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..................... 9:30
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10 minutes

..................... 4:50



Day 1- Table of Contents

Select the headers below to be taken to the content

CRaPter 1: SETUP cceieiieieeieerctnnreeestennesssnsssasessssssssssessssssssasosssssssssssssssssssssss 1
INEFOAUCTION .ttt ettt et eaae e eseeenaeenes 2
Setting Up QUICKBOOKS ...oouiiiieiicieeeee e, 4
Create QUICkBOOKS ACCOUNT.......iiiiiieiicieeeee e 4
Customize/Personalize QuUickBOOKS.......c.cocvveviiiiiiiiiiiiceeeee 6
MNP O DAt et 8
Enter Opening BalanCes .....cuooieiieieciieeeee e, 11
Link Bank ACCOUNTS ....viciiieiieiiecieeeeee ettt ettt 12
Test Drive QuickBooks ONliNe .......cccuiviiiiiiiiiiiiiceeceeeeece e 12
Chapter 2: Getting AroUNd ........cuieereirceienernneennnesencssesssessssssssasssassssssasessssees 13
DashbOard...c..oocuiiciiciiee e 14
Moving Around in QUICkBOOKS ......c.coieiiiiiiiiccee e, 15
What YOU S€€ ON SCre@N...coiiiiiiiieieeece e 18
Chapter 3: Lists.....cuiinnneininininennncsninisisssnsscsisessesssssscsssssessessssssessessesses 19
I Y o 1T OO P SRS 20
NAMES LISTS 1ottt et e e et e e e e eibbaeeeeennas 20
WOIK WIth LISTS .eovviiiieciiecie ettt ettt eeae e 21
Chapter 4: Financial Statements...........ouceeeernienennseenecneenneesnecsnessesasessesaees 29
Financial Statements ......oociiiiiiii e 30
AcCoUNt Category TYPES .uie ittt 33
Add Accounts/SUDACCOUNTS ..cueiiiiiiieiiice e 34
Collapse Financial Statements .......oceevieierieiieieeeecee e 36
JOUINAI ENTIIES ottt et 37
Cash VS ACCIUAN...cuiiieiiceeee et 38
Chapter 5: Products and Services........uuieeievieneccerneesencsencessnsesescnsssaseasnes 39
Products and Services Settings ....cueviieiiiiieiiecieeeeee e 40
Understanding Products and Services.......ccooevieiiiiiiiiieiiecieceeeeee e 41
Add Products and ServiCes......ccoouiiiiiiiiiiieiieciceeeeeeee e 42
Chapter 6: MOoNEY IN-l ... iiireieerceeneceectenneeeesnsesssessesssssasesessssssasesassnes 47
CUSTOMIBIS ittt e et e et e e e et e e e eataeesensbeeeensseeeensseeeensseeas 48
Methods to Record Sales .......ooviiiiiiiiciieeeee e 51
MeEthod T-INVOICE ...iiiiiiiieiiee et 51
What is Accounts Receivable?.......c.ccoviiiiiiiiiiieeeceeeee e 52

Undeposited FUNAS ..o, 54



Chapter 7: MoneY IN-ll ........iuieinirnirniiieininnnnnesesssssssssssssessssssssssssssssssoses 55

Method 2-Sales RECEIPTS....cuiiiriiiiiieieeee e 56
Method 3-Make DepoSitS.....cccrieriiiieiieieeiecieee e 57
Method 4-Import from Other Program ......c.cccceoeiiiniiineiiiiceeeee, 58
RETUNA RECEIPT wonviiieiieeieie ettt 59
Credit MEIMOS ..ttt eneas 60
Customer STatemMENTS .oo...iiiiiiiice e 62
RIS ettt e 64
Chapter 8: Customize QUICKBOOKS.......cccceeureerrurererereneeesenceesanesasssssaseasnns 65
ComMPaNny SETHINGS c..eiiiiiiieiecce e 66
CUSTOMET Lab@l ..o 66
CUSTOMIZE FOIMS it 67
Customize Email Template ....oooeoieieee e 70
Chapter 9: SAVE TiMe ....uiieieiirieeienneeesnnenesntessnessssssesssessssssssssessssssssasessssses 73
FINd TranSactions .oc.ioeeiieiecieceee ettt 74
ReCUrming TranSaCioNS ..coouuiiiiiiiie ettt 77
SOMECULS -ttt ettt et 78
QuickBooks Online Payments ......ccccoeeieieiiiiiiiiiiiiceeccees 79
Chapter 10: EStIMAtes ......ccccoceivrernernecnininensensncninesensensscssesessesssesscssessesses 81
Invoice Based on EStimMate ..o 83
Progress INVOICING ...oooiiiiiiiiiiccieeceeeeeee e 84
Chapter 11: SAles TaX ...ccccciereereeceerercreenueeseecsesasessssasesssesssssssssssssssssssassssssssss 85
SETUP SIS TAX 1iitiiiiiiieiieieee ettt 85
Nontaxable Customer SEtUP .....ooiiiicieicee e, 87
INVOICE SAIES TAXuuiiieiieiiiiicieeieee et 89

Pay SalES TAXES .ottt 90



Day 2- Table of Contents

Select the headers below to be taken to the content.

Chapter 12: Money OUt L......coieuierereinnieerceesnnesenesesssesssssssssssssssssssasessssess 91
VENAOTS ittt ettt ettt ettt et ettt e 92
Method 1- Track Accounts Payable ......c.ccooieiiiiiiiiie, 94
Advantages of Bills ......cccooiiiiiiiic e 95
Method 2- No Accounts Payable ..., 97
Record @ Check ..o, 97
ENTEr EXPENSES o 97
REPOIES ottt 100
Chapter 13: Money Out ll.......eiierienereeenniennrceenneesnnessesasssasesssssssssssssases 101
Credit CardS oo e 102
Vendor Credit MEMOS ...t 106
Void vs. Delete Checks ... 108
Chapter 14: Online Banking ........cccceveevevnuenucninsenrensecsucnscncnsensensecsscssesensees 109
Add Bank ACCOUNT ..oceiiiieiicieeee et 110
Set Up Online Banking ....cciooieiiiieieeceeeeee e, 111
Online Banking Center ..o 113
Manage Downloaded Transactions .......cccoccevieiiieienienieeeeeeeeee 114
Add Downloaded EXPENSES .....ccccvieieiiieiicieieeiectee e 116
Recognized TransactioNs .......cccieiieiieiieeiieieeee et 117
What Gets Downloaded ..o 118
Manage Downloaded Deposits ........ccevieiieienieiieieceeeee e 119
Add SPlit TranSaCtioNS ....ccvieiicieieeieeeee et 120
Exclude Transactions ....c.ecieieeiesiieeceee e 121
TTANSTEIS 1ottt ettt et sseeseeneeneeneas 122
Credit Card Payments......cooiiiiiiiieicce e 123
Personal EXPENSES ..ot 124
Chapter 15: Reconcilation..........cieeieeneenuincninensennncncsscnsennensecsscsscecesens 125
Reconcile Bank ACCOUNT......cciiiiiieiicieeeeeete e 126
Reconciliation Difference ......ccooveieieiiiieecceee s 128
Reconciliation REPOIt c..cc.iiuiiieieeeeee e 129
Chapter 16: Mobile APP...ccoiriinninnininenaisneisessessssssssssssssssssssssossosees 131
INStall MOl AP ceeeieiieie e 132
Mobile App Dashboard........ccccoiiiiiiiiee 133
Moving Around in QuickBooks Mobile.........ccccviiiniiiiic 134
View Customer/Vendor Information ........ccccecvevieviniiieieieeseeeeeeeee 137
Online Banking in AP .eoveeieieeeeeeeeeee e 138
RUN REPOIS .ttt 139

RECOIA TraN S A ONS ettt ettt e e e e e e e e e e e eeeeaaeeeaeeeeeanaans 142



Chapter 17: Working with Reports..........coeeeenrrnenccncnncnennensencnncnne 145

RUN REPOIES .t 146
TYPES OF REPOIS ...t 147
Date RANGE .eiiiiiiii 150
Modify Reports-General ..o 150
Modify Reports-NUMDErs. ..ot 151
Modify Reports-Rows/Columns........ccociiiiiieiiiiiiiececeeee e 153
Modify REPOIS-FIlters ....c.ccieiiiiiieiceceeeeeee e 156
Modify Reports-Header/FOooter.......ooviiiiniiiiiiieieiececeeee e 158
Save Report CustomMIzZatioNS ......ocueiviiiiiiiiiiiieeic e 159
Email & Schedule Reports........oieieieiieeeee e 160
Chapter 18: Accounting Tasks......ccccceeeereeereerrcsercnnsnneseesnesancssssssssasssasnses 163
ACCOUNT NUMDBDEIS ..ot 164
SEt CloSING Date . couiiiieiiciiciee et 165
MENAGE USEIS .ottt ettt et 166
AUAIT LOG ciiie et 168
Chapter 19: Payroll SETUP ....cccceecereeecienerccennnrcsenneesnneseesnsesasesssssssssssssases 169
Enable Payroll ... 170
Start Payroll SETUP «.eoiiiie e, 171
Enter Company Information ..o 173
Employee W-4 Information ........cccoeciieiiiieiiicieeeeceeeee e 176
Employee Payroll Schedules ... 177
EMpPloyee Pay TYPES oot 177
Employee Deductions/Contributions .........ccceeveviieienieniieiecieeeeeeee 178
How to Pay EMPloyees ..o 178
Employee Setup Complete......coiviiiiiiiiiecceeee e 179
Set UpP Payroll TAX@S. ..ot 180
Payroll Tax-Federal Tax Details .....cocevieiiiiniiiiieee 181
Payroll Tax- State Tax Details ..o, 181
Direct Deposit SETUP cooviiiiiieiieeeeeee e 182
Add Employees After SETUP ..ocvovievieiieieeeeeeee e 184
Chapter 20: Payroll Cycle.......iinniieriinnnieerneennneenssssasessssssssssssssnses 185
Pay EMPIOYEES...cuiiiiciiciieeeee e 186
View Tax/Payments ...t 188
Pay Non-Tax Liabilities ......ccocoviiieiiiee e 191
Chart of Accounts: Payroll Liabilities ..., 191
Pay DedUCTIONS .o.eieiiiiieiieeeee e 192
Chapter 27: INVENTOIY ......coeiiiieieercennnieennsesasessssnsssasessssssssassssssssosasssasssses 193
Track INVENTOIY i 194
INVENTOry REPOIMS (i 198

AdJUST INVENTOIY . .eiiiiiiiiiiiee ettt seenae e 199



Chapter 1

QuickBooks
Online Setup

PPPPP



Introduction

Welcome to Day 1 of the Mastering QuickBooks seminar. Using QuickBooks software
effectively for your business is the focus of this seminar.

Goals/Learning Objectives
e Learn the features and capabilities of QuickBooks.
e Learn the most common problems (and their fixes!) in each area of QuickBooks.

e Discover the tricks and tips of QuickBooks to help you use QuickBooks to its
fullest potential.

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
1,500,000 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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QuickBooks Online

If you use QuickBooks Online, your screen will look like this:

Subscribe now and save 50% Subscribe now

ab arﬂilckbooks == Craig's Design and Landscaping
New + ia' i i
s | Craig's Design and Landscaping
Dashboard
PROFIT AND LOSS Last month EXPENSES Lastmonth v
Banking
$0 $0
Expenses
Net income for February Last month
Sales
Projects
vore I e
Payroll Ineems <o
e I
Reports Expenses W s0
Mileage
Accounting INVOICES SALES Lastmonth
My Accountant $0 Unpaid  Last 365 days $0
e $0 $0 Last month

Live Bookkeeping

Overdue

Not due yet

Y.

@wr QA @
Resume setup | privacy (I
BANK ACCOUNTS
Bank account
Bank balance 50
In QuickBooks $0
Bank account
Bank balance $0
In QuickBooks 50
Connect accounts
DISCOVER MORE
Keep vour sians with the times e

Desktop Editions (Pro, Premier, Enterprise Solutions)

If you use one of the desktop editions of QuickBooks, your screen will look like this:

fSearch Company or Help

My Shortcuts

Insights

VENDORS

B

Chart of
N Accounts
]

Manage
Sales i
T fems &
Senvices

&l

Record
Deposits

&
v ] Y
Enter Bills Pay Bills
B bl Trackes
cusTomERS
= Create Sales
Receipts
cept
Credit Cards
5 )
Estimates Create Receive
Invoices Payments
B My shorcuts
B view Balances.
Y &
s e e Statement Finance Statements
1 Open Windows Charges Charges
EMPLOYEES
Do Mars Wih GuickBosks
& Tumen Fayrol - .
L o)
Enter
Time:

& QuickBooks Onne Accountant

T Actvate TSnests

Refunds
& Credits

Write
Checks

Print
Checks

@

Calendar

&

Reconcile

X/ WHAT'S NEW

=
Check
Register

=)
Enter Credit
Card Charges
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Setting Up QuickBooks

There are 5 steps to setting up and getting started using QuickBooks Online.
1. Create QuickBooks Account

This is how you create your company in QuickBooks.

2. Customize/Personalize QuickBooks

Customize your settings and invoices to make QuickBooks work best for you. Also,
invite other people to your company file and set up their permissions.

3. Import Lists or QuickBooks Desktop Data

If you are coming to QuickBooks Online from QuickBooks Pro or Premier, you can
import your company file to your QuickBooks Online account and your transactions,
lists, and opening balances will come over during that process. If you are coming to
QuickBooks Online from another accounting program that is not QuickBooks Pro or
Premier, you can import your lists (customers, vendors, chart of accounts, products
and services) using CSV or Excel files.

4. Enter Opening Balances

Entering account balances is necessary to get complete and accurate financial
statements. Opening balances become the “starting point” for your business because
they catch QuickBooks up to how much you had in a bank account, or owed on a
credit card, as of a specific date that you choose. Most businesses choose the
beginning of a fiscal year as the starting point for their QuickBooks data, so the
balance of an account on that date is used to set up its opening balance. You can
find that number on your bank and credit card statements.

5. Link Your Bank Account

This helps you add and categorize bank transactions going forward. It also makes
reconciliations significantly easier, which you’ll learn about later in the training.

Step 1: Create QuickBooks Account

Getting started with QuickBooks Online for your own business is easy. Just follow the
steps below to start a free trial.

Choose an Edition and Start a Free Trial

There are several editions of QuickBooks. Each edition includes basic features such
as check writing, entering sales, and additional features and capabilities to support
your growing business. To review features and compare current online editions, visit
https://quickbooks.intuit.com/online/compare/.

Note: The QuickBooks Online setup steps frequently change. The screenshots you
see in this part of our manual may not match exactly to what you see on the site.
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https://quickbooks.intuit.com/online/compare/

Start Free Trial

Open an internet browser (Intuit recommends Chrome).

Browse to https://quickbooks.intuit.com/pricing/.

Click Free Trial.

Click Try it free below the edition of your choice.

Complete the enrollment form and click Create Account.

Make the appropriate selections in the screens displayed by QuickBooks Online.

ok Wb~

@ QuiskBooks® Online Pricing &7 % 4 - a x
< C & quicbooksintuitcom/pricing/
it
@qulckbooks‘ Plans & Pricing  How ItWorks  Support & Talkto Sales: 1877.663.3260 v  Signin v

Save 50% or try it free for 30 days’

@ Set up QuickBooks with help from a Live Bookkeeper

Buy now for 50% off for 3 months* C) Free trial for 30 days

Small Business ¢ Freelancer ¢
Simple Start Essentials Plus Advanced Self.Employed
. = - - -
$12/me $20/m. $35/m $75/m $7 ime

% lrckincoms & expanse

v
v
v
v
v

LI I

Setup

Answer a few questions about your business to help QuickBooks set up your
business.

@ set up QuickBooks x  + = B
< C & cii.gbointuitcom/app/setuptinitial=true#0 G

nfurt
@qunckbooks SET UP YOUR QUICKBOOKS 1of4

1. Tell us about your business.

Everyone needs something a little different from QuickBooks. Let's get to know what you
need so we can tailor things to fit you. You can change your info anytime in Settings

Buildem

Landscaping services v

've been using QuickBooks Desktop and want to bring in my data
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Step 2: Customize/Personalize QuickBooks

During account creation you might be asked how you plan to use QuickBooks. Pages
like these help QuickBooks customize your account to best suit your company'’s
needs. Anything you select/change can be customized later.

@ st up QuickBooks x + o
« C @ cllgbointuitcom G
@a‘w:kbﬂnks SET UP YOUR QUICKBOOKS

2. What would you like to do in QuickBooks?

This is just to get you started. You can always do more later

B B B 9

2 &

Accountant View vs. Business View

Based on your choice in the screen below, your QBO account will be in “Accountant
View" or “Business View.” These different views slightly alter the names of some
transactions, but QBO still operates in the same way, regardless of your choice. You
can also change this choice in your company’s Advanced settings later.

© setup Quick8ook x +

& cigbointuitcom

@aﬁ;ckbooks SET UP YOUR QUICKBOOKS

3. What's your role at your business?
We'll use to help personalize your QuickBooks. You can always change it later ir

wl g & »
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Review/Update Company Settings

After setup, you may want to customize your QuickBooks settings and forms to suit
your needs. You learn about personalizing QuickBooks throughout this class.

1. Click the Gear menu and select Account and Settings.
2. Make the appropriate selections in the Account and Settings page.
3. Click Done.

@ree Q [8

Company name

Company type

Contact info

T—
Buildem
YOUR COMPANY LISTS TOOLS PROFILE
Account and settings Alllists Import data Intuit account
Manage users Products and services Import desktop data Feedback
Custom form styles Recurring transactions Export data Refer a friend
Chart of accounts Attachments Reconcile Privacy
QuickBooks Labs Budgeting
[a] -
Audit log 3 Sign out
Order Checks [
SmartLook
Case center
Account and Settings @ np X
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Step 3: Import Data
Import Company File from QuickBooks Pro/Premier

If you have your accounting information in a QuickBooks Pro or Premier company file,
you can copy the data to you QuickBooks Online account. The process takes a few
minutes, and most of your transactions, lists, and account balances are brought over.

Export Company File to QuickBooks Online

1. Within QuickBooks Desktop, click the Company menu and select Export Company
File to QuickBooks Online.
2. Follow the onscreen instructions.

Home:

Camgary Snapshat
Coabervdan

Dacuments * WENDICRS,

Lt Certer _
==
Charl of
' B . Accounts
So )
Pay Bils Managa —
Sales -]
Fiuik Eniles T —
Planning & Budgeting Seraces
T D List
Bominders =1
=]
= Manag cusTOMERS
flerts Manager B P
Chart of Accounts Cirl+d :
Make General Journal Entries... =] "';:lﬁ,i‘ﬁl&"" =
Manzge Curenzy v Accapt T g
Credit Cards =
Enter Vehicia Mieage £
S
whapes =
kBooks Cnilne % g E x|
e Receive Recurd Reconcile
miices Payments Depasits
= ] & = = =
Staternent Finance Slatements Retunds N ~
Charges .t el Write: Check
Charges Charges & Cradits e R
MRS
- o =]
o Print Enter Credit
Erter Charks Card Charges
lime
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Tips for a Successful Conversion

There are a few tasks you should complete in your desktop company file before you
convert it to QuickBooks Online.

Before you Convert to QuickBooks Online

e Reconcile your Checking and Credit Card accounts
o Pay Sales and Payroll Taxes

e File Payroll quarterly forms (you'll need to set up payroll again in QuickBooks
Online)

After you Convert

Open your QuickBooks desktop company and QuickBooks Online company at the
same time. Run the following reports in both and compare. The balances should
match.

e Profit and Loss Standard
e Balance Sheet Standard
e A/RAging Summary
e A/P Aging Summary

Mastering QuickBooks Online Level 1 Page 9



Import Lists from CSV or Excel Files

If you currently use QuickBooks Pro or Premier, your lists are imported during the
conversion to QuickBooks Online. However, if you use a different accounting
program, you can import lists with CSV or Excel files. Just export the lists you want to
bring into QuickBooks, such as your list of customers, and use the menu below to
bring them into QuickBooks.

1. Click the Gear menu and select Import Data.

Buildem
YOUR COMPANY LISTS TOOLS PROFILE
Account and sattings All lists Import data ntuit account
Manage users Products and services Import desktop @ Feedback
Custom form styles Recurring transactions Export data Refer a friend
Chart of accounts Attachments Reconcile Privacy
QuickBooks Labs Budgeting
~
Audit log & sign ou
Order Checks Z
SmariLook
Case center
2. Select the kind of data you want to import into QuickBooks.
= st @ Qe
Import Data
Bring your existing data into QuickBooks
Bank Data Customers Vendors Chart of Accounts Products and Services nvoices

Need to import QuickBooks Desktop data? Find out how

Need to bring in sales receipts, invoices, and expenses? Try this app
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Step 4: Enter Opening Balances

If you currently use a desktop edition of QuickBooks, account opening balances will
be included during the conversion to QuickBooks Online. However, if you use
another accounting program, you will need to enter opening balances for most
accounts on your Balance Sheet. Opening balances serve as your “starting point” for
your accounts. They summarize how much money you had in a bank account, or
owed on a credit card/loan, as of a specific day. Typically businesses choose the first
day of their fiscal year as their starting point and use bank and credit card statements
to find out what their balances were on that day.

You have three choices when entering account opening balances:

1. Enter an opening balance as you set up the account.

When you set up a new account on your Chart of Accounts you can enter the opening
balance and the account’s starting point at the bottom right of the New Account
screen.

2. Letthe Online Banking feature enter opening balances for you.

When you link a bank or credit card account to QBO, you're asked how far back you
want it to go to download transactions. This is used to automatically set your starting
date for the account and also the opening balance.

3. Enter a journal entry for opening balances.

This usually requires help from an accountant. Don't worry if you can’t do it right
away. You can start using QuickBooks now.

Enter Journal Entry for Opening Balances
1. Click the New (+) menu and select Journal Entry.

(X} Journal Entry #2 & @ nep X

& ACCOUNT DEBITS CREDITS DESCRIPTION NAME
Mccounts Recsivable
2 Accounts Recsivable

Add lines Clear all lines

Mastering QuickBooks Online Level 1 Page 11




Step 5: Link Bank Accounts

When you link your checking and credit-card accounts with QuickBooks, you choose
how far back you want QuickBooks to look when it downloads transactions. It's
generally recommended to start from the beginning of your fiscal year. You can also
tell QuickBooks what transactions to exclude if you download something you've
already recorded, or notice a duplicated transaction.

Link Bank Account

1. Click Banking on the navigation bar.
2. Click Connect account in the Bank accounts section of the page.
3. Follow the onscreen instructions.

qab Eﬂ‘ckbooks = Buildem, Inc. & My Experts ® Help q

Banking Rules Receipts

Dashboard

Automate income and
expense tracking e s

Save hours of work by tracking finances automatically Net profit for last month

© Ses oot (229 I
Income
1 Connect a bank or credit card to get started

2 Review and add your transactions

3 See how your business is doing

Connech.\uiunt Upload transactions

Test Drive QuickBooks Online

You can practice in QuickBooks using a sample file. Please note: The test drive will
expire and log you out due to inactivity after about an hour and any changes or
transactions you've entered will be deleted.

Start Test Drive

1. Open an internet browser.

2. Browse to https://gbo.intuit.com/redir/testdrive. You can also do a Google
search for “QBO Test Drive” to find the test drive page.

3. Enter the provided security code or Captcha.

4. Click Continue
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Getting Around in QuickBooks Online

Now you learn more about the dashboard and the location of menus that let you to
record new transactions, view historical transactions and access and edit your account
settings. You'll also learn what transactions are and the value of entering financial
data online so that you can build accurate reports about your business.

Dashboard

The Dashboard provides quick information at your fingertips, including a financial
dashboard, and bank account balances. You can enable Private Mode to hide this
sensitive data if you're using QuickBooks in a public place.

Display the Home Page

Click Dashboard from the left menu.

() x 4+ = O X
« C & clgbointuitcom/app/homepage a O o H
@ quiickbooks = Buildem, Inc. @ Help Q Q @
@ Buildem, Inc. L e
Dashboard
INCOME EXPENSES Last 30 doys W BANK ACCOUNTS 7
Banking
$64 867 Mastercard
’ R

= il Bank balance

$338,814
Invoicing e e e

Checking @ Reviewed

W $16,258

Projects it S
$25,562
Workers I DVERDUE INVOICES " ‘5'841 Savings 0 Reoviowed

M $10,000 o

Reports $0 %
PAID LAST 30 DAYS ‘ $22,767 Petty Cash

Taxes £ < eyt el uickBook

Mileage Amex

Accounting PROFIT AND LOSS ast30 days W SALES ast30 days W

My Accotntant $10,669 $75

me for last 30 days Last 30 days
Apps g

Live Bookkeeping

" I

$64,867 x
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Moving Around in QuickBooks

You access all the features of QuickBooks Online from three areas:

1. Navigation bar
2. New (+) menu
3. Gear menu (aka, Company menu)

@ Giickbooks

Dashboard

Banking

Accounting

Apps

Buildem, Inc.

+
OG

Buildem, Inc.

INVOICES

$0 Unpaid  Last 365 days
Overdue Not due yet
$0 Paid Last 30 days

Deposited

Create an invoice

PROFIT AND LOSS

$0

Net income for

Last 30 days W

ast 30 days

so G

EXPENSES

$0

Last 30 days

Last 30 days W

M 50

M50

SALES Last 30 days W

$0

Last 30 days

& My Experts

BANK ACCOUNTS

Bank account
Ban e

Bank account
Bank balance
In QuickBooks

DISCOVER MORE

Goodbye, paper

timesheets!

@ Help

rrivacy ( J)

‘A

-

Q

Navigation Bar

The Navigation Bar is the left-most menu on most pages within QuickBooks. It
provides quick access to information about the people you do business with as well
as a history if your business’ financial transactions.

@ Gliickbooks

Dashboard
Banking
Expenses
Sales
Projects
Payroll
Reports
Taxes
Mileage
Accounting
My Accountant
Apps

Live Bookkeeping

Mastering QuickBooks Online Level 1
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New (+) Menu

The New (+) menu is at the top-left of the screen. It allows you to record your financial
transactions. Note that your menu may look different depending on your settings.

