bex
o Invnice: #79 11.872 50 Fes SUDICCL | pigage raspond — overdua payment from Bulidem, Inc.
« Invoice 740 499.95 15 We'd like to bring your attention to the attachad involce where
you hzve @n overdue sccounl bakance
Sun Valley Builders:Philly County 3,059.90 Can you please remit payment iImmediately
Invaice ff4 3.950.90 9 Please contact us if you have any questions
sincerety,
Ruildem, Inc.

214-555-12142

[Your Invoice will be attached to the message as a PUF hile]
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Billable Costs

QuickBooks offers a convenient way of invoicing based on your costs.

‘/Ej Invoice for Time & Costs
1) Click the Create Invoices icon on the Home page.
2) Click the Customer:Job drop-down list and select the appropriate customer or job.

3) Click the Select the outstanding billable time and costs to add to this
invoice? button.

4) Click OK.

5) Select the Time, Expenses, Mileage, and Items to invoice in the Choose
Billable Time and Costs window.

6) Enter the Markup Amount or % and Markup Account fields if necessary
for billable expenses.

7) Click OK.
8) Enter remaining information in the Create Invoices window.
9) Click Save & Close.

Choose Billable Time and Costs x

Time and Costs For: Columbia Management:Spokane Civic Center
Time $0.00 gxpensesk $1,100.00 Mileage $0.00 ltems $0.00
Markup Amount or % Markup Account
Select All 10.0% -

J i DATE A EMC AMIOUNT HIDE
General Carriers, Inc. 1,000.00 .
| 03252015 |General Cariers nc. | o000 |

Total Selected Charges 1,000.00
Selected expenses are taxable Total expenses with markup 1,100.00
Print selected ime and costs as one invoice item Total billable time and costs 1.100.00
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Advanced Sales Tax

Charging Multiple Sales Tax Rates

If multiple sales taxes must be applied to different portions of a sale, the regular method for handling
sales tax will not work. Instead, follow these procedures to charge multiple sales tax rates on the same

invoice.

‘/Ej Charge Multiple Sales Tax Rates on Invoice

1)
2)
3)

4)
5)

6)

Create a special Sales Tax Item with a rate of 0%.
Use this 0% tax item in the tax field at the bottom of the invoice.

When preparing an invoice, list the items taxed at an individual tax rate together
on the invoice.

After each list of taxable items, include a Subtotal item.

On the line after each subtotal, include the applicable Sales Tax Item. The result
is that all taxable items in the subtotal are taxed at the Sales Tax Item’s tax rate.

Repeat steps 3) to 5) for each different sales tax rate you need to charge on the
invoice.

Zero % Sales Tax Item

=B Edit ltem

TYPE [ oK ]
Use to calculate a single sales tax at a specific rate R,
that you pay to a single tax agency. cancel

Notes

Sales Tax Name i

See Abave Spelling

Description ltem is inactive
See Above
Tax Rate (%) TaxAgency (vendor that you collect for)

0.0% k -
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Invoice Charging Multiple Sales Tax Rates

Create Invoices

Invoice

Main Iormatting Send/Ship Reports oA
@ D s E 83 CreateaCopy 4@ E = Print Later B Add Time/Costs &2
Find New Save Uelete @Memorize Mark As Pont  Emai Email Later Attach | @ Apply Credits Receive | *
T - Pending - - File: Paymends

Bayshore Build... -

Data
0410112015

43

TEMPLATE Intuit S

] Bayshore Building Supplic
8753 5. Mountain View

Bayshore, CA 94328

F.O. Mo Terms
TEM QUANTIT DESCRIFTICN RATE AMOUNT TAX
Garage Door 2 All-weather customer garage door 1,599.95 319890 Tax a
Oak Door 2 Old-fashioned vamished oak door 999.00 1.998.00 Tax I
Subtotal Subtotal 5,197.90
San Domingo CA Sales Tax, San Domingo County 7.5% 28024
Bag Of Mails L Deluxe Container with 2° Heavy Duty Mails 19.95 9975 Tax
Bag of Washers 5 Heawy duty deluxe bag of washers (varlous slzes) 2995 148.75 Tax
Subtotal Subtatal 24950 v
See Above 0.00
ONLINE R&Y  Off - 5,854.1
P 0.00
. 5,854.71
CUSTOMERTAXCODE | Tax Save & Close Revert

Sales Taxes Paid Incorrectly

What if sales tax was paid incorrectly? For instance, the Write Checks feature was used to pay
sales tax, instead of the built-in Pay Sales Tax feature. Correcting this is a two-step process:

1) Find the original payment and delete the check.

03/31/2015

0410172015

GEMJRN Costof Sales [spli
1 Slale Of Texds

A
33,004.53

12,360.55

B2 48 32,042 05

o402, & |

CHK Sales Tax Payanle k

-

Splits
1-ine

Sort by

Date, Type, HNumberRef -

ENDING BALANCE

32,042.05

Restore

2) Pay sales tax correctly by clicking Manage Sales Tax on the Home page. If the
original check was marked as cleared in QuickBooks, manually reconcile the
new sales tax payment in the checking account register.
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Reports

Prepare a numerical list of invoices and credit memos to help you find transactions and identify
missing forms.

Finding Invoices and Credit Memos

‘/Ej List Invoices Numerically

Select Reports:Banking:Missing Checks from the menu.

Click the Specify Account drop-down list and select Accounts Receivable.
Click OK.

Click the Customize Report button.

Click the Filters tab.

Click Amount from the list of filters to the left and select Any from the list of options to the
right.

N =

N

al w
_ 2 D= =

)

7) Click Transaction Type from the list of filters to the left.
8) Click the Transaction Type drop-down list and choose Multiple Transaction Types.
9) Select Invoice and Credit Memo in the Select Transaction Types window.

10) Click OK.

11) Click OK.

Mis=ing Checks

Cuslumice Repurl Shaie Templale Memuotige | Prinl | E4nail v Excel » Hide Header ReMesh
Dates Al *  From B To )
Buildem, Inc.
0401115 Missing Checks
All Transactions
& Type & Date + Num = Name E Memo S Account kS Split £ Amount &
hvuice 032772015 2z Oibande Homes Div.... Acvuunls Receiva...  -3PLIT- 15 727.50 =
Invoice 0227R20ME 23 Myers & Agsociates Accounts Receiva... -SPLIMT- 2405
Invoice 03282015 24 The Jones Group Accounts Receiva... -SPLIT- 5407
== Mizsing numbers here **=
Invoice 03/282015 26 Crandall Contracto... Accounts Receiva...  -SPLIT- 4 930.00
Involce 032820135 27 Crandall Contracto... Accounts Recelva... -SPLIT- 22,330.34
Invoice 02012015 28 Auldridge Windowe Accounte Receia... SPLIT 248412
Invoice 02/0872015 29 Auldridge Windows Accounts Receiva...  -SPLIT- 2187250
Invoice 021282015 a0 Auldridge Windows Accounts Receiva...  -SPLIT- 33625.00
Invoice 03/28/2015 kil Auldridge Windows Accounts Receiva...  -SPLIT- 7,874.50
Involce 022015 3z KC Construction ACCounts Recelva... -SPLIT- 43 280.23
Invoice 031282018 a3 K.C Conetruction Meocounte Recaiva... SPLT 48,280.35
Invoice 03152015 34 Tom's Painting Accounts Receiva...  -SPLIT- 10,000.00
Invoice 03/152015 35 Tom's Painting Accounts Receiva...  -SPLIT- 270625
Invoice 03/28/2015 36 Tom's Painting Accounts Receiva... -SPLIT- 541250
Invoice UEREER S 3r Myers & Azzociales Accounts Hecewa...  -SPLI- 5, 0u.ow
Invoice 03/3172018 32 Fort Worth Homea. .. Accounts Receiva...  -SPLIT- 12 050.00
Credit Memo 04/0172015 39 The Jones Group Accounts Receiva... -SPLIT- (54.07
Invoice 04/0172015 40 Frugal Discount St... Accounts Receiva... -SPLIT- 5407
Invoice 0401205 4 Smih Hardware Accounts Receiva...  -SPLIT- 109.90
Invoice 0412015 42 Pathways Doors Accounts Receiva...  -SPLIT- 60577
Invoice 0401205 423 Dayshore Duilding. .. Accounts Receiva... -SPLIT- o,004.71
Invoice 04/0172015 44 Columbia Managem... Accounts Receiva... -SPLIT- 1.100.00 .I
L4
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Aqging Errors

Setting the Aging Reports preference to Age from transaction date means QuickBooks shows all
invoices as due the day after they were issued! This causes errors on aging reports and customer
statements. Follow these steps to fix this error.

J@ Check Aging Preferences

1) Select Edit:Preferences from the menu.

2) Click the Reports & Graphs icon in the list to the left.

3) Click the Company Preferences tab.

4) Select the appropriate Aging Reports preference (normally Age from due date).
5) Click OK.

Aging Information on Customer Statement-Before

Print Preview — Page 1 of 1

Frint Zoorm Out Help I Cloze ‘
I I I A
T300AYS PAST | 31G0DAYS PAST | 61 00DAYSPAST | OVER G0 DAYS
CURRENT DUE DUE DUE PAST DUE Amount Due
0.00 2732034 0.00 0.00 0.00 §27.320.34 .
L
L) ! -

Aging Reports Preference

Preferences x

B2 Accounng i My Preferences LCompany Preterences “
m Hilis SUMMARY RFPORTS RASIS REPOATS - SHOW ACCOLNTS AY: Cancel
a Cakenaar ® Acurudl @ Name unly Help
B2 cnecing T Cash ' Description only
ﬂ Desktop View % Name and Description Default
Finance Charge AGING REPORTS
I8 General oA STATEMENT OF CASH FLOWS Also See:
z‘ legraled Applicalions '“kge from yansadi.o n date Click hare to azzign accounts to General
55 T o —— sections of the Statement of

. Cash Flows:
;,,ﬂ Julss & Eslimales HEFUHTS - SHUW ITEMS BY:
% Mulliphe Currencies ) Hame only Classify Cash...
E Payments 7 Description only
li_i Payred & Employcss @ MName and Description
I Reminders ot
w Sales & Customers
‘%ﬁ Sales Tax
p Search
a Send Forma
% Service Connoction
B Spelling

v

Aging Information on Customer Statement-After

Print Preview -- Page 1 of 1

Zoom Out Help I Cloze ‘

130 DAYS PAST | 3160 DAYS PAST | 6100 DAYSPAST | OVER 00 DAYS
CURRENT DUE DUE DUE PAST DUE Amount Due
2732034 Q) 0.00 0.00 0.00 0.00 §37,320.34
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Sales Transaction Workarounds-Chapter 6

Customer Deposits-Method 1

Real World Training recommends the following method for handling customer deposits/down
payments because it is the easiest to follow for non-accountants. A journal entry to reclassify unused
deposits might be required to prepare year-end financial statements.

1) Record the deposit as a payment when you receive the money
2) Create an invoice when you provide the products or services
3) Apply the deposit to the invoice

4) Print the invoice showing the balance due and send to your customer

(1) Receive Payment

Receve Payments

Main Reporls  Paymanis W~
.o i g =
.« & L = a 5-‘ o/
Find Hew  Delele Pl Asineh Lok up T
& Fie | Cuslomerimoics SRR
Processing
Izanella Rasa - wu
5,000 00 L]
Cheds = 545 Undeposited Funds
o
Totals LX) o.on o
OVERFAYMENT < AMOUNTS FOR SELECTED INVOICES
oon
noy
0.00
VIV CUSTOMOR COMTAST INFORIATION
Diawn Pagmenl Sgve & ugﬂ! m Cloar

(2) Invoice Customer

] Create Invoices
Main Farmating Sondrshp Raparts EL Y
P Prin| Lalsr il Add TimerCost
«+ 85 B Q@ 8 w #  Beomoewon 6§
Find Hew Wtk As Pl Cmal Email Later Altach Q;pr._.-.'-m:u

Pendng Fie

TEMPLATE
InVOICe pamizZels B zabella Rosa
212 Tooprety Strast
Dalas, TX 78776
42
[servces For 3endzes renoered atyour request 1200000 1200000 Non
Dallas County  ~  (B25% .00
o - 12,000.00
0.00
12,000.00

T - sweaciose  [IEDEEEE oo
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(3) Apply Deposit/Down Payment to Invoice

J@ Apply Deposit/Down Payment to Invoice
1) Click the Apply Credits button in the Create Invoices window.
2) Click Yes in the Recording Transaction window.
3) Enter appropriate information in the Apply Credits window.
4) Click Done.
5) Click Save & Close in the Create Invoices window.

Apply Deposit/Down Payment to Invoice

[

Apply Credits

IWvoicC
CuslomerJob  |zabella Rosa
Nurmber 42 Amount Dug 12,000 00
Date 04022015 Discount Used non
Criginal Amt A2,000.00 Crogaz Used S, 000, 00
Balance Due 7.000.00
Cradits

ANAILABLE CHELNTS
3 S e . —

v

Tatals 5,000 00 5,000 00 0.00
Of all the creaits ISsued to this customen, anly unused credits Cloar
applicable 1o this specific invoice are displayed above.
PREVIOUSLY APPLIED CREDITS
o
i
v
Totals 000 0.00 0.00

Down Payment “Credit” Applied

Create Invoices
Main Furrnalting Send/Ship Repuoils oA
& P> ‘ E 8@ QCreaieaCow Q é = Print Later @ a)m:ld Time/Costs [
Find MWew Save Delele @BMemorizs  MamAs  Prnt  Emal [ Emafilater  amacn | @ Apply Credita iy | |3
= = Prrding = = File Paymenls

IMER-IOR L TEMFLATE

Invoice TR e rars
212 Toopretty Strect

. Lanag, 15 78/ /6
42

Senices For sendces rendered at your request 12 00 00 42 000 00 |Man A

Dallas County = (0.25%) oon
Tena 12.000.00

© 5,000.00
7,000.00

e v savoncess | [ETIIEER  rover
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(4) Print Invoice with Balance Due

Print Preview — Page 1 of 1
Print Pre Tl Mext page Zoom Out Help Cloze

|
Total :

$12,000.00
Payments/CreditsQ, <5 10000
Balance Due $7.000.00 :

< | . -

Reclassification Journal Entry

A journal entry to reclassify unused deposits might be required to prepare year-end financial
statements.

Make General Journal Entries

Main Reporis

# oA
& P s E 8@ Create a Copy w é @

Find New Save Delete QMemurize Reverse Print Aftach

File

pate 1213172015 E ENTR’

COOUN CEBIT CREDIT

Accounts Receivable 20,000.00 Reclaszify AR at Year-end CPAUse Only

Customer Deposits 20,000.00 Reclassify AR at Year-end

[ 2

Totals  20,000.00  20,000.00

Save & Close k Clear
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Customer Deposits-Method 2

This method involves tracking customer deposits/down payments in a separate liability account. To
use this method, follow these steps.

1) Create a liability account for customer deposits

2) Create an item for the deposit, linked to the liability account
3) Invoice the customer using the deposit item (original deposit)
4) Receive the payment from the customer

5) Apply the deposit to the final invoice, using the deposit item with a negative amount

(1) Add Customer Deposits Liability Account

= Edit Account =0 x
T/ AccountType  Other Current Liability "k
AccountName  Customer Deposits
Subaccount of
OPTIONAL
Description
Account ko,
Routing Mumber
Fnter Opening Ralance... Should I enter an opening balance?
ACCOUNTIS Inactive Set Up Online Services... | Save & Close [ Cancel

(2) Create Deposit ltem

= MNew ltem -0 x
e ———
Use for miscellancous labor, material, or part
Other Charge -
g charges, such as delivery charges, setup fees, and cancel
senice charges.
HNexl
Item Name/Mumber Subitem of
Notes
Deposit

Custom lields
This item is used in assemblies oris a reimhursable charge
Spelling
Description Amountor % Tax Code

Your deposit for senvice 0.00| Mon -
Account

Customer Deposits * Item Is inactive
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(3) Invoice Customer for Deposit/Down Payment

Create Invoices

Main Formatting Send/Ship Reporis Hoa
§¢ P ! E gg a CrealeaCopy 4 g = Pnni Later w % Add Time/Costs [
Find New Save Delete @BMemorize Mark As Pt Emall EmaiLater  Anach @ Apply Credits Receve  *
- M Pending T - File Payments

CUSTOMER-JOB  lzabella Rosa TEMPLATE Custo

Invoice TR [wereiaross

212 Toopretty Strect
- Dallas, TX 78776
43

|Deposit Your depositfor senvice 5,000.00 5,000.00 Mon &
¥
Dallas County ~ (2.25%) 0.00
o v ot 5.000.00
[ra— PAYMENTE ED 0.00
saenceoue  5,000.00

RTALCODE  lax v Save & Close Clear

(4) Receive Payment from Customer

:ive Payments

Main Reports Payments WA
¢» AR @ 0 & T P o
Find Mew  LDelete Print Aftach Look up Un-Apply Lscounts And : )
- File CustomenInvoice Payment Credits bl uean_:,aru
Procossing
RECEIVED FROM  |sabella Rosa v  CUSTOMER BALANCE 5.000.00
MOUNT 5,000.00 DATE Q410172015 B
T METHED  Check ox CHECK# | 545 DEFOSITTO  Ungeposited Funds v
o © DATE UMDCR ORIC. AMT AMT. DUC PAYMENT
040172015 43 5.000.00 5.000.00 500000 *
v
Totals 5,000.00 5,000.00 2,000.00
AMOUNTS FOR SELECTED INVOICES
5,000.00
ARLED 5,000.00
PPUED 0.00
Save & Clcses f Save & New | Clear
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(5) Final Invoice With Deposit Applied

Create Invoices

Main Formalling Send/Ship Reporls Hoa
= M
; ; = Print Lal G
« » a E % Create a Gopy ¢ 8 =3 vinl Lales @ %Aud imercesis v}
Find Mew Save Delele @ Memurice Mark As Print  Email Email Later Attach (&3 Apply Crouils Receive |*
N - Panding ¥ ¥ Fila Paymants

TEMPLATE

CUSTOMER:JOB  Isabella Rosa >

Invoice MRS B isabollrase
212 Toopretty Street
Dallas, TX 78776

44

Senvices Fuor sewvices rendered al your request 12.000.00 12.000.00 Non -
Deposit Your deposit for senvice =5,000.00 =5,000.00 Non
v
Dallas County = (8.23%) 0.00
- of ~ 7.000.00
FA : 0.00
7,000.00

MO CLISTOMER TAX CODE | Tax b Save & Close Clear

Determine Customer’s Deposit Balance

To determine a customer’s deposit balance, run a QuickReport for the customer in the liability account
register. You can also create a Customer Deposit Support Schedule using the technique shown on

Page 108.

Customer Deposits Support Schedule

Register QuickReport

Customize Report Share Template Memorize | Print E-mail v Excel Hide Header Refresh
Dates Al ~ From B To Ed SortBy Default -
Buildem, Inc.
0401115 Register QuickReportk
Accrual Basis All Transactions
% Type E Date + Num_ + Memo E Account + Clr + Split k3 Amount E
Isabella Rosa
» Invoice 04/01/2015 43 Customer Deposits Accounts Re... 5,000.00 4
Invoice 040172015 44 Customer Deposits Accounts Re... (5,000.00)
Total lzabella Rosa 0.00
TOTAL 0.00
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Bad Debts

There are two ways to write off bad debts in QuickBooks. The easier method is to write off the
receivable as a discount. However, this method does not adjust sales taxes. The second method
uses a credit memo to write off the bad debt. This method does adjust for sales taxes.

Method 1-No Sales Tax

If the original sale did not include sales taxes, this is the recommended method.

“®  Write-Off Bad Debt
1) Click the Receive Payments icon on the Home page.
2) Click the Received From drop-down list and select the appropriate customer or job.

3) In the bottom section of the screen, click once in the Payment column for
the invoice being written off.

4) Click the Discount & Credits button.
5) Enter the invoice amount due as the Amount of Discount.

6) Click the Discount Account drop-down list and select an appropriate bad
debt expense account.

7) Click Done.
8) Click Save & Close.

Receive Payments

Main Reports Payments it oA
«» B X @ 0 5l ¢ B o
Find New  Delete Print Attach Look up Auto Apply DiscountsAnd
M File Customerfinvoice Payment Credits Aad Gredn Gard
Proccssing
RECEIVEL Lancacter County w  CUSTOMER BALAMCE 4.,999.50
0.00 DATE (410112015
Check > HEGK S DEFOSTTO Undeposited Funds v

'
I ) O M T

Totals 4,999.50 4,999.50 499950 0.00

AMOUNTE FOR SELECTED INVOICES

0.00
0.00

7 Bad Debt Sg\-’e&Close*r Save & Hew Clear
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Method 2-Sales Tax

If the original sale included sales taxes, this is the recommended method.

1) Create a bad debt item which points to a bad debt expense account

2) Enter a credit memo using the bad debt item

3) Apply the credit against the invoice using the Receive Payments window

(1) Add Item

J@ Add Bad Debt Item

1)
2)
3)
4)
5)
6)

7)
8)

Click the ltems & Services icon on the Home page.
Click the Item button.

Select New from the menu.

Click the Type drop-down list and select Other Charge.
Enter Bad Debt as the tem Name/Number.

Click the Account drop-down list and select an appropriate bad debt
expense account.

Enter remaining information in the New Item window.

Click OK.
= MNew ftem -0 x
& —_—
Other Charge - Useformiscellaneous labor. material, or part
charges, such as delivery charges, setup fees, and Canrel
senice charges.
Next
Itermn Mame/Mumber Suhitern of
Notes
Bad Debt

Cuslom Figlds
Thig itemis ugedin aggemblies orig areimburgable charge

Spelling
Nescriptinn Amount or%  Tax Code
VVrite-off bad debt 0.00 Tax -
Account
Bad Debl Expense - Item iz inactive

(2) Issue Credit Memo

J@ Enter Credit Memo

a b WO N =

)
)
)
)
)
)

)

© o N

—_
N = O

)
)
)
)
)
)

Click the Refunds & Credits icon on the Home page.

Click the Customer:Job drop-down list and select the appropriate customer or job.
Use the Bad Debt item as a line item.

Enter the amount of the bad debt to write off as the Amount.

Choose the appropriate Tax Code in the Tax column of the bad debt line item.

Click the Tax drop-down list and specify the appropriate sales tax item if the original
sale was taxable.

Enter remaining information in the Create Credit Memos/Refunds window.
Click Save & Close.

Select Apply to an invoice in the Available Credit window.

Click OK.

Select the appropriate invoice in the Apply Credit to Invoices window.
Click Done.
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Create Credit Memos/Refunds

Create Credit Memos/Refunds

Main Formatting Reporis oA
¢« B BH 2 Boeticom G &  Pintlate i) WPusecredittogive refuna
Find New  Save Delete amemmze Mk As Print  Cmail Cmad Later Allach ﬂ Use credit to apply 10 invoice
= i Mending M M i
TEMPLATE  Dax
Bad Debt Cre...  some & oocmma
. 45 runna way
. Gonagvlle, P4 800U
45
Bad Debl Wirile-off bad debt 4,000.00 4,000.00 Tax -
Y
Midland - (F.re%) 310.00
Tt 431 *u
. REMAIMING CREDIT 4,310.00
Ve Customer Tax Code lax = Save & Close Save & Hew Clear

Available Credit

Available Credit

may use.

0 Give A retune

o=

This wedil memo o refund has a remaining balance which you

‘What would you like to do with this credit?

7 Retain as an available credit

(3) Apply Credit to Invoices

Apply Credit to Invoices

CREDIT MFMO
Customer:Job  Donna Pay
Ref. No. 43
Date 04012015

J i UAlE JUB
ommma #

Original Amt. 4.310.00

Remaining Credit 0.00

4,210.00 4,210.00 4,310.00 o

v

Clear Saelechons

Totals 4,310.00 0.00 4,310.00

Cancel
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Customer Under/Over Payments

Customer Underpayments

If a customer makes a partial payment, the invoice remains open until full payment is received. But a
problem arises if the customer underpays by a nominal amount that you do not intend to collect. Write
off small underpayments using the Receive Payments window.

‘/Ej Write Off Small Underpayment
1) Click the Receive Payments icon on the Home page.
2) Click the Received From drop-down list and select the appropriate customer or job.
3) Inthe Underpayment section, select Write off the extra amount.
4) Click Save & Close.

5) Select an appropriate bad debt expense account as the Account, in the Write Off
Amount window.

6) Click OK.

Write Off Underpayment

= Receive Payments =
Main Repurls Paymenls I
&0 = r -
«» /8 X & 0 & = Q
Tind New  Delete Painl Alach Look up un Agply Discounts /nd P
= File Customerfinvaice  Payment Cradits Hoicl Coell C-and
Pincescing
Tom's Fainting = ER BALANGE 18,118.75
1811800 cale QAN B
Check - HECK# | 423 EPOEIT Undeposited Funds -
+
» DAMLEZ0MS 34 10,000.00 10,000.00 1000000 ~
» DAMSP0M5 35 270625 270625 270625
+ D3RP0 36 6,412 50 5,412 50 5441175
lotals 16,118./5 18,110/ 18, 116.00
LINNFERPAYMENT AMOUNTS FOR SF1 FCTED INVOICE S
$0.75
THITH. /M
1011000
C
0,00
VIFW £ STOMFR CONTACT INFORMATION

Write Off Amount

Write off 50.75 o
Account Bad Debt Expense -
How do | choose the right account? k
| oK Cancel
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Customer Overpayments

There are two methods for issuing customer refunds. If you know the customer wants a refund when
you record the payment, use Method 1. If the customer has an existing credit, use Method 2.

Issue a Refund-Method 1

J@ Built-in Method

1)
2)
3)
4)
5)
6)
7)
8)

Click the Receive Payments icon on the Home page.

Click the Received From drop-down list and select the appropriate customer or job.
Enter the payment Amount.

Select the appropriate invoice.

In the Overpayment section, select Refund the amount to the customer.

Click Save & Close.

Enter remaining information in the Issue a Refund window.

Click OK.

Issue a Refund-Method 2

Follow these steps to refund an overpayment if the customer already has a credit in QuickBooks.

1) Issue a check to refund the money to the customer

2) Apply the check to the credit using the Receive Payments window

(1) Issue Check to Customer

‘/Ej Issue Refund Check

1)
2)
3)
4)
5)

Click the Write Checks icon on the Home page.

Enter the Customer:Job in the Pay to the Order of field.
Use Accounts Receivable as the Account.

Enter remaining information in the Write Checks window.
Click Save & Close.

(2) Apply Credit to Check

J@ Apply Refund Amount to Credit Balance

1)
2)
3)
4)
5)
6)

Click the Receive Payments icon on the Home page.

Click the Received From drop-down list and select the appropriate customer or job.
Click the Discount & Credits button.

Make the appropriate selections in the Apply Credits window.

Click Done.

Click Save & Close.
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Transferring Credits Between Customers/Jobs

What if a customer wants to apply a credit (or overpayment) from one job to a different job?
This method uses a Clearing Account to transfer the credit between jobs.

1) Setup Clearing Account
2) Remove the credit from Customer/Jobl

3) Apply the credit to Customer/Job2

(1) Set Up Clearing Account

=

Add New Account

TT Account Type Bank -

Accounl Name  Clearing Account
kSubaccounlM

GITIONAL
Description

EankAccl No.

Routing Number
Enler Opening Balance... Should | enter an spening balance”

Remind me to order checks when | reach check number

\'J Order chacks | can print fram QuickBoaks Learn more

(2) Remove Credit from Customer/Job 1

‘/@ Remove Credit and Apply to Balance
1) Click the Write Checks icon on the Home page.
2) Click the Bank Account drop-down list and select Clearing Account.
3) Enter the Customer:Job whose credit you want to remove as the Pay to the Order of.
4) Enter Accounts Receivable as the Account.
5) Click Save & Close.

Write Checks - Cleanng Account

Man  Repors

&P B B B create a copy = Print Later ] Pay Online &

Find New Save Delele (B memonze Print Adtach Select '
= = File PO
Glearing Account - . BLNSE 0,00
0. 1
TE 040112015 @
Margarel Gow Uty Shed - ¥ 300,00
T80 hunQred ard OOFID0™* * *# % % %+ % 2 4 %540 ssasaanssssasssssennsssssssssss LA

Margaret Gow
_ 789 Commander Street
Hauston, TX 88778

Trangler credil o Repains iob.

Fyprnses £300.00  lems 2000

ACCOUnNS Recen 300.00 -

v
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(3) Apply Credit to Customer:Job 2

J@ Apply Credit to Customer:Job
1) Click the Receive Payments icon on the Home page.

2) Click the Received From drop-down list and select the customer:job that will
receive the credit.

3) Enter the amount of the credit as the Amount.

4) Click on the individual invoices to apply the credit (if appropriate).
5) Click the Deposit to drop-down list and select Clearing Account*.
6) Enter remaining information in the Receive Payments window.

7) Click Save & Close.

Receive Payments

Main Reports Payments Hoa
«» A X @ 0 & - o)
Find New Delete Print Atach Look up . .
- File Customernvoice Mg,ﬂi‘lgi:;m
RECEIVED FROM  Margarot Gow-Repaire w»  CUSTOMER BALANCE 0.00
ALIOUNT 300.00 CATE  Q4001/2015 B
FMT.METHOD Credit Transter > REFERENGE # DEFQAITTO Cleanng Account v
o
i
v
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTS FOR SELECTED INVOICE §
$ 200.00.
- 0.00
.
~ S 0.00
0.00
VIEW CLISTOMER CONTACT INFORMATION
'END Trangfer credit fr... Procese paymentwhen saving | Save & Ck,ge* m

*The Deposit to option may not be enabled in your QuickBooks. Turn this option on by
selecting Edit:Preferences from the menu. Click Payments in the list to the left. Click
the Company Preferences tab. Uncheck the box next to Use Undeposited Funds as a
default deposit to account.
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Multiple A/R Accounts

Creating multiple A/R accounts allows you to separate your Accounts Receivables on reports. For
example, you may want separate A/R reports for different divisions or types of customers. However,
you will have to specify an accounts receivable account every time you perform the following
activities:

1) Enter Invoices

2) Receive Payments

3) Issue Credit Memos

4) Enter Statement Charges
5) Create Statements

6) Assess Finance Charges

7) Print Invoices and Credit Memos
= Add New Account =

‘|'|" AccountType  Accounts Receivable -

R

AccountName aR South Office
Subaccount of

OPTIOMAL

Description

MNote

Save & Close Save & New Cancel

77



Sales Transaction Workarounds-Chapter 6

Create Invo - AR South Office
Main Fuormalling Send/Ship Reporls Hoa
«» B BFH GreaeaGony €@ & =y [Pt B Adca timercasts )
Find New Save Delcte @DMemorice  MarkAs  Print  Email [ | Emaillater  Atach B8 Apply Credils Recehee |
N - Panding W Y Fila Paymants

CUSTOMER-JOB

June May

m
2

Invoice

0410172015 B | June May

- N 23 Doctor Strect
Cubasville, TX 32008

1

ACCOUNT

TEMPLATE

Senices For sewvices rendered al your requesl 1.000.00 1.000.00 Non n
A
Dallas County = (8.23%) 0.00
e Tata 1,000.00
Cu FATMENTS AFFLIEL 0.00
. easnceove 1,000.00

Clear

Report Filter

ACCOUNT FILTER

Modify Report: O

pen Invoices
Display Filters Header/Footer Fonts & Mumbers
CHOOSE FILTER CURRENT FILTER CHOICE &

FILTER Account FILTER SET TO
Account i AR South Office v Account South Office
Amount Include split detail? k Date oday

@ N :
Date o Name Il customers/jobs
7 Yes .
Item ) For detail accounts matching Paid Status Open
Memao _
v

Remove Selected Filter

Choose the types of accounts or a specific account from the
drop-down list. Indicate whether or not you want split detail
to appear in the report (Balance Sheet accounts only).

