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Introduction

This training guide introduces you to QuickBooks—Intuit’s easy-to-use, powerful
accounting systems for small businesses. The guide contains 15 lessons in addition to
this chapter.

Many of the lessons in this guide can be performed with any QuickBooks Financial
Software 2004 Edition. When a lesson or exercise requires QuickBooks: Pro or
QuickBooks: Premier, that requirement is stated at the beginning of the lesson or
exercise.

Most of the step-by-step instructions and screen captures in this guide were created
with QuickBooks: Pro 2004. Your screens may differ, and some instructions may vary
slightly, if you are using QuickBooks Basic or Premier Editions instead of QuickBooks
Pro. Screen captures for features available only in Premier Editions were created with
QuickBooks: Premier Edition 2004.

Objectives

After completing the QuickBooks Training Guide, you should be able to:
m Create a new QuickBooks company.

m  Modify the preset chart of accounts to suit your needs.

m Add information to company lists, or edit information in company lists.
m  Open and use registers for any QuickBooks balance sheet accounts.
m  Reconcile a QuickBooks checking account.

m Track credit card transactions.

m Invoice customers.

m Create sales orders.

m  Generate customer statements.

m  Receive payments from customers and make bank deposits.

m  Write QuickBooks checks and assign amounts to specific expense accounts.
m  Work with asset and liability accounts in QuickBooks.

m  Enter bills into QuickBooks accounts payable.

m Pay bills.

m Create and customize QuickBooks reports and graphs.

m  Save reports and forms as Portable Document Format (PDF) files.

m  Export QuickBooks reports to Microsoft® Excel.

m  Set up inventory and build finished goods.

m Track and pay sales tax.

m  Understand QuickBooks payroll features.

m Create estimates and do progress invoicing.




m Track time and mileage.
m Pay nonemployees for time worked.
m Customize QuickBooks sales forms.

m  Write letters in Microsoft® Word using QuickBooks data.

Hardware and software requirements

For all QuickBooks 2004 products

To use the 2004 version of any QuickBooks: Basic, Pro, or Premier product, you need
the following equipment and software:

m 200 MHz IBM compatible Pentium computer (350 MHz or higher recommended).

m A minimum of 64 MB (megabytes) of RAM (random access memory); 96 MB is
recommended.

m Hard disk with the following amounts of free disk space:

Installation
component

QuickBooks:
Basic

QuickBooks:
Pro

QuickBooks:
Premier

QuickBooks
Financial
Software

230 MB

250 MB

400 VB

Microsoft Internet
Explorer 6.0

70 MB

70 MB

70 MB

Additional for
Timer

N/A

9 MB

9 MB

m  2x CD-ROM drive (double speed) or higher.

m  8-bit or 16-bit sound card if you want to use the sound features.

m  256-color VGA monitor, SVGA monitor, or better is recommended (minimum
resolution of 800 x 600 using Small Fonts in your Windows Control Display

settings).

m Either Windows 98, Me, 2000, or XP.

m Internet access (with a connection speed of 56 Kbps or higher) is required for

Payroll and all online features/services.
m  QuickBooks for Windows installation CD-ROM.
m Printer supported by Windows 98, Me, 2000, or XP.
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For QuickBooks: Pro and QuickBooks: Premier products only
m  Microsoft® Word 97, 2000, 2002, or 2003 if you plan to use the QuickBooks Letters
feature.

m  Microsoft® Excel 97, 2000, 2002, or 2003 if you plan to use the features in
QuickBooks Pro and Premier that integrate with Microsoft Excel.

m Either Microsoft® Outlook (version 97, 98, or 2000), Symantec® ACT! version
3.0.8, 4.0.2, OR Interact® 2000 if you want to synchronize with contact
management software.

Network requirements

QuickBooks 2004 network requirements are the same whether you are sharing a
company file or printing to a network printer:

m  Windows 2000 Server or Windows Server 2003 client-server networks.
OR
m Peer-to-peer network using Windows 98, 2000, Me, or XP.

Important:  Intuit recommends you have the latest update for your operating
system or network software. If you are uncertain whether you have the
latest update, contact Microsoft or your network administrator.

About the exercise file

An exercise file is included with this training guide. Install the file on the CD-ROM to
your computer’s hard disk as described below. You'll use a copy of this file to complete
the lessons in this guide.

We recommend that you make a copy of the exercise file and store it in a safe place in
case the original becomes damaged.




Using the exercise file in each lesson

For each lesson in this guide, except for lessons 1 and 2, you'll restore a copy of the
exercise file gblesson.gbb, and use that file to complete the lesson. The gblesson.qbb
file you copy into the QBtrain directory on your hard disk is a QuickBooks backup
copy. This means that at the start of each lesson, you’ll be restoring a new gblesson
file. Instructions on how to restore the file are given at the beginning of each lesson.

Installing the exercise file

To install the exercise file on your hard disk:
Insert the CD-ROM in the CD-ROM drive.

From the Windows Start menu, choose Run.

Type Explorer, and then click OK.

From Windows Explorer, select your hard disk (usually c:).

From the File menu, choose New, and then choose Folder.

Type QBtrain, and then press Enter.

Select your CD-ROM drive containing the exercise file (usually d: or e:).

Select gblesson.gbb.

© 0 N O G b WN =

Drag gblesson.gbb to the QBtrain folder on your hard disk.
10 Remove the CD-ROM from your CD-ROM drive.

Your exercise file is now installed in the QBtrain folder on your hard drive.

Exercise transaction dates

The exercise file for use with this training guide was created in QuickBooks: Pro and
QuickBooks: Premier 2004 with the date set to 12/15/2007. When you open the
exercise file in QuickBooks, QuickBooks automatically sets the sample data file date to
12/15/2007. When you close the exercise file, use your own QuickBooks company file,
or exit QuickBooks, your system and QuickBooks dates will return to the current date.
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Getting started

Lesson objectives

m To gain an overview of the course and the topics to be covered

m  To know how QuickBooks works and how you can get around in QuickBooks
m To learn common business terms used by QuickBooks

m To see how to exit QuickBooks

Course introduction

This course is an introduction to QuickBooks. Its main objective is to introduce you
to the basic features in QuickBooks and give you an opportunity for hands-on
practice. You'll learn about the types of information you need to track in your
business, and you'll see how to enter that information and track it in QuickBooks. By
the time you complete the course, you'll have a good idea of all that QuickBooks
offers, you'll be familiar with the most common tasks, and you'll know where to find
information about more advanced features.

Introducing QuickBooks

Although most small business owners are worried about revenue, running a business
involves a lot of other tasks. Depending on the type of business, you need to invoice
customers, record payments from customers, pay your own bills to outside vendors,
manage inventory, and analyze your financial data to see where you need to focus
your next efforts. QuickBooks is a tool you can use to automate the tasks you're
already performing as a business owner or to set up a new business.

When you're working in QuickBooks, you'll spend most of your time using a form, a
list, or a register. Since these are so basic to QuickBooks, we’re going to spend a few
minutes introducing them.




Using forms

You record most of your daily business transactions on a QuickBooks form, which
looks just like a paper form. Here’s an example of the form you use when you want to
record a bill from and write a check to one of your vendors.

A&k a help question Askl w How Do I?I - |EI| xl
4ﬂErevious @ﬂext | %{Find Qh History
OBl Credt I | Bl Fecsived
Y e
Vendar Lew Plumbing | Date 12/12/2007 |
Bil Due 12/27/2007 & |
Dizcount D ate Amount Due %
Tems Met15 | Fief. Mo, 20001

tdema |See Cusztamer [reeoice H4E

Ezpenses $175.00 | ltems $0.00 |
Accaount Araunt Menmo Custarmer.Job =]
Fiepairs:Building Fepairs 175.00 |Partial paid with Barter &
~|
Clear Splits | Fecalculate | Save & Close | Save & Hew | Rewvert |

The form is intuitive—you already know how to fill out a form. But after you provide
the information on a QuickBooks form, QuickBooks does the accounting for you in
the background. For example, when you record a bill and then write a check (using
the Pay Bills window) to pay for the business expense, QuickBooks enters transactions
in your accounts payable register to show the expense you incurred and the payment
you made. (Accounts payable is the money owed by your business to vendors.) It also
records the check in your checking account, keeping your records up to date, and
providing a running balance of what you owe at any time.

Using lists

The list is another basic QuickBooks feature. You fill out most QuickBooks forms by
selecting entries from a list.

QuickBooks has lists where you can store information about customers, vendors,
employees, items or services you sell, and so on. Lists save you time and help you enter
information consistently and correctly.




Getting started

When you're filling out an invoice form and you select a customer name from the
Customer:Job list, QuickBooks not only fills in the name but also fills in the address,
the payment terms, and the customer’s sales tax, based on the information previously
entered about that customer.

Here’s an example of the Customer:Job list.

A&k a help question Askl % How Do I?I - |EI| xl
+Abercrombie, .-
+ Family Fioom , Mot awarded _I
+Kitchen Pending 473200
+Remodel B athroom I progress 1073013
+Baker, Chg
+Family Room Clozed
+Balak, Mike
<+ Lltility Shed Clozed
+Barley, Reree ﬂ
i Customer:Job 'EI Activities = | Reports = | [ St Al

QuickBooks lets you complete a variety of activities from lists, using the menu buttons
located at the bottom of each list. For example, to fill out an invoice for a customer,
first select the customer from the Customer:Job list, and then choose Create Invoices
from the Activities menu button.

Using registers

In addition to forms and lists, you'll also work with registers in QuickBooks. Just as
you use your paper checkbook register to see a record of all the transactions in your
checking account—checks you've written, other withdrawals you’ve made from your
account, and deposits—a QuickBooks register contains a record of all the activity in
one account. Almost every QuickBooks account has its own register.
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Here’s an example of the register for an accounts receivable account.

. Accounts Receivable Azk 5 help question | Ask |l How Do 178 _ O] %
: Goto... | @ Frint... | @ Edit Transaction _D_uickHeport
[ate Mumber Cuztarmer | Item [ty Rate Amt Chrg Amt Paid
Type Description Billed Drate [Due Date
12A5/2007 T2 Robzon, DarciRo 1242095 =
1MW 1215/2007
12A15/2007 73 Ecker Designs0ff 4.757.81
1M 01./14/2008
121152007 T4 Baker, Chiiz:Famil 1.040.00
1MW 01142008
12A15/2007 Th Cook., Brian:Kitche 1.636.69 _|
1M 01,/14/2008 -|
™ 1-Line [™ Show open balance Ending balance B2.041.94
Sartby [Date, Type, Mumber/Rel | Record Restore |
BuickBooks Do-lt-v'ourself Pavroll helps wou stay compliant with ever-changing pagnall tas laws ‘@

The register shows information about invoices written to customers—the date of the
invoice, the date it’s due, the name of the customer, and the amount. It also shows
payments you've received against your invoices. The right column of the register gives
you a running balance of all your accounts receivable, so you always know how much
you're owed.

Getting around in QuickBooks

QuickBooks maximizes your work space and gives you quick access to the features and
reports that you use most. In this section you’ll learn how to do the following:

m Find information to help you get started using QuickBooks
m  Manage your open windows
m Compare windows side by side

m Customize navigation features

Finding information to help you get started

If you're new to QuickBooks, the Getting Started window displays when you open a
company file. This window guides you through the steps you need to complete after
you've set up your company file. To display the Getting Started window, choose
Getting Started from the Help menu.

1



Getting started

If you're upgrading from a previous version, QuickBooks displays the New Features
window. This window contains information about new features and explains how to
find what you need to start working with the latest version. To display the New
Features window, choose New Features from the Help menu.

Managing your open windows

To give you more room to work on the task at hand, QuickBooks displays one window
at a time. When you open a window, it appears in front of other windows that you
previously opened.

The Open Window list keeps track of the windows that are open. Use the Open
Window list to switch between windows while you work. To switch to another open
window, just click the title of the window that you want to display.

Open Windows

Sales by Cuztomer Summ...
Wirite Checks - Checking
Enter Bills

Create lnvoices

Reminders

To show or hide the Open Window list:
m From the View menu, choose Open Window List.

If the list is currently displayed, a checkmark appears to the left of the menu item.

For comparison purposes, you may wish to display more than one window at a time.
You can easily switch between viewing one window at a time and viewing multiple

windows. When you choose Multiple Windows from the View menu, QuickBooks tiles
the windows in the main area. You can then move and resize the windows as needed.

To view multiple windows:

m From the View menu, choose Multiple Windows.

Using the menu bar

You can find all of the QuickBooks commands on the menu bar.

|Eile Edit “iew Liztz Company Customers Wendors Emplopees Banking Reportz Window  Help

Many commands available on the menu bar can be added to the Icon Bar.

12



Using the Icon Bar

Another feature that makes it easy to get around in QuickBooks is the Icon Bar. It
comes preset with shortcuts to several windows, such as Create Invoices and Enter
Bills. By including the features and reports you use most, you can manage your
business more quickly than ever.

fmi [ NERENE U - A f S = L |

|mwoice  Cust Itern  MemTx Yend Check Bill Req  Accnt Amnd  Find  Backup

In addition to deciding which features to add to the Icon Bar, you can add or remove
icons, change the order in which the icons display, insert spaces between icons, and
edit icons by changing the icon text, graphic, or tooltip.

For instructions on how to customize the Icon Bar, search the onscreen Help for
Icon Bar, and then choose “Customizing the Icon Bar” from the list of topics that
displays.

Using the Shortcut list

The QuickBooks Shortcut list groups together related lists and forms in an
easy-to-follow format that helps you work more efficiently. The Shortcut list displays
vertically and is an alternative to the Icon Bar.

x
Shortcuts
ﬁ Company ;.
_¢¥ Comparny Center
Chart of Accounts
5g7 Manage Web Site
[% Customers
¢ Custamer Center
|ﬁ Create Invoices
|ﬁ Receive Payments
Customer.Job List
@ Vendors
|ﬁ Enter Bill:
# Pay Bills
Wendor List
|ﬁ Pay Sales Tax
|ﬁ Adjust Sales Tax
é Employees
|ﬁ Pay Employees
ﬂ Pay Liabilities
Banking
|ﬁ write Checks
|ﬁ Make Depasits

eﬁ Tools

% Business Ser...

Ei Reports

Help & Support

hd

Buickadd | Custamize. ..
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Getting started

QuickBooks is preset to display the Icon Bar, but you can display the Shortcut list
instead of, or in addition to, the Icon Bar.

To show or hide the Shortcut list:
m From the View menu, choose Shortcut List.

Like the Icon Bar, the Shortcut list can be customized, so you can add the forms, lists,
and registers that you use frequently, and remove those that you don’t use.

For instructions on how to customize the Shortcut list, search the onscreen Help for
shortcuts, Shortcut list. Then, double-click the topic “Customizing the Shortcut list.”

Making navigators your starting point

QuickBooks navigators provide a graphical representation of the workflow for a
particular area of the product. For example, the Customers Navigator window has
icons for important activities that are common to working with customers and
making sales (such as, creating invoices, receiving payments, and making deposits). It
looks like the following.

*. Customer Navigator - O x|

Customers

Related Activities

Q} ;"I} &4 ;@ L4l Send Foms...

e
Estimates  Invoices Receive Deposits =] .
E E . Pawments é Frint Irvoices. ..
== 2 Sty p % Add a Customer...
%) &f =]
Finance  Statements  Refunds -2 Customer Center..
& Charges and Credits
et § .
P Qg Cugtomer Detail Center...
Sales B9 Process Credit Cad Payments...
Receipts
¥ 3 5 emorized Reporis
ai —éﬁ = M d Reports _tel |

Custorners  Items & Custimer Customer Wit e Credit
Services  Marager Reqizter Letters Check ICUStDmBFS j

Customer Solutions AR Aging Surmary

FEATURED SERVICES Customer Balance Detal

o QuickBooks Solutions ﬁ Fiemind me later ElistomedRalanes

i) Marketplace gurgr:niar:voices

< Mewl QuickBooks Solutions Marketplace - a fast and eas
wiay ta find time-saving applications that wark with . .
CuickBonks Display or Print thiz Group
QuickBooks Credit Check % Femind me later . .

& Services Memorized Report List

Get uprto-the-minute credit monitaring in QuickB ooks with Beport Finder

our Credit Check Services,

|

The navigators let you access features, reports, and solutions for the major areas of
QuickBooks.

m  Flow charts guide you in performing tasks in the correct order.

m Related Activities and Memorized Reports let you analyze your data
and take action.

m  Customer Solutions help you find features and services that you can use to
manage your business.

14



To display a navigator, select its name from the Navigator list.

Mavigators

ﬁ Company
E Vendors
‘ﬁ Employees
Banking

22 Business Services

IE{ Reports

Help & Support

All the accounting you need to know

QuickBooks doesn’t require users to learn or understand accounting jargon. However,
it does use some common business terms.

Your chart of accounts

When you keep books for a company, you want to track where your income comes
from, where you put it, what your expenses are for, and what you use to pay them.
You track this flow of money through a list of accounts called the chart of accounts.

To display the chart of accounts:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle
Construction Company.

A&k a help question Askl ¥ How Do I?I - |EI| xl
pe Balance

+ Savings % |Bank 13.868.42 J
+Accounts Receivable Accounts Receivable 52.041.94
+ Tools & Equipment Other Current Asset 5.000.00
+Emplovee Loans Other Current &zset 0.0o
<+ |nventony Aszet Other Current Azzet 2692643
+Hetainage QOther Current Azset 2.461.80
% |Undeposited Funds Other Current Azzet 212400
» Trucks Fixed Aszet 2485291

< Original Cost Fized dzzet 3385291

+ Depreciation Fixed Aszet -3,000.00
4 Pre-paid Inzurance Other Aszet 1.041.85
+Accounts Payable Account: Payable 30,739.38
+ QuickBooks Credit Card Credit Card F0.00 R
i Account 'EI Activities | Reportz = | | S sl

2 Scroll through the Rock Castle Construction chart of accounts. Notice that the list
displays balance sheet accounts first, followed by income accounts and expense
accounts.

15



Getting started

About assets, liabilities, and equity

Assets

Assets include both what you have and what other people owe you. The money people
owe you is called your accounts receivable, or A/R for short. QuickBooks uses an
accounts receivable account to track the money owed you.

The rest of your company’s assets may include checking accounts, savings accounts,
petty cash, fixed assets (such as equipment or trucks), inventory, and undeposited
funds (money you’ve received from customers but haven’t yet deposited in the bank).

When setting up your company file in QuickBooks, please note that even though
checking, savings, and petty cash are all company assets, you'll set them up as “bank”
type accounts in QuickBooks.

Liabilities

Liabilities are what your company owes to other people. The money you owe for
unpaid bills is your accounts payable, or A/P for short. QuickBooks uses an accounts
payable account to track the money you owe different people for bills.

A liability can be a formal loan, an unpaid bill, or sales and payroll taxes you owe to
the government.

When setting up your company file in QuickBooks, please note that even though
unpaid bills are liabilities, you’ll set them up as accounts payable type accounts in
QuickBooks.

Equity

Equity is the difference between what you have (your assets) and what you owe (your
liabilities):

Equity = Assets — Liabilities

If you sold all your assets today, and you paid off your liabilities using the money
received from the sale of your assets, the leftover money would be your equity.

Your equity reflects the health of your business, since it is the amount of money left
after you satisfy all your debts. Equity comes from three sources:

m  Money invested in the company by its owners

m  Net profit from operating the business during the current accounting period

m  Retained earnings, or net profits from earlier periods that haven’t been distributed
to the owners

Of course, you as the owner can also take money out of the business. Such
withdrawals, called owner’s draws, reduce the business equity.

16



If you have a sole proprietorship (where the existence of the business depends solely
on your efforts), you can check the value of your owner’s equity by creating a
QuickBooks balance sheet.

Cash versus accrual bookkeeping

When you begin your business, you should decide which bookkeeping method to use.
The bookkeeping method determines how you report income and expenses on your
tax forms. Check with your tax advisor or the Internal Revenue Service (IRS) before
choosing a bookkeeping method for tax purposes.

Cash basis

Many small businesses record income when they receive the money and expenses
when they pay the bills. This method is known as bookkeeping on a cash basis. If
you've been recording deposits of your customers’ payments but haven’t been
including the money customers owe you as part of your income, you've been using
cash basis. Similarly, if you've been tracking expenses at the time you pay them, rather
than at the time you first receive the bills, you’ve been using cash basis.

Accrual basis

In accrual-basis bookkeeping, you record income at the time of the sale, not at the
time you receive the payment. Similarly, you enter expenses when you receive the bill,
not when you pay it.

Most accountants feel that the accrual method gives you a truer picture of your
business finances.

How your bookkeeping method affects QuickBooks

Whether you use the cash or accrual method, you enter transactions the same way in
QuickBooks.

QuickBooks is set up to do your reports on an accrual basis. For example, it shows
income on a profit and loss statement for invoices as soon as you record them, even
if you haven'’t yet received payment. It shows expenses as soon as you record bills,
even if they’re unpaid.

You can see any report (except transaction reports) on a cash basis by changing the
reporting preference. (From the Edit menu, choose Preferences. In the Preferences
window, click Reports & Graphs in the left scroll box, and then click the Company
Preferences tab.)

Important: =~ When you create reports in QuickBooks, you can switch between cash
and accrual reports at any time, regardless of which bookkeeping
method you have chosen for tax purposes.
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Getting started

Measuring business profitability

Two of the most important reports for measuring the profitability of your business are
the balance sheet and the profit and loss statement (also called an income statement).
These are the reports most often requested by CPAs and financial officers. (For
example, banks request both documents when you apply for a loan.)

The balance sheet

A balance sheet is a financial snapshot of your company on one date. It shows:
m  What you have (assets)

m  What people owe you (accounts receivable)

m  What your business owes to other people (liabilities and accounts payable)

m  The net worth of your business (equity)

To see an example of a balance sheet:
1 From the Reports menu, choose Company & Financial.

2 From the submenu, choose Balance Sheet Standard.

The profit and loss statement

A profit and loss statement, also called an income statement, shows your income,
expenses, and net profit or loss (equal to income minus expenses). The QuickBooks
profit and loss statement summarizes the revenue and expenses of your business by
category (first income, then expenses).

To see a profit and loss report:
1 From the Reports menu, choose Report Finder.

From the “Select a type of report” drop-down list, choose Company & Financial.
In the “Select a report” list, click Profit & Loss Standard.
Click Display.

a h~ WN

Scroll the report window to see all parts of the report.
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The statement of cash flows

Another report that your accountant may be interested in is the statement of cash
flows report. A statement of cash flows shows your receipts and payments during a
specific accounting period.

To see a sample statement of cash flows report:

1 From the Reports menu, choose Report Finder.

2 From the Select a type of report drop-down list, choose Company & Financial.
3 In the Select a report list, click Statement of Cash Flows.

4 Click Display.

Exiting QuickBooks

Unlike most other Windows programs, QuickBooks doesn’t require you to save your
data before exiting. It does an automatic save while you're working with QuickBooks
and every time you leave the program.

To exit QuickBooks:
m From the File menu, choose Exit.

If no other applications are open, QuickBooks returns you to the Windows desktop.

To prevent or minimize data loss, you should make regular backup copies of your
QuickBooks company data. In the event of a data loss you can restore your data from
the backup copy. To make a backup copy, from the File menu, choose Back Up.

For more information about the recommended backup routine, see Chapter 5,
“Protecting your data,” in QuickBooks Fundamentals.

Moving between company files

If you work with several companies, you’ll be working with multiple QuickBooks
company files. You can change from one company file to another at any time, but you
can have only one company file open at a time.

QuickBooks provides an easy way to find and open a company file that you’'ve worked
with before.

To open a previously opened file:
1 From the File menu, choose Open Previous Company.

2 From the submenu, choose the company file you want to open.
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Getting started

You can increase the number of company files that QuickBooks will display in the
submenu.

To increase the number of company files displayed:

1

2
3
4

From the File menu, choose Open Previous Company.

Choose “Set number of previous companies.”

Enter the number of company files you want QuickBooks to display (up to 20).
Click OK.
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Setting up QuickBooks

Lesson objectives

m To discuss some of the decisions you need to make before using QuickBooks, such
as your QuickBooks start date and the number of QuickBooks companies you
should create

m To create a new QuickBooks company using the EasyStep Interview
m To set QuickBooks preferences in the Interview
m To record the opening balance for a checking account

m To practice using the QuickBooks Help tools

Creating a QuickBooks company

A QuickBooks company contains all the financial records for a single business. Before
you can use QuickBooks, you need to tell QuickBooks about your business so that it
can set up your company file.

How many companies should you set up?

If you operate a business enterprise, the IRS expects you to clearly show all sources of
income and to document any business expenses you claim as deductions. For tax
purposes, therefore, it’s usually best to set up a separate QuickBooks company for each
business enterprise you report on your tax forms.

About the EasyStep Interview

The EasyStep Interview walks you through the process of setting up your entire
business on QuickBooks. The Interview is broken down into sections. You must
complete the required General section first. If you are not sure how to answer a
question, you can always go back and change your answer later. A few questions ask
you to make a decision that’s not easily reversed. When this is the case, you'll see this
symbol.

A
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The EasyStep Interview has five sections:

General—Lets you enter company information, choose a chart of accounts
appropriate for your business, decide on QuickBooks preferences, and specify a
business start date.

Income & Expenses—Lets you review the income and expense accounts on your
business’s chart of accounts, and lets you enter new accounts.

Income Details—Lets you specify whether your business income is from services
and/or products you sell. Based on the information provided, QuickBooks determines
which parts of the income and accounts receivable features you will be using.

Opening Balances—Lets you enter information about the customers who owe you
money as of your start date, vendors to whom you owe money as of your start date,
and balances in your balance sheet accounts as of your start date.

What'’s Next—This section describes some common tasks in QuickBooks that you
may want to complete after you've gone through the other sections of the Interview.

Each major section of the Interview is divided into topics that are displayed as tabs at
the top of the EasyStep Interview window. After you complete a topic or section,
QuickBooks displays a checkmark on that tab.

Navigating through the Interview
m Click Next to display the next window in the Interview.
m Click Prev to display the previous window in the Interview.

m  When a window has a More button (in the lower right corner), click it to see more
detailed information about the question being asked in the Interview. After you
read the detailed information, you can click OK to return to the Interview.

m Click Leave to leave the Interview and return to QuickBooks. You can return to the
Interview later by opening your company file and then choosing EasyStep
Interview from the File menu. QuickBooks remembers the information you have
already entered and returns you to the Interview tab where you left off.

Starting the EasyStep Interview

To begin adding a new company:
1 Start QuickBooks.
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Setting up QuickBooks

2 Select “Create a new company” or choose New Company from the File menu.

QuickBooks displays the EasyStep Interview window.

EasyStep Interview
=] | ‘wWelcome I Compary Info ] Freferences I Start Date I General

Income &
Expenzes
Income
Details
Opening
Balances
What's Mext

Click Next

to begin

General

section...

Prew Leave

Entering company info

When you use the EasyStep Interview to create a new QuickBooks company,
QuickBooks asks you questions about the type of business you own. It uses your
answers to get you started quickly, by setting up the appropriate accounts and lists.

In this lesson, you'll create a new QuickBooks company for a business named Lockhart
Design. Margaret Lockhart is the sole proprietor of this interior design firm. Most of
her income comes from consulting services, but she also sells products such as fabrics
and room accessories to clients.

To create a new QuickBooks company file:

1
2

At the first Welcome window for the Interview, click Next to begin.

Keep clicking Next, reading the information presented on the Welcome windows,
until you have completed the Welcome section.

When you finish the section, QuickBooks places a checkmark on the Welcome tab.

Click Next until you come to the “Your company name” screen on the Company
Info tab.

In the Company Name field, type Lockhart Design and press Tab.

When you press Tab, QuickBooks automatically enters the same name you typed
into the Legal Name field. QuickBooks uses the company name on all reports.

Click Next.
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6 Type the following information in the Your company information window.

1239 Bayshore Road
Middlefield, CA 94432

QuickBooks prints this company address on checks, invoices, and other forms.
7 Now enter the following information in the Phone # and FAX # fields:

Phone #: 650-555-1234

Fax #: 650-555-5678
8 Next enter the email and Web addresses for Lockhart Design.

Email: margaret@samplename.com

Web Site: lockhart_design@samplename.com

Your screen should resemble the following.

EaspStep Interview

Nehgme Company Info ] Freferences I Start Date I General
Your company information | b
Enter pour company's full address here including street address, city, state, and zip code. En:DDBTTEBS

Address |1239 Bayshare Road Incame
I Details
Ciy [Middieteld | T B Boancs
alances
Country IU 3 -
What's Mext
Fhone #  [g50.5551234 —
Féx# 05555678
Email |malgaret@samplename.com
Wwieb Site Jlockhart_design@samplename, cor
oo | e _ e |

9 Click Next.

25



Setting up QuickBooks

10 In the “Other company information” screen, enter the following information:
m Tax identification number: 94-1234567

m  Make sure January is selected for the first month of the income tax year and
first month of the fiscal year.