Accountant View:
CUSTOMERS VENDORS EMPLOYEES OTHER
Invoice Expense Payroll Bank deposit
Receive payment Check Single time activity Transfer
Estimate Bill Weekly timeshest Journal entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inventory gty adjustment
Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit
Delayed charge Print checks
Show less
Business View:

MONEY IN MONEY OUT OTHER
Make a sale Add expense Transfer between bank accounts
Create invoice Add bill Record bank deposit
Receive invoice payment Pay bills Track mileage
Create estimate Pay down credit card Track time
Receive credit Write check Add product/service
Receive credit card credit Print checks Add customer
Send customer statement Create purchase order Add vendor

Give refund Add employee

Give credit Add contractor

Pay employee

Pay contractor
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Switch Between Views

In this class we use the Accountant View. To stay consistent as you learn the content
feel free to switch over to the Accountant View throughout the class.

ok wWN =

Gear Menu (aka. Company Menu)

The Gear menu provides access to company settings, lists, tools, and account

Select the Gear icon.

Select Account and Settings from the My Company column.
Select the Advanced tab.

In the User view section, select Edit.
Choose either Business or Accountant view from the dropdown.
Select Save.

management.

Buildem, Inc.

YOUR COMPANY

Account and settings
Manage users
Custom form styles
Chart of accounts

QuickBooks Labs

LISTS
All lists
Products and services
Recurring transactions

Attachments

TOOLS

Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit leg

Order Checks [
SmartLock

Case center

@ Hep QI_%'

PROFILE

Intuit account
Feedback
Refer a friend

Privacy

n .
3 Sign out

Mastering QuickBooks Online Level 1
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Search/Recent Transactions Menu

The Search/Recent Transactions menu is an easy way to search by transaction
number, date, amount, and name. You can quickly open a recently entered
transaction from the Recent Transactions list.

@ e QA

SEARCH TIPS earch for transactions by transaction number, amount ($340.00), or date

RECENT
TRANSACTIONS

What You See on a Transaction

All the forms in QuickBooks look similar. This makes it even easier to get around and
enter transactions. Just fill out the “Who?” and the “When" at the top, the “What?”
below, and the amount or the “How Much.”

Parts of a QuickBooks Transaction

~ =
() Invoice #50 D Takeatour 03 (@) Help X
Online payments Get set ug EALANECEDUE
Customer (2) il 2)
Cards visa @9 === B2 [eowr
ohn Mekon - Mekon@John.com ’ O
Bank transfer  saw
Sendlarer & o Receive payment
Term: Invoice dat Due d
\ 6/202 (
2 .
¢ PRODUCT/SERVICE () DESCRIPTION ary RATE AMOUNT = TAX
Rocks Garden rocks. 10 100 1,000.00 l
3 *
2 .
Add lines Clear all lines Add subtotal Subtotal $1,000.00
Message on invoice Taxable subtotal $0.00
Let QuickBooks |
caleulate your sales tax Dzllas v 8.25%
Total $1,000.00

Who- Who are you paying or who is paying you?

When- When the transaction happened in the real world.

What- What are you purchasing or selling?

How Much - The amount of money you receive or spend on a transaction.

b o
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What are Lists?

QuickBooks uses lists to organize information about the people and businesses you
buy things from as well as the things you buy and sell. Lists help you save time in
several ways:

1. They store information about people and businesses you work with so you can
record transactions more quickly.

2. They help you find transactions you previously entered and also run reports to
see how much money you've spent/received with a specific person or
business.

3. They also let you track who owes you money and who you owe money to.

List types

The user interface and functionality of lists is different depending on what type of list
you are working with. For example, with Names lists (Customers, Vendors and
Employees), you have a Center that helps you quickly sort and filter information. On
Other Lists (Chart of Accounts, Terms List, Products and Services List, etc.), your
choices for interaction are more limited but you can still add/remove columns and
resort the list.

Names Lists

Names lists include Customers, Vendors, and Employees. You work with names lists
often and you see them often throughout QuickBooks.

= @rr Q 0O &
Overview All Sales Invoices Customers Products and Services
Customers Customer types

Unbilled Last 365 Days Unpaid Last 365 Days

Dashboard
Banking
Expenses

Sales

Projects

Payroll

Reports 8 k Streamline invoicing so you can get paid sconer! X
T Billable time is accurately tracked with TSheets and automatically added
axes
» to QuickBooks, making invoices easier and faster.
Mileage A Try TSheets free
Accounting
My Accountant \F Batch actions v o‘
Apps [7] CUSTOMER 4 / COMPANY PHONE OPEN BALANCE ACTION
Live Bookkeeping . Aaron's Phot hy Studi
[[] Aarons Photography Studie (817) 460-5510 $85.00 Receive payment v
[[] Alame Foundation 210-888-1051 £16,295.00 Receive payment ¥
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Who Goes on Which Names List?

Customers - This list stores the people or businesses that pay you money for goods,
services and donations. To invoice a company on account or to track sales/donations
by customer, they must be entered as a customer.

Vendors (Suppliers) - This list stores the companies and contractors you pay for
goods or services. To track accounts payable (money you owe on open bills), issue a
1099, or track purchases by person or business, they must be set up as a vendor.
Employees - This list stores employees and their related payroll information. To pay
an employee using payroll or issue a W-2 to an employee, he/she must be entered as
an employee. Note that the Employees List is only for W-2 employees. People you
issue a 1099 to are considered vendors/contractors.

Other Lists

Other Lists include Products and Services, the Chart of Accounts, etc. You use these
lists often because they're related to transactions, but you don't need to update them
very often.

All Lists

@ Q 0@

Buildem, Inc.

Your Company
Account snd Settings
Manage Users
Custom Form Styles
Chart of Accounts

CuickBooks Labs

Lists

All Lists

Products aneSServices
Recurring Transactions

Attachments

Tools

Import Data

Import Desktop Data
Export Data
Reconcile
Budgsting
AuditLog

Order Checks []
SmartLook

Case Center

Profile

Intuit Account
Feedback
Refer s Friend

Privacy

n
[ Sign Qut

@ gliickbooks

Lists

Subscribe now and save 50% Subscribe now

@ Q0

Dashboard
Banking
Expenses
Sales

Projects
Payroll

Reports

Taxes

Mileage
Accounting
My Accountant
Apps

Live Bookkeeping

Chart of Accounts

Displays your accounts. Balance sheet accounts track your assets and liabilities, and income and
expense accounts categorize your transactions. From here, you can add or edit accounts.

Recurring Transactions

Displays a list of transactions that have been saved for reuse. From here, you can schedule
transactions to aceur either automatically or with reminders. You can also save unscheduled
transactions to use at any time.

Prcdu:t&nd Services

Displays the products and services you sell. From here, you can edit information about 3 product or

service, such ss its description, or the rate you charge.

Custom Form Styles

Customize your sales form designs, set defaults, and manage multiple templates,

Payment Methods

Displays Cash, Check, and any other ways you categorize payments you receive from
customers, That way, you can print deposit slips when you deposit the payments you have
received.

Terms
Displays the list of terms that determine the due dates for payments from customers, or

payments to vendors, Terms can also specify discounts for early payment, From here, you can
add or edit terms.

Attachments

Displays the list of all attachments uploaded. From here you can add, edit, download, and
export your attachments. You can also see all transactions linked to a particular attachment.

Mastering QuickBooks Online Level 1
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Work with Lists

Add Entry Before You Need It

1. Open the appropriate list.

2. Click the New (List Name) button.

3. Enter the appropriate information in the window.
4. Click Save.

New Names List Entry

@ Guiickbooks S e @ Help Q ) el
q

Overview All Sales Inveices Customers Preducts and Services
Dediterd] Customers Customer types New customer

Banking

Unbilled Last 365 Days Unpaid Last 365 Days Paid

$24,480

Expenses

$1,038 $100,000

Sales 11 UNBILLED ACTMTY

11 OVERDUE 2 PAID LAST 30 DAYS

Projects

Payroll

Reports ] 'k Streamline invoicing so you can get paid sooner! X

T Billable time is accurately tracked with TSheets and automatically added
axes

» to QuickBooks, making invoices easier and faster.

Mileage A Try TSheets free
Rewmi
Batch actions v Q

My Accountant

Apps [[] cusTOMER « 7 compaNy PHONE OPEN BALANCE ACTION
Live Bookkeeping \ .
- ] Aaron s_Phorographysn.;d\o = (817) 460-5510 $85.00 Receive payment v
Alamo Foundation [
[[] ~emeroundation = 210-888-1051 516,295.00 Receive payment v

New Other List Entry

Subscribe now and save 50% Subscribe now

@ guiickbooks =  guldem, lne @ Hep Q 0 @

Chart of Accounts  Reconcile
Dashboard 4 A
= Chart of Accounts ( RunReport )
X All Lists ) '
Banking Nils
Expenses u .
Sales
NAME TYPE & DETAILTYPE QUICKBOOKS BALANCE  BANK BALANCE ACTION
Projects
Chese Checking Ry, Bank <&, Cash on hand 23,83834 19,895.29 View register v
Payroll
Petty Cash Bank Checking 0.00 View register w
Reports
Savings R, Bank <R, Checking .00 View register w
Taxes
Accounts Receivable Accounts receivable (A/R) Accounts Receivable (A/R) 337,656.68 View register w
Mileage
Py— Finished Goods Inventory Other Current Assets Other Current Assets 0.00 View register w
My Accountant Inventory Other Current Assets Other Current Assets View register w
Apps Inventory Asset-1 Other Current Assets Inventory 0.00 View register w
Live Bookkeeping Prepsid Expenses Other Current Asssts Other Current Assets 0.00 View register w
Rew Materials Inventory Other Current Assets Other Current Assets 750.00 View register w
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Add Entry as You Need It

1. Open atransaction and enter appropriate information.

2. Type the name of the new list entry as you want it to appear on the list.
3. Select Add to add the new entry to the list.

4. Select the appropriate type (if applicable) and click Save.

() Expense Dakeatour §63 (@) Help N

Payee Payment account (2) AMOUNT
Pizza Dallas v | | Chase Checking ¥ Balance $1,124,388.56 $0.00
New Name
*Name Ref no.
223 Dallas -
Type

Vendor v
N AMOUNT  BILLABLE () MARKUP% TAX CUSTOMER (2

+ Details \ S.WQ )

OR

Contwet your Grnsil assourt Total 50.00

After you connect. you appesrin a holding

You can then choose which add to QuickBooks.

o

Edit Names List Entry

Display the appropriate list.

Select the entry in the list to edit.

Click the Edit button.

Enter or change appropriate information.
Click Save.

R wN =

nturt a—
@b quickbooks = Buidem, Inc @) Help Q, [;'l, {é}
+ ol )
Dallas Bell 122 Tele Way, Richardson, TX 75001
$388.00
Dashboard
0.00
Banking I 50.C
Expenses
[
Sale De
Projects
Payroll ( Batch actions ) ( Filter » )
orts 1-4 of 4
DATE v TYPE NO. PAYEE CATEGORY TOTAL ACTION
Mileage 03/31/2023  Bil #7d0 D.Bel Utlities:Telaphone | = $388.00  Make payment ¥
ot 01/01/2023 ~ Check 7 D. Bel Utlities:Telephone | = $100.00 View/Edit ¥
My Accountant
01/01/2023  Check 8 D. Bel Utilities:Telephone | ¥ $200.00 View/Edit v
Capital |new
01/2023  Check 9 D. Bel Split $871.00 View/Edit ¥
Apps
T $1,559
Live Bookkeepina ' L -
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Vendor Information

D. Bl

Print on check as [/] Use display name

m

Address map

Disllas Bell
122 Tele Way
Richardsan TX

75001

Notes

':: Cancel ::":: Make inactive ::'

Company Email
Title  First name Middle name Last name Suffix Phone
* Display name as Other

Billing rate (/hr)

Terms

Opening balance

Account no.

Business ID No.

Privacy

Mobile Fax

Website

as of

03/24/2020

Edit Other List Entry

1. Display the appropriate list.
2. Select the dropdown in the Action column beside the desired list entry.
3. Click Edit.
4. Enter or change appropriate information.
5. Click Save.
® o x 4 - o
= Buildem, Inc OF Q 0 &

Chart of Accounts

Chart of Accounts

NAME TYPE =

DETAR TYPE

OUICKBOOKS BALANCE  BANK BALANCE

ACTION

View register v

..
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List Rules

1. There is no limit to the number of list entries you can have in QuickBooks.
However, keeping your lists under 10,000 is recommended.

2. Every entry in the "Display Name As” field for Customers, Vendors and Employees
must be unique. If you want to list the same entity on multiple lists, make sure to
give them different "Display Name As” entries.

3. Once entered on a list, the name can’t be moved to another list.

Delete Entry (Without Balance)

Delete List Entry- Names List

1. Display the appropriate list.

2. Select the entry in the list to delete.

3. Click the drop-down arrow next to the entry to delete and select Make inactive.
4. Click Yes to confirm the deletion.

= dem @ Q ‘Q' L
Custamars
CUSTOMER / PROJECT & / COMPANY PHONE OPEN BALANCE ACTION
Diamna Bakevyu Rec m -
Daner [ -

Dylan Satfrank : 2 2 Create invsics [w

Em-Ming Doars

Erik’s Foundation and Roof Repair

Fert Werth Homes Bt ot @

Delete List Entry- Other List

1. Display the appropriate list.

2. Select the entry in the list to delete.

3. Click the drop-down arrow next to the entry to delete and select Make Inactive.
4. Click Yes to confirm the deletion.

=  Buildem = @ Help q Q 5;0;5
Chart of Accounts
NAME TYPE « DETAILTYPE QUICKBOOKS BALANCE BANK BALANCE ACTION
0,0C View register w
______ Othe 0 View register w
P E c dther C View register | v
Edit
Raw M 00
M activ ‘t reduce usage)
| 1 4 0,724.50 Run report @
Other Current Assets Other Current Assets 0.00 View register v
0 View register v
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Delete Entry (With Balance)

Deleting a list entry with a balance causes QuickBooks to record adjusting entries to
zero the balance. These adjusting entries vary by what you make inactive.

Delete List Entry-Names List

Display the appropriate list.

Select the entry in the list to delete.

Click the Edit button.

Click the Make inactive button.

Click Yes to confirm and have QuickBooks make adjusting entries to zero the
balance

e wN-

Customer information

Company Email

| Bill@Windsurf.com

Title  First name Middle name Last name Suffix Phone Mobile Fax
Bill Windsurf 214-556-6563
*Display name as Other Website
Bill's Windsurf Shop -
Print on checlc as|_ | Use display name [ ]1s sub-customer
Bill Windsurf Bill with parent v

Address | Notes | Taxinfo | Payment and billing | Language | Attachments | Additional Info

Billing address msp Shipping address mzp | | Same s billing address
Bill Windsurf Shop Bill Windsurf Shop
292 Henderson St. 292 Henderson St.
Nallas TX 75234 v
Dallas T
75234
( cancel )( Make inactive ﬂ Privacy m

S

Delete List Entry-Other List

1. Display the appropriate list.
2. Click the Action drop-down menu for the appropriate entry and select Delete.
3. Click Yes to confirm and have QuickBooks make adjusting entries to zero the

balance.
Are you sure you want to make customer Bill's Windsurf Shop
inactive?
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See Deleted/Inactive Entries

Deleted list entries are hidden from view. However, you can still see them if you want.

View Inactive Entries

1. Open the appropriate list.

2. Click the Gear icon and select Include inactive.

Include Inactive- Other Lists

@ Glickbooks

= Buildem, Inc

Chart of Accounts

Chart of Accounts

< All Lists
NAME TYPE «

Sy |
Payroll

Bank
Reports

Bank
Taxas

Bank
Mileage

. =) B

J——
My Accountant R Account: b
Capital [f&W Finished Goods Inventory Other Currer

DETAILTYPE

@ QA O @

QUICKBOOKS BALANCE BANK BALANCE

19,895.29

L EENRLSALY

¥

0.00 View register v

= Buildem, inc

‘ e o Costomers

Batch actions

CUSTOMER / PROJECT « / COMPANY

Dashboard

Banking
Aaron’s Photography Studio

Expenses

Sales Alame Foundation

Projects

Amy's Bird Sanctuary

Payroll

Auldridge Windows

Bill's Windsurf Shop

Building 101

210-888-1051

214-656-5654

312-395-3939

D Q O @

OPEN BALANCE

Address

$85.00
Email
Customer Type
295.00
Artachments
| Phone
50.00
/| Include inactive
472.00

clude projects
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Merge Entry

Display the appropriate list.

Select the entry in the list to merge.

Click the Edit button.

Type the name of what you want to merge it with in the Display Name As field.
Click Save.

Click Yes to merge the list entries.

cOorwWN =

Please Confirm

That name is already being used. Would
you like to merge the two?

Note: When merging accounts on the Chart of Account, you can only merge
accounts that are of the same type (e.g. liability, expense).
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Financial Statements

For those of you who are from a non-accounting background, this chapter will help
you to learn some accounting basics, which leads to understanding more about how
QuickBooks works. You'll discover the intention behind the Chart of Accounts and
how it relates to two financial statements: the Balance Sheet and the Profit & Loss.

Chart of Accounts

The Chart of Accounts represents the “hub” of your accounting system. Each account
represents something that your business owns/owes or a reason that your business
earns/spends money. As you record transactions, you assign accounts that represent
where the money came from/went to and why. After each transaction, account
balances are updated on your financial statements based on the accounts and
amounts you entered.

For example, you used a debit card in an office supplies store and then later
download the transaction. The first account affected by the transaction is the
Checking account linked to your debit card. That represents where the money came
from/went to. The second account the transaction affects is a summary of why money
was earned/spent...in this case, office supplies. So you would probably use an
expense account named Office Supplies so that you could track how much you've
spent on office supplies over time.

@ quickbooks R @rHp Q O &
Chart of Accounts  Recanc
Jasl Darc
Dt Chart of Accounts Run Report m
All Lists

Banking N
Expenses .
Sales

NAME TYPE = DETAILTYPE QUICKBOOKS BALANCE BANK BALANCE ACTION
Projects

Chase Checking " Bank “, Cash on hand 1,123,488.56 19,895.29 View register v
Payroll

Checking Bank Checking 150.00 View register ¥
Reports

Checking (deleted) Banlk Checking 0.00 Make active w
Taxes

Petty Cash Bank Checking 0.00 View register v
Mileage

. Savings %y Bank %, Cheeking 4,500.00 5,000.00 View register v

Accounting
My Accountant Accounts Receivable Accounts receivable (A/R) Accounts Recsivable (A/R) 326,721.68 View register v
Capital New Finished Goods Inventory Other Current Assets Other Current Assets 0.00 View register v
Apps Inventery Other Current Assets Other Current Assets 151,545.31 View register v

Live Bookkeepina
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Balance Sheet

The Balance Sheet is the financial snapshot or position of your business. If someone
took a photograph of your business right now, it would the Balance Sheet? The
Balance Sheet is comprised of assets, liabilities, and equity.

Assets

Anything owned by your business. Assets include cash/liquid assets like bank
accounts, inventory you plan to sell to customers, fixed assets like vehicles and
equipment, and even receivables that are owed to you by customers.

Liabilities

What your business owes people/companies outside of your business. Liabilities

include credit cards, loans like mortgages and car notes, lines of credit and even
payables that you owe on open bills from vendors.

Equity

What the business owes the owners of the business. Equity is used to track
investments into the business, draws out of the business to pay the owner/partner
and retained earnings. You might also see an account called Opening Balance
Equity, which is a summary of what the business was worth to the owner before the
business started using QuickBooks.

Chart of Accounts

D Buildem, Inc.

BALANCE SHEET

- As of May 8, 2020
NAME TYPE o DETAILTYPE TOTAL

se Checking S Bar % Cash on hand ~ ASSETS
~ Current Assets
= = Accounts
Pett ings 5,000.00
ecking -5,570.22
= Ba = Checking Total Bank Accounts $-570.22
- ) + Accounts Receivable
. . o s a - Accounts Receivable 31,592.25
Finished Goods Inventor Other Current Assets Other Current Assets Total Accounts Receivable $31,592.25
~ Other Current Assets
ther Current s Inventory 174,835.72
_ ~ Raw Materials Inventory 750.00
: o Undeposited Funds 0.00
A Current Assets nventor Total Other Current Assets $175,585.72
Total Current Assets $206,607.75
~ Fixed Assets
~ Furniture & Equipment

Accumulated Depreciation -4,200.00
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Profit & Loss

This statement is the movie of your business. It measures performance over a
specified time period. This financial statement includes income, costs of goods sold
and expenses.

Income

Income accounts track money that comes into your business through the sale of
goods or services. They're also used to track income generated through donations
or pledges from donors. Examples include sales and service income.

Cost of Goods Sold

Cost of Goods Sold accounts track the money you spend that is directly related to a
specific sale. This includes the cost of contractors you paid to work on a specific job,
materials that are purchased for a specific customer/project, and even the original
purchase price of inventory that you've sold. Note that if you use inventory products
& services, QuickBooks automatically calculates the cost of goods sold for you when
you record your sale of inventory. You learn about this in the Inventory chapter.

Expenses

Expense accounts track what your business spends on regular expenses like rent,
insurance and payroll. Expenses are also often called “overhead” and don't tend to
increase or decrease based on the work you perform.

Chart of Accounts Reconcile Collapse Sortw Add notes
NAME TYPE a DETAILTYPE
Shipping Income Income Sales of Product Income Bu\\dem, Inc.

PROFIT AND LOSS
Unapplied Cash Payment Income January 1 - May 8, 2020

=25 BTS

Unapplied Cash Payment Income Income
Uncategorized Income Income Sales of Product Income TOTAL
Uncategorized Income {40} Income Sales of Product Income ~ Income

4020 Service Income 64,029.13
Construction Labor Cost of Goods Sold Supplies & Materials - COGS 4030 Freight Income 45.00
Construction Income 253,732.36
Cost of Goods Sold Cost of Goeds Sold Supplies & Materials - COGS
Design Income 2,475.00
Cost of Goods Sold-1 Cost of Goods Sold Supplies & Materials - COGS Markup Income 3,718.20
Parts Sales 83,248.96
Cost of Sales Cost of Goods Sold Supplies & Materials - COGS Sales Discount .9.104.25
Sales of Product 1,000.00
Materials Cost of Goods Sold Supplies & Materials - COGS
Total Income $399,144.40
~ Cost of Goods Sold
Construction Labor 79,558.93
Cost of Sales 78,008.40
Materials 36,539.22
Total Cost of Goods Sold $194,106.55
GROSS PROFIT $205,037.85
c
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Account Types

The most important element when working with the Chart of Accounts is the Account
Category Type. This must be correct, or your financial statements will be wrong!

Account Types-Balance Sheet

QuickBooks Type
Bank

Description
Your bank accounts

Examples
Checking and Savings

Accounts Receivable

What your customers owe
you

Accounts Receivable

Other Current Asset

Assets likely to be turned
into cash within 1 year

Inventory and Short-term
Investments

in other types

Fixed Asset Assets expensed over Furniture & Fixtures and
more than 1 year Computer Equipment
Other Asset Assets that do not belong | Long-Term Investments

Accounts Payable

What you owe vendors in
open bills

Accounts Payable

Credit Card

Company credit cards

Mastercard and Visa

Other Current Liabilities

Liabilities you'll pay off
within 1 year

Sales Tax Payable and
Payroll Taxes

Long-Term Liabilities

Liabilities that take longer
than 1 year to pay off

Mortgage Payable

Equity

Owner's investments and
draws out of the business

Owner Contribution and
Owners Draw

Account Types-Profit & Loss

QuickBooks Type
Income

Description
Revenue generated
through sales/donations

Examples
Product Sales and Service
Income

Other Income

Income earned outside of
normal operations

Interest Income

overhead

Cost of Goods Sold Cost you pay for products | Materials and Cost of
sold/services performed | Sales
Expense Operating expenses and | Insurance and Rent

Other Expense

Non-operating expenses

Interest Expenses

Mastering QuickBooks Online Level 1
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Add Accounts/Subaccounts

When adding an account, you are required to choose an Account Type and a Detail
Type. This Detail Type selection doesn't affect your accounting. Just choose a Detail
Type that best sounds like what you're trying to track.

Accounts
Add Account
1. Click Accounting on the left navigation bar.
2. Select Chart of Accounts.
3. Click the New button at the top right.
4. Select the appropriate Account Type and Detail Type.
5. Enter the appropriate information in the remaining fields.
6. Click Save and Close.
Account
*Detail Type Description

Legal & Professicnal Fees A

Use Legal & professional fees to track —
money to pay to professionals to help ‘7‘ Is sub-account
you run your business.

You may want different accounts of this
type for payments to your accountant,
lawyer, or other consultants

Page 34 Financial Statements - Day 1: Chapter 4



Subaccounts

Subaccounts are used when you need to track more detail associated with an
account. For example, you might have an account called Legal and Professional Fees,
and subaccounts under that called Accounting, Lawyer, and Bookkeeping.

Add Subaccount

Click Accounting on the left navigation bar.

Select Chart of Accounts.

Click the New button at the top right.

Select the appropriate Account Type and Detail Type.

Enter the appropriate information in the remaining fields.

Check the box next to Is sub-account and select the appropriate parent account.
Click Save and Close.

NoupswWN =

Account

Account Type *Name

Expenses v Consulting

*Detail Type Description

Legal & Professional Fees v

Use Legal & professional fees to track —
money to pay to professionals to help [¢/] Is sub-account
you run your business.

| -

You may want different accounts of this -

type for payments to your accountant, Lamdscapihg E;{;sqseg
lawyer, or other consultants.

Legal & Professional Fees Expenses

Accounting

(%]
o
2
]
]
[s]
-
r
W

[t
s

w
o
2
)
)
s}
r
o
Q
fie

Bookkeeping

Legal Fees

%
o
o
o
o]
o
=
T
[

[te}
e

Machine Rent Expenses
Meals Expenses

Merchant Services Fees Expenses

Miscellaneous Expenses _~

Convert an Account to a Subaccount

1. Click Accounting on the left navigation bar.
Select Chart of Accounts.

3. Click Edit from the dropdown menu beside the account you wish to change to a
subaccount.

Check the box next to Is sub-account and select the appropriate parent account.
Click Save and Close.

i
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Collapse Financial Statements

When running financial statements with subaccounts, the collapse feature allows you
to hide the subaccounts and only show the parent accounts.