Tell me more...

Revert

Cancel Help
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Retail Sales

Iltems for Retail Sales

‘/@ Add Items
1) Click the ltems & Services icon on the Home page.
2) Click the Item button.
3) Select New from the menu.
4) Click the Type drop-down list and select the appropriate item type.
5) Enter remaining information in the New Item window.
6) Click OK.

Taxable Sales

= Edit Item

TYPE | OK l
Use for miscellaneous labor, material, or part e
charges, such as delivery charges, setup fees, and cancel
service charges.

Other Charge -

HNotes
Item Mame/Mumber Subitem of

Taxable Sales

Custom Fields

Spelling
This item is used in assemblies oris a reimbursable charge
Description Amount or % Tax Code
Taxable sales for the day 0.00| Tax Y ltem is inactive
Account
Food Sales -

Non-taxable Sales

= Edit Item -0 x

TYPE |ﬁ

Use for miscellaneous labor, material, or part

Other Charge -
g charges, such as delivery charges, setup fees, and cancel
senvice charges.
Notes
Item Mame/Number Subitem of i
Custom Fields
Non-Tax Sales
Spelling
This item iz used in assemblies oris a reimbursable charge
Description Amountor%  Tax Code
Mantaxable sales 0.00| Mon 4 ltem is inactive
Account
Food Sales v
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Paid-Outs

= Edit ltem -0Ox
" ——
Other Charge . Usefor miscellaneoqs labor, material, or part
charges, such as delivery charges, setup fees, and Cancel
service charges.
HNotes
Item Mame/Mumber Subitem of
— Custom Fields
Paid Outs v
Spelling
This item is used in assemblies oris a reimbursable charge
Description Amount or % Tax Code
Paid out of register for the day 0.00| Man v ltem is inactive
Account
Miscellaneous k
Set up separate “paid out” items for expenses other than miscellaneous.
Payment
= Edit tem -0 x
b ——
. Usetorecord a partial payment atthe time of the sale.
It reduces the amount owed on an invoice. Cancel
Hotes
Item Name/Number Custom Fields
AMEX
Spelling
Diescription
Paid by American Express credit cards ltem is inactive
Payment Method American Express 'k
® Group with other undeposited funds
) DepositTo ~
Over/Short
= Edit tem -0 x
" ———
Other Charge . Usefor miscellaneou_s labor, material, or part
charges, such as delivery charges, setup fees, and Cancel
semvice charges.
Notes
Item Name/Mumber Subitem of
= Custom Fields
Over/Short v
Spelling
This item is used in assemblies oris a reimbursable charge
Description Amount or % Tax Code
Over/Short in register for the day 0.00] Non  ~ ltem is inactive
Account
Over/Short *
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Daily Sales Entry

J@ Enter Daily Sales Summary
1) Click the Create Sales Receipts icon on the Home page.
2) Select a Customer:Job from the drop-down list. (Optional)
3) Enter remaining information in the Enter Sales Receipts window.
4) Click Save & Close.

Cnter Sales Receipts

Main Formalling SendrShip Repuils Paymenls HoA
L ﬁ E 82 Boeacacoy @ B = Prinl Lalet @ B Aca umercosts O
New Save Delcle ¥ i Mark A Print  Email Email Later Attach
Find e 0 - a Mermuice F‘:nrhn; . . F?I; Add Credit Card
i i Processing

CUSTOMER:JOB DEPOSITTO King TEMPLATE Da

DAILY SALES oz ®

Taxable Sales Taxable sales for the day 1,000.00 Tax &
Mon- Tax Sales Montaxable sales 450.00 Non
Paid Quts Paid out of register for the day -37.50 Mon
AMEX Paid by American Express credit cards -812.36
Over/Short OveriShortin register for ihe day -0.64 Non |
v
[lallas County  «  (3.25%) &2 &0
Cas G82.00
Proce payment when saving

e CUSTOMOR TAX CODC = Save & Close _' Save & New Clear
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Deposit Credit Card Receipts

‘/Ej Depositing Credit Card Receipts
1) Click the Record Deposits icon on the Home page.
2) Select the appropriate payment method in the box next to View payment method type.
3) Click the line items to deposit.
4) Click OK.
5) Enter an additional line for any credit card fees, using a negative amount.
6) Enter a batch number in the memo (if applicable).
7) Click Save & Close.

Select Payments to Deposit

Payments to Deposit x

SELECT VIEW
View payment method type American Express R What are payment method views?

Sort payments by Payment Method

SELECT PAYMENTS TO DEPOSIT

+ i DATC TIME TWrC G MAYMENT MCTIIOD | NAME AMOUNT
i < pa/01/2015 RCPT 3 American Express 812.36}
. 1 of 1 payments selected for deposit Payments Subtotal 812.36.

Select None See an easierway to match these payments with your bank deposits

Make Deposit

Make Deposits

o Previous # Nest E Save ) Print = @ Payments @| History Attach
P )
i Checkin - e Da02018 L Deposit Save lime reconcling your
DepositTo 4 Date L Memo 2 maichant sarvice accaunt with
Huak Bk
Click Faymenis to select customer payments that vou have received. List any other amounts to .
dcposit below. ¢ Learn More
Undeposited Funds Pald by American Express credit cards Amarican Express 312.35 &
Credit Card Feas Amex Charge =24 37
v
Neposit Subtotal TAT 94
To get cash back from this deposit. enter the amount below: Indicate the account
where you want this maney to go, such as your Petty Cash account
ash back goes 1o Cash back memo Cash back amount
Lposit 1otal Fgre
Save & Close kl Save & New Clear
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Review

To ensure proper processing of transactions and accurate reporting, enter transactions in the order

presented on the Home page.

L v Y
e 2 @
Chan of
Accounts
“& Iwms & Intuit
Entor Bills Pay Bills Swervices Loan Finder
iy
Calendar

Retunds
& Credits

&3

Enter Credil
Card Charges

&l Mewvendor. v /5] New Iransactions v {
Active Vendors b
fa)
BT
Baize County o.oo
Buildings, Inc. o.oo
Cal Gas & Telephone C.. 0.00
City of Boise 0.00
Dallas Doors 0.00
Dave's Cafe 0.00
Crovor Knob Corporation 3.740.75
Door Togls, Inc. 0.00
EastBayshore Tool &8 0.00
Edgar Leasing 0.00
Electnc, inc oo
General Camers, inc 725000
Greal Hlatewide Dank o.oo

Vendor Center: Amencan Exps

print v [ Excel v [ word ¥

Vendor Information

Amencan Exprass
Greg Jansen

American Express
3400 Watson dve
Springlield, MO 3455

@ #

RFPORTS FOR THIS VENDOR

B00-363-8535 O
316-987-3499

BO0-363-8500

Qrder Checks

v
4 >
Transaciions Conlacdls To Do's Moleg
swow AITRANS .+ FUTEREY Al e TRBFISE. * 01045 - 12312015
Chock 03HA2015 Chacking 550,00
Manage Transactions  « Rum Reports =
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Purchase Fixed Assets

A Fixed Asset Tracker is available in QuickBooks. You create Fixed Asset Items to track relevant
information for each fixed asset. To enter the purchase of a fixed asset, follow these steps:

1) Create a Fixed Asset account for each general fixed asset category

2) Create a Liability account to track amount owed/financed. This is only necessary if
you financed a portion of the purchase.

3) Set up the new asset on the Fixed Asset Item List

4) Enter a bill or check to record the purchase of the fixed asset

(1) Fixed Asset Account

= Add New Account -0Ox
ﬂ'. Account Type Mixed Asset R
AccountName  Computers
Subaccount of
OPTIONAL
Description
Mote
Enter Opening Balance... Should | enter an opening balance?
Save & Close | Save & New Cancel
(2) Liability Account
= Add New Account -Ox
TT AccountType  Long Term Liability R

Account Name  Cympuler Luan
Subaccount of

OFIUMAL

Description

Account No.

Enter Opening Balance... Should | enter an opening balance?

Save & Close Save & New LCancel
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(3) Fixed Asset Item

J@ Add Fixed Asset ltem

1) Select Lists:Fixed Asset Iltem List from the menu.
2) Click the Item button.

3) Select New from the menu.
4) Enter appropriate information in the New Item window.
5) Click OK.
= ew ltem
TveE

Use Tor properly you purchase, rack, and may evenltually sell. Fined dssels
are long-lived assets, such as land, buildings, furniture, equipment, and

vehicles. Sancdl
Asset Name/MNumber ASSeTACCOUNT Hext
Dellway Pentium VI-Sales Compulers - Custom Fields
PURCHASE INFORMATION SALES INFORMATION spelling
Purchase Description Htemis ® new O used Sales Description lbemiis sold
Dellway Pentium VI ftem s Inactive
Date 0410122015 B Sales Date
Cost 2,500,00 Sales Price
VendorPayee Kershaw Computer Senices Sales Expense

ASSED INFUORHMAIN

Asset Description

Pantium VI with CD-ROM and DVD Drive

| acAnon P Mumhber Senal Mumner WarTanty Fpires
Sales 987AB10 04/01/2017 =
Motes

Warranty covers pars and labor

(4) Purchase Fixed Asset

Write Check
Main  Reports H
& P g E gg Caeate a Copy E Print Later @] Pay Online & @
Find Hew  Save  Delele aMemurizc Print Aftach Scleet  Enter {*
M M File PO Tinne:
DANE Checking > & 44,863.45
RO 13
SAE parornis @
FAY T ® Kershaw Computer Senicas A 300.00

Three QUnGred and Q000" ** 4= %t st s sasanasiasianassnniaataanaannannsnnsas[0

Kershaw Computer Senvices
101 Kain Streat
Garland TX THATR

Cxpenses -$2,200.00 | ltems $2.500.00

-2.200 00

Compuler | oan

L

Ssl\re&CIm’.e_ Save & Hew | Clear
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Loan Manager

The QuickBooks Loan Manager helps you manage loans for long term liability and other current
liability accounts set up on your chart of accounts. You can view payment schedules, schedule
loan payments, and evaluate “what if”” scenarios.

Add Loan Account

‘/Ej Add Loan Account
1) Click the Chart of Accounts icon on the Home page.
2) Click the Account button.
3) Select New from the menu.
4) Select Other Current Liability or Long Term Liability as the Type.
5) Enter remaining information in the New Account window.
6) Click OK.

= Add New Accounl -0 %

TT| AccountType  Long Term Liability -

ACcountMame  Equipment Loan
Subaccount of

OPFTIOHAL
Description

ACCount MO, 0ZY933-99

Enter Upening Balance... Should | enlern an upening balance?

Save & New Canccl

Deposit Loan Proceeds

‘/Ej Make Deposit
1) Click the Record Deposits icon on the Home page.
2) Click on the first available deposit line in the Make Deposits window.
3) Click the Received From drop-down list and select the appropriate vendor.

4) Click the From Account drop-down list and select the appropriate long term liability or
other current liability for which you are receiving a loan.

5) Enter other appropriate information in the Make Deposits window.
6) Click Save & Close.
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& Previous # Net [ Save £ Print - | &R payments &) History | Antach

DepositTo  Checking e Date 04012015 B Memo Ucposit

Glick Fayments to Sclcct customer paymaents thal you have recoived. LISt any oiner amounts to deposit below,

Texas Bank EquipmentLoan Froceads from eguipment loan 1234 Check 40,000.00 i
v
Deposil SubllAl 40,000 00
To get cash back from this deposit. enter the amount below:. Indicate the account
where you want this maney to go, such as your Petty Cash account
Cash back goes to Cash back memo Cash back amount
Ueposit Total A0.000.00

Add Loan to Loan Manager

‘/6 Add Loan
1) Select Banking:Loan Manager from the menu.
2) Click the Add a Loan button.
3) Enter appropriate information in the Add Loan windows.
4) Click Finish in the last Add Loan window.

Enter account information for this loan

ACCOUNT NAME [Equipment Loan ']

CURRENT BALANCE 40,000.00

LENDER [Texas Bank ']
3INATION DATE IW i Why should | enter an origination date?
DRIGINAL AMOUNT IW

el
@

| Mext i | Cancel Help

88



Mastering QuickBooks Level 2

Make Loan Payment from Loan Manager

‘/@ Make Loan Payment

1)
2)
3)
4)
5)
6)
7)

Select Banking:Loan Manager from the menu.

Select the appropriate loan in the loan list.

Click the Set Up Payment button.

Change information in the Set Up Payment window (if appropriate).

Click OK.

Change information in the Write Checks or Enter Bills window (if appropriate).
Click Save & Close.

Set Up Payment

Why should | pay my loans from the Loan
This payment 1S | Aregular payment |  Manager?

Whal is Ihe dilference belween d regular and an
exfra payment?
ACCOUNT INFORMATION
T 'E Cquipment Loan
LENDER Texas Bank

K ACCOUNT Checking

PAYMENT INFORMATION
P [essz FEES & CHARGES [p.00 | PAVMENTHUMBER [1
[soo0 fooo ]
TOTAL (P]) 804,52 TOTAL PAvMENT §01.52

PAYMENT MFTHOD

Iwantto |Write a check -

Loan Payment

Write Ghecks - Ghecking -

-
o

Main Reporls

t A
& P ’ E 33 ﬁ Creale a Copy ; Prnt Later m Eﬂ O E; ﬁ

Find New  Save Delote @B Memorize Print Aftach Select  Enler Clear  Recalcula ®
- - File PO Time Splits
Checking - npnEmassts 83,761.93
14
STE oa0t/2015 @
Texas Bank - ' 80152
EIgNLNUNGred ONg ANQ SZIT00T 7 ** T ¥ T = 2= xsrasserasansrsnssnsarsnnssrnzas SOLLARS

Texas Bank
87685 Bank Steel
© Dallas, TX 74248

ACCNm U2933-09 - Prmir 1

EEpENSCS $801.52  Nems S0.00

Equipment | nan* 55152
Interest Expense 250,00

v
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Review Loan Information

J@ View Loan Information

1) Select Banking:Loan Manager from the menu.
2) Select the appropriate loan in the loan list.
3) Click appropriate tab to view loan information.
i Loan Manager -0 x
What you need to do before you add a loan
LOAN LIST
Equipment Loan 3044348 0503012015 80152 Add a Loan.
Edit Loan Details. ..
Remove Loan...
Summary k Payment Schedule Contact Info
LENDER NANME Texas Bank PAYMENT AMOUNT 801.52
ACCOUNT NUMBER 02933-99 INTEREST RATE 7.500%
ORIGINATION DATE 04/01/2015 MATURMY DATE 03/28/2020
ORIGINAL AMOUNT 40,000.00 BALLOON PAYMENT MNone
Frii... Wwhat If Scenarnios... Cloze Help
J@ Print Loan Information
1) Select Banking:Loan Manager from the menu.
2) Select the appropriate loan in the loan list.
3) Click the Print button.
4) Select the appropriate printer in the Print window.
5) Click Print.
Buildem, Inc.
Payment Schedule
Wednesday, April 01, 2015
Account Name  Equipment Loan
Payment # Date Principal (P) Interest (I}  Payment (P+l) Balance
2 051302015 55407 24655 80152 38,893 51
3 06302015 558.44 24308 80152 38,335.07
4 07/3012015 561.93 23050 80152 3777314
5 08302015 56544 236.08 80152 37,207.70
6 091302015 558.97 23255 80152 36,638.73
7 10/30/2015 57253 228.99 80152 36,066.20
8 11/30/2015 576.11 22541 80152 35,490.09
] 12/30/2015 57971 22181 80152 3491038
10 01/30/2016 583.33 218.19 80152 34,327.05
1 021292016 586.98 21454 80152 3374007
12 03/28/2016 590.64 210.88 80152 33,149.43
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Lines of Credit

Use the following steps to track the use and payback of a line of credit.

1) Set up Liability account to track the line of credit

2) Transfer Funds to record use of the line of credit or overdraft facility

3) Pay back the line of credit

(1) Set Up Liability Account to Track Line of Credit

- O x

= Add New Account

'T Account Type Cther Current Liability

AccountMame  Line of Credil

Subaccount of

OPTIONAL
Description

Account Mo

Routing Number

Should I enter an opening balance

Cnter Opening Balance...

Sgue&tbse Save & New Cancel

(2) Transfer Funds to Checking Account

Transfer Funds Between Accounts

@ Previous % Nexdt E Save | | Attach
Transfer Funds DATE
04/01/2015 B
TRANSFER FUNDS FROM  Line of Credit - ACCOUNT BALA 0.00
TRANSFERFUNDSTO | checking ¥ | ACCOUNT BALANCE 83,761.93
TRANSFERAMOUNT 20,000.00|

Save & Close*[ Clear

MEMO | Funds Transfer
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(3) Write Check to Pay Line of Credit

Write Checks - Checking

Main = Reporis oA
@ D B B B create a Copy = Print Later @ Pay Online B &
Find New Save Delete Qru'lemorize Print Attach Select  Enfer g
v M File PO Time
BANK ACCOUNT Checking - ENDINGEALANCE 403,761.03
40 .EFT
ST Reor2015 B
FAY TO'THE DROERCF | Great Statewide Dank - i 1,h00.00

Onethousand and O0/{QQ* ********ssssssssssasnarsssssnnrrrrrrrannsrsssras DOLLARS

Giedl Sldlewide Bank
Bucksville, TX 99898

Expenses $1,000.00 Kems $0.00
ACCOUNT AMOUNT MEMO CUSTOMER:J BILLAB
Line of Credit 900.00 A

Interest Expense 100.00

Save & Close | Save & New | Clear

If the payment is made with an Electronic Fund Transfer, type “EFT” in the No. field.
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Reconcile Bank Accounts

Beqginning Reconciliation Balance

What if this month’s Beginning Balance has changed from last month’s bank statement ending
balance? In QuickBooks, the Beginning Balance is the sum of all cleared transactions in the account.
If a cleared transaction is modified or deleted, the Beginning Balance changes. Then, the account
cannot be reconciled until the problem is corrected.

What if it doesn’t match? Follow step 1 below if you use QuickBooks Premier or Enterprise Solutions.
Follow steps 2 through 5 if you use QuickBooks Pro.

1) Run Reconciliation Detail reports for prior months. Compare these reports to the bank
statements for those periods. Look for transactions that cleared on the statements but do not
appear on the Reconciliation Detail reports.

2) Run the Reconcile Discrepancy Report. This report shows any cleared transactions that were
modified or deleted since the last bank reconciliation.

3) As afirst step, search for any difference in the account register.
4) Run the Audit Trail Report and look for an amount that equals the difference.

5) Compare past bank statements and reconciliation reports to the bank activity in QuickBooks.
Look for any transactions that are missing or have changed in QuickBooks.

Locate Discrepancies

Account  Checking - Lastreconciled on 03/31/2015
Beginning balance is $107,174.12

Click Discrepancy Report to view changes made to
previously cleared transactions since this account was

last reconciled. Discrepancy RBDOITR

Click F'rgwous Reports t_o_\-'lt_ewtransactlons that were Previous Reports
cleared in a past reconciliation.
Other tips for resolving discrepancies

When you are done resolving previous reconciliation issues, click Restart Reconciliation to
continue reconciling this account.

If you would like to unclear all the cleared transactions for the last reconciliation period,
click Undo Last Reconciliation.

Undo Last Reconciliation Restart Reconciliation Cancel
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Review Previous Reconciliation Report
QuickBooks Premier and Enterprise Solutions let you print past reconciliation reports. QuickBooks
Pro only lets you print a copy of the last report.

J@ Review Previous Reconciliation Report
1) Click the Reconcile icon on the Home page.
2) Click the Account drop-down list and select the appropriate bank account.
3) Click the Locate Discrepancies button.
4) Click the Previous Reports button.

5) Select the Statement Ending Date and make other appropriate choices in the
Select Previous Reconciliation Report window.

6) Click Display.

Buildem, Inc.
TeRE Reconciliation Detail
Checking, Perlod Ending 02/28/2015
T'sl'p@ Date Num Name cir Amount Balance
106, 992 U4

Begmning Balance
Cleared Transactions
Checks and Payments - 1 item

Check 212812015 1003 Edgar Leasing x (2,818.82) (2,818.82)
Total Checks and Payments (2,818.82) (2,818.82)
Deposits and Credits - 1 item

Deposit 212812015 X 10,000 00 10,000 00
Total Deposits and Credits 10.000.00 10,000.00

Total Cleared Transactions 718118 TAB1.18

Cleaed Ralancs T.1A1 1R 114 17412

Register Balance as of 02/28/2015 T,181.18 114,174.12

Run Reconcile Discrepancy Report

Run a Reconcile Discrepancy Report to identify why the beginning balance has changed since the
last statement. This report lists all previously reconciled transactions that were changed since the
last statement date. Use this report to identify changed amounts and changes in cleared status.

This report does not show deleted transactions. If you suspect a deleted transaction, identify it by
comparing a previous reconciliation report to the bank register.

“ﬁﬁj Run Reconcile Discrepancy Report
1) Select Banking:Reconcile from the menu.
2) Click the Account drop-down list and select the appropriate bank account.
3) Click the Locate Discrepancies button.
4) Click the Discrepancy Report button.

Previous Reconciliation Discrepancy Report

Customize Report T I Memorize Print Email v Excel « Hide Header Refresh
Dates Al ~ From B To =]
Buildem, Inc.
P : e s =
D404115 Previous Reconciliation Discrepancy Reportk
Checking
Type & Date + Entered/Last Medified = Num = Hame + Reconciled Amount «+ Type of Change - Effect of Change =
Statement Date: 033172010 A
F Check 03312015 04012015 11.39.31 10 SmittiTrillen Produ... (3,000.00)  Amuount
otal 0373172010
Statement Date: 03/34/2046
Total 01/2015 0.00
(FO00.00) ¥
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Chanqi

ng Cleared Status

The primary cause of beginning balance changes is when you change or delete a cleared transaction.
This includes changing the cleared status of a transaction. If this occurs, change the cleared status in
the account register.

‘/@ Change Cleared Status

1) Click the Chart of Accounts icon on the Home page.
2) Double-click on the appropriate bank account.
3) Click once on the transaction with the incorrect cleared status (look at the
column labeled with a check mark).
4) Click in the check mark column for the transaction until the appropriate
cleared status appears.
5) Click the Record button.
Checking -0 x
& Goto.. | S Print... | [Zr Edit Transaction Ej QuickReport Download Bank Statement
DATE BER PAYEE PAYMENT o DEPOSIT BALANCE
0312012015 v 3.267.09 17,186.62 |
DEP -split- Deposit
03/31/2015 1250 v 1717412
CHK Bank Service Char Senvice Charge
Br31/2015Q:: IR SmithTritton Product Development ~ | 10,000.00 ¢ 107,174.12 .l
CHK Professional... = -
Spiis EMDING BALANCE 1 03,1 361 2
1-Line
Sotby  Date, Type, NumberRef ~ IR | Restore

Manually change cleared transactions to fix errors only. Use the Reconcile window in

QuickBooks to clear transactions.
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Fix Bill Payment Errors

A common mistake is paying bills using the Write Checks feature. This leaves the original bill unpaid
and doubles the expense. There are two ways to handle this:

(1) Delete Original Bill

Find the original bill and delete the transaction.

D Delete Bill Paid by Check
1) Select Reports:Vendors & Payables:Unpaid Bills Detail from the menu.
2) Double-click on the bill to delete.
3) Select Edit:Delete Bill from the menu.
4) Click OK.

(2) Delete Original Check and Pay the Bill

Find the check and delete the transaction. Pay the bill using Pay Bills and make sure the reconciled
status and the check number of the new check matches that of the deleted check.

= Pay Bills -0Ox
SELECI BILLS |U BE FRIU
Show hills ) Due on or before
® Show all bills Filter By Al vendors v
SortBY Due Date -
¥ : DATE DUE WVENDOR REF. NC DISC. DATE A UE DISC. USE EDITS USED T.TOR
[T 03M5/2015 Spendalot 0039 14,000.00 0.00 0.00 0.00 i
I 0442015 oo, Inc 343 NAHA2MA 18748 7H nnn 000 0non
T 04M14/2015 Jodo, Inc. J4v 032572015 2,999.90 0.00 0.00 0.00
o e onrwmons ||| ___seww| 0w ____ow| ___seww]
Totals AR RR2 AR non 0non 325000 .
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor I ew Plumhing Terms Met 3N MNumber of Credits n
Bill Ref. No. 4R68 Sugg. Discount nnn Total Credits Available nnn
Go to Bill Set Discount Set Credits
FAYMEMI
Date Method N Account
040112015 & Check To be printed Checking -
Ending Balance N3 136 12
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Check Detail Report

Bill payments on reports and in registers usually do not show what expenses were paid. To see
what expenses were paid with a bill payment, run the Check Detail report.

Bill Payment in Checking Register

= Checking - 0O x

& Goto.. | & Print... | [Er Edit Transaction E} QuickReport Download Bank Staterment
ATE BER AWEE A MENT v DEPOSIT BALANCE
ovz212018 2 Electric, Inc. 124.89) v 86,470.11 =
CHK Utilities:Electricity |
0142912015 1000 Walnut, Inc. 749975 « 78,970.36
BILLPMT Accounts Payable *eg—384
0143142015 1250 » 78,957.86
CHK Bank Service Char Senice Charge e
Splits ENDING BALANCE 1 03,1 36.1 2
1-Line
Sortby  Date, Type, Mumber/Ref = Record Restore
‘/@ Review a Check Detail Report
1) Select Reports:Banking:Check Detail from the menu.
= Check Detail -Ox
Cnstomire Report Memorize | Print  Fomail v Fxcel Hide Header Refresh
Dates This Fiscal Year-to-date ~ From 01/01/2015 B To 04/01/2015 B SortBy Default -
Buildem, Inc.
gai011s Check Detail
January 1 through April 1, 2015
Type « Num < Date & Name + Hem « Account + Paid Amount « Original Amount +
A
Bill Pmt -Check 1000 01i29/215  Walnut, Inc. (Reg-3... Checking (7,499.75)
il AD205  01/12/2015 CedarD...  Raw Materials Inve... (7,499.75) 7,489.75 |
TOTAL k 4 5) 745975
v
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1099s/1096

Printing 1099s is a seven step process. You perform most of these steps using the 1099 Wizard.

1)
2)
3)
4)
5)
6)
7)

Turn on 1099 preference
Select Your 1099 Vendors

Verify Vendor Information

Set 1099 Account Mapping
Review 1099 Data

Confirm 1099 Entries

Print or E-file 1099s and 1096

(1) Turn on 1099 Preference

“ffj Turn on 1099 Preference

1)
2)
3)
4)

Select Edit:Preferences from the menu.
Select Tax:1099 from the list to the left.
Click the Company Preferences tab.
Select Yes next to Do you file 1099-MISC forms?.

Do you file 1099-MISC forms?

My Preferences Company Preferences

Start the 1099 and 1096 Wizard

‘/Ej Open 1099s/1096 Wizard

1)

To prepare and file your 1099-MISC/1096 forms

Select your 1099 vendors

Select vendors to recetve 1099-MISC farms

Verify vendor information
Review and edit information for selected vendors.

Map your accounts
Choose which payments to report in each box on Form 1099-MISC

Review vendor payments

Select debit, gift card and PayPal transactions to exdude from 1099-MISC forms.

Confirm 1099-MISC entries

Review the amounts to be reported on each vendor's Form 1099-MISC,
Choose a filing method

- Print 1099 and 1096 on preprinted forms to file by mail.

- E-file 10995 electronically with the IRS using the Intuit 1099 E-File

Senvice. You Can also print copies on plain paper.

&) Learm more about these options

Select Vendors:Print/E-file 1099s:1099 Wizard from the menu.
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(2) Select 1099 Vendors and Verify Information

‘/Ej Verify 1099 Vendors
1) Click Get Started in the QuickBooks 1099 Wizard window.
2) Review the vendor information and make any necessary changes.
3) Click Continue.

Verify your 1099 vendors' information o—o

Seht  Nerdy

., Vendors  Vendors
Edit eath vender's information as needed. Changes you make are saved
in QuickBoaks.
Wendor Name Taw I Company Mame st Mame ML Last Name Address* Phone
King & King P TEAR King & King 15558711
Smith & Smith 75RE00860  Smith & Smith Trevor Smith Smith & Smith 214555 1764
Spenilol 75-3838383 Spenclilot 714-555-8784
Supphy-&-L ot 7530393093 Suppia-lot Emit M Takeon Suppiy-&-d ot T14-EE5-0845

*Required if e-filing

i) Meed more information? Back Save & Close Cantinue h

(3) Map Accounts

J@ Map Vendor Payment Accounts

1) Click the drop-down arrow to the right of each account in the list and select
the appropriate 1099 box.

2) Click Continue.

Map vendor payment accounts 0-—0-0

Subect Verify My
Vendors Wendors  Accounts

Wou used these QuickBooks accounts Lo track payments Lo your 1058 vendors,
row, tell QuackBooks where the amounts paid from each account shawld appear
on Form 109%-MI5C.

Show 1099 actourts  w

ot Accounts ead for 1099 Arcmat ype by prymenis o this 1099 bee -]

Most companles map the aocounts they use Cost of Assembled Items Cost of Gouds Sold Crnit these payments from 1099 -
o pay 1099 vendors te Bax 7; Nonemphoyes Advertising Expense B 7: Monemployee Compensationy, ¥ o
Compencation oa Form 1NG-MESE. Bank Service Chargss Expense prempram— Pe—

Tell mis e el thee 1099 bees Bulkdng supples Erpense prarerre— rom 1059 -

Report all paymentss in Bax 7 Cor Rl Experee Omik these payments from 1039 T

Chming Exporsa: O st rargmaeis froen 1069 -

Conbribetiors Exporea: et thesa paymerts: from 1099 -

Deepreciation Dopense Cxperse Ornitl Ehese payments from 1084 -

Duiss ard Suabrscriptions Fxpperar il Ehsses rongrmaerts [roen 1069 -

Equ Bl Fxpperar et Ehesits iy leien 1099 -

Feceral Paryroll - Gt Ehesa g from 1099 -

Frosght & Dedvery Exporsa: et thesi: paymaerts from 1099 -

Shisw ERS 1099-MISC filing threshaids

0 reed more informationt Back Save & Close Continue
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(4) Review Vendor Payments and Confirm Entries

“ﬁ@ Review 1099 Summary
1) Review the information in the Review 1099 Summary window.
2) Click Continue.