Your screen should match the following.

EasyStep Interview
V’Welcome Company Info ] Freferences I Start Date I General
" Other company information
Income &
Enter the federal tax |0 number that vou use an wour 594-1 234567 Expenzes
federal iIncome tax returns; (employver identification
number or social secunty number) Income
Details
Enter the first month of vour income tax year January - Opening
Balances
Enter the firzt month in your fiscal year:
January hd What's Mext

Tell Me More

What's a federal ID7? a tax pear? a fizcal pear? o |
Prew | Hext Leave |

11 Click Next.

QuickBooks uses the financial year you choose to create year-to-date reports.

12 In the “Your company income tax form” screen, select Form 1040 (Sole Proprietor)
from the drop-down list.

13 Click Next to display the next screen, where you select the type of business you
are in. Your choice in this window affects the chart of accounts that QuickBooks
sets up.

Using a preset chart of accounts

As you learned in Lesson 1 of this guide, the chart of accounts lists balance sheet
accounts, income accounts, and expense accounts. When you create a new
QuickBooks company, you can select a company type that most closely matches your
type of business, and QuickBooks sets up a chart of accounts for you. It also sets up
other lists that are appropriate for your type of company, such as payment methods,
customer and vendor types, and payment terms.

Even if you own a type of company that isn’t specifically listed, you should select the
one that’s closest and get a head start on creating your own chart of accounts. Once
QuickBooks creates a chart of accounts for you, you can modify it however you want.
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To create a chart of accounts:
1 In the “Select your type of business” screen, select Retail:General from the
Industry list.

Although Lockhart Design receives most of its income from consulting, not from
retail sales, the Retail company type will give us most of the accounts we need.
We'll need to modify the chart of accounts later to include an income account for
Consulting Income.

2 Click Next three more times to get to the Save As window.

3 Make sure that QuickBooks is set to save the file in the QBtrain folder you set up
in the introduction to this guide.

4 In the Save As window, click Save to accept the default filename of
“Lockhart Design.”
QuickBooks creates the company file and then displays a list of the income and
expense accounts available in the preset chart of accounts for retail businesses.

EasyStep Interview
Company Info I Freferences ] Start [ ate I General
Your income and expense accounts | =
ncome
w GuickBooks has chozen these accounts for retall 5 Expenszes
businesses. _ EEUI
Do vou want to use these accounts? Fetail: = Income
Sales _ Detailz
i Merchandize
o Service Dpening
Mo, I'd like to create my awn Co_nsi_gnment Sales _ Balances
Shipping and Handling
If you accept the displayed accounts iz (i !
LS R R . Cash Dizcrepancies What's Next
QuickBooks will set them wp for you Ovareees

when vou click Mext, Shortages

Purchases
Purchase Discounts ;I

Tell Me More

Can | change these accounts? More |
Prew | Hext | Leave |

5 Scroll through the preset income and expense accounts to get an idea of what is
included, and then click Yes (that you want to use these accounts).

6 Click Next to go to the next window.

7 In the “Accessing your company” screen, leave the number of people (other than
you) who need to have access to the QuickBooks files at 0 and click Next.

Margaret Lockhart is the only one who needs access to the company file.

8 You don’t need to create one for the purposes of this exercise, so click No when
QuickBooks asks if you want to enter a password for this file.

9 Click Next until you move from the Company Info section to the Preferences
section.
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Setting up QuickBooks preferences

The Preferences section of the EasyStep Interview is where you indicate whether you
want to use certain features of the QuickBooks program. From the Interview you can
choose to use:

Inventory (whether turned on)

Turning on inventory from the EasyStep Interview is not available for all
industries. When this is the case for your industry, you can turn it on from the
Preferences window. (From the Edit menu, choose Preferences. Click Purchases &
Vendors in the left scroll box. Click the Company Preferences tab, and then click
the “Inventory and purchase orders are active” checkbox.)

Sales tax

The invoice format you want to use
Payroll (whether turned on)

Estimates (Pro and Premier only)
Progress invoicing Pro and Premier only)
Sales orders (Premier only)

Time tracking (Pro and Premier only)
Classes

How you want to enter bills: by entering checks directly or by entering bills first,
and then payments

Reminders (whether to turn on)

Whether you want accrual- or cash-basis reports

Entering sales tax information

This part of the Preferences section asks whether you charge sales tax. You should turn
the sales tax preference off only if you never charge sales tax. Margaret Lockhart
typically charges sales tax, so we’ll turn on sales tax in her company file.

To set up QuickBooks to track sales tax:

1

2

Click Next to move to the Sales tax screen in the Preferences section of the
Interview.

At the Sales Tax window, click Yes for the question, “Do you collect sales tax from
your customers?” Then click Next.

Select “I collect single tax rate paid to a single tax agency.”

Margaret Lockhart collects one sales tax for one tax district, paid to only one tax
agency. If your customers are from different states, you should click “I collect
multiple tax rates or have multiple tax agencies.”
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4 Click Next.

QuickBooks automatically creates a current liability account, called Sales Tax
Payable, that keeps track of the sales tax you collect in your business.

5 Fill out the Sales Tax Information window as shown below.

EasyStep Interview
%[ Nelcome 'I JEompan_l,l Info I Preferences ] Start Date I General
T Sales tax information | -
NCome
Enter a short name for the zales tax. Thiz name will Expenszes
be uzed in QuickB ooks reports and diop-down lists: |D‘-‘« Sales Tax
Income
Erter a zales bax description ko be printed on ISaIes Tax Details
Inwoices: -
pening
Bal
Enter pour sales tax rate here az a percentage [e.g.. Iw sanees
g G .20%
What's Mext
Enter the name of the gowvernment agency ta which

o iy ales tax: |State Board of Equalization]

Prew | Mext Leave |

6 Click Next.

Choosing an invoice format

QuickBooks offers four different formats for invoices: Product, Professional, Service,
and Custom. The type you choose affects the look of your invoices.

m The Product invoice is for businesses that sell parts or products and need fields
relevant for shipping (for example, a retail store).

m  The Professional invoice is for businesses that sell services and need a lot of room
for descriptions of their services (for example, a public relations consultant).

m  The Service invoice is for businesses that primarily provide services, but that also
sell some goods (for example, an interior design firm).

m The Custom invoice is for businesses that want to create their own invoice
format.

You can also customize any of these formats to suit your needs. You'll see how to do
that in Lesson 15 of this guide. For Lockhart Design, which primarily sells consulting
services, but also sells the occasional product, we'll choose the Service invoice format.

To select the invoice format for Lockhart Design:
m In the Interview window leave Service selected, and then click Next.
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Tracking sales orders

If you use a QuickBooks Premier Edition product, QuickBooks asks if you want to track
sales orders. If you do, click Yes, and then click Next.

If you are using QuickBooks: Basic or Pro, you will not see this preference.

Choosing remaining preferences

The rest of the Preferences section is a series of “yes or no” questions. Simply clickYes
or No, then click Next to move forward in the Interview. For Lockhart Design,
complete the preferences by giving the following responses:

For this item... Do this...
Payroll Click Yes.
Estimates (QuickBooks Pro and Premier only) Click Yes.
Progress invoicing (QuickBooks Pro and Click Yes.
Premier only)

Time tracking (QuickBooks Pro and Click Yes.
Premier only)

Classes Click Yes.

How to deal with bills and payments

Select “Enter the bills first and then
enter the payments later”

How often would you like to see your
Reminders list

Select “At start up”

Type of reports you want to create

Select “Accrual-based reports”

This completes the Preferences portion of the EasyStep Interview. All that remains of

the General section is to specify a start date.

Choosing a start date

Before you start entering your company’s financial data, you need to choose a
QuickBooks start date. This is the starting point you want to use for all your
QuickBooks accounts. The start date is the date for which you give QuickBooks a
financial snapshot of your company assets and liabilities.

Once you decide on a start date, you enter all your company’s transactions since that
date. That’s why you should choose a start date that’s not too far back in the past for
you to handle. Many business owners like to use the last day of a financial period as
their start date, such as the end of last fiscal year, last quarter, or last month. You need
to enter all historical transactions from the day after your start date up through today.
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For example, if you decide on a start date of March 31, you'd enter your historical
transactions from April 1 up through today.

Continue clicking Next as you move through the Start Date section of the Interview.
When you get to the “Choose your company start date” window, select “I want to start
entering detailed transactions as of 1/1/2003,” and then click Next.

Setting up income and expense accounts

Because you chose an industry from the list earlier in the Interview, QuickBooks has
already created income and expense accounts for your company. The Income &
Expenses section of the EasyStep Interview lets you view the preset income and
expense accounts and add new income or expense accounts from within the
Interview.

To streamline the Interview process, you won'’t add income or expense accounts in this
lesson. You’ll see how to add new accounts to the chart of accounts in Lesson 3,
“Working with lists.”

For now, move through this portion of the Interview by answering “No” to the
following questions:

m Do you want to add an income account now?

m  Would you like a more detailed explanation of expense accounts and
subaccounts?

m Do you want to add an expense account now?

Click Next until you get to the Income Details section.

Providing details about your income

The Income Details section of the EasyStep Interview is where you specify whether
you track accounts receivable, set up QuickBooks items to track the services you
provide or products you sell, and set up inventory items if you plan to track inventory
in QuickBooks.

You should complete the Introduction tab of the Income Details section because that
tells QuickBooks whether you need the accounts receivable feature and whether you
need statement charges (for businesses that send regular monthly statements showing
past due, current balance, and so on).

To complete the Income Details section:
1 In the Income Details Introduction window, click Next two times.

2 For the question, “Do you receive full payment at the time (or before) you provide
a service or sell a product?” make sure “Sometimes” is selected and then click Next.
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3 For “Statement charges,” select No, and then click Next two more times.

4 In the Items section, click No when asked if you want to set up service items,
non-inventory part items, or other charge items.

You'll see how to set up a new service item in Lesson 6, “Entering sales and
invoices.”

5 C(lick Next two times.

6 Select “Skip inventory items” to complete the Inventory tab.

Entering opening balances

The Opening Balances section of the FasyStep Interview is where you enter the
amounts currently owed you by customers as of your start date, the amounts you
currently owe vendors as of your start date, and the balances in your balance sheet
accounts as of your start date. We recommend that you provide the opening balances
from within the Interview; that makes it easier when you're ready to use QuickBooks
for your daily business transactions.

The balance sheet accounts in the QuickBooks chart of accounts start with an opening
balance of zero. Before you begin working in QuickBooks, you need to enter an
opening balance for each balance sheet account as of your start date.

The opening balance is important because QuickBooks can’t give you an accurate
balance sheet (what your company owns and what it owes) without it. An accurate
balance sheet gives you a true picture of your company’s finances. Also, if you start
with an accurate balance as of a specific date, you can reconcile your QuickBooks bank
accounts with your bank statements, and your QuickBooks checking accounts will
show the actual amount of money you have in the bank.

The easiest way to determine an account’s opening balance is to work from an accurate
balance sheet. If you have a balance sheet as of your start date, you can take the
opening balance from there.

Let’s assume Margaret Lockhart wants to enter an opening balance for her checking
account. The opening balance for a QuickBooks bank account is the dollar amount in
the bank on the start date. This amount can be determined two ways: using the ending
balance on the last bank statement on or immediately prior to the start date, or using
the bank account balance from a balance sheet prepared by an accountant. Margaret
has a recent bank statement for this account, so we’ll use that method.
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To enter the checking account opening balance:

1 Click the Accounts tab in the Opening Balances section of the Interview and click
Next. (Skip the Customers and Vendors tabs.)

EasyStep Interview
é [ V’Intmduction I Customers I Wendors ] Accounts | ,/'General
T Opening Balances: Accounts
— P 9 ncome &
- Thizs gection will help pou enter the balances of your balance sheet Expenses
= accounts ag of pour gtart date, See Tell e More below for a definition of
balance sheet accounts, [;TCUITE
. . ¢
The balance zheet accountz you'll et up here include credit cards, loans, e
vanious bank accounts, asset accounts, and eguity accounts, Opening
Balances
What's Mext
Tell Me More
What iz a balance sheet account? Home |
Prew Leave |

2 Click No when QuickBooks asks if you want to set up credit card accounts, lines
of credit, and liability accounts.

3 For “Would you like to set up a bank account?”, make sure Yes is selected and then
click Next.

4 Type Checking as the name of the account and then click Next.

5 For Statement Ending Date, enter the same date you used for Lockhart Design’s
start date (1/1/2003).

6 In the Statement Ending Balance field, type 8359.00 and then click Next.

7 When QuickBooks asks if you want to add another bank account, click No. Then
click Next.

8 When QuickBooks asks if you print checks or deposit slips from QuickBooks, click
No, and then click Next.

The rest of the Opening Balances section lets you add asset and equity accounts. In the
interest of time, we won't be adding any other accounts from within the Interview. We
will add more accounts in Lessons 4 and 5.

Finishing the Interview

The final section in the EasyStep Interview is What'’s Next. This is not an essential item
for initial setup, so we will not cover it in this lesson.

m To leave the EasyStep Interview and save your changes, click Leave.
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After you have completed the EasyStep Interview, Intuit recommends that you not use
the Interview to make changes to your company file. Instead, use the information in
the help options described in the next section of this chapter to help you make
changes and adjustments to your company file.

Completing the company setup process

When you are setting up your own company in QuickBooks, you may want to use the
Getting Started window to help you finish setting up your own company file. The
information provided there will guide you through the rest of the setup process and
help you get started using QuickBooks. To display the Getting Started window, choose
Getting Started from the Help menu.

If you have upgraded from an earlier version of QuickBooks, choose New Features
from the Help menu.

For more information, choose Help & Support from the Help menu.

Getting help while using QuickBooks

QuickBooks provides extensive help in various formats. When you have questions,
QuickBooks provides:

m  Step-by-step instructions. These are available from the onscreen Help and
How Do I menu.

m  Asearch engine that provides you with a list of topics related to the word or phrase
you enter in the Ask field.

m  Conceptual explanations of how to apply QuickBooks to your particular business
situation.

Finding a topic in the onscreen Help Index

Suppose you want to find out how to add a new customer. You can type what you're
looking for in the Help Index, and QuickBooks displays a list of topics.

To find a topic in onscreen Help:
1 From the Help menu, choose Help Index.
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2 Type customers.

QuickBooks selects the first occurrence of the word “customers” in the index. You
can see there is a topic for “customers, adding new.”

3 Double-click “customers, adding new.”

QuickBooks displays the topic in the screen to the right.

E? QuickBooks Help M= E3
=
Back Search
-
Type in the keyword to find: Addmg & EUOH TR @
Icustomers, adding new If waou are new ko QuickBooks
You can add new customers to the list at any time,
customers ﬂ QuickBooks uses the list to hold information about
adding jobs for the people and companies ta whom you sell your
products and services.
alzo wendors i X
billing i w ‘fou can quickly add a list of customers by

entering the only customer's name, and, if 7
they currently owe you money, their
opening balance infarmation. Then click

kiling expenses ta
contact management

costs hilled to Mexk and enter the next customet's

credit card information name.

crecit limits far

custom fields for

deleting To add a customer

edting information for 1. From the Lists menu, choose Customer:Job
hiding and showing Lisk &,

list Df_ 2, From the Customer:Job menu button, choose
merging tvwa names [

naotes akout

3. Inthe Customer field, enter the name of the
j customer as vou'd like it to appear on vour
Custorner: Job list,

Dizplay | For example, if the cuskomer is Joan Green J
-

and vou want the lisk to show last names

open balances
opening halances

4 Close the Help window.
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Finding answers from the How Do | menu

Throughout QuickBooks, you'll find windows with a drop-down menu called
How Do I. This menu provides quick access to information and instructions for the
current window.

To use the How Do | menu:
1 From the Customers menu, choose Create Invoices.
QuickBooks displays the Create Invoices window.

2 From the How Do I menu, choose “Reformat and print invoices.” Then choose
“Add my logo.”
QuickBooks displays a Help window on how to add a company logo to an invoice
form.

E? QuickBooks Help M= E3
5

Back Index Search

Adding your logo to sales and =
purchase forms

Display the Customize window,

Click the Company tab.
Select the "Use logo” checkbox,

Click Specify.

C-C I BT

In the Select Image window, browse to the drive,
path, and name of the File that contains the laga.
keep the bitmap in the direckary in which QuickBooks
is installed,

Mote: The logo must be a bitmap (.bmp) file, You can
create bitmaps in programs like MicrosofbE
Windowsi® Paint. For the best results, use a square
bitmap.

6. Click Open ko return to the Logo window.

7. Click Ok to return to the Customize window,

Related topics
m Moving the logo ko 5 different position

m Adding vour logo to checks and paychecks ﬂ

3 Close the Help window and the invoice.
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Lesson objectives

m To edit the company chart of accounts

m To add a new customer to the Customer:Job list
m To add a new vendor to the Vendor list
m To learn about custom fields, and to practice adding custom fields

m To see how to manage lists in QuickBooks

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 3 and then click Save.

6 Click Restore.

Using QuickBooks lists

QuickBooks lists organize a wide variety of information, including data on customers,
vendors, inventory items, and more. Lists save you time by helping you enter
information consistently and correctly. When you store information on a list, you
enter it once and never need to retype it. Think about how much information you use
more than once in your business:

m  Names, addresses, and other information about customers who purchase from you
on a regular basis

m  Contact information for vendors from whom you purchase your supplies

m  Descriptions and prices for products or services you sell again and again
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Simply enter repetitive information into a list once, and then use it over and over on
checks, on invoice forms, and other daily transactions. You don’t have to enter all the
information for your company lists before you begin working with QuickBooks. You
can add information to lists as you go along.

Editing the chart of accounts

The chart of accounts is your most important list because it shows how much your
business has, how much it owes, how much money you have coming in, and how
much you're spending. When you set up your own company in QuickBooks, the
EasyStep Interview lets you choose a chart of accounts designed especially for your
type of business. However, not every business has the same needs; you’ll want to make
a few changes to the list.

To display the chart of accounts:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

,-'-“ Chart of Accounts Il e Askl ¥ How Do 1? !IE[E
+C ing 46,423 95 |9
@ Savings # |Bank 13.868.42 _I
+Accounts Aeceivable Accounts Receivable E2.041.94
+ Tools & Equipment Other Current Asset 5.000.00
+Employee Loans Other Current Azset 000
o |nventony Asset Other Current Agset 2692643
+ Retainage Other Current Agzset 2461.80
¢ Undeposited Fundz Other Current Azset 212400
@ Trucks Fixed Azzet 2485291

+ Original Cost Fixed Aszset 33.85291

+ Depreciation Fixed Azset -9.000.00
+ Pre-paid Insurance Other &sset 1.041.85
+Accounts Payable Accounts Payable 3073938
+ QuickBooks Credit Card Credit Card 7000 ~|

: Achiviies | Reports = ||_ Sl

2 Scroll through the list. The chart of accounts displays balance sheet accounts first,
followed by income and expense accounts.
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Editing an account

If any of the accounts don’t suit your needs, you can edit or delete them. In the next
exercise, you'll edit Rock Castle Construction’s Checking account to provide the
account number.

To edit an account:
1 In the chart of accounts, select Checking.

2 Click the Account menu button (at the bottom of the window), and then select
Edit.

QuickBooks displays the Edit Account window.
3 In the Description field, type Great Statewide Bank.
4 In the Bank Acct. field, type 555-333-2222.

Your window should look like this.

Type  |Bark | 0K |
General Info I Online [nfo I Cancel |
Account is
Nere |Ehecking Ihactive
™ Subaccount of I—j
Description IGreat Statewide Bank
Bank Acct. |555_333.22221 How Dol choose.

the: right tax line?

Tay Line | <Unassigned: ﬂ

Remind me to order checks when | print check number I

% Order Checks |

5 Click OK.

Adding subaccounts

The Dues and Subscriptions expense account has one subaccount called Union Dues.
Rock Castle Construction wants to add a second subaccount for trade publications.

To add a subaccount:

1 In the chart of accounts, click the Account menu button and then choose New.
QuickBooks displays the New Account window.

2 In the Type field, select Expense from the drop-down list.

3 In the Name field, type Trade Pubs.
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4 Select the “Subaccount of” checkbox, and then select Dues and Subscriptions in
the drop-down list.

5 In the Description field, type Trade Publications.

7 Mew Account Ak a help question [Ask |l How Do 17§ _ (O] x| |
Type  |Expenss | oK |

Cancel

Mame |Trade Pubz Hext |
I Subaccourt of IDues and Subscriptions j o Accourt is

inactive

Description |Trade Publications]

Nate |

ﬂ How Do | choose

TazLine | Unassigred: the right tax line?
Ihe nant tas Ine

6 Click OK.

QuickBooks displays the new subaccount in the chart of accounts list.

¢ Dues and Subscriphions Expenze

+ Trade Pubs
# | nion Dues Expenze

7 Close the chart of accounts.

Working with the Customer:Job list

The Customer:Job list stores names, addresses, and other information about your
customers. It also holds information about the jobs or projects you may want to track
for each customer.

Adding new customers

In this exercise, you'll add a new customer to the Customer:Job list.

To add a new customer:
1 From the Customers menu, choose Customer:Job List.
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QuickBooks displays the Customer:Job list.

¥, Customer:Job List Azk a help question | Ask ¥ How Do 1?7 8 _ [O) *
I anne
+Abercrombie, Fristy
< Family Room 0.00 Mot awarded _I
« Kitchen Q.00 Pending 4.792.00
+Remadel Bathroom 0.00 In progress 1073013
+Baker, Chrig 1.040.00
«Family Room 1.040.00 Closed
+Balak, Mike 0.00
+ Ltility Shed 0.00 Cloged
+Barley, Renes 0.00 -
: CustomerzJob wi|  Activiies - | Reports ~ ||_ Sfiawsl

The Customer:]Job list lets you add, edit, and get reports on your customers. Each
customer in the list can have multiple jobs (you may call them projects or
accounts). Notice that this Customer:Job list already has quite a few entries.

Click the Customer:Job menu button (at the bottom of the list window), and select

New.

QuickBooks displays the New Customer window.

Cuztamner Marne ||

Opening Balance I How do | determine

Address Info I Additional Info I Fayment |nfo ] Job Info ]

e |1 2N5/2007 B| the opening balance?
Cancel |

& Mew Customer sk a help question [Ask |l How Do 17§ _ (O] x| |

OK |

Next |

»» Copy s |

Address Details | Addregs Details |

Carmnpary I Contact I Help |
Mame
Check Credit | Phene I Customer is
SR e Fé | inactive

s A | Al Ph. |
Firgt Mame I b1, I Alt. Contact I
Last Mame | E-mail |

Addresses

Bill To Ship To

Go ta Customer
Manager

The New Customer window is where you enter all the information about a new
customer, including billing and shipping addresses, contacts, credit limit, and

payment terms. QuickBooks uses the information yo

u enter to complete invoices,

bills, and receipts. When you're setting up your company file, you use this window

to record customers’ opening balances.
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3

In the Name field in the Company section, type Godwin Manufacturing, and then
press Tab.

Notice that QuickBooks fills in the Customer Name field and the first line of the
Bill To field with the information you typed in the Company Name field.

QuickBooks displays the name listed in the Customer Name field in the
Customer:Job list. By default, QuickBooks sorts the list alphabetically.

Tip:

N

If you are entering individual names, you may want to use last name, first
name in the Customer Name field so that your Customer:Job list displays
the names with the last name first. This is useful for alphabetical sorting of
lists and reports.

In the Bill To field, click at the end of the line below the company name and press
Enters.

Type 376 Pine Street, and then press Enter.

Notice that you press Tab to move between fields, but you press Enter to move
from one line to the next within a field.

On the next line of the Bill To field, type Bayside, OR 64326.
Click Copy to have QuickBooks copy the billing address to the Ship To field.

Continue filling out the customer information by providing the following
information:

m  Contact: John Godwin

m Phone: 325-555-9841

m Fax: 325-555-0012

m Alt Contact: Tracy Heldt

Aszk a help question | Askll = How Do 128 _ |O x-l

Cusztomer Name |Godwin b anufacturing

How do | determine

Opening Balance | as of |1 2/15/2007 | B| ihe opening balance?

Cancel

e

Address Info I Additional Infa ] Payment Infa I Jaob Infa I

Mext

Company

Contact  [John Godwin
Mame |Godwin Manufactuning I s |
Phone  [325.655.9541

. Cusztamer iz
Check, Credit | I
(el L=t Fix |325-555-DD12 inactive

Pr. Az A I Alt. Ph. |
Firgt Mame | M.I. I Al Contact [Tracy Heldf
Last Mame I E-mail I
Addresses
Bill To Ship To
Godwin Manufactuning Godwin M anufacturing
376 Pine Street 376 Pine Street

Bapside, OR B4326 sy Copy s | Bapside, OR B4326
Address Details | Addregs Details | &
Go to Customer

Manager
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Note: If you use plan to e-mail invoices or statements to customers using the
Send Forms feature, use this window to enter your customers’ e-mail

addresses.

Providing additional customer information

You've just completed the Address Info tab for a new customer. The Additional Info
tab is where you can provide other important information, such as customer type (if
you want to categorize your customers in some way), payment terms, and sales tax
information.

To add additional information to a customer record:

1

2

Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Customer window.

Custorner Name: IGodwin bl anufacturing

Opening Balance |

How do | determine

e |1 2N5/2007 B| the opening balance?

Sales Tax Infarmation
Tax Item

ISan Tomas j

Tax Code
Fiezale Number

o

Address Info I Additional Info I Fayment |nfo ] Job Info ]
Categorizing and Defaults Price Lewvel j
Tvpe Cusztorn Fields
Il J Contract # I
Terms
I j B-Dray I
Fien Spouse's Mame I
Prefemed Send Methad
I Mone ﬂ

Define Fields I

% Mew Customer sk a help question [Ask il How Do 17§ _ (O] x| |

Customer is
Inactive

Go ta Customer
Manager

In the Type field, type Industrial.

The Type field lets you track customers in any way that is meaningtul for your
business. For example, if you run ads on television, radio, and in print, and you
want to know which advertising method brings you the most customers, you can
assign customers a “type” (TV, Radio, or Print) and run reports that tell you which
referral source is most effective. Rock Castle Construction uses the Type field to

categorize customers by the type of service provided.

Press Tab.

QuickBooks tells you that Industrial is not currently on the Customer Type list and

asks if you wish to add it.
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4

o

Click the Quick Add button to add the customer type to the list.

Quick Add lets you set up the item with a minimum amount of data. If you click
Set Up, you can enter more detailed information, but that interrupts the process

of creating a new customer.

In the Terms field, type Net 30.

In the Tax Code field, select Non from the drop-down list.
In the Tax Item drop-down list, select Out of State.

Your screen should now look like this.

% Mew Customer sk a help question [Ask il How Do 17§ _ (O] x| |

Custommer M ame

Opening Balance |

IG odwin b anufacturing

How do | determine

e |1 2N5/2007 B| the opening balance?

1] 4 |
Cancel |

Address Info I Additional Info I Fayment |nfo ] Job Info ]
Mext |
Categorizing and Defaults Price Lewvel I j Help |
.Il-'l'lze - Cuztom Figlds Custamer is
I ngdtiia J Contract # I -
Terms 8D
[mera0 = || [
Fien Spouse's Mame I
Prefemed Send Methad
INone ﬂ

Sales Tax Infarmation

Tax Item Define Fields I
I b of Stat &7
Tax Code BricrSe J

fon | Poskitmbs

Go ta Customer
Manager

Providing customer payment information

The Payment Info tab is where you enter customer account numbers and credit limits.
QuickBooks remembers each customer’s credit limit and warns you when a customer
is about to exceed it. You can also record information about each customer’s preferred

payment method. For customers who pay by credit card, you can enter credit card

numbers and expiration dates.

To add payment and credit information to a customer record:

1
2
3

Click Payment Info.
In the Credit Limit field, type 2000.
In the Preferred Payment Method drop-down list, choose Check.
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When you finish, your window should look like this.

% Mew Customer sk a help question [Ask |l How Do 17§ _ (O] x| |

Custorner Name: IGodwin bl anufacturing
: Howdoldelemine ~ _ OK |
Opening Balance | &30t [12/15/2007 | 8| fhe opening balance?

Address Info I Additional Info IanmenlInfu I Job Info ] .
Hext |

Account N, I Help |
Credit Limt [2.000.00 [~ Customeris

inactive

Preterred Papment Method

Il:heck j
Credit Card Mo, I Exp. Date l_ £ I

Marne on card |

Address |

Zip Code I

Go ta Customer
Manager

4 Click OK to add the customer and close the New Customer window.
QuickBooks displays the Customer:Job list with Godwin Manufacturing added.
5 Close the Customer:Job list.

Working with the Employee list

The Employee list stores information about your employees such as name, address,
and social security number. It also stores information QuickBooks needs to calculate
your employee paychecks (if you are using QuickBooks for payroll). You'll learn how
to enter employee payroll information later in this course. For now, enter only the
basic employee information.

