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Money In Part I 
Without your customers you wouldn't have a company. OuickBooks helps you track 
your customers' information, their balances, and who has paid you. This chapter 
guides you through setting up customer information, sending and tracking invoices, 
and depositing their payments at the bank. You'll learn about great reports that help 
you with collections and help you track who's overdue. When your customer pays, 
OuickBooks helps you close your Invoice and record the deposit at your bank. 

Customers 
The Customers list stores information about your customers and makes it easy to find 
out which customers owe you money, are overdue on payments, etc. 

Overview All Sa les Invo ices Customers Products and Services 

Customers ( Customer types ) 

Unbilled last 365 Days Unpaid lart365 Days Paid 

$0 $1,038 $100,000 
0 ESTIMATE 11 UNBILLED ACTMTY 2 PAID LAST 30 DAYS 

Streamline invoicing so you can get paid sooner! 

Billable time is accurately tracked with TSheets and automatically added 

to OuickBooks, making invoices easier and faster. 

Try TSheets free 

.& ( Batch actions ,.. ) to 

0 CUSTOMER ... I COMPANY PHONE OPEN BALANCE 

0 Aaron 's Pllotography Studio ~ 
(817)460-5510 $85.00 

Aaron's Photography Stud1o 

Sales Transactions 
You can also see sales transactions in the Sales/Invoicing tab. 

Ove rview All Sales Invoices Custo mers Products a nd Sa rvices 

Sales Transactions 

Unbolled lest 36:0 Days Unptud Last 365 Days 

$0 $1,038 
0 ESTIMATE 5 UNBILLED ACTMTY I $24,480 $337,657 

11 OVERDUE 

G&tting custom&rs is he rd . 

Check out these four tips to grow your customer base with ease. 

Learn more. 

~last365Days 
.J; ( Bctch cctions ..... ) 

0 DATE • 

Paid 

$100,000 
2 PAID LAST 30 DAYS 

1-102of1 02 

X 

ACTION 

Receive payment "" 

X 

04/01 /2023 Billable Exp ... Columbia M.. . 04/01/2023 $0.00 $14,999.00 Open Create invoice 

Page 48 Money In- I- Day 1: Chapter 6 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 

 



 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 

 



 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 



 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

Customer Statement-Sa lance Forward 

Bulldem,lnc. 
13520 Mount Castle Dr. 

Farmers Branch, TX 75234 US 

qboshooting30+04142020@gmail.com 

Statement 
TO 
Howard Weiskopf 
Weiskopf Consuhing 
589 Consuhation Ave. 
Dallas, TX 75234 

•A r 

0212312020 

0312412020 

0312412020 

Balance Forward 

Credit Memo M51 

Credit Memo #52 

Statement Settings-Open Item 

STATEMENTNO. 1001 

DATE 0312412020 
TOTAL DUE $75.00 
EJ'olCLOSED 

A MOUN N< 

375.00 

·225.00 150.00 

·75.00 75.00 

Looking at their statement, a customer might wonder where the "Balance Forward" 
came from since it isn't detailed on the statement. In those situations, an Open Item 
statement can be sent as well, or instead. Open Item statements show each "open" 
transaction linked to Accounts Receivable, such as unpaid invoices or unapplied 
credits and payments. 

Create Statements 

Statement Type 

Open Item (Last 365 days) • 

Statamant Date 

04/24/2020 

Customer Balance Status 

I Open • I 

Open ~ 
Overdue 

Customer Statement-Open Item 

Bullclem, Inc. 

13520 Mount Castle Dr. 

Farmers Branch, TX 75234 US 
qboshooting30+04142020@gmail.com 

Statement 
TO 
Amy Sparrow 
Amy's Bird Sanctuary 

654 Pelican Ave. 
Dallas, TX 75240 

DATE 

01/03/2020 

04/30/2020 

DESCRIPTION 

Invoice #1 00: Due 01/03/2020. 

Invoice #47: Due 05130/2020. 

STATEUENTNO. 1039 

DATE 05/0412020 
TOTAL DUE $825.00 

ENCLOSED 

AMO N °1 NAM 1\JNT 

750.00 750.00 

75.00 75.00 

Mast ering O uickBooks Online Level 1 Page 63 
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Vendors 

Companies or individuals you purchase goods or services from are called vendors (or 
Suppliers in OuickBooks Online Canada). If you need to enter a bill , send a 1099 to a 
company or individual, or track purchases by vendor, they must be set up as a 
vendor. The Vendors list stores vendor information and makes it easy to filter to see 
all vendors, vendors you owe money to and even vendors that you're overdue on 
paying. 