(5) Choose a Filing Method

J@ Print 1099s/1096
1) Click Print 1099s in the 1099 Wizard window.
2) Select the date range for 1099s in the Printing 1099-MISC and 1096 Forms window.
3) Click OK.
4) Click Print 1099 in the Select 1099s to Print window.
5) Click Print in the Print 1099s window.
6) Click Print 1096 in the Select 1099s to Print window.
7) Enter appropriate information in the 1096 Information window.
8) Click OK.
9) Click Print in the Print 1096 window.

1099s/1096 Date Range

Printing 1099-MISC and 1096 Forms
Please specify a date range:

This Calendar Year b

From pimirzo1s 6@ Cancel

To 12312015 @
Help

Select 1099s to Print

Sclect 10995 to Print

Selectvendors Lo prinl 1099-MISC J 1096 forms.

J © VENDOR ALID 1D WALID ADD TOTAL Praview 1000
»  Supply-a-l ot Yag Yes 25,175 00

Print 109G

Cancel

Help
A J

Select ANl
1096 SUMMARY INFORMATION
MNumber of vendors selected: -] Selact None

Total Inr vendors selectad 23 125.00

1096 Information

1096 Information

Form 1086 surnmiarizes lhe 10995 m

Please fill in the additional information below to )
complele your Form 1096 Cancel

Contact Name Kelsey Auldndge

This is roy firal rehan
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Employee/Owner Purchases

When an owner or employee pays for goods or services using their own funds, the transaction must be
recorded to show that the services or goods were bought, and that the money is owed to the owner or
employee. Follow these steps to track employee/owner purchases.

1) Set up account to track money owed to Employee/Owner
2) Record purchase using zero-based check

3) Reimburse Employee/Owner if necessary

(1) Set Up Account to Track Money Owed to
Employee/Owner

= Add New Account

TT| AccountType  Other Current Liability -

AccountMame  Employee Purchases

Subaccount of

OPTIONAL
Description For expenses paid with own §

Account Mo,

Routing Mumber

Enter Opening Balance... Should | enter an opening balance?

Save & New Cancel

This may be an Equity type account for owner purchases. An accountant can help with
this decision.
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(2) Record Purchase Using Zero-Based Check

Write Checks - Checking

Main  Reports i A
&P s E 2@ a Create a Gopy B Print Later @ Pay Online & 0]
Find New Save Delete @BMemorize Print Anach Select Ciear "
o & File PO Spiits
BAMK ACCOUNT Checking - ENDiNG BALANCE T 262 04
zb
SATE ogi020n5 @
FANTOTHE QROER OF | pata 1 Smith - *0.00
Pete J Smith
_____ 36 Elm #1076
ADGH Dallas, TA 75241
Expenses $0.00 | liems $0.00
Office Supplies 50.00 B
Employee Purchases -50.00
v
Save & Close (TGS L o0 Clear

Reconcile this check on your next bank reconciliation.

(3) Reimburse Employee/Owner

Wirite Checks - Checking
Main  Reporis H

el
& P ’ E 2’_‘{ a Create a Copy g Print Later @ Pay Online Q)
Fine Hew  Save  Delete @Memonze Prink Altach Select Clear |+
= & rile PO Spiits
ACCOUNT  Chiecking - EnDmmEAAncE 79 25204
10
BATE nan1z015 B
FAVTOTHE DROFROR - pete J Smith - £ 5000
Filly A1 DQF100° =% %% %= # %% = # 2 %8 & 444 4 e s dmsaabs st amns s nan At annaaanee DOLLARS

Pele 1 Smilh
36 Elm #1076
AUURESS  Dallag, TX 76241

Pay back for office supplies

Expensac $50.00  Items $0.00

|Ernp|oycc Purchases 50.00 =

R
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Prepaid Expenses

You should track prepaid expenses as an asset when paid, and use a journal entry to expense the
cost in the appropriate month. Use the following steps to record a prepaid expense. You could
memorize this journal entry to automatically record the monthly expense for the rest of the
fiscal year.

1) Create a prepaid expense asset account
2) Record prepaid expense

3) Create journal entry for monthly expense

(1) Create a Prepaid Expense Asset Account

= Add New Account -0 =

"' Accounl Trpe Other Cumrent Asset =

Avcount Name  Prepaid Insurance
subaccount o

OPTIONAL
Descripion

Acvount Mo,

Fnter Opening Ralance. .. Lhould | ente

@ save & New Cancel
(2) Record Prepaid Expense

Write Checks - Checking

Main Reports Fi
& P & E 2:"\& Create a Copy é Hnnt Later [@J Hay Unlina m @<
Find New Save Delete ciulmn wire Prink Altach Select  Cnter Clear *

= = File PU  Tme Spile
Chacking - FannmResiEE 79 202.04
19
T 040172015
General Camers, Inc. - T 420000

One thousand two hundred and 00/ 00" * = * s st ss s s snssnasanssnansstassstans

General Carmriers, Inc
77 Main Street
Nallas, TX 7A007

Expenses §1,200,00  llems 50.00

lF’renaid Insurance 1.200.00 General liability May 2015 to April 2015

k

Save & Cloga Sava & New Claar
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(3) Create Journal Entry for Monthly Expense

General Journal Entry

Make General Journal Entries

Main Reports oA

& P ﬁ E % Create a Copy v g @

Find New Save Delete QMemorize Reverse Print Attach
T File
pate 04/01/2015 ENTRY NO. 18
ACCOUNT DEBIT CREDIT MEMO NANME BILLABL
Insurance 100.00 Expense one month's prepaid insurance A
Prepaid Insurance 100.00 Expense one month's prepaid insurance I

Totals 100.00 100.00

Save & Close | Save & HNew | Clear

Memorize Transaction

Memorize Transaction

Mame Prepaid Insurance Adjustment

' Add to my Reminders List How Often  Monthly - Cancel
7 Do Not Remind Me Mext Date 05/31/2015 B
® Automate Transaction Entry Number Remaining 42

Days In Advance To Enter 0
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Vendor Deposits

To correctly track vendor deposits in a separate asset account, follow these steps:
1) Create a Vendor Prepayments asset account
2)
3)

Use the Vendor Prepayments account when the deposit is paid
Use the Vendor Prepayments account with a negative amount on the check/bill
when applying the deposit

(1) Add Vendor Prepayments Account

=

Edit Account =B

T AccountType  Other CurrentAsset "

X

AccountMName  vendor Prepayments
Subaccount of

OPTIONAL

Descnption  For vendor depocits

Account No.

Change Opening Balance “fou can chiange the opening balance in the
account register.

Actount is inaclive

|. Save & Close ] Cancel

(2) Pay Vendor Deposit

Write Checks - Checking

Main Reparts oA
&P a E )}3 @Urntaabow E Prinl |l m Pay Culine LL (b @
Fing New  Sawe  Delete Q'.'e'rcrl:e Print Altach Selecl  Enler Clear |+

- - Fie PO Tine Splits
Checking . 78,002.04
20
T pdmi01s M
Easl Bayshore Toul & Supply - 5.000.00

Onethousand and U0/ ) == T T T I T T T R A AT T I T T T I NI T AT ATIIATTEATNTATTTITIXRAAELT

EastHayshore Tool & Supply
&7 Hammer 5t
Wienclwille, TX 77387

453

EXpensas $1.000.00  Items $0.00

Vendor Prepayments 1,000.00 | Deposil on BIG hammer

Save & E‘Iosek Eiiiii ii Clear
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(3) Apply Vendor Prepayment

White Checks - Checking

Main  Reports oA
@ P Q E 2@ Create a Gopy g Print Later @ Pay Online GJ %
Find New Save Delele QMemorize Print Aftach Select  Enfer Clear *
- - File PO Time Spiits
BAMK ACCOUNT Checking - sLaNE 77,002.04
NO. .21
i 04/01/2015 &
PAYTOTHE CROER R Eact Bayshore Tool & Supply - : 2000.00
Two thousand and Q0/0QF *** 2+ ###ssssssssssnrsssrrrszssrrsatsrrnssssarss DOLLARS
East Bayshore Tool & Supply
87 Hammer St.
Wrenchville, TX 77887
453
Expenses $2,000.00 Items $0.00
ACCOUNT AMOUNT MEMO CUSTOMER BILLAB
Tools and Machinery 3,000.00 Big Hammer =
|\fcndorPrcpaymcnts 1,000.00
v
Save & Close . Save & New | Clear
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Support Schedules

Other Balance Sheet accounts can be reconciled. This can help provide a support schedule for
accounts such as deposits, retainage, or employee advances. To create a support schedule, follow
these steps:

1) Reconcile the Balance Sheet account using the QuickBooks Reconcile feature.
Clear any amounts that are “finished” (both sides of the transaction are
complete).

2) Run a Custom Transaction Detail Report for the account. Total the report by
customer or vendor as appropriate. Filter the report to include only the Balance
Sheet account and uncleared transactions.

(1) Reconcile Balance Sheet Account

‘/Ej Reconcile Account
1) Click the Reconcile icon on the Home page.

2) Click the Account drop-down list and select the appropriate balance sheet
account.

3) Enter the date of the schedule as the Statement Date.

4) Enter the Ending Balance.
This should be the same as the Beginning Balance.

5) Click Continue.

6) Click the items that have “cleared” the account (check both sides of each cleared
item).

7) Click the Reconcile Now button.

8) Select the type of reconciliation report and click Print.

Reconcile Window

= Reconcile - Vendor Prepayments - 0O x
For period: 03/31/2015 Hide transactions after the statements end date
Checks and Payments Dicposits and Other Credits
o : DATE & CHE # PAYEE AMOUNT J i DATE &« CHIC # EMC TYFE T
¥ |0312612015 Buildings, Inc. 2,000.00 + 10310112015 CHK 2,000.00
¥ |0312812015 Otto Mekanix 1,300.00 03/05/2015 CHK 5,000.00
¥ |033112015 General Carri... 1,212.00 + 0310812015 CHK 1,300.00
+ 10311312015 CHK 1,212.00
03/25/2015 CHK 3,000.00

¥ Highlight Marked Mark All Unmark All Go To Columns to Display...
Beginning Balance 0.00 Modify Semnice Charge 0.00
ltems you have marked cleared - Interest Earned 0.00
4 Deposits and Other Credits 5,512.00 Ending Balance 0.00
4 Checks and Payments 5,512.00 Cleared Balance 0.00
Difference 0.00

Leave
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Reconciliation Detail Report

= Reconciliation Detail -0 x
Customize Report Memorize | Print @ E-mail * Excel v Hide Header Refresh
Buildem, Inc.
0401115 Reconciliation Detail
Vendor Prepayments, Peried Ending 0373172015
Type % Date + Num & Name & Clr Amount % Balance &+
Beginning Balance 0.00

-
—

Cleared Transactions
Checks and Payments - 4 items

» Check 03/26/2015 15 Buikdings, Inc. ) (2,000.00) (2,000.00) 4
Check 034282015 16 Otto Mekanix l (1,300.00) (3,300.00)
Check 03312015 17 General Carriers, |... , (1,212.00) (4,512.00)
Check 0&0120:s . A East Bayshore Too... (1,000.00) (5,512.00)

Total Checks and Payments (5,512.00) (5,512.00)
Deposits and Credits - 4 items

Check 03/01/2015 10 Buildings, Inc. » 2,000.00 2,000.00

Check 0308205 12 Otto Mekanix v 1,300.00 3,300.00

Check 0332015 13 General Carriers, |... vl 1,212.00 4512.00

Check 04/01/2015 20 East Bayshore Too... 1,000.00 5,512.00

Total Deposits and Credits 5,512.00 5,512.00

Total Cleared Transactions 0.00 0.00

Cleared Balance 0.00 0.00

(2) Prepare Support Schedule

J@ Review Support Schedule for Account

1) Select Reports:Custom Reports:Transaction Detail from the menu.
2) Click the Total by drop-down list and select customer or vendor (as appropriate).
3) Click the Dates drop-down list and select All.
4) Click the Filters tab.
5) Click Account in the list of filters to the left.
6) Click the Account drop-down list and select the appropriate account.
7) Click Cleared in the list of filters to the left.
8) Select No to the right.
9) Click the Header/Footer tab.

10) Rename the Report Title as appropriate.

11) Click OK.
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Modify Custom Transaction Detail Report

Modify Report action Detail Report

Display Filters Header/Footer Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES

FILTER Cleared

FILTER SET TO
TransactionType “ O Either Account endor Prepayments
Aging 1 & Mo Cleared o
Billing Status ’%’es
Class
Cleared

v

Remove Selected Filter
CLEARED FILTER

Choose whether or not you want to include cleared
transactions (that have been reconciled against your bank or
credit card statement).

Tell me more...

Revert

Vendor Prepayments Support Schedule

Custom Transaction Detail Report

Customize Report  Share Template | Memorize Print  E-majl ¥ Excel ¥  Hide Header Refresh
Dales  All v From B To B Total By Vendor > SonBy Defaull v
Buildem, Inc.
f4io15 Custom Transaction Detail Report
Accrual Basis All Transactions
L4 Iype L Liate 4+ Num_ Hame L4 Memao L4 ﬂ ° Amount o Balance L
dnda, Ine
3 Check DUOS2ME M Jole, Inc. 23048 5 000.00 5,000.00 4
Total Jolo, ke £,000.00 £,000.00
Locka, Inc.
Check 0IESZOIE 14 Locks, Ing- 434370 3,000.00 3,000.00
Total Locks, Inc. 2,000.00 3,000.00
TOTAL 5.000.00 8, nm.oo:
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Vendor Refunds

Method 1-Credit Already Entered in QuickBooks

If a credit has already been entered in QuickBooks, use the Make Deposits window to deposit
the refund. Enter the vendor’s name in the Received From field and Accounts Payable in the
From Account field. Next, apply the vendor credit against this deposit in the Pay Bills window.

1) Deposit vendor check

2) Apply credit to refund

(1) Deposit Vendor Check

= Make Deposits -0 x
& Previous # Next [E Save &) Print - | BX payments [E] History | Attach
DepositTo  Checking - Date 04/01/2015 B4 Memo Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Smith & Smith Accounts Payable Refund Check 898 Check 1,000.00 i

Deposit Subtotal 1,000.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total 1,000.00

swescov \ (ECCICTR e

(2) Apply Credit to Refund

J@ Apply Credit to Refund from Vendor
1) Click the Pay Bills icon on the Home page.
2) Click the deposit amount which is listed among the bills.
3) Click the Set Credits button.
4) Select the appropriate credits and amounts to apply in the Discount and
Credits window.
5) Click Done.
6) Enter remaining information in the Pay Bills window.
7) Click Pay Selected Bills.

111



Advanced Purchase Transactions-Chapter 8

= Pay Bills
SELECI BILLS 10 BE FAIL

) Due on or befare
Show hills

I~ 02302045 FortWorth Homes-\f 308

@ Show all bills Filter By  all vendors -
SortBy pue Date -
& : DATEDUE ! VENDOR REF. NO.  DISC DATE | AMT DUE DISC. USED CRED
T 03M5/2015 Spendalot 0039 14,000.00 0.00
0,000 00 0 nn

-0 %
USED AMIT. TO PAY
0.00 0.00 i
non nonn

) Assign check number

Ending Balance

| Pay Selected Bills |

I U4U4R2015 Jodo, Inc. 343 U3Nsr2ns 18,/48./5 u.up .oy nuu
hd
Totals RANAT AR non 4,000 00 nnn
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Smith & Smith Terms MNumber of Credits n
Bill Ref. MNo. Sugg. Discount nnn Total Credits Available nnn
Go to Bill Set Discount Set Credits kj
FAYMEMI
Date Method Account
@ To be printed
040112015 & Check = o beprinteg Checking =

FR.NN? N4

Cancel

Method 2-Credit Not Entered in QuickBooks

If a credit has not been entered in QuickBooks, enter the deposit using the original expense account

as the From Account.

Make Deposits

Attach

@ Previous % Medt [ Save ) Print v| &2 Payments History |

Deposit o Checking = Uate 0401/2015 B Memo Deposit

OUNT MEMO CHK MO PMT METH

Freight & Delivery Refund for bad senvice

R

Deposit Subtotal

To get cash back from this depoesit, enter the amount below. Indicate the account
where you wantthis money fo go, such as your Petty Cash account

Cash back goes to Cash back memoa Cash back amount

Deposit Total

Save & Close |

Click Mayments to select customer payments that you have received. List any other amounts to deposit below.

Save & New

1,000.00 i

1.000.00

1.000.00

Clear
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Trading A/R & A/P Account Balances

Do you have a balance in accounts payable (money you owe) that you would like to offset against a
balance in accounts receivable (money owed to you)? Examples of this include:

e You have a customer who is also a vendor.

e Youreceive a 3 party check (customer, vendor, and you), which you endorse and
forward to the vendor. You must show that the customer has paid you AND you have
paid your vendor.

e You accept something in trade. First, you enter a bill for what you received. Then
you offset that with the money the customer owes you.

In these and other similar situations, use the following steps.
1) Set up clearing/trade bank account
2) Offset the receivable

3) Offset the payable

(1) Set Up “Clearing/Trade” Bank Account

‘/Ej Set Up “Clearing/Trade” Bank Account
1) Click the Chart of Accounts icon on the Home page.
2) Click the Account button.
3) Select New from the menu.
4) Select Bank as the Type.
5) Click Continue.
6) Enter Clearing/Trade as the Account Name.
7) Click Save & Close.
o] Add New Account =

'n' Account Type Hank -

Account M3me  Clearing/Trade
Subaccount of

OPTIONAL
Dezcription

BankAcct MNo.

Routing Mumber

Cnter Opening Dalance... sShould i enter an opening balance?

Remind me to order checks when | reach check number

-\J Order checks | can print from QuickDooks Learn more

S!veal:lu.-.t: Save & New Cancel
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(2) Offset the Receivable

‘/@ Offset the Receivable
1) Click the Receive Payments icon on the Home page.

2) Click the Received From drop-down list and select the appropriate customer or job.

3) Enter the amount to clear against the payable as the Amount.
4) Click on the individual invoices to offset against the payable.

5) Click the Deposit to drop-down list and select Clearing/Trade.
6) Enter remaining information in the Receive Payments window.
7) Click Save & Close.

Rereive Payments

Main Repaorts MFayments H
= : =3 =
s B X & 0 3 = o
Find New Delete Hnnt Aftach Look up Un-Apply Discounts And _
T File Customer/invoice Payment Credits S EEI ERTL
Processing
RECEIVED FROM  FuilWoilh Hurnes ¥  CUSTOMER BALANGE 33.000.00
MOUNT 10,000.00 DATE 040172015 B
TMETHCD  Discover v DEFCSITTS  ClearingfTrade -
J i DATE IUMEBER DRIG. AMT. AMT. DUE PAYMENT
v (UZE2R2005 6 25 832.M1 2583211 w,p00.00
03/28/2015 13 716729 7,167.29 0.00
v
Totals 33,000.00 33,000.00 10,000.00
UNDERPAYMENT AMOUNTS FOR SELECTED INVOICES
$15,832.71.
SR EIEsED o 25.832.71
P - 10.000.00
o 0.00
VIEW CUSTOMER CONTACT INFORMATION
2 Frocess Discover payment when saving Save & Ulose Save & New | Clear
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(3) Offset the Payable

J@ Offset the Payable

1) Click the Pay Bills icon on the Home page.

2) Click the Payment Method drop-down list and select Check.

3) Click the Payment Account drop-down list and select Clearing/Trade.
4) Click on the individual bills to offset against the receivable.

5) Enter the amount to offset as the Amt. To Pay.

6) Enter remaining information in the Pay Bills window.

7) Click Pay Selected Bills.

Pay Rills

SELECT BILLE TO BE PAID

3 Due on or before
Show bills

& Show all bills

Filter By  allvendors

SortBY Due Date

@ : DATEDUE | VENDOR

[~ 0315/2015 Spendalot 0039

w 031302015 |Fort Worth Homes-V -

243 0315/2015
343v 03/25/2015

04042015 JoJo, Inc.
[~ 04M4/2015 Jodo, Inc.

Totals

Clear Seleclions

ISCOUNT & CHEDIT INFORMAITION FOR HIGHLIGHIED BILL
Vendor Fort Worth Homcs ¥ Terms
Bill Ref. Mo. 398 Sugg. Discount

Go to Gill Set Discount
PAYMENT
Date Method
04/01/2015 [H Check

14.000.00

0.00 0. ou -
oo mw
18,748.75 0.00 0.00
2,999.90 0.00 0.00 0.00
v
65,082.65 0.00 0.00 10,000.00
Hct 30 Mumber of Credits o
0.00 Total Credits Available 000
Set Credits
_ ) Account
- # To be printed Clearing/Trade

™ Assign check number

X,

Cancel

Ending Balance

Pay Selected bills
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Void a Prior Period Check-Simple

Void prior period checks using the built-in void feature if the check only used Expense type accounts
(simple check).

Void a Simple Check

‘/Ej Void a Simple Check
1) Display the appropriate check.
2) Click the Delete button and select Void.
3) Click Save & Close.
4) Click Yes in the QuickBooks window.

5) Click Yes (Recommended) to have QuickBooks make the appropriate
journal entries.

Simple Check

Wiite Checks - Checking

Man  Reparts x o
& W ﬁ E C"L B create a copy = [Peind Later UﬂJ S E\‘: G @
Find Mew Save Deiele @BMemorze Print Atsch Pay Onine  Selecl Enler | Clear | *
. ¥ Fie PO Time Spks
Checking - h T7,002.04
L]
03137014 @
Electric, Inc - 0.00

Flecirc, inc
7838 Conguctor B
Irdng, TX 73348

WOID:

Expenses kso.oo Mems 50,00

Ulilities Electricity 0.00

Save & Close iigii'ii i Ruvert

Automatically Entered Journal Entry

Make General Journal Entnes

Main Reports oA
"1 o9 o I "
e« B H X Boeercn ¢ U]
Fid Mew Save Deiele @memare Reverse Print Attach
= Fie
04012015 = 18R
Checking 87,89 Reverse of GJE 18 ~ For CHIK G volded on 040172015 Elecing, Inc

Utilities Electricity 8789

k

—

Tatals arag a7 ag
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Void a Prior Period Check-Alternate

Void checks using this method if the check used Items and/or included Asset or Liability accounts
(non simple check).

Voiding a check in QuickBooks deletes the financial statement impact of the original check. This
changes the financial statements for the original accounting period. To avoid this, follow these steps:

1) Find the original check and run the Transaction Journal report. Note the Date,
Debit and Credit amounts, and the Accounts in the entry.

2) Make a journal entry that reverses (does the opposite of) the original check. Date
the journal entry in the current period.
3)

Clear the original check and journal entry the next time you reconcile the bank
account.

‘/@ Run Transaction Journal Report

1) Display the appropriate check.
2) Press Ctrl+Y on your keyboard.

Transaction Journal

Customize Report Memorize Print E-mail  Excel ~ Hide Header Refresh
Dates &l = From B To B gortBy Default -
Buildem, Inc.
D4i01/15 Transaction Jou rnalk
All Transactions
Trans £ « Type w Date « Hum Hame w Memo w Account « Class « Debit w Credit -
> 79 Check 0302014 & Edgar Leasing Checking 1,700.00 4
Fedgar I easing Materials 1,700
1,700.00 1,700.00
TOTAL 1,700.00 1,700.00

‘/@ Reversal Journal Entry

1) Select Company:Make General Journal Entries from the menu.

2) Enter appropriate information in the Make General Journal Entries window.
3) Click Save & Close.

Main Hepors

Make General Journal Entries =
~

‘ * a E 2:§ EJ Create a Copy @ é [@J
Find New Save Delele ﬁ Memorize Hevarse Fnnt Attach
- File

041012015 [ 0 19R
Checking 1,700.00 Tovoid check #5 (313114)
Materials 1,700.00 Tovoid check #5 (3r3114)

4 N

Totals 1,700.00 1,700.00

save & Close k[ save & New Clear
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Cash Flow Projector

Use the cash flow projector to predict your cash flow for the next six weeks. QuickBooks walks
you step-by-step through the process. When complete, you can view a report that shows available

cash.

‘/Ej Use the Cash Flow Projector
1) Select Company:Planning & Budgeting:Cash Flow Projector from the menu.
2) Enter appropriate information in the windows displayed by QuickBooks.
3) Click Finish Projection in the last Cash Flow Projector window.

Project Cash Receipts

1 Cash Flow Projector -0 x
o Cash How. do1?
Receipts_
Choose a method for projecting your cash receipisyand add any additional cash Enter and edit cash receipts

receipts. You can also manually adjust your sales receipts summaries.
Understand when to adjust

ITEMIZED CASH RECEIPTS my cash receipt summaries

Choose a projection method || want to project cash receipts manually -

04/02/2015 Fort Worth Homes 45,000

04/15/2015 Smith Hardware 25,000
04/26/2015 Orlando Homes 20,000

CASH RECEIPTS SUMMARY

45,000 0 25,000 0 20,000 0 0

ADJUSTHENT | o | of | o | of | o | of | q
45,000 0 25000 0 20,000 0 0

Preview Projection | Cloze | Help |

Prewvioug |
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Project Business Expenses

*

Cash Flow Projector -0 x
o Business || _ Accounts Howdol?
Expenses ¥ Payable Enter memaorized
transactions as expenses
Choose an existing accouqt of type an expense description am_j enter any Decide whether to use
non-accounts payable business expenses. You can enter detailed expenses or a detailed vs. summarized
summary of multiple expenses in a single row. SEeTEe e ==
business expenses
BUSINESS EXPENSES
EXPENSE DATE FREQUENC AMOUNT
Payroll Expenses 04/11/2015 Semi-Monthly 4500
Rent:Office Rent 04/30/2015 Monthly 2,500
Loan Payable 04/22/2015 Monthly 5,000
BUSINESS EXPENSES SUMMARY
CURRENT WEEK 445115 411215 4119115 4126115 5/3i15 510015
0 4 500 0 5,000 7,000 0 4,500
ADJUSTHENT | o | of | o | of | o | of | q
0 4,500 0 5,000 7,000 0 4500
Prewvioug | Preview Projection | Cloze | Help |
Cash Flow Projection Report
Buildem, Inc.
Weekly Cash Flow Projection
April 02 through May 16, 2015
A
Current Week 41515 412115 4119115 4126115 .
Cash:
Beginning Cash 83,250 95,541 91,041 109,791 103,706
Cash Receipts 45,000 ] 25,000 ] 20,000
Adjustments o 1] o 1] o
Total Cash 128,290 95,541 116,041 109,791 123,706
Business Expenses:
Payroll Expenses o 4,500 o 1] 4500
Rent:Office Rent ] 1] ] 1] 2,500
Loan Payable o o o 5,000 o
Adjustments o 1] o 1] o
Total Business Expenses o 4,500 o 5,000 7,000
Cash Available for Disbursement 128,290 91,041 116,041 104,781 116,706
Accounts Payable:
Spendalot 14,000 o 0 o 0
Jodo, Inc. 18,749 o 3,000 1,085 0
s EErS -~ - . - - hd
4 N
Help
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Review

To ensure proper processing of transactions and accurate reporting, enter transactions in the order
presented on the Home page.

=
VENDORS
(o L -
& = &
Purchase Receive Enler Bills Manage
Orders Arpainsl Sales
Ienvenibory Tax
= % .
tems & QuickDooks
Cnier Dills May Gilla Services Financing
CUS T OMERS b 3
Q’J |— Web and Calendar
Mobile Apps
Sales = Creats Sales
Orders sant Fecelpts

Credit Cards

w0 2 &

Fslimates Create Receive Recard Reconcile
Invoices Payments Deposits
& @ = &3 =
Statement Finance Statemnents Refunds . .
& Credits et
caister

Charges Charges

EMPLOYEES * —
@J T I& mi‘.d q 8;:' i a;r FanTf:fPl‘.:r

Pay Frocess  HR Essentials Checks  Card Charges
and Insurance

Payrall Enter Fay
Center lime Employeos Liabilities Payroll
Forms

Employee Center

Center. Mary B Auldridge

53 Hew Employee... @ Wanage Employec Information * (=) [ri G Enter Time ¥ Excel * [ Word v

o MM Fmployee Information 0 ¢ ...

Active Fmployess A >
i = Mary D Auldridge lain Phone 214 515 0577
Fhons 214-515-0580

3

saress  Mary B Auldridge A
i 100 EastColling

Man B AIaoge L Dallas, TX 75248 ok HO0-564-2668

Pete | 3mith Main Email M3ry@ dem.com

Theimal Crabtree Map | Lircchons =
i - L

Transactions To Do's Motes Sent Fmail
Al Trangactions = | DATC TS Calendar Year T 010172013 - 1273172013
-
Paycheck 041312043 Checking 1,500 85
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—

EZ Method

N

Custom Method

Payroll Items

QuickBooks uses Payroll Items for anything that affects the amount on a payroll check and for
company expenses related to payroll. After turning on QuickBooks Payroll, you can add payroll

items as needed.

In QuickBooks, you add payroll items in 2 ways:

1) EZ Method-Uses the Payroll Setup Interview to create new payroll items. This
method allows you to quickly set up common payroll items. After you add the
item, you must edit the item to supply/edit information.

2) Custom Method-Use for less common payroll items and for additional state and
other taxes.

Payroll Iltem Types

Item Type

Compensation

Description

Hourly or salary wage, commission,
or bonus paid to employee

Example

Straight Time, Salary,
Sales Commission, Bonus

Insurance
Benefits

Taxable and pre-taxable Insurance
benefits

Health Insurance, Sec 125
Insurance, Dental Insurance

Retirement
Benefits

Employee benefits related to
retirement

401(K) Plans, Simple IRA

Paid Time Off

Vacation and sick time

Vacation Salary, Vacation Hourly,
Sick Hourly

Other
Additions

Other common additions to a
paycheck

Mileage Reimbursement, Employee
Advance

Other
Deductions

Other common deductions from a
paycheck

Wage Garnishments, Union Dues

Custom

Payroll items not falling within
another type

State Income Tax, State
Unemployment Tax
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EZ Method
‘/@ Add Payroll Items (EZ Method)

1) Select Employees:Manage Payroll tems:New Payroll ltem from the menu.
2) Select EZ Setup and click Next
3) Select one of the top payroll item types and click Next.
4) Enter remaining information in the Add new payroll item windows.
5) Click Finish.
Bonus

Add Mew x

Tell us how you compensate your employees

Choose all that apply:

[ alary

[[] Hourly wage and overtime

| Bonus, award, or one-time compensation

Other compensation

[[] Commission
[ Tips
[C] Piecework Explain

Can I make changes later?
Howdo Iset up wages for special situations?

Medical Insurance

Add New x

Set up the payment schedule for vision insurance

Payee (Vendor) Texas Medical * Explain

Account # 51233
(The number the payee uses to identify you. Example: 99-39999X)

Payment frequency @) weekly, on Monday for the previous week's liabilities
@ Monthly,onthe |15 - day of the month for the previous month's lisbilities
@ Quarterly, onthe | 1 day of the month for the previous quarter's lizbilities

© annually, on January 1 for the previous year's liabilities

7y Idon't need a regular payment schedule for this item

{Previous] [ Next =
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J@ Edit Payroll ltems

1) Select Employees:Manage Payroll ltems:View/Edit Payroll ltem List from
the menu.