Collapse/Expand Financial Statements

1. Click Reports on the navigation bar.
2. Select Profit and Loss.
3. Click the Collapse button to collapse the subaccounts.
4. Click the Expand button to show the subaccount detail.
Co ;;;e Sortw Add notes = % E,)' {(:3}
Buildem, Inc.
SALES BY CUSTOMER SUMMARY
January 1 - May 8, 2020
TOTAL
Aaron's Photography Studio 253.15
Amy's Bird Sanctuary 825.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00
~ Columbia Management
Seattle School 2,621.25
Total Celumbia Management 2,621.25
Cool Cars 917.75
~ Crandall Contractors
Cheyenne 1 1,979.95
Total Crandall Contractors 1,979.95
Dittrich Motors 100.00
Dylan Solfrank 337.50
Em-Ming Doors 0.00
Erik's Foundation and Roof Repair 408.00
~ Fort Worth Homes
Convention Center 2,849.49
Total Fort Worth Homes 2,849.49
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Journal Entries

Occasionally, you may need to change the balances of your accounts in the chart of
accounts. Typically account balances should be updated with regular transactions
and not journal entries. However, there are three occasions that might call for a

journal entry:

1. You need to record something that another transaction just cant summarize, like

the depreciation of an asset.

2. You need to fix an error and your account gave you a journal entry to enter.
3. You're setting up a new company and need to enter many balances at once.

Add Journal Entry

1. Click the Global Create menu.
2. Select Journal Entry.

3. Enter appropriate Debit and Credit accounts and amounts.

4. Click Save and Close.

Journal Entry

() Journal Entry #2 & @Hb X
# ACCOUNT DEBITS CREDITS DESCRIPTION NAME
D Ex
2 Truck D iation 1.0 0 t ecia
Profit & Loss Statement After Journal Entry
Bank Service Charges 258.00
Cleaning 600.00
Depreciation Expense 2,000.00
Dues and Subscriptions 200.00
Equipment Rental 5,415.00
Freight & Delivery 1,200.00
~ Insurance
Equipment Insurance 1,500.00
Property Insurance 3,200.00
Worker's Comp 1,800.00
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Cash vs Accrual

When running financial statements, choose the appropriate report basis. Accrual
basis shows transactions in the period when the service was performed or when the
goods were delivered, not when it was paid. Cash Basis shows transactions in the
period when they were paid. You can also change the company setting which sets
your report defaults.

Change Report to Cash Basis

1. Open the desired financial statement.
2. Select Cash at the top of the report.
3. Click Run report.

@ gliickbooks = Buildem, Inc. @uwr Q Q B

Balance Sheet Report
€ Backto rey st

Display columns by Show non-zero or active only Compara anather pariod * Accounting method
Run report

Buildem, Inc.

BALANCE SHEET

$-570.22

Change Accounting Method-Company Setting
1. Click the Gear menu and select Account and Settings.
Click Advanced on the list to the left.

2.
3. Click in the Accounting section and change the Accounting Method.
4. Click Save

@ settings x N - o x
< C @ c71.gbo.intuit.com/app/accountset )
Account and Settings @ Hp X

Company type
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Products and Services Settings

Products and Services are the things you charge customers for, whether that happens
to be physical goods, services performed, or even pledges and donations. Reviewing
your products and services settings can help customize QuickBooks to suit your
needs.

Turn Off Products and Services

It's possible that your business doesn’t need products or services because your
company is small enough that there is no need to separate what you do into separate
categories. If this is the case, you can products and services off in order to remove
certain fields on your sales forms.

Click the Gear menu and select Account and Settings.
Click Sales on the list to the left.

Click in the Products and Services section.

Make the appropriate selections.

Click Save.

GRwN =

Account and Settings

Coempany Deposit Off

Tips (Gratuity) Off
Billing & Subscription

Products and services | ‘ Show Product/Service column on sales forms () Off

|:‘ Turn on price rules (E203 Off

Sale —
. |7‘ Track quantity and pricefrate (@) Off
|:‘ Track inventory quantity on hand (@ Off

Expenses

| Cancel ) Save
Payments / \“

Invoice WITHOUT Products and Services

If you turn off products and services, invoices will be categorized on your Profit and
Loss Statement as Services income.

() Invoice Drekestorr 83 @ Help X

Customer (2) BALANCE DUE

Bonk ransler $100,000.00

Billing address Terms ( Invoice date Due date

# DESCRIPTION AMOUNT  TAX

1 Design and install of a complex landscaping project 100,000.00

Page 40 Products and Services - Day 1: Chapter 5



Understanding Products and Services

Products and Services can make using QuickBooks easier and provide additional

information to help you run your business. They perform the following functions:

1. Make it easier to fill out forms by providing default descriptions and sale prices.
Act as pointers to the financial statements. In other words, they handle the behind
the scenes accounting for sales and purchases, routing the correct amounts to
your income and expense accounts.

3. Can help you track the quantity of products you've sold, or hours of services
you've charged customers for.

Access the Products and Services List

Buildem, Inc.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings All lists Import data Intuit account
Manage users Products and services Import desktop data Feedback
Custom form styles Recurring tra-wsa:ticrs{lj Export data Refer a friend
Chart of accounts Attachments Reconcile Privacy
QuickBooks Labs Budgeting

Audit log EI Sign out

Order Checks Z‘

SmartLook
Case center
. .
Products and Services List
= Buildem @ Help Q Q @
All Sale: T tome Products and Servi:T
NAME SKU TYPE SALES DESCRIPTION SALES PRICE COST  TAXABLE ACTION
s D Edit
K Deluxe B o] Edit
Full Service Bundle Complete repairs a Edit v
eRe Edit
= c Edit
Gardening 25 Edit v
Deluxe, Customize. 395.99 199.95 Edit v
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Products and Services on Invoice

Online payments Got st up BALANCE DUE

visa @8~y [ [ere $1 00,000-00

Bank transfer

Customer (2) Customer email (Z)

Cool Cars A Johnny@Kars.col

Recsive payment )

Billing address Terms (Z) Invoice date Due date

Net 30 -

# PRODUCT/SERVICE (% kDESCRIFTIDN aTty RATE AMOUNT  TAX

1 | Design Custom Design Services 1,000 75 75,000.00

Cancel Revert Frint or Preview Make recurring Customize More

Add Products and Services

1. Click the Gear menu and select Products and Services.

2. Click the New button.

3. Select the appropriate Type. Non-Inventory is usually something physical that you
sell but you don't keep track of how many of them you have on hand. Services are
services you charge customers for.

Enter remaining information in the Product/Service Information window.

Click Save and close.

o
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Elements of a Product or Service

Product/Service information

Non-inventory Change type

Name™
Lawnmower
7~
SKU @
>
4
[ |1s sub-product/service
Description
|7| 1 sell this preduct/service to my customers.
A~
Sales price/rate Income account
Sales -
4.

Let QuickBocks calculate your sales tax
Sales tax category &

Taxable - stan... v

Purchasing information

| |1 purchase this product/service from a vendor.

N —

The Name of the product or service.
Enter a Description of the product or service. This will appear in the description

field on sales forms that include this item. *

vk w

Enter a default Sales Price. *
Choose the account which will track the Income of this items sales.
Select this box if you also purchase this product or service in addition to selling it.

You'll see additional purchasing information if you select this. *

* These sections are optional. By entering details in this window you'll save time in the

sales for creation process.
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Quantity and Rate

Tracking how much money you've made by product or service is great, but you might
also want to know how many hours or units you sold to get to that amount of sales
dollars.

Turn on Quantity and Rate in Settings

Click the Gear menu and select Account and Settings.
Click Sales on the list to the left.

Click in the Products and Services section.

Click the box beside Track Quantity and Price/Rate.
Click Save.

urwN-

Account and Settings
Deposit Off
Tips [Gratuity) Off
Froducts and services |-f Show Product/Service celumn on sales forms () On
Show SKU column Off
| Turn on price rules m Off
[ Track quantity and pricefrate (Z) COn
) ) | Track inventory quantity on hand @ Off
| ate fees Default charge applied to overdue invoices [E323 Off
Appears as a line under Product/Service on the invoice,
and applies to all customers. Learn mar
Results of Using Quantity and Price/Rate
(X Invoice #45 D Takeatour 83 (@) Helo X

P Online payments Get set u BALANCE DUE -
Customer (7. Customer email

' Corde @0 == [ 5 $1,344.95

Bank transfer

(' Receive payment )

Billing address Terms (2 Inveice date Due date
Net -
Ship via Shipping date Tracking no.
Shipping to 01/2015
# PRODUCT/SERVICE (2) DESCRIPTION ary RATE AMOUNT  TAX
le Inst e doors 2 1,295.00
2 or Knol Door Knob 1 49.95 49.95

Printor Freview | Make recurring  Customize  More
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Reports

Review the Sales by Product/Service Summary

1. Click Reports on the navigation bar.

2. Enter Sales by Product/Service Summary in the search field.

3. Select the Sales by Product/Service Summary report.

Buildem, Inc.

SALES BY PRODUCT/SERVICE SUMMARY*

January 1-May 8, 2020

TOTAL

QUANTITY AMOUNT % OF SALES AVG PRICE
Bag Of Nails 65.00 646.75 225% 9.95
Bag of Washer 10.00 299.50 1.04 % 29.95
Bolts 30.00 598.50 2.08% 19.95
Cedar Door 5.00 2,499.75 8.69 % 499.95
Design 33.00 2,475.00 8.60 % 75.00
Door Knob 0.00 0.00 0.00 %
Double Install 3.00 2,402.00 8.35% 800.6666667
Garage Install 6.00 2,375.94 8.26% 395.99
Garage Repair 1.00 868.15 3.02% 868.15
Glass Install 1.00 218.75 076 % 218.75
Knob Install 1.00 103.55 036 % 103.55
Lock 6.00 419.70 1.46 % 69.95

By turning on and using the Quantity and Price/Rate feature, you are also able to

track that specific information now when running the Sales by Product/Service

Summary and Detail reports.
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Review a Profit and Loss Statement

1. Click Reports on the navigation bar.
2. Select Profit and Loss.

Buildem, Inc.

PROFIT AND LOSS k
January 1 -May 8, 2020

TOTAL

- Income

4020 Service Income 64,029.13
4030 Freight Income 45.00
Construction Income 253,732.36
Design Income 2,475.00
Markup Income 3,718.20
Parts Sales 83,248.96
Sales Discount -9,104.25
Sales of Product 1,000.00
Total Income $399,144.40

The income from your sales is reported on the Profit and Loss statement. QuickBooks
increases the balance of the income account you assign to each product or service
whenever you record a sale of that product or servce.
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Money In Part |

Without your customers you wouldn't have a company. QuickBooks 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,
QuickBooks 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 Sales Invoices Customers Products and Services

Dashboard Customers

Unpaid Last 365 Days Paid
$24,480 $100,000
11 OVERDUE 2 PAID LAST 30 DAYS

Streamline invoicing so you can get paid sooner! X

Banking

Unbilled Last 3

$1,038

11 UNBILLED ACTIVITY

Expenses

Sales

Projects

Payroll

Reports

Taxes Billable time is accurately tracked with TSheets and automatically added

to QuickBooks, making invoices easier and faster.

Mileage Try TSheets free

Accounting

My Accountant

= 3

Apps | | CUSTOMER 4 / COMPANY PHONE OPEN BALANCE ACTION

Live Bookkeeping
- (817) 460-5510 $85.00 Receive payment v

‘—‘ Aaron's Photography Studio

Sales Transactions

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

Overview All Sales Invoices Customers Products and Services

Sales Transactions

$100,000
2 PAID LAST 30 DAYS
X

Unbilled Last 365 Days Unpsid Last 365 Days

$1,038 $24,480
11 OVERDUE

5 UNBILLED ACTIVITY

Expenses

Sales
Projects

Payroll

Reports

Getting customers is hard.

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

Learn more.

Mileage
Accountin: ;i
J Last 365 Days

My Accountant [ (_ Batch actions +

Apps 1-102 of 102

Live Bookkeeping \:\ DATE v TYPE NO. CUSTOMER DUE DATE BALANCE TOTAL STATUS ACTION
[] o4/01/2023  Billable Exp Columbia M...  04/01/2023 50.00 $14,995.00 Open Create invoice
‘7‘ 04/01/2023  Estimate 3 Trevor Incor 04/01/2023 $0.00 $39.187.30  Closed Print_ v
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Add Customers

Click Customers.
Click New customer.

e wN-

Click Save.

Customer Information

Click Invoicing or Sales on the navigation bar.

Enter the appropriate information in the Customer Information page.

Customer information

Company Email
Amy's Bird Sanctuan| Amy®@Birds.com
Title  First name Middle name Last name Suffix Phone Mobile Fax
Amy Sparrow 214-455-5654
*Display name as Other Website

Amy's Bird Sanctuary A
Print on check as /| Use display name [t sub-customer

Address | Notes | Taxinfo | Payment and billing | Language | Attachments | Additional Info
Billing address map shipping address map || Szme as billing address

654 Pelican Ave.

Dallas ™

75240

[ Cancel Make inactive Privecy m

Set up a Sub-Customer

Many businesses have separate jobs with the same customer that they'd like to track

separately for job costing. QuickBooks Online helps you do this with sub-customers.
With sub-customers, you can see your income and expenses for each job, but still bill
the customer for the work that's been done. This also helps track multiple addresses.
1. Create New Customer OR Edit an Existing Customer

2. Select the box next to Is sub-customer

3. Select the parent customer in the drop-down

Billing Options

If you choose an account in the Bill with Parent drop-down, anytime this sub-
customer is used on a sales form, the parent customer will be billed.

Payment and Billing Information

Address | Notes | Tax infe || Payment and billing | Language | Attachments | Additional Infe
Preferred payment method Terms

Check - Net 30 A
Preferred delivery method Opening balance as of

Printlater ¥ 03/27/2020
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Methods to Record Sales

There are 4 ways to record sales in QuickBooks.

1. Invoice - Use this method if a customer owes you money and will pay you later.

2. Sales Receipt - Use this method if your customer pays you at the time of the sale.

3. Deposit - Use this method to record income on a deposit, when none of the
previous methods are used.

4. Import from Other Program- Use this method if you use an integrated app to
capture sales.

Method 1- Invoice

Use this workflow if the customer pays you later. As you enter invoices, Accounts
Receivable increases, and the customer is given a due date to pay their balance.

Steps for Method 1

1. Create Invoice
2. Receive Payment
3. Make Deposit

Step 1. Enter Invoice

Click the New (+) button.

Select Invoice.

Click the customer drop-down arrow and select the appropriate customer.
Click the Product/Service drop-down arrow to add the appropriate products
and/or services.

5. Click the Save and send drop-down arrow and select the appropriate option.

PwnN =

~ . iy
(X Invoice D Takeatour 80 (@) Help X
§ Online payments Get set up
Customer Customer email BALANCE DUE
Cards wvisa @ = ]
Johnny@Kars.com
Bank tronser $100,000.00
Billing address Terms nvoice date Due date
456 Car Ave
# PRODUCT/SERVICE (3 DESCRIPTION ary RATE AMOUNT  TAX
n Des
ki 0 0
Add lines Clear all lines Add subtotal Subtotal $100,000.00
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What is Accounts Receivable?

When you enter an invoice for a customer, QuickBooks tracks the open balance in the
Accounts Receivable account. The balance in this account is the total of all open
invoices you have for your customers. When you apply payment against an invoice,
the balance goes down.

Buildem, Inc.
BALANCE SHEET
As of April 25,2020
TOTAL
~ ASSETS
~ Current Assets
~ Bank Accounts
1120 Savings 5,000.00
Checking -14,179.13
Total Bank Accounts $-9,179.13
~ Accounts Receivable
Accounts Receivable 31,517.25
Total Accounts Receivable $31,517.25
~ Other Current Assets
Inventory 174,835.72
Raw Materials Inventory 750.00
Undeposited Funds 0.00
Total Other Current Assets $175,585.72
Total Current Assets $197,923.84
Accounts Receivable Reports
Review Open Customer Invoices
1. Click Invoicing or Sales on the navigation bar.
. Select Customers.
3. Click the Unpaid filter at the top of the window.
Overview Invoices Customers All Sales Products and Services
$337,731.68 Unpaid  Last 365 days $0.00 Paid  Last 30 days
$24,479.95 $313,251.73 $0.00 $0.00
Overdue Not due yet Not deposited Deposited
== |

D

|—‘ INVOICE CUSTOMER DATE DUE DATE BALANCE TOTAL STATUS ACTIONS

‘:| 46 Bill's Windsurf Shop 01/01/2020 01/11/2020 $150.00 $150.00 Overdue 90+ days (Not sent Receive payment V¥
‘:| 46 Weiskopf Consulting ~ 01/01/2020  01/01/2020 $375.00 $375.00 Overdue 20+ days (Not sent; Receive payment V¥
‘:| 45 Dittrich Motors 01/01/2020 01/01/2020 $100.00 $100.00 Overdue 90+ days (Not sent Receive payment V¥
‘:| 46 Ruvaldt Pickling Co. 01/01/2020  01/01/2020 $400.00 $400.00 Overdue 90+ days (Not sent Receive payment V¥
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Review Accounts Receivable Aging Summary

1. Click Reports on the navigation bar.
2. Select Accounts Receivable Aging Summary under Who owes you.

Buildem, Inc.

A/R AGING SUMMARY
As of May 12,2020

B o be

CURRENT 1-30 31-60 61-90 91 AND OVER TOTAL

Aaron's Photography Studio 85.00 $85.00
Amy's Bird Sanctuary 75.00 750.00 $825.00
Bill's Windsurf Shop 150.00 $150.00
Cassie's Dog Grooming 1,125.00 $1,125.00
~ Columbia Management $0.00
Seattle School 2,621.25 $2,621.25
Total Celumbia Management 2,621.25 $2,621.25
Cool Cars 100,000.00 $100,000.00

~ Crandall Contractors $0.00
Cheyenne 1 1,979.95 $1,979.95
Total Crandall Contractors 1,979.95 $1,979.95
Dittrich Motors 100.00 $100.00

~ Fort Worth Homes $0.00
Convention Center 3,084.59 $3,084.59
Total Fort Worth Homes 3,084.59 $3,084.59
Home & Hardware Stop 867.23 539.63 906.32 $2,313.18
John Melton 1,082.50 $1,082.50
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What Is Undeposited Funds?

If you use Undeposited Funds, you can combine multiple customer payments into a
single deposit so that your records in QuickBooks match your bank’s records

exactly. This is the general workflow for sales where a customer is given time between
receiving a product or service and paying.

Rename Undeposited Funds (Optional)

QuickBooks uses an account called Undeposited Funds to hold money received that

is waiting to be deposited. Renaming this account can help you understand where

the money really is. For example, if you keep customer checks and cash payments in

a blue vinyl bank bag, you could rename your Undeposited Funds account to ‘Blue

Vinyl Bank Bag'. If you have multiple places where you keep customer payments

before they are deposited, you can use a generic term like ‘Payments to be

Deposited'.

1. Click Accounting on the left navigation bar and select Chart of Accounts.

2. Next to Undeposited Funds (Other Current Asset) click the drop-down arrow in
the Action column and select Edit.

3. Enter an appropriate account Name.

4. Click Save and Close.

Account
Account Type *Name

Other Current Assets v Payments to Deposit
*Detail Type Description

Undsposited Funds -

Use Undeposited funds for cash or —
checks from sales that haven't been |_| Is sub-account
deposited yet.

For petty cash, use Cash on hand,
instead. Balance

6,250.00
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Step 2. Receive Payment Toward an Invoice

NouopwN =

Click the New (+) button

Select Receive Payment.

Click the customer drop-down arrow and select the appropriate customer.
Enter the appropriate information in the remaining fields.

Select the appropriate Outstanding Transaction(s).

Enter a Memo. (Optional)

Click the Save and new drop-down arrow and select the appropriate option.

(%' Receive Payment @ rop X
o AMOUNT RECEVED
— . TG LEOm Get paid 2 times faster Accept payments online $1 00’000‘00

Credit card VISA &~

Payment date
2020

Payment method Reference no. Depositto

Qutstanding Transactions

Filter >
DESCRIPTION DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
v 20, 100,000.00 00,000.00 100,000.00
Amount to Apply $100,000.00
Amount to Credit $0.00

Clear Payment

Step 3. Make Deposit

oW =

Click the New (+) button
Select Bank Deposit.

Click the Account drop-down arrow and select the account to deposit to.
Select the payments to deposit.
Enter a Memo. (Optional)

Click the Save drop-down arrow and select the appropriate option.

(% Bank Deposit @ nelp X

AMOUNT
count Date

I Checking v | Balanca $1,023.488.56 03/31/2020 $ 1 001003'8 7

Select the payments included in this deposit

4 RECEIVED FROM & DATE TYPE PAYMENT METHOD MEMO REF NO. AMOUNT
V] Cool Cars 03/31/2020  Payment - 100,000.00
1-10f1
Select all Clear al Total 100000
Selected Payments Total 10
Son't
v Add funds to this deposit
# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REF NO. AMOUNT
1 Dallas Be Utilities Rate Adjustment Check 98902918 387
Add lines Other funds tota $3.87

Print | Make recurring

Save and new
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Method 2-Sales Receipts

Enter sales receipts when your customer pays you in full at the time of the sale. Sales
receipts record income and they also record where the money goes. Whenever
you're receiving money it can go into Undeposited Funds, just like with invoices and
receiving payments, or they can go directly into a bank account. The second step in
this process is a bank deposit.

Steps for Method 2

1. Create Sales Receipt
2. Make Deposit as you learned in Chapter 6

Step 1. Create Sales Receipt

1. Click the New (+) button.

2. Select Sales Receipt.

3. Enter the appropriate information on the Sales Receipt form.
This would be the time to consider using Undeposited Funds based on the
location of the funds when you receive them as well as the method in which you'll
be depositing this money into the bank.

4. Click Save and close.

5. Follow the steps from Method 1 to record the deposit.

() Sales Receipt @ relp X

7] Moo $1,000.00

Sales Receipt date

# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT = TAX

Garden rocks 10 100 1,000.00

@ ¢ +
< © & c7lgbointuitcom/app/depssit @t @ i
(%) Bank DepositlE @ relp X

AMOUNT

¥ | Balance $1.022,488.56 i‘f« 2020 $1 ;000-00

Select the payments included in this deposit

RECEIVED FROM DATE TYPE PAYMENT METHOD MEMO REF NO. AMOUNT
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Record Deposit
Method 3-Make Deposits

Use this method to record income on a deposit when none of the other methods are
used. Please note that although money deposited using this method shows on your
financial statements, it will not show on sales reports. If you need the money being
deposited to show on sales reports, use one of the previous methods.

Step 1. Make Deposit

Click the New (+) button.

Select Bank Deposit.

Select the appropriate Deposit to account at the top.

Enter appropriate information in the Add New Deposits section of the form.
Click Save and close.

oW =

(% Bank Deposit @ rep X

# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REF NO. AMOUNT

1 Donor Donations Quarterly donation Check 8932 1,000,000.00

Other fundstotal ~ $1,000,000.00

Meme Cash back goes to Cash back memo Cash back amount

Total $1,000,000.00

() Attachments
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Method 4- Import from Other Program

With Method 4, another program or app designed for your industry determines how
sales are imported into QuickBooks. You can browse apps at apps.intuit.com.

Learn About Integrated Apps

1. Click Apps on the navigation bar.
2. Select an app from the list to review.
3. Click Try It Free (if available) to start a free trial.

Find Apps ty Apps

Save time, get more done with QuickBooks connected apps

Hundreds of apps for every business type—integrated with QuickBocks to help you save time,
or Browse category
& popular searches: backup st

Our featured collections

Popular apps Trending apps Free apps

Recommended apps for Craig's Design and Landscaping

2 b ©° @

American Express Bill.com Sync with Square TSheets Time Tracking

by Billcan by Intuit

@ Q 0
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Refund Receipt

Use this form when you need to give your customer a refund instead of keeping a

credit to use later.

Enter Refund Receipt

Click the New (+) button.

Select Refund Receipt.

Enter the appropriate information in the Refund Receipt window.
Click Save and close.

PwnN=

() Refund Receipt #50

Customer

Checkne.

| Printlater

# PRODUCT/SERVICE DESCRIPTION ary RATE

AMOUNT  TAX

Subtotal

@ e X

AMOUNT

$75.00

$75.00
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Credit Memos

Use this form to issue a customer credit for a previously recorded sale. You should
create credit memos if you use sales methods 1 or 2.

Enter Credit Memo

Click the New (+) menu.

Select Credit Memo.

Enter appropriate information in the Credit Memo window.
Click Save and close.

PwnN=

@ credit Memo x o+ T
€ C @ cTl.qbointuitcom/app/creditmemo aw @ :
~ .
(% Credit Memo @ telp X
Customer Email AMOUNT TO REFUND
$225.00
Billing address Credit Memo Date

03/31/2020

#  PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX
1 Desigr Custom Design Services 3 75 225.00
Add lines Clear all lines Subtotal $225.00
Message displayed on credit memo Taxable subtotal $0.00
Let QuickBooks calculate your sales tax | Dallas v | 8.25%
Total $225.00
Total Credit $225.00

Save and send l -

mbut
® guiickbooks Y @rp Q L &
Owerview  AllSales  Imoices  Customers  Products and Services
$150.00
oard 1z o
| $150.00
T ior Proje er Detail e
Payroll (atchactions v ) (Fiter + )
Reports
DATE » TYPE NO.  DUEDATE BALANCE TOTAL  STATUS ACTION
DI/31/2020  CreditMemo @ 54 03/31/2020 50.00 $22500  Closed Print
03/24/2020  Payment 03/24/2020 $0.00 $0.00 Closed
My Accountant 01/01/2020  Invoice 44 01/01/2020 $150.00 $375.00 O Recoive payment
Capital [uew
Tota $150.00 5150.00
Apps
3of
Live Bookkeeping
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Review Advanced Automation Setting-Automatically Apply Credits

1. Click the Gear menu and select Account and Settings.
2. Click Advanced in the list to the left.
3. Click in the Automation section.
4. Check the box next to Automatically apply credits.
5. Click Save.
Account and Settings @ X
Apply the Credit Memo

If you want to select the invoices that the credit memo is applied to, as opposed to
the automation option shown earlier, you may do so by creating a payment that links
the Credit Memo to the Invoice.

Click the New (+) menu.

Select Credit Memo.

Enter appropriate information in the Credit Memo window.

Click Save and Close.

In the customer center, select the Received Payment option.

In the Amount Received field, enter $0.00 if you're only applying the credit to the
account, not taking any additional payment from this customer.

7. Select Save and Close.

R wWN =

(%) Receive Payment @ rep X

AMOUNT RECEIVED
Get paid 2 times faster Accept payments onlin

Find by invaice no, $0.00
Credit card visa [ i3 ==

Outstanding Transactions

Filter >

Credits

Filter >
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Customer Statements

Use statements to remind customers of unpaid balances on their account or send
them a list of transactions that you've had with them.