Vendors 

I $0 
00\/U!DUE 

-" ( Batch actions • ) 

VENDOR "" I COMPANY 

Alenno'• Trontloting Servieet ~ 

A 

[l American Exp,..u ~ 

0 Arizone O.pt of Tax 

(972) 706-7343 

800-383-3333 

Purchase/Expense Transactions 

G) Help Q. 0@ 

~ •• ~,099• • •i!ii!IU.M 
,,, 
$90,268 
12 PAID LAST 30 DAYS 

G 
ACTION 

$0.00 Ueetebill . 
AlannaOTranslations.com so.oo Creete bill . 
ebbyOae.com $0.00 Cre• te b ill . 

$0.00 Cre• tebill . 

You can also see purchase and expense transactions associated with vendors. 

......... 

-==- ~0~ 

Expense Transactions 

~last365Days 
J; ( Batch actions "' ) 

DATE • TY PE 

04101/2023 Bill 

) 03131/2023 ChO<k 

u 0313112023 Bill 

[' 03131/2023 Bill 

03/31/2023 Check 

0312812023 Bill 

03/21/2023 O:;pense 

G) Help Q. 0 @ 

-.; •• c."'" • +l§'bHHH* 

1-94of94 

CATEGORY TOTAL ACTION 

Inventory 514,999.00 Melco payment . 
Office Rent so.oo Vi ew/ Edit . 
Utilities: Telephooe 5388.00 Make poyment . 

Freight & Delivery $4,250.00 Meko payment . 
Cleaning SO.OO View/ Edit . 

5578.00 View/ Edit . 
Travel: Travel Lodging 51,025.00 View/ Edit . 
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 5. Click Save and close. 

Check-To Be Printed Later 

(':) Check #To print 

.. ,.. 
l~e Advert 5-ing 

Mailing~rets 

Sruc:elee 
LH Advertis·ng 
282KungFuSt 
O.llas. TX 75240 

I CATEGORY 

1 Adv~rt!.'ng 

Add lines OeMallines 

ChaseC~ckng 

0312512020 

DESCRIPTION 

Spring brochure updat~ 

B..l.nce $ 1,124.388.56 

0 Help X 

AMOUNT 

$1,349.18 

AMOUNT BII..L.A8U MARKUP OW. TAX CUSTOMER 

1.349.18 

~Print later 

Ill 

Ill 

Cline.! Raven: Pl"mt ched< Order <hed:.s Mllkc rccurnng More Save end dos~"' 

Hand-written Check 

(':) Check #24 

.. ,.. 
lee Advert ~.-ng ChaseCI'leckng s..a-c. s 1.124.3S8.56 

Bruce lee 
lH AdverM· ng 
282Kung fu St 
Dallas. TX 75240 

I CATEGORY 

0312512020 

DESCRIPTION 

Spring brochure update 

Addlina 0...-allioes 

Printing Checks 

+ 
C i d1.qbo.tntuit.com/app/pontcneds 

Print Checks 

Balanea $1.124.388.56 4 ehaekssalaetad $3.42718 

~ ( Remove from list ) Sort b)' Date 1 Order cr~ated • Show all checks • 

../ DATE TYPE 

../ 0310112020 Check 

../ 0312512020 B II Payment (Check) 

../ 03/2512020 B Payment (Chedt) 

~ 0312512020 

St.-rting ehadt. no. 

PAYEE 

Electric. Inc. 

Robertson & AsSOGiates 

Dallas Bell 

0 Help X 

AMOUNT 

$1,349.18 

24 

AMOUNT 81UA8U MARKUP ' TAX CUSTOMER 

1.349.18 

AMOUNT 

~250.00 

$1.250.00 

~578.00 

S1.349.18 

Ill 

Ill 

0 X 

e """' 
X 

Add cha~;k 

1-4 
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Hamburger Menu 
The Hamburger menu appears at the bottom right on the lOS app. It provides quick 
access to lists you use often as well as common transactions and reports. 

Menu 

Shortcuts All 

Transactions Cash flow 

Customers Invoices 

Sales receipts Expenses 

Receipt snap Mileage 

Mastering OuickBooks Online Level 1 Page 135 
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 Viewing the Profit and Loss 

~ Profit & loss 161 
Jan 1, 2020 - Mar 31, 2020 'i' I 'T 

INCOME 

Construction Income 172,906.86 

Design Income 3,150.00 

Freight Income 45.00 

Markup Income 2,435.67 

Parts Sales 54,138.94 

Sales Discount -5,955.89 

Sales of Product 250.00 

Service Income 46,078.65 

Total Income $273,049.23 

COST OF GOODS SOLD 

Construction Labor 48,735.45 

Cost of Sales 49,934.94 

Materials 25,612.40 

Cost of Goods Sold $124,282.79 

GROSS PROFIT 

Gross Profit $148,766.44 

Page 140 Mobile App- Day 2: Chapter 16 
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Columns-Total By Month 
By default, reports show a single column for income, cost of goods sold and 
expenses. You can break up the report by dividing the data by days, weeks, months, 
quarters and more. Instead of a single column, you can select Display Columns by 
and select the desired view (e.g. months). 