2) Select payroll item to edit.

3) Click the Payroll ltem button.

4) Select Edit Payroll ltem from the menu.

5) Enter remaining information in the Edit payroll item windows.
6) Click Finish.

Edit payroll item {Deduction:Vision Insurance (taxable))

Agency for employee-paid liability

Cnter name of agency to : -
which liahility is paid LEEBLEIE]
Enter the number that 51973
identifies you to agency: ekl
Liakility account
(employes-paid)

This liability account tracks deductions to be paid. You can change this

account at any time.

Payroll Lizbiliies-Medical Ins. Payable -

Back m Finish Cancel

Custom Method

‘/6 Add Payroll ltems (Custom Method)
1) Select Employees:Manage Payroll tems:New Payroll Item from the

menu.
2) Select Custom Payroll ltem Setup.
3) Click Next.
4) Select appropriate payroll item type.
5) Click Next.

6) Enter remaining information in the Add new payroll item windows.
7) Click Finish.

Add new payroll tem (FL-State Unemployment Tax)

Company tax rates for 2012

Enter the tax rate specified by your state agency, as a percentage. For example, enter three and
a quarter percent as 3.25% (not U325). Your tax rate can change atthe beginning of any

quartar.
Company rate
Year For 111 -3/31: 27%
2012
Fur 4/1- 6/30. 27%

For 711 - 9/30: 27%
Explain these rates

For1oM-1221:  27%

Back m Einish Help Cancel
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Mapping Payroll Items

QuickBooks suggests using just one liability account for payroll-related liabilities (Payroll Liabilities),
and one expense account named Payroll Expenses. However, mapping payroll items to appropriate
subaccounts provides more meaningful financial statements. For proper payroll item mapping, follow
these steps:

1) Create subaccounts of Payroll Liabilities for each type of payroll liability
2) Create subaccounts of Payroll Expenses and Taxes to track these expenses in detail

3) Map payroll items to the appropriate subaccount
This change is retroactive so adjusting history is not necessary

(1) Create Payroll Liability Subaccounts
= Edit Account =0 %

_ TI  AccountType  Other Current Liability v

AccountName  Federal Withholding
| Subaccountof Payroll Liabilities -

OPTIONAL
Description

AccountMNo.
Routing Number

You can change the opening balance inthe

Change Opening Balance...
LM g account register.

Accountis inactive Set Up Online Services... | save & Close | Cancel

(2) Create Payroll Expenses/Taxes Subaccounts
= Edit Account -0Ox

|-|I Account lype Expense -

AccountName  Hourly Wages
vkgubnccountof Payroll Expenses -~

OPTIONAL
Description

Mote

Account is inactive Save & Close Cancel
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(3) Map Payroll Items to Subaccounts

oll item (Federal Withholding)

Agency for employee-paid liability

Enter name of agency to

which ||ab||lt]( is pald Internal Revenue Semvice -
Liability account Payroll Liabilities:Federal Withholding .
(employee-paid): k

This liability account tracks federal withholding tax to be paid. You can
change this account at any time.

Back m Finish Help Cancel

Mapping Problems

Financial statements typically show problems with incorrectly mapped Payroll Items. Look for the
financial statement lines “Payroll Liabilities-Other” or “Payroll Expenses-Other”. This indicates that a
Payroll Item is mapped to a parent account instead of a subaccount.

Run the Payroll Item Listing report and review the account columns to see which payroll items are
incorrectly mapped.

‘/Ej Review Payroll Item Listing Report
1) Select Reports:List:Payroll Item Listing from the menu.

Payroll ltem Listing

Cuslommire Reporl Share Te B Mesmorize Prinl * Fanail + Freel » Hitlez Healern Refiesh Default v
Buildem, Inc.
s Payroll Iltem Listing
N Payroll kem - Type +  Amount “ Lirmit - Cxpense Account - Liability Account = Tax Tracking @

13 Salary Yearty Salary Payroll Cxpenses:Salaries Compensation
Rk Sabury ‘Yearly Salary Payrull Fxpenses Sabuies Compensation
Vacation Salary ‘Yearty Salary Payroll Fxpenses Salaries Compensation
Overtime Hourfy Wage Payroll Expenses: Hourly Wages Compensation
Sack Hourly Hate Hourfy Wage Payroll Expenses:Hourly Wages Compensation
Etraight Time Hourly Wage Payroll ExpenacaHourly Wages Compenaation
Vacation Hourly Rate Hourty Wage Payroll Cxpenses:llourty Wages Compensation
Donus Donus 000 Payroll [xpenses:Donuses Compensation
Fapsenize: Reirky Addilion oo Wisirlaneous Name:
Plarawnr Adation 10 00 Payrnl Fupenass Campenaation
A01(k) Emp, Ueducton 5U% Payroll Liabikbes:401k Payable  401(k)
Liental lneurancs Uaducten 20.00 Payroll Lisbiee:Uental ingura..  Nona
Health nsurance Deduction G500 Payroll Liabiltics Hone
Wision Insurance Deduction 15.00 Payroll Liabiities:\isien Insura...  None
Advance Camed Income Credit  Tederal Tax Payroll Liabiities Advance CIC Paym...
Fetbenal Linempioy menl Fecleral Tax 0 8% 700000 Taxes Federal Payrol Payrll | mbillie=s Federal Lnem FUTA
Fareral WERhDiding Federal Tax Payrnll | ibiities Federal Withh Frderal
Medicare Company rederal lax 1.45% Iaves:+edaral Bayrol Bayroll Labites: Medicare Fay.. Comp. Madicare
Madicars Empioyes raderal lax 1.48% Bayroll Labiktes: Medcars Fay.. Medicars
Social Securty Company Federal Tax B.2% 113,700.00 Toxes:Federal Payrol Payroll Liabilties:Social Securty  Comp. 55 Tox
Social Securty Employee Federal Tax B2% 113,700.00 Payroll Liobitics:Secial Security 55 Tax
TL - Unemployment Company State Unemoloyment... 27% 0.000.00 Taxes:Gtate Payrol Fayroll Liabikties:TL Unemgicy...  Comp. SUI
T¥ - Unenygdoyment Company Stale Unemgihyimenl TR 900000  Taxex Stale Payrall Payroll | isbiflies Texas Unenrg Comp SUI
Medicars Fmplinyee Lo Tax Qher Tax 0 9% Payrnil | Bniities Medicare Lol Tax

You can also use this report to check the tax table rates and limits QuickBooks uses for Payroll Items.
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Paycheck Issues

Order of Payroll Items

The order of Other Payroll Items on a paycheck could be important. If an Other Payroll Item performs

calculations, the calculation includes only those items appearing above it in the list. Therefore, Payroll
Items that perform calculations should be last in the list.

Review Paycheck x

Thelma | Crabtree ravFEmico O1M6R2013 B - 010412013 @

Earnings Use Direct Deposit

Straight Time 10.00| 90:00 Fort Worth SIS ANLALE 2:00

vertime 15.00 8:00 Fort Worth VACATION AVAIL 16:00
SICK ACCRUED 200
WA, ASURUEL 400

Do not accrue sickhae
TOTALS 1,020.00 90:00 hrs

Other Payroll kems Employce Summary awe are these kems calc

Dental Insurance -20.00 |Slraighl Time 20000 900.00

Piecework 10.00 10.00 Overtime 120.00 120.00

[401(K) Emp. 5.0% ] Dental Insurance -20.00 -20.00

' k | Piecework 100.00 100.00

I 401(k) Cmp. -56.00 -56.00

Company Summary How Federal Withholding -64.00 -64.00

) Social Security Cmployee -60.44 -60.44

Social Security Company G9.44 G9.44 Medicare Cmployee 16.24 16.24
Medicare Company 1624 16.24
Federal Unemployment 672 672
TX - Unemployment Comp... 30.24 3024

CheckAmount: 09432
Cancel Help Lock Net Pay * Unlock Met Pay Enter nevCalculate gross
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Tracking Benefits/Taxes to Classes/Jobs

QuickBooks lets you track wages, payroll taxes, and benefits by class and/or customer:job. To do
this, several options must be set:

1) Class tracking must be turned on
2) The proper payroll preferences must be set

3) The Payroll Item needs to be set up to track expenses by job

(1) Turn Class Tracking On
“®  Turn On/Off Classes

1) Select Edit:Preferences from the menu.

2) Click the Accounting icon in the list to the left.
3) Click the Company Preferences tab.

4) Check the box next to Use class tracking.

5) Click OK.

(2) Set Payroll Preferences

‘/6 Set Payroll Preferences
1) Select Edit:Preferences from the menu.
2) Click the Payroll & Employees icon in the list to the left.
3) Click the Company Preferences tab.

4) Check the box next to Job Costing, Class and Item tracking for paycheck
expenses.

5) Click OK.

(3) Set Up Payroll Item

Addition and Company Contribution payroll items must be set up to Track Expenses By Job.

Edit payroll item (Addition:Piecework)

Name used in paychecks and payroll reports

Enter name for addition:

Piecework

For example, if you are creating an addition for an employee loan, you may
want to call it"Employee Loan'.

o track expenses by customer and job, by class, and by senvice item, select the checkbox.
For mare information, click Help.

Payroll item is inactive
To hide this item on the Payroll ltemn list, select the checkbox.

Next Help Cancel
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Job Cost for Salaried Employee

What if you need job costing for a salaried employee? This is confusing because the employee is not
paid based on the number of hours worked. QuickBooks handles this by automatically allocating the
salary based on the number of hours worked on each job. To job cost a salaried employee, do the

following:

1) In the Payroll and Compensation Info section of the Edit Employee window,
select Use time data to create paychecks

2) Use the Weekly Timesheet or Time/Enter Single Activity windows to enter time for
the salaried employee

3) Process the paycheck in the normal fashion

Job Cost on Paycheck

Review Payc

Pete J Smith arremion 01M6/2013 B - 0112013 B
Eamings Use Direct Deposit
[salary 22006| 500 |Cecils Lawn & Garden | Atlanta Ok Install 8 sexmvas 1:40
Salary 22096| 500 |Cecil's Lawn & Garden  |Atlanta Lock Install l VACATION AAIL 14:00
Salary 35352  8:00 |Dallas Hardware and T... |Atlanta OakInstall 1:40
Salary 309.34 T7:00 (Cecil's Lawn & Garden  |Aflanta Garage Install 200
k v Do not acerue sickivae
TOTALS 1,450.32 33%0 hrs
Other Payroll tems Employee Summary How are these items calculated?
Dental Insurance -20.00 |Salary 22096 1,456.32|"
Salary 220.96 1,450.32
Salary 353.53 1,450.32
Salary 309.34 1,450.32
Salary 353.53 1,450.32
Company Summary How are these tems calculastea?  Dental Insurance -20.00 -20.00
TEM i 10 Federal Withholding -106.00 -106.00
Social Security Company 9042 90.42|° Social Security Cmployee 9042 -90.42
Medicare Company 2115 2115 Medicare Cmployee -21.15 -21.15
Federal Unemployment 875 8.70
TX - Unemployment Comp... 39.37 39.37
CheckAmount: 1,140.75
“ Cancel Help ) Lock NetPay @ Unlock Met Pay Enter nevCalculate gross

130



Mastering QuickBooks Level 2

Void Paycheck

What happens if a paycheck is lost or damaged? The paycheck should be voided in QuickBooks.
However, the new paycheck must be recreated from scratch.

J@ Void Paycheck
1) Select Employees:Edit/Void Paychecks from the menu.
2) Enter the appropriate date range and sort order in the Edit/Void Paychecks window.
3) Select the appropriate paycheck.
4) Click the Void button.
5) Click Done.

Edit/Void Paychecks

Important!  Avoid costly mistakes. Voiding paychecks cannot be undone. The only commeon reasen to void a pavcheckis if vou

created it by accident. Other situations should be handled differently. Tall me how to handle other situations
Show paychecks dates from  U1312013 B through U3312013 @& SortBy CheckMNo. -
01/31/2013 1002 Mary B Auldiidye 1,500.95
N1R31/2013 1003 Pate.| Smith 114075
0113172013 1004 Thelma | Crabiree 861.97

A This pavcheck is dated in a previous quarter. Voiding it will reduce the pavroll taxes vou owe. [f vou've already filed tax forms reflecting
those taxes, vou should file amended taxforms.

The only common reason to void an issued paycheck iz that you created it in error and the employee did not earn the wages onthe

Anele A aneee e swamenle in Hhe s aanidenball senetad o donliante mesekeel

Cdit \.’oidk lielp Done

Void/Reprint Paycheck-A Faster Method

To save time, you can void and reprint a paycheck without recreating the paycheck. There are
several ways to do this. This is the suggested method:

1) Reprint the original check with the next available check #
2) Void a new check using the old check #

(1) Reprint Original Check

‘/Ej Reprint Original Paycheck
1) Display the appropriate paycheck in the Paycheck window.

2) Click Print.
3) Enter the next available paycheck number in the Print Paycheck window.
4) Click OK.

5) Select the Check Style in the Print Checks window.
6) Click Print.

7) Click OK in the Print Checks - Confirmation window.
8) Click Save & Close.
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Main Reponts Y
s B % = Print Later i " [ & e o
A I
Find Save Delele Print Afach Baich Recider
= = File Transactions | Remindes | Over
R Checks
sarec accounT | Cheeking - EMDING BALANCE 80,921.06
1002

CATE Q1312013 M

0 THe oxDer oF | Mary B Auldridge - 5 150085
One thousand five hundred and G600 * **# 5o sassasssssnanssnassanssssnsess poine
ADDRESS  Mary B Auldridge
100 East Collins

Dallas, TA 75248

* WHAT'S NEW

PAYCHFCH SUMMARY

208233 PAY PERIOD 0IATIZ013 - O1EN2013
0o OURS WORKLD oo

48738

-95.00

Payeheck Datajl..

| save & Close | Revert

(2) Void New Check

Void Original Check Number
1) Click the Write Checks icon on the Home page.
2) Enter the employee’s name as the Pay to the Order of.
3) Select Edit:Void Check from the menu.
4) Enter the original paycheck number as the No.
5) Enter remaining information in the Write Checks window.
6) Click Save & Close.

Main Reports = oA
PR s E % Creale a Gopy 5 Prnt Later iﬂ E& [ @ Q @ LE‘ o
Find New Save Delele @hmemonze Piint Pay Owline Adiach Select Clear  Recalculate Batch Reorder

- - File PO Splits Transactions | Reminger Ovder
Chacks

RANg ACCOUNT | Checking - soima paance 80,921,086

T
CATE DAB12013 B
TOTHE ORDER CF | Mary B Auldridge - 3 000

Mary B Auldndge
100 East Collins
Dallas, TX 75248

Expenses £0.00  ltems

viidad [.]ner.kﬂ 0.00 l l

5

savedcose [ Clear

QuickBooks requires an account on voided checks. Create and use an Asset
account called Voided Checks. This creates a register of all voided checks.
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Track Employee Loans

Employee loans can be a tricky area in QuickBooks payroll. This example assumes that the loan
is not taxable. An effective way to handle this follows.

(1) Set Up Employee Loans Account

‘/Ej Set Up Employee Loans Account

1)
2)
3)
4)
5)
6)
7)

Click the Chart of Accounts icon on the Home page.
Click the Account button.
Select New from the menu.
Click the Other Account Types drop-down list and select Other Current Asset.
Click Continue.
Enter Employee Loans as the Account Name.
Click Save & Close.
Edit Account =0Ox

!'|' Account Type Other CurrentAsset k

AccountMame  Employes Loans
Subaccount of

OPTIOMAL
Description

Account Mo.

Enter Opening Balance..

Account is inaclive | Save & Close Cancel

(2) Write Check to Employee

If the loan is paid on a paycheck, add an Addition payroll item. This item should not be taxable.
If the loan is paid on a regular check, use the Employee Loans account.

‘/Ej Write Check to Employee

1)
2)
3)
4)
5)

Click the Write Checks icon on the Home page.

Click the Pay to the Order of drop-down list and select the employee name.
Click the Account drop-down list and select Employee Loans.

Enter remaining information in the Write Checks window.

Click Save & Close.
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Wihite Checks - Checking

Main Repons oA
o § |
€ 8 B X Boweow g e g @ B @ & % O
Find New Save Delste a},r_em:m:e Print Pay Online Allsch Selec Clear  Recalculate Balch Rearder =
- = File PO Spiits Transacions | Reminder Vel
Checks
BANK ACCOUNT  Checking - enomseaance  80,921.06
1006
018172013 |
Mary B Auldridge - ' 100000
ONE NOUSING BN OOMO0 * %% % #4448 8 a8 uausssansasssssaussiasunnnnusnn
Mary B Auldridge
100 East Colling

Dallas, TX 75248

Fxpenaes $1.000.00 Hems 50.00

Employee Loans  ~ 1,000 00 | - - .

Save & Close * Save & New | Clear

(3) Add Employee Loan Repayment Payroll Item

If the loan is repaid via paychecks, add a Deduction payroll item. This item should not be taxable.

‘/6 Add Employee Loan Repayment Payroll ltem
1) Select Lists:Payroll Item List from the menu.
2) Click the Payroll Item button.
3) Select New from the menu.
4) Select Custom Payroll Item Setup.
5) Click Next.
6) Select Deduction as the Payroll item type.

7) Click Next.

8) Enter a name for the new payroll item.

9) Click Next.
10) Select the Employee Loans asset account as the Liability account.
11) Make additional selections in remaining windows.
12) Click Finish.

Add new payroll ilem (Deduclion Employee Loan Repayment)

Agency for employee-paid liability

Enter name of agency to
which liability iz paid:

: Enter the number that
Inteniifles you tn Aagency

Liability account

(employee paid):
Thig iabiity account fracks deductions to be paid. You can change thig
account at any time.

Employee | nans k
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(4) Edit Employee Setup

Add the relevant information to the employee setup for the repayment of the loan.

J@ Edit Employee Setup to Include Employee Loan Repayment

1) Click the Employees icon.
2) Select the employee in the list to edit.
3) Click the Edit Employee button.
4) Click the Change tabs drop-down list and select Payroll and Compensation Info.
5) Add the Employee Loan Repayment payroll item, amount, and limit below Additions,
Deductions and Company Contributions.
6) Enter appropriate information in the Edit Employee window.
7) Click OK.
= Edit Employec -0 x
1 Fos Mary B Auldndge
(HEELLE) “zckeous Semi-Monthly Reguiar Direct Deposil e
e Sick/Vacation...
Additional |nfo T
Payroll lnfo
EARNING S ADDITHOMS, DEDUCTION S AMD COMPANY CUN TRIBUTION S
Emgloyment Info FRI MARIE 2 E EM HAE
Salary 4% 000 oo * Health Insurance -85 0O -
SR Employea Loan Hepayment 0000 -1,000.00
Use time data to create paychecks Cmployee is covered by a qualified pension plan
Employee Is Inactive “ Lancel Help

Balances/Limits

You can determine an employee’s loan balance by running a QuickReport from the Employee
Loans account register.

‘/@ Determine Employee’s Loan Balance

1)
2)
3)
4)

Click the Chart of Accounts icon on the Home page.
Double-click on the Employee Loans account.

Click on any entry for the selected employee.

Click the QuickReport button.

You must decide how to treat the Employee Loan Repayment limit. Make this decision when
setting up the Payroll Item deduction. You can click the This is an annual limit box to tell
QuickBooks this is an Annual Limit. If you DO click the box, the amount paid toward the limit is
reset to zero at the beginning of each year. That means you have to edit the employee record
each year, and change the employee limit to reflect their unpaid balance.

If you do NOT click the box, QuickBooks continues deducting the repayments until the limit is

reached.

What if an employee receives a second loan during the same year? One approach is to create
separate payroll items for the repayment of each loan. A more efficient approach is to change the
Limit to the sum of the first and second loan.
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Company & Employee Expenses

What if a payroll liability payment includes amounts deducted from paychecks plus amounts not
deducted from paychecks? Consider an insurance plan in which an employee’s premium is paid
by the company. However, the cost for dependents is paid by the employee through payroll
deductions. There are two ways to handle this situation.

1) Add the company-paid portion to the payroll liability check

2) Link the payroll deduction item to an expense account. Then, record the
employee and the company-paid portions on a regular bill or check.

Method 1-Pay as a Liability Check

‘/Ej Pay Payroll Liabilities and Taxes

1) Click the Pay Liabilities icon on the Home page.
2) Select Create Custom Payments at the bottom of the window.
3) Enter appropriate dates in the Select Date Range For Liabilities window.
4) Click OK.
5) Click on the individual payroll items to pay.
6) Click the button indicating you will review the liability check.
7) Enter remaining information in the Pay Liabilities window.
8) Click the Create button.
9) Enter company-paid expenses on the Expenses tab in the Liability Check window.
10) Click the Recalculate button.
11) Click Save & Close.
12) Click Yes to confirm the change.
Liability Check - Checking
Main  Repeorls noa
Ghecking - HDING B € 79,881.06
01-’;11.'-2013 ]
Denkal Insurers, Ing. = £ 240.00

Whitey Teeth
938 Claan Raad
Lewismlle, TX 73883
MR @ 0E2:

REG-3399
Expumnses §$160.00  Payioll Liabilities F80.00

Insurance Dental Insurance 160.00 |

S

o . |
Save B Close Revert
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Method 2-Pay with Bill/Check

This method records the deduction on the paycheck as a credit to an expense account. Then, the bill or
check includes the full amount of the payment as an expense. Therefore, the resulting net expense will
equal the gross expense less the employee-paid payroll deductions.

J@ Pay Liability with Bill or Check

N =

) Click the Payroll ltem button.

) Select Lists:Payroll Item List from the menu.

3) Select New from the menu.

4) Select Custom Payroll ltem Setup.

5) Click Next.

6) Select Deduction as the Payroll item type.

7) Click Next.

8) Enter an appropriate name for the deduction.

9) Click Next.
10) Enter an appropriate expense account as the Liability account.
11) Enter remaining information in the Add new payroll item windows.
12) Click Finish.

Payroll Item Linked to Expense

Edit payroll tem (Deduction:Dental Insurance)

Agency for employee-palid llability

—
[
i ’/ Fnl r I
g THET MAME O Agency o Dental Ins : Ine.
{)‘5\?‘ which liabliy ls paid: 0 DSueRNS, c
och
5 Entartne number that
Ol& idenliies you Lo agency.
¢
LiaDibly account Insurance:Dental Insurance

(amployae-paig):

account at any time.

This liahility account tracks deductions tn be paid Yoo can change this

R

Back cancel
G Ender Bills -Oox
Main Reparts HnoA
o 5 =
¢* B B XQoweoew S § B O B @ @&
Find Hew  Save  Delete ) Memorire Prird AMach  Selett  Enler Ciear  Rscaleulate Pay
= = File PO Tame Splits Bal
= Ba ™ Cregit o Dll Recaived
EN0OR  Dental INsurers, Inc. - iz |
rrmess  Crental Insurers, Inc Lt
Whiley Teeth Ll
938 Clean Road g R
Lewisville, TX. 75883
01312013 @
Ducenre. =
Expenses $24000 Mems S0.00
InzuranceDental Insurance 240.00
e —
Save & Cloae Save & New Clear
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‘/Ej Print W-2s and W-3

) Click the Process Payroll Forms icon on the Home page.

) Select Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal from the list.
) Click File Form.

) Make the appropriate selections in the Select Payroll Form window.

) Click OK.

) Select the employee forms to review.

) Click Review/Edit.

N OO o b ON =

8) Click the Next button until the interview is complete.

9) Click the Check for errors button.
10) After all errors are corrected, click Print forms to print W-2 and W-3 forms.
11) Click Print.
12) Click Close Window.

13) Click Save & Close.
Process W-2s

Select Employees for Form W-2/W-3
Emplupees vailh bast names & thiough Z (3 of 3 enpluyess) Help

Employes SSM Reviawed? Printed?
of | Budridps. Mary R 449-73-4444 M MNn
J] Crabtree, Thelma | 355269544 Ma No
/| Smith, Ptz ) 123 456729 Mo Ho

Unmark Al ﬂeview![dit* Prt/Cfie... | [ Cancel

Employee W-2

Payoll Tax Foarn

1 Intercw L Fom W 3 Fom W3 4. Probng Irestuchon:
A
Employees with last names 2 through z ]
Tax FormforEIN: 75-1234567 3 of 3 employees selected
Step 2: Form W-2 Worksheet 2012
Displaying: AULDRIDGE, MARY B Employes 1 of 3
Eroplovers Namets g< Shown on Forme Frederal ID Number
I!{ET_SET AULDRIDGE DBAR BUILDEM, INC I T5-1234567
a Employee'= 33N ... ... 445-25-4444 T Wagss, lips, olher 2 Federal invomes
b Employer®s 1D numbser ... 75-1234567 cormnpersation Lax withhield
© Employer’s name, address, and ZIP code 3,200.00 &12 .00
RELSEY AULDRIDGE DBA BUILDEM, INC 3 Sucial securily wages 4 Social securily Lax withheld
BUILDEM, INC. 3,200.00 134.40
123 LBJ FREEWAY, #100 5 Medicare wages and lips 6 Medicare tax withheld
3,200.00 46.40
DALLAS Slale TX 7 Sucial seeurity lps 8 Allucated tips
75248
d Cuntrol numbsar 9 10 Dupendent care bunefits
11 Nonqualified plans 12 Box 12 instrs. 5
Views datads b tix foor Select Emplopess. . d Prewious | [ Mewt 33 k]
| Save and Close | | SaveasPDM... | | Pt for You Necords... | | Check foe [IN:N-l | Submit Form... |
! Butoraticall cieate an archive when | efile o print
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Manually Adjust W-2s & W-3

J@ Adjust & Print W-2s and W-3

—_

) Click the Process Payroll Forms icon on the Home page.

) Select Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal from the list.
) Make the appropriate selections in the Select Payroll Form window.

) Click OK.

) Click on individual employees to select for W-2 purposes.

)

)

)

o O A WN

Click the Review/Edit button to review the forms.
Click Next twice to get to Step 2: Form W-2 Worksheet.

To enter information in empty fields, click on the field.
To edit existing information, right-click on the amount and select Override from the
menu.

o N

9) Enter appropriate information in the Payroll Tax Form windows.
10) Click Next until all forms are reviewed.
11) Click Print forms to print the appropriate form.
12) Click Close Window after printing all forms.
13) Click Save & Close.

Employee W-2

Payroll Tax Form

1. Interview 2. Foimn -2 2 Comm -3 4 Printing Instuctions

A
through 2 u

Employees with last names 2

Tax Form for EIN: 75-12345&7

3 of

3 employees selected

Step 2: Form W-2 Worksheet

Displaying: CEABTREE, THELMA T

Employaa 2

2012

Employer's Mame(s) as Shown on Forms

Federal ID Numhear

KELSEY AULDRIDGE DBA BUILDEM, INC 75-1234567
a Employee's 33N | 355-26-8544 1 Wages, lips. ulher 2 Federal income
b Employer's ID number ... 75-1234567 compensation tax withheld
© Employer's name, address, and 7IP code 1,064.00 a6 . 00

FELOEY AULDRIDGE DDA DUILDEM, INC 3 CSocial zzcurity wages 4 Social security tax withheld

BUILDEM, INC. 1,120.00 47 .04

123 LBJ FREEWAY, #100 5 Medicare waues and lips 6 Medicare tax withheld

1,120.00 16.24

DALLAS State TX | 7 Social security tips 8 Allocated tips

75248
d Control number 9 10 Dependent care bensfits

11 Mongualified plans 12 Box 12 instrs.

€ Employee's name 200.00 k a D 56.00

First THELMA M I Suffix 13 cSlalutory employee O b

Last CHAHTHERE Retiremant plan L e

Third-party sick pay ™ L] d__ =

Nevr chobads about thes form .SC|CL:lEIIIJkJIH:I:S...| | s Previows | | Hest 727 |
|Savcand Cloacl Sawve oz PDF... Prink for *rour Records... |Chock for Emrors | Subenik Foarn... |

¥ Aulumalicaly cede an achive when | edile o pirt
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Workers Compensation

The QuickBooks Enhanced Payroll service includes a Workers Compensation Setup wizard
that walks you through the process of setting up workers compensation. If you have not started
using QuickBooks workers compensation, you should use the wizard.

Set Up Workers Compensation

‘/@ Set Up Workers Compensation
1) Select Employees:Workers Compensation:Set Up Workers Comp from the menu.
2) Click Yes to turn on the Workers Compensation feature (if prompted).
3) Enter appropriate information in the Workers Compensation Setup windows.
4) Click Finish when complete.

Workers Compensation Setup-Start

Workers Compensation Setup ®

Welcome to the Workers Compensation Setup Wizard

You will need the following informaton to complate e setup:

*  The name of your workers compensation insurance camis

*  Your policy number (optional)

+  Your JoD clascmcaton codes and rates

*  Your experience madificalion Gaclor (F applicable) Whals his?

Ityou don't hava this information available, contact your workers compensation INSUrance camer and
reguest this information before continuing.

Canlstart using this fea n the middle of my Insurance cover

Click Nexl lo conlinue

—__

Workers Compensation Setup-Finish

Workers Compensation Setup x

Completing the Workers Compensation Setup Wizard

You have successfully completed the Workers Compensation Sctup wizard.

Selup information

Experience Modification Factor: 95.0%, cffective as of 01/01/2007
Workers Gormp payroll ilerm. Wirkers Compensalion
Overtime Premium: Excluded from Workers Comp calculation

>

Employee default job codes:
9742 - Mary B Auldndge
5553 - Pete J Smith
5645 - Thelma | Crabtree

~ Display the workers compensation ovendew when | click Finish

To dose the wizard, click Finish.
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Workers Compensation Preferences

‘/@ Workers Compensation Preferences
1) Select Edit:Preferences from the menu.
2) Click the Payroll & Employees icon in the list to the left.
3) Click the Company Preferences tab.
4) Click the Workers Compensation button below Set preferences for.
5) Make appropriate selections in the Workers Comp Preferences window.
6) Click OK.
7) Click OK in the Preferences window.

Preferences

Preferences x
B Accounmg A My Preferences Company Preferences “

q Bills Olllfr.m!i PAYROIL I FFATURFS SFT PREFFRFNCFS FOR Cancel

ﬁ Calendar C ] Pay Stub & Voucher Printing vad

B2 cChecung ) Mo payroll =
Workers Compensalion

S8 Desitop view L k—| Default

Fiance Chinrge < Online Payrull Sick and Vacation

19 General Also See:

z' Integrated Appications General

& s & nvenlory Enaple ViewlyPaychack

L’J( Juls & Eslimales Copy eamings details from previous paycheck Tax1009

[ﬁ Mulliphs Currenuies + Recall guantity fisld on paychecks + Recall hour fisld on paychecks

a Payments Job Costing and em tracking for paychack eypenses

(Y FReminders

Changing the employee name display preferences will cause all Quickbooks
|I| Reports & Graphs windows to close. Please finish paying your employees before you do this.

m Sales & Customers DI SPLAY EMPLOYEE LIST BY:

ﬁﬁ Sales Tax @ First Name © LastName Employes Defaulls...
p Search Mark new employees as sales reps

a Send Forma Display employee social security numbers in headers on reports
Q Service Connection

a Speling

Workers Comp Preferences

Workers Comp Preferences

+ Track Workers Comp

+ Display message to assign codes. Cancel

< Exclude overtime premium from Workers Comp calculation.
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Set Up Workers Compensation Codes

J@ Set Up Workers Comp Codes
1) Select List:Workers Comp List from the menu.
2) Click the Workers Comp Code button.
3) Select New from the menu.
4) Enter appropriate information in the New Workers Compensation Code window.