Prepare Customer Statements

Click Invoicing or Sales on the navigation bar.

Select Customers.

Select the checkboxes for the customers you want to send statements to.
Click the Batch actions button and select Create statements.

Make the appropriate selections in the Statement Settings window.

Click Print or Preview to print the statements, or Save and send to send the
statements to your customers.

oW =

Subscribe now and save 50% Subscribe now

@ giiickbooks = Bulldem, inc @Qrr Q 0 B
)
( b New ) Customers P
S — =D
.
Ex Unbilled Last 365 Days U ..:..:‘.7:.-. Pasd
$1,038 2180 $107,175

Sal 11 UNBILLED ACTMTY ELOVERDUE ﬁmLi‘r’m

.
-

| @ Do youor b-customs cts’
- You've got overdus invoices. X

Getyour invoices paid twice as fast by accepting online payments
through QuickBooks, Learn more

new p(_ Bateh actions + Q

O COMPANY PHONE PENDING INVOICES OVERDUEBALANCE ~ ACTIoN

eping =] die @ 1 Overdus invsice 385,00 Send reminder ¥
Select omer type

=l 210-885-1051 @ 1 Ovedue invoice $15.000.00 Send reminder v

[|_Amy's Bird Sanctuary (]

2146565654 1 Ovordue invoics $750.00

Statement Settings-Balance Forward

The customer is sent is a statement that tells them the amount of money that they
owed one day before the Start Date. Then it also lists each individual transaction that
affected their accounts receivable balance between the start and the end date you
entered when setting up the statement.

Create Statements

Statement Type

Balance Forward

Statement Date

03/24/2020

Customer Balance Status Start Date End Date
Open ~ 04/04/2020 05/04/2020
[ Apply
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Customer Statement-Balance Forward

Buildem, Inc.

13520 Mount Castle Dr.

Farmers Branch, TX 75234 US
gboshooting30+04142020@gmail.com

Statement

TO STATEMENT NO. 1001
Howard Weiskopf DATE 03/24/2020
Weiskopf Consulting TOTAL DUE $75.00
589 Consultation Ave. ENCLOSED

Dallas, TX 75234

DATE DESCRIPTION AMOUNT BALANCE

02/23/2020 Balance Forward 375.00
03/24/2020 Credit Memo #51 -225.00 150.00
03/24/2020 Credit Memo #52

-75.00  75.00

Statement Settings-Open Item

Looking at their statement, a customer might wonder where the “Balance Forward”
came from since it isnt detailed on the statement. In those situations, an Open ltem
statement can be sent as well, or instead. Open ltem statements show each “open”

transaction linked to Accounts Receivable, such as unpaid invoices or unapplied
credits and payments.

Create Statements

Statement Type

Open ltem (Last 365 days)

Statement Date

04/24/2020

Customer Balance Status

Open k

Owverdue

Customer Statement-Open ltem

Bulldem, Inc.

13520 Mount Castle Dr.

Farmers Branch, TX 75234 US
gboshooting30+04142020@gmail.com

Statement

TO

STATEMENT NO. 1039
Amy Sparrow

DATE 05/04/2020

Amy’s Bird Sanctuary TOTAL DUE $825.00
654 Pelican Ave.

ENCLOSED
Dallas, TX 75240
DAT DESCRIPTION AMOUNT EN /
01/03/2020 Invoice #100: Due 01/03/2020. 750.00  750.00
04/30/2020 Invoice #47: Due 05/30/2020. 75.00  75.00
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Statement Settings-Transaction Statement

If you want to tell the customer how much they've spent or donated over a period of
time, run the Transaction Statement.

Create Statements

Statement Type

Transaction Statement ¥

\

Statement Date

05/04/2020
Start Date End Date
01/01/2020 05/01/2020
Apply

Customer Statement-Transaction Statement

Bulldem, Inc.

13520 Mount Castle Dr.

Farmers Branch, TX 75234 US
gboshooting30+04142020@gmail.com

Statement

TO

Myers & Associates
Myers & Assoicates
9099 Metric Lane
Garland, TX 75939

STATEMENT NO. 1046
DATE 05/04/2020

03/27/2020 24.95

Invoice #13 24.95
TOTAL AMOUNT  TOTAL RECEIVED
$24.95 $24.95

Review the Sales by Customer Summary
1. Click Reports on the navigation bar.
2. Click the Sales by Customer Summary under Sales and Customers.

Collapse Sortw Add notes

Mo B

Buildem, Inc.

SALES BY CUSTOMER SUMMARY
January - March, 2020

TOTAL
Aaron's Photography Studio 253.15
Amy's Bird Sanctuary 750.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00
+ Columbia Management
Seattle School 2,621.25
Total Columbia Management 2,621.25
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Customizing QuickBooks

There are a lot of ways to change how QuickBooks works for you, and in this chapter
you'll learn customization options for sales and customers.

Customer Label

The Customer label is how you refer to your customers. When you select a customer
label, QuickBooks changes all instances of the word Customer to the label you select.

Customize Customer Label

Click Advanced in the list to the left.
Click in the Other preferences section.

W=

Click Save.

Click the Gear menu and select Account and Settings.

Click the Customer label drop-down arrow and select the appropriate label.

@ Settings X  +

< C & clgbointuitcom/app/accountsettings?p=advanced

Account and Settings

Company

Time tracking Add Service field to timesheets

Billing & Subscription
Make Single-Time Activity Billable to Custorner

Currency Home Currency
Sales Multicurrency
|
Expenses
h Other preferences Date format
Payments
Y Number format
Advanced Customer label

‘z‘ Warn if duplicate check number is used
] Warn if duplicate bill number is used
[ ] Warn if duplicate journal number is used

Sign me out if inactive for

\ Cancst / “

On

On

United States Dollar

Off

MM/ddiyyyy v

123,456.00 ~

@
Customers v | @)

Clients
Customers
Donors
Guests
Members
Patients

Tenants
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Custom Fields

Use Custom Fields to add data to sales forms that is not included in QuickBooks. You
can also run reports that include your custom fields.

Add Custom Field

1. Click the Gear menu and select Company and Settings.
2. Click Sales on the list to the left.
3. Click in the Sales Form Content section.
4. Enter the Name for the custom field.
5. Select the appropriate checkboxes next to Internal or Public.
6. Click Save.
Account and Settings @ mp X
Company i
Clsioize Customize the way forms look to your customers
Billing & Subscription
Sales form content Preferred invoice terms (@ Net 30 -
o Preferred delivery method @ Printlater ¥
sl ‘:l Shipping @ Off
Brpanaes Custom fields @) Off
Name Internal Public
Payments P.O. Number (]
Adh . Sales Rep ‘7'
|
‘:l Custom transaction numbers @ Off
‘:l Service date (@ Off
‘:l Discount (@) Off
‘:l Deposit 6] Off
[ Tips (Gratuity) ® of o

Customize Forms

QuickBooks provides some customization options for your sales forms. As you make
changes to what appears on your form and how it appears, QuickBooks provides a
preview of the form appearance. If you edit the Standard style your changes apply to
invoices, credit memos and sales receipts. But you can also create new styles that
only apply to a specific transaction type.

Customize Invoice Form

Click the Gear menu and select Custom Form Styles.

Click the New Style button.

Select the form type to customize.

Make appropriate selections on the Design tab.

Make appropriate selections in the Content, Emails, and Payments tabs.

W=
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Customize Look and Feel

@ QuickBooks X

+

<« C @& c1.gbo.intuitcom/app/customizeforms?templatePrefld=1000000000005295338&formType=ALL Gu...

Edit invoices that turn heads and open wallets Share feedback X

Buildem, Inc. Invoice
13520 Mount Castle Dr.
Farmers Branch, TX 75234
us
(] L boshooting30+04142020@gmail.com
Dive in with a template E “ @
BILLTO
Smith Co.
123 Main Street
City, CA12345
INVOICE# DATE TOTAL DUE DUE DATE TERMS ENCLOSED
12345 011212016 $665.00 021212016 Net 30
DATE ACTIVITY DESCRIPTION ary RATE AMOUNT
120172016 lter name Description of the item 2 22500 450.00
011272016 tem name Description of the item 1 22500 225.00
® Splash on some color
o0
675.00
10125
. 776.25
I: Get choosy with your font s
BALANCE DUE $776.25

Conr) GED

Sales form content is divided up into three parts: The Header, Table and Footer. The
Header as at the top of the form. While the Table, or body is where the customer
sees what products and services they are being charged and the Footer is at the
bottom of the form.

Customize Form Content- Header

Edit invoices that turn heads and open wallets Share feedback <

Header Buildem, Involce
13520 Mount
) Business name
Buildem, Inc
Phone
INvOICE# TOTAL DUE DUE DATE TERMS ENCLOSED
7 tmai 12545 $665.00 021122016 Net 20
mai
qboshooting30+04142020@gmail.com
Form
k] Form names
Invoice Invoice
Estimate Estimate
Sales receipt Sales Receipt
Credit Memo Credit Memo
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Customize Form Content- Body

Edit invoices that turn heads and open wallets

Account summary

Show on invoice
Activity table

ILUMNS

W/ Date

W] Description

lwf| Quantity
I/ Rate

W Amount

DESCRIPTION

ary RATE AMOUNT

Customize Form Content- Footer

Edit invoices that turn heads and open wallets

Footer

Display
Discount
Deposit

Estimate summary (email and web only)

Message to customer on

Invoices and other sales forms v

Add footer text

ALANCE DUE $776.25
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Customize Email Template

QuickBooks has a standard email template for your sales forms. But you can
customize this for all of your sales forms, or for individual forms.

Customize Form Messaging

Edit invoices that turn heads and open wallets Share feedback

mm Emeils Invoice 12345 from Buildem, Inc

quickbooks@notification. intuit.com
Sales form type

Buildem, Inc

ppears i il
Dear [customer full name
Here's your invoice! We appreciate your prompt paymant
» Standard Thanks for your business!
Buildem, Inc
E
L ICE 12345 [ IL
v
Subject DUE 02/12/2016
$776.25
W] Use greeting Dear v [FullName W

Message to customer Print or save
Here's your invoice! We appreciate your prompt payment

Powered by QuickBooks
Thanka f

D &

Click the Gear menu and select Company and Settings.
Click Sales on the list to the left.
Click in the Messages section.

Enter the appropriate information for the sales form message.
Click Save.

W=
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Set Your Custom Form as Default

After creating your own custom form, you can make your form the default
communication sent to customers.

1. Select the Gear.

2. Inthe Company and Settings column, click Custom Form Settings.

3. To setyour template as the default, select the dropdown in the Action tab beside
the template you wish to make default.

4. Select Make Default.

= Buildem, Inc. @ Q N &
Custom form styles New style v
< All lists
NAME FORM TYPE LAST EDITED ACTION
Master 05/12/2020 Edit v
My INVOICE Template - 5-12 (35455 05/12/2020 Edit v
Prevwty PDF
Rename
Delete
Make default
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Editing Default Messaging in Settings

Another location in QuickBooks Online where you're able to edit default messaging
is found in your Sales Settings. Here you're able to edit the standard messaging for
numerous communications for both customers and vendors.

1. Select the Gear icon.

2. Select the Sales tab.

3. Editthe message(s) as desired.

4. Click Save.

Account and Settings @ nep X

Messages Default email message sent with sales forms

| Use greeting Dear ¥ Full Name] *

sice [IF e No.] from Buildem, Ir
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Find Transactions

There are a few ways to find transactions in QuickBooks. You can use the
Sales/Invoicing or Expenses lists, and the built-in search function.

Sales Transactions

If you're looking for a sales transaction, you can look at the Sales/Invoicing tab on the
left navigation bar. Use the Filter drop-down menu to help narrow down the list to
just the transaction(s) you're looking for.

Find in Sales Transactions List

1. Click Sales (or Invoicing) in the left navigation bar.

2. Select All Sales.

3. Use the filters at the top of the list, or click the Filter button at the top left and
select the appropriate filters and click Apply.

@rr Q QO &

= Buidem, inc

Al Sales voices  Cusmomers P

Sales Transactions

Unpaid Lsxc 365 Daya P
$24,030
\“ 7 PAID LAST 30 DAYS

A
x

[] oare~ TVPE NO. CUSTOMER DUE DATE AGING BALANCE TOTAL [ | STATUS ACTION

[ 332023 | Inwoice a5 Sun Valley Builders 047302023 §1.344.95 5138495 Open Racelve payment ¥
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Expense Transactions

If you're looking for an expense transaction, you can look at the Expenses tab on the
left navigation bar. Use the Filter button to help narrow down the list to just the
transaction(s) you're looking for.

Find in Expense Transactions List

1. Click Expenses in the left navigation bar.

2. Select Expenses.

3. Use the filters at the top of the list, or click the Filter button and select the
appropriate filters then click Apply.

=  Buldem inc Qrpr Q L @&
Expenses
Expense Transactions k (Print Checks v‘

[ ower e cateGORY ToTaL acrion
[ osroir20; 1 - 14, Make payment v
O Office R - View/Edit v
[J o3m1/2023 *gin Utilities:Telephone - $383.00 Make payment v
[ 31/2023  Bill Freight & Delivery $4,250.00 Make payment v

Find in Names List

If you know the name used on a transaction, you can find it using the appropriate
names list.

1. Open the appropriate names (Customers or Vendors) list.

2. Select the name from the list.

3. Find the transaction in the Transactions list.

4. Click on the transaction to open it.

Overview All Sales Invoices Customers Products and Services

Sample Customer

$199.95
Add notes OPEN
| $199.95
OVERDUE
Transaction List Q Projects Customer Details Late Fees
( Batch actions v ) ( Filter v )
1-10f1
[] oae~ TYPE NO. DUE DATE BALANCE TOTAL STATUS ACTION
‘:l 01/13/2023  Invoice 39 12/13/2018 §199.95 $199.95  Overdue Receive payment w
Total $199.95 $199.95

1-10f1
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Search

Use the Search function to find transactions quickly. You can use basic search to find
transactions based on transaction number, date, or amount. Use Advanced Search for
expanded search options.

Transaction Search
1. Click the search icon.

2. Enter the search criteria for the transaction and press Enter, or click Advanced
Search.

Enter the appropriate search filters.
4. Click Search.

w

Q | X

SEARCH TIPS Search for transactions by transaction number, amount ($340.00), or date
(MM/DD/YYYY)
RECENT Journal Entry 2 | 03/27/2020 | $0.00

TRANSACTIONS
Expense | 01/13/2020 | $800.00

Expense | Tim Philip Masonry | 01/25/2020 | $680.00
Deposit | Arizona Dept of Tax | 01/10/2020 | $868.15

Deposit | Idaho Sales Tax Commission | 01/10/2020 | $408.00
Expense  Hicks Hardware | 01/10/2020 $228.75

Payment | Columbia Management | 03/24/2020 | $6,250.00
Payment | Bill's Windsurf Shop | 03/25/2020 | $150.00
Invoice 46 | Bill's Windsurf Shop | 01/01/2020 | $150.00

Check | Electric, Inc. | 03/01/2020 | $250.00

View more
Av 10 navigate enter to select esc to dismiss Advanced Search
U
= Buildem, Inc. @ Q Q@
Search  AlTansactions ~
Reference no. ¥ Contains A 12 ‘
%' Add Filter |
Search: Reference no.~12
Found 3 matches.
From 01/01/2019
DATE ~ TYPE NO. CONTACT AMOUNT  LAST MODIFIED DATE
02/10/2023 Check 12 Spendalot, Inc. $1,000.00 04/29/2020, 05:31 PM
12/31/2022 Payment 1288 Crandall Contractors:Che... $1,979.95 04/29/2020,05:32 PM
03/12/2020 Invoice 12 Rio Grande Homes:Valley ... $10,485.00 03/12/2020, 02:00 AM
13043
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Recurring Transactions

Some transactions need to be entered the same way many times. Save time entering
these with recurring transactions. When it's time to enter the recurring transaction,
QuickBooks will ask you to confirm that you want to enter it.

Set Recurring Transaction

1. Create a new transaction and add information that will be the same every time.
2. Click Make Recurring.

3. Enter the appropriate information for the recurring transaction.

4. Click Save template.

S
f&a’ Check @ Help
Recurring Check
Template name Type
Hz Scheduled *  Create days in advance
Payee Account
Halls Properties - Chase Chacking -
Interval Start dare End End date
Monthly = on dsy ¥ 15t » ofevery 1 manth(s) 03/23/2020 By - 03/26/2021
Mailing address Check no.
Fred Hal
123
Dallas, T 7 Print lster
& CATEGORY DESCRIPTION AMOUNT BILLABLE MARKUP % TAX CUSTOMER
1 RentExpense 1,000.00
Add lines Clear all lines
Cancel | Clear Save template

Quickmath

When you are in a transaction, you can calculate different amounts for products and
services with Quickmath. In any number field, enter a dollar amount and a math
symbol (+, -, *, /). Then enter the number or amount you want to add, subtract,
multiply or divide by and press Tab on your keyboard.

~ . . ny
(3 Invoice R Tokeatour 88 @ telp X
- oni ents Get sat up
Customer Customer email (3) e . BALANCE DU
Cards v €9 =~ [ [
$125.00
Sund latar (T} C
Billing address Terms (2 Invisice data Due data
Net 30 - 0372772020 (/2672020
# SERVICEDATE  DESCRIPTION ary RATE AMOUNT  TAX
o Services k 35eamsy |
2
v
Add linag Claar all lines Add subtotal Subtotal $125.00
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Keyboard Shortcuts

QuickBooks has keyboard shortcuts to make your life easier. To display a list of these
shortcuts, hold down the Control key and press Alt or Option+?. To use a shortcut,
hold down Control or Option+Alt, and the corresponding shortcut key.

Your Company ID is 9130 3481 6889 1176

H71

Keyboard Shortcuts

To take advantage of shortcuts, simultaneously press
[etrl] and [alt or option] and one [key from the list below]

REGULAR PAGES - HOMEPAGE, CUSTOMERS, AND SO ON TRANSACTION PAGES - INVOICE, EXPENSE, AND SO ON

SHORTCUT KEY ACTION SHORTCUT KEY ACTION

i Invoice X Exit transaction view
w Check c Cancel out

e Estimate s Save and New
X Expense d Save and Close
r Receive payment m Save and Send
c Customers p Print

v Vendors

a Chart of Accounts

| Lists

h Help

f Search Transactions

d Focus the left menu

?

?or/ This dialog

Date Shortcuts
Quickly change the date on forms using the keyboard shortcuts in the table below.

+ Increase form number or increase date

- Decrease form number or decrease date
R Changes date to end of year

Y Changes date to beginning of year

M Changes date to beginning of month

H Changes date to end of month

T Changes date to today’s date
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QuickBooks Online Payments

QuickBooks Online Payments makes it easy for your customers to pay you online.
When you send your customer an invoice, you can include a Pay Now button that they
can use to enter their payment information. When they do this, QuickBooks enters all
the necessary transactions for you and deposits their payment into your designated
bank account.

Note: Some fees apply for credit card payments. Go to
https://quickbooks.intuit.com/payments/ for more information.

Sign up for QuickBooks Online Payments

Click the Gear menu and select Account and Settings.
Select Payments.

Click Learn more.

Click Finish setup.

Enter the appropriate information in the following sections.
Click Submit.

AW =

Edit QuickBooks Payments Settings

Click the Gear menu and select Account and Settings.
Select Payments.

Click the edit icon in the appropriate section, and make any necessary changes.
Click Save.

W=

Account and Settings @

Merchant details

Documents

k Chart of Accounts

Payment Methods Cards [ == 8% visa o

Bank Transfer
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Use QuickBooks Online Payments-Invoice

1. Click the New (+) menu and select Invoice.
2. Enter the appropriate information on the invoice.
3

Select the options at the top of the form to allow Card or Bank transfer payments.

4: Click Save and send.
5. Click Send and close.

(“* Invoice

Billing address Terms Invoice date Due date

# PRODUCT/SERVICE DESCRIPTION ary

1 Preducts and Services hese are the products and services we are charging you for. 1

Add lines Clear all lines Add subtotal

Message displayed on statement

Print or Preview Make recurring Customize

Use QuickBooks Online Payments-Sales Receipt

1. Click the New (+) menu and select Sales Receipt.
2. Enter the appropriate information on the sales receipt.

Message displayed on invoice Taxable subtotal $0.00

& @
BALANCE DUE
$1.00
RATE AMOUNT  TAX
00
Subtotal $1.00
Sales tax $0.00
Total $1.00
Balance due $1.00

Save Save and send |

3. Click the Payment method drop-down and select the appropriate payment

method.
Select the checkbox next to Process credit card.
Click Enter credit card details.

ook

from Intuit, or enter the customer’s payment information manually.
Click Save.

Click Got it.

Click Save and send.

0.Click Send and close.

0>~

If this is a credit card payment, click Swipe card if you have the credit card reader
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What are Estimates?

Estimates are a way to provide your customers with the proposed cost of a job or
service before invoicing them. They are non-posting transactions, so they will not
show up on reports or financial statements.

Record and Send an Estimate

1. Click the New (+) menu.

2. Select Estimate.

3. Enter the appropriate information in the Estimate window.

4. Click Save and close (or) Save and Send to email the estimate to your customer.

(%) Estimate #1001 @ relp X

Customer Email AMOUNT

T Eimate status S e $ 1 00'000'00

Billing address

# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX
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Create an Invoice from an Estimate

If your customers request a bid, proposal, or estimate and then you later do the work,
invoicing based on an estimate is the solution. You might want to set up jobs (sub-
customers) to track specific projects for your customers.

Steps for Invoicing Based on Estimate

1. Create Estimate
2. Create Invoice

Invoice Based on Estimate

1. Visit the Customers center.
2. Select the Estimates filter at the top of the page.
3. Select Start invoice to the create the invoice for the desired estimate.
4. On the right side of the invoice, click Add all or select individual estimates to add.
5. Click Save and close.
) Invoice D Takeatour 0 @) Help X
Customer (2 e Online payments Get set up BALANCE DUE ?  AddtoInveice
ek | | D = $0.00 | -
e All dates v
"‘!""::‘:‘jﬂ.;_:;::_ Net 30 - I:.-rdz::: D::-ds:zz‘:: Add all
Eﬂ.‘m,“ #1001
. Q;o;owm
# PRODUCT/SERVICE () DESCRIPTION aTty RATE AMOUNT TAX . G [
1 '
Add
Add lines Clear all lines Add subtotal Subtotal $0.00 @
Let QuickBooks calculate your sales tax
Total $0.00
Balance due $0.00
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Create Multiple Invoices from a Single Estimate

When you select an estimate to add onto an invoice, you're given the option to
invoice all or just a portion of the estimate. If you choose to invoice for a portion, this
is called Progress Invoicing.

1. Click the New (+) menu.

2. Select Invoice.

3. Enter the customer to invoice.

4. On the right side of the invoice, select individual estimates to add.

5. Choose to invoice for a percentage of the estimate or choose the specific
products and services to invoice for.

6. Click Save and close.

~ . - A
() Invoice Srkeatonr B (D Hep X
>
Customer email BALANCE DUE
R -
$100,000.00
Billing address Terms Invoice date Due date
& PRODUCT/SERVICE DESCRIPTION DUE aTty RATE AMOUNT  TAX
2
Add lines Clear all lines Add subtotal Subtotal $100,000.00

Taxable subtotal $0.00

Let QuickBooks calculate your sales tax
Total $100,000.00

Balance due $100,000.00

Printor Preview  Makerecuring  Customize
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What is Sales Tax?

Sales taxes are taxes placed on the sale or lease of goods and services. Sales tax is
governed at the state level in the United States and there is no national sales tax.

Set Up Sales Tax

If you sell taxable goods or services, you'll need to collect the sales tax for your state
and any other qualifying state. QuickBooks automatically chooses the sales tax rate
based on your location. But if you have a distribution center or an office in another
state, you'll also need to collect sales tax on sales made in that state. Intuit has
thought of this and during the sales tax setup you can tell QuickBooks you're
required to collect tax for other states.

Edit Sales Tax Settings

1. Click Taxes on the navigation bar and select Sales Tax.

2. Click Set up sales tax.

3. Make the appropriate selections in the following windows.
4. Click Got it.

Craig'sDet = puildem @ Help o\ Q E‘Z’}‘

Dashboard

Switch over to the new sales tax

Personalized sales tax rates Stay on top of payments Don't stress the rules

Make the switch Continue to old tax center

It only takes a few quick steps
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Sales Tax Options for Customers

By default, QuickBooks sets all customers as taxable. If you have a customer who is
tax exempt, you need to change their settings in their customer information.

Set Up Nontaxable Customer

copkwWN =

Click Sales on the navigation bar and select Customers.
Click New.

Enter the appropriate information for the customer.
Click the Tax Info tab.

Select the checkbox next to This customer is tax exempt.

Click the Reason for exemption drop-down list and make the appropriate
selection.
Click Save.

Customer information

Company
S nton 2
Title  First name Middle name Lastnan _ = 259 Mobile Fax
R exas State (6.25% .
*Display name as Website
xable custome Dallas City (19
Print on check as o/ Use display name Dallas Special Rate (
n onio 1.25
Address | Notes | Taxinfo | Paymentandbil . ., . . . o .. Jtionallnfo

Exemption details

Charitable Organ

Cancel Make inactive Privacy ﬂ
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Sales Tax Options for Products

1.

2.
3.
4

Click Sales and select Products and Services.

Edit a product to mark as taxable.

Select the correct category in the Sales Tax Category dropdown.
Click Save and close.

Product/Service information X

@ Non-inventory Change type

Name*

Taxable Widget

SKU @&
Vs
Is sub-product/service

Description
|7 | sell this product/service to my customers.

Widget that is a taxable item.
Sales price/rate Income account

100.00 Sales -

Let QuickBooks calculate your sales tax
Sales tax category (3

l[axable - standard rate v

Purchasina infarmation

v SHOW MORE
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Taxable Sale

To record a taxable sale, either use a product that you've set up as a taxable item, or
check the box beside “Tax” to make an item taxable from the sales form window.
QuickBooks then adds up all of the taxable products and displays them as a Taxable
subtotal. QuickBooks then adds up all of the taxable products and displays them here
as a Taxable subtotal. This is the amount of sales tax the customer will pay. You
collect this amount on the sale, and then later, send this money to the state.