:= Bulldem, Inc. 

Sales by Customer Summary Report 
( 6, I r 

Reportpetiod 

0110112020 to 0313112020 

£ My Expe'ts (!) Help 0.. c ® 

Cuotoml•• f ll!li!JH!!ii!.'* 
Oispl•ycok.oml'!tby 

I Monttls Cash e Accrual 

Total Only 

o.,. 
Weeks 

Modify Reports-Filters 

Customize Report 

Collapse Son • Add note5 

Aaron 1 Photogrepl'1y SIUd o 

Amy' 1 8 rd S.nctuary 

Bill's Wnd5utl Shop 

c.~,,e 1 Dog Grooming 

.. Columb•• Menagtoment 

S.•nleSchool 

Tot•l Col~o~mbt• M•n•vement 

CooiC.rs 

.. Crt~ndatl Contr.ctOfs 

Cheyenne 1 

Buildem, Inc. 

SALES BY CUSTOMER SUMMARY 
Jenu•ry Mer<;h. 2020 

2.74815 

7~.00 

1~.00 

1,125.00 

2.621.25 

2,621.25 

91775 

1,97995 

Mo\lt :2020 

$2.748.15 

$750.00 

SISO.OO 

S1.125.00 

sooo 
$2.621.2:, 

$2,621.25 

$917.75 

so.oo 
$1,97995 

You have the option to change the accounts that are viewed on your reports. This 
includes accounts that were used in transactions only (active), all accounts, or only 
those with a non-zero balance. 

- Bu il de m, Inc. 

Sales by Customer Summary Report 
( Back to report list 

!3.~P.'?.r:!P.~r.~~~ 

Last Quarter-to-date 

Q~~p_l~y-~_?!_~-~-~_s __ ~_y_ 

Total Only 

01 /01 / 2020 to 02/ 14/2020 

Active rows/active columns '" 

Show row s 

@ Active 

All 

Non-zero 

Show co lumns 

e Active 

All 

Non-zero 

notes 

Aaron's Photography Studio 

Amy's Bird Sanctuary 

Bill's Windsurf Shop 

Cash e Accrual 

Buildem, Inc. 

SALES BY CUSTOMER SUMMARY 
January 1 - February 14,2020 

TOTAL 

JAN1 -FEB14, 2020 JAN 1 FEB1 4, 2019 (PY} 

2.748.15 

750.00 

150.00 

Mastering OuickBooks Online Level 1 

£ My Experts {!) Help 

( Customize ) 

( Run report ) 

CHANGE 

2.748.15 

750.00 

150.00 

% CHANG E 

Page 155 



 

 

 

 



Reporting by Specific Product/Service 

Customize report 

,. General 

,. Rows/Columns 

,.. Filter 

0 Product/Service I ~elect Mult iple ... 

0 Bag Of Nails 

0 Customer 0 Bag of W8sher 

0 Payment Method O solts 

0 P.O. Num ber 
O cedarDoor 

0 check 

D Sales Rep D Client Retain 

.. Header/ Footer 
O o allasCity 

D Dallas Special Rate 

0 oesign 

X 

• I 

II 

Collapse Sort .... Add notes 

Amy's Bird Sanctuary 

Bi ll's Windsurf Shop 

Cassie 's Dog Grooming 

Home & Hardware Stop 

Weiskopf Consulting 

TOTAL 

Buildem, Inc. 

SALES BY CUSTOMER SUMMARY ~ 

January 1 -May 4, 2020 

BAG OF NAILS 

646.75 

$646.75 

BAG OF WASHER 

299.50 

$299.50 

DESIGN 

825.00 

150.00 

1,125.00 

375.00 

$2,475.00 

n 
s 

TOTAL 

$825.00 

$150.00 

$1 ,125.00 

$946.25 

$375.00 

$3,421.25 

Accrual basis Monday, May 4, 2020 05:22 PM GMT-05:00 

Mastering OuickBooks Online Level 1 Page 157 



 

 

 



 

 

 

 

 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

 

 

 

Edit Memorized Report/Report Group 
Buildem, lnt;. 

Reports 

Standard 

NAME 

Get a leg up on taxes 

Stay ahead of tax season all year with the expert help of a OuickSooks 
certified live Bookkeeper. Ftnd out how 1t works 

Custom ,..port• 

CREAUO 

Design S.!es by Customer Summary qbosl'looting30..-051320204tgmail.com 

~ My Experts (!) t-lelp 

X 

0. 