5) Click OK.

Workers Comp Code List

Workers Comp Code List

Experience Modification Factor Start Date

MAME DESCRIPTION RATE EFFECTIVE DATE
5645 Carpentry 10.81 01/01/2007
8742 Salesperson-Outside 1.22 01/01/2007
8810 Clerical 1.00 01/01/2007
Exempt 0.00 09/21/2005

| Waorkers CompCodeg| Experience Modification ¥ Reports v

New Workers Compensation Code

New Waorkers Compensation Code

Code 5646 Code is inactive m

Description Light Carpentry E—
Rate a.00

Enter rate per $100.00 of gross wages. Noxl

Example: enter 2.10 for two-dollars-ten-cents.

Start using rate on 01/31/2013 B
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Use Workers Compensation Codes

‘/@ Use Workers Comp Codes

1)

Start paying employees in the normal fashion.

2) To enter or change Workers Compensation Codes, click the employee’s
name in the Review and Create Paychecks window.

3) Enter workers comp codes in the WC Code column.

4) Enter remaining information in the Review Or Change Paycheck window.

5) Click OK.

6) Click the Create Paychecks button.

7) Click Close.

Review and Create Paychecks

e Paychecks

PAYROLL IMFORMATION

CHEDULE: Semi-Monthly Regular

PAYCHFCH OPTIONS

® Pring paychecks from QuickBaoks

Open Paycheck Dulail...

) Roview & Create

First Check Mumber

[Paychecks
He | gy my employees?
Checking !
& 18,503.36
' Assign check numbers 1o handwriflen chacks Exglain Printing Oplions

Printing Preferances

Grogs Pa Taxes Dieduction MetPay  Employer Tace: Contribations Total Howrs Direct Dey
| z.uuu.uul -uiu.uul 0.00 | 1,540.00 | 165.00 | u.1u| | A
| 1.453.33| -29?.57| -20.00 | 1,140.76 | 159.69 | 2d1‘|4| |
| 102000 -138.03 | -20.00| 86197 | 11169 | 100,65 98:00|
| [ | ] | | | |
| | | | | | | | v
447833 895 60 4000 3154273 43638 366497 800
= Back Finish Later

Enter WC Codes

Pete J Smith 0162013 @ - 01312013 ®
Eamings Use Direct Deposit
01 bAL % :
[Satary 145823 3] 14b
14:00
1:40
200
Do not acaue sickvac
S 1,458.33 00 hrs
Cither Payroll kems Employee Summary ow are tese Rems cakoulabed?
Diental Insurance -20 00 |sa|ary 1,458 33 145833
Dental insurance <2000 =20.00
Faderal Withholding -186.00 -186.00
Soclal Security Employee 60.42 80.42
Medicare Employes 2115 2115
Company Surmmary theas Bems enleulated
Sodial Security Company 90.42 90.42 |"
Medicare Company 21.15 21.15 I
Foderl Linemplayment a78 a7s
TX - Unemployment Comgp... 3937 3937
5  Checkamount 1,140.76
“ Cancel Help ) Lock Met Pay & Unlock Met Pay Enter netiCaleulate aross
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Net to Gross Calculation

Subscribers of QuickBooks Enhanced Payroll can easily create “net” bonus checks using the Net to
Gross calculation feature. You enter the net check amount and let QuickBooks calculate the correct
gross check amount.

‘/Ej Net to Gross

1) Click the Pay Employees icon on the Home page.
2) Click the Unscheduled Payroll button.
3) Click in the check mark column next to the appropriate employee’s name.
4) Click Continue.
5) Click the employee’s name in the Review and Create Paychecks window.
6) Enter the Item Name under Earnings.
7) Click the Enter net/Calculate gross box.
8) Enter the Check Amount.
9) Press Tab to see the gross amount in the Rate field.
10) Click Save & Close.
11) Click the Create Paychecks button.

Preview Paycheck

v  CheckAmount

| Save & Close Cancel

Help

Pete J Smith 121702012 B 12012012 @
Eamings Use Direct Deposit
[Bonus 124537 5553 o 1:40
ACATION AL 14:00
1:40
200
Do not accrue sickhvac
0 0.00 0:00 hrs
Other Payroll tems Employee Summary ow are these tems calculated?
Dental Insurance -20.00 Donus 1,245.37 124537
Dental Insurance -20.00 -20.00
Federal Withholding -155.00 -155.00
Social Security Employee 523 523
Medicare Cmployee -10.06 -10.06
Company Summary How are these tems calculated?
[social Security Company 7721 77.21 |4
Medicare Company 186.06 18.06 I
Federal Unemployment 74T 747
TX - Unemployment Comp... 3362 33.62

1,000.00

+ Enter netCalculate gross
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Time Reports by Billed Status

Follow these steps to see the billing status on the time reports.

‘/Ej Display Billing Status on Time Reports

1) Display the appropriate time report from the Reports menu.

2) Click the Customize Report button.

3) Click the Billed, Unbilled, and Not Billable boxes below Add subcolumns for.
4) Click OK.

Modify Report: Time by Name Window

Modify Report: Time by Name =
Display Filters HeaderFooter Fonts & Numbers
REPORT DATE RANGE
Dales This Fiscal Year-to-date = From the fiesl day of the cunent iscal vear lrough loday
Fram 01012012 B 1In 01312012 B
COLUMNS
Display columns by - Tolal only * duross he lop. Soby Delaull b
28
INsplay ime grouped oy Time by Mame by Job ¥ ASMOWdAlA  gaiin # Ascending orar =
Descending vider &5
Add subcolumns for
Previous Period Previous Year Year To Date % of Row % of Column
+ Billed
¥ Mot Dillable Catimated
Advanced... Revert
Time by Name Report With Billed Status
= Time by Name -0Ox
Customize Report Share Template Memorize | Print  E-mail * Excel « Hide Header | Collapse Refresh
Dates This Fiscal Year-to-date * From 01012012 B To 01312012 B Columns Total only -
Buildem, Inc.
stz Time by Namek
January 2012
o Billed + Unbilled = NotBillable + Jan12 =
Pete J Smith
Cecil's Lawn & Garden » 000 4 12:00 5:.00 1700
Dallas Hardware and Tools 0:00 18:00 0:00 16:00
Total Pete J Smith 0:00 28:00 » 500 4 33:00
TOTAL 0 28:00 5:00 33
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Summarize Payroll Data in Excel®

QuickBooks allows you to send payroll data to Excel in powerful preformatted Pivor Tables.

J@ Send Payroll Data to Excel
1) Select Reports:Employees & Payroll:Summarize Payroll Data in Excel from the menu.
2) Click Enable Macros in the Security Warning window (if asked).
3) Select appropriate dates in the QuickBooks Payroll Workbook window.
4) Click the Get QuickBooks Data button.

You can use the drop down arrows ™ to change which views of your data you want. Select the
worksheet tabs at the bottom of the Excel window to view the different reports. Click the Get
QuickBooks Data button to update Excel with current payroll information.

The following reports are available:

1) Employee Journal by Check
2) Employee YTD Summary
3) Employee YTD Recap
4) Hours
5) Rates & Hours Worked
6) State Wage Listing
7) Compensation & Deferred Compensation by Tax Tracking Type
8) Quarterly Employee Summary
9) 943 Worksheet
10) Federal Form 8846-Social Security & Medicare Credit Worksheet
11) Effective Rates by Item & Employee
Employee Journal

-
o) = QD_Payroll_Linkl [Compatibility Mode] - Microsoft Excel o O ]
d Home Insert Fage Layout Formulas Data Review view Add-Ins Quitkbooks W - 7 X
Al - Sx | Employee Journal by Check ¥
A B & 1] E F G H 1 I
E
i |Employee Journal by Check m
2 MameType  |Emplopes 7
3 [Paidhy [Frplnyes i
4
5 Summary Item Type * Payltem _|v
1} L i + Federal lax| + Social Security
7 SSN ¥ |Employsa ¥ |Date |7 |Num | ¥ |Poriod Stan ¥ |Poriod End | ¥
§ - 123456068 = Pete J Smith BN MERTTE] = VR VST 1.458.32 -167.00 6125
4 Pete J Smith 1otal 1.458.352 BT -b1.25
0
11 - 35535 8544] - Thelma | Crabtroo [ =weeoz] - 1004] = VR 1EN20M2 120,00 -66.00 ETAT)
12 | Tholma | Crabtros Total 1.120.00 -BE.00] -47.04
13
- 44525 444] - Mary D Auldidye [ =wawzoz] =1002] = W20 ez 3.200.00 -su_ﬁ 3440
5 [Mary D Aubdiidye Tutal 3,200.00 -612.00] -124.40
® |
I TotaliNet 5,776.32 -865.00 -242.69 =
W 4 r ¥ Employee Journak YTD Summary 1~ YTD Summary 2 - Hours Rates & Hours by Job || NN J .4
Ready E5 101/ L sseni= )z
h 4
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Budgets & Forecasts

QuickBooks makes it easy to enter your budgets and financial forecasts. QuickBooks can create
a budget based on last year’s actual numbers. QuickBooks Premier and Enterprise Solutions also
have a forecast tool. Once entered, you can compare your actual results against your budget and

forecast.

‘/Ej Set Up Budget/Forecast

1)

2)
3)
4)

5)
6)
7)
8)

Select Company:Planning & Budgeting:Set Up Budgets or
Company:Planning & Budgeting:Set Up Forecast from the menu.

Click the Create New Budget or Create New Forecast button.
Specify the year and type for the new budget/forecast.

Continue making appropriate selections in the Create New Budget or Create New
Forecast windows.

Click Finish in the last window.

Enter or modify budget/forecast amounts as appropriate for each account.
Click Save.

Click OK when the last account’s budget/forecast is entered.

Select Budget Year and Type

Creatc New Budget x

Create a New Budget

Degin by specifying the year and type for the new budget.

=
2016 =

CChonse the hudget type

* Profit and Loss (reflects all actvity for the year)

Balance Sheel (refllecls ending balance)

Cancel

Create New Budget

Create New Budget x

Choose how you want to create a budget

& Create budget from scratch.

This aphon 8IS you mAanually enter amaunts 1or gach account hat you want i
frack

Create budget from previous year's actual data.

This option automatically enters the monthly totals from last year for each
account in this budget.
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Set Up Budgets Window

gt
FY2016 - Profit & Loss by Account - Create Hew Budgel

11,000.00  11,000.00 11,000.00 |1.UUU.Mi

Bales 132,000.00 44,000.00 11,000.00 41,000.00 1100000 41,000.00 11.000.00 1100000 14,000.00
Pars 3ales

Senice Income
Freight Income
Uncategonzed Inc...
Construction Labor
¥

Matenals

Automobile Expen...
Bank Service Char...
Building Supplies

Cleaning
‘Contnbutions
Deprociaion Expe

Copy Across Adjust Row Amounts Clear

Set Up Forecast Window

Forecast
F¥2045 - Profit & Loss Forecast by Account - Create uﬂwrm’““kj

Parts Sal 360,000.00 30,000.00 3000000 30,000.00 20,000.00 3000000 30.000.00 30,000.00 3000000 3000000 20,000.00 30,000.00  30,000.00
Senvice Income 60.000.00 500000 500000 500000 500000 500000 500000 500000 500000 500000 500000 500000 5,000.00
Freight incoma 144 00000 42000 00 1200000 1200000 1200000 1200000 12006000 1200000 4200000 1200000 1200000 1200000 1200000
Uncalegorized Income

Construction Labor 360.000.00 20.000.00 2000000 3000000 2000000 2000000 30.000.00 30,000.00 20,000.00 3000000 2000000 2000000  30.000.00
Cosl of Sales 960.000.00 80.000.00 80.00000 80.000.00 &0.000.00 80.000.00 80.000.00 £0.000.00 80.000.00 80.000.00 £0.000.00 80.000.00  £0.000.00
Materials 060,000.00 £0.000.00 30.000.00 80.000.00 €0,000.00 80.000.00 80.000.00 £0,000.00 80.000.00 &80.000.00 £0.000.00 80.000.00  £0.000.00
Avertising 2,400 00 200 00 20000 20000 20000 20000 20000 200 00 20000 20000 20000 20000 20000
Automobile Expense 50000 S0.00 50.00 =0.00 50.00 50,00 0,00 S0.00 50.00 =000 50.00 50,00 S0.00
Bank Senvice Charges 300.00 25.00 2500 25.00 25.00 25.00 25.00 25.00 25.00 25.00 25.00 25.00 25.00
Building Supplies 600.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
Claaning D000 TR 00 7500 TE 00 7500 7500 TE OO TEOO0 T5.00 TEOO 7500 75000 7500
Connbautions 1.200.00 100 00 100 00 10000 10000 100 040 10000 10000 100 00 10000 10000 100 [y 10000
Depreciation Expense 3,000.00 250.00 25000 250.00 250.00 250.00 250.00 250.00 250.00 250.00 250.00 250,00 250.00
Duws and Subswiplions 296,00 2300 BI00 8200 8300 8300 83.00 3300 B30 B30 8300 8300 300

Clear Save m Cancel Help
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‘/@ Review a Budget/Forecast Overview

1) Select Reports:Budgets & Forecasts:Budget Overview or Forecast
Overview from the menu.

2) Make appropriate selections in the Budget Report or Forecast Report windows.
3) Click Finish in the last window.

Profit & Loss Budget Overview

13

Customize Report nlate Memorize | Print E-mail v Excel Hide Header | Collapse Refresh
Dates This Fiscal Year = From 01012015 B To 12312015 B Columns Month -
Buildem, Inc.
0401115 Profit & Loss Budget Overviewk
Accrual Basis January through December 2015
@ Jan 15 B Feb 15 “ Mar 156 @
Ordinary Income/Expense i
Income
Sales 27,500.00 27,500.00 27,500.00
Parts Sales 38,000.00 38,000.00 38,000.00
Service Income 4,070.00 4,070.00 4,070.00
Freight Income 1,000.00 1,000.00 1,000.00
Total Income 70,570.00 70,570.00 70,570.00
Cost of Goods Sold
Construction Labor 30,000.00 30,000.00 30,000.00
Cost of Sales 8,000.00 8,000.00 8,000.00
Materials 8,000.00 £,000.00 8,000.00
Total COGS 45,000.00 45,000.00 45,000.00
Gross Profit 24,570.00 24,570.00 24 570.00
Expense
Advertising 200.00 200,00 200,00 v
« G »
J@ Review a Profit & Loss Budget Performance Report
1) Select Reports:Budgets & Forecasts:Profit & Loss Budget Performance
from the menu.
2) Make appropriate selections in the Budget Report windows.
3) Click Finish in the last window.
= Profit & Loss Budget Performance = 0Ox
Customize Report Share Template Memorize Print  E-mail ¥ Excel Hide Header Expand Refresh
Dales LastMonth =  From 03/01/2015 B To 033172015 B Culumns  Total only -
Buildem, Inc.
0401115 Profit & Loss Budget Performancek
Accrual Basis March 2015
s Mar 15 £ Budget + Jan-Mar15 < YTDBudget < Annual Budget =
* Ordinary Income/Expense
* Income
sales » FLCER | 24 500.00 U, 16210 #2,500.00 F30,000.00
Parts Sales 11,738.65 38,000.00 66,063.14 114,000.00 456,000.00
Service Income 30,102.05 4,070.00 106,687.73 12,210.00 48,240.00
Freight Income 223 57 1,000.00 3,461.56 3,000.00 12,000.00
Total Income ANTR4 AT 70,570 00 175,855 13 211,710 0 4R 840 0N
¥ Cost of Goods Sold
Construction Labor 10,500.00 30,000.00 §3,500.00 90,000.00 350,000.00
Cost of Sales 1,450.00 8,000.00 899258 24,000.00 96,000.00
Materials 5,097.63 8,000.00 3714528 24,000.00 96,000.00
Total COGS 17.047.63 45,000.00 111,638.856 138,000.00 552,000.00
Gross Profit 43717.24 24 570.00 T43627 73,710.00 204 840.00
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Types of Reports

Reports in QuickBooks can be classified into three types.
1) Transaction Summary Report-summarizes and subtotals data
2) Transaction Detail Report-shows every transaction that makes up a subtotal
3) List Report-presents information stored on a list

To get more detail about an amount on a report, QuickBooks offers a powerful feature called
QuickZoom®.

‘/Ej QuickZoom on Reports/Graphs
1) Display the appropriate report/graph from the Reports menu.

2) Move the cursor directly over the appropriate item (cursor changes to a
magnifying glass).
3) Double-click.

Sales by Customer Summary

Customize Report Memorize | Print  E-mail * Excel Hide Header Collapse Refresh
Dates  This Month-to-date * From 04/01/2015% B To 04/012015 B Columns Total only -
Buildem, Inc.
04101i15 Sales by Customer Summary

Accrual Basis April 1, 2015

@ Apr1,15 £
Chicago Hotel Builders

Lake Michigan > 1,51 E-.B@t
Total Chicago Hotel Builders 151593
Overnight, Inc.

Dallas Motor Inn 2585770
Total Overnight, Inc. 2.5997.70

Rio Grande Homes

Jackson Residence 10,597.99
Total Rio Grande Homes 10,597.99
Smith Hardware 23.85
TOTAL 15,136.47

QuickZoom produces different results on different types of reports.

1) On Transaction Summary Reports, it produces a transaction report showing the
detail supporting the amount

2) On Transaction Detail Reports, it displays the transaction

3) On List Reports, it displays the edit window for the list entry
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Custom Reports

You can modify any of the hundreds of reports available in QuickBooks. In addition, two custom
reports are available that provide different levels of detail. These are excellent starting points for
creating new reports.

‘/Ej Open Custom Summary Report

1) Select Reports:Custom Reports:Summary from the menu.

Modify Report Window

Modity Report- Custom Summary Report

Display Eliters HeaderFooter  Fonis & Numbers
RCMORT DATC RANGE

Lates This Month-lo-date s From the frst day of the currcnt month through today
From 04012015 B Jo 040172015 @
RCMORT DASIS

* Accryal Cazh This scting determines how this report calculates iIncome and expenses.

COLUMNS
Display columns for

Display columns by Customer ype *auubﬁ Ihe lop. % Amount Suilby  Default -
Display rows by Income slalement  ** down the left. Quantity ® Ascending order EL
sonin »
Bulh Descending order 24
Add subscolurnns for
Previous Period Previous Year Year-To-Dale % vl Ruow % ol Colurmn
Advanced... Revert

Custom Summary Report

= Custom Summary Heport -0
Customize Report Share Template Memorize Print  E-mail v Cxcel v llide lleader  Collapse Refresh
pates  This Montn-to-date = From 04012015 @@ 1o 04012015 B  Golumns Customertype - Sortdy Default

Buildem, Inc.

o415 Custom Summary Reponk
Accrual Basis ﬂ.p[il 1, 214
& Commercial-Frivate - Hesdential-tulder « Hesidential-Homeowner = 1AL b4

Urdinary Income/txpense

Income
Construction Income b 1453.00 4 0.00 1,453.60
Parts Salca 305973 19.90 13,078.63
Frcight Income 0.00 3.95 E02.54
Total Income 451362 23.05 15312547

Costof Goods Sold

Malerials 817.18 413041 0.00 4547 57
Torlal COGS R17 1R 4130 41 ana 4 047 57
Grozs Profit 369647 6 45T .58 23.85 10, 187.50
Net Urdinary iIncome 350647 B 46158 2385 10,187.90
HetIncome 360647 6,167.68 2186 10,187.80
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‘/@ Open Custom Transaction Detail Report
1)

Modify Report Window

Select Reports:Custom Reports:Transaction Detail from the menu.

Modify Report: Custom Transaction Detail Report

Display Filters HeaderTootel Fopts & Numbers
REPORT DATE RANGE
Dales This Month-to-date = From the first day of the cument month through loday
From 04012015 B In 04012015 E
RCPORT DASIS
W Accrual 7 Cagh This semng determings how Mis repar calcilaes iIncomea and sYpenses
COLUMNS
/(left margin) i Total by  Total only -
Trans #
Default -
STypa Sort by
EnterediLast Modified ® Ascending order 4
soin ) 5
| ast moainea by Descending order &
JDate Put a check mark next to each column
that you wantto appearin the report.
¥ Advanced... Revert

Custom Transaction Detail Report

Customize Report Share Template Memorize Print | E-mail v Excel v Hide Header Refregh
Dates  This Month-to-date * From 04/01/2015 & To 04/01/2015 & Total By Tetal only ~ SortBy Default
Buildem, Inc.
aivnits Custom Transaction Detail Reportk
Accrual Basis Apl’il 1, 2015
& Iype & Late + Hum_ & Hame @ Memo * Account * Amount & Balance &
Apri, 16 A
2 lnvoice Q41I2ME 24 Owemight, Inc.:Dal. Dalae Motor..  Accounts Receiva... 324501 324501 4 'I

Invoice Q40172015 24 Owemight, Inc.:Dal. Dalas Motor...  Parts Saks {193.00) 3,045.21
mvuice 0470172015 24 Owemight, InG..Dal. Dallas Mulwr...  Bwvenlory {143.80) 2,901.41
nvoice D&ENs 24 Dwemignt, Inc.:Dal. Uallas Motor...  Watenals 143,60 3048540
Invnice 04025 L Nwernight, Inc: -Tial Nalaz Motor Construction Incnme (300 00) 2745
Ivoice Q40172015 24 Dwernight, Inc.:Dial. Dalas Motor...  Parte Sake (1,898.00) 74T
lvoice 0401215 24 Owemight, Inc.:Dal. Dallas Motor...  lnventory {182.31) 564.90
kvwice 040172015 24 Owernighl, Inc..Dal. Drallas Molor... WMaleriaks 182.31 TaT 21
nvoice QHI2MS 24 Cwemignt, Inc..Dal. Dalag Motor...  CONStruction Income (499.90) 24T
Invnice 042015 4 State Of Texas Nalas Motar Sales Tax Payable (247 31) non
nvoice oai2Ms 25 Smith Hardware Accounts Receiva... 25.82 %82
Invoice 040172015 25 Smith Hardware Ports Salkcs (19.90) £92
voice 040172015 25 State Of Texas Sales Tax Payable (1.97) 155
nvoice Q4M2Ms 25 Smith Hardware Freight Income (3.99) 000 5
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Modify Reports

Filters

Filters let you change what is included on the report. Filters can be applied individually or in
combination.

‘/Ej Filter Report
1) Display the appropriate report from the Reports menu.
2) Click the Customize Report button.
3) Click the Filters tab.
4) Change appropriate information in the Modify Report window.

5) Click OK.
Modify Report: Custom Transaction Detail Report
Display Filters Header/Footer Fonts & Mumbers
CHOOSE FILTER CURRENT FILTER CHOICES
Account
Account i All accounts receivable i Account All accounts receivable
Amount Include split detail? Amaunt ==2,000.00
Date = No TransactionType  |Invoice
Yes
ltem Paid Status Open

For detail accounts matching
Memao
Remove Selected Filter

ACCOUNT FILTER

Choose the types of accounts or a specific account from the
drop-down list. Indicate whether or not you want split detail
to appearin the report (Balance Sheet accounts only).

Tell me more... k

Revert

0K Cancel Help

Troubleshoot Filters
To better understand filters, or if a filter doesn’t work, try the following:

1) An explanation of the filter appears in the bottom left corner of the Modify
Report:Filters window.

2) For further explanation of a filter, choose the filter, and then click the Tell me more
button on the bottom left of the Modify Report:Filters window.

3) On Transaction Detail reports, add the desired filter as a column (on the Modify
Report:Display window). If no information appears in the column, then applying
the filter will not work.

4) Apply the same filter to a more detailed report.
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Display

The display tab allows you to change:
1) Report Date Range
2) Report Basis
3) Columns

4) Column Sort Order

J@ Modify Report Display
1) Display the appropriate report from the Reports menu.
2) Click the Customize Report button.
3) Change appropriate information in the Modify Report window.
4) Click OK.

J@ Sort Report
1) Display the appropriate report from the Reports menu.
2) Click the Customize Report button.
3) Click the Sort by drop-down list and select the appropriate sort field.
4) Click the appropriate Sort In button.
5) Click OK.

Modify Report: Custom Transaction Detail Report

Display Filters Header/Footer Fonts & Numbers

REPORT DATE RANGE

Dates Al *  All dates in your company file

From B To ]

REPORT BASIS

@ Accrual 7 Cash This setting determines how this report calculates income and expenses.
coLumns
Mame State 4 Totalby Customertype -
ame 2p ! Sortby  Amount [
#Name Contact k
|~/Name Phane # | sortin ® Ascending order 44
Name Fax & 7 Descending order &%
Mame E-Mail Put a check mark next to each column
, thatyouwantto appear in the report — Revert
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Header/Footer

The Header/Footer tab allows you to add or change:

1) Report Title

2) Date Prepared Format
3) Extra Footer Line

4) Page Layout

5) Time Prepared

6) Report Basis

‘/Ej Change Header/Footer
1) Display the appropriate report from the Reports menu.
2) Click the Customize Report button.
3) Click the Header/Footer tab.
4) Change appropriate information in the Modify Report window.
5) Click OK.

Fonts & Numbers

The Fonts & Numbers tab allows you to do the following:

1) Change font size and color for various report elements
2) Change how QuickBooks displays negative numbers
3) Divide all numbers by 1000

4) Show amounts without cents
This option is not always desirable because it removes the cents from each row and
totals without rounding. This can cause a report to not “foot” correctly.

5) Exclude zero amounts from report (on transaction summary reports only)
When the Advanced button on the Modify Report:Display window is set to display
all rows, this option displays blank spaces instead of zero amounts.

‘/Ej Change Fonts

—_

Display the appropriate report from the Reports menu.

©

Enter remaining information in the Modify Report window.
Click OK.

)
2) Click the Customize Report button.
3) Click the Fonts & Numbers tab.
4) Select the appropriate report element in the Change Font For list.
5) Click the Change Font button.
6) Enter appropriate information in the window.
7) Click OK.
8) Select whether to change all related fonts.
)
)

-
o
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Column Width & Order

‘/@ Change Column Width
1) Display the appropriate report from the Reports menu.
2) Click and drag the divider between column headings to the left or right.

‘/6 Change Column Order (Transaction Detail & List Reports Only)
1) Display the appropriate report from the Reports menu.
2) Place the cursor over the column heading you want to move. A hand appears.

3) Click and drag the column title until the red arrow is positioned where you
want the column.

4) Release the mouse button.

Customn Transaction Detail Report

Customize Report Share Template Mcmorize Print  E-mail v Excel - Hide Header Refresh
Dales Al - From B To Bl Tolal By Customer type - Soil By Amount ~ [ 23
Bulldem, Inc.
040G F
) Yl a . fa) ! [ |
Accrual Basis All Transactions
" Typc . Datc # Num ¢ HMHame Contact + Name Mhone# o Account . Amount .
Commercial-Guvernmment il
] Invnice NP5 Frad Flis HMAE55 4155 Arcnunts Rersiva 31 406 49 4
Invoice 0327/2015 12 Pat West 456 555 1823 HAccounts Recaiva... 15,727.50
Invoice 02015 10 Pat West 456-555-1020 Accounts Receiva... 244702
Invoice O¥Z2015 20 Eddie Sinclair 214-555-4747 Accounts Receltva... 3.374.69
Invoice 0HH215 18 Reggie Gibbs 245 G55 5488 Accounts Receiva... 3,173.00
Total Commercial-Covernment E7 13400
Commercial-Private
Inveice MH201E 24 Jogephine Patranella 214 SE5 8765 Accounts Receiva... 3.245.01
Total Commercial-Private 2,245.01 v
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Memorize and Manage Reports

Memorizing Reports

Memorizing a report saves the current settings for the report, but not the report data. When
memorizing a report, pay attention to the Dates memorized with the report. When using a relative date,
such as “Last Month”, the report date will change based on when you run the report. When using a
“Custom” date, the report date does not change based on when you run the report.

‘/Ej Memorize a Report

1)
2)
3)
4)
5)

Display the appropriate report from the Reports menu.
Make appropriate changes to the report.

Click the Memorize button.

Enter the report name in the Memorize Report window.
Click OK.

‘/@ Run a Memorized Report

1)

2)
3)

Select Reports:Memorized Reports:Memorized Report List from the
menu.

Select the appropriate report in the Memorized Report List window.
Click the Display button.

Report Groups

QuickBooks lets you display/print multiple reports at one time. To do so, set up a Memorized Report
Group. Once a group is added, you can click and drag memorized reports to make them part of a

group.

‘/Ej Add a Memorized Report Group

1)

2)
3)
4)
5)

Select Reports:Memorized Reports:Memorized Report List from the
menu.

Click the Memorized Report button.

Select New Group from the menu.

Enter the Name in the New Memorized Report Group window.
Click OK.

= New Memorized Report Group - 0O x

Mame: Boss'Repors
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J@ Add Memorized Report to Group

1) Select Reports:Memorized Reports:Memorized Report List from the
menu.

2) Move the cursor over the diamond to the left of the report that will become
part of the group.

3) Click and drag the report below the appropriate Group.
4) Click and drag the report to the right.

Memorized Report List

Call List for Big Invoices
< RainSales

. h?nproﬁ't

Statement of Functional Expenses (990)
Statement of Financial Position
Statement of Financial Income and Expense
Programs/Projects Report
Donors/Grants Report
Budgetvs. Actual by Program/Projects
Budgetvs. Actual by Donors/Grants
[EliggestDonorsa’Grants
« Accountant
Balance Sheet
General Ledger
Journal Entries Entered/Modified Today
ILF'roﬂt& Loss

Memorized Report Display... Print... Export...

J@ Display/Print a Memorized Report Group
1) Select Reports:Process Multiple Reports from the menu.
2) Select the reports to display/print in the Process Multiple Reports window.
3) Change the From and To dates of the report as appropriate.
4) Click Display or Print.

Process Multiple Reports

Select Memorized Reports From  Boss’' Reports -

Choose the reports to process, then press Displayor Print.

.j PORT DATE RANG oM TO
|

T
» Call List for Big Invoices Al
» Daily Sales Today 04/01/2015 | 04/01/2015
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Report Shortcuts

You can create a button on the Icon Bar for reports you access often.

J@ Add Report to Icon Bar
1) Display the report to be added to the lcon Bar from the Reports menu.
2) Select View:Add (Report Name) to Icon Bar... from the menu.
3) Enter appropriate information in the Add Window to Icon Bar window.
4) Click OK.