5 Invoice

Billing address

+ Shipping information

Taxable Widget

Message on invoice

Message on statement

# PRODUCT/SERVICE (7)

Add lines Clear all lines

DESCRIFTION

widgetthat is taxsble

Add subtotal

Online payments Get sat up

Frint or Preview Make recurring

B Teke a tour ©y @ Help X
BALANCE DUE
$108.25
Location of sale
) LB Fuwy, Dallas, TX,
ary RATE AMOUNT  TAX
100 10000 v
0
Subtotal $100.00
Taxable subtotal $100.00
Sales tax $8.25
See the math
Total $108.25
Balance due $108.25

Non-taxable Sale

In order for the sale to include sales tax, two things must be true: the product or
service being sold must be taxable and the customer must be taxable as well. As long
as one of those situations is not true to the sale being made, it will remain nontaxable.

(% Invoice
Customer ()

Nontaxable Customer

Billing address

Nontaxable Customer

+ Shipping information

1 Taxable Widget

# PRODUCT/SERVICE ()

Customer email @

DESCRIPTION

widget that s taxable

Add subtotal

Online peyments Get s=t up

[] cards wsa @8 =~ [ [ww)

[] Bank transfer  m=

B Take a tour

$100.00

Fury, Dallas, TX, 75241

ary RATE AMOUNT  TAX

00 10000 v [

o
Subtotal $100.00

Taxable subtotal $100.00

Sales tax 50.00
See the math
Total $100.00
Balance due $100.00

@& @ rep X

BALANCE DUE

Save and send
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Pay Sales Taxes

When you collect sales tax, you're in a unique position. Since it's money you have
that's owed to someone else, it's considered a liability on your Balance Sheet.
Whenever you collect sales tax, QuickBooks calculates the tax amount and increases
the account balance for you. When you send the money to the tax agency you
collected for, QuickBooks lowers the balance of the account.

Determine Amount Due

Review Sales Tax Liability Report

1. Click Reports on the navigation bar.
2. Select the Sales Tax Liability report in the Sales Tax section.

Sortv Add notes = LE) E"' '{é}

Buildem, Inc.

SALES TAX LIABILITY REPORT
January 1 - May 12, 2020

TAXABLE AMOUNT TAX

+ State Of Texas
Texas State (6.25%) 5,612.94 350.81
Dallas City (1%) 5,612.94 56.14
Dallas Special Rate (1%) 5,612.94 56.14
Total 463.09

Pay Sales Taxes

Click Taxes on the navigation bar, and select Sales Tax.

Click View return next to the appropriate sales tax.

Click the Select Filing Method button.

Select the appropriate filing method based on the options available to you.
Enter the appropriate information in the Record payment window (if filing
manually).

Click Record payment.

7. Click Close.

Review your sales tax X

W=

o

Texas State Comptroller Buildem, Inc. File your sales tax now

Tax Period: April 2020 5501 LBJ Fwy, Suit... 1. Frint the tax form from your state's website and
Due date: Dallas, TX 75240 fill it out.
Due May 20
2. Write a check to your agency or print one
Tax owed $249.22

3. Mail the form and check to your agency.
Gross sales

Texable sales 4. When you're done, come back to record the

payment in QuickBooks.

Tax due $249.22
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Vendors

Companies or individuals you purchase goods or services from are called vendors (or
Suppliers in QuickBooks 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.

@ QA 0 B

@ gliickbooks

= Buildem, inc

Vendors

Dashboard Vendors Propare 1099 | w D

Banking
0 OVERDUE

Expenses

W

PN
Reports C Batch actions «
axes VENDOR + / COMPANY PHONE EMAIL OPEN BALANCE ACTION
Mileage
A1 Backhoe Rental 50.00 Create bill
Accounting
Alanna's Translating Services 187343 Alanna@Translations.com $0.00 Create bill
American Express J@ae.com $0.00 Create bill v
Arizona Dept of Tax $0.00 Create bill v

Bl

Purchase/Expense Transactions
You can also see purchase and expense transactions associated with vendors.

@ guickbooks = suildem. inc @ Q QO &

Expense Transactions Print Checks | v

DATE « TYPE CATEGORY TOTAL ACTION
2023 B entory - $14,999.00 Make payment

3 Check Office Rent - $0.00 View/Edit w

31/2023 B Utilities:Telephone - $388.00 Make payment w
)3/31/2023 B Freight & Delivery $4,250.00 Make payment w
03/31/2023  Check Cleaning - $0.00 View/Edit =
28/2023 B tilities: Telephone - $578.00 View/Edit w

3 Expense TravelTravel Lodging v $1,025.00 View/Edit w
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Add Vendor

Click Vendors.
Click New vendor.

oW =

Click Save.

Click Expenses on the navigation bar.

Enter appropriate information in the Vendor Information page.

Vendor Information

Company
Title  First name Middle name

" Display name as
Roberson & Associates

Print on check as |Z\ Use display name
Robertson & Associates

Address map

P.O. Box 147

Bayshore CA

94326

Notes

Cancel Make inactive

Email

Phone

(650) 557-1487

Other

Billing rate (/hr)

Terms

Opening balance

Account no.

Business ID No.

Mobile

Website

R d

as of

03/25/2020

Fax

Money Out Workflow

Your bookkeeping should accurately mirror the transactions that occur in the real
world as closely as possible. There are two different ways to enter and pay bills. The

method you use depends on if you track accounts payable for a transaction.
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Method 1: Use Accounts Payable

What is Accounts Payable?

Tracking accounts payable means that you enter the bill before paying the vendor. If
you track accounts payable, you always know how much you owe vendors for bills.
Expenses are also recorded in the correct accounting period. You will also be warned
when entering duplicate bills.

Not all money out transactions require you to use Accounts Payable. If you pay for
something right away, or you paid it in the past, you won't need to use Accounts
Payable. You learn how to deal with those kinds of money out transactions later.

Steps if you use Accounts Payable

1. Enter Bill
2. Pay Bill (regardless of how you pay the bill: check, credit card, PayPal, cash, other
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Advantages of Bills
1. Company Setting-Warn About Duplicate Bills

Click the Gear menu and select Account and Settings.
Click Advanced on the list to the left.

Click in the Other preferences section.

Click the box next to Warn if duplicate bill number is used.
Click Save.

aORrwWN =

Advanced

Other preferences Date format MM/ddhyyy ¥

Number format 123,456.00 ¥

stomer la ~ o
Customer labe Customers ¥ | (&)

+/| Warn if duplicate check number is used On
| Warn if duplicate bill number is used On
Warn if duplicate journal number is used Off

Sign me out if inactive for 1 hou

Cancel “

2. Greater Control over Expenses and Financial Statements

Using Bills allows you to realize the expense on the day of the Bill and not the day of
the Bill Payment.

3. Keep Track of Who you Owe and Bill Due Dates

By using Bills you have access to two important Accounts Payable reports: Accounts
Payable Aging Summary and Detail. Both reports show who you owe, how much you
owe them and if you are overdue. The Summary report shows totals owed to the
vendor whereas the Detail report shows each bill separately.
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Step 1. Record Bills

1. Click the New (+) menu.
Select Bill.

2
3. Enter the appropriate information on the bill.
4

Click Save and close.

@ s X  +
& C & c7l.gbo.intuitcom/app/bill
~ .
& Bill
Vendor
Robertson & Associates v
Pay bills directly from QuickBooks
Mailing address Terms Bill date
Robertson & Associates Net 10 A 03/25/2020

P.O. Box 147
Bayshore, CA 94326

# CATEGORY DESCRIPTION
1 Legal & Professional Fees:Lega Retainer for new cases

2 Legal & Professional Fees:Accc Accounting work for the month

3

Addlines | | Clearall lines

Memo

Cancel Clear

Should You Record a Bill Payment?

Due date

04/04/2020

Make recurring

AMOUNT

1,000.00

250.00

- O X
Guest
@ Help x
BALANCE DUE
$1,250.00
Bill no.
BILLABLE MARKUP % TAX CUSTOMER
Total $1,250.00

Save

Save and close  w

If you enter a Bill in QuickBooks the only way to record the payment is with Pay Bills.
Entering the Bill increases Accounts Payable and your payment lowers Accounts
Payable. It is, however, possible that you'll also download your bill payments. If you
record a bill and then later download the bill payment, you won't need to enter it
manually at all. Just visit the Banking Center and you should see the downloaded
transaction “Match” against your bill. If, however, you pay a bill with a check or aren’t
using online banking, you can still enter bill payments manually.
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Recording Bill Payments
Step 2. Pay Bills

Click the New (+) menu.

Select Pay Bills.

Select the appropriate Payment account.
Select the bills you're paying.

Enter the Payment Date.

Click Save and Close or Save and Print.

oW =

Select Bills to Pay

(<) Pay Bills k

Filter >
PAYEE REF NO. DUE DATE = OPEN BALANCE
4 Robertson & Associates 04/04/2020 $1,250.00

$1,085.00

518,748.75

§7.250.00

©)]

$1,250.00

CREDIT APPLIED PAYMENT TOTAL AMOUNT

$1,250.00
$0.00
$0.00

$0.00

$0.00

X

Method 2: No Accounts Payable

If you've decided to not track Accounts Payable in QuickBooks,
or you've just paid for something that didn't involve a bill, you
don't need to use Bills/Bill Payments. Instead, all you have to
record is a Check or Expense. Checks are used for physical
checks that are not connected with a bill. Whether you want to
print them through QuickBooks or record a handwritten check,
Checks are the right transaction to record. If you spent money
through any method other than a check use an Expense instead.

Record a Check
1. Click the Global Create menu.
. Select Check.

2

3. Enter the appropriate information on the Check form.

4. Click Print check to print the check now. Otherwise, click the box next to Print
later to print the check along with other checks later.
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5. Click Save and close.

Check-To Be Printed Later

(< Check #To print

Payee Bank Account

v | | Ches

Mailing address Payment date

03/25/2020

B
L
D

# CATEGORY DESCRIPTION

Add lines Claar all lines

Cancel Revert

@ b X

AMOUNT

$1,349.18

Balance $1,124,3

Check no.

o Print later

AMOUNT BILLABLE MARKUP % TAX CUSTOMER

Print check Order checks Make recurring More

Hand-written Check

(%) Check #24

Payee Bank Account

Lee Advertising v || ChaseC

Mailing address Payment date

03/25/2020

# CATEGORY DESCRIPTION

Add lines Claar all lines

@ b X

AMOUNT

$1,349.18

Balance $1,124,388.56

Check no.
24

Print later

AMOUNT BILLABLE MARKUP % TAX CUSTOMER

Printing Checks

@ Frint Checks x  +

<« C' @ c71.gbo.intuit.com/app/printchecks

Print Checks

B Remove from list

| 03/25/2020 B

DATE TYPE

Guest

- Balance $1,124,388.56 4 checks selected $3,427.18 Add check

Starting check no.

Dallas Bell $578.0
ee Advertising $1,349.18
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Record an Expense

For expenses other than checks and bill payments, use the Expense form. This form
can be used for debit cards, credit card charges, PayPal charges, and other non-
check forms of payment.

1. Click the New (+) menu.

2. Select Expense.

3. Select the appropriate payment account and Payment method.
4. Enter appropriate information in the Expense form.

5. Click Save and close.

Enter Expense (Credit Card Charge)

@ opense x o+ - o x
€« C @ cl.gbo.ntuitcom/app/expense Q Gu. :
N
(X} Expense R keatour % (B Help X
P P AMOUNT
ayee ayment account
ssie - ¥ Balance $708.95 $400'00
Payment date Payment method Ref no.
05/12/2020 MasterCard

&

v Category details

# CATEGORY ( DESCRIPTION AMOUNT  BILLABLE (7 MARKUP% TAX CUSTOMER
1 Legal & Professional Fees fixed a journal entry 400.00
2

Add lines Clear all lines

Enter Expense (Debit Card)

© Expense x  + - o x
&« C @ clgbointuitcom/app/expense “ :
~
[ Expense D Tekeatour 63 (B) Help X
- AMOUNT
Payee Payment account  (2)

Books by Bessie ¥ | | Checking . T | Balance 556,221.40 $400'00

Payment date Payment method Refno.
05/12/2020 Debit Carc -
v Category details
# CATEGORY ( DESCRIPTION AMOUNT  BILLABLE MARKUP % TAX CUSTOMER
Legal & Professional Fees fixed a journal entry 400.00
2
Add lines Clear all lines

» Item details

Memo Total $400.00

Make recurring
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Reports

Review the A/P Aging Summary

1. Click Reports on the navigation bar.
2. Select Accounts Payable Aging Summary under Who you owe.

Sortw Add notes B & & @
Buildem, Inc.
A/P AGING SUMMARY
As of May 16, 2020 k
CURRENT 1-30 31-60 61-90 91 AND OVER TOTAL
A Cheung Limited -10,600.00 $-10,600.00
Cal Gas & Electric 98.68 $98.68
Cal Telephone 77.92 $77.92
Custom Kitchens of Bayshore 3,076.32 $3,076.32
Daigle Lighting -1,100.00 $-1,100.00
East Bayshore Tool & Supply 790.00 57290.00
Holly Heating and Electric 289.95 5289.95
Internet Provider -67.80 5-67.80
Sergeant Insurance 4,050.00 $4,050.00
Sloan Roofing 850.00 $850.00
Thomas Kitchen & Bath -79.00 §-79.00
TOTAL $0.00 $-10,600.00 $0.00 $0.00 $7,986.07 $-2,613.93

Review the Expenses by Vendor Summary

1. Click Reports on the navigation bar.
2. Select Expenses by Vendor Summary under Expenses and Vendors.

"

ortv Add note

(8]
53]

Buildem, Inc.

EXPENSES BY VENDOR SUMMARY
January 1-May 12, 2020

M oe b

TOTAL
A1 Backhoe Rental 1,800.00
Arizona Dept of Tax
Bob's Burger Joint 8.95
Books by Bessie 530.00
Brosnahan Insurance Agency 3,800.00
Chamber of Commerce 50.00
Chin's Gas & Qil 185.00
Computers by Jenni 89.95
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Credit Cards

You handle credit card transactions in much the same way as bank account
transactions. You need to have a credit card account on your Chart of Accounts, and
whenever you purchase something with that credit card, or pay it off, you need to
record it in QuickBooks. You can set up your credit card to download transactions, or
you can record transactions manually.

Set up Credit Card Account

Click Accounting on the left navigation bar.

Click New.

Click the Account Type drop-down list and select Credit Card.

Enter the Name of the account.

Enter the Balance on the card, and the date it had that balance (usually it's best to
find your balance from the beginning of the fiscal year and enter that).

R wh =

6. Click Save and Close.

Account

Account Type *Name
Credit Card A Visa 1234

* Detail Type Description
Credit Card -
Credit card accounts track the balance —
e e — [ Is sub-account

Create one Credit card account for each
credit card account your business uses.

When do you want to start tracking your
finances from this account in QuickBooks?

Teday -

We'll start tracking your finences from 03/25/2020

What was your account's balance on
03/24/20207

This lets us get your books in order by tax time.

$ | 1,200.00

Cancel | Save and Close \u
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Record Credit Card Expense
. Click the New (+) menu and select Expense.
. (Optional) Enter a Payee.

Enter the Payment date.

1
2
3. Click the Payment account drop-down and select your credit card account.
4
5

. (Optional) Click the Payment method drop-down menu and select the

appropriate payment method.

6. Click on the first line under Account Details and select the appropriate expense

account.
. (Optional) Enter a description.
Enter the amount.
. Click Save and close.

@ Expense x +
€ C @ clgbointuitcom/app/expense

() Expense

Payee Payment account

Payment date Payment methad Ref no.

v Category details
# CATEGORY DESCRIPTION

1 Automobile Expense:Fuel Expense

Add lines Clear all lines

» ltem details

Memo

AMOUNT

150.00

BILLABLE

MARKUP %

- (] x

Q

s @"SF X

AMOUNT

$150.00

TAX CUSTOMER

Total

$150.00

Mastering QuickBooks Online Level 1
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Record Credit Card Payment

Enter the Payment date.

QR W=

payment method.

Enter the amount.
Click Save and close.

Lo~

. Click the New (+) menu and select Expense.
(Optional) Enter a Payee.
Click the Bank/Credit account drop-down and select your bank account.

(Optional) Click the Payment method drop-down and select the appropriate

Click on the first line under Account Details, and select the credit card account.
(Optional) Enter a description.

(X Expense

Payee Payment account ()

Payment date Payment method

v Category details

# CATEGORY DESCRIPTION

Add lines Clear all lines

AMOUNT  BILLABLE (?

Bracsos @ @b X

AMOUNT

$700.00

MARKUP % TAX CUSTOMER

Page 104

Money Out- |I: Day 2- Chapter 13




Turn on Customer/Project Costs

oW =

Click the Gear menu and select Account and Settings.
Click Expenses on the list to the left.
Click in the Bills and expenses section.

Make appropriate selections in the Account and Settings window.
Click Save.

Account and Settings

Company

Bills and expenses |:| Show ltems table on expense and purchase forms (@ Off
Billing & Subscription |Z| Track expenses and items by customer @ On
|Z| Make expenses and items billable @ On
| - PR
Usage |i| Makup with a default rate of | 10 % @
Sales |:| Track billable expenses and items as income @)
|7| Charge sales tax @
Expenses —
Default bill payment terms Net 10
Payments

Advanced -

Mastering QuickBooks Online Level 1
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Enter Customer/Project Related Costs

You can enter expenses related to customers/projects by using the Customer field on
expenses, checks and bills.

1. Click the New (+) menu.

2. Select Expense, Check, or Bill.

3. Use the Customer field to record who/what the expense was for.
4. Click Save and close.

(%) Check #17 @ Help X

AMOUNT

» | olace $1,123,480.56 $900.00

Payee Bank Account

Mailing address Payment date Check no.

Print later
# CATEGORY DESCRIPTION AMOUNT BILLABLE MARKUP % TAX CUSTOMER

&

vy

Vendor Credit Memos

When a vendor gives you a credit to use on a future bill, enter a Vendor Credit.
QuickBooks will automatically apply this credit to future bills from the same vendor.

Enter Vendor Credit

1. Click the New (+) menu.

2. Select Vendor Credit.

3. Enter appropriate information in the Vendor Credit window.
4. Click Save and close.

(5 Vendor Credit @ rele X

CREDIT AM OUNT

- W $200.00

Mailing address Payment date Ref no.

v Category details

¢ CATEGORY DESCRIPTION AMOUNT  BILLABLE MARKUP % TAX CUSTOMER
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Vendor Balance Detail Report

Run a vendor balance detail report to keep track of who your business owes money

to and when it needs to be paid.

Sortv Add e = % G M {é}
Buildem, Inc.
VENDOR BALANCE DETAIL k
All Dates
DATE TRANSACTION TYPE NUM DUE DATE AMOUNT OPEN BALANCE BALANCE
- D. Bell
03/31/2023 Bill #7d0 04/15/2023 388.00 388.00 388.00
Total for D. Bell $388.00 $388.00
~ Dzllas Bell
03/28/2023 Bill 38888 04/07/2023 578.00 578.00 578.00
Total for Dallas Bell $578.00 $578.00
~ Door Knob Corporation
01/21/2023 Bill 01/21/2023 3,749.75 3,749.75 3,749.75
Total for Door Knob Cerporation $3,749.75 $3,749.75
~ General Carriers, Inc.
01/01/2023 Vendor Credit CM-03-20 -500.00 -500.00 -500.00
03/15/2023 Bill 04/14/2023 7,250.00 7,250.00 6,750.00
03/31/2023 Bill 3993 04/30/2023 4,250.00 4,250.00 11,000.00
Total for General Carriers, Inc. $11,000.00 $11,000.00

Pay Bills- Apply Credit
1. Click the New (+) menu.
2. Select Pay Bills.

3. Select the appropriate bills to pay (Notice QuickBooks uses available credits).

4. Click Save and print or Save and close.

() Pay Bills

Starting check no.

| Print later

Filter > Lest 365 Days
PAYEE REF NO. DUE DATE & OPEN BALANCE

L4 Hicks Hardware 03/11/2020 o $200.00
obertson & Associates $1,250.00
04/24/2022 $1,085.00

ks, 3 $995.00

D Knob Corpoi 2023 $3,749.75

$14,000.00

CREDIT APPLIED

200

00

PAYMENT

0.00

® X

$0.00

1ue 4@

TOTAL AMOUNT

$200.00

$0.00

$0.00

50.00

50.00

50.00

Spendalot, Inc. 0 023 foaee
Cancel Save and print v

Mastering QuickBooks Online Level 1

Page 107




Bill Payment Check and Voucher Showing Credit Applied

03/25/2020
Hicks Hardware **2,415.00
Two thousand four hundred fifteen and 00/100%******** sensanasesenRsREe crssnnannne aressanennen IS

Geoff Hicks

Hicks Hardware

1234 Hardware Ave.

Dallas, TX 75240

03/25/2020 Hicks Hardware
Date Type Reference Original Amount Balance Due Payment
03/01/2020 Bill 2,615.00 2,415.00 2,415.00
Check Amount 2,415.00

Void vs. Delete Checks

Void a check if you used the check number but the check will never be cashed.
Delete a check if the check was never written.

Delete a Check

1. Display the appropriate check.
2. Click the More button and select Delete.
3. Click Yes to confirm.

Void a Check

1. Display the appropriate check.
2. Click the More button and select Void.
3. Click Yes to confirm.

-
(' Check #17 @ Hep X
AMOUNT
Payee Bank Account
+ | | Chase Checking O $900.00
Mailing address Payment date Check ne.
Tony Rondonuwu 01/01/2020
| | Print later
# CATEGORY DESCRIPTION AMOUNT BILLABLE MARKUP % TAX CUSTOMER
1 Subcontractors 900.00
2
Add lines Clear all lines
Copy
Memo m Total $900.00
Delete
Transaction journal
(@) Attachments  Max Audit history

Print check Order checks Make recurring More
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Online Banking

You can potentially download transactions directly from your bank and credit cards
allowing you to skip some of the manual data entry. You'll learn how to set up a bank
account on your Chart of Accounts, then take a tour of the Banking Center and learn
how to integrate them into your books. You'll learn the difference between matching
and adding transactions, and situations such as transfers, credit card charges and
payments.

Add Bank Account

Managing your bank and credit card accounts in QuickBooks is free and easy to use.
After you add your bank account to QuickBooks you choose how far back you want
QuickBooks to go when downloading historical transactions. After that, it's easy to
add and match transactions that are automatically downloaded as they clear your

bank.
Option 1: Add Bank Account to Chart of Accounts

Click Accounting on the left navigation bar.

Select Chart of Accounts at the top of the page.

Click New.

Enter appropriate information on the new account page.
Click Save.

R wN =

Account

Account Type *Name
Bank - Chase Checking
* Detail Type Description
Cash on hand -
\
Cash on hand

Checking [] 15 sub-account

Money Market

When do you want to start tracking your
finances from this account in QuickBooks?

Choose one h

Cancel Saveand Close v

If you choose to add the bank account to your Chart of Accounts, you will upload the
bank transactions from your downloaded bank statements on a regular basis.
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Set Up for Online Banking

1. Click Banking on the navigation bar.

2. Click Add account.

3. Enter your bank name or online banking URL, or select from a list of popular
banks.

4. Enter the login information you use to access your account on your bank’s
website.

5. Click Sign in.

6. Click the drop-down list next to each account you want to connect and select the
bank or credit card account on your chart of accounts.

7. Click Connect.

The Online Banking Center

@ guiickbooks = Buildem, Inc. AMybxperts @ vep Q[
Banking Rul Ry
e 1100 Checking v ( + Linkaccount | v )
B

e 1100 Checking e Savings @ Mastercard

$19,895.29 $83,950.55 $5,000.00 $4,500.00 $160.66 §657.12

Bank balance QuickBooks Bank X . ! k
Project
e @ Updated 6 days ago @ Updated 6 days ago @ Updated 6 days ago
Workers . .

Review 22 transactions Review 1 transaction Review 6 transactions
Reports

N
Taxes _
( For review (22) Categorized Excluded )
Mileage
Go to bank register

Accounting B Alldates v Wb Allvansactions v =R

|  patE DESCRIPTION PAYEE CATEGORY ORMATCH v  SPENT RECEIVED ACTION

| ' ow13r2020 A1 Backhoe Rental Deposit ... Sales $800.00 Add

| A1B Rental Deposit .. Sales $1,200.00 Add

| Cheesecake Factory Meals $24.38 Add

| | o1/04r2020 Mahoney's Mugs Mahoney's Mugs Advertising:Print:Newspapers $18.08 Add

1

Add Account

Let's get a picture of your profits

Connect your bank or credit card to bring in your transactions.

I Enter your bank name or URL

Here are some of the most popular ones

é CHASE € 77
@ BANK OF AMERICA

JPMorgan Cap},a/,(h", ' Ebank
PayPal
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Login to Your Bank Account

CHASE €

Chase won't share your username and password
with third parties

Username

mylogin@gmail.com

Password

| usetoken

Forgot username/password? >

Connect Your Accounts

Connect an account X

Which accounts do you want to connect?

We'll import 90 days of transactions. Want a shorter time period?

CHASE CHECKING
\/ Account .......3073 Checking
Balance 2,033.51

Connect

If you connect your bank account, you'll be able to download previous transactions
into your banking center. Future transactions in your bank account will be
automatically downloaded into your QuickBooks Banking Center.
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The Online Banking Center

After you've connected your bank account to QuickBooks, you're ready to update
QuickBooks with new bank activity. You manage this process through the Online
Banking Center.

Note: Each connected account shows a Bank Balance and an In QuickBooks balance.
These balances will often differ from each other as the Bank Balance is based on
transactions that have cleared the bank account, and the QuickBooks Balance is
based only on transactions that have been recorded in QuickBooks.

Online Banking Center Processes
The Bank and Credit Cards page is where you perform all your online banking tasks.

File upload

Click File upload to upload a list of transactions from your bank. Note that you
won't need to do this if you choose to connect your bank to QuickBooks.

Link account

Click Link account to connect a new account to QuickBooks.

For Review

The For Review tab lists transactions downloaded from your bank that haven't
been added or matched to existing transactions in QuickBooks. Until these
transactions are added or matched, they have no impact on your accounting
records.

Categorized

The Categorized tab lists transactions you have matched or added to QuickBooks.
This tab does NOT show transactions that you manually entered into QuickBooks.
Excluded

The Excluded tab lists transactions you have chosen to exclude, such as duplicate
transactions or transaction history you don’t need in QuickBooks. You can undo
this action at any time.
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Open the Online Banking Center

1. Click Banking on the navigation bar.
2. Select an account from the top of the page.

® quiickbooks = Buildem, Inc. '%M"H'”'m @ fele O‘ 0 &
Banking  Rules  Receipts
e T e 1100 Checking v ( + Uinkaccount | v |
2
e 1100 Checking e Savings @ Mastercard

$19.895.29 $83,950.55 $5,000.00 $4,500.00 $160.66 $657.12

Review 22 transactions Review 1 transaction Review 6 transactions

" Forreview (22) RSN Excluded )

B Alldstes v M4 Alltransactions v G & s

Go to bank register

DATE DESCRIPTION PAYEE CATEGORY OR MATCH » SPENT RECEIVED ACTION

Sales $800.00 Add

Manage Downloaded Transactions

There are two types of downloaded transactions: ones that you have already entered
into QuickBooks, and ones that have not been entered into QuickBooks.