QuickBooks uses the information you enter in the Employee list to track sales and fill
in information on checks and other forms.
Adding new employees

Suppose that Rock Castle Construction has hired a new employee and you want to add
her information to the Employee list.

1 From the Employees menu, choose Employee List.
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QuickBooks displays the Employee list.

f:. Employee List Ask ahelp question | Askll = How Do 1?7 |8 _ |O0) x

|

333-44-5555 Lian T. Millar
563871234 Elizabeth M. Magon
444-55-6EE6 Gregg 0. Schneider

TEmployee v | Activiies ~ | Repots + [ 2ho

The Employee list is where you add a new employee, edit information for an
existing employee, or delete an employee name (as long as you have not used the
employee name in any transactions).

2 Click the Employee menu button and choose New.

QuickBooks displays the New Employee window.

Mew Employee Ak a help question [Ask |l How Do 17 _ (O] x|
| Information for: | 1] 4 |
Change tabs: (EETEIRGE Cancel |

Personal I Address and Contact l Additional [mfo I Wext |
MrMs | _ Heb |

Leqgal Marme u Emplp}lee is
First Name I b1, I inactive

Last Mame |

Frint on I
Checks az

S5MNo. |

Gender | ﬂ
Date of Bitth | =

The Personal tab is where you enter basic information about the employee, such
as name, Social Security Number, and date of birth.

3 In the First Name field, type Marlene.
4 In the Last Name field, type Duncalf.

Notice that QuickBooks fills in the Print on Check as field with the information
you entered in the name fields. You can enter a different name if you wish.

5 In the Social SS No. field type 123-45-6789.

6 In the Gender field, select Female from the drop-down list.
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7 In the Date of Birth field, type 7/18/82.
The Personal tab should look like this.

Mew Employee Ak a help question |Ask |l How Do 17 _ (O] x| |

| Infarmation for: - Marlene Duncalf | oK |
Change tabs: |Personal Info =| Cancel |

Perzonal I Address and Contact l Additional [nfo I Mest |
Messs . [ Help |

Leqgal Marme Emplp}lee is
First Mame  |Marlene k.l I inactive

Last Mame |Duncalf

E{E:ir; o |Marlene Duncalf

55 No. 123456739

Gender IFemaIe ﬂ
Date of Bith [7/16/82 =l

8 Click the Address and Contact tab.
9 In the Address field, type 195 Spruce Avenue, #202.
10 For the City, State, and Zip fields, type Bayshore, CA 94326.
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11 In the Phone field, type 415-555-1111.
When you finish, the window should look like this.

Mew Employee Ak a help question [Ask |l How Do 17 _ (O] x| |

| Information for: - Marlene Duncalf | oK |
Change tabs: |Personal Info =| Cancel |

[ Perzonal I Address and Contact I additional [nfo I et |
Home dddress &l

Address |‘I 95 Spruce Avenue, 202 Employee is
I inactive

City |Ba_l,lshore
State oo x|Zip[asaze

Phone  [415-555-1111]

Cellular |

Alt. Phone |

Fax |

E -mail |

Fager | PIM [Pager) |

12 In the Change tabs field, select Employment Info from the drop-down list.

13 In the Hire Date, type 11/26/2007.

14 Click OK.

15 When QuickBooks asks if you want to set up payroll information, click Leave As Is.
You learn how to set up payroll in Lesson 12.

16 QuickBooks updates and displays the Employee list with the new employee’s name
added.

_ Employee List Ask ahelp question Askl ¥ How Do I?I _ ||:|| XI
Soc. Sec. # Marne MHotes I

333-44-5555 Can T. Miller
563871234 Elizabeth M. Magon
4 E

G[eﬁi 0. 5Schneider

i Employee ™|  Activities 'l Reports = | [T Shaw 4l

17 Close the Employee list.
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Working with the Vendor list

The Vendor list is where you record information about the companies or people from
whom you buy goods or services. QuickBooks uses the data in the Vendor list to fill in
purchase orders, receipts, bills, and checks as you receive and pay for goods and
services.

Adding new vendors

In this exercise, you'll add a new vendor to the Vendor list. Suppose Rock Castle
Construction is working with a new subcontractor, and it needs to add information
about the new vendor to its QuickBooks Vendor list.

1 From the Vendors menu, choose Vendor List.
QuickBooks displays the Vendor list.

B, Yendor List Ask ahelp question | Ask = How Do 17§ _ (O] x
B ank. of Arwcity -
Bayzhore Callil Service 0.00 _I
B ayzhore Water 0.00

C.L. Electric 750.00

Cal Gas & Electic 122.68

Cal Telephone 0.00

Cal0il Comparmy 0.00

City of Bayzhore 0.00

City of E ast Bayshore £9.97

City of Middlefield 0.00

Custom Kitchens of Bayshore 0.00

Draigle Lighting 0.00

Davis Buziness Associates 0.00 |
i Yendor "EI Activitier ™ | Feportz - ||_ Sl

2 Click the Vendor menu button, and then choose New.
QuickBooks displays the New Vendor window.

The New Vendor window is where you enter all of the information regarding a
new vendor, such as name, phone, contact, address, and opening balance. Just as
when you add a new customer, you start by providing basic information on the
Address Info tab.

3 In the Vendor Name field, type Hughes Electric.

This is the name QuickBooks displays for this vendor in the Vendor list. If the
vendor is an individual, you may wish to enter the last name first, then the first
name.

4 In the Company Name field, type Hughes Electric.
5 Click in the Address field, below the company name displayed on the first line.

Notice that QuickBooks displays the company name on the first line of the
Address field.

6 On the second line of the Address field, type P.O. Box 2316.

N

Press Enter to move to the next line.

8 Type Middlefield, CA 94432.
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9 In the Contact field, type David Hughes.
10 In the Phone field, type 510-555-6666.
11 In the FAX field, type 510-555-6667.

When you finish, your window should look like this.

* Mew Yendor Ak a help question | Ask |l How Do 178 _ (O x-l
Wendor Mame |Hughes Electric
Openi How do | determine OK |
A (e R I el |1 2A5/2007 | | the opening balance?

Cancel |
Address Info I Additional Infa I

Mest |
Cormpany Name|Hughes Electic Cantact IDavid Hughes Help |
Mr. /s 4. | Phore  |510-555-5665 Vendor is
First Name | B, | Fix |5‘ID-555-EBB?1 ihactive
LastMame | &t Ph, I
Address Hughes Electic Al Contact I

P.0. Box 236

Middlefield, Cé 94432 E-mail l—

Print on Check as
|Hughes Electic

Address Details |

Providing additional vendor information

The Additional Info tab in the New Vendor window is where you can enter a vendor
type (if you want to categorize your vendors), payment terms, your credit limit, the
vendor’s tax identification number, whether this vendor is eligible for a 1099 form,
and your opening balance. You'll add this information now for Hughes Electric.

To add information to a vendor record:
1 Click the Additional Info tab.
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QuickBooks displays the Additional Info tab of the New Vendor window.

* Mew Yendor

Ak a help question | Ask |l How Do 178 _ (O x-l

Wendor Mame |Hughes Electric

How do | determine OK

Opening Balance |

Address Infa I Additional Info I

e |1 215/2007 B the opening balance?
Cancel

Mest

(ke

Account Mo, ||— Custor Fields Hel
Dizzount &vailable I =P
Categorizing and Defaults Yendor is
Tupe inactive

| hd

Terms
Credit Limit I
Tax D I

Define Fields |

™ Vendar eligible for 1093

2 In the Account No. field, type 123-445.
3 In the Type field, type Subcontractors.
Notice that when you type “sub,” QuickBooks fills in the rest of the word.
4 In the Terms field, choose 2% 10 Net 30 from the drop-down list.
5 In the Credit Limit field, type 2000 and press Tab.

Your New Vendor window should resemble the figure below.

* Mew Yendor sk a help question | Ask il How Do 17§ _ (O] x| |

Wendor Mame

IH ughes Electic

How do | determine 1] 8
as of [12/15/2007| B

the opening balance?
Cancel |
Mext |

Opening Balance |

Address Info I Additional Info I

Account Mo, |1 23.445 Cusztom Fields e
Dizcount &vailable I P |
Cateqgoarizing and Defaults Yendor is
Tupe inactive
|S ubcontractors j
Terms
2% 10 Net 30 |
Credit Limit |2,DDD.EID
Tax D ||
Define Fields |
™ Wendor eligible for 1099
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6 Click OK.
QuickBooks adds the vendor and displays the updated Vendor list.

Po. Yendor List Azk a help question | Ask |l How Do 1?8 _ [O)

Hughes Electic 0.00

Kershaw Computer Services

Keswick Insulation 0o

Larzon Flooring 40.00

Lew Flumbing 1.330.00

MeClain Appliances 0.oo

tendaza Mechanical 0o

tiddlefield Draal 1.200.00

Patton Hardware Supplies 1296420 _I
Permy wWindows & Doars 998500

(BCC - 4321 0.00

(BCC - 4322 0.0o

(BCC - 4423 0.00 |
dor "EI Lctiviies T | Reportz = ||_ |

Notice that Hughes Electric has been added to the list.
7 Close the Vendor list.

Adding custom fields

QuickBooks lets you add custom fields to the Customer:Job, Vendor, Employee, and
Item lists. Custom fields give you a way to track additional information specific to
your business. For example, you can add a field for pager numbers to your Vendor and
Employee lists, a field for customers’ birthdays to your Customer:Job list, and fields for
units of measurement, color, and size to your Item list.

When you add the custom fields to your sales forms or purchase orders, the fields are
prefilled with the information for that specific customer, employee, vendor, or item (if
you specified a value for the custom field when you added the customer, for example).
You don't have to add the custom fields to your forms, however; you can also use
custom fields as a way to record information just for your use, such as a credit rating
for each customer. QuickBooks remembers the information you entered in the custom
tields when you import and export data and when you memorize transactions.

For each of the names lists (customer, vendor, and employee), you can add up to seven
custom fields, including fields that are on more than one list. For example, if you add
a custom “Birthday” field for customers and vendors, QuickBooks counts it as one
field used for each—for a total of two custom fields. You can add up to five custom
fields for the Item list. (Custom fields for the Item list are tracked separately from
custom fields for the customer, vendor, and employee lists.)

After you add custom fields, you can use them on invoices, credit memos, sales

receipts, purchase orders, estimates (QuickBooks Pro and Premier only), and sales
orders (Premier only).
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Adding custom fields for customers, vendors, and employees

You can enter information in the custom fields only through the New or Edit windows
(for example, the New Customer or Edit Customer windows). You can display
information from the custom fields on form as well as add custom fields to reports.

First, look at the custom fields that Rock Castle Construction has already added to its
Customer:Job, Vendor, and Employee lists. Then, you’ll add two new custom fields.

To add custom fields:

1 From the Customers menu, choose Customer:Job List.
QuickBooks displays the Customer:Job list.

2 In the Customer:Job list, select Cook, Brian.

3 Click the Customer:Job menu button, and then choose Edit.

QuickBooks displays the Edit Customer window.

& Edit Customer sk a help question [Ask il How Do 17§ _ (O] x| |
Custommer M ame Brian
Currert Balance:  7.812.63 How do | adjust the curent balance? Ll

Address Info I Additional Info I Fayment |nfo ] o
otes |

C;:.:Zm | E:ntad :Brian ar Caral Help |
ore 415-565-2248 :
" Customer is
Check Credit | R I I e
Mudbds o [ Al Ph. 550220
First Mame Erian k.1 IK_ Alt. Contact IBlian [wark number]
Lazt Mame |[;00k E-mail |bcook@samplename. cam
Addresses
Bill To Ship To
Brian K. Cook,
345 Chermry Lane
iddlefield Ca 94482 »x Copw s |
Address Details | Addregs Details | ‘i
Go ta Customer
Manager

4 Click the Additional Info tab.
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QuickBooks displays the Additional Info tab in the Edit Customer window.

% Edit Customer Aszk a help question | Askll ™ How Do 178 _ |0 x-l
Customer Name |ngk, Erian
Curert Balance : 781263 How do | adjust the curment balance? 0K |
Cancel |
Addreszs Info I Additional Info I Payment Info I
Motez |
Cateqgorizing and Defaultz Price Lewvel I j Help |
J Custom Fields Customer is
Contract # I J | -
j B-Day I‘IDJSJBD

Spouse’s Mame Il:arol

Prefermed Send Method

[E-mai =]

Sales Tax Information

Tax ltem Define Fields |
Tax Code ISan Daminga j

Wj Rezale Humber
l—

Go to Customer
Manager

5 Click Define Fields.
QuickBooks displays the Define Fields window.

Define Fields

Tobe uged for ok |

Label Customers:lobs  Wendors  Employees
Cancel

Help |

[Discount wailable
oy
[Date of last raiee.
[Spouse’s Name

"
~
"
~
=
~
-
[ r
-
e
-
e
=
e
-

CECE TR TR
o

Notice that Rock Castle Construction has already set up custom fields in the
Customer:Job list for contract number, birthday, and spouse’s name. In the Vendor
list, they have set up a custom field for discount available. In the Employee list,
they have set up custom fields for the date of last raise and spouse’s name.

Now, you'll add a custom field for pager numbers to the Customer:Job and Vendor
lists. You'll also add a custom field to the Employee list that tracks the date of each
employee’s last review.
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In the first blank Label field, type Pager Number.
Click the Customers:Jobs checkbox to select it.
Click the Vendors checkbox to select it.

In the next blank Label field, type Date of last review.

= O 0 N O

0 Click the Employees checkbox to select it.

Your Define Fields window should now look like this.

Define Fields

To be uged for
Label Customers:lobs  Wendors  Employees

[BDay

Cancel

|

' Help
'

i~

v
-

S i e i e S Y IR i Y B R
D

=
=
F
-
F
=
F
-

11 Click OK.

12 If you see an informational message about using the custom fields in transactions
by turning them on in your custom templates, click OK.

QuickBooks has added the Pager Number field to the Edit Customer window.

% Edit Customer Azk a help question | Ask§ ™ How Do 178 _ |00 x-l
Customer Name ||:ggk, Brian
Curent Balance :  7.812.63 Howe do | adjust the curent balance? LI
Cancel |
Address nfo IAdditiunaI Info I PFayment Info I
Motez |
TEategonzmg and Defaults Price Level I j Help |
Ype .
prme e J Custom Fields Customer is
I ESIEont Contract # I r -
Terms
|Net a0 j B-Day |1D£8£BD
FRep Spouse's Name ICaroI
I j Fager Murnber |
Preferred Send Method
[Emai =

Sales Tax Information
Tax ltem

Tax Code I: = ::)orjwin;: j
Wj esale Mumber

Go to Customer
Manager
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LESSON 3

13 In the Pager Number field, type 415-555-9876.

If you customize your sales forms to display the Pager Number field, this number
displays whenever you create a form for this customer. It also displays on reports
modified to display the Pager Number column.

14 Click OK to close the Edit Customer window.
15 Close the Customer:Job list.

Adding custom fields for items

Now suppose that Rock Castle Construction wants to add another custom field to its
Item list. The company purchases several types of locking doorknobs. The Item list
already has custom fields for Color and Material, but now Rock Castle wants to add an
additional field to track Style.

To add custom fields for items:
1 From the Lists menu, choose Item List.

QuickBooks displays the Item list, as shown below.

B

g

+Concrete Slab Foundation slat| Service Constuction: Labor

<+ Floor Plans Floor plans Service Construction; Miscellaneous

<+ Framing Framing labor | Service Construction; Labor 55,00

+|nstallation Inztallation labo | Service Constuction: Labor 35.00

+Labor Service Constuction: Labor 0.00

+ Mileage Service Mileage Income 0 0.265

+Hemoval Remorwal labor | Service Construction: Labor 35.00

+ Fepairz Fepair work Service Construction: Miscellaneous 35.00

+5Subs Subcontracted |Service Construction: Subcontractor: 0.00
@ Carpet Install carpeting| Service Construction: Subcontractor: 0.00
@ Dinpweall Install dipwall | Service Construction: Subcontractor: 0.00
@ Duct Work Heating & Air Co| Service Construction: Subcontractor: 0.00
+Electrical Electrical work. |Service Construction: Subcontractor: 0.00
# Inzulating Install inzulation| Service Construction: Subcontractor: 0.00
«Metal Wik Metal Work Service Construction: Subcontractor: 0.00
+ Painting Painting Service Construction: Subcontractor: 0.00
@ Plumbing Plumbing Service Construction: Subcontractor: 0.00 ﬂ

Activies ™ | Reports = | I | S bl

2 In the Item list, select Lk Doorknobs (a sub item of Hardware).

3 Click the Item menu button, and then choose Edit.
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QuickBooks displays the Edit Item window.

Edit Item Ak a help question | Askl = How Do 1? !E[

Cancel

Custom Fields |
Item Mame/Mumber [V Subiter of :
Lk D oorknobs IHa[dwa[e j Spelling |

Type oK |
Inwentory Part - | Usze for goods you purchase, track as inventary, and resell

— Purchaze Information ———— — Salez Infarmation B M s el
Description on Purchaze Transactions Description on Sales Transactions
Locking interior doorknobs Part # DK415 Locking interior doorknobs
Cost Iw Sales Price Im
COGS Account Imj Tax Code ITj
Prefermed YWendor Imj Income Account Icgnst[uctign:Mate[ials j

— Inventony Information

Azzet Account Rearder Point OnHand Avg. Cost  On P.O.
Inventory Asset j |5IJ.EID 10 35.26228 0
Click Custom Fields.

QuickBooks displays the custom fields already defined for this item.
Click Define Fields.
QuickBooks displays the Define Custom Fields for Items window.

In the “Use” column, click the first blank checkbox to select it. Then type Style in
the Label field.

Define Custom Fields for Items

s Label 0K |

-

||:D|DI Cancel
IMateriaI Help |
|

i i B A

Click OK to close the window.

If you see an informational message about using the custom fields in transactions
by turning them on in your custom templates, click OK.

In the “Custom Fields for Lk Doorknobs” window, type Round in the Style field.

Calar INaturaI LI
I aterial IEhrome Cancel |
Style [Foud Hep |

Define Fields |
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LESSON 3

10 Click OK to close the Custom Fields for Lk Doorknobs window, and then click OK
to close the Edit Item window.

11 Close the Item list.

Managing lists

Lists are easy to manage in QuickBooks. You can sort lists, combine (merge) list items,
rename list items, delete list items, make list items inactive, and print lists.

Sorting lists

You can sort many QuickBooks lists manually or alphabetically. To sort a list manually,
simply use the mouse to drag a list item to its new location. Lists that you can sort this
way are the Chart of Accounts, Customer:Job, Class, Customer Type, Vendor Type, Job
Type, and Memorized Transaction lists.

If you have changed the order of a list by dragging items and then decide you’d rather
have an alphabetically sorted list, QuickBooks has a Re-sort List command. In the
chart of accounts, the Re-sort List command sorts alphabetically within account type;
in the Item list, the Re-sort List command sorts alphabetically within item type.

Sorting lists manually

In this exercise, you'll sort a list manually, and then re-sort it to put it back in
alphabetical order.

To sort a list manually:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for Rock Castle Construction.

Fu Chart of Accounts R help question Azkl * How Do 1?2 _ O] x
oSawngs 5 Bank 13 888 42_|
+ Accounts Receivable Accounts Receivable E2.041.34
+ Tools & Equipment Other Cumrent Asset 5.000.00
¢+Employee Loans Other Current Asset 0.00
e Inventory Asset Other Current Agset 26.926.43
+Retainage Other Current Agset 2.461.80
¢ Undeposited Funds Other Current Asset 2124.00
@ Trucks Fired Azzet 24.852.91
+ Original Cost Fired Azzet 33.852.91
+Depreciation Fired Azzet -9,000.00
+Pre-paid Insurance Other Aszet 1.041.85
+Accounts Payable Accounts Payable 30,7359.38
¢ QuickB ooks Credit Card Credit Card 70.00 |
Activiies | Reparts = ||_ Shav sl

2 Click the diamond to the left of the Owner’s Draw subaccount of Owner’s Equity.

The mouse pointer becomes a four-directional arrow.
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3 Click and hold the mouse button, and drag the pointer upward until you see a
dotted line directly below Owner’s Equity.

4 Release the mouse button to drop the account in the new position.

The Owner’s Draw account is now directly under the Owner’s Equity account.

+ Dwner's Equity E quity 19.000.00
+ Dwner's Draw E quity -6.000.00
+ Dwner's Contribution E quity 2500000

Now you can use the Re-sort List command to return the list to alphabetical order.

5 To re-sort the list alphabetically, click the Account menu button, and select
Re-sort List.
QuickBooks asks you to confirm that you want to return the list to its original
order.

6 Click OK.
QuickBooks re-sorts the chart of accounts alphabetically by account type.

7 Close the chart of accounts.

Sorting lists in ascending or descending order

Depending on the type of business you have, you may want to order your list entries
in a certain way. For example, perhaps you'd like to see people who owe you money
at the top of your Customer:Job list. In this exercise, you'll learn how to sort the
Customer:Job list in descending order by customer balance.

To sort a list in descending order:
1 From the Lists menu, choose Customer:Job List.

#. Customer:Job List

I arne

Jab Status
| # | | 15 3

<+ Abercrambie, Eristy 0.00 |
< Family Foom | Mot awarded _I
< Kitchen Pending 4.792.00
+ Remodel Bathroom In progress 1079013
+Baker, Chriz
« Family Foom Clozed
+Balak, Mike
« Utility Shed Clozed
+Barley, Renee ﬂ
dob ~| actvies v | Repots v [ o

2 Click the Balance column heading.

Notice that an arrow pointing up appears on the heading and the list is sorted in
ascending order by customer balance.
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LESSON 3

3 Click the column heading again.

Notice that the arrow now points down and the list is sorted in descending order
with the customers with the highest balances at the top of the list.

Ask a help question Askl ¥ How Do I?I - ||:|| XI
& I Mamne Balahce ~ Maotes Job Status Estimate Tatal I
+Pretell Real Estate 17.438.68 ] 18.409.93 ;I
+ 75 Sunszet Rd. 1241218 In progress 18.409.93 _I
< 185 ilks Blvd, 5.02E.50 In progress 0.00
+Robson, Darci 1242098 P 12.865.98
+Raobzon Clinic 1242098 In progress 12.865.98
+Cook, Brian TA1263 P 35,594 54
@ 2nd stary addition £.003.30 In progress 22,427 44
¢ Kitchen 2.8039.33 In progress 13.167.10
+Change Order #1 0.00 Cloged 422541 -
ob "?I Activities ¥ | Reports ||_ Sl

4 To return to the order you started with, click the large diamond to the left of the
Name column heading.

5 Close the Customer:Job list.

Merging list items

In most lists, you can combine two list items into one. For example, you may find that
you've been using two customers (because of different spellings) when you really need
only one on your Customer:Job list. You can merge list items in the Chart of Accounts,
Item, Customer:Job, Vendor, Employee, and Other Names lists.

Important:  After you merge list items, you cannot separate them. When working
in your own company file, we recommend that you back up your data
before merging list items.

In this exercise, suppose you want to merge Hughes Electric (the vendor you added
earlier in the lesson) with C.U. Electric. To merge them, you edit the incorrect name
to match the spelling of the correct name.

To merge items on a list:
1 From the Vendors menu, choose Vendor List.

QuickBooks displays the Vendor list.
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2 Double-click the entry for Hughes Electric.
QuickBooks displays the Edit Vendor window.

# Edit Vendor sk a help question | Ask |l How Do 17§ _ (O] x| |

Wendor Mame

Current Balance:  0.00 Hows do | adjust the current balance? 0K |

Cancel

Address Info I Additional Info I

Mates |
Company NamelHughes Electric Contact W Help |
Mess. [ Phore  [510-555-6666 I Vendoris
FistMame [ ML[ | R [Fioesseesr inactive
LastName | L

Address Hughes Electic Al Contact I
P.0. Box 2316 E-mail I—
tiddlefield, Ca 94432
Print on Check as
|Hughes Electic

Address Detailz |

3 In the Vendor Name field, type C.U. Electric. (This is the vendor name you want to
merge with.)

4 Click OK.
QuickBooks asks if you would like to merge the names.

5 C(lick Yes.

QuickBooks merges the two names, and you now have only C.U. Electric in the
Vendor list.

6 Close the Vendor list.

Note: You cannot merge items on the Fixed Asset Item list. In addition, if you
use assembly items in QuickBooks Premier Edition products, you cannot
merge them with other assembly items or with any other type of item.

Renaming list items

You can rename any list item. When you make the change, QuickBooks automatically
modifies all existing transactions containing the item.

Tip: If you don’t want to change existing transactions, add a new name or item
instead.

62



LESSON 3

To rename a list item in the chart of accounts:

1 From the Lists menu, choose Chart of Accounts to display the chart of accounts
for Rock Castle Construction.

2 In the chart of accounts, select Checking.
3 Click the Account menu button, and choose Edit.

QuickBooks displays the Edit Account window.

7 Edit Account Ak a help question [Ask |l How Do 17 _ (O] x| |

1] 4 |
General Inh:ll Online [nfo I Cancel |

Account is
inactive
Narne |Ehecking
[ Subaccount of I j
Description IGreat Statewide B ank
Bank Acet. [r55.-333-2222 How Dol choose

the: right tax line?

Tay Line | <Unassigned: ﬂ

Remind me to order checks when | print check number I

% Order Checks |

4 In the Name field, type Master Checking Account.
5 Click OK.

QuickBooks changes the account name in the chart of accounts.

g b  ank, . -

+Savings # |Bark 13.868.42 _I
+ Accounts Receivable Accounts Feceivable E2.041.94
< Employee Loanz Other Current Aszet 0.00
@ |rwentary Asset Other Current Aszet 26,926.43
< Fetainage Other Cumrent Aszet 2461.80
< Toolz & Equipment Other Current Aszeat 5,000.00
¢ Undepozited Funds Other Current Aszet 2.124.00
2 Trucks Fixed Asszet 24 85291

+ [lepreciation Fized Aszzet -3.000.00

+ [riginal Cozt Fixed Asszet 3385291
@ Pre-paid Insurance Other Aszet 1.041.85
@ Accounts Payable Accounts Payable 30.739.28
+Cal0il Card Credit Card 71.02 ﬂ

Activies ™ | Reports > [T St &l

6 Close the chart of accounts.
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Deleting items and making list items inactive

You can delete list items only if you have not used them in any transactions. If you try
to delete a list item that is used in a transaction, QuickBooks displays a warning that
the item can’t be deleted. If you don’t want to use a list item but you can’t delete it,
you can make it inactive.

To make a list item inactive:

1 From the Customers menu, choose Customer:Job List.
QuickBooks displays the Customer:Job list.

2 Select Milner, Eloyse in the list. (Select her name, not the job.)

3 Click the Customer:Job menu button, and choose Make Inactive.

Notice that Eloyse Milner (and the job for her room addition) no longer appears
on the Customer:Job list. (The customer:job item is only removed from the
list—transactions associated with this customer:job will still show in reports.)

Ask a help question Askl ¥ How Do I?I - ||:|| XI
I amne Balahce Maotes Job Status Estimate Tatal I
+Melton, Johnny 4,933.50 ] 18,281.99;]

+Dental office 4,939.50 In progress 16.281.99
+Memen, Jeanette 0.00

« 2nd stary addition 0.00

2+ Utility Shed .00
+ Morgenthaler, Jenny 2183 | ]

+Room Addition 0.00 ] Cloged B.134.17
+Matiello, Emesto -B22.26 o 14,535.25

+ Kitchen -B22 2R Cloged 14,535.25 -

-Job v Activities 'l Reportz = ||_ Show Al

4 To see inactive list items, select the Show All checkbox in the list window.

QuickBooks displays all the list items again, but the Xs signify that this customer
is still inactive. (You make the customer active again by choosing
Make Active from the Customer:Job menu button.)

® I M ame I Balahce Maotes Job Status Estimate Tatal I
+Melton, Johnny 4,933.50 ] 16.281.99 ;I
«Dental office 4,939.50 In progress 16.281.99
+Memen, Jeanette 0.00
¢ 2nd stary addition 0.00
+ | Jtility Shed 0.00
3¢ +Miner, Eloyse 0.00 | |
+Foom addition 0.00 Cloged
+ Morgenthaler, Jenny 271.53 £.134.17
+ R oom Addition 0.00 ] Cloged B.134.17 -
CustomerJob = | Activites  * | Reparts * ||7 S how Al

5 Leave the Customer:Job list open, you’ll print it in the next exercise.

64



LESSON 3

Printing a list

You can print a QuickBooks list for reference, or you may print a list to a file to use in
your word processor or spreadsheet.

To print the customer:job list:

1

4

Click the Customer:Job menu button, and then choose Print List.

QuickBooks displays a message telling you that you can also print list information
from the Reports menu.

Click OK to bypass the List Reports message.

QuickBooks displays the Print Lists window, which displays the name of your
printer and printer port.