Add Report to Icon Bar

Add Window to Icon Bar x

& Label Boss' Calls

Description Call List for Big Inv.. Cancel

Help

ool

Report Added to Icon Bar

Buildem, Inc.
Edit View Liste Company Customers Vendors Employess Banking Repors Window Help

Home

Enter Bills Manage Chart of Inventery
5 Calendar Against Sales Accounts Activitics
Inventory Tax %
— & tems & Intuit
&l Vendors Pay Ellls Senices | nan Finaer

L @
CUSTOMERS

& Docs Wieh and Calendar
S Mobile Apps
D Create Sales

Heports
. # Accept Recelpls BAMKING

Credit Cands

Home

My Shortcuts

% Rmnd

A® Feedback @ ﬁ‘ %

Racaive Racord Reconcile
ﬁ‘_ User License: Payments Deposits

(% & &3 4

Finance Statements Refunds
Charges & Credits

L
=
m
=
m
=]

Write Check
Checks Reqister

EMPLOYEES

" 7 @
Frint Enter Credit

Tum Cn Checks Card Charges
Payroll

:rl'-l-!j.u:ll
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Report Considerations

Reports will not provide needed information unless you enter transactions with the following
considerations.

Customers & Receivables Reports

Only transactions that affect Accounts Receivable (invoices, statement charges,
customer payments, and credit memos) appear on these reports. This is not true for the
Unbilled Costs by Job, Transaction List by Customer, and List reports.

Sales Reports

Must use Invoice, Sales Receipt, Credit Memo, or Statement Charge. Other
transactions will not appear on these reports.

All invoices appear on these reports, including non-sales invoices used for deposits or
other tricky transactions.

Rep field must appear on the sales form for the Sales by Rep reports to work
correctly.

Jobs & Time

Must use Items on all job related transactions (including payroll) or detail report will
display amount as “No item”.

Item Profitability report only works when a customer is specified on the purchase
form. This is not necessary for inventory items because cost information is recorded at
the time of invoicing.

Profit & Loss by Job only displays information if the Customer:Job field was used.
Therefore the Profit & Loss by Job total will not match the Profit & Loss Standard
report.

Vendors & Payables

Only transactions that affect Accounts Payable (bills, credits, or bill payments) appear
on these reports. This is not true for the Transaction List by Vendor, Sales Tax
Liability, Sales Tax Revenue Summary, and List reports.

All invoices and sales receipts affect the Sales Tax Liability and Sales Tax Revenue
Summary reports. This includes invoices used to handle special situations.

Purchase Reports

Only transactions using items will appear on these reports.

Employees & Payroll

Only transactions using payroll items will appear on transaction based reports. List
reports are based on information you enter on lists.
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Special Fields

QuickBooks has numerous fields available to track additional information and improve report
customization. However, before using a field, confirm that the field is available and can be used on the
desired reports.

Class

Use class tracking to track divisions or profit centers of your company. Classes can be linked to
specific transactions. However, class tracking does not work for balance sheet transactions. Also,
classes cannot be linked to list entries.

‘/@ Open the Class List

1) Select Lists:Class List from the menu.

Class List

Class List [

- New Construction
+ Remodel

Class * Reporis ¥

Classes-Use

Wnite Checks - Checking

Main Reports oA
T a E i};{\: Create a Copy é Fnint Later @] Pay Unine E‘E\‘ G
Find Wew  Save  Delete @Memorize Print Allach Selecl  Fub ¥
@ v Fie B0 i
Checking = shummEsanie 38 996.76
48
= paninzo1s @
Dallas Dowrs d * 30000
THIEe NUNEd g OO0 = =4 =44 tisaasansatasinsansussssstasensannnnansssn BOLLARS
Dallas Doars
7521 DeltLine
Dallas, Texas 75008
Cr6214
Expanses $300.00 | Iltams $0.00
Building Supplies 300.00 Mew Cotsluction
EE——
sava & Close .ﬁ Ii“ Clear
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Customer Type

Use customer types to categorize your customers into meaningful groups. This is useful for tracking
customer or job related expenses and income. Mailing labels can be selected by Customer Type.

‘/6 Open the Customer Type List

1) Select Lists:Customer & Vendor Profile Lists:Customer Type List from
the menu.

Customer Type List

- Commercial
+ From advertisement

«+ Referral

« Hesidental

Customer Type v Reports v
Customer Type-Assign
= Edit Customer -0 %
custoucr vamc Baker, Chris
CURRENT BALANCE 0100 How dn | AdUST NG Curent DalAnce™”
dress Info

L) CUSTOM FIFIDS

From advertisemenl
Paymeant Settings &

Jales Tax Setlings

Additional Info

Denine Hields

Customer |5 Inactive Canced Help

Customer Type-On Report

Customer Phone List

Customize Report Share lamplate Mamonze Prnnt | Fmal v o kxesl v Hifle Headar Hetrash SortHy Customer Type v | 8
Bulldem, Inc.
ouoeS Customer Phone List k
April 1, 2015
- Customer - Main Phone a Cuetomer Type a
» Chicage Hotcl Buidera 312-556-1281 Commercial "‘I
Chicago llotel Duiders:Lake Wichigan 12-555-0621 Commercial '
Fuil Worlh Humes B17-555-0989 Commercial
Fort ¥Worth Homes Lake Worth Homes &17-555-6989 Commercial
Jupier Homes 2748-555-4158 Commercial
Jupter Homes:Fannin Hesidence 218-505-4158 Commercial
Jupiter Homes Rurcker Residence 214555 4155 Commercial
Dwemight, Inc. 2414855 1111 Commercial
Owvarnight, Inc.:Dallag Moter lnn 214-555-8BT6S Commercial
Rio Grande Homea 214-555-7777 Commereial
Rio Grande llomes:Jacksen Residence 214-555-TTT7 Commercial
Rio Grande Homes.Valey Savings Deve...  214-355-7777 Commercial
Baker, Chris B72-357-3333 From advertisement
Dalas Hardware and Tools 2148-005-4747 trom advertisement Ld
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Job Type

Job types are similar to customer types. Use job types to group your customer’s jobs into meaningful
categories. This is useful for job related expenses and income.

J@ Open the Job Type List

1) Select Lists:Customer & Vendor Profile Lists:Job Type List from the menu.

Job Type List

Job Type L

- New Construction

= Remodal

JobType * Roports «

Job Type-Assign

o Edtt Job =0 x

JOD '.:'-:|Famir5|I Room cuctoucn  Baker, Chris -

CURRENT BALANCE (.00 How dn | adjust the current halance?

Eayment Semngs

st Remodel -
Additiopal Info k
oz serus Mone -
Job Info
RT DATE B
PROJCCTCD CND DATC =]
E ATE =)

Job Is Inactive “ Zancel Help

Report Filtered By Job Type

AR Aging Summary

Customize Heport Share lemplate Memonze | Pnnt | Emal v Rxeel ¥ Hide Header | Fxpand Hefragh
Dates  Today * 04/01/2015 E interval (mays) 30 Inrough (days pastdus) 90 SortHy Default -
Bulldem, Inc.
401015 A/R Aging Summaryk

As of April 1, 2015
o Current ¢ 1-30 + 3-80 = 61-90 = >90 =« TOTAL =

b Chicago Hotel Buildere 151583 0.00 0.00 0.00 0.00 151583
b FortWorth Homes 3 0.00 41100388 2583271 0.00 0.00 35283639
b Jupiter llomes 0.00 22,770.20 0.00 0.00 0.00 277020

TOTAL 1,515.83  43,773.96 25832.71 0.00 0.00 71,122.60
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Customer Custom Field

Use custom customer fields to track additional information about customers. Custom field data entry is
manual. This can result in inconsistent data entry and inconsistent results on reports.

‘/6 Define Customer Custom Fields
1) Click the Customers icon.
2) Click the Customers & Jobs tab.
3) Click the Edit Customer button.
4) Click the Additional Info tab.
5) Click the Define Fields button.
6) Enter appropriate information in the Define Fields window.

7) Click OK.
8) Click OK.

Custom Customer Field-Define & Assign

Address Info

Payment Settings

Sales Tax Settings

Additional Info

Customer is inactive

Edit Customer

Smith

AA
312-555-0011
10115

Jim Christensen

Define Fields

Cancel Help

Custom Customer Field-On Report

Customize Report Share Template

Memorize

Customer Phone List

Print E-mail ¥ Excel v Hide Header Refresh Sort By Default -

Buildem, Inc.

oamns Customer Phone List
April 1, 2015
@ Customer Main Phone & Birthday B
» Chicago Hotel Builders 312-555-1251 10015 Q 4
Uallas Hardware and lools 214-550-4741 U0
Fort Worth llomes B17-550-0509 10/
Home & Hardware Stop €05 555 8409 10/02
| ake Mirhigan Nevelnpmeant TTRA-5R5-TART 1nMng
Myers & Assoicates 214-555-5281 10M9
Orlando Homes 456-555-1833 10726
Overnight, Inc. 214-555-1111 10M1
Smith Hardw are 214-555-1388 1017
Sun Valley Builders 245-555-5485 10/25

166



Mastering QuickBooks Level 2

Vendor Type

Use vendor types to categorize vendors into meaningful groups. Mailing labels can be selected by
vendor type.

Open the Vendor Type List
Select Lists:Customer & Vendor Profile Lists:Vendor Type List from the menu.

1)
Vendor Type List

« Administrative

+ Consultant
+ Equipment
+ Materials

¢ Subcontractors

+ Supplies
+ Tax agency
Vendor Type ¥ Reporis ~
Vendor Type-Assign
= Edit Vendor -0Ox
JENDOR MavE American Express
CURRENT BALANCE 0.00 How do | adjusl lhe cunenl balance?
Address Infa CUSTOM FIELDS
venuUH ree Adiminisbialive N
Fayment Settings k

Bales Tax 3ettings

Account 3ettings

Additional Info

Vendor is inactive

Define lNelds

Cancel Help

Vendor Type-On Report

Vendor Phone List

Customize Report Share Template Memorize = Print E-mail ¥ Excel ¥ Hide Header Refresh Sort By Default v
Buildem, Inc.
vane Vendor Phone List
April 1, 2015
& Vendor % Main Phone @ Vendor Type @
» Dallaz Doors 214-555-1212 Materials & 4
Door Knob Corporation 214-555-2451 Materiaks
Hinges Corporation 781-555-2152 Materiake
Locks, Inc. 512-555-8575 Materials
Sella Doors, Inc. 214-555-8462 Materials
Skding Doors, Inc. 214-555-8751 Materiake
Supply-A-Lot, inc. 214-555-9845 Materiais
Wall, . 488-355-0024 Maleriuks
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Vendor Custom Field

Use custom vendor fields to track additional information about vendors. Custom field data entry is
manual. This can result in inconsistent data entry and inconsistent results on reports.

‘/6 Define Vendor Custom Fields
1) Click the Vendors icon.
2) Click the Vendors tab.
3) Click the Edit Vendor button.
4) Click the Additional Info tab.
5) Click the Define Fields button.
6) Enter appropriate information in the Define Fields window.
7) Click OK.
8) Click OK.

Custom Vendor Field-Define & Assign

&= Edit Vendor -0Ox
or nave Dave's Landscaping
CURRENT BALANCE 0.00 How du | adjusl the cunrenl balance?
Address Info CUSTOM FIELDS
venUUH e Subconlidclons -
Payment Settings T =
ABILITY CERT. EXPIRES  4f2016
Sales Tax Settings
ACCLITS CRODNT CARD: Yes
Account Seftings k

Additional Info

Define Mields

Vendor is inactive @ Cancel Help

Custom Vendor Field-On Report

Vendor Fhone List

Customize Report Shara Template Memaorize  Print | F-mail v Fxcal v Hide Header Refresh Snrt Ry Default -

Buildem, Inc.

puote Vendor Phone List*
April 1, 2015
@ Vendor @ Main Phone & | iahility Cert. Fxpires £
» Drave’s Lands capiy 972-233-1388 42015 4
Mekanix, Otto 214-291-2500 42015
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ltem Custom Field

Use custom item fields to track additional information about items and services. Custom field data
entry is manual. This can result in inconsistent data entry and inconsistent results on reports.

J@ Define Item Custom Fields
1) Click the ltems & Services icon on the Home page.
2) Click the Item button and select Edit Iltem from the menu.
3) Click the Custom Fields button.
4) Click the Define Fields button.
5) Enter appropriate information in the Define Custom Fields for ltems window.
6) Click OK.
7) Click OK in the Custom Fields window.
8) Click OK in the Edit ltem window.

Custom Fields in Enterprise Solutions

QuickBooks Enterprise Solutions offers advanced custom fields capabilities. You can format fields for
specific types of data such as numbers, dates, phone numbers, or multiple choice lists.

Set up Custom Fields for Names

Use for: Required on:
Label Cust Vend Empl What kind of data? Trans List
Senice Person u Users multi-choice list... o 4 |‘l Cancel
Credit Rating v Any text
Pager# v Any text Help
Birthday v Any text
A4
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Work with Microsoft® Excel®

QuickBooks lets you create custom reports in Excel without having to re-enter the data. This feature
requires Excel 2000, 2002, 2003, 2007, or 2010.

‘/Ej Export a Report to Excel
1) Display the appropriate report from the Reports menu.
2) Click the Excel button.
3) From the menu, select whether to send the report to a new or existing

spreadsheet.
4) Click the Advanced button to modify the transfer options.
5) Click OK.

6) Click Export.
7) QuickBooks automatically runs Excel and displays the report.

Export Report-Update Report
QuickBooks makes it easy to update report data in Excel if the QuickBooks data changes after export.
The first time you do this, your QuickBooks Company File must be open.

J@ Update Report in Excel
1) Save the report in Excel.
2) Click the QuickBooks tab and select Update Report.
3) Click Browse to select the location of your company file (if necessary).
4) Click the drop-down arrows to change the date range for the report (if necessary).
5) Click Update.

Update Report @

Choose company file

| :\My Docs\E drive’\2013QBOX\BOX Files'currentMQB Buildem D2CHO6. gbw Browse

Flease select the date range for which you would like to update this report
From af 1/2015 ~* To 4/30/2015 -

Note: QuickBooks must dose Excel to update the report. When the update is complete,
QuickBooks restarts Excel for you. If your company file is big, this may take a few minutes.

Updatei | Cancel
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Export Report-Best Practices

If you make changes to your exported report, Excel only keeps certain changes:

1) Renamed report titles

2) Font formatting in row and column headers

3) Resized columns

4) Renamed column and row headers

5) Inserted rows and columns with information entered

6) Formulas (the updated report must contain the row associated with the formula)

7) Inserted text
Any of the following changes you make to your exported report will have to be updated manually
when the report is updated:

1) Font formatting in non-header cells

2) Formatting other than changes to Font

3) Moved data cells

4) Renamed date columns

5) Inserted rows or columns that are left empty

6) Sorted columns
If you entered a formula in your Excel report and you receive an error when you update the report,
you have two choices:

1) Close the workbook without saving to retain the report before the update.

2) Save the report on Sheetlto keep the updated report without the formula.

Updated Report-Formula Error

.t C BookS - Microsoft Excel - x
o D lﬂ oo icrosoft Excel =

~ Home Insert Page Layout Formulas Data Review View Acrobat  QuickBooks 'Q) - g X
| H20 - ( fe | =G20*3

A|B|C D E F G H | 1 K

10 Freight Income 22357

11 Total Income 90,813.52

12 Cost of Goods Sold

13 Construction Labor 10,500.00

14 Cost of Sales 1,450.00

15 Materials 11,947.55

16 Total COGS 23,897.55

17 Gross Profit 65,915.97

18 Expense

19 Legal Fees 600.00

20 Advertising 3,625.00

21 Automobile Expense

22 Fuel Expense 64.95

23 Car Repairs 427.50

24 Total Automobile Expense 492 45

Ho4 b K Alert | Sheetl_Log -~ Sheetl Original .~ Shed W0 w |

Ready |5 O | 2003 (=) [y ()
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Auto Filter-Audit Trail

W IAE F G H I J K L M N
1 Lastmodified by = | State|=| Date ~|  Name || Memo |+ Accoum | <] Split = | Debit | Credit «|
4| setatez
il setztoa
sart by Color » 02/28/2016 Walnut, Inc. Accounts Payable  lventory 748075
& Walnut, Ine. Matural Cedar Door  Inventory Ascounts Payabla 749975
! 02282007 Walnut, Inz. Accounts Payable  Imventory 7,499.75
Test Eilters ' Walnut, Inc. Matural Gedar Door  bvenlory Accounts Payable T.499.75
B (Select All)
02/28/2010 Walnut. Inc. Accounts Payable  Iventory T7450.75
Walnut, Inc. Matural Cedar Door  Inventary Accounts Payable 7,499 75
= Linknawen user
L (Blanks) 02/28/2004 Walnut, Inc. Accounts Payable  Inventery 7,499.75
Walnut, Ine. Matural Cedar Door  venlory Accounls Payable TA499.75
[ oxp || cancel — — —
k - 12312014 King & King Advertising Budget  Accoumts Payable  Advertising 3,250.00
—TE King & King Adverlising Accounls Payable 3.250.00
19
ﬂ wavid {Adrmin) Priue 123172015 King & King Advertising Budget  Accounts Payable  Adverlising 3,250.00
A King & King Advertizing Arcounts Payable 3,250.00
22
23 david Prior 03152007 King & King  Advertising Budget  Accounts Payable  Advertising 3,250.00
M4 » 0] sheet1 3 A S
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Using Excel® to Graph

QuickBooks graphs are limited to those available from the Reports menu. However, Excel
allows you to graph numeric data from any report.

J@ Graph Data in Excel

1)
2)
3)

4)
5)
6)
7)
8)

Display the appropriate report from the Reports menu.
Click the Export button.

From the menu select whether to send the report to a new or existing
spreadsheet.

Click the Export button.

QuickBooks automatically runs Excel and displays the report.
In Excel highlight the data you want to graph.

Click the Insert tab in Excel.

Select a graph type from the Charts group.

40,000.00 7
55,000.00 -
30,000.00

2500000 +
2000000 +
1500000
10,000.00 +
5,000 00 17

o0 1 I
lan15 Feli15 War 15 Apr 1,15
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Combine Reports in Excel®

QuickBooks Enterprise Solutions lets you combine financial statements from multiple company
files. You do this in a few easy steps.

There are seven reports that you can combine from different company files: Balance Sheet
Standard, Balance Sheet Summary, Profit & Loss Standard, Statement of Cash Flows, Trial
Balance, Profit & Loss by Class, and Sales by Customer Summary.

‘/Ej Combine Reports from Multiple Companies
1) Select Reports:Combine Reports from Multiple Companies from the menu.

2) Click Add Files to combine financial statements for additional company files.

3) Click Open.

4) Repeat steps 2 and 3 until all appropriate company files are included.

5) Select appropriate reports to combine below Select reports for combining.

6) Enter remaining information in the Combine Reports from Multiple Companies
window.

7) Click the Combine Reports in Excel button.

8) QuickBooks Enterprise Solutions automatically runs Excel and displays the

combined report.

Add Company Files

= Add Company Files
Look in: Comparty Files - {; T = E
»
- Mame
e @Builderrl(urul.qbw

Recent Places

_| DuildemConst.gbw, TLG
@j | lammerConst.qbw
éﬁ MailConst.qbw

Desktop
w
Metwork
File: name: HammerConst.qbw
Files of type: QuickBooke Filee {*.QBW *.OBA)

Combine Reports From Multiple Companies

Combine Reports From Multiple Companies

Choose addiienal company files to create combined reports:
CAL ACompany Files\BuildemConst gbw Add Files...
Gl AGompany FllesiHammerGonstabw
G AGompdny Files\NailConsLabw
Select reports for combining Setreport date range:

s From. 01012015 @& To: 01312015

w  Balance Sheel Slandard i Select repor nasis

Dalance Sheet Summary ® Accrual GCash
» Profit & Loss Standard Cumpany name te be shown on repoils.
. Kelsey's Gonsliucion Companies
Excel Options... Cancel Help
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Combined Report in Microsoft Excel
(D) B - - Bookl - Microsoft Excel — = x
-~ @J Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat QuickBooks '@) = O X
| Al * (2 Je | Kelsey's Construction Companies
AlB|C|D|E F l G H 1 ] K L M N
1 |Kelsey's Construction Companies 8:34 AM
2 Combined Balance Sheet 04/01/2015
3 As of January 31, 2015 Accrual Basis
4 Buildem Const Hammer Construction Nail Construction TOTAL
46 Federal Unemployment 51.97 2743 4128 12066
a7 Texas Unemployment 175.41 92,58 13828 407.25
48 Dental Insurance Payable 60.00 20.00 40.00 120.00
45 Medical Ins. Payable 100.00 100.00 10000 300.00
30 Total Payroll Liabilities 387.38 | 400.35 | 925.56 1,713.28
51 sales Tax Payable 339.61 257.13 33961 936.41
52 Tulal Other Current Liabilitics 11,355.11 28,108.93 11,893.29 51,357.33
53 Total Current Liabilities 62,010.14 58,566.57 40,240.02 170,725.03
54 Long Term Liabilities
55 1 nan Payahla 75 4RA 00 0o non 25 42800
56 Total Long Term Liabilities 25,488.00 0.00 0.00 25488.00
7 Total Liabilities 83,298.14 59,566.57 4534832 196.213.03
58 Equity
59 Retained Earnings 66,358.12 84,628.02 85,353.39 237,339.53
60 Net Income 20,212.43 6,169.65 1.291.95 27 674.04
M 4 » M Balance Sheet Standard . Profit & Loss Standard Staterment of| .
Ready [
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QuickBooks Statement Writer

The QuickBooks Statement Writer, available in Premier Accountant and Enterprise Solutions
editions*, helps you create custom, professional statements. Because it works directly with
QuickBooks data, you can customize a statement without having to reformat the statement each time
it is produced. Create multiple statements and supporting documents, including cover letters,
engagement letters, disclosures, and more.

‘/Ej QuickBooks Statement Writer

) Select Reports:QuickBooks Statement Writer from the menu.
) Choose Create New Report.

) Select or enter an appropriate Report Date range.

)

)

A WO N =

Select Cash or Accrual as the Basis.

9]

Below Statement and Document Templates, select the desired statement,
template or related document, and click the right arrow to add it to your selection.
Repeat this step for each desired report.

) Enter an appropriate Report Name.

) Click OK.

8) Use the Document Actions pane to further customize your reports.
)

To save the report template, select Statement Writer:Save Report below
Document Actions.

10) To generate a PDF version of the report, select Statement Writer:Save As:PDF.

11) To review or customize the report later, open QuickBooks Statement Writer and
select Open Existing Report.

EQSW Heport Decigner ==
1 - Report Lontent 2 - Lolumns 3 - Hows [ Accounts 4 - Headers & Formatting 5 - Review & Hmsh
1 - Desian Report Content, Date Range, _Name
Lreate your report layout with the  Select report date and basis, add statements and documents, & provide a report name.
Desigmer.
Selected Period: Fram: To:

bacic:
Report Date:  This Fiscal vear - Va2 = 12352012 - @) Acorual Cagh
2 Adjust in Dxcel

- e * Balance Sheels ave based on Lhe To date anly,

Statement and Document Templates Hnancial Report Lontents
-] Balance Sheets | = TlDaance Sheet ; Selected Vear
W sl -
T

T | selected Tear'ko Column
Selected and Prior Year
Selected and Prior Year with Variance
Sckected and Prior Year with Variance and %
Selexted Year with %
| Selerbed and Prioe Year with %
=] Toxmme Stalements
1| seterted Perind
1. | Setected Period with %
selected and Pnor Fenod
Selacted and Prior Benod with %
Selected and Prior Period with Variance and %
Selected Period and Year to Date
Selected Period and Year-to-Date with %
Tour Quarters of Mscal Year -
1 r

m

1
i
i
i

B EEE

FE R R

*QuickBooks Statement Writer included with QuickBooks Enterprise Solutions. Sold separately for
QuickBooks Premier: Accountant Edition. 30 day free trial included with Accountant Edition.
Requires Excel and Word 2003 or 2007 (sold separately).
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Scheduled Backups

QuickBooks lets you schedule an unattended backup. Run the Backup Wizard to create the backup
schedule.

J@ Schedule Backups

—_

Select File:Backup Company:Create Local Backup from the menu.

N

)

) Select Local backup.

) Click Next.

) Select Only schedule future backups.
) Click Next.
)

)

)

)

)

o 0 AW

Click New to create a backup schedule.

~

Select when to back up.

Click OK.

Enter your Username and Password if necessary, and click OK.
Click Finish.

Schedule Backup x

DESCRIBE THE BACKUP TASK YOU WANT TO SCHEDULE:

-
o ©

Description Weekly
Location  pagackup Folder Browse...

¥ Number of backup copies to keep 5

SELECT THE TIME AND DAY ¥OU WANT TO SAVE THE BACKUP:

Starttime 02 ~ 00 = A -

Run this task every 1 =  weekson

+| Monday Tuesday Wednesday
Thursday Friday Saturday
Sunday Store Password...
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Condense Data

QuickBooks stores all transactions in your company file. After time passes, you may not need

details of

the transactions in your company data file. The Condense Data feature lets you delete

the transactions you no longer need. Once the detail is deleted, you can delete list entries that
are no longer in use. You also have the option to condense uncleared bank and credit card
transactions, transactions marked to be printed or to be sent, and transactions containing

unbilled ¢

0Sts.

This consists of the following:

. Create a backup copy of your file in case you need summarized detail
. Delete transactions that are no longer needed for your current records
. Add monthly transactions that summarize the deleted transactions

. Delete list items you no longer need (optional)

Certain entries are not condensed during this process. These include:

1)
2)
3)
4)

5)
6)
7)

B

Transactions that have an open balance
Transactions linked to other transactions that can’t be closed
Payroll transactions in the current year

Transactions considered “open”, including all credits, payments, and journal entries
that are not applied to the respective invoices

Transactions containing Unbilled costs (can be overridden)
Uncleared/unreconciled bank and credit card transactions (can be overridden)

Transactions marked To be printed or To be sent (can be overridden)

Condense Company Data File

—_

Select File:Utilities:Condense Data from the menu.

)
2) Click Yes in the Budget Data May Be Affected window (if applicable).
3) Click the Remove transactions as of a specific date button.
4) Enter appropriate information in the Condense Data windows.
5) Click the Begin Condense button.
6) Click OK in the QuickBooks Information window.
7) Complete the backup of the company file.
8) Click OK in the final QuickBooks Information window.
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Choose a Condense Option

Data

= What transactions do you want to remove? Help me choose

® Transactionz before a specific date

Remove transactions before 1243142014 i

\'El_ T Alltransactions

o QuickBooks will keep lists and preferences

Archive

Back “ Begin Condense Help cancel

Select Additional Criteria for Removing Transactions

5{;*: Do You Want To Remove The Following Transactions?

QuickBooks recommends thatyou remave the following transactions:

| Uncleared (unreconciled) bank and credit card transactions
¥ Transactions marked To be printed®

;’_ *woices and Estimates marked To be sent

— ALL Estimates, Sales Orders, Purchase Orders, and Pending Invoices

ALL Iime and Mileage actvities
Archive g

Transactions contalning unbllled expenses and ltems

Select None

Back E Begin Condense Help Cancel

Select Unused List Items To Remove

== Do You Want To Remove Unused List Entries?

After condensing. some list enfries will not be used in transactions. QuickBooks
recommends removing the unused enfries for the following lists:

«| ltems

w Customers and lohs + 'Done’ To Do notes

¥ Vendors +# Classes
¥ Other Names
Archive
Select None
Back ‘m Begin Condense Help cancel
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Improve Performance

As the size of your data file increases, QuickBooks becomes slower and slower. There are some
techniques that you can use to improve the performance of QuickBooks.

Within QuickBooks

1) Turn off these preferences in QuickBooks:

a) Auto recall last transaction
b) Refresh reports automatically

¢) Warnings about duplicate estimates, purchase orders, checks, invoices, and
sales orders as well as transaction date warnings (these warnings can be
important)

2) For multi-user systems, perform processor intensive tasks in Single-user Mode, such as:
a) Running long reports
b) Pay employees, payroll liabilities, or sales taxes
¢) Reconcile accounts
d) Change inventory prices

e) Adjust the value or quantity of inventory

3) For multi-user systems, place the data file on the most powerful computer
available

4) Set up “hosting” of multi-user access on the same computer as the data file

5) Perform regular company file backups

Within Windows

1) Turn off all unnecessary programs that run in the background when Windows
starts. These programs reduce the amount of memory available for other programs
such as QuickBooks.

2) Quit other programs before starting QuickBooks

3) Check your hard drive space and virtual memory. Also, check your hard drive by
running utilities such as ScanDisk and Defrag.

4) Add more RAM to your computer

Upgrade to QuickBooks Enterprise Solutions

If the above recommendations do not improve the performance of your level of QuickBooks,
consider upgrading to QuickBooks Enterprise Solutions. Enterprise Solutions is intended for
companies that are outgrowing other QuickBooks editions. Enterprise Solutions allows up to 30
concurrent users, removes names list limits, and improves the performance of entering
transactions and running reports in a larger file. For more information about Enterprise
Solutions, visit the QuickBooks website at quickbooks.intuit.com.
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Corrupt Data Files

There are several reasons why a QuickBooks file might become damaged. These include:
e Your computer experienced a power fluctuation
e Your hard drive is damaged
e You experienced network interference while working in a multi-user environment
e Your computer is infected with a virus

If you suspect your file is damaged, here are a few techniques to try:

1) Restart Computer

Restarting the computer commonly solves many unusual computer problems.

2) Current Version

If you have multiple versions of QuickBooks installed on your computer, make sure the most
current version and maintenance release is being used.

3) Problems with Program

There could be a problem with the QuickBooks program rather than your file. Try opening the
file on another computer. Or, try opening a QuickBooks sample file from your computer. If
there is a problem with the QuickBooks program, re-install the program from the CD-ROM.

4) Verify & Rebuild Data

Try the Verify Data and Rebuild Data functions. These are explained in the next section.

5) Memorized Transaction Problem

If there is a problem opening the data file, change the system date to one year ago and re-open
the file. If this works, this indicates that a damaged memorized transaction is set to enter
automatically. Delete the memorized transaction. Change the system date back to the current
date. Open the data file and re-create the memorized transaction.

6) Problem Updating QuickBooks

If there is a problem updating to a new version of QuickBooks, run the Verify Data and Rebuild
Data features in the earlier version of the software. A data file problem can keep the data file
from converting to a new version. Running Verify Data and Rebuild Data in the earlier version
may fix the damage.

7) Restore from Backup

Restore from the most recent backup that is not damaged. However, this means you will lose
the work since the backup was made.

8) Intuit Data Recovery Service

As a last resort, use the Intuit Data Recovery Service. This service may be able to fix the file. Service
fees apply. Check the QuickBooks website or QuickBooks help system for more information.
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Verify/Rebuild Data Files

Use Verify Data and Rebuild Data when your data file is damaged. The Verify Data feature often
detects the damage in the data file. The Rebuild Data feature often fixes the damage. Intuit
recommends that you rebuild data only when directed to do so by Intuit Technical Support. This is
because Rebuilding Data could create additional problems in the data file.