Match- Transactions that you've already entered need to be verified or ‘matched’ to
the downloaded expense. If QuickBooks finds that you've already entered something
that it has downloaded, you'll see “Match” or “View" as an option. By matching a
downloaded transaction with something you've already entered, you ensure that the
transaction is not entered twice. QuickBooks attaches the downloaded version to the
version you've already entered.

View- If QuickBooks finds that you've already entered two or more transactions like
the bank transaction you've downloaded, you'll need to choose the exact transaction
which is a match. The non-selected transaction(s) will remain in the Online Banking
center until action is taken on that remaining transaction.
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Review/Match Downloaded Transactions (Already Entered)

1. Onthe For Review tab, select a transaction to match.

2. Select the appropriate match, or click Find match if the transaction was not
matched correctly.

3. Click Match.

1 record found

[]  o110/2020 Hicks Hardware Hicks Hardware Check $228.75 Match
01/10/2020 $-228.75

) Categorize ':é:.‘ Find match ( Record as transfer

Matching records found

Check75 01/10/2020 $-228.75

BANK DETAIL Hicks Hardware Hicks Hardware Hicks Hardware 3
Find other matches

Batch Accept Downloaded Transactions (Already Entered)
1. On the For Review tab, select all matched transactions.
2. Check the box to the left of the desired transactions and select Accept.

Banking Rules Receipts

For review (22) Categorized | Excluded )

DATE DESCRIPTION PAYEE CATEGORY OR MATCH a SPENT RECEIVED ACTION

01/10/2020 Pam Seitz Fam Seitz $75.00 View

01/08/2020 Squeakys $19.99 View

o 1 record found

01/30/2020 Transfer to Savings Check $500.00 Match
01/01/2020 $-500.00

. 1 record found

[« | 01/10/2020 Hicks Hardware Hicks Hardware Check $228.75 Match
01/10/2020 $-228.75

-
[«] | 0171072020 Check Deposit $868.15  Match
01/10/2020 $868.15

1 record found

‘z‘ 01/09/2020 DALLAS BELL PAYMENT 16... Bill Payment $114.09 Match
01/09/2020 $-114.09
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Add Downloaded Transactions (Not Already Entered)

New transactions that you haven't recorded in QuickBooks yet can be “added,” which
means that QuickBooks creates a new transaction for you based on the downloaded
information and the information that you add into the transaction, specifically the
Who, When, What and How Much. Sort the list by the column headers to help
organize your work.

When dealing with a new transaction, you'll see the date it cleared the bank (the
When), how much money it was for (the How Much), and something called the Bank
Detail, which is usually who you paid (the Who). QuickBooks cannot download the
reason Why you spent the money, so you must enter the category, or account, as an
explanation to QuickBooks for why the money was spent or received. In doing so,
you'll be able to track why you spent or received the money later on your financial
statements.

1. On the For Review tab, select a transaction to add.
2. Correct or enter an appropriate name (optional) and account category.

3. Click Add.

‘i’:‘ Categorize Find match Record as transfel

Payee Category * Split transaction ~ Memo

Tim Philip Masonry v 6920 Travel:Travel Meals v Tim Philip Masonry Tim Philip Maso

Tags @ Managetags ‘Customer/project

v Billable

BANK DETAIL Tim Philip Masonry Tim Philip Masonry Tim Philip Masonry

@ Add attachment @ Create a rule @ Exclude m

Recognized Transactions

As you add information to downloaded transactions, QuickBooks ‘remembers’ the
accounts and names you've added to previous transactions, and prefills some of this
information for you. These transactions are listed together on the Recognized list. You
can batch add these recognized transactions to save time.
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Add Downloaded Transactions (Recognized)
1. Click All transactions at the top of the list and then choose Recognized.
2. Review the information for new transactions, and make any necessary changes.
3. Checkthe box to the left of the desired transactions and select Accept.

@ Updated 6 days ago

Review 22 transactions

Banking  Rules  Receipts
P
e 1100 Checking e Savings @ Mastercard
$19,895.29 $83,950.55 $5,000.00 $4,500.00 $160.66
Bank balance In QuickBooks Bank balance n QuickBooks Bank balance

@ Updated 6 days ago @ Updated 6 days ago

Review 1 transaction

Review é transactions

" For review (22) Categorized

Excluded )

B Alldates v b4 Alltransactions W

v All transactions

[] pate Recognized M PTION PAYEE CATEGORY OR MATCH v
[] | 0111372020 M hoe Rental Deposit ... Sales
[] | 02032020 A1 Backhoe Rental Deposit ... Sales

$657.12

n QuickBooks

SPENT

$800.00

$1,200.00

Go to bank register

EN=

RECEIVED ACTION
Add

Add
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What Gets Downloaded

You might be wondering why you would need to manually add anything into
QuickBooks if your transactions are already downloaded from your connected bank
account. Since online banking makes it so easy to enter transactions, it's tempting to
rely on it to record all of your transactions. However, there are some transactions that
cannot be downloaded from the bank that you still need to enter manually. If you
want QuickBooks to print a check, or if you want to record more specific products
and services a customer purchased from you, you'll need to enter in those details
through a manually entered transaction.

Transactions You Add Through Online Banking

Receive Payment (should still be entered manually if it applies to multiple
invoices, or was deposited with other payments)

Expenses
Bill Payments (if a bill was paid with a check, it should still be entered manually)
Credit Card Credit

Transfers

Transactions You Enter Manually

Invoices
Estimates

Credit Memos
Sales Receipts
Refund Receipts
Delayed Credits
Delayed Charges
Checks

Bills

Purchase Orders
Vendor Credits

Paychecks and Timesheets (third party payroll can sometimes be downloaded
as an expense)

Deposits
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Manage Downloaded Deposits

Deposits you make at the bank can be added through online banking if they're
deposits for a single transaction. For example, a refund from a vendor. But if a
deposit you make at the bank is for a batch of transactions, such as customer
payments on invoices, you should still record it manually in QuickBooks.

When you receive a refund from a vendor, this effectively reduces the expense you
incurred with that vendor. When the refund is downloaded from the bank, select the
expense account you used on the original expense with the vendor to reduce your
expense account balance on your financial statement.

Review/Add Downloaded Deposits (Not Entered)

1.
2. (Optional) Add a vendor name.
3.

4. Click Add.

On the For Review tab, select the deposit.

In the Category field, select the appropriate income or expense account.

DATE DESCRIPTION PAYEE CATEGORY OR MATCH v SPENT RECEIVED ACTION

01/13/2020 A1 Backhoe Rental Deposit ... Sales $800.00 Add

(@ Categorize Find match Record as transfei

Payee Category * Split transaction ~ Memo

v Sales v A1 Backhoe Rental A1 Backhoe Ren

Tags ® Managetags ~ Customer/project

v Billable

BANK DETAIL A1 Backhoe Rental A1 Backhoe Rental A1 Backhoe Rental

M Addattachment  (3) Createarule () Exclude %
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Add Split Transactions

When an expense is downloaded that needs more than one expense account

associated with it, you can do this with the Split option.

Review/Add Split Transactions

1. On the For Review tab, select the transaction.
2. Click Split Transaction.

oo D P coo o

[T 7 01/25/2020 Tim Philip Masonry Tim Philip Masonry 6920 Travel:Travel Meals $680.00 Add
|:‘ 01/03/2020 Chin's Gas and Oil 6900 Travel $185.00 Add

@ - - - - ~ This lets you assign multiple categories

(@) Categorize (_) Find match (_) Record as transfer 5

= - - to the same transaction.
Payee (2 Category * Split trans: n  Memo
v 6900 Travel * Chin's Gas and Oil Chin's Gas and €
Tags (D Managetags ~ Customer/project G
v | [ |Billable
BANK DETAIL Chin's Gas and Oil Chin's Gas and Qil Chin's Gas and Oil
[!-]] Add attachment @ Create a rule @ Exclude m
|7‘ 11/14/2019 Books by Bessie Books by Bessie 6550 Office Supplies $75.00 Add

(Optional) Add a payee name.
On the first line, select an appropriate account.

ok w

appropriate amounts (click Add lines if necessary).
6. Click Save and add.

oo

Split Transaction
Downloaded Transaction
Chin's Gas and Oil on 01/03/2020 for $-185.00

Chin's Gas and Qil

© Add Attachment

$185.00

Payee
Chin's Gas & Oil v
CATEGORY DESCRIPTION CUSTOMER BILLABLE AMOUNT
Automobi | v v 100.00 |
Travel Tra | v v 85.00 | .
Add lines Reset Split amount $185.00
Original amount $185.00
Difference $0.00
Memo

Cancel Save and add

P

On the following lines, select the appropriate expense accounts, and enter the
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Exclude Transactions

You can exclude downloaded transactions such as duplicates or transactions that
took place before when you chose to start tracking an account.

Reasons to Exclude Transactions

1. If you are connecting an account you have used manually in QuickBooks Online
and are now starting to download transactions from your bank and transactions
you've already reconciled appear in the Banking Center

W

If the bank sent the transaction more than once.
If the transaction happened before the starting date/balance for the account. In

other words, if it happened before the “As of” date that you entered for the
account as you set it up.

Exclude New Transactions
1. On the For Review tab, click the box next to transactions to exclude.

2. Click Exclude.

@ Gliickbooks = Buildem, Inc. B MyEpers @ e Q QO &
Banking  Rules  Receipts
e 1100 Checking v ( + vinka v
P2
e 1100 Checking e Savings @ Mastercard
$19,895.29 $83,950.55 $5,000.00 $4,500.00 $160.66 $657.12
! . E QuickB B B
@ Updared 6 day @ Updated 6 days age @ Updated 6 days age
Review 22 transactions Review 1 transaction Review 6 transactions
=
" Forreview (22) R | Excluded )
4 items selacted Update ( Exclude \u ]
L]
DATE DESCRIPTION PAYEE CATEGORY ORMATCH w SPENT RECEIVED ACTION
7 01/13/2020 A1 Backhoe Rental Deposit ... $800.00 Add
ol 02/03/2020 A1 Ba Sit Sales $1,200.00 Add
ol 01/03/2020 Meals $24.38 Add
v 01/04/2020 Mahor Advertising:Print:Newspapers $18.08 Add
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Transfers

Transfers are financial transactions that represent you moving money from one bank
account to another. They can be downloaded and added to QuickBooks without
entering them manually first. If you transfer money between two bank accounts that
you've connected to download transactions, then you only need to Add the transfer
for one account, and then Match it for the other.

Add Transfers

1. On the For Review tab, select the transfer.

2. Inthe Category field, select the account the money came from (if this is an
increase in the bank account) or the account the money went to (if this is a
decrease in the bank account).

3. Click Add.

BANK DETAIL undefined Transfer to Savings

@ Addattachment (@) Create a rul @ Exclude %
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Credit Card Payments

If you pay your credit card balance online or with your debit card, those payments will
be downloaded to the banking center.

Add Credit Card Payments

1. On the For Review tab, select the credit card payment.
2. (Optional) Click the Payee drop-down and select a payee.
3. Inthe Category field, select the credit card account to apply the payment towards.
4. Click Add.
':@‘ Categorize Find match Record as transfer
Payee Category * Split transaction ~ Memo
Mastercard v Mastercard v Mastercard Payment
Tags @ Manage tags Customer/project

v Billable

BANK DETAIL Mastercard Mastercard Payment

M Addattachment (%) Createarule () Exclude m

Note: If you have your credit card account connected as well, once you Add the
transaction for the bank account, it will show up as a Match on the credit card
account.
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Recording a Personal Expense

It's tempting to want to exclude personal expenses, however, all transactions from
your bank account need to be recorded in QuickBooks in order for you to reconcile
the account. During reconciliations you compare your bank statements to what you
have in QuickBooks to make sure you've recorded everything that happened in that
account. If you exclude ANY transactions that appear on your bank statement, you'll
not be able to reconcile.

Instead of excluding these transactions when they show up, you can use an Equity
account in the Category field to properly record the transaction. Most businesses
have an equity account named Owner’s Draw that is used for these kinds of personal
purchases. If you do not have this on your Chart of Accounts, you can easily create a
new Equity account with this name.

[] | o1r04r2020 Mahoney's Mugs Maheney's Mugs Owner's Equity:Owner's Draw $18.08 Add
@ Categ Find mats ) Record as transfer
Psy Cotegory * Splittransaction  Me:
Mah v ‘ Owner v Mahoney's Mugs Mahoney's M
+ Add new Owner
Tags @ EIE ~
Owner's Equity Equity [ Billabl
Owner's Contribution  Equity
BANK DETAIL Mshoney's Mugs Mahoney's M{JEe TRIRIeRs ey Equity
0 sdsuscmer @ @ «<»
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Reconcile Bank Account

Trusting your reports and balances in QuickBooks is important. Your task with all
bookkeeping is to record transactions accurately so that they match with the reality of
your business’ bank and credit card accounts. The best way to check for accuracy is
to perform a reconciliation, which is the process of comparing your records in
QuickBooks to the official records you receive from your bank and credit card issuers.

When to reconcile: Real World Training recommends that you reconcile every month
when you receive the bank/credit card’s official statement.

Before you reconcile: To reconcile, you should have last month’s bank statement on

hand for this process, printed if possible.

Reconcile Account

1. Click the Gear menu and select Reconcile.

2. Click the Account drop-down arrow and select the appropriate bank or credit card

account.

L«

Reconcile an account

Open your statement and let's get started

o We know it takes time to get used to new stuff

Which account do you want to reconcile?
Acc

ount
Checking

Add the following information

16,052.75 11,839.51 01/31

Beginning balance  Ending balance * Ending date *

2020

3. Enter the Ending balance and the Ending date you see on the statement.

4. Click the Start reconciling button.

5. Select the transactions that cleared the bank.
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01/01/2020 Check DEBIT

dum inc B MyExpers (D Hep QL3 @

of accounts > Bank register > Reconcile
Reconcile Checking Editinfo
Statement ending date: January 31, 2020
$11,839.51 _ $11,839.51
STATEMENT ENDING BALANCE CLEARED BALANCE 3 ° $0 OO
DIFFERENCE
$16,052.75 _ $4,213.24 + $0.00
BEGINNING BALANCE 9 PAYMENTS 0 DEPOSITS
how
Statement ending date  Clear filter / View all ( Payments | Deposits | All )

DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO PAYMENT (USD) DEPOSIT (USD)
01/01/2020 Check 84 Owner'sEquity:...  Business Owner 1,286.82 (V] 2
01/01/2020 Bill Payment 3333

400.00 (/]

Deposit

Deposit 699.00

What you'll see on the reconciliations screen...

1.

Reconciliation equation - Throughout the reconciliation process QBO calculates
several numbers. The first is the beginning balance which is the amount you had
in the bank at the beginning of the month. QuickBooks determines this by adding
up all of the transactions you've reconciled in the past. The Cleared Balance is the
balance of all the selected transactions. If what's on the bank statement doesn’t
match what you've checked off for your cleared balance, QuickBooks shows you a
difference. That means there's a difference between what you have in QuickBooks
and what the bank or credit card reports on the statement.

Pre-reconciled transactions - If you use Online Banking, the transactions you've
added or matched already have checkmarks. This is one of the great things that
online banking does for you. If you're using online banking to add and match all
of your transactions you might just see an entire row of checkmarks and you won't
need to do any more work at all since everything has already been checked
against the bank’s records.

The goal of the reconciliation - The goal is to check off all the transactions that
appear on your bank statement and get a difference of zero!
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Completing your Reconciliation
1. Click Finish Now.

2. Click View report to open the Reconciliation Report.
3. Click Print.

Reconcile Completed

You reconciled this account

ck View reconciliation report.

What Causes a Reconciliation Difference?

There are a few reasons for a difference between your bank or credit card statement
and what you have in QuickBooks.

1. The ending balance or date is incorrect. This can be fixed by clicking the Edit
button to change it to what you see on your statement.

2. You might have a transaction checked on the Reconciliation window that shouldn’t
be. To fix this, just uncheck it in the reconciliation window to remove it from the
balance.

3. One of the transactions you've checked in the reconciliations window is for the
wrong amount. You may edit the balance by clicking on the line of the incorrect
transaction.
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Reconciliation Report

It's important to remember that in most cases you should never change transactions
after they're reconciled. To track down changes or deletions if they happen, you can
view the History by Account. Here you'll see a brief summary of your reconciliations
including beginning and ending balances, as well as changes, if any have occurred,
and any adjustments that might have been made while reconciling.

Buildem, Inc.

Checking, Period Ending 01/31/2020

RECONCILIATION REPORT

Reconciled on: 05/04/2020
Reconciled by: creederpracticeaccountapril@gmail.com

Any changes made to transactions after this date aren'tincluded in this report.

Summary usD
Statement beginning balance 16,052.75
Checks and payments cleared (9), -4,213.24
Deposits and other credits cleared (0) 0.00
Statement ending balance 11,839.51
Uncleared transactions as of 01/31/2020 4,747.40
Register balance as of 01/31/2020 16,586.91
Cleared transactions after 01/31/2020 0.00
Uncleared transactions after 01/31/2020 63,356.55
Register balance as of 05/04/2020 79,943.446
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Account Register

Every Balance Sheet account in QuickBooks has a register. A register is a record of all
the transactions you've recorded for that account. It shows transactions you manually
added, as well as those you matched and added through the Bank and Credit Cards
page. QuickBooks marks matched/added transactions as “C” cleared and indicates it
was an automatically added transaction. Reconciled transactions are indicated with an

n RII'
Review Bank Account Register

1. Click Accounting on the navigation bar.
2. On the Chart of Accounts, click the View register link next to the account.

€ Back to Chart of Accounts PR
Bank Register | checand v | ek Balance $79,94346
Recenciled through 01/31/2020 Go to: of 1 1111 of 111 i
v A
DATE ~ REF NO. PAYEE MEMO PAYMENT DEPOSIT v
TYPE ACCOUNT [
i
Add check «
03/31/2023 $12,368.55
Journal -Split- b
03/31/2023 $2,550.00 A
Journal -Split-
03/31/2023 $430.00
Journal -Split-
03/31/2023 15 Void Voided - VOID: $0.00 i
Check Cleaning
03/31/2023 14 Void Voided - VOID: $0.00
H
Check Office Rent
03/01/2023 1026 $260,000.00
Check Property and Buildings:Warehouse
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Install Mobile App

The free mobile app for QuickBooks Online makes it easy to enter sales and expense
transactions, add and match downloaded transactions, and manage lists. You can
install the app on your phone or tablet from the app store for your device.

1.

oW

Browse to the app store on your phone or tablet (App store on Apple® devices,
Google Play store on Android® devices).

Search for ‘QuickBooks Accounting’.

Select the QuickBooks Accounting app in the list of results.

Select the option to Get (Apple) or Install (Android) the app.

Follow the prompts to complete the installation.

9:59 al T Em)

Q. quickbooks accounting @ Cancel

QuickBooks Ac...
Small Business Eas... GET
L 8.8 6.8

QuickBooks Sel...
Track Miles and Ex... GET

b8 8 & &+
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Mobile App Dashboard

The Dashboard in the mobile app displays information about your business such as a
Profit and Loss graph, and an Expenses graph. You also see an Activity list which
shows recent transactions and changes to list entries and company information.

Access Mobile App Dashboard

1.

Browse to the QuickBooks Accounting app on your mobile device.

2. Enteryour login information and select Sign in.

Home
DASHBOARD ACTIVITY
PROFIT AND LOSS Last 30 Days
$1,215
Net profit
$58,810
Income
Expense
View Profit & Loss
INVOICES

$342,615 UNPAID Last 365 days

$23,730 $318,885
Overdue Not due yet

$2,571 PAID Last 30 days

$2,571

H Deposited
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Moving Around in QuickBooks Mobile

You can access all the features in the mobile app from two areas:

1. Hamburger menu
2. New (+) menu

Home
DASHBOARD ACTIVITY
PROFIT AND LOSS Last 30 Days
$1,215
Net profit
$58,810
Incame
$57,595
Expense
View Profit & Loss
INVOICES

$342,615 UNPAID Last 365 days

$23,730 $318,885
Overdue Not due yet

$2,571 PAID Last 30 days

$2,571

H Deposited

Page 134 Mobile App - Day 2: Chapter 16



Hamburger Menu

The Hamburger menu appears at the bottom right on the 10S app. It provides quick

access to lists you use often as well as common transactions and reports.

3

Shortcuts

=

Transactions

&8

Customers

Sales receipts

g

Receipt snap

. ©

All

®

Cash flow

Invoices

—
C]

Expenses

Mileage

®
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New (+) Menu

The New (+) appears at the bottom middle of the app. It allows you to record
transactions for customers and vendors, as well as deposits.

Estimate

Invoice

Invoice Payment [@]
Sales Receipt
Expense (3@

Trip =)

Snap receipt [9
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View Customer/Vendor Information

Tap the Hamburger menu.

Select Customers or Vendors.

Select the name you want to view more information for.

Select Activity to see transactions for that name; select Details to see contact
information such as phone number and address.

Select the phone icon to call the customer or vendor.

Select the speech bubble icon to send a text message to the customer or vendor.
Select the envelope icon to email the customer or vendor.

Select the map location icon to get directions to their address.

Select the back arrow (<) to return to the list.

< Back Amy's Bird Sanctuary

Amy's Bird Sanctuary Open Balance
Amy's Bird Sanctuary $82 5 . OO

PWN =

W NOO

Activity Details
Phone 214-656-5654
Mobile
Fax
Email Amy@Birds.com

Billing

address

654 Pelican Ave....

an)

®Maps

oFast Mountain

Shipping  Amy's Bird Sanctuary

Mastering QuickBooks Online Level 1 Page 137



Online Banking in App

When transactions are downloaded from your bank, you can add and/match them
directly in the QuickBooks Online app. There’s no need to wait to get back to the
office to manage your transactions.

Add/Match Downloaded Transactions

1.

2.
3.
4

Tap the Hamburger menu.
Select Banking.

Select the appropriate account.
Select a transaction in the list:

e To Match atransaction, select Accept at the bottom of the screen.

e To Add atransaction, select the appropriate name and account information
and select Accept.

& Checking Select

FOR REVIEW (7) CATEGORIZED

I Sort and filter

Jan 2020

Transfer to Savings -$500.00

@ Transferred to Savings
1/30/20

Pam Seitz -$75.00
Match

1/10/20 2 records found

Squeakys -$19.99
Match

1/8/20 2 records found

Books by Bessie -$55.00

@ Newspapers & Magazines
1/6/20

Mahoney's Mugs -$18.08
Expense | Mahoney's Mugs

1/4/20 1 record found

Cheesecake Factory -$24.38
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Run Reports

You can run two reports in the QuickBooks Online app: the Profit & Loss Statement
and the Balance Sheet.

Run Profit & Loss

PwnN =

Tap the Hamburger menu.
Select Profit & Loss.
Select View Report.
Select the settings icon at the top right to change the date range on the report.

Profit & loss

Jan 1, 2020 - Mar 31, 2020

$878K Mar 2020
INCOME
NET INCOME
$64.2K B
EXPENSES $23647
JAN FEB MAR
$120K
$90K
$60K

$30K

$0

-$30K

-$60K

-$90K

Accrual Basis
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Viewing the Profit and Loss

Profit & loss

Jan 1, 2020 - Mar 31, 2020

INCOME

Construction Income
Design Income
Freight Income
Markup Income
Parts Sales

Sales Discount
Sales of Product
Service Income
Total Income

COST OF GOODS SOLD

Construction Labor
Cost of Sales
Materials

Cost of Goods Sold

GROSS PROFIT

Gross Profit

172,906.86
3,150.00
45.00
2,435.67
54,138.94
-5,955.89
250.00
46,078.65
$273,049.23

48,735.45
49,934.94
25,612.40
$124,282.79

$148,766.44
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Run Balance Sheet

1. Tap the Hamburger menu.

2. Select Balance Sheet.

Balance sheet

é Mar 1, 2020 - Mar 31, 2020

ASSETS

Current Assets
Bank Accounts
Checking
Petty Cash
Savings
Total Bank Accounts
Accounts Receivable

Accounts Receivable

Total Accounts Recei...

Other Current Assets

Inventory

Raw Materials Inven...

Undeposited Funds

Total Other Current A...

Total Current Assets
Fixed Assets

Furniture & Equipment

Accumulated Depre...

-0—
-0—

6,381.80
5,000.00
4,500.00
15,881.80

29,684.75
29,684.75

174,835.72
750.00
0.00
175,585.72

221,152.27

-4,200.00
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Record Transactions

You can record sales and expense transactions in the QuickBooks Online app.

Record an Invoice

. Tap the New (+) menu.
. Select Invoice.
. Select a Customer.

. Select Add Line Item to add a product or service to the invoice.

. Enter the Quantity and Rate.
. Select Add at the top right.

Repeat steps 4-7 for additional products and services.

Select Save.

1

2

3

4

5. Select the product or service from the list.
6

7

8

9.

10. Select Send invoice to email the invoice to

the customer, then select Send.

Cancel New Invoice Save
Bill's Windsurf Shop >
Date April 17,2020
Terms Net 30
Due May 17, 2020
Sales Rep
Design 750.00
e 10.00 x 75.00 each Non-Taxable
Custom Design Services
° Add Line ltem
Subtotal $750.00
Dallas 8.25% » 0.00
Total $750.00
Balance Due $750.00
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Viewing the Invoice Status

- Invoice & o0
Bill's Windsurf Shop »

$750

DUEIN 30 DAYS

Q O @) O
Sent Viewed Paid Deposited
Send invoice »
PAYMENT ®
INVOICE #53
More ~ 4/17/20
1ITEM
Design 750.00

10.00 x 75.00 each | Non-Taxable

Custom Design Services

Total $750.00

X Get signature
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Record an Expense

Tap the New (+) menu.
Select Expense.
Enter the amount.

Select the method of payment.

LN WR =

Select the Account the expense was paid from.

Enter the payee in the Who did you pay? field.

Select the appropriate account in the What kind of expense is this? field.
(Optional) Select a customer in the Who was it for? field.