You can select to print to a printer or to a file.
Click Print.
Note: This is a fairly long list, so if you don’t want to print it now, click Cancel.

Close the Customer:Job list.

If you want to print information for selected customers only, you can generate and
filter the Customer Contact report for those customers. You can also modify the report
to include the columns that you want.

To print information for selected customers:

1

o a b~ WN

0 N

From the Reports menu, choose List, and then choose Customer Contact List from
the submenu.

Click Modify Report.

Click the Filters tab.

Select Customer in the Filters list.

In the Customer field, choose Selected customers/jobs.

Make sure Manual is selected and then click to put a checkmark next to those
customers about which you want to print contact information.

Click OK to close the Select Customer Job window.
Click OK to close the Modify Report window.
Print the report.
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Working with bank accounts

Lesson objectives

To learn how to work with the registers for QuickBooks bank accounts
To demonstrate how to open a register

To learn the features common to all registers

To learn when and how to make entries directly in the register

To demonstrate how to reconcile a QuickBooks bank account

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 4 and then click Save.

Click Restore.

Writing a QuickBooks check

You can enter checks directly into the check register by using the QuickBooks Write
Checks window. When you enter a check at the Write Checks window, you can see the
address information and easily allocate the check between multiple accounts.

Suppose that you need to write a check to pay Rock Castle Construction’s telephone
bill.
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To write a check:
1 From the Banking menu, choose Write Checks.
QuickBooks displays the Write Checks window.

= write Checks - Checking Ask a help question | Ask [l = How Do 17 8 _ (O] x
@Erevious @ﬂext @Plin_t v| %{Find

j Ending Balance 45,423,958
Mo 301
Date 12/415/2007 |
Pay ta the Order of '| $ 0.00

Dallars

Address

Expenses $0.00 I |tems $0.00 'Il- Online Payment [~ To be printed
Account Amount Femo Customer.Job H J

hd|
Clear Splits Fiecalzulats Save & Close Save &k Mew | Clear |

Spend more time growing your business and less time doing pavrol - find out more sbout Intuit Payral... 7,

The Bank Account field shows the account from which you are writing this check.
QuickBooks displays the current date in the Date field. (The sample data is set to
display December 15, 2007 as the current date.) You can change either of these
values if you wish, but they are fine for our example.

2 Select the “To be printed” checkbox.
QuickBooks displays a checkmark in the checkbox.
3 In the Pay to the Order of field, type Cal Telephone.

4 Press Tab to move to the Amount field.

Tip: QuickBooks has an AutoRecall feature that fills in the amount from the last
transaction with a payee. This is convenient when you have recurring
payments of the same amount. You can turn on AutoRecall by choosing
Preferences from the Edit menu. Click General, and then select the checkbox for
“Automatically recall last transaction for this name” on the My Preferences tab.

5 Type 156.91 (the amount of the telephone bill), and then press Tab.

Notice that QuickBooks spells out the amount of the check for you on the line
below the payee.
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Working with bank accounts

6 Click in the Account column on the Expenses tab, and then choose
Utilities:Telephone from the drop-down list.

Your screen should resemble the following figure.

= ‘Wiite Checks - Checking Aszk a help question | Ask il How Do 17§ _ (O x
ﬂErevious @ﬂext @F‘rinﬁ v| ﬁFind
Bank &ccount |Ehecking j Ending Balance 45,423.93
Ma. To Frint
Date 124152007 &
Pay to the Order of  Cal Telephone - $ 15691

One hundred fifty-six and 911007 555 6 s as s o sa s s nnn s a s H A AR R AR A RRRH SR E SR e

Cal Telephore
P.0. Box 1100
Address | Middlefield Ca 94482

Expenses $156.91 | ltems $0.00 ]l_ rifine Fayment M | To be printed
Account Amount tMemo Customer.Job =]

Ptilities: T elephore hd 156.91 hd =

Clear Splitz Fecalzulate Save & Cloze Save &k Hew | Clear |

Spend more time qrowing vour business and less time doing paroll - find out more about Intuit Papol..

The Expenses tab is where you assign the amount of the check to one of the
expense accounts on your company’s chart of accounts. In this case, Rock Castle
Construction assigns the check to its Utilities account and the Telephone
subaccount. You use the Items tab only when purchasing items you plan to stock
in inventory.

7 Click Save & Close.
8 From the Banking menu, choose Use Register.

Rock Castle Construction has more than one type of bank account, so QuickBooks
displays the Use Register window and asks you to specify the account you want.

-]

Select Account

0Ok | Cancel |
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9 Click OK to accept Checking as the account whose register you want to see.

QuickBooks opens the Checking register.

Ask a help question | Ask = How Do 17§ _ (O x
3@0 to... | @F’lin_t... | @Ed_itTransaction Quickﬂepolt

[ ate MHumber FPayee Payment S Deposzit Balance
Type Account | Mermo
12152007 TaPrint || Cal Telephane 156.91 4E,392.07 =
CHE. Ltilities: Telephone
12A76/2007 SEMD 500.00 46,832.07
TRAMNSFR|| 5avings
12A8/2007 SEND wheeler's Tile Ete. £25.00) 4E,267.07
BILLPMT |[Accounts Papable H-18756
Mumber _||Payes X Pavment Dreposit
Account LI Mema -|
Splits | Ending balance 48, 267.07
r 1-Line
soitby fDate, Type, Number.-’F!elj Record Fiestore

Gain peace of mind with the "Mo Penaliies" quarantee from BuickBooks &zsisted Payrall %

Notice that the check you just wrote is listed in the register as a check that needs
to be printed.

10 Close the Checking account register.

Using bank account registers

When you work in QuickBooks, you often use forms—such as a check or an invoice—
to enter information. But behind the scenes, QuickBooks records your entries in the
appropriate account register. Each balance sheet account listed on the chart of
accounts has a register associated with it (except the Retained Earnings account).

Opening a register

When you have a QuickBooks form displayed on your screen, you can view its account
register by choosing Use Register from the Banking menu, or by double-clicking the
account name in the chart of accounts.

To open a register (when no form is open):
1 From the Lists menu, choose Chart of Accounts.

71



Working with bank accounts

QuickBooks displays the Chart of Accounts window.

Checking

T T T ol sk & help question | Ask ll How Do 178 _ O] x

Bslance

-

4

+Savings # |Bark 13.868.42 _I
+ Accounts Receivable Accounts Feceivable £2.041.94
< Toolz & Egquipment Other Current Aszet 5,000.00
< Employee Loanz Other Current Aszet 0.00
@ |rwentary Asset Other Current Aszet 26,926.43
«Fetainage Other Current Aszet 2.461.80
¢ Undepozited Funds Other Current Aszet 2.124.00
2 Trucks Fixed Asszet 24 85291
+ [riginal Coszt Fized Aszzet 3385291
+ [lepreciation Fixed Asszet -3.000.00
@ Pre-paid Insurance Other Aszet 1.041.85
@ Accounts Payable Accounts Payable 30.739.28
<+ QuickBoaoks Credit Card Credit Card 70.00 ﬂ
Activies ™ | Reports = | = | Ehimvnsl

2 In the chart of accounts, double-click the Savings account.

QuickBooks opens the register for Rock Castle Construction'’s Savings account.

Ask a help question | Ask = How Do 17 |§ _ (O x
3 Goto... | @ Print... | @ Edit Transaction Quickﬂepolt
[ ate MHumber FPayee Payment S Deposzit Balance
Type Account | Mermo
12/06/2007 Teschner, Anton:Sun Room 5,000.00 3936842 =
PrT Accounts Receivable
12/09/2007 25,000.00, 14,368.42
TRAMNSFR|| Checking Funds Tranzfer
12A6/2007 SERND 500.001 13.868.42
TRAMNSFR|| Checking Fundsz Transfer
Number |[Paves T ||Favment Dreposit I
Account LI Mema -|
Splits | Ending balance 13.868.42
r 1-Line
soitby fDate, Type, Number.-’F!elj Record I Fiestore
Emploves Organizer provides compliance guidance for employment proceszes - find out how it can belp poul %

Common features of QuickBooks registers

All QuickBooks registers work the same way, regardless of the accounts with which
they are associated. Here are some common features of all QuickBooks registers:

m  The register shows every transaction that affects an account’s balance and lists
them in chronological order (though you can change the order by choosing a
different option from the Sort by drop-down list). For example, in a checking
account, the register shows checks you’'ve written (either with QuickBooks or by
hand), deposits to the account, and withdrawals from the account.
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The columns in the register give specific information about the transaction. The
first column is the date. The second column shows a reference number (a check
number or a vendor’s P.O. number) and a type (to tell you whether the transaction
represents a check or a bill payment, for example). The next column lists the
payee, the account to which you've assigned the transaction, and any descriptive
memo you choose to type. The final columns for a bank account show the
transaction amount (either in the Payment or Deposit column) and whether the
transaction has cleared the bank (indicated by a checkmark in the column).

On every transaction line, QuickBooks shows the account’s running balance. The
bottom of the register window shows the account’s ending balance—the balance
takes into account all the transactions entered in the register, including checks you
haven't yet printed.

To complete the exercise:

1
2

Close the Savings register window.

Close the chart of accounts.

Entering a handwritten check

Sometimes you need to write a check on the spot for items you did not plan to
purchase. QuickBooks lets you write the check, and then enter it later in the checking
account register or on the check form.

Suppose that while picking up supplies one day, you stop at Bayshore Office Supply
and find a new office chair on sale for $99.95. The sale ends today, so you write a check
on the spot. You'll have to enter it in QuickBooks later.

To enter a handwritten check in the checking account register:

1

From the Banking menu, choose Use Register.

QuickBooks displays the Use Register window.

Click OK to accept Checking.

QuickBooks displays the register for the Checking account.

Click in the Number field in the blank transaction at the bottom of the register,
then double-click to highlight the number that QuickBooks prefills.

Type 1204, and then press Tab.
In the Payee field, type Bayshore Office Supply, and then press Tab.

QuickBooks displays a message telling you that Bayshore Office Supply is not on
the Name list.
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6 Click Quick Add.
QuickBooks displays the Select Name Type window.

Select Name Type

Select which twpe of name to add then click
ak.

i

" Customer
" Employes
" Other

1.9 | LCancel |

Bayshore Office Supply is a vendor, so you can accept the displayed choice.
7 Click OK.
QuickBooks adds the new vendor to the Vendor list.
8 In the Payment field, type 99.95, and then press Tab.
9 In the Account field, type Of, and then press Tab.
QuickBooks fills in Office Supplies.
10 In the Memo field, type Office chair.

The Checking account register on your screen should resemble the following

tigure.
Ask a help question | Ask = How Do 17§ _ (O x
3 Goto... | @ Print... | @ Edit Transaction Quickﬂepolt
[ ate MHumber FPayee Payment S Deposzit Balance
Type Account | Mermo
121542007 To Print || Cal Telephone 156.91 4E,392.07 =
CHE. Ltilities: Telephone
121642007 SEND 500.00 46,832.07
TRAMNSFR|| 5avings
1241942007 SERND Whesler's Tile Etc. £25.001 4E,267.07
BILLPMT |[Accounts Papable H-18756
12/415/2007 E|1204 Bayshore Office Supply r|93.595 Dreposit I
CHE Office Supplies 7] Office Chaid -|
Splits | Ending balance 48, 267.07
r 1-Line
soitby fDate, Type, Number.-’F!elj Record Fiestore
- Find a professional who can provide advice on QuickBooks and accounting matters. %

11 Click Record.
12 Close the Checking account register.
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Transferring money between accounts

You can easily transfer money to different accounts using the QuickBooks Transfer
Funds Between Accounts window. Rock Castle Construction wants to transfer
$5,000.00 from checking to savings.

To transfer money:
1 From the Banking menu, choose Transfer Funds.

QuickBooks displays the Transfer Funds Between Accounts window.

i Transfer Funds Between Accounts Ask a help question | Ask il = How Do 178 _ O] %

ﬂErevious @ﬂext | I

Transfer Funds
Date 12/15/2007 @

Transfer Funds From j Account Balance 13.868.42
Transfer Funds To I j
[T Online Funds Transfer Transfer dmount §

I erma |Funds Transfer

Save & Close | Save &k Hew | Clear |

Notice that QuickBooks displays the current balance for the Savings account.
2 In the Transfer Funds From field, choose Checking from the drop-down list.

3 In the Transfer Funds To field, choose Savings from the drop-down list.
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4 In the Transfer Amount field, type 5000.

Your screen should resemble the following figure.

i Transfer Funds Between Accounts Ask a help question | Ask il = How Do 178 _ O] %

ﬂErevious @ﬂext |

Transfer Funds

Date 12/15/2007 @

Transfer Funds From IEhecking j Account Balance 4616712
Transfer Funds To ISavings j Account Balance 13,868.42
[T Online Funds Transfer Transfer Amaunt % 5000

I erma |Funds Transfer

Save & Cloze Save &k Hew Clear

5 Click Save & Close.

QuickBooks decreases the balance in the checking account by $5,000 and increases the
balance in the savings account by $5,000.

Reconciling checking accounts

Reconciling is the process of making sure that your checking account record matches
the bank’s record.

An overview of reconciliation

When you keep your records with QuickBooks, you don’t have to worry about
addition or subtraction errors like you do when you're using a paper check register.
Even so, it is important to get in the habit of reconciling your QuickBooks bank
accounts on a monthly basis. This helps you avoid overdraft charges for bad checks,
gives you a chance to spot possible bank errors, and helps you keep more accurate
financial records.

Your bank sends you a statement for each of your accounts each month. The
statement shows all the activity in your account since the previous statement:

m  The opening balance for your bank account (amount in your account as of the
previous statement)

m  The ending balance for your bank account (amount in your account as of the
closing date for the statement)

m  The amount of interest, if any, you've received for this statement period
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m  Any service charges assessed by the bank for this statement period
m  Checks that have cleared the bank
m  Deposits you've made to the account

m  Any other transactions that affect the balance of your account (for example,
automatic payments or deposits or ATM withdrawals or deposits)

When you receive a statement from your bank or from a credit card company, you
need to reconcile the statement with your QuickBooks records. You can reconcile any
QuickBooks bank account, including accounts for savings and money market funds.
The goal of reconciling is to make sure that your QuickBooks records and the bank’s
statement agree about your account balance.

Marking cleared transactions

To begin reconciling an account, you need to tell QuickBooks which account you want
to reconcile. Then you can provide information from the top part of your bank
statement.

To reconcile your account:
1 From the Banking menu, choose Reconcile.

QuickBooks displays the Begin Reconciliation window.

Begin Reconciliation Ask a help question | Ask |l How Do I?

Select an account to reconcile, and then enter the ending balance from pour account statement.

Account

j last reconciled on 11414/2007.

Statement Date [12/14/2007 |

Beginning Balance 23171.79 “what if my beginning balance doesn't match my statement?
Ending Balance I

Enter any service charge or interest earned.

Service Charge  Date Account
[non [02/15/2008 B [Bank Service Chaiges 7|
Interest Earmed  Date Account
| [0 [0z/15/2008 @) | |
Locate Discrepancies | Continue | Cancel | Help |

2 In the Account field, make sure Checking is selected.

w

In the Statement Date field, type 12/15/2007.
4 In the Ending Balance field, type 34592.98.
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6

In the Service Charge field, type 14.00.

Your screen should resemble the following.

Begin Reconciliation Ask a help question | Ask |l How Do I?

Select an account to reconcile, and then enter the ending balance from pour account statement.

Account IChecking j lazt reconciled on 11./14/2007.
Statement Date [12/15/2007 |
Eegirning Balance 23171.79 “what if my beginning balance doesn't match my statement?
Ending Balance 3459292
Enter any service charge or interest earned.
Service Charge  Date Account
[14.0d [02/15/2008 B [Bank Service Chaiges 7|
Interest Earmed  Date Account
| [0 [0z/15/2008 @) | |

Locate Discrepancies | Continue | Cancel | Help

Click Continue.
QuickBooks displays the Reconcile - Checking window.

You can select which columns you want to display by clicking Columns to Display.

"E Reconcile - Checking Ask a help question | Ask il How Do 17 | _ (O x

Fieconciling for the periad ending 12415/2007

[~ Shaw only tranzactions on or before the statement ending date:

Checks, Payrents and Service Charges Depozits and Other Credits
< [ate Chi # Payee Amount v Date Chi # Payee Amount
11/26/2007 4230000 |« 11/05/2007 Funds Transter 500000 |«
124122007 Teschner, Anton: 1.200.00 1142022007 7 Bumey. TorwFepl 210.00
12/15/2007 [ aigle Lighting E40.32 11421/2007 591253
12/15/2007 Perry Windows & B.935.75 11/25/2007 473275
12/15/2007 Lew Plumbing 45.00 11/25/2007 10,000.00
12415/2007 Sergeant Inzurang E75.00 11/25/2007 3.750.00
12/15/2007 Cal Telephone 16691 11/25/2007 14.500.00
12/15/2007 5.000.00 LI 11/25/2007 1.200.00 LI
tdark Al | Unmark Al | GoTo | M atched | Columns to Display... |
Beginning Balance 2317179 Modify | Service Charge 14.00
Items you have marked cleared — Inter_est Eamed 0.0
0 Deposits and Other Credits 0.00 Ending Balance 34,592.98
1 Checks, Payments and Service 14.00 Cleared Balance 23.167.79
Charges Difference 11.435.19
Reconcile How Leave

7 Select Mark All.

QuickBooks places a checkmark to the left of all items.

If you need to make a correction to a transaction before you reconcile the account,
highlight the transaction, and click Go To. QuickBooks takes you to the
transaction and allows you to return to the reconciliation without losing your
work.

In the Checks, Payments and Service Charges section, click to clear the
checkmarks for all items with dates later than 12/12/2007).
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9 Repeat the process in the Deposits and Other Credits section—click to clear the
checkmarks for all items with dates later than 12/12/2007.

Your screen should resemble the following figure.

"E Reconcile - Checking Ask a help question | Ask il How Do 17§ _ (O x
Reconciling fior the period ending 1241542007 [~ Show only transactions on or before the statement ending date
Checks, Payrents and Service Charges Depozits athd Other Credits
< [ate Chi # Payee Amount v Date Chi # Payee Amount
V1241272007 292 |East Bayshore Aul R32497 ;l < [1241/2007 772258 |«
V|12412/2007 | 233 |Ewpress Delivery T0.00 < [12411/2007 440.00
12/15/2007 | 234 | 5loan Roofing 5.700.00 < [1212/2007 493612
< |10/28/2007 | 236 |Bank of Anycity BR0.00 1243/2007 Abercrombie, Krist 753328
¥ |11/28/2007 | 297 |Bank of Anycity BR0.00 4.700.00
V |10/22/2007 | 2358 |Bank of Anycity 24413 45.00
< |11/22/2007 |233  |Bank of Anycity 24413 13.560.39
12A6/2007 [1204  [Bayshore Office 5 FEEApsl [1zAae/2007 [SEMDl | BO0.O0 =
tdark Al | Unmark Al | GoTo | M atched | Columns to Display...
Beginning Balance 2317179 Modify | Service Charge 14.00
Items you have marked cleared — Inter_est Eamed 0.0
21 Deposits and Other Credits 129.430.31 Ending Balance 34,592.98
E0 Checks, Payments and Service 118.009.12 Cleared Balance 34.5392.53
Charges Difference 0.00
Reconcile How Leave

10 Click Reconcile Now.

QuickBooks displays the Select Reconciliation Report window.

Select Reco

Congratulations! v'our account is balanced. &ll marked
items have been cleared in the account register.

Select the tope of reconciliation report you'd like to see.

" Summany
" Detail

To wiew this report at a later ime, select the Report menu,
dizplay Banking and then Previous Reconciliation.

Qispla_l,ll Frint.... | Cancel |

11 In the Select Reconciliation Report window, make sure “Both” is selected, and then
click Display.
12 Click OK at the message that QuickBooks displays.

QuickBooks displays both the reconciliation summary and reconciliation detail
reports. It’s a good idea to save each reconciliation report, but for the purposes of
this lesson viewing the reports is sufficient.

13 Close the report windows.
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Because Basic and Pro overwrite the previous reconciliation report with data from the
latest reconciliation, you may want to print a copy of the report, print the report to a
file, or save the report in PDF format in case you need to reference it again. (To save a
report in PDF format, with the report displayed, choose Save as PDF from the File
menu.) If you're using QuickBooks Premier, you can print the reconciliation reports
for all previous reconciliations.

In addition to the summary and detail reports (which you can view as PDF files), there
is an additional report option: the Reconcile Discrepancy report. The Reconcile
Discrepancy report shows changes and deletions made to previously reconciled
transactions, making it easier to find discrepancies. This report is useful when the
beginning balance that QuickBooks shows is different than the ending balance from
the bank statement for the previous period. (To generate the report, choose Reconcile
from the Banking menu, click Locate Discrepancies, and then click Discrepancy
Report.)

If the last reconciliation was in error, by clicking Undo Previous Reconciliation in the
Locate Discrepancies window, you can undo it without having to identify and
manually clear each affected transaction.

Viewing cleared checks in the register

Now you know that the balance in your QuickBooks check register is accurate as of the
latest bank statement. The next time you look at the check register, you’ll see a
checkmark in the Cleared column next to each reconciled transaction.

Open the Checking account register to see the cleared checks.
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To viewed cleared checks in the register:

1 From the Banking menu, choose Use Register.
QuickBooks displays the Use Register window.

2 Click OK to accept Checking.

3 Scroll through the register to view the cleared items.

Your register should resemble the figure below.

Ask a help question | Ask = How Do 17 |§ _ (O x
3 Goto... | @ Print... | @ Edit Transaction Quickﬂepolt
[rate MHumber Papee Payment Vi Depaosit Balance
Type Account | temo
12417142007 S 440.00 35.208.83 =
DEP Undeposited Funds  Deposit
124142007 DED Bad Check Charges 10.00) & 35.198.83
CHE. Bank Service Charges
12417142007 289 Washuta & Son Painting 4,000.00( 31.138.83
BILLPMT |[Accounts Fayable 12378
1212/2007 S 493612 361 34.95J
DEF -zplit- Deposit -|
Splits | Ending balance 4115312
[ 1-Line
Sort by |Dale, Tupe, Number.-’Flelj Record I Restore
Increase vour effectiveness and get more out of QuickBooks with our support and training offerings. %

Notice that QuickBooks displays a checkmark next to all cleared items.

4 Close the Checking account register.
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Using other accounts in QuickBooks

Lesson objectives

m To introduce the other account types available in QuickBooks

m To learn how to track credit card transactions in QuickBooks
m To reconcile a credit card account
m To see how to make a credit card payment

m To discuss the different types of asset and liability accounts you can create and see
how to track assets and liabilities in QuickBooks

m To introduce the subject of equity and QuickBooks equity accounts

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 5 and then click Save.
6 Click Restore.

84



Other account types in QuickBooks

In this lesson, you'll learn about these types of QuickBooks accounts:
m  Credit card accounts—Used to track transactions you pay for with a credit card.

m  Asset accounts—Used to track both current assets (those assets you're likely to
convert to cash or use up within one year, such as inventory on hand) and fixed
assets (such as long-term notes receivable and depreciable assets your business
owns that aren’t liquid, such as equipment, furniture, or a building).

m Liability accounts—Used to track both current liabilities (those liabilities
scheduled to be paid within one year, such as sales tax, payroll taxes, and
short-term loans) and long-term liabilities (such as loans or mortgages scheduled
to be paid over terms longer than one year).

m  Equity accounts—Used to track owner’s equity, including capital investment,
draws, and retained earnings.

Tracking credit card transactions

Many businesses pay for expenses with a credit card rather than a check. For travel
expenses especially, a credit card is invaluable because it gives a detailed listing of each
charge. You can track credit card transactions in QuickBooks just as easily as you track
expenses you pay for by check.

You should set up a QuickBooks credit card account for each credit card you use in
your business. Like any QuickBooks account, a credit card account has its own register.
The register lists all the charges and credits you've recorded, as well as payments you've
made.

The way you open and scroll through a credit card register is the same way you open
and scroll through any QuickBooks account register.

Entering credit card charges

QuickBooks lets you choose when you enter your credit card charges. You can enter
credit card charges when you charge an item or when you receive the bill. Your choice
depends on whether you like to enter information into QuickBooks incrementally or
all at once. The advantage to entering charges when you charge an item is that you
can keep close track of how much you owe. In addition, if the charge is for a particular
job, you can keep track of how much you’re spending on that job.

Suppose you have a $30 gasoline charge you want to enter into QuickBooks. The form
you use is the Enter Credit Card Charges form.
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To enter a credit card charge:

1 From the Banking menu, choose Record Credit Card Charges, and then choose
Enter Credit Card Charges from the submenu.

QuickBooks displays the Enter Credit Card Charges window.

¥. Enter Credit Card Charges - Cal0il Card EESELERERLGYCETE S TR T i)
GﬂlErevious @ﬂext | ﬁFind @Download Card Charges
Credit Card ([mETRFIET: j Enditg B alahce 71.02
Purchased Fram ~ | Ref Mo
% Charge DATE 12/15/2007 |
 Credit
AMOUNT | 0.00
tema |
Expenses $0.00 | Items $0.00 |
Account Amount tMemo CustomerJob =] J
~|
Clear Sphts | Recalculate | Save & Cloze | Save & New | Clear |

This is the window where you enter your charges. Notice that the form at the top
of the window looks just like a familiar credit card charge slip.

2 In the Credit Card field, select CalOil Card from the drop-down list (if it’s not
already selected).

3 In the Purchased From field, select Bayshore CalOil Service from the drop-down
list.

The next field is called Ref No. Most credit card receipts have some sort of
transaction number near the top, which exists for identification and tracking
purposes. Entering this number from a credit card receipt gives you additional
information for the credit card charge, but you don't have to use it. You don’t need
to enter one for this example.

4 (Click in the Amount field, and then double-click to select the entire amount.

4}

Type 30 and then press Tab.
6 Click the Expenses tab.
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7 In the detail area, click in the Account column and assign the charge to the
Automobile:Fuel expense account, as shown in the figure below. (Automobile is
the account; Fuel is the subaccount.)

¥. Enter Credit Card Charges - Cal0il Card EESCLEREEGYEETY [ DTN el - [ =] B3
ﬂErevious @ﬂext | ﬁFind @Download Card Charges
Credjt Card |CaIDiI Card j Ending Balance 71.02
Purchased From  Bawshore Caldil Service - | Ref Ma.
 Charge DATE 12/15/2007 &
€ Credit
AMOUNT | 30.00
ema |
Expenszes $30.00 ] Items 40.00 |
Account Amount femo Cugtomer.Job =]
by tornobile: Fuel s 30.00 hd -
~|
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

8 Click Save & Close to record the transaction and close the window.

After you record this credit card charge, QuickBooks adds a $30 transaction to the
credit card account register (increasing the liability by $30). It also adds $30 to the
Automobile:Fuel expense account. (You will see the increase when you create reports
on their expense accounts.)

Reconciling a credit card statement

Just as we reconciled a bank account in the previous lesson, you should compare your
credit card receipts with your statement and reconcile your credit card statement.
Reconciling a credit card account is almost identical to reconciling a bank account.

To reconcile a credit card statement:

1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Click CalOil Card in the list once to select it.
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3 Click the Activities menu button, and then choose Reconcile Credit Card.

QuickBooks displays the Begin Reconciliation window.

Begin Reconciliation Ak a help question | Ask |l How Do I?

Select an account to reconcile, and then enter the ending balance from pour account statement.

Account Caldil Card j last reconciled on 11425/2007.

Statement Date [12/25/2007 |

Beginning Balance 135.80 “what if my beginning balance doesn't match my statement?
Ending Balance I

Enter any finance charge.

Finance Charge  Date Account
[non [0ev25/2003 | | |
Locate Discrepancies | Continue | Cancel | Help |

In the Opening Balance field, QuickBooks displays the balance of all cleared
transactions in the credit card register. To reconcile a credit card statement, all you
have to do is enter the ending balance and check off each transaction listed on
your statement.

4 In the Statement Date field, enter 12/15/2007.
5 In the Ending Balance field, type 101.02.

Note: When the ending balance is different from the previous month’s ending
balance, check for cleared transactions that are now showing as uncleared.
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6 Press Continue.

QuickBooks displays the Reconcile Credit Card window.

"L Reconcile Credit Card - Cal0il Card Ask a help question | Ask il How Do I?
Reconciling for the perind ending 1241542007 [~ Shaw only tranzactions on or before the statement ending date:
Charge: and Cazh Advances Papments and Credits
< [ate Ref # Payee Amount v Date Ref # Payee Amount
12/03/2007 Bayshare Callil 5 2360 | 12/02/2007 Caldil Company 13580 |
12/12/2007 Bayshore Caldil 5 47 52
12/15/2007 Bayshore Caldil 5 3000
b ark. Al Unmark Al | GoTo | Columns to Display...
Beginning Balance 135.80 Modify | Finance Charge 0.00
Items wou have marked cleared — _
0 Payments and Credits 0.00 Ending Balance 101.02
0 Charges and Cazh Advances 0.00 Cleared Balance 135.80
Difference 34.78
Reconcile How | Leave |

The Reconcile Credit Card window shows all the transactions for the credit card
account that have not yet cleared. You'll use this window to check off the
transactions listed on your statement.