Verify & Rebuild Data

J@ Verify Data File
1) Select File:Utilities:Verify Data from the menu.
2) Click OK in the Verify Data window.
3) Click OK in the QuickBooks Information window.

J@ Rebuild Data File
1) Select File:Utilities:Rebuild Data from the menu.
2) Click OK in the Rebuild Data window.
3) Click OK in the QuickBooks Information window.
4) Complete the backup of the company file, then click OK.
5) Click OK in the QuickBooks Information window.

Results of Verify/Rebuild Data

“B  View Results of Verify/Rebuild Data
1) Press F2 to display the Product Information window.
2) Press F3 to display the Tech Help window.
3) Click the Open File tab.
4) Select QBWIN.LOG below Select a file to open.
5) Click the Open File button.
6) Scroll to the end of the document.

/| QBWinlog - Notepad || mi=} |i'.'b]
Eile Edit Fgrmat \iew Help
verify.c (14047) : CHECKPOINT: /7920; Wed Apr 01 10:01:38 Testing for duplicate IDs -

verify.c (1413/) : CHECKPOINT: /920: wWed Apr 01 10:01:41 Duplicate ID test completed
verify.c (665) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Beginning Transaction Verify/Rebuild

verify.c (14741) : CHECKPOINT: 7920: wed Apr 01 10:01:41 check for inventory targets on targets with
verify.c (14778) : CHECKPOINT: 7920: wed Apr 01 10:01:41 COMPLETED check for inventory targets on t:
verify.c (741) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Ending Transaction verify/Rebuild

verify.c (829) : CHECKPOLNT: 7920: wed Apr 01 10:0L:41 Beginning verify/Rebuild onlineBanking Aliase
verify.c (842) : CHECKPOINT: /920: Wed Apr 01 10:01:41 Ending Verify/Rebuild OnlineBanking Aliases.

prefuser.c (24687) @ CHECKPOTNT: 7020: wed Apr 01 10:01:41 Permissions Analysis Starting. ..
prefuser.c (24723) @ CHECKPOTNT: 7020: wed Apr 01 10:01:41 Permissions Analysis Finished.
DHPortFile.cpp (387) : CHECKPOINT: 7920: wed Apr 01 10:01:41 DHCanRunColumnOrdercheck: flag value is
verify.c (14335) : CHECKPOINT: 7920: wed Apr 01 10:01:41 column order check skipped in verifyRebuilc
verify.c (931) : CHECKPOLNT: 7920: wed Apr 01 10:0L:41

== = * END REBUILD LOG * = == ==

verify.c (1170) : CHECKPOINT: 7920: wed Apr 01 10:01:43 Rebuild completed: RB 04/01/2015
formwin.c (2559) : CHECKPOTNT: 7020: Wed Apr 01 10:01:44 Creating form: FormID=7000, itTD=10

- = '
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Between QuickBooks Files

QuickBooks allows you to transfer lists and templates between QuickBooks files. You can also
export memorized reports from QuickBooks Premier and Enterprise Solutions. However, you
cannot export transactions out of QuickBooks, unless you use a data-transfer utility which you
can find at marketplace.intuit.com.

Lists

‘/@ Export Lists
1) Select File:Utilities:Export:Lists to IIF Files from the menu.
2) Click the appropriate boxes to select lists to export.

3) Click OK.
4) Enter the File name: and location in the Export window.
5) Click Save.

6) Click OK in the QuickBooks Information window.

Selectthe lists that you would like to export.

< Chart ofAccounts Payment Terms List m

| Customer List Payment Method List Cancel
+| Vendor List Shipping Method List

Employee List Customer Message List Help

Other Mames List Budgets

Customer Type List To Do Motes

‘iendor Type List Sales Rep List

Class List Price Level List

Job Type List Sales Tax Code List

Item List

‘/@ Import Lists
1) Open the company importing the list.
2) Select File:Utilities:Import:IIF Files from the menu.
3) Select the appropriate file to import in the Import window.
4) Click Open.
5) Click OK in the QuickBooks Information window.

- Impaort x
Look in: Company Files ~ & T B
= MName °
el 7] Lists.JIF

Recent Places

L
File name: Listz IIF hf Open
Metwerk
Files of type: IIF Files {~1IF) - Cancel

186



Mastering QuickBooks Level 2

Templates

There is a different process for exporting and importing templates (customized forms).

J@ Export Template

1)
2)
3)
4)
5)
6)

Select Lists:Templates from the menu.

Click to select the template for export.

Click the Templates button.

Select Export from the menu.

Enter the File name and location in the Specify Filename for Export window.
Click Save.

E New Cirl+N

Edit Template Cirl+E [y
Delete Template Ctrl+D - 4
A Invoice ]
Duplicate
> o
F Make Template Inactive Invoice
I Customize Columns... Invaice

Invoice
Import...

Invoice
Diownlo:MTemplates...
Create Form Design...

Invoice

Invoice

Use Ctrl+U

- ) Invoice
Find in Transactions...

Invoice
Print List... Ctrl+P v

| = B = N =

Templates Open Form

‘/6 Import Template

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)

Open the company importing the template.

Select Lists:Templates from the menu.

Click the Templates button.

Select Import from the menu.

Select the template file to import in the Select File to Import window.
Click Open.

Click the Manage Templates button in the Basic Customization window.
Enter the form’s name as the Template Name.

Click OK.

Click OK.
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Memorized Reports and Report Groups

Report templates (memorized reports) and report groups can be exported using QuickBooks Premier
and Enterprise Solutions. These reports and group templates can then be imported into QuickBooks
Pro, Premier, or Enterprise Solutions.

‘/@ Export Report Template or Group

1)
2)
3)
4)
5)
6)

Select Reports:Memorized Reports:Memorized Report List from the menu.
Click the memorized report or report group to export.

Click the Memorized Report button.

Select Export Template from the menu.

Enter the File name and location of the report template or group.

Click Save.

Export Report Template

Memorized Report List

REPORT MAME

+ Daily Sales i
« Deposits-All Bank ACs
N Edit Memorized Report Ctri+E

Mew Group

Delete Memorized Report Ctrl+D

Customize Columns...

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

Import Template...
Export Template... [~ |

Memorized Report Display... Print... Export...

Specify Filename for Export

Specify Filename for Export

Savein: , Company Files - G ? g '
= Mame
<

Recent Places

Desktop
Li.brardies
L

Computer

“
File name: Deposits-All Bank ACs.QBR

Network

CREEN|

Save
Cancel

Save as type: QuickBooks Report Files ("QBR)
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‘/@ Import Report Template or Group

1)
2)
3)
4)
5)
6)
7)
8)

Open the company importing the report template or group.

Select Reports:Memorized Reports:Memorized Report List from the menu.

Click the Memorized Report button.

Select Import Template from the menu.

Select the report template or group file to import in the Select File to Import window.
Click Open.

Enter the report template or group name as the Name.

Click OK.

Import Report Template

" Select File to Import *
Lookin: | || Company Files ~ @ m-
e Mame =
ke 5] Deposits-All Bank ACs.QBR

Recent Places

Desktop

Li.brar_ies

A

= —

Computer

Metweork

File name: Deposite-All Bank ACz.QBR

(RN

Open
Cancel

Files of type: QuickBooks Report Files (" QER)

Name Memorized Report

=

Memorize Report

Mame:

Deposits-All BankACs

+| Save in Memorized Report Group:

Banking

Share this report template with others

Cancel
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QuickBooks and Other Programs

Export Lists to Other Programs

QuickBooks can export lists from QuickBooks to other programs. To export a list, follow the
instructions shown in the last section. You cannot select which fields to export, specify the sort order,
or filter the list information during the export process. However, the export file can be opened in a
spreadsheet program and modified to meet the requirements of the other software program.

Export Transactions to Other Programs

QuickBooks cannot export transactions. An alternative is to create a transaction report and print/save it
as a tab-delimited file, or export the report as a comma separated values (.CSV) file. However,
important internal transaction information cannot be added to QuickBooks reports. Therefore, the tab-
delimited file or CSV file cannot be imported back into QuickBooks without modification. You can
also export a list of transactions from the Transaction Tab of the Centers. First display the transactions
you want. Then click the Excel drop-down list and select Export Transactions.

Import Lists/Transactions from Other Programs

QuickBooks can import lists and transactions from other programs not on the list of integrated
applications, if the data is formatted correctly. If you are converting from another accounting system,
it may be possible to import lists and transactions from the other system. To do so, the other program
must allow you to export a tab or comma-delimited text file.

There are 4 options for importing lists or transactions:
1) Create an IIF file from scratch
2) Reformat an existing file to IIF format
3) Write a computer program to reformat data to IIF format
4) Use a data transfer utility”

For the first two options, it is suggested that a spreadsheet program be used to create/reformat the data
to IIF format. There are two considerations.

First, creating IIF files can be extremely difficult and complex. It is recommended only for users with
programming experience.

Second, unless you are importing a very large file (more than 200 transactions), it is likely more
efficient to enter the data directly into QuickBooks.

“You can also use a data-transfer utility to automatically transfer transactions. To find these solutions,
visit marketplace.intuit.com and type “IIF” or “data transfer utility” in the search field.
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To build the IIF file using another program, follow these instructions:

J@ Import Lists or Transactions from Another Program

1) In the other program, export the list or transactions to a tab or comma-delimited
file.

2) Open the file in a spreadsheet program.

3) Insert a column to the left so that the first column is blank.

4) Insert a row at the top so that the first row is blank.

5) Enter the List Type in cell A1.

6) Fill in the remaining cells of the first column using the List Type from Step 5.

7) Add the column headings to the first row.
These headings can be found in QuickBooks Help. Look in QuickBooks Help
for importing data:IIF file format. Select the help topic titled Reference Guide to
Import files. Click the appropriate List Type in the QuickBooks Help window.

8) Verify that the column headings match the information in the columns.
The spreadsheet columns might require modification.

9) Save the spreadsheet as a tab or comma-delimited file, with the .iif extension.
10) In QuickBooks, open the company importing the file.
11) Select File:Utilities:Import:lIF Files from the menu.
12) Select the appropriate file to import in the Import window.
13) Click Open.
14) Click OK in the QuickBooks Information window.

invoice_sales_tax_charged.iif - Microsoft Bxcel - = x
Ca
fs/J Home Insert Page Layout Formulas Data Review View Add-Ins e - = x
= | 5
| A9 - fe | 1TRNS
A B C D E F G H | J K
19 |!TRNS !TRNSID TRNSTYPE DATE ACCNT  NAME CLASS AMOUNT DOCNUM MEMO CLEAR
20 |!sPL SPLID TRMSTYPE DATE ACCNT NAME CLASS AMOUNT DOCNUM MEMO CLEAR
21 |'ENDTRNS
22 'TRNS INVOICE 1-Apr Accounts | Customer 220.89 1 N
23 SPL INVOICE 1-Apr Construction:Labor -55 Framing le N
24 |5PL INVOICE 1-Apr Construction:Materials -120 ExteriorwN
25 |SPL INVOICE 1-Apr Construction:Materials -30 Standard [N
26 |SPL INVOICE 1-Apr Sales Tax | Sales Tax Vendor -15.89 1 N
27 ENDTRNS
4 4 b M| invoice_sales_tax_charged %1 [ | —T— [
Ready |ElEm TNy (B
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QuickBooks & Integrated Applications

QuickBooks can integrate other programs’ data with QuickBooks data’. To find an integrated
application for your industry, follow these steps.

‘/Ej Find Integrated Applications
1) Click Help:Add QuickBooks Services

QuickBooks Products and Senvices

Customize QuickBooks for Your Business

Add these recommended services

QuickBooks offers many services that help you manage your business more efficiently. Based on
the information you provided, QuickBooks recommends the following optional integrated services.

» Salesforce- Sell more, save time and stay organized with the #1 CRM
Sales App. Learn More

= QuickBooks Financing- Get the money you need to grow your
business. Learn More

= Intuit App Center- Get web & mobile apps that work seamlessly with
QuickBooks. Learn More

“Additional fees apply. Terms, conditions, pricing, features and service offerings subject to change.
Internet access may be required.
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QuickBooks and Excel®

You can import selected lists from Excel into QuickBooks. Those lists include Accounts, Vendors,
Customers, and Items.

J@ Import Lists from Excel
1) Select File:Utilities:Import:Excel Files from the menu.
2) Enter the name of the import file in the Import a file window.
3) Click the Browse button to change the file name or import file location.
4) Click Open.
5) Add or select a data mapping (if necessary).
6) Click Import.
7) Click OK in the QuickBooks Information window.

Map Excel List Data

Mapping name:  Char of Accounts

Impuoil lype. Account T

Tvpe Account Type
Mumber Account Number
e
Dascription
DankAcct. Mo /Card Mo Note
Opening Balance
A3 Of (Date)
Remind Me To Grder Checks Wh
Track Reimbursed Cxpenses
Income gccounl Tor reimb, expern...
Is Inactive

Import a file x

Setup Import Preferences

Import a File

SCLOCTATILE:

File: Ty Docs\e dnvel2013PHOXKdata niesiCom... Drowse...

Choose a sheet in this Excel workbook:

gelect a sheet =

+ This data file has header rows

LR B HIRG:
QuickRonoks uses mappings o match the input data columns from the file
o be imporled o Be destinalion QuickBooks ields,

Choose amapping: Add or Select a Mapping -

Mappings... Leam mere about using mappings

Prewiew m Cancel Help
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Add/Edit Multiple List Entries

‘/Ej Add/Edit Multiple List Entries

1) Select Lists:Add/Edit Multiple List Entries from the menu.

2) Click the Lists drop-down list and select Customers.

3) Click Customize Columns.

4) Add, remove, or reorder columns so the QuickBooks columns match the Excel columns.

5) Click OK.

6) Copy the records to be imported from the Excel document.

7) Paste the records to be imported into the Add/Edit Multiple List Entries window.

8) Clean up, add or edit data as necessary.

9) Click Save Changes.

Add/Edit Multiple List Entries
© sciedanst ©  Cusiomizs columns 1o display © Paste from Dxcel or type to add to or modify your list

list  Gustomers = Wiew Aclive Customers *  Find H Customize Columns
Gurrently diting:
Frank Auleta Frank Auleta Mr Frank: Auleta FrankAuleta fid Myw™
Bann's Music Shop Bahn's Music Shop d Enc Hahn Bahn's Music Shop 4 John
Mike Balak Mike Balak I Mike Balak Mike Balak 62 Gas
Lucy Deard Lucy Deard Ma. Lucy Deard Lucy Deard 15050
Carrs Fla Shop Carrs Fle Shop 1. Stave carr Carrs Fla Shop 100 RnI
Steve ook Steve Cook Mr Steve Coak Ateve Cook 480 Nal
Uave Duncan Dave Duncan 1 Dave Luncan Uave Duncan 326 0L
Lynn Evans Lynin Evans s, Lynm Evans Lynn Evans 55011
Fair Designs Fair Designs Hr. Soott Tair Fair Designs 1001 W
Jannifer Fishar Jennifar Fizher 1z, Jannifer Fishar Jannifer Fishar 10218
Kirby Freeman Kirhy Freeman Mr Hirfuy Freeman Kirhy Freeman 501 Fn
Gordon Johnson Gorden Johngon . Gordon Johngon Gordon Johnson 130K
Brad Lamb Brad Lamb Wr Brad Lamb Brad Lamb 102 5h
Larsen's Met Shop Larsen’s Pet Shop Hr. Jeff Laraen Larsen's Met Shop 205D0a
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Journal Entries

Make Journal Entry

J@ Make Journal Entry
1) Select Company:Make General Journal Entries from the menu.
2) Enter appropriate information in the Make General Journal Entries window.
3) Click Save & Close.

Below are some special considerations before making journal entries.

1)  You must specify a name for entries to accounts receivable, accounts payable, and
sales tax payable accounts. This way, QuickBooks can assign the entry to the proper
name in the subledger.

2) You can only use one accounts receivable or accounts payable line per journal entry.
Make multiple journal entries if you need to adjust multiple accounts receivable,
accounts payable, or sales tax payable accounts.

3) Journal entries to accounts payable or accounts receivable will affect the sub-ledgers
but still need to be applied.

4) Journal entries can affect 1099s, but they can also create unexpected results.

5) Journal entries to accounts receivable will affect customer statements printed for
customers.

6) Journal entries made to any payroll tax liability accounts will not affect the liabilities
shown in the built-in payroll system and payroll reports.

Reversing Journal Entry

It’s easy to reverse a journal entry in QuickBooks Premier and Enterprise Solutions.

‘/@ Reverse Journal Entry
1) Display the journal entry to be reversed.
2) Click the Reverse button.
3) Check the accuracy of the reversing entry Date.
4) Click Save & Close.

= Make General Journal Entnes =0x
Main Reports L
. o7 - Tt ”
oL a E S g Craas & Cony L 4 - i
Firnd Hew Save Delele @huemanre FRowerse Print Attach
. File

04012015 = g h R

T e N e e I N

Cost of Sales 1.450.00
Advertising 225.00
Bank Senice Charges 12.50
Building Supplies a6 27

TMals 1236855 12368 55

aneces EEITEEN oo
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Year-End Procedures

You can keep as many years of data in QuickBooks as you wish. However, there are certain
procedures you should follow at year-end. In this chapter, you learn six steps to complete in
QuickBooks at year-end.

1) Consult the QuickBooks Year-End Guide and an accountant to build a complete list of
tasks you need to perform at year-end

2) Set a closing date and password to restrict users from a prior period

3) Provide your accountant with your QuickBooks financial information using a
method such as the Accountant’s Copy

4) Incorporate changes from accountant
5) Clean up company data files to delete a prior period’s detail transactions
6) The automatic year-end transfer of net income (loss) to retained earnings

Set a Closing Date

The second year-end procedure involves restricting user access to prior accounting periods and
setting a closing date and password. To make a change to a prior period, a user must have
access and must know the closing date password.

‘/Ej Set a Closing Date & Password
1) Select Company:Set Closing Date from the menu.
2) Click the Set Date/Password button.
3) Enter the Closing Date in the Set Closing Date and Password window.
4) Enter the password as the Closing Date Password:
5) Enter the password as the Confirm Password:
6) Click OK.
7) Click OK.

Preferences X

un" My Preferences Comngrny Prefeiences M
Rills ACGOUNTS —
Calendar Use acconnl numbers o Require gooounls
B2 checking Help
iﬁc Deshlug View class Default
E Finanes Cliargs Llse class acking fon kansadions

General Also See:
:ﬁ Integrated Applications General

+ Automatically a3sign general journal entry number Employees

E Mutiple Currencics

a Paymente

B, Payroll & Employees
| Hezmndere

.||| Heports & Lraphs

m Sales & Customers

'E Sales Tax

p Search

B} seonForms

% Service Conneclion

i Speling

< WWarn when posting 3 rangachon to Hetained Eamings

NATF WARMING S
Warn iftransactions are %0 day(s)inthe past

Wam if transactions are 30 day(s)in the future

CLO3ING DATE

Nate throvugh which baaks are clased (nof zet)

Set Date/Password k
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Accountant-Client Scenarios

At least once a year, your accountant probably reviews your file. What is the best way for your
accountant to work on your file? In this section, you learn common real world scenarios.

(1) Accountant Travels to Your Office

With this scenario, you do not transfer data or files back and forth. The disadvantage is this
can result in lots of travel time. Plus, the accountant’s time on your computer might mean
unproductive time for you.

(2) Accountant’'s Copy Sent/Changes Received

You send an accountant’s copy of the data file to your accountant. The accountant makes the
adjustments and returns the adjustments to you. With this option, both the accountant and the
client can work on the data file at the same time. You learn more about the Accountant’s Copy
process on Page 200. These are the steps involved:

1) Client creates an accountant’s copy and specifies an appropriate Dividing Date
2) Accountant opens the accountant’s copy

3) Accountant makes adjustments to the accountant’s copy. Meanwhile, the client
continues to work with the original file.

4) Accountant creates export file of adjustments

5) Client imports adjustments into the original file

(3) Data File Sent/Data File Received Back

You send a copy of the data file. The accountant makes changes directly to the data file and
sends the data file to you. In order to make this effective, you and your accountant must
have the same version and release of QuickBooks. The following is a summary of the steps
involved:

1) You create a portable company file
2) You send the accountant the portable company file
3) Accountant opens the portable company file and saves it to their hard drive

4) Accountant makes necessary adjustments to the data file. Because this is not the
accountant’s copy, the accountant is not restricted to journal entries.

5) When complete, the accountant creates an updated portable company file
6) Accountant sends you the portable company file

7) You open the portable company file and save it to your hard drive. If you save the
file using the original filename and location, you will overwrite your existing file.

You will not be able to continue making entries in your data file while the accountant is
reviewing your file. Accountant changes cannot be merged into your existing file.
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(4) Data File Sent/Report of AJE’'s Received

In this scenario, you send a portable company file to your accountant. Your accountant makes the
appropriate changes and entries. Then, your accountant prepares a report of changes which is sent
back, so you can enter the changes into the original data file. One possible problem with this method is
that you are responsible for entering the adjustments. However, you can continue working on your
data file while the accountant determines any necessary adjustments. The following is a summary of
the steps involved with this method:

1)

2)
3)
4)

5)

6)

7)
8)

You close the period for which your accountant is making adjustments by setting the
closing date and password.

You create a portable company file.
You send the accountant the portable company file.

Your accountant opens the portable company file and saves it to their hard drive. To
open the file, the accountant will need to have the same (or higher) version and
release of QuickBooks.

The accountant makes the adjustments as needed to the data file. Because this is not
the accountant’s copy, the accountant is not restricted to journal entries. It is
suggested that the accountant make only general journal entries for the adjustments.
This way, he/she can easily generate a report of the adjustments for you.

The accountant prints a journal report of adjustments for the client. For the accountant
to create this report, the accountant should complete the following steps:

‘/Ej Create Journal Report
Select Reports:Accountant & Taxes:Journal from the menu.

—_

)
2) Enter appropriate Dates to include on the report.
3) Click the Customize Report button and click the Filters tab.
4) Click Transaction Type in the list of Filters to the left.
5) Click the Transaction Type drop-down list and select Journal.
6) Click Entered/Modified in the list of Filters to the left, then enter

appropriate dates to the right.
7) Click OK.

Also, the accountant could enter their initials in the Entry No. or Memo fields on their
adjustments and add an appropriate filter to include only their journal entries.

The accountant sends the report to you.

You enter the adjustments into the data file.
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Accountant’s Copy-Step by Step

The Accountant's Copy is an easy way to work with accountants that use QuickBooks. The full
Accountant's Copy process involves five steps. See Scenario (2) on Page 198 for an overview.

There are some client and accountant restrictions during the Accountant’s Copy.

What You Can Do

While your accountant is working with the Accountant's

ng date), To ent your work from conflicting
with your accountant

you can do after creating an Accountant's Copy.

= Transactions:

= Vow wan work unly on barnesacbons daled
after the dividing date.
= Accounts:
® You can add a new account, but you

cannot add a new subaccount to an
existing account.

m Exisliny avoownls: Tou cannol edil, merye,
or make an existing account inactive.

® New accounts: You can edit an acoount or
make any account inactive that you
created while your accountant has
the Accountant's Copy.

jou can continue to work in the current period (after

ork, there are limitations to what

m Lists (other than Chart of Accounts):

= ‘You can edit, sort, and make bist items
inactive.

m ‘fou cannot delete or merge st items.
= Reconciling:

= You can reconale your accounts while your
accountant has an Accountant’s Copy.

All recondliations that indude transactions
in the current period (after the dividing
date) are saved and will not be undone.

To prevent conflicts with your
accountant's changes, recondliations that
indude fransactions dated on or before
the dividing date will be undone when you
import your accountant's changes.,

It your accountant has recondled or
undone a recondliation for any period, any
recondiations you did will be undone when
you import your accountant’s changes.

What Accountant Can Do

As an accountant working in an Accountant's Copy, you can
work on transactions dated on or before the dividing date.
Your dient continues to work in the company file on
transactions dated after the dividing date. To prevent your
work from conflicting with your dient's work, there are
limitations to what you can do in an Accountant's Copy.

Note: If the restrictions on using an Accountant's Copy
won't accommodate your situation, you can convert it to a
regular company file, If you do this, your dient will not be
able to automatically impart your changes. He or she will
have to enter your changes manually in the company file.

How do I know what I can do?

An Accountant's Copy prevents you from making any
changes that may conflict with your dient's work. Some field:
may be disabled in an Accountant's Copy. In other areas,
you may see fields with a highlighted background.

B Highlighted background. Information you enter
in fields with a highlighted background will be
induded in changes you send back to your dient.

B Without highlighted background. For fields
without the highlighted background, you can change
the information in the field if it helps you with your
waork, but that information will not be induded in
the changes you send back to your dient.

Sent back to client?

Rate 0,00 4=MNo

Tax Code | Tax ="as

Transaction restrictions in Accountant's Copy

In an Accountant's Copy, you can add, edit, veid, and delete
most transactions. However, you can't add, edit, void, or
delete the following transactions:

W Payroll

B Monposting transactions (such as estimates, sales
orders)

Transfer of funds between accounts

Build assemblies

Sales tax payments

You can add or delete, but not edit or void:
B Eill payments by credit card
You can add, delete, and edit, but not void:

B Payments received

Reconciliation restrictions in Accountant's Copy

You can recondile any peried that ends before the dividing
date, and your changes will be sent back to your dient. Also
if you change the reconcile status of a transaction in the
register, the change will go back to your dient.

You can also reconcile periods ending after the dividing date
if it helps you with your work, but those changes won't be
sent back to your dient. You can unrecondile any period.
List restrictions in Accountant's Copy

Mote: The chart of accounts has no restrictions. You can
work with the chart of accounts as you would in a regular
QuickBooks file.

Generally, you can only view lists in an Accountant's Copy,
but there are exceptions. You can edit and delete list items,
and make any list items you create in the Accountant's
Copy inactive. For lists with items dated before the
Accountant's Copy was created, you can only view the
lists. You can edit the following lists:

W Item lists
W Vendor lists
Alzo, you can add items to the following lists:
W Class list
W Customer list
W VYendor list
W Employee list
W Item list
W Fixed assetitem

W Sales tax code list {you can't edit or inactivate items
on this list)

B Other names lists
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‘/@ Step 1-Create Accountant’s Copy (Client)

1)
2)
3)
4)
5)
6)

8)
9)

1)
2)
3)

Select File:Send Company File:Accountant’s Copy:Save File from the menu.
Click Next.

Enter the Dividing Date.

Click Next.

Click OK in the Close All Windows window.

Change the Save in location and File name if necessary.

Click Save.

Click OK in the Accountant’s Copy Created window.

Deliver the Accountant’s Copy to your accountant by email, CD, or other method.

Accountant's Copy Created

o You have successfully created an Accountant's Copy file.

File: CWzers\Wmy_Conoly\DesktoplcurrentPMQE Buildem Ch_14
(QuickBooks2013 Acct Transfer Apr 01,2015 10 26 AM).QBX

Dividing Date: 12/31/2014

¥ p: Deliver this ile to your accountant using e-mail, C0, or some other
mathnd

Click Help for more Information about sending he Accountants Copy to your

accountant.
KR e

Step 2-Open Accountant’s Copy (Accountant)

Save the Accountant’s Copy file you received from your client to your computer.

From the menu select File:Send Company File:Accountant’s Copy:Open &
Convert Transfer File from the menu.

Click Next.
Click Next.

Select the Accountant’s Copy file in the Open Accountant’s Copy Transfer File
window.

Click Open.

Change the Save in location and the File name in the Save As Accountant’s
Copy window.

Click Save.
Click OK.

Step 3-Make Adjustments (Accountant)

Select Company:Make General Journal Entries from the menu.
Enter adjustments in the Make General Journal Entries window.

Click Save & Close.
Make General Journal Entries
Main  Reporls oA
& P ’ E 83 a| Create 3 Copy v H @J e =
Find Mew Save Delete @BMemorizo Heverse  Brint Attach Hide send
= File List GlFs
122772014 @ ERTRY WO 9 +# ADJUSTING ENTRY
Checking 1,000,000.00 Good Newsl! =
T~ I KRR s —
v
lotals 1.000,000.00 1,000,000.00
Save & Cloge | save & Mew | Claar
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‘/@ Step 4-Export Changes from Accountant’s Copy (Accountant)

1) Select File:Send Company File:Accountant’s Copy:View/Export Changes for
Client.

2) (Optional) Enter a Note for your client.

3) Click Create Change File.

4) Select the Save in location and change the File name if necessary.
5) Click Save.

6) Click OK.

7) Deliver the Change File to your client by email, CD, or other method.

Save Accountant Change File to...

Save in: | Client Files hal G ? * -
I Name : Date modified Type
'*5‘ Mo items match your search,

Recent Places

‘:: .7 >
h File name: mertPMQE Buildem Ch_14 (Acct Changes) QBY - | Save I
Metwork -

Save as type: Accountant’s Change File " QBY) - Cancel

J@ Step 5-Import Accountant’s Changes (Client)

1) Select File:Send Company File:Accountant’s Copy:Import Accountant’s
Changes from File from the menu.

2) Select the appropriate file in the Import Accountant’s Changes window.
3) Click Open.

4) Click Incorporate Accountant’s Changes.

5) Click OK to close all the windows.

6) Click OK to create a backup of the data file.

7) Click Save.

8) Click OK in the QuickBooks Information window.

9) Click Close.

Incorporate Accountant's Changes

Accountant's Changes - Not Yet Incorporated
Review and print these changes for your records. Dividing date:
Select Incorporate Accountant's Changes to bring these changes into your file.

Quickbooks will backup your existing data before incorporating your accountant's changes.

Note from your Accountant

Only one change this year...congrats! -
Action Type Mum Date MName Account Memo Amount Currency E
1 Added Journal Entry 9 12/27/2014
Fl b "
Expand All Collapse Al Save az PDF I Print |
Incorporate Accountant's Changes I Cloze * Help |
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Condense Data

QuickBooks allows you to delete unnecessary detail from past years through a process called
Condense Data. It is suggested that you choose a condense date that keeps at least one year of
detail in your data file.

This is not a required task at year-end. However, there are some benefits. For instance, once the
detail is deleted, QuickBooks lets you delete list items that are no longer in use.

What Does Condensing Company Data Do?

e Creates a Backup copy of your file before transactions are deleted

e Deletes transactions no longer needed for your current records
e Adds monthly transactions that summarize the deleted transactions

The backup file name contains the date you clean up data, your company name, and the label
"Archive Copy". This file coexists with your regular file and should not be used for entering
daily transactions.

What Transactions are Not Deleted?

Various transactions are not deleted during this process. These include:

1) Transactions that have an open balance
2) Transactions linked to other transactions that can’t be closed
3) Payroll transactions dated in the current year

4) Transactions considered “open”, including all credits, payments, and journal entries
that are not applied to the respective invoices

5) Transactions containing Unbilled costs (can be overridden)
6) Uncleared/unreconciled bank and credit card transactions (can be overridden)

7) Transactions marked To be printed or To be sent (can be overridden)

Condense Data

Complete the following steps to Condense Data.

J@ Clean Up a Company Data File

) Select File:Utilities:Condense Data from the menu.