(Optional) Select the camera icon to add a picture of your receipt.

10 Enter a description in the Anything you need to remember? field.
11.Select Add a Split if you need to select another account.

12.(Optional) Enter a Reference # and
13.Select Save.

Cancel

Credit
Account

May 4, 2020

Bob's Burger Joint

Travel Meals

Billable

© split

Total

a Memo.

New Expense

How did you pay for it?

Check

Save

$8.95

Other

Checking >

$8.95
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Working with Reports

The reason you use QuickBooks is to get reports. If entering transactions and
performing reconciliations is the work, then reports are the results. Reports you get
out of QuickBooks are only as reliable as the data that you put in, This chapter
teaches you how to find what you're looking for in the QuickBooks reports center.

Run Reports

The Report Center is where you can find all the reports that help you keep track of
your business. There are four areas of the report list:

o All Reports

A list of all available reports in QuickBooks.

e Custom Reports

Reports that you have customized and memorized for future use.

e Management Reports

Customizable report packet that includes a cover letter, and table of contents.
e Search Box

Just type the name of a report and QuickBooks finds it for you.

Running Reports
1. Click Reports on the navigation bar.
2. Click Run next to the appropriate report or search for a report and press Enter.

¥ Favorites

¥ Business overview
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Types of Reports

There are three types of reports in QuickBooks. Each type offers different views of

company information and has varying levels of details.

List Reports

List reports are the most basic kind of report in QuickBooks. They dont do any
analysis, they only list data. Examples include the Customer Contact List, and the
Invoice List. Lists reports are great if you want to look up a lot of data quickly. They
are good for looking up information and printing or exporting it.

Sortv Add notes % C’" éé}
Buildem, Inc.
INVOICE LIST BY DATE
January 1-May 4, 2020
DATE TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION DUE DATE AMOUNT OPEN BALANCE
01/01/2020 Invoice 46 Bill's Windsurf Shop 01/11/2020 150.00 150.00
01/01/2020 Invoice 46 Weiskopf Consulting 01/01/2020 375.00 375.00
01/01/2020 Invoice 45 Dittrich Motors 01/01/2020 100.00 100.00
01/01/2020 Invoice 46 Ruvaldt Pickling Co. 01/01/2020 400.00 400.00
01/01/2020 Invoice 2020-8 Aaron's Photography Studio 01/01/2020 85.00 85.00
01/02/2020 Invoice 2020-5 Dylan Solfrank 01/02/2020 337.50 0.00
01/03/2020 Invoice 2020-7 Cool Cars 01/02/2020 699.00 0.00
01/03/2020 Invoice 100 Amy's Bird Sanctuary 01/03/2020 750.00 750.00
01/03/2020 Invoice a4 Cassie's Dog Grooming 01/03/2020 1,125.00 1,125.00
01/06/2020 Invoice 20201 Aaron's Photography Studio 01/06/2020 868.15 0.00
01/06/2020 Invoice 2020-3 Cool Cars 01/06/2020 21875 0.00
01/07/2020 Invoice 2020-2 Erik's Foundation and Roof R... 01/07/2020 408.00 0.00
01/08/2020 Invoice 2020-4 Travis Waldron 01/08/2020 103.55 0.00
01/17/2020 Invoice 1 Home & Hardware Stop 02/01/2020 906.32 0.00
01/18/2020 Invoice 2 Columbia Management:Seatt... 02/17/2020 2,621.25 0.00
02/12/2020 Invoice 3 Crandall Contractors:Cheyen... 02/27/2020 1,979.95 0.00
02/13/2020 Invoice 4 Ruvaldt Pickling Co 02/13/2015 1,295.00 1,295.00
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Detail Reports

Detail reports show the transactions that affect balances for customers, vendors,
accounts, or products and services. Examples include the Sales by Customer Detail
report, and Profit and Loss Detail

Sortw Add notes = ‘% Gv {é}

Buildem, Inc. &

SALES BY CUSTOMER DETAIL
January 1 - May 4, 2020

DATE TRANSACTION TYPE NUM PRODUCT/SERVICE MEMO/DESCRIPTION arty SALES PRICE AMOUNT BALANCE

~ Aaron's Photography Studio

01/01/2020 Invoice 2020-8 Repair Hinges Repaired Hinges. 1.00 85.00 85.00 85.00
01/06/2020 Invoice 20201 Garage Repair Garage Repair 1.00 868.15 868.15 953.15
Total for Aaron's Photography Studio $953.15
~ Amy's Bird Sanctuary
01/03/2020 Invoice 100 Design Custom Design Services 10.00 75.00 750.00 750.00
04/30/2020 Invoice 47 Design Custom Design Services 1.00 75.00 75.00 825.00
Total for Amy's Bird Sanctuary $825.00
~ Bill's Windsurf Shop
01/01/2020 Invoice 46 Design Custom Design Services 2.00 75.00 150.00 150.00
Total for Bill's Windsurf Shop $150.00
~ Cassie's Dog Grooming
01/03/2020 Invoice 46 Design Custom Design Services 15.00 75.00 1,125.00 1,125.00
Total for Cassie's Dog Grooming $1,125.00

~ Columbia Management
~ Seattle School

01/18/2020  Invoice 2 Lock Repairs:Lock RepairThel...  Repair by senior specialist Th... 25.00 29.95 748.75 748.75
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Summary Reports

Summary reports are the most used of the report types. They show a list of customers,
vendors, products and services, or accounts and information on balances associated
with them without showing the transactions that contribute to that balance. Examples
include the Sales by Customer Summary report, and the Balance Sheet.

Summary reports show you a total but instead of showing you each individual
transaction you'll see a total for each item, whatever it might be. By clicking on the
total for a particular item, you'll get a detail report that shows you individual
transactions that make up the total.

Collapse Sortw Add notes = % E-)' {ué}

Buildem, Inc. &'

SALES BY CUSTOMER SUMMARY *
January 1 - May 4, 2020

TOTAL

Aaron's Photography Studio 953.15
Amy's Bird Sanctuary 825.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00

~ Columbia Management

Seattle School 2,621.25
Total Columbia Management 2,621.25
Cool Cars 917.75

~ Crandall Contractors

Cheyenne 1 1,979.95
Total Crandall Contractors 1,979.95
Dittrich Motors 100.00
Dylan Solfrank 337.50
Em-Ming Doors 0.00
Erik's Foundation and Roof Repair 408.00

~ Fort Worth Homes
Convention Center 2,849.49
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Modify Reports - General

Customize Report

1. Click the Customize button.
2. Select General.

Customize report
v General
Report period

This Year-to-date k‘ 01/01/2020 to

Accounting method
Cash @ Accrual

Number format Negative numbers
|7‘ Divide by 1000 00 -

[ without cents -
- | | Showinred

|z‘ Except zero amount

» Rows/Columns
» Filter

» Header/Footer

05/04/2020

Changing Date Range

By default, the many reports show the company’s data for the year-to-date, but you
can choose what time period you want more information on like the Previous Quarter.
Now you'll see all income, cost of goods sold, and expenses for that chosen period of

time.

a a’mckbooks = Buildem,Inc.

Sales by Customer Summary Report

Dashboard Report period
Banking A

Show non-zero or active only

Workers

Reports

Total Columbia Management

Buildem, Inc.

Accounting method

SALES BY CUSTOMER SUMMARY
anuary 1 - May 14, 202(

Customize

Run report

=8 0B&

TOTAL

2,621.25

Save customization
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Modify Reports- Numbers

QuickBooks lets you change how numbers are displayed by dividing them by 1000.
You can also display values without cents. You can even choose how negative

numbers are displayed.

Customize report
¥ General
Report period

This Year-to-date

Number format
[ Without cents
» Rows/Columns

» Filter

» Header/Footer

Accounting method

| Divide by 1000
L y

v 01/01/2020 to

Cash @ Accrual

k Negative numbers
-100 -

‘:| Show in red

|Z| Except zero amount

05/04/2020

Numbers Without Cents
ollapse Sortv Add notes | % E.)' @
Buildem, Inc.
SALES BY CUSTOMER SUMMARY k
January 1 - May 4, 2020
BAG OF NAILS BAG OF WASHER DESIGN TOTAL
Amy's Bird Sanctuary 825 $825
Bill's Windsurf Shop 150 $150
Cassie's Dog Grooming 1,125 $1,125
Home & Hardware Stop 647 300 $946
Weiskopf Consulting 375 $375
TOTAL 5647 $300 $2,475 $3,421
Accrual basis Monday, May 4, 2020 05:24 PM GMT-05:00
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Collapse/Expand

Exgard] Sortv  Add notes S 2 {é}
0
Buildem, Inc.
SALES BY CUSTOMER SUMMARY
January 1 - May 14, 2020
TOTAL
Aaron's Photography Studio 2,748.15
Amy's Bird Sanctuary 750.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00
Columbia Management 2,621.25
Cool Cars 917.75
Crandall Contractors 1,979.95
Dittrich Motors 100.00
Dylan Solfrank 337.50
Erik's Foundation and Roof Repair 408.00
Fort Worth Homes 2,849.49
Home & Hardware Stop 2,178.73
Jupiter Homes 529.94
Myers & Associates 24.95
C{%ﬁpse Sortw Add notes (E, E-)' {‘c}}
Buildem, Inc.
SALES BY CUSTOMER SUMMARY
January 1- May 14, 2020
TOTAL
Aaron's Photography Studio 2,748.15
Amy's Bird Sanctuary 750.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00
+ Columbia Management
Seattle School 2,621.25
Total Columbia Management 2,621.25
Cool Cars 917.75
~ Crandall Contractors
Cheyenne 1 1,979.95
Total Crandall Contractors 1,979.95
Dittrich Motors 100.00
Dylan Solfrank 337.50
Erik's Foundation and Roof Repair 408.00
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Modify Reports- Rows/Columns

Customize Report

1. Click the Customize button.
2. Select Rows/Columns.

You can change the columns to break up the data in other ways, by selecting

Customize, then Previous Comparison. You also have the option to see a dollar
and/or percentage change for the previous year or period.

Rows/Columns

Customize report
» General
¥ Rows/Columns
Columns Show non-zero or active only

Total Only - Active rows/active ¢« ¥

Period Comparison

Previous period (PP)
- p

Previous year (PY)
- b

|:\ Year-to-date (YTD)
|:‘ % of Row
|:‘ % of Column

b Filter

» Header/Footer
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Sort Order-Descendi

ng

It is possible to change the sorting method.

1. Click the Sort drop down arrow
2. Select Total in descending order.

Expand Sortw H{E:]: notes e B 2]
® Default
Total in ascending order |dem Inc
, .
Total in descending order
JSTOMER SUMMARY
uuuuuuu v 1 -May4, 2020
TOTAL
Aaron's Photography Studic 953.15
Amy's Bird Sanctuary 825.00
Bill's Windsurf Shop 150.00
Cassie's Dog Grooming 1,125.00
Columbia Management 2,621.25
Cool Cars 917.75
Crandall Contractors 1,979.95
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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).

Buildem, Inc.

Sales by Customer Summary Report
<

Report period

Display columns by Show non-zero or active on

Months

O

Total Columbia Management

8 wepes @ vk Q1
ther period Accounting method
Run report
°
~
86 &r®
Buildem, Inc.

SALES BY CUSTOMER SUMMARY
JAN 2020 FEB 2020 MAR 2020 TOTAL
$2,621.25

2,621.25

Modify Reports-Filters

Customize Report

You have the option to change the accoun
includes accounts that were used in transa
those with a non-zero balance.

ts that are viewed on your reports. This
ctions only (active), all accounts, or only

Buildem, Inc.

Sales by Customer Summary Report

< Back to report list
Report peried

Last Quarter-to-date v 01/01/2020 to | 02/14/2020

Display columns by Show non-zero or active only Compare another period

@wr Q0

& My Experts

‘ Customize ‘

Accounting method

| Runreport |
Total Only v Active rows/active columns ¥ Pr@v'ous year v Cash @ Accrual \ /
Show rows
@ Active notes 8 & ar @
All
Non-zero .
Buildem, Inc.
Show columns
SALES BY CUSTOMER SUMMARY
@ Active January 1 - February 14, 2020
All
Non-zero TOTAL
JAN 1-FEB 14,2020 JAN 1-FEB 14, 2019 (PY) CHANGE % CHANGE
Aaron's Photography Studio 2,748.15 2,748.15
Amy's Bird Sanctuary 750.00 750.00
Bill's Windsurf Shop 150.00 150.00

e
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Select from Filters

1. Click the Customize button.
2. Select Filter.

These filters represent all the data displayed on the report. Right now, all income,
cost of goods, expense accounts, and all customers, vendors, employees, and other
metrics are building the report. To see income and expenses for a particular
customer (for example), select the checkbox(es) beside the selection(s) you want
details on.

Customize report Customize report

» General ¥ General

» Rows/Columns P Rows/Columns

w Filter - Fil
ilter
‘_l Customer All v —
o |i‘ Customer All v
[ | Product/Service All - All
— |_ Not Specified
‘_l Payment Method All -
|_ Specified

» Header/Footer

|_| (Select all)
=
|:| Aaron's Photography Studio

|:| Alamo Foundation

|§}I|]Amy's Bird Sanctuary

Removing Filters

At the top of the report, QuickBooks shows all of the filters that are currently applied.
Just click the X to remove the filter.

= Buildem, Inc. 8 My Experts @ Help Q [3 @
Sales by Customer Summary Report
£ Back to report list
Report period - m
Customize Save customization
Custom - 01/01/2020 to | 03/04/2020
Display columns by Show non-zero or active only Compare another period Accounting method
Run report
Total Only v Active rows/active columns ¥ Select period v Cash @ Accrual
~
Filters: Customer
Collapse Sortw Add notes B8 & & @
Buildem, Inc.
SALES BY CUSTOMER SUMMARYk
January 1 - May 4, 2020
TOTAL
Amy's Bird Sanctuary 750.00
TOTAL $750.00
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Reporting by Specific Product/Service

Customize report

P General
P Rows/Columns

¥ Filter

‘Z‘ Product/Service

‘:‘ Custemer
‘:‘ Payment Method
‘:‘ P.O. Number

‘:‘ Sales Rep

» Header/Footer

Belect Muttiple ... -

|Z‘ Bag Of Nails
|Z‘ Bag of Washer
|:‘ Bolts

|:‘ Cedar Door
|:‘ Check

|:‘ Client Retain
|:‘ Dallas City

|:‘ Dallas Special Rate
|z‘ Design

\

Collapse Sortv Add notes e BT
Buildem, Inc.
SALES BY CUSTOMER SUMMARY k
January 1 - May 4, 2020

BAG OF NAILS BAG OF WASHER DESIGN TOTAL
Amy's Bird Sanctuary 825.00 $825.00
Bill's Windsurf Shop 150.00 $150.00
Cassie's Dog Grooming 1,125.00 $1,125.00
Home & Hardware Stop 646.75 299.50 $946.25
Weiskopf Consulting 375.00 $375.00
TOTAL $646.75 $299.50 $2,475.00 $3,421.25

basis Monday, May 4, 2020 05:22 PM GMT-05:00
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Modify Reports- Header/Footer

Customize Report
1. Click the Customize button.
2. Select Header/Footer.

In the customize menu, you can change more features of the header or footer. To
remove a section such as company name select the checkbox to the left of the field.
On this menu you can also edit title details and adjust alignment as desired.

Header/Footer

Customize report
¥ General
P Rows/Columns
b Filter
w Header/Footer
Header
‘:‘ Show lego
‘Z‘ Company name Buildem, Inc.
‘Z‘ Report title Sales by Customer Summary
‘Z‘ Report period
Footer
‘Z‘ Date prepared
‘z‘ Time prepared
‘Z‘ Report basis (cash vs. accrual)

Alignment

Header Center w

Footer Center +

Buildem, Inc.

DESIGN SALES BY CUSTOMER SUMMARY k
January 1 - May 4, 2020

DESIGN TOTAL

Amy's Bird Sanctuary 825 $825
Bill's Windsurf Shop 150 $150
Cassie's Dog Grooming 1,125 $1,125
Weiskopf Consulting 375 $375
TOTAL $2,475 $2,475
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Save Report Customizations
1. Click Save Customizations.

2. Enter the appropriate information for the customized report.

3. Click Save.

Save Customizations

Sales by Customer Summary Report

Filters: Product/Service

€ Back to report list

Report period
This Year-to-date hd 01/01/2020 to | 05/04/2020

Display columns by Show non-zero or active only Compare another period Accounting method
Products/Services - Active rows/active columns ¥ Select period Cash @ Accrual

| Runreport |

Collapse Sortw Add notes =28 B {‘E}}
Buildem, Inc.
DESIGN SALES BY CUSTOMER SUMMARY
January 1-May 4, 2020
DESIGN TOTAL
Amy's Bird Sanctuary 825 $825
| = HILPSRY VS P of of RpSgey AN CAEN

1. Groups help you organize your customized reports. This is helpful if you have a lot
of customized reports that you want QuickBooks to access or email for you on a

regular basis.

2. You can also share this report with other users in your company file, so they can

see it as well.

Custom report name
ng

n Sales by Custemer Summary

h

Add this report to a group

Add new group

Share with

Save
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Run My Custom Report

1. Click Reports on the navi
2. Click Custom Reports.
3.

gation bar.

Click the name of the report to run.

Standard Custom reports

—{r

NAME

Design Sales by Custorner Summary

Management reports

CREATED DATE RANGE

gboshooting30+04142020@gmail.com This Year-to-date

EMAIL ACTION
Unscheduled Edit ¥V
First  Previous 1-1 Next Last

Email & Schedule Re

Email Once

ports

QuickBooks lets you schedule reports so you can receive them daily, weekly,
monthly, or twice a month through email. After saving the report customizations,
locate the report in Custom Reports window. The report is sent as a PDF attachment.

Email Report

Click the Email button.

R wWwN =

Click Send.

Run the appropriate report.
Click the email icon at the top of the report.

Enter the appropriate information.

Buildem, Inc.

Sales by Customer Summary Report

< Back to report ist
Report period

Last Quarter v 01/01/2020

03/31/2020

@ e Q3

8 My Experts

Customize

S

Run report
Months v - Cash @ Accrual
A
Collapse Sortw A e 8 & &{h:]@
Buildem, Inc.
SALES BY CUSTOMER SUMMARY

January - March, 2020

JAN 2020 FEB 2020 MAR 2020 TOTAL
Aaron's Photography Studio 2,748.15 $2,748.15
Amy's Bird Sanctuary 750.00 $750.00
Bill's Windsurf Shop 150.00 $150.00
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Email Report

Email Report

Subject

Your Sales by Customer Summary Report

Body
Hello

A

Regards
gboshooting30+05132020@gmail.com

Report

Sales by Customer Summary Report

Cancel

Email on Schedule

Attached is the Sales b ustomer Summary rep

pdf

You can set an email schedule for your customized reports and report groups. By
default, QuickBooks sends the report as a PDF attachment. You can choose to send
the report as an Excel file.

Set Report Email Schedule

ONO O RWN =

Click Save.

Click Reports on the navigation bar.
Select Custom Reports.
Click Edit next to the appropriate report or report group.
Click the Set email schedule option.

Make the appropriate selections.
Click Save and close.

(Optional) Select Attach the report as an Excel file.
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Edit Memorized Report/Report Group
@ giiickbooks = Buildem, Inc. & Mybxpets @ Q £ =
Reports

Dashboard
‘ Get a leg up on taxes X

Banking St ahe.

Expenses

Projects Custom reports

Workers

Reports

NAME CREATED DATE RANGE EMAIL ACTION

Taxes
Design Sales by Customer Summary Jboshooting30+05132020@g nscheduled Edit

Mileage

Accounting First Pre 1-1 Next Last

My Accountant

Custom Report X

Set email schedule

% )
SET RECURRENCE

Repeats: | Daily v Every: 1 day(s)

End: Nene
Next Date: 05/14/2020

End Date: -

EMAIL INFORMATION
To: Ce
Financial reports for Buildem, Inc.

Hello,
Attached is the set of financial reports for Buildem, Inc..

Regards,
gboshooting30+05132020@gmail.com

Saveand close v

Custom Reports-Email Scheduled

Reports

-

& Get a leg up on taxes X
E Stay ahead of tax season all year with the expert help of a QuickBooks

certified Live Bookkeeper. Find out how it works

Standard Custom reports Management reports
NAME CREATED DATE RANGE EMAIL *lON
Design Sales by Customer Summary gboshooting30+05132020@gmail.com  Last Quarter Every Week Edit Vv
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Accounting Tasks

You learn about a variety of important topics in this chapter such as account numbers,
how to create a closing date for your books post-reconciliation or year-end, as well as
how to add and manage users that you can add to your QuickBooks online account.

Account Numbers

Account numbers make it easy for you to standardize your Chart of Accounts. After
you enable account numbers, you must enter an account number for each account.
Ask your accountant for assistance in assigning the appropriate account numbers.
When entering transactions, you can enter the account name or the account number.

Enable Account Numbers

Click the Gear menu and select Account and Settings.
Click Advanced on the list to the left.

Click in the Chart of accounts section.

Click the box next to Enable account numbers.

Click Save.

Account and Settings @ uep X

e wN-

Accounting January
Seme as fiseal year

Accrual

Off

Assign Account Numbers

Click the Gear menu and select Chart of Accounts.
Click the edit icon.

Enter the appropriate account numbers in the Number column.
Click Save.

Chart of Accounts

Chart of Accounts Run Report m

swnN-

<

NUMBER NAME TYPE DETAILTYPE QUICKBOOKS BALANCE ~ BANK BALANCE ACTION
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What is a Closing Date?

The Closing Date in QuickBooks essentially “locks” all of your transactions with a
specific date or any date before that chosen date. That makes it harder to change the
protected transactions. It also restricts the entry of new transactions with that date or
any date before it. To make any changes to the accounting period, a user must know
the closing date password (if you have set one).

Set Closing Date and Password

1. Click the Gear menu and select Account and Settings.
2. Click Advanced on the list to the left.
3. Click in the Accounting section.
4. Click the box next to Close the books.
5. Enter the Closing date.
6. Click the drop-down arrow and select the appropriate option.
7. (Optional) Enter the password in the Password and Confirm Password fields.
8. Click Save.
Account and Settings @ sp X

Accounting

Off
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Manage Users

There are five types of users you can add in QuickBooks.

User Type ‘ Description

Standard user You specify the areas of QuickBooks this user can access: All, Accounts
Receivable only, or Accounts Payable only.

Company admin Can access all areas of QuickBooks, including other subscription
services.
Reports only Logs in to a special version of QuickBooks that shows reports only. Can

access all reports except payroll reports, and reports listing contact
information for customers, vendors, or employees. Does not count
toward total user limit. (QuickBooks Online Plus and Advanced only)

Time tracking only | Logs in to a special version of QuickBooks that only allows them to fill
out or edit their own time sheets. Does not count toward total user
limit. (QuickBooks Online Plus and Advanced only)

Accountant An accountant user gets special access to QuickBooks Online
Accountant, which has special tools they can use to work with your
data. You can only have two Accountant users.
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Add Standard User

Noupwh =

Click the Gear menu and select Manage Users.
Click the Add user button.

Select the appropriate User Type, and click Next.
Select the appropriate access rights, and click Next .
Select the appropriate user settings, and click Next .
Enter the new user’s name and email address.

Click Save.

= Buildem, Inc.
Manage users

Users@  Accounting firms @

% My Experts

@ Q3 @

Give Feedback

O vourre using 1 of 5 billable users included in your plan. Find out how to manage your usage or upgrade to Advanced

~ ‘
NAME EMAIL USERTYPE STATUS DATE ADDED BILLABLE o ACTION
gboshooting30+05132...  gboshooting30+05132... Master admin Active 05/13/2020 Yes Edit ¥

Add Accountant User

1.
2.
. Enter your accountant’s email address, and click Invite.

3

Click the Gear menu and select Manage Users.
Click the Accountants tab.

ab gﬁriickbooks = Buildem, Inc. e

Dashboard
Banking
Expenses
\ °
Sales

Projects

Workers Make it easy to work together. Invite yours to your QuickBooks.

Invite

Your accountant and members of their firm will have admin

Reports

Taxes

Mileage

access to your company data.

Accounting
My Accountant

Apps No accountant? No worries.

@ Help

Q

An accountant can be your best business partner

g
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Audit Log

The Audit Log allows you and your accountant to see almost every activity in
QuickBooks, including when users log in and log out, when transactions are entered,
changed, or edited, and any list activity such as adding or editing list entries.

Run Audit Log

1. Click the Gear menu and select Audit Log.
2. (Optional) Click the Filter drop-down arrow to select the appropriate filters.
3. Click View to open any activity on the Audit Log.

@ AuditLog X

+

< C @ gbo.intuitcom/app/auditiog

@ Giiickbooks

Dashboard
Banking
Expenses
Sales
Projects
Workers
Reports

Taxes

Buildem, Inc.

DATE CHANGED

May 13,12:27 pm...
Mayﬁﬂ‘SOk.
May 13,11:31 am ..
May 13,10:43 am ..
May 13,10:42 am ..
May 13,10:42 am ...
May 13,10:42 am ..

May 13, 10:42 am ..

USER

gboshooting3..

gboshooting3..

gboshooting3..

gboshooting3..

gboshooting3..

gboshooting3...

gboshooting3..

gboshooting3..

é My Experts

EVENT NAME DATE

Logged in.

Logged out.

Logged in.

Edited Account: Finished Goods Inventory (deleted

Edited Account: New Checking (deleted)

Added Check 05/13/2020
Uploaded a Web Connect bank ile to : Mastercard

Web Connect enabled from to : Mastercard

- O X
@ur Q£ B
AMOUNT HISTORY “

§15,000.00
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Payroll Setup

Before you get too far with Payroll setup, there are a few things you should collect to
have in front of you during the setup process. This way you can complete your Payroll
setup in one session instead of starting and stopping multiple times just to go find the
needed paperwork.

e Federal and state IDs

¢ Unemployment Insurance Rate
o Wis

e Year-to-date Payroll

e Banking and Routing numbers

Enable Payroll

Before you can use Payroll in QuickBooks, you must turn it on.
1. Click Workers on the navigation bar.

2. Select Employees.

3. Click Get started.

4. Select your payroll plan.

@ Guiickbooks = Bulldem, inc & Mybxperts (@) Help  Q B

Conquer payroll.
Empower your team.

® Run payroll automatically and let us handle your payroll taxes

® Manage your time and money with same-day direct deposit.