Marking cleared transactions

To mark the transactions as cleared:

1 In the “Charges and Cash Advances” section of the window, select all three
charges.

2 In the Payments and Credits section of the window, select the 12/02/07 payment
for $135.80.
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QuickBooks places a checkmark in the column to the left of each transaction you
select. Your Reconcile Credit Card window should resemble the following figure.

"L Reconcile Credit Card - Cal0il Card Ask a help question | Ask il How Do 1?
Reconciling fior the period ending 1241542007 [~ Show only transactions on or before the statement ending date
Charge: and Cazh Advances Papments and Credits
< [ate Ref # Payee Amount v Date Ref # Payee Amount
J [12/03/2007 Bayshare Caldil 5 2350 ’ 7
< |12412/2007 Bayshore Caldil 5 47 52
J [12A6/2007 Bayshore Caldil s 3000 ]
b ark. Al Unmark Al | GoTo | Columns to Display...
Beginning Balance 135.80 Modify | Finance Charge 0.00
Items you have marked cleared — _
1 Payments and Credits 136.80 Ending Balance 101.02
3 Charges and Cazh Advances 101.02 Cleared Balance 101.02
Difference 0.00
Reconcile How Leave

3 Click Reconcile Now.
QuickBooks displays the Make Payment window.

When you've finished reconciling a credit card account, QuickBooks gives you a
chance to pay part or all of the balance due on your credit card.

Make Payment |
The outstanding balance on this account iz $101.02. oK |
To pay all or a portion of this amount, select the
payment tppe and click OK. To leave the balance in F— |
the reconciled account, click Cancel.

Payment Help |

£+ Aadiite a check for payment nove
" Enter a bill for payment later

4 For this exercise, you want to write a check for payment now, so leave that option
selected and click OK.

QuickBooks displays the Select Reconciliation Report window.

Select Reconciliation Report

Congratulations! Your account iz balanced. Al marked
itemsz have been cleared in the account register.

Select the type of reconciliation report you'd like to see.

© Summary
© Detail

Ta wiew thiz report at a later ime, select the Report menu,
dizplay B anking and then Previous Reconciliation.

Qisplayl Print... | Cancel |
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5 In the Select Reconciliation Report window, select Detail and then click Display.

You don’t need to do so in this exercise, but to keep a record of the reconciliation
report, you could choose Save as PDF from the File menu and save the report as a
PDF file.

You could also click Print to print a hard copy of the report. You don’t need to
print the report for this lesson.

6 Click OK at the message that QuickBooks displays.
7 Close the report.

Paying a credit card bill

To write a check for the bill now:

1 In the Write Checks window, make sure Checking is listed as the bank account.
Notice that QuickBooks has already filled in the amount of the payment for you,
and has assigned the expense to the CalOil Card account. (If you change your

mind and decide you only want to make a partial payment, you can change the
amount here.)

= Wiite Checks - Checking Azk a help question | Ask = How Do 17 | _ (O] x
ﬂErevious @ﬂext @F‘rin_t - | %{Find

Ending B alance 46.423.98
Mo _
Date 12/15/2007 |
Py to the Order of | $ 10102
e ———

Address

Expenses $101.02 [ ltems $0.00 | Oniine Payment T To be pinied

Account Amaunt Memo CustarnerJob =]
Caldil Card 101.02 -
Clear Splitz Fiecalzulate Save & Close Save &k Hew | Clear |

Become 5 QuickBooks Professional Advisor i,

2 Click in the Pay to the Order of field and select CalOil Company as the name of
the credit card company from the drop-down list.
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3 Click the “To be printed” checkbox to select it.

= ‘Write Checks - Checking Ask a help question | Ask = How Do 17§ _ (O] x
ﬂErevious @ﬂext @F’rin_t - | aFind
Bank Accaunt [Checking j Ending Balance 46.423.98
Mao. To Frint
Date 12/15/2007 |
Fay to the Onder of  Cal0il Company - | $ 1m0z
O hundied one and 2100 = # =% % =% % = e xx s xmssxus cxnnnnnennsnnsnsssnns Dalars
Cal0il Compary
PO Box 628

Addiess | Middlefield CA 94482

Expenses $101.02 '| ltems $0.00 ||_ nlineRayment ¥ E
Account Amount temo Cuztomer.Job =]

Caldil Card 101.02 -

Clear Splits Fiecalzulate Save & Close Save &k Hew | Clear |

Become 2 QuickBooks Professional Advisor, T,

4 Click Save & Close to record the transaction.

QuickBooks subtracts $101.02 from your checking account and also subtracts that
amount from your credit card account.

Working with asset accounts

QuickBooks has two account types for tracking the value of your short- and long-term
assets:

m  An Other Current Asset account tracks assets that are likely to be converted to cash
or used up within one year. If you buy and sell inventory, the value of all your
inventory on hand is usually shown in an Other Current Asset account called
something like “Inventory Asset.” Other current assets might include treasury
bills, certificates of deposit, prepaid expenses (amounts already paid for services
your business has yet to receive), prepaid deposits (which will be returned to you
at a later date), reimbursable expenses, and notes receivable (if due within one
year).

m A Fixed Asset account tracks assets your business owns that are not likely to be
converted into cash within a year. A fixed asset is usually something necessary for
the operation of your business, like a truck, cash register, computer, or
photocopier.
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Setting up an Other Current Asset account
Suppose you need an Other Current Asset account to track a prepaid expense for rent.
(The landlord requires a six-month advance payment.)

1 In the chart of accounts, click the Account menu button, and then choose New.

QuickBooks displays the New Account window.

‘1 New Account sk a help question | Ask i How Do 17 _ (O] x| |

Type - o |
Cancel |
Mame | Mot |
I Subaccount of I j Account is
inactive
Description |
Bank Acct. Mo, |
e ine f<Unassigned> RN i

az of Am | entering the

conect opening
balance and date?

Opering Balance [ [12/15/2007 &

Remind me to order checks when | print check number I

<=y  Order Checks |

For the Type, choose Other Current Asset from the drop-down list.
In the Name field, type Prepaid rent.

In the Opening Balance field, type 6000.

Click OK.

QuickBooks displays the new account in the chart of accounts.

a b WN

,-'-“ Chart of Accounts IR e Askl ¥ How Do 1? !IE[E
<+ Prepaid rent Other Current Asset £,000.00
+ Tools & Equipment Other Current Asset 5.000.00
+Employee Loans Other Current &sset 0o _I
@ Inventany Azset Other Current Asset 2692643
+Retainage Other Current Azzet 2461.80
2 Indeposited Funds Other Current Agzet 212400
2 Trucks Fixed Azsat 24,852 91
« Original Cost Fixed Azset 3385291
« Dlepreciation Fixed Aszzet -3.000.00
@ Pre-paid Insurance Other Asset 1.041.85
@ bccounts Payable Accounts Payable 3073938
4+ QuickBooks Credit Card Credit Card 70.00
+GBLCC Dept #1 % |Credit Card 4500
+[BCC Dept #2 % |Credit Card 2500 d
Achiviies | Reports = ||_ Sl

As each month goes by and you use part of that prepaid expense, you can enter each
month’s rent as a decrease in the value of the current asset and assign it to the rent
expense account. You would enter those transactions directly in the register for the
Prepaid rent asset account.
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Setting up asset accounts to track depreciation

Fixed assets are equipment or property your business owns that are not for sale. Since
they last a long time, you don’t completely charge their cost to the year in which you
buy them. Instead, you spread their cost over several years. But because fixed assets
wear out or become obsolete, their value declines constantly from the day you
purchase them. The amount of this decline in value is called depreciation.

To determine the estimated value of a fixed asset at any point in time, you need to
subtract its accumulated depreciation (total amount of depreciation since the asset’s
purchase) from its original cost.

Usually, you'll want your balance sheet to show the original cost of an asset (plus any
subsequent improvements) on one line, with the accumulated depreciation subtracted
from the original cost on a second line, and the current value (net) on a third line. The
method you'll learn in this lesson lets you see each asset’s cost and its accumulated
depreciation separately on your balance sheet. You set up a separate fixed asset
account for each asset, and two subaccounts under each fixed asset account: one for
cost and one for accumulated depreciation.

To set up asset accounts to track depreciation on a new trailer
purchased by Rock Castle Construction:

1 In the chart of accounts window, click the Account menu button, and then choose
New.

QuickBooks displays the New Account window.

2 In the Type field, choose Fixed Asset from the drop-down list.

w

In the Name field, type Trailer.
4 Leave the opening balance blank, and click OK.

QuickBooks displays the new fixed asset account in the chart of accounts.

G U LT VPRl sk & help question | Ask il How Do 178 _ O] x

T railer 336

# Trucks 24,852.91
<+ Original Cost Firned Aszet 33.852.91 _I
+ [lepreciation Fised Azzet -9,000.00

@ Pre-paid Insurance Other Asset 1.041.65

@ Accounts Payable Accounts Payable 30.739.28

2 QuickBoaoks Credit Card Credit Card F0.00
+0BCC Dept #1 & |Credit Card 45.00
+0BCC Dept #2 & |Credit Card 25.00
+0BCC Dept #3 & |Credit Card 0.o0

+ Cal0il Card Credit Card 0.00

4+ Direct Deposit Liabilities Other Current Liability 0.00

@ Payroll Liabilities Other Current Liability 3.302.06

+5ales Tax Papable Other Current Liability 528222 ﬂ

Activies ™ Reports > [T St &l

Now you need to add two subaccounts: one for the asset’s cost, and the other for
depreciation.
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To add subaccounts:

1 In the chart of accounts window, click the Account menu button, and then choose
New.

In the Type field, choose Fixed Asset from the drop-down list.
In the Name field, type Cost.

Select the “Subaccount of” checkbox, and then select Trailer as the parent account.

a h~ WN

Leave the opening balance blank.

Tip: The opening balance is the original cost of the asset, if you purchased the
asset before your QuickBooks start date. If you're buying the asset now, as the
owner of Rock Castle Construction is, you leave the opening balance for the
Cost account blank. When you enter information about the loan Rock Castle
Construction takes out to pay for the truck (later in this lesson), you'll update
the Cost account with the truck’s original cost.

Your screen should resemble the following figure.

‘1 New Account sk a help question | Ask i How Do 17 _ (O] x| |

Ivpe  [Fined Asset ] oK |

Cancel |

Mame IEosl Mext |

v Subaccount of Ih'[ane[ j r Acealis
inactive

Description |
Mot |

; - How Do | choose

TagLine |<Unass|gned> j the right tas line?

Opening Balance I a5 of |12;15;20|3? E

6 Click OK.

7 Repeat the previous steps to add a second subaccount to the Trailer fixed asset
account. Call the subaccount “Accumulated Depreciation,” and leave the opening
balance blank.
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The New Account window should look like this.

‘1 New Account sk a help question | Ask i How Do 17 _ (O] x| |

Ivpe  [Fined Asset ] oK |
Cancel |
Harne IAccumuIated Depreciation Mest |

v Subaccourt of Ih’,ane[ j [ fecaunt s
inactive
Description |
Mate |
| mmmm o] | ks
!

Opening Balance I az of |-| 21842007 E

When you complete these steps, your chart of accounts should look like this.

Fu Chart of Accounts EEIERE RIEH] Askl * How Do I?I - ||:|| XI

I amne I £ | Tupe Balance I
¢ Undeposited Funds Other Cumrent Asget 2124.00 ;I
2 Trailer Fired Aazet 0.00
+Accumulated Depreciation Fi: _I
+Cost Fired Agzet 0.00

# Trucks Fired Agzet 24.852.31
+Original Cost Fired Agzet 33.852.91
+ Depreciation Fired Agzet -3,000.00

+Pre-paid Insurance Other Agzet 1.041.85

+ Accounts Papable Accounts Payable 30,735.38

+ QuickBooks Credit Card Credit Card 70.00
+QBCC Dept #1 & |Credit Card 45.00
+0BCC Dept #2 & |Credit Card 25.00
+QBCC Dept #3 & |Credit Card 0.0a

+ Caldil Card Credit Card 0.00 |

Activies ™ Reparts ™ [T Show Al

Note: The amount you enter as the opening balance depends on whether you
acquired the asset after or before your QuickBooks start date. If you
acquired the asset after your QuickBooks start date, you don’t enter an
opening balance. If you acquired the asset before your QuickBooks start date,
you enter the accumulated depreciation of the asset as of the start date—
entered as a negative number.

Entering depreciation transactions

When it's time to enter depreciation for an asset, you can use the register for the asset's
accumulated depreciation account.

To enter a transaction for depreciation:

1 In the chart of accounts, select the Accumulated Depreciation subaccount.
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2 Click the Activities menu button, and then choose Use Register.

QuickBooks displays the register for the Trailer:Accumulated Depreciation asset
account.

3 In the Decrease column, type 1300 and press Tab. This is the depreciation amount.
4 In the Account field, select Depreciation Expense from the drop-down list.

Your register should resemble the following figure.

&, Trailer:Accumulated Depreciation Ask a help question | Ask |l How Do I?

3@0 to... |@F’lin_t... ||ﬁEd_itTransaction Quickﬂepolt

[ ate Ref FPayee Decreaze | - Increase Balance
Type Account | Femo
12/15/2007 B||Fef Paves > |i1.300.00 |]I_nc:rease
GEMJEML Depreciation E:-cpensll Memo

Splits | Ending balance 0.0a

r 1-Line
soitby fDate, Type, Number.-’F!elj Record Fiestore

Adminizternng a retirement plan just got easzier with QuickBooks Retirement Salubions %

5 Click Record.

6 Close the register window.

When you record the transaction, QuickBooks does the following:

m  Subtracts the depreciation amount from the current value of the asset in the asset's
fixed asset account.

m Enters the depreciation amount as an increase to your company's depreciation
expense in the expense account that tracks depreciation.

Working with liability accounts

QuickBooks has two account types for tracking the value of your short- and long-term

liabilities:

m  An Other Current Liability account tracks liabilities that your company expects to
pay within a year. Other current liabilities might include short-term loans or a line
of credit.

m A Long-term Liability account tracks debts that your business is not likely to pay
off within a year. The most common long-term liabilities are loans that you expect
to pay off in more than one year.
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Tracking a loan with a long-term liability account

You've already added an asset account to track the value of the new trailer. Because the
trailer loan is not going to be paid off in a year or less, you need to add a long-term
liability account.

To add a long-term liability account:
1 In the chart of accounts, click the Account menu button, and then choose New.

2 In the New Account window, select Long Term Liability in the Type drop-down
list.

3 In the Name field, type Trailer Loan.
4 Leave the Opening Balance field blank.

Your screen should resemble the figure below.

‘1 Mew Account Ak a help question [Ask |l How Do 178 _ (O] x|

Tvpe ILong Term Liability j oK |
Cancel |

Mame |Trai|er Loar Hext |
[~ Subaccount of I j I Accourt is

inactive

Deszcription |

Bank Acct. Mo, |

ﬂ How Do | choose

TazLine | Unassigred: the right tax line?
Ihe nant tas Ine

Opening Balance I az of |1 2ME42007 E

5 Click OK.

QuickBooks displays the new liability account in the chart of accounts.

o Chertof Accounts ESIEENEIELY RATTITIE MI=ET
I arne I £ | Tupe Balance I
» Caldil Card Credit Card U.DD;I
< Direct Deposit Liabilities Other Current Liability 0.00
< Payroll Liabilities Other Current Liability 3.302.06
S R I
L 0.00]
+Bank of Anpcity Loan Long Term Liakility 19.932.65 _I
< Equipment Loan Long Term Liability 3911.32
< Mote Papable Long Term Liability 344083
@ Truck Loan Long Term Liability 5EE2.38
@ Opening Bal Equity E quity -17.635.18
@ Owner's Equity E quity 19.,000.00
+ Dwner's Contribution E quity 25,000.00
+Dwner's Draw E quity -6.000.00
< Retained Eamings E quity
@ Mileage Income Income
@ Construction Income
+ [izcounts given Income ﬂ
Activies ™ Reparts ™ [T Show Al
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Because this is a new loan, you are either receiving money to deposit in your bank
account or receiving a new asset. In this example, you received an asset (the new
trailer), so you need to show an increase in the asset’s Cost account.

To record an increase in the asset’s Cost account:
1 In the chart of accounts, double-click the Trailer:Cost subaccount.

QuickBooks displays the Trailer:Cost register.

&, Trailer:Cost Ask a help question | Ask |l How Do I?
3 Goto... | E;%F'lin_t... | @Ed_itTransaction Quickﬂepolt
[rate Fief Fapes Decrease | Increase Balance
Type Account | temo

Ret Paves Y ||Decrease Increase
Account i | ermo

Splits | Ending balance 0.o0

[ 1-Line
Sort by |Dale, Tupe, Number.-’Flelj Record Restore

Enjoy the ease of uze of QuickBooks Dot oursell Payrol - with tatal GuickBooks integration! %

2 In the Increase field, type 30,000.

3 In the Account field, select the Trailer Loan liability account from the drop-down
list.

Make sure that you select the Trailer Loan long-term liability account, not the
Trailer fixed asset account.

Your screen should resemble the following.

&, Trailer:Cost Ask a help question | Ask |l How Do I?
3@0 to... | E;%F'lin_t... | @Ed_itTransaction Quickﬂepolt
[rate Fief Fapes Decrease | Increase Balance
Type Account | temo
12182007 BRef |F'a'.-lee Y ||Decrease 30.000.00
GEMJRNL[T 1aller Loan =l Memo

Splits | Ending balance 0.o0

[ 1-Line
Sort by |Dale, Tupe, Number.-’Flelj Record Restore

Enjoy the ease of uze of QuickBooks Dot oursell Payrol - with tatal GuickBooks integration! %

4 Click Record.

5 Close the register window.

99



Using other accounts in QuickBooks

6 Close the chart of accounts.

When you complete these steps, QuickBooks increases the value of your Cost asset
account to 30,000. (This effectively sets the opening balance.) It also enters a liability
of 30,000 in the liability account you use to track the loan. (Again, this sets the
opening balance.)

Tracking fixed assets

If you're using QuickBooks: Pro or higher, you can enter theTrailer on the Fixed Asset
Item list. Tracking fixed assets using the Fixed Asset Item list enables you to record
such information about an asset as purchase date and price, whether the asset was new
or used when purchased, and the asset's sale price if you decide to sell it. You can also
generate customizable reports listing all your fixed assets.

The information you enter in the Fixed Asset Item list does not transfer to the chart of
accounts.

Note: You must be using QuickBooks: Pro or higher to complete the following
procedure.

To create a fixed asset item:
1 From the Lists menu, choose Fixed Asset Item List.

2 QuickBooks displays the Fixed Asset Item list.

¥ Fixed Asset Item List Azk a help question Askl ¥ How Do I?I — ||:|| XI
Mame FAM Mumber | Purchaze Date Diescription | Account Cost I

Activies ™ | Reports * ||_ Shmvsl|

3 Click the Item menu button, and select New.
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QuickBooks displays the New Item window.

Mew Item Ak a help question |Ask i How Do 17 _ (O] x| |

 Tupe 0K |
2 Usze for property pou purchasze, track, and may eventuallp sell. Fixed
Fized Aszet W $ b :
azzetz are long-lived aszetz, such az land, buildings, fumiture, Eerizel |
equipment, and vehicles.
Mest |
Asset Mame/Mumber Asset Account
[ [ j Custaom Figlds |
 Purchasze Information—————————— ~ Sales Information Speling |

Purchase Description ltemis & new( uszed| | Sales Description I ltemis sold .
I [ Item is inactive
Date I E Sales Date I E
Cost I 0.0 Sales Price I it
Yendor/Payes I Sales Expense I [

r Asset Information
Azzet Dezscription

Location PO Murnber Serial Hurnber W arranty Expires

| | | L

MNotes

The item type is preset as Fixed Asset.

4 In the Asset Name/Number field, type Trailer.

5 Enter the following information to complete the Purchase Information section:
m Item is: new

m  Purchase Description: Trailer

m  Date: 12/15/2007
m  Cost: 30,000
m  Vendor/Payee: East Bayshore Auto Mall
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The New Item window should look like the following graphic.

Azk a help question |Ask [l * How Do 1?7 |8 _ |0 %
Type oK |
5 Use for property you purchase, track, and may eventually sel. Fized
Fised Asset 0 : ¥ o :
asgets are long-ived assets, such as land, buildings, furniture, Cancel |
equipment, and vehicles.
Mest |
Azzet MamedMumber Aszset Account
|Trailer | j Cuztomn Fields |
 Purchaze Information—————————— 1~ Salez Information ———————————————————— Speling |
Purchase Description Itemis & new( used| | Sales Description ™ Item iz sold .
- I ltem is inactive
|Tra||er |

Date |12£15£200? E Sales Date I E
Cost [ 000000 Sales Price | A
Yendor/Payee IEast B apshare Autn Mall Sales Expense I Il

— &zset [nformation
Agzet Description

Location PO Mumber Senial Mumber ‘wharranty E xpires
| 8|
MNates

6 Enter the following information to complete the Asset Information section:
m  Asset Description: White trailer with company logo
m  Serial Number: 123456789
m  Warranty Expires: 12/15/2010

7 TFrom the Asset Account drop-down list, choose Trailer:Cost.

The New Item window should look like the following graphic.

Azk a help question |Ask [l * How Do 1?7 |8 _ |0 %
i Type oK |
5 Use for property you purchase, track, and may eventually sel. Fized
Fised Asset 0 : ¥ o :
asgets are long-ived assets, such as land, buildings, furniture, Cancel |
equipment, and vehicles.
Mest |
Azzet MamedMumber Aszset Account
ITraiIer IlTrailer:Cost j Custom Fields |
 Purchaze Information—————————— 1~ Salez Information ———————————————————— Speling |
Purchase Description Itemis & new( used| | Sales Description ™ Item iz sold .
- I ltem is inactive
|Tra||er |

Date |12£15£200? E Sales Date I E
Cost [ 000000 Sales Price | A
Vendor/Payee IEast Bayzhare Auto kal Sales Expensze I Il

— &zset [nformation

Agzet Description
|W'hite trailer with logo

Location PO Mumber Senial Mumber ‘wharranty E xpires
[Bayshore | |123456789 [1z/15/2010)
MNates




8 C(lick OK.
9 Close the Fixed Asset Item list.

If you work with an accountant who uses the QuickBooks Fixed Asset Manager (a
separate application used to work with fixed assets), he or she can determine the
depreciation of your assets and update your company file with that information. A
summary of information calculated in the QuickBooks Fixed Asset Manager and sent
to QuickBooks displays in the Fixed Asset Item list.

Recording a payment on a loan

When it's time to make a payment on a loan, use the Write Checks window to record
a check to your lender. You'll want to assign part of the payment to a loan interest
expense and the remainder to loan principal.

To record a payment on a loan:
1 From the Banking menu, choose Write Checks.
QuickBooks displays the Write Checks window.
2 In the “Pay to the Order of” field, type Great and then press Tab.

QuickBooks fills in the field with Great Statewide Bank. If QuickBooks asks
whether you want to use the last transaction for this vendor, click No.

3 For the dollar amount of the check, type 500.00.

4 Click the Expenses tab, and then click in the Account column and choose the
Interest Expense:Loan Interest expense account from the drop-down list.

5 In the Amount column highlight the amount that QuickBooks prefilled and then
type 225.00.
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6 Assign the remainder of the expense (275.00) to the Trailer Loan liability account.

= ‘write Checks - Checking Ask a help question | Ask = How Do 17 | _ (O] x
ﬂErevious @ﬂext @F’rin_t - | aFind

Bank Accaunt [Checking j Ending Balance 39.160.38
Ma. To Frint
Date 12/15/2007 |
Pay ta the Order of Great Statewide Bank | $ 500.00
T Dollars
Great Statewide Bank
P.0. Box 522

Addiess | Bapshore CA 94326

Ezpenses $500.00 I [tems $0.00 Il_ [rline Fayment v To be printed
Account Amount Mema Cuztomer.Job H

Interest Expenze:Loan Inte... 22500 &

[Trailer Loan d 275.00 hd

Clear Splitz Fiecalzulate Save & Close | Save &k Hew | Clear |

QuickBooks- Customized for dccountants! Leam more, T,

7 Click Save & Close to record the payment.

When you record the transaction, QuickBooks automatically updates the accounts
affected by this transaction:

m In your checking account, QuickBooks subtracts the amount of the check from
your balance.

m Intheexpense account that tracks interest, QuickBooks enters the interest amount
as an increase to your company's interest expense.

m In the Trailer Loan liability account, QuickBooks subtracts the principal amount
from the current value of the liability (reducing the amount of your debt).

Understanding equity accounts

Equity is the difference between what you have (your assets) and what you owe (your
liabilities). If you sold all your assets today and paid off your liabilities using the
money received from the sale of your assets, the money you’d have left would be your

equity.
A balance sheet shows your company assets, liabilities, and equity on a particular date.

Because equity is the difference between total assets and total liabilities, it's also true
that total assets equal the sum of total liabilities and equity.
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As you enter the opening balances of your assets and liabilities, QuickBooks calculates
the amount of equity and records it in an equity account called Opening Bal Equity
(Bal stands for Balance).

In addition to the Opening Bal Equity account, QuickBooks sets up another type of
equity account for you called Retained Earnings. This account tracks your company's
net income from previous fiscal years. QuickBooks automatically transfers your profit
(or loss) to Retained Earnings at the end of each fiscal year.

If your company is a sole proprietorship (an unincorporated company with only one
owner), you don't have to add any more equity accounts to your chart of accounts. All
the equity belongs to the company’s sole owner.

You can get as involved in tracking equity as you wish. Some people like to track owner
investments, owner’s draws, and retained earnings prior to their QuickBooks start date
by putting them in separate equity accounts. If your business is a partnership, you'll
probably want to set up separate equity accounts for each partner.

To learn more about equity and to learn how to set up equity accounts for your
business, search the onscreen Help index for equity.
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Entering sales and invoices

Lesson objectives

To learn about the different formats available for sales forms

To save sales and purchase forms in Portable Document Format (PDF)

To practice creating a new invoice

To learn the purpose and use of the QuickBooks Item list

To see how QuickBooks records the information you enter on sales forms
To memorize an invoice transaction for reuse

To add a new item to the Item list

To add a new price level to the Price Level list

To associate a price level with a customer

To generate customer statements

To create sales orders

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 6 and then click Save.

Click Restore.

Using sales forms in QuickBooks

Any time you make a sale in your business, you record it in QuickBooks on a sales
form. A sales form can be an invoice (when you expect payment to come later), a sales
receipt (when you expect payment at the time you make the sale), or a credit memo.
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When to use different types of sales forms

The type of sales form you use depends on whether you expect payment in the future
or at the time of the sale.

For payment in the future

If you expect to receive payment at some future date, you enter an invoice. The
invoice lists the customer’s name and address, along with an itemized list of how
much that customer owes.

To display a completed invoice form in QuickBooks:
1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.

2 Click Previous to display the previously created invoice.

& Create Invoices Azk a help question | Ask il How Do 17 8 _ (O x
ﬂErevious @ﬂext @ - @ - ﬁ - | %{ Spelling E‘:thstor_l,J @ Time/Costs...
CustomerJob Template Cuzstomize I

Duncan, Dave:Utiiby Sher j |Eust0m Invoice j

Invoice 1245/2007 || |32

Duncan, Dave
3442/, Charleston
Bayshore, CA 34326

Met 30 * (01/14/2008 B

ITEM QUANTITY DESCRIPTION RATE AMOUNT Tax
Labar 40 40.00 1,600.00 {Maon o
=l
Customer - Tax|5an Tomas = |[7.75%)] 0.00
Mezzage
Total 1.600.00
[~ Tabepinted [ Tobeemaled Customer Tax Code |Ta>: j Balance Due 1,600.00
Learn about mailing invoices through BuickBooks
Mema | Save & Close | Save & New I Rewvert

Protect wour income with & retirement plan from QuickBooks and the Principal Financial Group

If you own a business that sells products, like Rock Castle Construction, your
invoice lists the products purchased by the customer, the amount charged for each
item, and any sales tax you need to apply. Notice that Rock Castle Construction’s
invoice charges for both products and services (such as labor).

A business that sells mainly services, such as a consulting firm, might use a
different type of sales form than the one shown above. QuickBooks lets you
choose from three different preset formats for your sales forms, or you can create
your own customized forms.

3 Close the Create Invoices window.
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For payment at the time of sale

If you receive payment at the time you make a sale—either by cash, check, or credit
card—you fill out a sales receipt instead of an invoice. Like the invoice, the
QuickBooks sales receipt includes information about the items or services purchased,
but it also includes information about how payment was made.