OATERANGE EMAil ACTlON 

Unscheduled Edit \ 
First Previous 1 - 1 Next last 

Custom Report X 

Set em~il schedule 

SET RECURRENCE 

Evary: day(s) 

End: J\one • 
Next Date: 05/14/2020 

End Date:· 

EMAIL INFORMATION 

To; Cc 

Fln :;mcial reports for Bu t=err, Ire. 

HPih, 

Anactl?d is the set off na"'cial reFons for euildem, l 'lc. 

Regards, 
qboshootirg3C - 05132020@gmoil.con 

Cancel Save Savo and close • 

Custom Reports-Email Scheduled 

Reports 

Get a leg up on taxes 

Sley <:i h~ctd ull i::! x ~l::'<:t~un e:~ ll y <=' <:H will1 lhe r::oxperl hr,ol~ ul <:1 Ouic<.Buub 

l"_~r f iPd I ivP 1\t-,okk?~pH. I 1·ci nut hnw it ·uor b. 

Q, F d' port I,~ n..m 

C ustom r&portiO 

NAME CREATED DATE RANGE 

Je~ gn Sale£ by Cu~t:::.mer Summary qbo::hcoting3C+0513202C®gmail.com l 3s: Ouar:er 

EMAIL 

::very 1Neek 

Page 162 Working with Reports- Day 2: Chapter 17 
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Payroll Taxes Setup- Federal Taxes 

Payroll Taxes Setup and Compliance 

Federal tax details 

Do you know your fede ra l Employer ldent ificetion Number {EIN)? 

• Yes, it is 75-1234567 

No, I haven't rece ived it yet, or I don't have it handy 

~ I agree to share my information with Intuit partners for workers camp offers. 

Which payroll tax form do you fil e with the IRS? 

Form 941 each quarter(mostcommon) 

How often does the IRS require you to pay federal taxes (your deposit sched ule )? 

After each payroll (federa l deposit schedule •semiwee kly•) 

Ba_c_k ________________ ___ 

Payroll Taxes Setup- State Taxes 

Payroll Taxes Setup and Compliance 

State tax details 

Do you know your Texas A cco unt Number? 

Yes, it is 

• No, I haven't rece ived it yet, or I don't have it handy 

Do you know what SUI (State Unemploy ment insurance) rate Texas assigned to your business? 

Yes, it is % 

• No, please use 6.31% for now 

What Employment & Tra ini ng Investment Assessment rate did Texas assign to you r business? 

0.10% 

What Obligat ion Assessment rate did Texas assign to you r business? 

0.0% 

0 X 

0 X 

Back Done 

Page 181 Payroll Setup: Day 2- Chapter 19 



 

Connecting your Bank 
Now that you've completed your Payroll setup, it's time to connect your bank. 
Because all OuickBooks Online Payroll options now automate the payment of taxes, 
every Payroll subscription needs to have an active Bank connection. Additionally, if 
you want to utilize Direct Deposit, you'll need your bank account for that, too. 

Connect your bank to send money with OuickBooks 

To use direct deposit to pay your workforce as well as e-file and e-pay for your taxes, you need to connect your bank account. For your security, we need information that your 
principal officer wi ll have. 

Send money with Quick Books 

Connect your bank to 

Pay your workforce with direct 

deposit 

E-file and e-pay your taxes 

Direct Deposit Setup 

Page 182 

Get set up to pay with direct deposit 

You'll be moving money so let's double-check your info (this should take 
about 5 minutes) 

Business 
Review 

Contact info, website, tax ID 

Principal officer 
Review 

Contact info, date of birth, last 4 of Social Security number 

Bank account 
Review 

Either sign-in info, or routing and account numbers 

By selecting Acc•pt ond Submit, I agree to the lntu1t Privacy Statement. 

Payroll Setup: Day 2- Chapter 19 



Bank Connection 

Add a new bank 

] ~nter bank name or sign-in URL 

Or select from popular ones: 

REGIO S [!!3bank. 

NAVY ® 
FEDERAL • 

...--m-. 
F IFTH THIRD BANK 

Enter bank info manua lly (might take a few days to connect) 

Get set up to pay with direct deposit 

aJ 

You'll be moving money so let's double-check your info (this should take 
about 5 minutes) 

Business 

Contact info, website, tax 10 

Principal officer 

Contact info, date of birth, last 4 of Social Secunty number 

Bank account 

Either sign-in info, or routing and account numbers 

0. ( ""'-·- v ) 

S1SOO/h• 

Edit 

Edi t 

Edit 

*·FM'ii* 

+»¢ -'** 
Ne•t ~yroll due I........,....., 

P•ych...-li•t 

f'IUVACV \.J 

You are now ready to pay your employees by running payroll. 

Mastering OuickBooks Online Level 1 
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