) Click Yes in the Budget Data May Be Affected window (if applicable).
) Click the All transactions button.

) Click the Next button.
)
)

a b 0N =

Click Yes in the Condense Data window.
Click the Begin Condense button.

)
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Year-End Closing Entry

Most accounting software programs make an entry at year-end to transfer the current year's net
income (loss) to the equity accounts. QuickBooks automatically transfers the current year’s net
income (loss) to Retained Earnings. This can be called a virtual entry because QuickBooks
makes the entry for report purposes only.

Balance Sheet

Customize Report Memorize Print  E-mail v Excel v Hide Header | Collapse Refresh
Dates Al ~  Asof B  Columns Year ~ SortBy Default -

Buildem, Inc.

12iRaa Balance Sheet
Accrual Basls All Transactions
o Dec 31,13 B Dec 31,14 @ Dec 31,15 P
Total Current Liabilities 53,106.88 31,147.00 31,147.00 =

Luny Terim Liabililies

Building Loan 112,000.00 112,000.00 112,000.00
\ehicle Loan 28,577.00 23 577.00 28,577.00
Total Long Term Liabilities 140.577.00 140.577.00 140.577.00
Total Liabilities 193,683.88 171, 724.00 171,724.00
Equity
Capital Stock 5.000.00 5,00:0.00 5,000.00
Additional Paid In Capital 20,000.00 20,000.00 2000000
Retalned Earnings 0.00 28,392.45p 10975083 4
Het Income 20,)52.45 01,350.38 51,521.50
Total Equity 53,382.45 134,750.83 186.672.81
TOTAL LIABILITIES & EQUITY 247.076.33 306.474.83 358.396.81 'I
e praens s .
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Closing Entries

QuickBooks makes the transfer of net income (loss) to Retained Earnings for report purposes only.
There are no actual entries made to the Retained Earnings account. Also, Retained Earnings does not
have an account register like other Balance Sheet accounts. Changes to a prior period will change the
Retained Earnings balance. However, it is difficult to find these changes.

Retained Earnings-A Better Way

In this section, you learn a better way of handling Retained Earnings. There are two benefits to this
method:

1) You use Retained Earnings like any other QuickBooks account. This means you
can see year-end closing entries in the account register.

2) It will be easier to find changes made to prior year’s balances.

Remember that QuickBooks does not make the actual journal entry at year-end. With this method, you
make the journal entry that QuickBooks does not make. This method includes the following steps:

1) Change the name of the account titled Retained Earnings to Prior Period
Adjustments. Later, only changes made to the prior year will be shown in this
account.

2) Add a new Equity account titled Retained Earnings to the chart of accounts.

3) As of the Start Date of the company, make a journal entry to transfer the balance
in the “Prior Period Adjustments” account to the new “Retained Earnings”
account. The amounts for the journal entry can be found by running a Balance
Sheet as of the Start Date.

4) As of the first day of each new fiscal year, make a journal entry to transfer the
last year’s net income from Prior Period Adjustments to Retained Earnings. In
other words, you are making the journal entry that QuickBooks does not make!
The amount of the entry can be found by running a Balance Sheet as of the first
day of the next year.

(1) Change Account Name
5] Fuil Account -0 %

T AccountType

AccountName  prior Perind Adjustmenis
Subaccount of

OPTIONAL

Deszcrnption QB Default Retained Eamings Account

Mote

Tay-Line Mapping  <linassigned= -

w

Cnter Opening Dalance...

Acount 1 Inacthve & Cancel
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(2) Create New “Retained Earnings” Account

Add New Account

I TF Account Type Equily -

ACCOUNTM3ME  Retained Earnings

Subaroonnl of A
OPTIONAL
Description  User Created Relained Famings AC
Hote
Tax Line Mapping <l inassigneds » Howdol choose the right tax line?

Enter Upening Balance... Should L enler an opening balance?

@ Save & New Cancel

(3) Journal Entry as of Start Date

seneral Journal Entries

Main Reporis WA
& P m E % Create a Copy v g @
Find Mew  Save Delele ¢MEI‘HM?E Reverse Priml Allach
T File

pare 0170172014 FNIHY N

Prior Period Adjustments 28,392.45 Transfer 2013 Met Income to Retained Eamnings -
Hetained Eamings 2839245 Transter 2013 Met Income to Hetained Earnings |

Totals 28,39245 28,319245

Balance Sheet After Entry

Customize Report Memorize Print | E-mail * Excel » Hide Header = Collapsc Refresh
Dates  Custom =  Asof DI0W20M4 B8 Columpg  Total only = SortBy Lefault -
Buildem, Inc.
12t Balance Sheet
Accrual Bagie As of January 1, 2014
® Jan 1, 14 ®
Building Loan 112,000.00 a
venhicle | nan TSI 00
Total Long Term Liabilitics 140,577.00
Tatal | lanilities 193 fi&3 33
¥ Equity
Capital Stock 5,000.00
Additional Paid In Capital 20,000.00
Retained Earnings [ 28302 45
Tulal Eguily 33,392 45
TUTAL LIABILITIES & ELUITY 4407633 .I
v
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(4) Annual Journal Entry

eral Journal Entries

| Save & Close kl [ Save & New

Main  Reports woa
@ P s E g@ Create a Copy y g @

Find Hew Save Delete a Memorize Reverse Print Aftach

- File
psE 0012015 B ENTRY NC
Prior Perind Adjustments #1358 38 Transfer 2014 Net Income to Retained Famings
Retained Famings #1358 3R Transfer 2014 Net Income to Retained Famings
Totals 81358.38 81,358.38
| Clear

A

Balance Sheet After Journal Entry

Balance Sheet
Accrual Bagie As of January 1, 2015
Building Loan
Venicle Loan
Total Long Term Liabilities

Total Liabliities

 Equity
Capital Stock
Additional Paid In Capital
Retained Earnings »
Tulal Eguily

TOTAL LIABILITIES & EQUITY

Customize Report Share Template Memorize Print E-mail v Excel v Hide Header

Datec  Custom * Asof 010172015 HE Columps  Total only
Buildem, Inc.

022815

@ Jan 1,15 @

112,000.00
280f .00
140,577.00

171,724.00

5,000.00
20,000.00
108,750.82

134 750.83

k

306474.8%

Collapse

Refresh

- SortBy Default

Retained Earnings Account Register

Now, the balance in Retained Earnings acts like any other balance sheet account. You can double-click

on the account to see the transactions. Transactions now appear on reports such as the General Ledger.

Retained Earnings

LAIE UMBEH HeYEE CHEASE o UEUHEASE BALANCE
01/01/2014 28,392.45 2839245
GFNIRN Prior Perind Adjustr Transfer 2013 Net Ir
J01/01/2015 813R8 38 109750 83
GENJEMN Fnor Penod Adiustr |ranster 2014 Netir *
02i252.. B - N
SLLE ENDING BALANCE 1 09, 750 -83
Adina
Sortby  Date, Type, MumberRef - m Restore
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Find Prior Year Changes

The method shown in the last section allows you to see changes to prior year’s balances. The changes
appear in the Prior Period Adjustments account. This section focuses on finding prior period changes.

Closing Date Exception Report

QuickBooks Premier and Enterprise Solutions provide a “Closing Date Exception Report” which lists
changes made to transactions dated before the closing date. This report works even if the Audit Trail
feature is not enabled. The Closing Date Exception Report does not show deleted transactions.

‘/Ej Display Closing Date Exception Report

1) Select Reports:Accountant & Taxes:Closing Date Exception Report
from the menu.

Finding Changed Transactions

To see the changes made to the prior year’s balances, follow these steps:

1) Run a Balance Sheet as of the current date. If a balance appears in the Prior
Period Adjustments account, this is the amount of prior year’s changes.

2) To find the changes, run an Audit Trail report. Modify the report so that it shows
transactions entered or changed with a transaction date in the prior period. Also,
modify the report to show transactions entered since you made the annual
retained earnings adjustment. QuickBooks Premier and Enterprise Solutions
users should run the Closing Date Exception Report.

3) Make necessary adjustments to correct the prior year’s balances.

The suggested method does not find changes that were not specific changes to transactions. For
instance, changing the Income Account for an Item would not appear on the Audit Trail or Closing
Date Exception Report.

(1) Current Balance Sheet

= Balance Sheet =
Customize Report Memorize Print E-mail = Excel « Hide Header Collapse Refresh
Dates This Fiscal Year-to-date ~ Asof 0313112015 B Columps  Total only ~ SortBy Default -
Buildem, Inc.
s Balance Sheet
Accrual Bazia As of March 31, 2015
- Mar 21, 15 -
Total Long Term Liabilities 140.577.00 =
Total Liabilities 171,724.00
Equity
Capital Stock 5 000.00
Additional Paid In Capital 20,000.00
Retained Earnings 109,750.83
Prior Period Adjustments  p 10,500.00 A
Net Income 3804019
Total Equity 184,151.02
TOTAL LIABILITIES & EQUITY 365,915.02 !I
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(2) Audit Trail Report

‘/6 Identify Prior Year’s Changes

1)
2)
3)

4)
5)

6)
7)

Select Reports:Accountant & Taxes: Audit Trail from the menu.
Click the Customize Report button.

Enter a date before the Start Date of the data file as the From below Report
Date Range.

Enter the last day of the prior year as the To.

Enter the date of the last Retained Earnings adjustment as the From below
Days Entered/Last Modified.

Enter the current date as the To.
Click OK.

Modify Report Window

Modify Report: Audit Trail

Dates

From

Tran
Type
Ente
VLast

Display Filters Header/Footer Fonts & Numbers
REPORT DATE RANGE
Dates Custom ~  The date range you specify in the From and To fields
From 01012013 B To 12312014 E

DAY 5 ENTERED / LAST MODIFIED

COLUMHNS

(left margin)

Custom - The date range you specify in the From and To fields

02M18/2015 E To 03/31/2015 E

| Show Deleted Transactions

[ ]2

s#
Put a check mark nextto each column

that you wantto appear in the report.
red/Last Modified

modified by
v Revert

Audit Trail Report Showing Changes

Audit Trail
Customize Report Share Template Memorize Print E-mail v Excel = Hide Header Refresh
Date Entered/Last Modified Custom * From 02182015 B To 03312015 A&
Buildem, Inc.
03131115 Audit Trail
Cntered/Last Modified February 10 through March 21, 2015
Num < Enteredilast Modified + Last modified by « State  « Date & Name kS Account & Amount &
Transactions entered or modified by admin “
Check 129
b 129 033172015 11:23:55 admin Delatad 0.00 4
128 1273172014 08:52:45 admin F‘rik 02/28/2014  Spendalot, Inc. Manhattan Bank -10,500.00
Spendabkul, he. Equipmenl Renlal 10,500.00
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Report Issues

Cash Basis Balance Sheet

A common problem is the inclusion of Accounts Receivable and/or Accounts Payable balances on a

cash basis balance sheet. This is because of the way QuickBooks handles certain transactions on a cash
basis balance sheet.

“ffj Review Balance in Cash Basis A/R or A/P

1) Select Reports:Company & Financial:Balance Sheet Standard from the menu.
2) Click the Customize Report button.
3) Click the Cash button below Report Basis.
4) Click OK.
5) Double-click the balance in Accounts Receivable or Accounts Payable.
6) Click the Customize Report button.
7) Click the Filters tab.
8) Click Paid Status in the list of filters to the left.
9) Select Open below Paid Status.
10) Click OK.

Modify Report Window

Modily Reporl. Tramsaclions by Accounl

Lisplay Eilters HeaderFooter Fonts & Numbars
CHOOSE FILTER CURRENT FILTER CHOICES
7 Paid Stalus
Mame Acc MumMe... Eilner Account LCCounte Recevanla
Lnhing Status Closed Fand Status pcn
Paid Stabus open
Paid Through 1 k

Payman] Malhod

Hemove Selected fiter
PAID STATUS FILTCR

Choose whether or not you want to inchede fully-paid
Involcas and bills.

Tedl me mery...

Revert

Bl o tieip

Transactions by Account: Cash Basis A/R

Transactions by Account

Cuslomize Repord Share Templale Memmige  Prinl  Fanail v Fxoel » Hitle Healan Reliesh

Dates ANl * From & 1o B Total By Account list * Songy Default v
Buildem, Inc.

0401/15

Transactions by Account

C.ash Rasiz All Transactions
* Type #_ Date  + Hum « Name *_ Memo < Clr + _Paid Amount  + Balance L
Accounts Receivable
b nvaice oIIZMs 1w Fannin Hesxence 5,000.00 00000 4
nvnice 0AFTEMS 71 | ake Michigan Dev 2,559 90 7,859 90
Paymenl 03302015  2821.. Columbia Managem... (262125 537685
Total Accounts Receivable 5.I70.65 5,I70.65
TOTAL

537865 E378.66
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What's Included on a Cash Basis Balance Sheet?

Accounts Receivable
For Accounts Receivable, the following transactions are included on a cash basis balance sheet:

1) Using an item linked to a balance sheet account on an invoice. A cash basis
balance sheet will include the following entry:

(dr) Accounts Receivable XXX
(cr) Balance Sheet Account XXX
Create Invoices
Main  Fomalling  SendShip  Reporis oA
«+ B B 32 Borweiow @ B & (e B Brsemmercons -3
Find Mew  Save  Oelete a”ﬂ"'"‘“ Mark As [ Email Later Attach @) Aty Creits Receive | *
- - Pending T T File Payments
CUSTOMERJOB  Fannin Reside.. = TEMPLATE  Inlu
InVOICe 03212015 B Jupaer Homes
o 4822 Neptune Road
- Dallas, TX 75111
17
Met 30 -
Cuntamer Deposit Your anposit 500000 500000 Non  *
w
Dallas County - [(B25%) 0.00
on = 5.000.00
000
Thank you 1ar your Business - 5,000.00
CusTOMER Ty CO0E  Taa - Save & Close Revert

2) Selling inventory on an invoice. A cash basis balance sheet will include the
following entry:

(dr) Accounts Receivable XXX
(cr) Inventory XXX
Create Invoices
Main Fosmatling Sand/Ship Rupots L
* P ' E 2‘3 BCluateaCUw [+] a = Prnt Later G 5""‘“ ——— =
Find Mew  Save  Delete Qm.,.mu Mark As el Emal Email Later Attach B Ausly Credits Recaive |*
¥ i Fening x x File Payments

CUSTOMERJOB  Lake Michigan -

TEMPLATE  Inluil Senvice... =
I nVOIGe 0327/2015 B Lawe Michigan Developme
- 677 Laketrant
- Green Bay, W1 24883
il
15 Met 30 -
Cedar Door 10 Matural Cedar Doar 455 95 4955 50 Mon m
v
Out of State = (0.0%) o.oo
on - 4,999 50
~ ooo
Thank youl far your Busingss. . 4,999.50

e ceos hon v spwacoss [T reer
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3) Unapplied payments in Accounts Receivable. A cash basis balance sheet will
include this entry:

(dr) Bank Account/Undeposited Funds XXX

(cr) Accounts Receivable XXX
Receive Payments
Main Reports Payments WA
¢« B R @ 0 & 5 o
Find New Delete Print Aftach Look up 1 . .
- File Customerinvoice Agd Crean Card
Proccasing
RECEVEDFROM  Columbia Managem... ~ CUSTOMER BALANCE 0.00
WZUNT 262125 CATE 02130/2015 E
T METHOD | Check - CHECK® | 62135
Where does this paymant go?
( T T A
A
T
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTE FOR SELECTED INVOICES
$2,621.25.
s 0.00
@ R
. e 0.00
0.00
VIFW CLISTOMFR CONTACT IMFORMATION
Save & Close [ Save & New | Revert

Accounts Payable
For Accounts Payable, the following transactions are included on a cash basis balance sheet:

1) Using an item linked to a balance sheet account on a bill
2) Buying inventory on a bill

3) Using a balance sheet account on the expense tab of a bill
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A/R Reports Do Not Match Balance Sheet

What if Accounts Receivable on the Balance Sheet does not match Accounts Receivable reports like
the Open Invoices report? There are three reasons why this might occur.

1) The reports are run at different times (easy to distinguish with the Time Prepared
header option).

2) The Balance Sheet is run on a cash basis (easy to distinguish with the Report
Basis header option).

3) The A/R report is aging based on the wrong date. This is usually caused by
reports run using a date in the past.

‘/Ej Change Date Used for A/R Aging Option
1) Run the appropriate report from the Reports menu.
2) Click the Customize Report button.
3) Click the Advanced button.

4) Click the Report Date button below Open Balance/Aging in the Advanced
Options window.

5) Click OK.
6) Click OK.

Advanced Options x

INCLUDE OPEN BALANCE / AGING

All
® InUse

General Ledger for a Few Accounts

You may need to print the general ledger report for only a few accounts. If you filter for just these
accounts, the report still prints the other accounts with zero balances! Use the following advanced
display feature to solve the problem.

‘/@ Prepare General Ledger for a Few Accounts
Select Reports:Accountant & Taxes:General Ledger from the menu.

N =

Click the Customize Report button.
Click the Filters tab.
Click Account in the list of filters to the left.

a bh W

Click the Account drop-down list and select Multiple accounts.

~N O

Click OK.

Click the Display tab.

Click the Advanced button.

Click the In Use button below Include in the Advanced Options window.
Click OK.

Click OK.

©

)
)
)
)
)
) Choose the appropriate accounts from the list.
)
)
)
)
)
)

- a
N = O
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Transaction Journal

QuickBooks makes the journal entries when you enter checks, invoices, or other transactions. To see
the journal entry made by QuickBooks, display the original transaction and run the Transaction
Journal report.

‘/@ Review the Transaction Journal
1) Display the original transaction.
2) Select Reports:Transaction Journal from the menu, or press Ctrl+Y.

Transaction Journal

Cusiomize Report shar nplat Memorize Prinf E-mall ¥ Excel v Hide Header Refresh
Dates Al = From B T B SortBy Defaull -
Buildem, Inc.
oaiais Transaction Journal
All Transactions
Iype o  Date ¢ Num < Name + Memo < Item < ltem Descrnption ¢ Account + Sales Price = Amount o
b Invnice [T i Telo kL ] Myers & Azznicates Aceountz Recaiva 10067 4
Myers & Assoicates Repair-H... Hinges service an...  Service Income 2495 (24.95)
State Of Texae Dalae C... Sales TaxRatein..  Sales Tax Payable 8.25% (5.77)
Myere & Assoicates BagOf..  Fullbag of 2" nais. Parte Sales 60.85 (69.95)
0.00
TOTAL 0.00

Entry Journal

To generate a report listing transactions entered during a specific period, regardless of the transaction
dates, follow these steps:

‘/6 Generate an Entry Journal Report
1) Select Reports:Custom Reports:Transaction Detail from the menu.
2) Click the Filters tab.
3) Click Entered/Modified from the list of filters to the left.
4) Enter the dates for which you want to see transactions entered or modified.

5) Click OK.
Modify Report: Gustom Transaction Detail Report
Display [ilters lHeaderFooter Fopts & Numbers
CHOOSE FILTER CURRENT FILTER GHOICES

EnteredModificd e SET TO

Delail Level 4 Today - EnleredModilied |TUUH.\‘
Due Date k
1 From pamimos @
CnteredModified
T
Estimate Active o 04012015 B
FOB

Remove Sclected Filter

ENTERED/MODIFIED FILTER

Chooge a date range for the date of the lact change to a
transaction from the drop-down st

Tell me more...
Revert
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Set Up Multiple Currencies

To use multiple currencies in your company file you must do the following:

1) Turn on the multiple currencies preference

2) Activate the foreign currency (or currencies) for your transactions
3) Download the latest exchange rates or enter the exchange rates manually
4) Assign a foreign currency to each foreign customer

Turn on Multiple Currencies

‘/Ej Enable Multiple Currencies

) Select Edit:Preferences from the menu.

) Click the Multiple Currencies icon in the list to the left.
) Click the Company Preferences tab.

) Click Yes, | use more than one currency.

)

)

)

a b~ WO N =

Click Yes.
Select your Home currency.
Click OK.

Preferences x

~N O

b Accounting My Preferences Company Preferences g’
Bills
% Track multiple currencies in this company file? Cancel
@ Calendar
B2 checking Mo, | use only one currency Help
59 Desktop View # Yes, Tuse more than one currency!
H Finance Charge X _
Select the home currency you use in transactions
General Also See:
. US Dollar -
zﬁ Integrated Applications Goneral
tems & Inventory How do | use the multicurrency feature?

52 Jobs & Estimates

5 Payments

Bl Payrol & Empioyees
| Reminders

|||| Repurls & Graphs

& Sales & Customers

"'E Sales Tax

ﬁ Search

E Send Forme

% Service Connection
[rax
Speling
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Activate Foreign Currencies

J@ Activate Currencies

Select Lists:Currency List from the menu.

Check the box to Include inactive.

Click to remove the X from the currency you want to use.
Uncheck Include inactive to show only the active currencies.

1)
2)
3)
4)

$ Fiji Dollar

Exchange rate: 1 unit foreign currency = x units home currency
Example: 1 EUR (foreign) = 2.000000 USD (home)

38 | CURRENCY 1
$ Estonian Kroon EEK
3¢ Ethiopian Birr

% ‘kland Islands Pound

Currency List

MIT CODE EXCHANGE RATE ! AS OF DATE

ETB
L|
FKP

FJD =

Currency ~

Activities ¥ Reports ¥ [ Include inactive

Download Exchange Rates

J@ Download Current Exchange Rates

Select Lists:Currency List from the menu.

Select the currency you want to update exchange rates for.

Click Activities:Download Latest Exchange Rates from the menu.

1)
2)
3)

Us Dallar

Exchange rate: 1 unit foreign currency = x units home currency
Example: 1 EUR (foreign) = 2.000000 USD (home)

Currency List

usD

Currency

b4

Home Currency Adjustment...

Download Latest Exchange Rates .,
Make Foreign Payments

Activities ¥ Reports ~ Include inactive
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Assign Foreign Currency to Customer

J@ Assign Currency
1) Click the Customers icon.
2) Edit a customer or add a new customer.
3) Click the Currency drop-down list and select the customer’s payment currency.

4) Click OK.

Mew Customer

custoueR nave Big Ben Homes

How du | delenr

Address Info o

Payment Settings FULL NAME

Sales Tax 3ettings

Main Phone  ~
Additional Info

Work Phone =
Job Info Mubile -

Fax i

ADDRESS DETAILS

Customer is inactive

line lhe vpening balance? cURRENGT Euro k
Main Cmail ~
CC Email hd
Websile -
Other 1 -
+
Copy »> &

Foreign A/R Account

When assigning a foreign currency to a customer, QuickBooks automatically creates an accounts

receivable account for that currency.

Chart of Acc
AME 4 | TYFE
+ Checking Bank
+ Money Market Account Bank
» Petty Cash Bank

« Accounts Receivable

Accounts Receivable

+ Accounts Receivable - EUR . Accounts Receivable _m-

+ Finizhed Goods Inventory Other CurrentAsset 9,749.75
+ Inventory Other CurrentAsset UsD 134,419.49
« Raw Materials Inventory Other Current Asset UsD 0.00

ounts
CURRENGY BALANCE TOTAL ATTACH
usD 29,754.53 i
USD 4,500.00
UsD 0.00
28376873

Account ¥ Activities

Reports » | Attach
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Foreign Price Level

J@ Foreign Price Level
1) Click Lists:Price Level List.
2) Click Price Level:New.
3) Click Price Level Type drop-down list and select Per ltem.
4) Select the Currency you want to use for the price level.
5) Assign a foreign price for each Item as appropriate.
6) Click OK.

New Foreign Price Level

] New Price Level -0O=
Price | evel Name  Euro Price Prive Lavel iz inaclive
Pnce Level Tvpe Per tem = Use s type of pnce level to 5et custom pnoes forindmidual tems when

setting up prices for different customers or jobs.
Currency Euro —
s
Lock 20.95 148.00 100.00 *
owow T 100000 0000
Palio Locks S0.00 99.95
Heaguiar Dooar 4395 69.95 1
Sleel Locks 9.95 15.95
Walnutoor 495549 799.95
v
Mark Al
ow do | print & report? Cancel Help
[c] Edit Customer -0Ox
Big Ben Homes
EUR0.00 How do | ad; Eura v

Agddress Info |

Payment Settings - = a

Sales Jax Semings - . < Add New »

Mone -

Additional Info

- Euro Price k

Joninfo
CHEUIT CARD INFOHMATION

Customer is inactive “ Cancel Help
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Multiple Currency Transactions

Invoice Customer

Create Invoices - Accounts Receivable - EUR

Main Formatting Sena/ship Repors on
L s E g\% a CrealeaCopy 4@ g = Pnt Later [@ E} Add Tima/Coste =
Find New Save Delete @BMemorize Mark As Print  Emak EmaiiLater  Amach | @ Apply Credits Hecene
= o Pending - v File Payment:

CUSTOMER:JOB BigBen.. - = ACCOUNT Accounts R.. =  TEMPLATE  Inluit Service... =

|Euro Prce|

Invoice T

Lock Lock with Kryptonite key 100.00 100.00 I‘

15 | | IS0 150,00

Oif = 100.00
0.00
100.00
150.00

Save & Close Save & Now Clear
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Receive Payment

Main Reports Mayments
¢ B R =
Find Mew Delete Hnnt

-

DATE

J

» U402mMs 1

0

Aftach
File

Customer Payment

Totals EUR

oA
® O
Look up Un-Apply Discounts And .
Customer/invoice Payment Credits patdred Tt
FIOCESSNg
CUSTOMER BALANCE  EUR 100.00 AR ACCOUN Accounls Receivable.. =
DATE 040172015 HE = |15 | .:"s|
2 Checking hd
CHr. DATC
G AMT AMT. DUE PAYMENT
Tou.00 o000 oo *
v
100.00 100.00 100.00
AMOUNTS FOR SELECTED INVOICES
AMOINT NLIF EUR 100.00
EUR 100.00
T AND CREDITS cuR 0.00
usD 150.00
S —

Profit & Loss Statement after Customer Payment

Customize Report

Dates This Month-to-date

040115

Accrual Basis

Share Template

Memorize | Print  E-mail « Excel » Hide Header | Collapse Refresh
~ From 04/01/2015 B To 04/012015 B Columns Total only -
Buildem, Inc.
Profit & Loss
April 1, 2015
+ Apr1,15 «
Total Income 150.00 O
Cost of Goods Sold
Materials 28.95
Total COGS 28.95
Gross Profit 120.05
Net Ordinary Income 120.05
Other Income/Expense
Other Expense
Exchange Gain or Loss b (50.00) 4
Total Other Expense (50.00) k
Net Other Income 50.00
Het Income 170.05
v

221



Multicurrency-Appendix

Record Deposit

Make Deposits

@ Previous ® Med B Save & Print ~ ayments [E] History | Attach
DepositTo  Checking - Date 04/01/2015 B  Memo Deposit
Cumency  Euro ~  EXCHANGE RATE 1EUR= 2 [ UsD |

Click Payments to select customer payments that you have received. List any otlk amounts to deposit below.

RCCCIVED FROM FROM ACCOUNT FACKC ~11H b AT MET MOUNT (CLUR

Eig Ben Homes Undeposited Funds 100.00 *

Deposit Subtotal EUR 100.00

To get cash back frem this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total EUR 100.00
USD 200.00

¢ Learn about making foreign payments Save & Close | Save & New | Revert
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Reports/Activities

‘/Ej Report Realized Gains/Losses
1)

Select Reports:Company & Financial:Realized Gains & Losses from the menu.

Realized Gains & Losses

Customize Report Memorize = Print

E-majl v Excel v Hide Header Refresh
Dates  All ~  From B To B SortBy Default -
Buildem, Inc.
04101118 Realized Gains & Losses
Accrual basis All Iransactions
% Type 3 Date 2 Name + Realized Amount (USD) +  Exchange Rate +« Realized Gain/Loss +
» Depasit 0470172015 0_00 2 50.00 4
Total Realized Gains & Losses 50.00

‘/Ej Report Unrealized Gains/Losses

1) Select Reports:Company & Financial:Unrealized Gains & Losses from the menu.

2) Enter the appropriate information in the Enter Exchange Rates window.
3) Click Continue.

Unrealized Gains & Losses
Memorize  Pring

Customize Repont

E-majl ¥ Excel v Hide Header

Collapse Refresh
Total By Unieadliced Gainll... =
Buildem, Inc.
s Unrealized Gains & Losses
Accrual Basis

As of April 1, 2015
¢ ___Currency

+ Forelgn Balance + Exchange Rate  + Adjusted Balance ¢ Current Balance + GalnLoss @
Accounts
Accounts Receivahle - FUR FlIR 5,500 00 ? 11,000 00 825000 2750 00
Total Unrealized Gains & Los.. 2, T50.00
Rates: EUR 2;
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Home Currency Adjustment

A Home Currency Adjustment adjusts your financial statements to reflect the amount of realized
gain/loss you would have if your customers paid remaining balances at the current exchange rate.
Perform a Home Currency Adjustment when you prepare your financial statements.

‘/@ Home Currency Adjustment
1) Click Lists:Currency List.
2) Click Activities:Home Currency Adjustment.
3) Click the Currency drop-down list and select the currency to adjust.
4) Click Calculate Adjustment.
5) Select the customers you want to adjust.
6) Click Save & Close.

Calculate Adjustment

Home Currency Adjustment

Enter adjustmentinformation and then click the Calculate Adjustment button to view open balances. When and
Date  gamorz01s @ Cumency  Euro - Exchange Rate 1EUR - 2 [ usy| W
oS §TYPC AM MORCIGH DALANCE {CUR DALANCE (USLE ADJ. DALANCE (USD CHCHANGE GAINLOSS (USD
i
v
Total S0
Clesiar AN Memo Save & Close m Hely

Home Currency Adjustment

Home Currency Adjustment

Enter adjustmentinformation and then click the Calculate Adjustment button to view open balances. When and how should | use a home currency adjustment?
Date  pamor01s g Currency Euro - Exchange Rate 1TEUR - 2 [ us | Calculate Adjustment
o |Cuslomer Croissanl Irvesimenls 1,000 00 1,500 00 2,000 00 50000 *
v Customer Munich Mansions 2,000.00 3.000.00 4.000.00 1.000.00
v Customer Piazza Custom Desians 2.500.00 3.750.00 5.000.00 1.250.00
v
Total SN 2.750.00
Clear All Memo | Save& Elllﬁﬂm Help
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Balance Sheet after Adjustment

Ralance Sheet

Cuslomize Reporl Share Templale Memorige  Prinl  E-maill + Ezcel = Hide Header Cullapse Reliesh
Dates Custom ~ Asof 0430/2015 B Columns  Total only =~ Sort By Default v

Buildem, Inc.

osows Balance Sheet
Accrual asis As ot April 30, 2012
B Apr 30, 15 ®
ASSLTS -
Current Assefs 'I
Checking/Savings
Checking > 2095453 4
Money Market Account 4,500.00
Total Checking/Savings 45450
Accounts Receivable
Accounts Receivable 283,768.73
Accounts Receivable - EUR .4 11.000.00 4
Total Accounts Receivable 2347607 k
v
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