To display a completed sales receipt in QuickBooks:

1 From the Customers menu, choose Enter Sales Receipts.

QuickBooks displays the Enter Sales Receipts window.

Click the Previous button to view the previously entered sale.

B Enter Sales Receipts Ask a help question | Ask = How Do 17§ _ (O x

ﬂErevious @ﬂext @F‘rinﬁ - @E-mail v| aFind Spelling E‘:thstor_l,l - @Timeﬁcosts...

Template Customize |
|Custom Sales Receipt j

12A10/2007 &) |9

CustomerJob

K.eenan, Bridget Sun Room j

Sales Receipt

Endget K.eenan
213 Fem Lane
E azt Bapshore Cé 94327

1245 Check. -

DESCRIPTION AMOUNT Tax
Fluorescent Ceili... [Flarescent Lights 1 95.00 95,00 Tax o
Customer Tax|E. Bayshaored. | = |[8.05%] 7.EA

Thank you for your businezs |+
Meszage

Tatal 102.65

[T Tobepinted [ Tobeemaied Customer Tax Code ITa:-: j Mema |

Y e e I™ | Frocess credlt card payment when saving

{+" Depasit Ta IChecking ﬂ

QuickBooks Accountant Edition helps you deliver areat clisnt service more efficienty. 7,

Save & Cloze I Save & New Fesert

The sales receipt is similar to the invoice—both forms display customer

information and describe the items and services purchased. However, because
payment is made at the time of sale, the sales receipt has deposit information at

the bottom of the window.

3 Close the Enter Sales Receipts window.

Choosing a format for sales forms

QuickBooks has four different formats for invoices: Service, Professional, Product, and

Custom.

m  Use the Service format if you primarily sell services but occasionally sell goods.

m  Use the Professional format if you sell services and need a lot of room for

descriptions of your services.
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m  Use the Product format if you sell parts or products and need fields relevant to
shipping.
m  Use the Custom format if you want to tailor a form to your type of business.

Each format has an onscreen version and a printed version. This lets you record all the
sales detail you need, but print only what you want customers to see. For example, if
you use the Professional format, the onscreen version shows the number of hours
you're billing the client as well as your hourly rate; the printed version shows only the
Description and the Amount fields.

You can save all QuickBooks sales and purchase forms as portable document format
(PDF) files. To save a form as a PDF file, display the form and then choose Save as PDF
from the File menu.

You'll learn how to customize forms in Lesso n15, “Customizing forms and writing
QuickBooks Letters.”

Filling in a sales form

Suppose Rock Castle Construction wants to bill a customer for a portion of a kitchen
remodeling job. Because they expect payment to be made in the future—rather than
cash on the spot—they need to create an invoice.

Filling in the customer information

Filling in an invoice is just like filling in a paper form; you enter the customer
information first, followed by a description of the charges.

To enter customer information on an invoice:
1 From the Customers menu, choose Create Invoices.

Notice that the new invoice already has the current date (12/15/2007 in the
sample file) entered in the Date field, and the next invoice number assigned in the
Invoice # field.

2 In the Template field, select Custom Invoice from the drop-down list.
3 In the Customer:Job field, click the arrow next to the drop-down list.

QuickBooks shows you a list of Rock Castle Construction’s existing customers and
jobs.

4 Choose Jacobsen, Doug:Kitchen for the customer and job.
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Because this name has already been entered on the Customer:Job list, QuickBooks
knows the billing name, the address, and the payment terms. It provides this
information for you on the top half of the form.

B Create Invoices Ask a help question | Ask§ How Do 178 _ |00 %
Pevious [PHewt &5 - B - B - | €, [ speling Ty History  E5 Time/Costs...
CustormerJob Template Custarmize |
|!Jac:obsen, Daug:Kitchen j |Eustom Ihvoice j
Invoice 124152007 | |9
Doug Jacobsen
E845 Ocean View

Bawshare, & 94326

Met 30 = [|0/14/2008 E)1097-01-DJAC

Filling in the line item area

On the bottom half of the invoice, you list each service or product you're selling on
its own line, along with the amount the customer owes for that item. Because
information about individual items is on separate lines, the lines are called line items.

In QuickBooks, you enter line items using the Item list, so you don’t have to type and
retype lines for services or products you sell frequently. For example, an architect
would have one item for design and another for construction supervision.

But items are not just products you sell or services you provide to clients. Line items
can be anything you might want to put in the detail area of an invoice, like a discount,
a subtotal line, a markup, or a sales tax calculation.

Rock Castle Construction has already entered the items for which it bills customers on
its Item list.

To complete the line item area of an invoice:

1 In the Item field, type the letters rem (for Removal).
QuickFill is an alternative to choosing from a list. Whenever you're in a field
where you'll use a list item, you can start typing the first letter or two of the list
item you want, and QuickBooks fills in the field with the item that matches the
letters you're typing.

2 Press Tab.

When you press Tab to accept a QuickFill entry, QuickBooks fills in other
information about the item, like its description and rate. In this case, QuickBooks
displays “Removal labor” in the Description column and a rate of $35 per hour. All
you have to do is enter the number of hours.

3 Type 40 in the Quantity column.
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4 Press Tab to have QuickBooks update the invoice total.

ITEM QUANTITY DESCRIPTION RATE AMOUNT Tax
Removal > |40 Femaval labor 3500 = 1.400.00|Mon = !

Completing the sales form

If you want to check the form before you print it, you can use the print preview feature
in the Create Invoices window.

To complete and record the invoice:
1 On the Create Invoices window toolbar, click the Print drop-down arrow, and then
choose Preview.

QuickBooks displays the invoice page as it will look when printed.

Fodk Castle Constraction Invoice

1735 Coty Road
Bagphors , G4 04326

DATE IHVOICE &

1 15eni? LH

ALLTO

Doug lacdhinm
G245 Oemm View
Borabo g, G4 MG

RO hO, TERUS Du E DATE RROJECT COWTRACT &

L] [HELT Kuckeo 1 EAL

DuANT Y DESCRIFTION RATE AWOUWT

40 R mavd lokor 3500 1,400 00
€4 a0 w2, S Tome Cainiy 95K um

| Total 1,400 40

2 Click Zoom In and use the scroll bars to see the invoice items at greater
magnification.

3 Click Close.

4 In the Create Invoices window, record the sale by clicking Save & Close.
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QuickBooks records the invoice in your accounts receivable register. If this were a sales
receipt, QuickBooks would record the sale in your Undeposited Funds account until
you deposit the money at the bank, or record a deposit in the bank account you
specified in the Enter Sales Receipts window.

The accounts receivable register keeps track of how much money your customers owe
you.

To see the Accounts Receivable register:
1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.
2 In the chart of accounts, double-click the Accounts Receivable account.

QuickBooks displays the accounts receivable register.

&, Accounts Receivable

tﬁo to... | @F‘rinﬁ... | @EdjtTransaction QuickHeport

Date Mumber Cuztomer | Item Gty Fiate Amt Chrg At Paid
Tupe Dezcription Billed D ate Due Date
12/18/2007 92 Cuncan, Dave: Utility Shed 1.600.00) |-
1Y 011442008
12415/2007 93 Jacobsen, Doug:Kitchen 1, 400.00)
1Ny 0141442008
12A158/2007 42000 M atiella, Ernesta: Kitchen 13560.39
FHT
Mumber ||Custarner LI Itemn | [P1) Fiate Ak Chig _|
[ escription I = =l -/
" 1-Line ™ Show open balance Ending balance 53.441.94
Sort by I Date, Type, Mumber/Rel = R ECDIQ_I Fiestare |

Mever rsenter payiol data twice anain._QuickBooks Assisted Pawollinteqrates fully with QuickBooks! T,

3 Select the sale we just recorded in the register (for Doug Jacobsen).
4 Double-click the entry.

When you double-click an entry in a register, QuickBooks displays the original
form (in this case, the invoice).

5 Keep the invoice window open, you'll use it in the next exercise.

Memorizing a sale

Many of the sales you make in your business are ones you repeat again and again. For
example, you may have a standing monthly order from a customer, or you may
perform essentially the same services for more than one client. QuickBooks lets you
memorize sales forms so that you don’t have to retype the information.

To memorize the invoice:

1 Make sure you have the invoice you want to memorize displayed on your screen.
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2 TFrom the Edit menu, choose Memorize Invoice.

QuickBooks displays the Memorize Transaction window.

* Memorize Transaction

OK |
_ Coee |

& Fiemind Me How Dften [Hever i Cerime
" Don't Remind Me Megt Date I—E
" Automatically Enter [ urntien Femartitg I—
£ it Tiransactions i Eras [ays [nddvance Tio Enter ID—
el =l | <Mones ﬂ

3 Type a description that helps you recognize the memorized invoice, or keep the
default description QuickBooks has provided.

You can enter any description you like. Notice that you can also have QuickBooks
remind you when to use the memorized transaction (for an invoice you always
send at the end of the month, for example).

4 Click OK.

5 TFrom the Window menu, choose Close All.

When you memorize an invoice, QuickBooks adds it to the Memorized Transaction
list.

To recall a memorized sale:
1 From the Lists menu, choose Memorized Transaction List.

QuickBooks displays the Memorized Transaction List window.

Br Memonzed Transaction List
- Fleyes Properlles Eecklng 1. 2DD ao E!uallerl_l,J D'I A01/2008
+ Sergeant Insurance Checking E75.00( Monthly mA5/2008
i Memorized Tranzaction ‘Ei Enter Tranzaction |

2 Double-click the transaction you just added.

QuickBooks displays the Create Invoices window, with the information you
memorized displayed on the form. It gives you a new invoice number and displays
the current date. You can modify the information as you wish, or just save the
invoice as is.

3 Click Save & Close to record the invoice.

4 Press the Esc key to close the Memorized Transaction list.
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Entering a new service item

When you begin using your own QuickBooks company file, you'll need to create your
own line items to include on your invoices. In the next exercise, you'll see how to add
information to the Item list.

Rock Castle Construction already has a service item called Repairs that it uses when it
wants to charge for general repair work. Suppose Rock Castle wants to add a subitem
for plumbing repairs to the Item list. (The company charges a higher rate for plumbing
repairs, so it wants a separate item for it on its Item list.)

To create a new service item:
1 From the Customers menu, choose Item List.

QuickBooks displays the Item list for Rock Castle Construction.

Azk a help question | Azsk | How Do 1?8 _ [O) *
eprint changes ] C

+Conerete Slab Foundation slat| Service Construction: Labor 0.00 _I
+ Floor Plans Floar plans Service Construction:Miscellaneous 0.on
+Framing Framing labor | Service Construction:Labor 55.00
+Installation Installation labo | Service Construction: Labor 35.00
+Labor Service Construction: Labor 0.00
+Milzage Service Mileage Income 1] 0.365
+Removal Removal labor | Service Construction: Labor 35.00
+Repairs Fepair work, Service Construction: Miscellaneous 35.00
+5ubs Subcontracted |Service Construction: S ubcontractor: 0.00

¢ Carpet Install carpeting| Service Construction: 5 ubcontractor: 0.00

+ Drpwall Install dopwall | Service Construction:Subcantractaor: 0.00

+ Duct wWork Heating & Air Ct| Service Construction:Subcantractaor: 0.00

+Electrical Electrical wark, |Service Caonstruction: S ubcontractar: 0.00

#Inzulating Install inzulation| Service Construction:Subcaontractaor: 0.00

+ Metal Wik Metal wiark Service Caonstruction: S ubcontractar: 0.00

+ Painting Fairting Service Construction:Subcantractar: 0.00

4+ Plumnbing Flurnbirg Service Construction:Subcaontractaor: 0.00 |

Activites ™ | Reparts =+ | I | Skl

2 Click the Item menu button, and then choose New.

QuickBooks displays the New Item window.

Mew ltem Ak a help question | Ask |l How Do 1?7 !EIE

1] 4
Use for zervices you charge for ar purchase, like

specialized labar, conzulting hours, or prafessional Eared
fees.

Inventary Part
Mon-inventony Part Mest |
|t Other Charge Subitem of .

Subtotal —j Cusztom Fields
Group )
Dizcount Speling |
Payment H by & subcontractor, owner, or parther
oelem ekl I ltem is inactive
Sales Tax Group Rate Tax Code

| 000 [Tax 7]

Account

hd

If you're using a QuickBooks Premier product, you'll also see Assembly Item listed
as an item type.
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In the Type field, select Service from the drop-down list.

In the Item Name/Number field, type Plumbing.

Click the “Subitem of” checkbox to select it.

In the drop-down list below the “Subitem of” field, select Repairs.

In the Description field, type Plumbing repairs and maintenance and Press Tab.

In the Rate field, type 55.

© 0O N O G b~ W

In the Tax Code drop-down list, select Non.

Now you need to assign this line item to one of Rock Castle Construction’s income
accounts.

10 In the Account field, select Construction:Labor from the drop-down list.

Your screen should look like the following figure.

MNew ltem Ak a help question [Ask |l How Do 17§ _ (O] x| |

Type oK |
Gemi | Use for services you charge for or purchasze, like
I ervice L ] !
specialized labor, consulting hours, or professional Eermza] |
fees.

Mest |
Item M amesMumber ¥ Subitem of .
- - Cusztom Fieldz |
|F'Iumb|ng |F|epa|rs j
Spelling |

[ ltem is inactive

[ This semvice iz performed by & subcontractar, owher, ar parther

Degcription Rate Tax Code
Plurnbing repairs and maintenance I 55.00 IND" j
Account

Itonstruction:Labor j

11 Click OK to add the new item to Rock Castle Construction’s Item list.

<+ Plumbing lurn 18

+ Subs Subcontlacted SE[\-’ICE Eonstluctlon Subcontractol oo

+ Carpet Install carpeting| Service Conztruction: Subcontractar: 0.00

+ Dirpwaall Install dryweall | Service Construction: S ubcontractar: 0.00

+Duct wark. Heating & Air Ce| Service Construction: Subcontractar: 0.00 _I

+Electrical Electrical work, |Service Conztruction: S ubcontractar: 0.0

+|nzulating Install insulation| S ervice Construction: Subcontractor: 0.00

+ Metal Wik M etal \Wark Service Congtruction: S ubcontractaor: 0o

« Painting Painting Service Construction: S ubcontractor: 0.00

% Plumbing Plumbing Service Construction: S ubcontractor: 0.00

«Roofing Roofing Service Construction: S ubcontractor: 0.00

« Tile &Counter Inztall tle or co| Service Conztruction: S ubcontractaor: oo
+Cabinets Cabinets Inventory Part Conztruction:Materials 1] oo

+ Cabinet Pulls Cabinet Pulls | Inventary Part Construction:Matenials 110 0.00

+ Light Pine Light pine kitchi| Inventary Park Construction:Matenals 9 1.793.00
+Frames Inventary Part Construction:katerials 0 0.00

+ Exterior Frame Standard exteric| |nventary Park Construction:katerialz 2 0.00

+|nterior Frame Standard interio| Inventary Part Congtruction:katerials 4 0.00 J

Achiviies | Reports ™ | [T Shoy )

12 Close the Item list.

Now that the new item is on the Item list, Rock Castle Construction can invoice for
plumbing repairs separate from its general repair work. It can also create sales reports
that show sales for general repairs separate from sales for plumbing repairs.
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Using multiple price levels

In the last exercise, you set up a new service item for Rock Castle construction and
assigned a price to that item. Sometimes businesses want to vary an item’s price based
on who they are selling to. For example, Rock Castle Construction charges different
prices depending on whether it is selling to a residential or a commercial customer.

You can associate price levels with specific customers so that each time you create an
invoice (or other sales form) for that customer, QuickBooks uses the appropriate price
level when calculating rates and amounts on the form. Price levels make it easy to use
different rates on sales forms without having to calculate percentage amounts
manually. Price levels affect amounts for service, inventory, non-inventory part, and
inventory assembly items only. (Inventory assembly items are not available in
QuickBooks: Basic or QuickBooks: Premier.)

In this section, you'll create a new price level, associate it with one of Rock Castle’s
customers, and then create an invoice for that customer.

Note: The ability to create multiple price levels is not available in
QuickBooks: Basic. You must be using QuickBooks: Pro or
QuickBooks: Premier to complete the rest of this lesson.

Creating new price levels

Rock Castle Construction charges its residential customers the base sales price it set up
on its Item list. The company charges its commercial customers 10 percent less than
the base sales price. In this exercise, you’ll create a new price level for Rock Castle
Construction to use to reduce the sales amount for its commercial customers.

For each price level you create, you assign a name and percentage increase or decrease
to the item’s base sales price. You can create up to 100 price levels to use on invoices,
sales receipts, and credit memos.

To create a new price level:
1 From the Lists menu, choose Price Level List.

2. Price Level List Azk a help question | Ask |l How Do 17

Industrial | -15.0%
Dioor Replacement Special Per ltem vares per ikem
Kitchen Upgrade Package Per ltem varies per ikem
Pretell Real Estate Rates Per ltem vares per ikem

Repartz > [T Show sl

2 From the Price Level menu button, choose New.
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3

In the Price Level field type Commercial.

4 Leave “decrease” selected in the “This price level will” field, and then type 10 in

the percentage field.
Always enter the percentage as a positive number.

Your window should look like the following.

This price level will Idec:lease | item prices by I‘I 0.0%

Cancel

m. Mew Price Level — (O] =]
Price Level Mame IEommericaI I Price Level is inactive

Price Level Type IFixed % 7| Use this type of price level o apply a fixed percentage

increase or decrease to all your standard sales prices when
setting up prices for different customers or jobs.

Help

5 Click OK.

6

Your screen should now resemble the following.

#.. Price Level List Azk a help question

I anne

Industrial
[voor Replacement Special
Fitchen Upgrade Package
Pretell Real Estate Rates

varnes per ikem
vanes per kem
vanes per kem

Repartz * [T Show sl

Close the Price Level list.

Associating price levels with customers

When you assign price levels to customers, QuickBooks calculates rates and amounts

on sales forms based on the price level associated with that customer.

To associate a price level with a customer:

1
2

From the Customers menu, choose Customer:Job List.
From the Customer:Job drop-down list, choose Lew Plumbing - C.

From the Customer:Job menu button, choose Edit, and then click the

Additional Info tab.
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4 From the Price Level drop-down list, choose Commercial.

Your screen should look like this.

& Edit Customer Ak a help question |Ask il How Do 17§ _ (O] x| |

Custamer Mame — [Lew Plumbing - C
Currert Balance:  175.00 How do | adjust the curent balance? Ll
Cancel |
Address Info I Additional Info I Payment Info I Job Info I
Mates |

Categorizing and Defaults Price Lewvel Itommercial j Help |
Type

Custom Fields

|Eommercia| T | | contract & I— o &:sctﬁ\tger is
Terms

[Met 30 =|| P |

Rep Spouse’s Mame I—

| hd

Prefermed Send Method

[E-mail =|

Sales Tax Infarmation

Tax Item Define Fields I -
ISan Tomas j Eﬁg‘l‘t
Tay Code D

Wﬂ Resale Number

Gato Custarmer
Manager

5 Click OK to close the Edit Customer window and save your changes.

6 Close the Customer:Job list.

Using price levels on sales forms

In this section, you'll create an invoice for the customer with whom you just
associated the Commercial price level to see how the price level affects amounts on
the form.

To use a price level associated with a customer:
1 From the Customers menu, choose Create Invoices.

2 From the Customer:Job drop-down list, choose Lew Plumbing - C.
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Notice that QuickBooks displays the name of the price level associated with this
Customer:Job in parentheses above the Customer:Job drop-down list. (This
information will not be printed on the form.)

B Create Invoices
previous [FHewt & - (& - B
Credit

Customerdob  [Commerical] i
JLew Plumbing - C j &

Invoice

Lew Plumbing
221 0ld Bayshore Rd
Bayshore C4 34326

3 Click in the Item column and choose Framing from the drop-down list.

ES

In the Quantity field, type 8.

5 Click below Framing in the Item field and choose Wood Door:Exterior from the
drop-down list.

6 In the Quantity field, type 2 and then press Tab.

Your screen should look like this.

& Create Invoices Ask a help question | Askl = How Do 17 | _ (O] x
ﬂErevious @ﬂext @ - @ - E - | ﬁ Spelling %Hjstor}l @ Time/Costs...

Customerdob  [Commercial] E,:‘i‘g'f( Template Customize I
ILew Plumbing - C j ] ICustom Invoice j
Invoice 1215/2007 @B |95

Lew Plumbing
221 0ld Bayzhore Rd
Bayshore CA 94326

Met 30 * (01/14/2008 &

ITER QUANTITY DESCRIPTION RATE AMOUNT Tax
Framing o] Framing labor 4980 396.00 (Mon o
“wood DoorE... (7|2 [Exterior wood door 'IUS.DDﬂ 21600 Tas =
=l
Customer - Tax|5an Tomas - |[7.75%) 16,74
Meszzage
Tatal E28.74
[~ Tobepinted [ Tobeemaled Customer TaxCode |Tax ﬂ Balance Due 528,74
Learm about mailing invoices through OuickBooks

i I Save & Close I Save & New Clear

F.eep emploves data in one place with the QuickBooks Emploves Organizer ‘@

7 Keep the invoice open and choose Item List from the Lists menu.

8 In the Item list, go to Framing. Note that the price for framing is $55.00, but the
rate on the invoice is $49.50—10 percent less than the base sales price.
QuickBooks has automatically reduced the rate on the invoice by 10 percent.
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Note: You can set up QuickBooks to round rates up to the next whole dollar. From
the Edit menu, choose Preferences. Choose Sales & Customers from the
scroll list and then click the Company Preferences tab. Click the “Round all
sales prices up to the next whole dollar” checkbox and click OK.

9 Scroll to the Wood Door:Exterior item and note that the base sales price is
$120—10 percent greater than the rate listed on the invoice using the Commercial
price level.

10 Close the Item list.
11 Record the invoice by clicking Save & Close.

Assigning price levels to individual line items

In addition to associating price levels with customers, you can also use price levels on
an individual basis on sales forms. The following are some examples of when you
might want to do this.

m  You've associated a price level with a customer, but want to charge the base sales
price for an item on a sale to that customer.

m  You want to use a price level for one or more items, but you don’t want to assign
a price level to the customer for whom you’re recording the sale.

To apply a price to a single line item:
m Click in the Rate column and select the price level you want to use from the
drop-down list that displays.

When you move out of that field on the form, QuickBooks recalculates the
amount and balance due.

If you use QuickBooks: Premier, you can refine your price levels even further by setting
price levels for select items. For example, you could give a particular customer or group
of customers an extra discount for a specific item or group of items as shown in the
following graphic.

= Edit Price Level =1 3

A Pretell Bl Estate Fates ™ Price Level is inactive

Price Level Type IF'er Item ﬂ Use thiz tppe of price level to set custom prices for individual items when
zetting up prices for different customers or jobs.

S |tem Cozt Standard Price Cuiztom Price
|EI lueprint changes 000 |
Concrete Slab 0.00
Flaar Plans 0.00 25.00
Framing 55,00 40,00
Installation 35.00 30.00
Labor 0.00 £5.00
Mileage 0.365
Remawal 35.00 30.00 LI
[~ Select &l SdjushEelected Hices
1] % Cancel Help |
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Using statements to bill customers

Another option for billing customers is to send statements. Statements are ideal if you
want to accumulate charges before requesting payment, or if you assess a regular
monthly charge. Billing statements list the charges a customer has accumulated over a
period of time.

You enter statement charges one by one, as you perform services for the customer.
Later, you print a billing statement that shows the previous balance, details of all new
charges, payments received, and the new balance. Billing statements are appropriate
if you want to send monthly statements that show the detail of new charges as well as
the previous balance and payments received.

If you bill the same charge to a group of customers on a regular basis, you can set up
QuickBooks to enter the charges automatically when it's time to send out your
statements. Any business that bills a recurring charge on statements can use this
feature. For more information, search the onscreen Help index for memorized
transactions, for statement charges.

Reminder statements summarize a customer's account with your company by listing
recent invoices, credit memos, and payments received. You use reminder statements
when you bill through invoices but want to remind your customers about delinquent
payments.

Reminder statements are different than other “forms” in QuickBooks such as invoices,
sales receipts, or checks. Because QuickBooks already has all the information you need
to create reminder statements, you don't have to fill them out. Instead, you review the
information that will appear on each statement, decide whether to add finance
charges, and print them.

Understanding statement limitations

In QuickBooks, statements have the following limitations:

m  You can't record sales tax, percentage discounts, payment items, or group items as
a separate charge on a billing statement. To bill for any of these, you must use an
invoice.

m  You cannot group related charges together and subtotal them (you can group and
subtotal charges on an invoice).

m A charge on a billing statement can represent only one item (in contrast, an
invoice can represent many items). This means you must enter a separate
statement charge for each service or product you sell.

m  You cannot add custom fields (for lists or items) to the statement form.
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Customer statements are available in all QuickBooks editions, however,

QuickBooks Pro and Premier editions have additional functionality. For example, in
QuickBooks Pro and Premier editions, you can include invoice detail on statements
and include all open transactions as of a certain date.

Note: To complete the following exercises, you must be using
QuickBooKks: Pro or QuickBooks: Premier.

Generating customer statements

Rock Castle uses invoices to bill its customers, but it sends reminder statements to
customers with overdue invoices. In this exercise, you generate statements to send to
customers with outstanding balances.

Rock Castle wants to send reminder statements to all customers who have balances
more than 30 days past due.

To generate reminder statements:
1 From the Customers menu, choose Create Statements.

QuickBooks displays the Create Statements window.

i Create Statements Azk a help question |Ask [l * How Do 1?7 |8 _ |00 %

— Enter Statement Date and Type — Select Additional O ptionz
Statement Date Template Customize |
' Statement Pesiod From [11/16/2007 8 To [12/15/2007 @] | | lintit Standard Statement A
Al open anzactions as of Staternent D ate

I reludeienlitrarsastions oyver |3U days pastdie date Create One Statement IPB' Customer hi

I~ Show invoice item details on statemerts

[ et Clsiziitas ™ Print statements by biling address zip code

& Al Customers W Print due date on tranzactions
© Multiple Customers Do naot create statements:
™ with a zero balance

" One Customer
[~ with a balance less than ID. oo

© Customers of Type
™ with fio account activity

" Prefened Send Methad
IEISnEReEndHEta ™ for inactive customers

Wiew Selected Customers... | Agzezz Finance Charges... |

F'rev_iewl Print | E-mail | Close | Help |

2 In the Enter Statement Date and Type section of the window, select the “All open
transactions as of Statement Date” option.

3 Click to select the “Include only transactions over” checkbox.

ES

Leave the number of days past due field entry at 30.

5 In the Select Customers section, leave “All Customers” selected.
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6 In the Select Additional Options section, click to select the “Show invoice item
details on statements” checkbox.

Your screen should look like the following graphic.

i Create Statements Azk a help question |Ask [l How Do 1?7 |8 _ O] %
— Enter Statement Date and Type — Select Additional O ptionz
Statement Date |12,J‘| /2007 E Template Customize |
£~ Statement Period From [11/16/2007 | & To [12/15/2007 | | finuit Standad Statement | v |

& Al open anzactions as of Staternent D ate
¥ Include only transactions over |3U daps past due date Create One Statement IPB' Customer hi

IV i5how invoice item details on statementsﬁ

[ et Clsiziitas ™ Print statements by biling address zip code

& Al Customers W Print due date on tranzactions

- Multiple Cuzstomers Do not create statements:
™ with a zero balance

[~ with a balance less than ID. oo

™ with fio account activity

" One Customer
© Customers of Type

" Prefened Send Methad
IEISnEReEndHEta ™ for inactive customers

Wiew Selected Customers... | Agzezz Finance Charges... |

Preview | Print | E-mail | Close | Help |
@ Get help getting paid with DEE Collection Services

7 Click Assess Finance Charges.
QuickBooks displays the Assess Finance Charges window.
8 Click Unmark All.
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9 In the Assess column, click to put a checkmark in the row for the 155 Wilks job for
Pretell Real Estate.

Your screen should look like the following graphic.

‘s« Assess Finance Charges Azk a help question | Ask il How Do 17§ _ (O x

Click the azsess column for each customer for whom you wish to create a finance charge invoice.

Aggezsment Date  Template Cugtomize |
12/15/2007 [@| [Finance Charge =
Assess Lazt FC Custaner Owerdue Bal. Finance Charge
Caook., Brian 0.aa j
1241142007 Kitchen 700,00
*Figher, Jennifer 27013
Jacobzen, Doug 000
Kitchen 75.00
Lews Plumbing - C 175,00
Pretell Real Estate 0.00
v || 155WiksBld
Raoche, Diarmuid
Tezchrer, Anton j
Mark Al | Unmark &l | ™ Mark Invoices "Ta be printed"

Customers with *s have payments or credit memos which have not been
applied ta any invaice. The overdue balance does not include these credits.