® Access health benefits, workers' comp, and HR services

| S

Want to track emiployees but don't need payroll yet? Add an employee

o

Have questions? Call sales at 844-832-2909 or chat

4 ;

Live Bookkeeping
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Start Payroll Setup

The most important part of using payroll in QuickBooks is the setup. QuickBooks
makes it easy to set up your employees, payment schedules, and taxes.

Conquer payroll and beyond with complete confidence

Get payroll that fits your business with the #1 payroll provider.T

MOST POPULAR

[
%_ L-y:

Core Premium Elite =
Our simplest solution for reliable, Our automated payroll solution with

Automated payroll backed by our
automated payroll.

guarantee’, with certified HR support

to protect your business.

integrated time tracking and toals that
help you grow.

v Auto payroll

v Next-day direct deposit v Track time on the go

v Tax penalty protection’
v Same-day direct deposit

v Track time and projects on the go
v Expert setup review

v Personal HR advisor

v 24/7 expert product support

Free 30-Day Trial” Free 30-Day Trial" Free 30-Day Trial"

More information about these Core features here

1 about these Premium features here
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Setup Payroll

. Click Workers on the navigation bar.

Click Employees.

Click Get started.

Select whether you have paid any W-2 employees in the current year.

Click Next.

Enter the next date when you will run payroll.

Click Done.

Enter your business location details.

Click Done.

10 Select Let’s Go to add your first employee.

11.Select Add an Employee

12. Enter the employees Personal Info

13.Click Enter W-4 form, fill in requested information, and click Done.

14.Click Create pay schedule, fill in requested information, and click Done.

15.Click Add additional pay types to add other payroll types, make appropriate
selections and fill in requested information, and click Done.

16.Click Add deductions to set up deductions on step 5, make appropriate selections
and fill in requested information, and click OK.

17.Select the desired method for paying this employee, make appropriate selections
and fill in requested information.

18.Enter required employees’ birthday and hire date in step 7.

19.Enter prior pay details (if any) for the employee, to let QuickBooks know how
much you've paid this employee so far this year, and click Done.

20.Complete Steps 10-18 above for each employee until done, then click Continue.

00N U A WN
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@ Employees x 4 = a X

« C @& c43gbointuitcom/app/employees o o

e e oo _

@ gliickbooks = sl e & wyexpers @ e Q &

Conquer payroll.
Empower your team.

® Run payroll automatically and let us handle your payroll taxes.

® Manage your time and money with same-day direct deposit.

Workers

® Access health benefits, workers' comp, and HR services

aD |

Want to track emplayees but@on't need payroll yet? Add an employes

Rej

Have questions? Call sales at 844-832-2909 or chat

Enter Company Information

For tax purposes, QuickBooks needs to know about any prior payroll runs made to
your employees during the current year. Note that you can only set this up during the
setup step.

Have you paid employees in 2020?

Answer yes if you, your accountant, or maybe even a previous owner of your

business has paid employees

= bW
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Provide the principal business address to QuickBooks.

Where is your business located?

Enter the street address where most of your employees work. This is also called
your principal business address.

Business name*

Buildem

Business address*

754 Main Street

City* State™ ZIP code™

Dallas TX v 75231

Enter in the contact details for your company’s payroll contact.

Who's your payroll contact?

This helps us make sure that reminders and other important payroll info get to the
right person.

First name™ Last name™

‘ Jason ‘ | Ruvaldt ‘
Business phone™ Email address™

‘ (455) 787-9887 ‘ | jason@buildem.com ‘
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Add an Employee

R

. Click Workers on the navigation bar.
Click Employees.
Click Add an Employee.

Complete the forms and pages with appropriate information until done.
Click Done.

Get started with payroll

Tell us about your employees

NAME A PAYRATE

Add each employee you've paid in 2020 (including terminated employees).

U A Let's add your first employee

YTD NET PAY

Employee Personal Information

If you would like your employees to view their paystubs and W-2s through Intuit
Workforce online, be sure to select the checkbox. You may also have the option to
allow your employee to track and record their hours in “TSheets Online” from this

screen.

Personal info

Firstname* M. Last name™
Jasan M Ruvaldt
Hire date:
y do we need this?
01/01/2020
Email

jeson@noreply.com

¥| Invite this eﬂo oyee to view their pay stubs and W-2s online. Learn more
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Employee W-4 Information
1. Select + Enter W-4 form.

2. Enter W-4 withholdings.

3. Click Done

What are Jason's withholdings?

You can find this info on this emplo

+ Enter W-4 form @

Need blank W-4 forms?

&

form. Learn more

1a. First name*

Jason

Home address*

745 West Lake

City or town*

Dallas

v employees plus current employ

Payroll Taxes Setup and Compliance
What are Jason's withholdings?

Important Form W-4 changes for 2020

The IRS has made significant changes to Form W-4. Beginning January 1, 2020,

es making changes must use the ne;
M.I. Last name~®
M | Ruvaldt
State™ ZIP code*

X« | 73241

2c. If employee marked box 2¢, check here

3. Dependents claimed, in dollars $| 0.00

1b. Social Security number®

7809-98-8998

1c. Federal filing status*

Single or Married Filing Separately
Married Filing Jointly (or Qualifying Widow(er))

Head of Household

Exempt
4a, Other income §| 0.00
4b. Deductions 3 0.00

4c. Extra withholding $ o.00
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Employee Payroll Schedules

What's Jason's pay s:hedule?IE

How often do you pay Jason? Next four pay periods (based on dates you entered)

Every Week =
When's the next payday? PAY PERIODS PAYDAY
20 04116/2020 - 04 04/24/202

0d/2.

When's the last day of work (pay period) for that payday?

04/22/2020 s

What do you want to name this pay schadule?

Every Friday

| Use this schedule for employees you add after Jason

() Questions? Chat now

., 8ad them nere

/ hour

Hourly - g

Default hours: hours per day and days per week. (optional)

+ Add additional pay types (like overtime, sick, and vacation pay)
If your employees or their families are affected by COVID-19, you can pay them sick leave and apply a credit to

Learn more

your payroll taxes.

Adding Additional Pay Types per Employee

How much do you pay Jason?

You pay Jason:

Hourly v | 83500 |/hour

Default hours: | 800 | hours perdayand | 500 | days per week. (optional)
Set default hours if this employee will work the same number of hours every pay period. This saves
you time and may make you eligible for Aute Payroll. You can always update hours when running

payroll. Learn about Auto Payro

Hourly 2

Add an hourly rate

You can also pay Jason:
v| Overtime Pay
| Double Overtime Pay
Paid time off
Unpaid time off

Sick Pay

<

Vacation Pay

Add a Vacation pay policy

Hours are accrued Jason earns Maximum allowed (Optional)

onanniversary dete ¥ 80 hours per year 20 hours

‘ Ear=] | m

Holiday Pay
Bonus

Commission

‘Chat now
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Deductions

Does Jason have any deductions? (Examples: retirement, health care)

S may Iinclude nealthcan rr L plans. barnishments and 1oan repayments ca

Learn more about dedu

No deductions (most common).

+ Add deductions

Deductions / Contributions and Garnishments

What deductions or contributions does Jason have?

h

Deduction/contribution or garnishment

Deduction/contribution

Deduction/contribution type

Health Insurance -

Tyne

Medical Insurance

Provider (appears on paycheck)

Good Heslth Insurance
Employee deduction Company-paid contribution
Amount per pay period Amount per pay period

$ emount - $ 50.00 Naone -

Annual maximum (Optional)

$

How to Pay Your Employee

How do you want to pay Jason?

n a rush? Choose paper check for now and come back to change this later. Learn about ways to pay

4

Paper check
Direct deposit .
raycheck that you can print and hand to
Direct deposit to two accounts

Direct deposit with balance as a check

Paper check

Just a few more details...

Add employee's personal details.

Page 178 Payroll Setup: Day 2- Chapter 19



Enter Prior Payroll Details

Before completing your payroll setup for each employee, QuickBooks will ask you to
provide details about any prior payroll payments that have been made for this
employee during the year. This step is crucial, because without the data in these
fields, you will not be able to create a proper W2 next year that includes all of the
employees pay for the year.

It's also important that you enter this information now during the payroll setup steps,
because there is no way to backtrack and get back to this screen. This information has
to be entered now, or you will not be able to enter it without contacting QuickBooks
Payroll Support.

Payroll Employee Setup Complete

A .y

o - ——

n

You're ready to pay your team

You can run payroll using paper checks. Once setup is complete, you'll be
able to pay your team using direct deposit and we'll be able to pay and file
your taxes.

Continue setup m
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Set Up Payroll Taxes

When you're ready to set up your payroll taxes, you need to gather any state and
federal tax notices, and your employee’s W-4 forms. If you have any questions during
this process, ask your accountant for assistance.

Set Up Taxes

1. Click Taxes on the navigation bar.

2. Click Payroll Tax.

3. Click Finish payroll setup.

4. Click Let's Go on step 4, Fill in your tax info.

5. Enter appropriate Business Details, and click Continue.
6. Enter your Federal tax details and click Continue.

7. Enter your State tax details and click Done.

Payroll Taxes Setup- Business Details

Payroll Taxes Setup and Compliance D X

Business details
We use this info to fill out your payroll taxes and forms.

What by me do you use when filing tax forms (filing name)?

(raigs Des gn and Lendscssing

What address do you use when filing tax form (filing sddress]?
7] Same ax business address: 5510 LBJ Fwy, Dallas, TX, 75231
Did you hire your first amployee within the last six months?

® Yes

Na

Did you buy your business from a pravious ownar?

Yes

® No

(@) Questions? Chat now

What ie your Principal Officer Title? @

Presient

Protect your team with workers’ comp.

Our parner AP Intege can find s pelicy that integrates with your payroll. You'll pay anly what's nesded, whenever you run payrall. | =am mare

Wauld you like  quote?
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Payroll Taxes Setup - Federal Taxes

Payroll Taxes Setup and Compliance ® X

Federal tax details

Do you know your federal Employer Identification Number (EIN)?

®) Yes, itis 75-1234567

No, | haven't received it yet, or | don't have it handy

¥| | agree to share my information with Intuit partners for workers comp offers.

Which payroll tax form do you file with the IRS?

Form 941 each quarter (mostcommon) I(

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

Adter each payroll (federal deposit schedule "semiweekly") v

3

Payroll Taxes Setup - State Taxes

Payroll Taxes Setup and Compliance @ X

State tax details

Do you know your Texas Account Number?
Yes, itis

@ No, | haven't received it yet, or | don't have it handy

Do you know what SU| (State Unemployment insurance) rate Texas assigned to your business?
Yes, itis %

®) No, please use 6.31% for now

What Employment & Training Investment Assessment rate did Texas assign to your business?

0.10%

What Obligation Assessment rate did Texas assign to your business?

00% -

Back Done
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Connecting your Bank

Now that you've completed your Payroll setup, it's time to connect your bank.
Because all QuickBooks 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 QuickBooks

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 will have.

=

Connect your bank to

@ > 2

Send money with QuickBooks Pay your workforce with direct E-file and e-pay your taxes
deposit

Direct Deposit Setup

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

D‘ﬁ . .
Contact info, website, tax ID
Principal officer
Review
Contact info, date of birth, last 4 of Social Security number
2, Bankaccount
- Review
Either sign-in info, or routing and account numbers
By celecting Accapt and Submit, | 2gree to the Intuit Privacy Statemant
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Bank Connection

Add a new bank

l [Enter bank name or sign-in URL

Or select from popular ones:

& Commerce Bank (D PN C Ih:IEADvE‘(H?'L E

//‘/‘/

BANK OF AMERICA

A REGIONS EEbank.

FIFTH THIRD BANK

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

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

Contact info, website, tax ID

Principal officer

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

Bank account
Either sign-in infa, or routing and account numbers

By selacting Accapt and Submit, | agres to th Intuit Privacy Statament
Accept and Submit
@ Glickbooks . @mep Q2
= Euldem, inc
Employees
Next payroll due tomorrow
Paycheck list
rrivacy (I
a ®
NAME & PAY RATE PAY METHOD

sTaTUS

Ruvaldt, Jason

Feedback

You are now ready to pay your employees by running payroll.
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Add Employees After Setup

After setting up payroll, you can add additional employees using the steps below.
Make sure you have their completed W-4 forms on file.

1. Click Workers on the navigation bar.
2. Select Employees.
3. Click Add an employee.

‘% My Experts @ Help C)‘ G @

Overview  Employees  Contractors ~ Workers' Comp ~ Benefits ~ Human Resources Q&) ~ COVID-19 Resources [

Employees

Next payroll due Friday, 5/22/2020
Paycheck list

prRIvaCY ( JD.
~
®
O\ ‘ ( Active Employees v ) Add an employee @3 {ﬁ
NAME a PAY RATE PAY METHOD STATUS B
Ruvaldt, Jason $40.00/hour Check Active
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Payroll Setup

QuickBooks Online Payroll automates much of your payroll, but you'll still have to
track your employees time, run payroll, print paychecks, and send direct deposits. In
this chapter you'll track your employees time, enter it into a payroll run and generate
paychecks. QuickBooks Online figures out the taxes and other liabilities for you and
helps you print, write or direct deposit paychecks for your employees. QuickBooks
also creates your tax forms digitally and sends them to the government along with
your payments. You are responsible for manually paying any non-tax liabilities.

Pay Employees

1. Click Workers on the navigation bar.

2. Click Run payroll.

3. Enter hours for each hourly employee.

4. Click Preview payroll.

5. Review the payroll amounts for each employee.

6. Click Submit payroll.

7. Enter remaining information and click Finish Payroll.
Run Payroll

@ gliickbooks = e

d

Employees

Q Active Employees Add an employee s

NAME & PAY RATE PAY METHOD STATUS

Ruvaldt, Jason $35.00/hour Check
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Enter Employee Pay Details

@ Duibhoks < ¥ o
LS O & clluboirlivr ey o e @
Run Payroll: Every Friday @ X
Bank account Pay perind Pay date TETAL Py
RO 2200 = || 0302000 $1 ) 400.0
0 weve filled Insame ragular pay haurs
voii'er 451 s for your arnployass, Ha s 1o
&
+ | EMPLOYEE PAY METHOD REGULAR PAY HR... OT HR5 DOUBLE OT MRS MEMO TOTAL MRS TOTAL PAT
] [ —— ey a0 :@ s1.400.00 H
TOTAL 4000 .00 .00 40.00 S1.400.00 g
Madd an employes
Submit Payroll
Run Payroll: Every Friday ® X
Review and Submit
| $1,313.79
NET PAY
$2 086 8‘| |$506-21 1 Paper check for $1,313.79
! ‘ Deliver these paychecks by 05/01/2020
TOTAL PAYROLL COST EMEECUEE o :
| $266.81
EMPLOYER
Pay period: 04/16/2020 to 04/22/2020 Pay date: 05/01/2020
EMPLOYEE PAY METHOD TOTAL HOURS TOTAL PAY EMPLOYEE TAXES AND DEDUCTIONS NET PAY COMPARE TO LAST §
Ruvaldt, Jason M Paper check 48.00 $1,820.00 $506.21 $1,313.79 y s
TOTAL 48.00 $1,820.00 $506.21 $1,313.79
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Finish Payroll

Run Payroll: Every Friday ® X

Jr
' Payroll is run and done

Your team's paychecks are on the way.

1 paycheck to write
Deliver checks to your employees by 05/01/2020

Print pay stubs

() Questions? Chat now

v EMPLOYEE NETPAY | CHECK NUMBER
v Ruvaldt, Jason $1,313.79

EMPLOYER PAY PERIOD

Craigs Design and Landscaping Period Beginning 04/16/2020

5510 LBJ Fwy Period Ending: 04/22/2020

Dallas TX 75231 Pay Date: 05/01/2020
Total Hours: 48.00

EMPLOYEE

Jason M. Ruvaldt

745 West Lake

Dallas TX 75241
NET PAY: $1,313.79

MEMO:

PAY Hours Rate Current YTD DEDUCTIONS Current YTD

Regular Pay 40.00 35.00 1,400.00 1,400.00 Good Health Insurance 50.00 50.00

Overtime Pay 800 5250 42000 420.00 Ticket 50.00 50.00

TAXES Current YTD

Federal Income Tax 266.98 266.98 SUMMARY Current YTD

Social Security 11284 11284

n Total Pay §1,820.00 $1,820.00

Medicare 26.39 2630 | oy $408.21 $406.21
Deductions $100.00 $100.00
Net Pay $1,313.79

View Taxes and Payments

Intuit takes money out of your real bank account and sends it to the government for
you. As well, all your payroll tax forms are automatically filled out and set on time.

1. Click Taxes on the navigation bar.
2. Click Payroll Tax.

3. Here you can see when the next tax payment will be made, how much will be paid
and a list of your past payments.
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Payroll Tax Center

@ guickbooks = Buidem.inc @ rew Q¢ @

Payroll Tax Center

Tax Payments Forr

[o— WITHDRAWAL DATE TAXTYPE PERIOD AMOUNT TO DATE

Taxes Upcoming Tax Payments (Tex payme

we'll make in nex

Mileage 05/04/2020 Federsl Taxes (941/944)

Accounting
There were no payments in the last 30 days.

@ Guiickbooks —J Ve G R B
Dashboard Payroll Tax Center

Banking

Expe

Projects

ents Forms
Workers

Download the tax forms we've filed for you
Reports

Taxes

v Jan - Mar 2020 (Q1)
Mileage

Accounting

My Accountant

Apps

Live Bookkeeping
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View Your Tax Liability Report

Click Reports on the Navigation Bar.

Click Payroll Tax Liability under Payroll to run the report.
Select the desired Date Range.

Click Run Report.

PwnN =

Tax Liability Report k Shar .
< Back to report list
Date Range
ast pay date - Run Report
TAX AMOUNT TAX PAID TAX OWED
Federal Taxes (941/944) §545.44 50.00 5545.48
Federal Income Tax $266.98 $266.98
Social Security $112.84 00 $112.84
Sacial Security Employer s112.84 1284
Medicare $26.39 00 $26.3
Medicare Employe $26.39 0.00 3$26.39
Federal Unemployment (940) $10.92 50.00 51092
FUTA Employer $10.92 00 $10.92
TX Unemployment Tax $116.66 $0.00 $116.66
cecine
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Pay Non-Tax Liabilities

Before you pay your payroll deductions and contributions, review the Payroll
Deductions/Contributions report. This will show you the breakdown of employee
deductions and company contributions for each payroll item.

Chart of Accounts-Payroll Liabilities

QuickBooks Online displays accounts for both tax and non-tax liabilities. QuickBooks
sets these accounts up based on the deductions and contributions created in the
setup process. Balances for these accounts are increased anytime the company
contributes toward the benefit or anytime money is withheld from an employees’
paycheck during the payroll process. To make the payment to the provider, you're

going to use either an expense, a check or a bill.

Chart of Accounts Reconcile
NAME TYPE
Payroll Liabilities Other Currs
Federal Taxes (941J'9&'} Other Currs

Federal Unemployment (940) = Other Curre

Good Health Insurance Other Curr
Ticket Other Curr
TX Unemployment Tax Other Curr

ent Liabilities

ent Liabilities

ent Liabilities

ent Liabilities

ent Liabilities

ent Liabilities

DETAILTYPE

Payroll Tax Payable

Payroll Tax Payable

Payroll Tax Payable

Payroll Tax Payable

Payroll Tax Payable

Payroll Tax Payable

QUICKBOOKS BALANCE  BANK BALANCE

773.02

545.44

10.92

50.00

50.00

116.66

ACTION

View register v

View register v

View register v

View register v

View register v

View register v

Run Payroll Deductions/Contributions Report

1. Click Reports on the navigation bar.
2. Click Payroll Deductions/Contributions under Payroll to run the report.

Deductions and Contributions h Share S
Date Range
This year - Run Report
DESCRIPTION TYPE EMPLOYEE DEDUCTION COMPANY CONTRIBUTION PLAN TOTAL
Good Health Insurance Medical Insurance - Taxable $0.00 $50.00
Totals 50.00 $50.00
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Pay Deductions and Contributions

1. Click the New (+) button and select Check.
2. Click the Choose a payee drop-down list and select the payee.
3. Click the Account drop-down list and select the liability account for the deduction.
4. Enter the amount of the payment.
5. Click the Save and new drop-down arrow and make the appropriate selection.
(& Check #1 @ e X
Payee Bank Account AMOUNT
‘ ¥ | | Checking ¥ | Balance §-755.27 $1 00.00
Mailing address Payment date Check no.
04/15/2020 1
Print later
Tags @
# CATEGORY DESCRIPTION AMOUNT
1 . Payroll Liabilities:Good Health Insurance Employee-paid portion 50.00
2 | Insurance Expense Company-paid portion 50.00
3
Add lines cl Il
Memo Total $100.00
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Track Inventory

If you want to track the quantity on hand for a specific product in QuickBooks, you
should set it up as an inventory item. For example, a building supply company buys
doors and doorknobs, and sells them. Those products would be tracked as inventory.

Inventory tracking is not for tracking products that you manufacture. For example, a
bakery that buys flour and sugar, and produces cakes and cookies would not track
inventory for those products.

Enable Inventory

Click the Gear menu and select Account and Settings.
Click Sales on the list to the left.

Click in the Products and services section.

Click the box next to Track inventory quantity on hand.
Click Save.

e wh =

Account and Settings @ b X

Off

Off

off

Reminders Auto invoice reminders Off
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Add Inventory Item

oW =

Click the Gear menu and select Products and Services.
Click the New button.

Select Inventory Item as the Type.

Enter the appropriate information for the inventory item.
Click Save and close.

Product/Service information

@ Inventory Change type

Name*

Lawn Mower

SKU @

Category @

Lawn Care -

Initial quantity on hand* 0

.
i:‘s'.osf;i'a:: as of dete? 05/01/2020
Reorder point

What's the reorder point?

o

Inventory asset account

Inventory Asset -

Description

Deluxe Lawn Mower

Sales price/rate Income account

000 Sales of Product Income v

Purchasing information

Standard Lawn Mower

Cost Expense account

250 Coszt of Goods Sold -

Dl RETA|
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Purchase Orders

Use Purchase Orders to order inventory from your vendors. Purchase Orders are non-
posting entries. This means they don't affect any accounts when they are entered.
When you receive items from the purchase order, your accounts and quantities on
hand will be updated.

Create Purchase Order

1. Click the New (+) button and select Purchase Order.

2. Click the Choose a vendor drop-down arrow and select the vendor.

3. Enter the appropriate information in the ltem details area of the Purchase Order.
4. Click the Save and send drop-down arrow and make the appropriate selection.

S
(% Purchase Order B @ Hep X
.............. I
Ellis Equipm ent Rental v rental@intuit com
- $3,000.00
Mailing address Ship to Purchase Order date
Ellis Equipment Rental v 04/30/2020
Shipping addrass Ship via
Buildem
Tags @

» Category details

v Iltem details

# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT
1 Lawn Care:Lawn Mower Standard Lawn Mower 12 250 3,000.00
| Addlines | | Clearalllines
Your message to vendor Subtotal $3,000.00
Total $3,000.00
Cancel Clear Print | Make recurring Save Save and close! I

Review Open Purchase Order List

1. Click Reports on the navigation bar.
2. Select Open Purchase Order List under Expenses and Vendors.

v 28 B
Buildem k‘
OPEN PURCHASE ORDER LIST BY VENDOR
All Dates
DATE NUM MEMO/DESCRIPTION SHIP VIA AMOUNT OPEN BALANCE
v Ellis Equipment Rental
05/02/2020 1001 3,000.00 3,000.00
Total for Ellis Equipment Rental $3,000.00 $3,000.00
TOTAL $3,000.00 $3,000.00
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Receive Items

When it's time to receive the inventory into QuickBooks, you can use a Bill, Check, or
Expense form. Use the form that works best for your business.

1. Click the New (+) menu and select the appropriate form.

2. Click the Choose a vendor drop-down arrow and select the vendor.

3. Click the Add button to the right for the products received.

4. Change any information necessary on the form.
5. Click the Save and new drop-down arrow and make the appropriate selection.

= Bill @ Help X
>
Vend BALANCE DUE
: $2,500.00
e Make payment
Mailing address Terms Bill date Due date Bill
Ellis Equipment Rental /2
» Category details
¥ Item details
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT BILLABLE MARKUP % SALESAMT TAX CUSTOMER
1 Lawn Mower fower k 2,500.00
Add lines Clear all lines
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Inventory Reports

Inventory Valuation Summary

1. Click Reports on the navigation bar.

2. Select Inventory Valuation Summary under Sales and Customers.

Sortw Add note B & B g
Buildem
INVENTORY VALUATION SUMMARY
As of April 30, 2020
SKU aTy ASSET VALUE CALC. AVG
Lawn Mower 10.00 2,500.00 .00
TOTAL 52,500.00

Inventory Valuation Detail

1. Click Reports on the navigation bar.
2. Select Inventory Valuation Detail under Sales and Customers.

Add note S B8
Buildem
INVENTORY VALUATION DETAIL k
April 2020
DATE TRANSACTION TYPE NUM NAME QTy RATE FIFO COST QTY ON HAND ASSET VALUE
~ Lawn Mower
04/30/2020 Inventory Starting Value START 0.00 250.00 0.00 0.00 0.00
04/30/2020 Bill Ellis Equipment Rental 10.00 250.00 2,500.00 10.00 2,500.00
04/30/2020 Inventory Qty Adjust 2 -1.00 250.00 -250.00 2.00 2,250.00
Total for Lawn Mower 9.00 $2,250.00 9.00 $2,250.00
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Adjust Inventory

For a business with inventory, the quantity on-hand is critical information. When you
receive inventory, you add to the on-hand quantity. Selling to a customer reduces the

quantity. If the actual

uantity you have on hand

QuickBooks, you need to adjust the inventory.

N -

Click Sales from the Navigation Menu
Select Products and Services.

Select the item to adjust and click the Edit button.
Select Quantity on the Quantity on Hand.

iffers from the quantity in

Product/Service information

@ Inventory

Name™

Lawn Mowe r|

SKU ©

|_| |5 sub-product/service

Quantity on hand

Adjust: Quantity | Starting value
Reorder point @

What's the reorder point?

Quantity on PO

5. Enter the New Qty.
6. Click Save and close.

Adjustment date

04/30/2020

Inventory adjustment account

# PRODUCT

(% Inventory Quantity Adjustment #2

Reference no.

DESCRIPTION

Deluxe Lawn Mower

Add lines

| | clearalliines

Cancel

Clear

QTY ON HAND NEW QTY

10

® Help X

CHANGE IN QTY

=1

Save Save and dose w
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Notes




Notes