Settings... | Collection Histary | Aszzess Charges Cancel

10 Click Assess Charges.

11 Answer Yes when QuickBooks displays the message telling you that finance
charges have already been assessed today.

QuickBooks creates a finance charge invoice for Pretell Real Estate in the amount
of $22.08. This amount does not display on the current statement, but you can
send the finance charge invoice with the reminder statement.

12 Click Preview.

QuickBooks displays reminder statements for the three customers whose balances
are 30 days or more past due—including the details from the original invoices.

13 Click Close.

At this point you could generate and send the reminder statements to your
customers.

14 Close the Create Statements window.

Processing sales orders

The sales order feature lets you track orders from customers and “set items aside.” You
can also use sales orders to track back orders when a customer orders something and
you are out of stock. Using this feature, you can track the orders you need to fill
without affecting accounts receivable. Sales orders affect only inventory quantities—
not values—until you actually sell the items.
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LESSON 6

When inventory items come in, you can create an invoice directly from the sales order.
If only some of the items have come in, you can invoice for those items, and use the
sales order to create invoices for the remaining items later. Once all items have been
received and invoiced for, QuickBooks Premier closes the sales order.

Note: Sales orders are available only in QuickBooks: Premier. To proceed through
this exercise, you must be using a QuickBooks: Premier product.

Creating sales orders

A customer calls Rock Castle to order some door frames. The employee who took the
call checks inventory and realizes that they don’t have enough items on hand to fill
the customer’s order. Create a sales order to track the customer’s order.

To create a sales order:
1 From the Customers menu, choose Create Sales Orders.

QuickBooks displays the Create Sales Orders window.

B Create Sales Drders Azk a help question | Ask il How Do 17 8 _ (O x
CustomerJob Template Customize I
] = [Custon Saes Order %]

]
|

Sales Order 1245/2007 || |3

Mame / Address

P.0. Ma.

Item Description Ordered Rate Amount

Customer - Tax  |[0.0%) 0.00
Meszage
Total
W Tabepinted | Tobsemaled Customer Tax Code | ﬂ
emo I Save & Cloze | Save &t New Clear

Deluse Onling Billing simplifies biling and accounts receivable ght in QuickBooks T,

2 In the Customer:Job drop-down list, select Roche, Diarmuid:Room Addition.

3 Click in the Item column and select Frames:Exterior Frame from the drop-down
list.

4 DPress Tab twice to move to the Ordered column.

4}

Type 4.
6 Press Tab, and then type 25.00 in the Rate column.
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Entering sales and invoices

7 DPress Tab again.
The sales order should look like the following graphic.

B Create Sales Drders Azk a help question | Ask il How Do 17 8 _ (O x
@Erevious @ﬂext @ - @ - | ﬁ Spelling Qijstor}l Journal Createlnvoice -
CugtomerJob Template Customize I
IHoche, Diarmuid:Room ad... j |Eust0m Sales Onder j
Sales Order 1215/2007 | |3

Ship To

3219 Liza Lane
Bapshore CA 94326

Item iphion Ordered
> |Standard extenior door frames

Frames:Eteri...

Customer - Tax|5an Tomaz|=] (7. 75%) 7.7h
Meszage
Tatal 107.75

W Tobepinted I Tobeemaied  Customer Tay Code |Tax ﬂ
Memo I Save & Cloze | Save & New Clear

Deluse Orling Billing simplifies biling and accounts receivable ight in QuickBooks T,

8 Click Save & Close.

If the inventory items are not already on order, create a purchase order. When the
items arrive, enter them into inventory as usual, and then invoice the customer.

Checking stock status

If you want to see how sales orders affect inventory quantities, run the stock status by
item report.

The following graphic shows the Frame item before the sales order for Diarmuid was
created.

|=E|'1 Inventory Stock Status by ltem A2k a help question | Ask i How Do I?I _|EII xI

Modify Report temorize | Print | E-mail | Expart Hide Header Refresh
Dates | This Month-to-date | Fram [1z/01/2007 8| Ta [1zr15/2007 |
SV Rock Castle Construction
12nsit Inventory Stock Status by Item
December 1 - 15, 2007
+ Item Description ¢ Pref Vendor < Reorder Pt < On Hand < On Sales Order i < Order < On Purchase Order
Frames d
Exterior Frame Standard exterior ... 5 2 1} 2 0
Interior Frame Standard interior d...  Patton Harchwvare. .. q 1} ) 0 J
Frames - Other a a o 1}
Total Frames 11 1} 11 0
-
1 3
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LESSON 6

This graphic shows the Frame item after the sales order was created. Notice that

QuickBooks tracks the items listed on sales orders.

rﬁﬁ Inventory Stock Status by Item Ask a help question | Ask i How Do 17§ _ ||

Madify Repart... Memarize. .. | Prirt... | E-rmail | Export... Hide Header Refrezh |
Dates | This Month-to-date = From [12701/2007 | 8| To [12/15/2007 | |
403 PM Rock Castle Construction
125t Inventory Stock Status by ltem

December 1 - 15, 2007

+ lem Description = Pref Vendor + Reorder Pt ¢« On Hand < On Sales Order + Available « Order

] |

Frames
Exterior Frame Stanclard exterior ... 5 2 4 -2
Interior Frame Standard interior d...  Patton Hardweare.., 9 0 a
Frames - Other a i} i}
Total Frames 11 4 7

-

ot

Invoicing against sales orders

Rock Castle recently received several deliveries and an employee has entered the items
into inventory. He wants to find out if any of these items have been ordered for

customers, so he runs the open sales order by item report.

To run the sales order by item report:
1 From the Reports menu, choose Sales.
2 Choose Open Sales Orders by Item from the submenu.

QuickBooks displays the report.

Tl Open Sales Orders by ltem Ask a help question |Askll * How Do I?I — |E|| XII

Modify Repart... Memorize. .. | Frint... | E-mail | Export... Hide Header | Fiefrezh |
Dates &l =] From]| E To| ESDH By | Default =
S:uBlEm Rock Castle Construction
121501 Open Sales Orders by ltem
All Transactions
B Type +  Date + Due Date <+ Hum <« Hame + Oty < Invoiced ¢+ Amount <
Inventory
Frames
Exterior Frame
» Sales Crder 12M52007  12M552007 3 Roche, Diarmuid: Room. .. 4 100.00 4
Total Exterior Frame 400.00
Total Frames 400.00
Total Inventory 100.00
Parts
Lumber
Decking
Sales Crder 11/29/2007 1272972007 2 Smallzon, Fran 28 224.00
Total Decking 224.00
Rough
Sales Crder 11/29/2007 1272972007 2 Smallzon, Fran B 36.00
Total Rough 36.00
Total Lumber 260.00
Tatal Parts 260.00
TOTAL 360.00
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Entering sales and invoices

In addition to the sales order you just entered, the report shows that there is an open
sales order for Exterior wood doors for Fran Smallson. Rock Castle now has sufficient
quantity on hand to fill the customer’s order, so you can close the sales order and
invoice the customer.

In this exercise, you'll create an invoice from a sales order. If you're using a Premier
product, you can also generate purchase orders directly from sales orders by clicking
the down arrow on the Create Invoices button in the Create Sales Order window, and
then selecting Purchase Order. You don’t need to create the purchase order in this
exercise.

To create an invoice and close the sales order:

1

Double-click on the line for Decking in the report window for Sales Order #2 for
Fran Smallson.

QuickBooks opens the sales order.
In the Create Sales Orders window, click Create Invoice on the toolbar.

QuickBooks displays the Create Invoice Based On Sales Order window.

Create Invoice Bazed On Sales Order

Specify what to include on the invoice.

& Create invoice for the entire sales oder

" Create invoice for selected tems.

119 | Cancel | Help |

Leave the “Create invoice for the entire sales order” option selected, and click OK.
QuickBooks creates an invoice for the customer.

In this case, all of the items the customer order arrived, so you can close the sales
order. If only some of the items had come in, you could invoice for only those
items and keep the sales order open until any remaining items arrived.
QuickBooks tracks which items are still open.

In the Create Invoices window, click Save & Close.

Close the report window.
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Receiving payments and making deposits

Lesson objectives

m To learn how to record customer payments in QuickBooks

m To learn how to handle customer discounts, partial payments, overpayments, or
down payments

m To see how to record a deposit in QuickBooks, and learn how QuickBooks treats
the deposit behind the scenes

m To learn how to enter cash back from a deposit in QuickBooks

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 7 and then click Save.
6 Click Restore.

Recording customer payments

If you're receiving payment at the time of a sale, and you fill out a sales receipt,
QuickBooks records a customer payment. When you invoice a customer, and you
receive payment later, you enter the payment in the QuickBooks Receive Payments
window.

The Receive Payments window lets you match up payments you receive with invoices
you've written. You'll be working with the Receive Payments window in this lesson.
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Recording a payment in full for a single job

The simplest case is when a customer has one outstanding invoice for one job and
sends you a payment for the full amount. Suppose that Rock Castle Construction
receives a check for $4735.73 from Mike Violette for his workshop. Here’s how you’d
enter the payment.

To record a payment in full:
1 From the Customers menu, choose Receive Payments.

QuickBooks displays the Receive Payments window.

#: Receive Payments Ask a help question | Ask | = How Do 1?2
ﬂErevious @ﬂext | E‘:h History - | @Get Online Ptz | @ Print Credit Memo
Customer Payment
Received From | il | Customer Balance: 0.00
Prat. Methad ﬂ Date | 1241 53200?@
Card No. Exp Date __ / Amount 0.00
Mema Ref. /Check Ma.
Applied To: [ Show discount and credit infarmation
Vi Date Humber Orig. Amt. Amt. Due Payment J
Y
Totals 0.00 0.00 0.00
Sebliiscaunt I SebEredits e e | (e I Hzﬂzzg E?é"é?t:nt ggg
& Group with other undeposited funds [~ Process credit card payment when saving
" Deposit To |Checking j Save & Close | Save & New | Clear
BuickBooks Dottoursell Papioll gives you the tools and latest tax tables bo help you avoid tax hassles T

The first step is to enter the name of the customer from whom you've received
a payment.

2 In the Received From field, select Violette, Mike:Workshop from the
drop-down list.

QuickBooks displays the outstanding invoice for Mike Violette in the Applied To
section of the window.

3 Press Tab twice to move to the Amount field.
4 In the Amount field, type 4735.73 and press Tab.

QuickBooks changes the Total to Apply to 4735.73, and applies the payment to the
one outstanding invoice.

5 In the Ref./Check No. field, type 6745 and then press Tab.
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Receiving payments and making deposits

6 In the Pmt. Method field, select Check from the drop-down list.
7 Click “Group with other undeposited funds” if it is not selected already.

#: Receive Payments Ask a help question | Ask | = How Do 1?2
@Erevious @ﬂext | E‘:h History - | éﬁet Online Ptz | @ Print Credit Memo
Customer Payment
Received From Yiolette, Mikew/arkshop 'l Customer Balance: 473573
Fmt. bethod ':hECkiﬂ Date M@
Arnouat 47373
Memo Ref./Check o, | 6745
Applied To: ™ Show discount and credit infarmation
J Date Mumber Orig. Amt. Amt. Due Payment
J |12/05/2007 (G5 573573 473873 47/TI~
-
Tatals 5,735.73 473573 473573
Set Discount I Set Credits Clear Selections | GoTo I H:Ez:g E?gdmitznt ggg
& Group with other undeposited funds 7 | Process credit cand payment when saving
" Deposit To |Ehecking j Save & Close | Save & New | Clear
QuickBooks Dotroursell Paproll gives you the tools and latest tax tables o help you avoid tax hassles T

8 Click Save & New.

This records the payment and clears the window so you can enter another one.

Entering a partial payment

Rock Castle Construction has also received a check for $1,000 from Ecker Designs.
Ecker Designs has two outstanding invoices and owes more than $6,000.

To enter a partial payment:

1 Inthe Received From field, select Ecker Designs:Office Repairs from the drop-down
list.
In the middle of the window, QuickBooks shows you the invoices still outstanding
for the job. In this case, there are two.

2 Press Tab twice to move to the Amount field, and then type 1000. Then press Tab
again.
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QuickBooks automatically applies the payment you've entered to Ecker Design’s
oldest invoice.

Applied Ta: ™ Show discount and credit information
S Date Mumber Orig. Amt, At Due Payment
J (1143042007 (B2 1.468.30 1.468.30 1.000.00 =
12/15/2007 (73 4.757.81 4 757 81 000
Tatals B.226.11 B.226.11 1.000.00
Set Discount | Set Credits Clear Selections | GoTo I H:ﬂzzg E?:;i"tint g gg
% Group with other undeposited funds ™ Process credit card payment when saving
" Deposit Ta |Checking j Save & Cloze | Save & New | Clear |

To choose which invoice a payment applies to, rather than having QuickBooks

apply it to the oldest one, you can clear the selections and apply the payments as
you wish.

3 Click Clear Selections.

4 In the Payment column, type 1000 as the amount you want to apply to the second
invoice, and then press Tab.

Applied To: ™ Show dizcount and credit infarmatian
[ Date Huriber Orig. Ak, At Dlue Payrnent
11,/30/2007 |52 0.00 =

okalz 6.226.11 6.226.11 1.000.00
i i GoT Unuzed Payment 0.00
Set dit: lear S electior oo
e = L I = I Unused Credits 0.00

& Group with other undeposited funds

" Deposit To |Ehecking

|

™ Process credit card payment when saving

Save & Cloze | Save & Mew |

Clear

5 In the Pmt. Method field, select Check from the drop-down list.

6 Make sure that “Group with other undeposited funds” is selected.

7 Click Save & New to record the partial payment and clear the window.

Applying one payment to multiple jobs

Rock Castle Construction is working on several jobs for a customer, Brian Cook. Brian
has payments outstanding for four invoices. He wants to write one check to cover all
outstanding payments.

In this exercise, you'll apply this single payment to invoices for multiple jobs.
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Receiving payments and making deposits

To apply one payment to multiple jobs:

1 In the Receive Payments window, select Cook, Brian from the Received From
drop-down list.

QuickBooks lists the open invoices for all of the jobs associated with Brian Cook.

eceive Payments

ﬂErevious @ﬂext | E‘:thstor_l,l -| éﬁetﬂnline Ptz | @F’rint Credit Memo

Customer Payment

Received From tUUk- Brian hd | Customer Balance: 7.812.63
Prat. Methad ﬂ Date 1241 5-"200?E
Card No. Exp. Date __/ Amount 0.00
Mama Ref. /Check Ma.

Applied To: ™ Show discount and credit infarmation

Humber Ak Due

Crig. Amt.

Payment

0.0
1.636.69 0.00
Totals 11.737.33 7263 0.00
Set Discount I Set Credits Auta Apply I GoTo | H:Ez:g E?;Jcﬁ?t:nt ggg
& Group with other undeposited funds ™ Process credit card payment when saving
" Deposit Ta |Checking j Save & Cloze | Save & New | Clear

BuickBooks Do-tYoursell Paproll gives you the tools and latest tax bables to help you avoid tax hassles 9

2 Press Tab twice to move to the Amount field.
3 In the Amount field, type 7812.63 and then press Tab.
Notice that QuickBooks applies the payment to all outstanding invoices.
4 In the Ref./Check No. field, type 575 and then press Tab.
5 In the Pmt. Method drop-down list, select Check.
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Your window should look like this.

#: Receive Payments

ﬂErevious @ﬂext | E‘:thstor_l,J v| @Getﬂnline Ptz | @F‘rint Credit Memo

Customer Payment

Feceived From Cock, Brian hil | Customer Balance: 7.812.63 F!{:'.
Find out hows pou
Prat. Method —thECk ﬂ Date 12/15/2007 SquD?E can process credit
cards for less. Mo
Amount A terminal needed.
WMemo Fef /Check Mo, | 573

+ Compare prices

Invoices paid [with thiz pavment] and thoze bl outstanding:

[ Show discount and credit infarmation

S Date Job Mumber Orig. Amt, Amt, Due Fayment
S [10M15/2007 [Kitchen 42 3.100.00 700,00 700,00 ~
S (117252007 (Kitchen a7 1.E3EE3 46669 46E.69
S (1142542007 [2nd stary addition 53 5.418.00 B.003.30 5.003.30
S (124112007 [Kibchen FCEB 5,515 5,505 595
S [12M5/2007 [Kitchen TE 163669 1.636.69 163669
Totals 11.797.33 TA12E63 7B12E3
Set Discount I Set Credits Clear Selections I GoTo I Hzﬂzzg E?gé?t:nt ggg

= | Eiacess credl card payment when saving

Save & Close | Save & Hew |

& Group with other undeposited funds
" Deposit Ta |Checking j

Complete Paproll understands the value of your ime - call today for a reliable, outsourced pawioll servicel 7,

Rewert

6 Make sure that “Group with other undeposited funds” is selected.
7 Click Save & New.

Entering overpayments

If a customer sends you an overpayment, you simply enter the amount in the Receive
Payments window, and QuickBooks keeps track of the additional payment. When the
customer has future invoices, you can apply the overpayment to those amounts.

Suppose that Rock Castle Construction has received a payment of $12,500.00 from
Pretell Real Estate for the 75 Sunset Rd. job. The outstanding invoice for that job is
$12,412.18.

To enter the payment:

1 In the Received From field of the Receive Payments window, select
Pretell Real Estate:75 Sunset Rd. from the drop-down list.

QuickBooks displays an invoice dated 12/01/2007 for $12,412.18.
2 Press Tab twice and type 12500 in the Amount field.
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Receiving payments and making deposits

3 Press Tab again.

#: Receive Payments Ask a help question | Ask |l = How Do 2

@Erevious @ﬂext | E‘:thstor_l,J - | éﬁetﬂnline Ptz | @F’rint Credit Memo
Customer Payment

Received From Pretel Feal E state: 75 Sunset Rd. il | Customer Balance: 1241218
PotMethed _ =] Date| 12A15/2007 E|
CardMWo. _ Exp. Date _ /_ Amount_ 12500.00
Memo Ref./Check No. ||

Applied Ta: ™ Showe discount and credit information

J Date Murnber Orig. Ak, At Due Paprnent

Tatals 1241218 1241218 1241218
Set Discount I Set Credits Clear Selections | GoTo I Unused Payment 87.82
— = — Unused Credits 0.00
& Group with other undeposited funds ™ Process credit card payment when saving
" Deposit To |Ehecking j Save & Close | Save & New | Clear

QuickBooks Dotroursell Paproll gives you the tools and latest tax tables o help you avoid tax hassles T

QuickBooks shows an Unused Payment amount of $87.82. QuickBooks keeps
track of the overpayment amount for you, and you can apply it to any future
invoices for the customer. The next time you invoice Pretell Real Estate and receive
a payment, the Receive Payments window will show $87.82 in unused credits.

Select Check from the drop-down list in the Pmt. Method field.
Make sure “Group with other undeposited funds” is selected.
Click Save & New.

N o a b~

When QuickBooks displays a message telling you that the customer will have a
credit if you proceed, click OK.

Handling down payments or prepayments

If a customer makes a payment before you've invoiced him for services (for example,
he may be making a down payment or paying a retainer fee), you can still record the
payment at the Receive Payments window. However, because you don’t have any
invoices to which to apply the payment, QuickBooks records the payment as an
unused payment (just like an overpayment).

QuickBooks holds the unapplied amount with the customer’s name. The next time
you enter that customer in the Receive Payments window, QuickBooks displays the
credit amount in the Unused Credits area. The customer’s balance also reflects the
credit amount.
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Suppose Kristy Abercrombie wants Rock Castle Construction to do a kitchen
remodeling job for her. She’s sent Rock Castle Construction a check for $1,000 as an
initial payment, but the company hasn’t invoiced her yet.

To enter the down payment you’'ve received:

1

2

4]

In the Received From field, select Abercrombie, Kristy:Kitchen from the
drop-down list.

In the Pmt. Method field, select Check from the drop-down list.
Highlight the numbers in the Amount field and type 1000. Then press Tab.
QuickBooks displays the payment as an Unused Payment.

St [saant | Set Eredis | it el | (G T | H:Ezgj E?;’sznt 1'““3:33
% Group with other undeposited funds = | Erocess credit card payment when saving
 Deposit To |Ehecking j Save & Cloze | Save & New | Clear

Click “Group with other undeposited funds” if it is not selected already.
Click Save & Close.

When QuickBooks displays a message telling you that the customer will have a
credit if you proceed, click OK.

Later, Rock Castle Construction is ready to prepare its invoices and needs to invoice
Kristy for the labor the workers have already completed on the job.

To create an invoice for a customer who made a down payment:

1

From the Customers menu, choose Create Invoices.
QuickBooks displays the Create Invoices window.

In the Customer:Job field, select Abercrombie, Kristy:Kitchen from the drop-down
list.

If you have QuickBooks Pro or Premier, QuickBooks displays the Available
Estimates window. You don’t want to create the invoice from the estimate listed,
so click Cancel.

From the Template drop-down list, choose Custom Invoice.

Click in the Item column, select Removal from the Item drop-down list, and then
press Tab.
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Receiving payments and making deposits

6 In the Quantity column, type 40 and press Tab.

& Create Invoices Ask a help question | Askl = How Do 17 | _ (O] x
ﬂErevious @ﬂext @ - @ - E - | ﬁ Spelling %Hjstor}l @ Time/Costs...

Customerdob Template Customize I
IAbercmmbie, Krigty:Kitchen j ICustomInvolce

Invoice 12/15/2007 || 33

Fristy &bercrombie
BE47 Cypress Hill Rd
Baypshore Ca 94326

Met 30 * (01/14/2008 &

ITER QUANTITY DESCRIPTION RATE AMOUNT Tax
Removal x40 [Hemoval labor /00 1.400.00 |Mon *
=l
Customer - Tax|5an Tomas - |[7.75%) 0.00
Meszzage

Tatal 1.400.00

[~ Tobepinted [ Tobee-maled Customer Tax Code |Tax ﬂ Balance Due 400,00

Learm about mailing invoices through OuickBooks
Mema | Save & Close I Save & New R evert

Get business credit reparts from DEE - right in OuickBooks. T

7 Click Save & Close to record the invoice and to close the Create Invoices window.

Now you can go to the Receive Payments window and see how QuickBooks applies the
payment Kristy made earlier.

To view a down payment:
1 From the Customers menu, choose Receive Payments.

2 In the Received From field, select Abercrombie, Kristy:Kitchen from the
drop-down list.

QuickBooks shows Unused Credits of $1,000.
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3 Click in the Payment column, and then Click Set Credits.

- Discount and Credits

r Invoice
Cuztomerdob  Abercrombie, Kristy:Kitchen

Humber 93 Amount Due 1.400.00
Date 12/15/2007 Dizzount Uzed 0.00
Original Amt. — 1,400.00 Creditz Uzed 1.000.00
Balance Due 400.00
[ Dizcount ] Credits ]
J Date Credit No. Credit Amf, Amt. Tolse  Credit Balance

J [12115/2007

-

Tatals 1.000.00 1.000.00 0.00
Clear |
Done | Cancel | Help |

In the Discounts and Credits window, notice that QuickBooks has applied the full
credit amount to the invoice, which is what you wanted. If there were other
invoices to which you wanted to apply part of the credit amount, you would use
this window to apply the credits to the appropriate invoices.

4 Click Done.
QuickBooks applies the existing credit to the new invoice.

5 Click Save & Close to record the payment.

Making deposits

When you use the Enter Sales Receipt window (for a sales receipt where you receive
payment on the spot), the Receive Payments window (for payments on invoices), or a
payment item on an invoice, QuickBooks keeps track of the money you've received
until you deposit it in the bank.

Selecting payments to deposit

At your office, you might hold payments in a locked cash drawer or a cash register
until you can get to the bank; QuickBooks holds the amount in an asset account called
Undeposited Funds. When you're ready to take your payments to the bank, you can
record the deposit in QuickBooks, print a deposit slip to bring with you, and enter cash
back amounts.
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Receiving payments and making deposits

To select payments to deposit:
1 From the Banking menu, choose Make Deposits.

QuickBooks displays the Payments to Deposit window, which lists the payments
you have not yet deposited.

Payments to Deposit Ak a help question | Ask 8= How Do 12 x|
— Select View
Wiew payment method type what are payment method views?
— Select Payments to Deposit
J Date Time  Tupe MHa. Payment kMethod  Mame Arnouint

12742007 PMT 586 Check Jacobzen, DougKitchen 2.000.00 |
121542007 LIAE ADJ Great Statewide Bank 124.00
121542007 PMT E745 Check Widlette, Mikeworkshap 473/73
124152007 PMT Check Ecker Desighz Office Rep: 1,000.00
12A15/2007 PMT 575 Check Coak, Briat 7263
12/A5/2007 PMT Check Pretell Feal Estate: 75 Sun: 12.500.00
124152007 PMT Check Abercrombie, Krigty: Kitchet 1.000.00

2 Click to select the payments you want to bring to the bank.

For this exercise, select the payments you recorded from Mike Violette, Ecker
Designs, Brian Cook, Pretell Real Estate, and Kristy Abercrombie.

— Select View
Wiew payment method type I#’-‘«ll types

j Wwhat are payment methad views?

— Select Payments to Deposit

4 Date Time  Type Mo, Papment Method  Mame Amount
12142007 PhT 936 Check Jacobsen, DougKitchen 2,000.00
12/15/2007 LI&B A0 Great Statewide Bank. 124.00

< 12/15/2007 PT Er45 Check Yiolette, Mike\Workshop 473573

< 12Aes007 PRT Check E cker Designs: Office Rep: 1.000.00

< 12/15/2007 PT 578 Check Cook, Brian 71263

< 12/15/2007 PMT Check Pretell Real Estate: 75 Sun: 12.500.00

 12A5/2007 PT Check Abercrombie, FristyKitcher 1.000.00
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3 Click OK.

QuickBooks displays the Make Deposits window, which shows the payments you
just selected.

kil Make Deposits Ask a help question | Ask [l How Do 17§ _ (O x
@Erevious @ﬂext @ Fring = | Fapments
Deposit To [ | Date [12/15/2007 @] Memo [Deposi
Click Payments to select customer payments that you have received, List any other amounts to deposit below,
Received From From &ccount M erma Chk Mo. Prot Meth. Amount
Violette, MikeWorkszh... [Undeposited Funds E745 Check 473B73I~
Ecker DesigneOffice .. Undeposited Funds Check 1.,000.00
Cook. Brian Undepaosited Funds 575 Check FA1263
Pretell Real Estate: 75 . |Undeposited Funds Check 12,500.00
Abercrombie, Knisty:kit... |Undeposited Funds Check 1.,000.00
~|
[eposit Subtotal 27,048 36
To get cash back from this deposit, enter the amount below. Indicate the account
where pou want this money to go, such as vour Petty Cash account.
Cash back goes to Cash back memo Cash back amount
Deposit Tatal 27.048.36
Save & Cloze Save & Hew Clear

4 In the Deposit To field, make sure that Checking is selected.

Note: If you have money to deposit that is not the result of a payment you
received for a sale, you can enter it in the detail area of the window. For

example, if you received a premium refund from your insurance vendor,
you would enter it here.

QuickBooks updates the deposit total at the bottom of the window automatically.
If you wanted to print a deposit slip to take to the bank, you would click Print. The

Printable Deposit Slips that you can order to work with QuickBooks work only
with deposits of cash and checks.

5 Click Save & Close to record the deposit.

How QuickBooks handles the deposit

QuickBooks updates the Undeposited Funds account to show that you've made a
deposit. It also adds the deposit to your checking account register.

To view the Undeposited Funds account:
1 From the Lists menu, choose Chart of Accounts.
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Receiving payments and making deposits

2 In the chart of accounts, double-click the Undeposited Funds account.

&= Undeposited Funds = =]
3 Goto... | @ Print... | @ Edit Transaction Quickﬂepolt
[rate Fief Papee Decrease | J Increase Balance
Type Account | temo
121542007 575 Cook, Brian THZE3 2,000.00 =]
DEFP Checking [zplit]
12A15/2007 E745 Wiolette, MikewWorkshop S 473673 E.735.73
PMT Accounts Receivable
121542007 6745 Winlette, Mike W orkshop 473573 2,000.00
DEP Checking [zplit]
1215/2007 Great Statewide Bank 124.00 2.124.00) _I
LI&E AD [|-spht- [ =
[~ 1-Line Ending balance 212400
soitby [ Date, Type, Mumber/R elj
Adriinistering & retirerment plan just got easier with QuickBooks Betirement 5 olutions %

QuickBooks displays your deposits and reduces the balance in the account by the
amount of the deposits.

3 Close the account register window.
Now you can look at the deposit transaction in the checking account.

4 In the chart of accounts, double-click the checking account.

12M15/2007 27.048.36 7403362
DEP -zplit- Deposit

QuickBooks has entered the deposit as a transaction in the checking account
register and has updated the balance of your checking account.

5 Close the checking account register and the chart of accounts.

Getting cash back from a deposit

In the Make Deposits window, you can enter information about any cash you took out
of the deposit when you are recording the deposit.

To record getting cash back from a deposit:
1 From the Banking menu, choose Make Deposits.

QuickBooks displays the Payments to Deposit window. Notice that the deposits
you made in the last exercise are no longer listed.
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2 In the Payments to Deposit window, select the payment from Doug Jacobsen.

Payments to Deposit Azk a help question | Askll  How Do I?
— Select Wiew
Wiew payment methad tupe IAII types j ‘what are payment method views?

— Select Payments to Deposit

4 Date Time  Type Mo, Papment Method  MName Armnatint
< 1241442007 PMT 386 Check Jacobzen, DougKitchen 2.000.00
12415/2007 LIAB A0 Great Statewide Bark. 124.00
3 Click OK.
4 In the Make Deposits window, type Petty Cash in the “Cash back goes to” field and
press Tab.

5 When QuickBooks displays a message telling you that Petty Cash is not on the
account list, click Set up.

QuickBooks displays the New Account window with the name preset to

Petty Cash.
7 New Account Ak a help question | Ask |l How Do I? |
Tupe (1] 4 |
Cancel |

Mame IF'etty Caszh

[~ Subaccount of I j r Account iz

inactive

Desgcription |

Bank Acct. Mo, |

ﬂ How Dol choose
the right taw line’?

Opening Balance I az of |12;1 R/2007 E A | entering the

camect opening
Rermind me to order checks when | print check number I balahce snd date™

T Ling [ |Inassigned>

6 Make sure Bank is selected in the Type drop-down list, and then click OK to return
to the Make Deposits window.
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Receiving payments and making deposits

7 In the “Cash back amount” field, type 200 and press Tab.

QuickBooks displays the deposit subtotal amount ($2000.00) and the total less the
cash back amount ($1800.00).

kil Make Deposits Ask a help question | Ask = How Do 17§ _ (O] x

ﬂErevious @ﬂext @F’rin_t - | F'a_l,Jments

| Date [1215/2007 | Memo [Deposi

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

Deposit To |Ehecking

Feceived From From Account Mema Chk Mo. Pt beth. Amount
Jacobzen, DougKitch... |Undeposited Funds 986 Check 2.000.00 =
Deposit Subtatal 2,000.00

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

Cash back goes to Cash back memo Cash back amount

Petty Cash ~| 200.00

Deposit Total 1.800.00

Save & MNew Clzar

8 Click Save & Close.

QuickBooks records the Deposit Total amount in your checking account and the
cash back amount in your Petty Cash account.

9 To see the effect on these accounts, choose Chart of Accounts from the Lists menu.

Fu Chart of Accounts [EERCREWEIENAEETY (SRR il | =] E3
oPettyCash |Bamk | 200.00
% Checking £ |Bank Th272.34 _I
+Savings 4 |Bank 13.868.42
+ Accounts Receivable Accounts Receivable 36.393.68
¢ Tools & Equipment Other Current Agset 5.000.00
¢+Employee Loans Other Cumrent Asset 0.00
e Inventory Azset Other Current Agset 26.926.43
+Retainage Other Current Agset 2.461.80
+ Undeposited Funds Other Current Azset 124.00
@ Trucks Fired Azzet 24.852.91
+ Original Cost Fired Azzet 33.852.91
+Depreciation Fired Azzet -9,000.00
+Pre-paid Insurance Other Azzet 1.041.85
+Accounts Payable Accounts Payable 30,7359.38 |
JAccount T Activitier ™ | Reparts ™ [T Show Al

10 Close the chart of accounts.
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Entering and paying bills

Lesson objectives

To discuss the different ways you can handle bills in QuickBooks
To learn how to enter a bill in QuickBooks
To use the Pay Bills window to pay a bill in QuickBooks

To learn how to enter a discount on a bill from a vendor

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven't installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 8 and then click Save.

Click Restore.

Handling bills in QuickBooks

When you have a business expense, you can handle it in one of the following ways:

You can write a check manually and enter the information into a QuickBooks
check register later. This doesn’t take advantage of features in QuickBooks, but
sometimes it’s necessary. For example, if you purchase supplies at a retail store,
they expect payment on the spot, and you may not know the amount in advance.

You can use QuickBooks to write and print a check. When you receive a bill that
you want to pay immediately, you can write a QuickBooks check more quickly and
accurately than you can by hand. An additional advantage is that QuickBooks
makes the entry in the checking account register for you.

You can use the QuickBooks accounts payable feature to track the amounts you
owe to vendors, track your cash flow needs, and handle bills you want to pay later.
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LESSON 8

m  You can pay by credit card and enter the credit card receipt into QuickBooks later.

Lesson 4, “Working with bank accounts,” shows you how to enter a handwritten
check and a QuickBooks check. In Lesson 5, “Using other accounts in QuickBooks,”
you learn about credit card accounts. This lesson shows you how to use QuickBooks

for accounts payable.

Using QuickBooks for accounts payable

Some business owners, especially if they own smaller, home-based businesses, pay

their bills when they receive them. Most business owners, however, find it more
convenient to pay bills less often. (They also like keeping the cash in the company for
as long as possible.) If you don’t plan on paying your bills right away, QuickBooks can
help you keep track of what you owe and when you owe it.

The money you owe for unpaid bills is called accounts payable. QuickBooks uses the
Accounts Payable account to track all the money you owe. Like any QuickBooks

balance sheet account, the Accounts Payable account has a register where you can

view all your bills at once.

To see the Accounts Payable register:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.

2 Double-click Accounts Payable in the list to open the register.

QuickBooks displays the Accounts Payable register.

&, Accounts Payable
3 Goto... | @F’lin_t... | @Ed_it Tranzaction Quickﬂepolt

Ask a help question | Ask = How Do 17§ _ (O x

Date Humber ‘Wendor Due Date Bill=d S Paid Balance
Type Account | Mema
12152007 Kezwick Inzulation Paid 57000 24170 =
BILL Job Expenze:
12/15/2007 12/03 Cal Gas & Electic 12/30/2007 12268 31.364.38
BILL Utilities: Gas a Acct #HE0-82
12/18/2007 wheeler's Tile Ete. E25.00 30,735.38
BILLPMT || Checking
MHumber  |Vendor FlDue Date B Rilad Paid
Account LI I ermo -|
Splits | Ending balance 30,739.38
™ 1line [ Show open balance
Sorthy [Date, Type, Number/Fel > | Record I Fiestore I

Financial Staterent Beparter letz accountants quickly create and customize profeszsional-locking financial statements. %

The register keeps track of each bill you have entered, shows you the due date, and
keeps a running balance of all the bills you owe. As a business owner, this helps

you forecast your cash flow, and the QuickBooks reminder system helps you pay
your bills on time.

3 Press Esc twice to close the open windows.
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Entering and paying bills

Using accounts payable to pay your bills involves two steps: entering the bill and
paying the bill. You'll practice both steps in this lesson.

Entering bills

When you receive a bill from a vendor, you should enter it into QuickBooks as soon
as you can. This keeps your cash flow forecast reports up to date and doesn’t give you
the chance to set aside a bill and forget about it.

Rock Castle Construction received a bill from the company that created its new
brochures. The bill includes a charge for courier delivery. Rock Castle Construction
doesn’t plan to pay the bill until close to its due date, but the company wants to keep
an eye on the accounts payable total, so it enters the bill now.

To enter a bill:
1 From the Vendors menu, choose Enter Bills.

QuickBooks displays the Enter Bills window.

# Enter Bills Ask a help question | Ask = How Do 17 | _ (O x
ﬂErevious @ﬂext | ﬁFind %Hjstor}l
Bl Credit ¥ Bil Received
Vendor | - Date 12/15/2007 g|
Bil Due 12/25/2007 |
Amount Due  0.00
Terms j Ref. Mo,
tema
Expenszes $0.00 ] Items $0.00 I
Account Amount Memo Customer.Job H J
rY
Clear Splitz | Recalculate | Save & Cloze | Save & New | Clear |

The top half of the window is where you enter the bill. The bottom half is the
detail area where you can assign the bill amount to different expense accounts,
customers, or jobs.

Notice that the Bill Received checkbox has a checkmark. The only time the Bill
Received checkbox should be cleared is if you're using QuickBooks for inventory
and you want to record items you've received that you haven’t actually been billed
for yet.

2 In the Vendor field, type Willis Advertising, and then press Tab.
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3 When QuickBooks displays a message telling you that Willis Advertising is not on
the Vendor list, click Quick Add.

4 In the Amount Due field, type 1500.
5 Click in the Bill Due field.

Notice that QuickBooks supplies a date for you in the Bill Due field. The date
displayed is ten days from the date in the Date field. You can change the date if
you wish. If your Vendor list had payment terms entered for this vendor,
QuickBooks would have used those terms to calculate the bill’s due date.

6 Click in the Account column on the Expenses tab and type Printing.

QuickFill completes the entry for you, and displays Printing and Reproduction as
the account. QuickBooks lets you assign transactions to more than one account,
so you can keep close track of where your company spends its money. Rock Castle
Construction wants to assign the majority of this bill to a printing and
reproduction expense account, and the rest to a freight delivery expense account.

7 DPress Tab to accept Printing and Reproduction as the account.
8 Type 1450 to change the amount from 1,500 to 1,450.

9 Click in the Account column below Printing and Reproduction.
10 From the drop-down list, choose Freight & Delivery.

QuickBooks automatically assigns the remainder of the bill amount ($50.00) to
Freight & Delivery.

Your screen should resemble the figure below.

# Enter Bills Ask a help question | Ask [ = How Do 17 | _ (O x
@Erevious @ﬂext | ﬁFind E‘:ﬁHjstor_l.J
& Bil " Credit ¥ Bill Received
Vendar Wilis Advertising | Date 12415/2007 &
Bill Due 12/25/2007 |
Amount Dye  1.500.00
Terms j Fef. Ho.
hema
Expenses $1.500.00 ] Items $D.DD]
Account Amount tema Customerdob =]
Printing and Reproduction 1.450.00 &
Freight & Dielivery = 50,00 hd
Clear Splits | Recalculate | Save & Cloze | Save &k New | Clear |

11 Click Save & Close to record the bill.
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Entering and paying bills

Paying bills

When you start QuickBooks or open a QuickBooks company file, a Reminders window
appears that tells you whether you have transactions to complete, such as bills to pay
or money to deposit.

Tip: If you don’t see the Reminders window when you start QuickBooks, you
can turn it on by choosing Preferences from the Edit menu. Click Reminders,
click the My Preferences tab, and select “Show Reminders List when opening a
Company file.”

When QuickBooks tells you that you have bills due, you can display the Pay Bills
window and select the bills you want to pay.

To pay a bill:
1 From the Vendors menu, choose Pay Bills.

QuickBooks displays the Pay Bills window.

Ask a help question | Ask il How Do I?

— Select Bills to be Paid

Show bills — Due on o before [12,25/2007 | _
 Shaw all bils SoitBilsBYy [DueDate |7
J Date Due endor Ref. Mo, Disc. Date Amt Due  Digc. Uged Credits Used Amt To Pay
12/20/2007 |Hopkins Const... BRO.00 0.0o 0.00 0.00 =
12/23/2007 |Hopkins Const... 180,00 0.00 0.00 0.00
12/24,/2007 |Middiefield Ciny... 1,200.00 0.0o 0.00 0.00
12/25,/2007 |\williz Adwertisi... 1.500.00 0.0o 0.00 0.00
-
Tatals 3.400.00 0.00 0.00 0.00
— Digoount & Credit Information for Highlighted Eill
Yendar Tems Mumber of Credits 0
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available o.on
(e b Bl | Seblscaumnt | SedlEredis |
— Payment ficcount————————————— — Payment Method———————— ~ Payment Date
Checki - ™ To be printed
{Checking A [Check = , [12/15/2007 |
Ending Balance 46.423.98 % fssign check no.

Select MlEik | Payiliose | Pap&New |  Clear |

Get the convenience of outsouced parol, while maintaining control of doing your payoll in DuickBooks T,

The Pay Bills window shows your unpaid bills as of any date you enter. You can
pay by check, credit card, or with an online payment (if you are set up to make
online payments).

For this exercise, you'll pay a bill using a QuickBooks check (rather than a
handwritten one).

2 Select the “To be printed” option.

By selecting this option, you are telling QuickBooks that you will print this check
later.
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LESSON 8

3 Select the Willis Advertising bill by clicking in the column to the left of the bill.

QuickBooks displays a checkmark next to the bill and changes the amount in the
Ending Bank Balance to reflect a payment of $1,500.00. If you want to make a
partial payment, you can enter the amount you want to pay in the Amt. To Pay
column.

Your screen should resemble the figure below.

Ask a help question | Ask il How Do 1?2

— Select Bills to be Paid

Show bills ' Due on or before |12,.'25,.12DU? E

" Show all bills Sant Bills By IDue Date -

J Date Due endor Ref. Mo, Disc. Date Amt Due  Digc. Uged Credits Used Amt To Pay
12/20/2007 |Hopkins Const... BRO.00 0.0o 0.00 0.00 =
12/23/2007 |Hopkins Const... 180,00 0.00 0.00 0.00
12/24,/2007 |Middiefield Ciny... 1,200.00 0.0o 0.00 0.00

A il || 1smoo| oo ooo| 150000
-
Tatals 3,400.00 0.00 0.00 1.500.00
— Digoount & Credit Information for Highlighted Eill
Wendor  ‘Willis Advertising Tems Murnber of Credits 1]
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available o.on
Gota Bill | Set Discount | Set Credits |
— Payment ficcount————————————— — Payment Method———————— ~ Payment Date
Checki - & To be printed
|Checking A [Check v , [12715/2007 @)
Ending Balance 44 923.98 ™ Assign check no.

Clear Selections | Pay & Cloge | Pay & New | Clear |

Get the convenience of outsouced parol, while maintaining control of doing your payoll in DuickBooks T,

4 Click Pay & Close.

How QuickBooks records your bill payment

When you pay a bill through the Pay Bills window, QuickBooks makes an entry in the
accounts payable register, showing a decrease of $1,500 in the total payables. It also
creates a check from your checking account to pay the bill.

To see the entry in the accounts payable register:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
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Entering and paying bills

2 In the chart of accounts, double-click the Accounts Payable account.

QuickBooks displays the accounts payable register.

&, Accounts Payable
3 Goto... | @F’lin_t... | @Ed_it Tranzaction Quickﬂepolt

Ask a help question | Ask = How Do 17 |§ _ (O x

Date Humber ‘Wendor Due Date Bill=d S Paid Balance
Type Accolnt | Memo

121542007 Willis Advertizing Paid 1.500.00 3.241.70 ~|
BILL -gplit-

12A15/2007 12/03 Cal Gas & Electric 12/30/2007 12268 31.364.38
BILL Ltilities: G 55 2 Acct HEE0-82

1241942007 Wheeler's Tile Etc. £25.00) 30,739.38
BILLFMT || Checking

Mumber |[Wendar *|Due Date B Riled

Paid

” Account LI tdemo ”

Splitz |

[ 1-Line

I Show open balance

Sort by |Dale, Type, Number.-’Flelj

Ending balance

Record I Restore I

30,739.38

Financial Statement Reporter lets accountants quickly create and customize professional-looking financial statemerts, %

The register now shows the bill payment to Willis Advertising.

3 Close the accounts payable register.

At the same time QuickBooks recorded the entry in your accounts payable register, it
made an entry in your Checking account.

To see the entry:

1 In the chart of accounts, double-click Checking.

QuickBooks displays the checking account register.

7, Checking

3 Goto.. | @F‘rin_t... | @ Edit Tranzaction QuickHeport
Date Mumber FPayee Payment J Deposit Balance
Tupe Account | temo
12/15/2007 Tao Print  [['illis Advertising 1.500.00) 45,048,928 ~|
BILLPMT || Accounts Papable
12A6/2007 SEND 500,00 4554898
TRANSFR|| 5 avings
12/19/2007 SEND Wheeler's Tile Ete. £25.00 44923.98
BILLPMT [|Accounts Papable H-18756
Mumber  [Paves T [Favment Deposit
Account =] Mema -/
ﬂl Ending balance 4492398
[~ 1-Line
Sort by IDate, Type, Number/Rel ® Record Restare
Focus on wour buziness, not vour pavrall - Let Complete Payroll help! %

Notice that the third to the last entry in the register is the check for the payment

to Willis A

dvertising.

2 Select the Willis Advertising transaction.

QuickBooks highlights the Willis transaction with a thick border to show that it is

selected.
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3 On the toolbar, click Edit Transaction.
QuickBooks displays the Bill Payments (Check) window.

« Bill Paymentz[Check] - Checking Aszk a help question | Ask il How Do 17§ _ (O x
@Erevious @ﬂext @F‘rinﬁ - | ﬁFind %Hjstor}l
j Ending Balance 4492398
Mo, ToFrint
Date 12415/2007 |
Pay to the Order of willis Advertising | $ 1,500.00
One thousand five hundred and DO/ * % % = 55 % 5% 5% ks w s nm s xxnx s rnnsnssn Dollars

Williz ddvertizing

Address

Bill Payment Information: [~ Orline Bark Frat W To be printed
Pa "' endar Ref. Mo, Bill &mt. Amt. Due  Dige. Date  Amb. Paid

Advertising | 1.500.00] 1.500.00| | 150000

£l

Clear Splits Fecalzulate Discounts | Save & Close | Save & Hew Fewvert |

Gt S pecial Discounts from FedE sl Click here to leam more! T,

This check is called a “Bill Payment Check” and differs from the check form that
you use to enter checks directly into the checking account. (That form shows
expenses directly on the check voucher portion, while the bill payment form
shows the bills paid by the check.)

4 Dress Esc to close the Bill Payment Check window.

5 From the Window menu, choose Close All to close all the open QuickBooks
windows.

Applying vendor discounts to bill payments

If you take advantage of discounts for early payment offered by some vendors, you can
record the discounts directly in the Pay Bills window. You can set up QuickBooks to
track the discount amounts.

In this section, you'll apply a discount for early payment to one of Rock Castle
Construction’s vendors.

To apply a discount for early payment:
1 From the Vendors menu, choose Pay Bills.
QuickBooks displays the Pay Bills window.
2 In the “Due on or before” field, type 1/16/2008 and press Tab.

QuickBooks displays all of Rock Castle Construction’s bills due on or before
1/16/2008.
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3 From the Sort Bills By drop-down list, choose Discount Date.

Your screen should look like this.

— Select Bills to be Paid

Show bill & Due on or before |[|1 MEA2002 E .
 Show all billz Sort Billz By
J Date Due endor Ref. Mo, Disc. Date Amt Due  Digc. Uged Credits Used Amt To Pay
12/31/2007 | Timberloft Lum... 1211./2007 2050 0.0o 0.00 0.00 =
12/20/2007 |Hopkins Const... BR0.00 0.00 0.00 0.00
12/23/2007 |Hopkins Const... 180,00 0.0o 0.00 0.00
12/24/2007 |Middiefield Ciry... 1,200.00 0.0o 0.00 0.00
12/26,/2007 |Lews Plumbing 1.200.00 0.0a0 0.00 0.00
127272007 |Lew Plumbing 2000 13000 0.0o 0.00 0.00 &
Tatals 1987518 0.00 0.00 0.00
— Digoount & Credit Information for Highlighted Eill
Yendar Tems Mumber of Credits 0
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available o.on
(e b Bl | Seblscaumnt | SedlEredis |
— Payment ficcount————————————— — Payment Method———————— ~ Payment Date
Checki - &+ To be printed
{Checking A [Check = , [12/15/2007 |
Ending Balance 44 923.98 ™ Assign check no.

Select MlEik | Payiliose | Pap&New |  Clear |

Find software solutions for pour business that work with QuickBooks. T,

4 Click to put a checkmark next to the bill for Hamlin Metal with a due date
of 1/10/2008.

QuickBooks displays the discount and credit information for Hamlin Metal.

5 Click Set Discount.
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6 QuickBooks displays the Discount and Credits window prefilled with information
about Rock Castle’s terms with Hamlin Metal, and the amount of the discount
based on those terms (in this case, two percent of $670.00, or $13.40).

- Discount and Credits
— Bill
Yendar Hanlir b etal
Ref. Ho. Amount Due E70.00
Date 124112007 Dizzount Uzed 13.40
Original &mt. 670,00 Credits Uzed 0.00
Amt. To Pay B5E.E0
Dizcount I Credits ]
Dizcount D ate 1242142007
Terms 2% 70 Met 30
Suggested Dizcount 13.40
Amount of Dizcount
Digcount Account | j
Done | Cancel | Help |

7 From the Discount Account drop-down list, choose Construction:Discounts given
to track the discount amount.

8 Click Done.

9 Click Pay & Close.

Note: You can set up QuickBooks to always use discounts and credits from
vendors. If you always track discounts from vendors in the same account,
you can set up a default account. From the Edit menu, choose Preferences.
Click Purchases & Vendors, and then click the Company Preferences tab.
Select the “Automatically use discounts and credits” checkbox and choose
the account in which you want QuickBooks to track the discounts you
receive from vendors.
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Analyzing financial data

Lesson objectives

m  To discuss some of the tools QuickBooks gives you for analyzing
financial data: QuickReports, preset reports, and graphs

m To create a QuickReport

m To add a column to a report

m To learn how to move a column in a report

m To learn about the types of preset reports QuickBooks offers
m To practice creating reports and viewing them onscreen

m To customize a report by changing how it looks and the data it covers (filtering)
m To learn how to process reports in batches

m To save reports as Portable Document Format (PDF) files

m  To learn how to export a report to Microsoft Excel

m  To practice filtering reports in Microsoft Excel

m To learn about the types of graphs QuickBooks offers

m To create and customize several graphs

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 9 and then click Save.
6 Click Restore.
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LESSON 9

Reports and graphs help you understand your
business

So far, you've been learning ways to track your data in QuickBooks. In this lesson,
you’ll work with two of the most valuable tools in QuickBooks: reports and graphs.
Reports and graphs give you insight into your finances; they’re two of the most
important benefits of tracking your data in QuickBooks.

Often, people’s perceptions of their business profitability don’t match the facts. If you
enter your data in QuickBooks, but don’t take the time to analyze the data, your
business decisions are based on incomplete knowledge. Reports let you summarize
your financial data so you make decisions based on analysis of the numbers.

Reports give you the bottom line—you can see exactly how profitable your business
is. If it’s not doing as well as you’'d hoped, you can create reports that show you which
areas need improvement. QuickBooks has dozens of preset reports, but if you have
specific reporting needs, you can customize any QuickBooks report to show exactly
the data you want. And if you're interested in getting quick information, you can use
a QuickReport that lets you summarize information from your lists, forms, or registers
with one click of a button.

Some people find it easier to see a visual picture of their financial data. If you're
interested in learning more about trends or patterns in your business data (for
example, what proportion of your income comes from consulting services as
compared to product sales), QuickBooks offers six types of QuickInsight graphs.

Creating QuickReports

One of the fastest ways to see a report on your QuickBooks data is to create a
QuickReport. QuickReports are predesigned reports that give you information about
the items you're currently viewing on screen. Whenever you have a list, a register, or
a form displayed, you can click a button to have QuickBooks create a QuickReport.

When to use a QuickReport

Suppose you're viewing the Vendor list, and you want to see a history of all
transactions for a certain vendor. Select the vendor’s name, click the Report menu
button, and then select QuickReport. You'll see a report listing information about each
bill for that vendor.

Suppose that Rock Castle Construction wants to see what it owes to Patton Hardware.
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To see what you owe a vendor:
1 From the Lists menu, choose Vendor List.
QuickBooks displays the Vendor list.

B, Yendor List Ask ahelp question | Askl = How Do 17§ _ (O] x
Bank of Arycity

Bayzhore Callil Service 0.00 _I
B ayzhore Water 0.00

C.L. Electric 750.00

Cal Gas & Electic 122.68

Cal Telephone 0.00

Cal0il Comparmy 0.00

City of Bayzhore 0.00

City of E ast Bayshore £9.97

Citw of Middlefieid 0.00

Custom Kitchens of Bayshore 0.00

Draigle Lighting 0.00

Davis Buziness Associates 0.00 |

I Activiiies | Reparts ||_ SRyl

2 Select Patton Hardware Supplies.
3 Click the Reports menu button, and then select QuickReport:Patton Hardware

Supplies.
Tl Yendor QuickReport Aszk a help question | Ask |l How Do I? I - ||:|| XI
Hodi Memorize... | Frint... | E-mail | Export... Hide Header Fiefresh |
Lo T his Month-to-date ~ | From [12/0 /2007 | 8| T [12/15/2007| B Sort By [Defaut =]
L0:UEAM Rock Castle Construction
S Vendor QuickReport
December 1 - 15, 2007
@ Type @ Date + Hum <+ Memo @ Account +ClIr ¢ Split @ Amount <
Patton Hardware Supplies
» Bill 120252007 Accounts Payable -SPLIT- -13,695.00 4
ftem Receipt 120572007 Received te...  Accounts Payahble -SPLIT- -3,459.20
Bill Pt -Check 1200552007 274 RC 93 Checking Accounts Pa... -5,325.00
Check 121052007 278 Checking Job Materials -197.58
Bill 121252007 Accounts Payable Toolz and Ma... -810.00

A vendor QuickReport shows all transactions for this month to date for the

selected vendor, Patton Hardware Supplies. The transactions shown can include

purchase orders, item receipts, bills, bill payments, and credits received from the

vendor.

Note: If you want to see only unpaid bills and unapplied credits for the selected
vendor, select Open Balance from the Reports menu button on the Vendor
list.

Zooming in on a QuickReport

All QuickReports contain a summary of individual transactions. To help you better
understand the information presented in reports, QuickBooks lets you trace report
data to the individual transaction level using QuickZoom.
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When you position the mouse pointer over a number in a report and you see the
QuickZoom symbol (a magnifying glass with a Z in it), you can double-click the
number to display the original transaction in QuickBooks.

Suppose you want more detail about the item receipt shown in the report. (You use an
item receipt in QuickBooks when you want to record that you've received inventory
items, but you haven’t yet received a bill.)

To see more detail about an item:

1 Position the mouse pointer over the item receipt dated 12/05/07.
The arrow pointer turns into a magnifying glass with the letter Z (z for zoom).
2 Double-click the item receipt.

QuickBooks displays the Create Item Receipts window for the selected transaction.

# Create Item Receipts Ask a help question | Ask | = How Do 17 | _ (O] x
GﬂlErevious @ﬂext | ﬁFind E‘:h History
=Bl ) Credit [~ Eil Received
(YIEISF <tton Hardweare Supplies | Date 12/05/2007 @
Item
L]
Receipt Total 3.459.20
Only Ref. No.
tema |Heceived items [bill to follaw]
I Expenzes $0.00 I Items $3.459.20 ]

Item Description Oty Cost Amount CustomerJob PO Mo
Cabinets: Cabinet... |Cabinet Pulls A0 1.7 87.50 M -
Cabinets:Light Pi... |Light pine kitchen 2 1.500.00 3.000.00 34

cabinet wall Lnit
HCLD-1235-p
Hardware:Doork... |Doorknobs Part # DK [ 27.00 162.00 34
3704
hd|
SelectPD | ClearGtys | ShowPD Time |
Clear Splitz | Recalculate | Save & Close Save & New | Rewvert |

3 Click Save & Close to close the window.

QuickBooks returns you to the QuickReport.

Customizing QuickReports

Each QuickReport window has a buttonbar at the top of the report for customizing
report content and layout.

Memarize. .. | Priri... | E -mail | Expart... I Hide Header I Refrezh I

=] Fram [12/0172007 | 8| To[12/15/2007 | E| Sat By [Defauk -

Modify Repart... I
Diates | This Month-to-date

In this exercise, you'll customize the QuickReport you just created to display
transaction numbers in the report.
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To add a column to a report:
1 In the QuickReport window, click Modify Report.
QuickBooks displays the Modify Report window.

Modify Report: Yendor QuickReport Ak a help guestion

Digplay I Filters I Header/Footer I Fonts & Mumbers ]

— Report Date Range

r— Columns

- [left margin) ﬂ Sort by |Default ﬂ

J_Trans #
Type _
Entered/Last Modified Sartin
Lazt modified by
- Date
- HLm
Ad
P.O #
Mame
Source Name
Marme Address

M Strest
N:m: St:z:& Put a check mark next to each column

MName City ;I that pou want bo appear in the report. Erevert |

(1].4 | Cancel | Help |

& Ascendingorder 2
" Descending order 5.4

Use the Display tab of the Modify Report window to select the columns to include
in the report and the date range of the report.

2 In the Columns list, select Trans #.

QuickBooks displays a checkmark next to Trans # to indicate that it’s selected.
3 Click OK to accept the changes.

QuickBooks displays the customized vendor QuickReport.

Tl Yendor QuickReport Ask a help question | Askll * How Do 17 I — |E|| XI
Modify Repart... Memorize... | Frint... | E-mail | Export... Hide Header Fiefrezh |
Dates | This Month-to-date = From [12/m1 /2007 @] To[12/15/2007 | &| Sart By [Defaut =
:038M Rock Castle Construction
12801 Vendor QuickReport
December 1 - 15, 2007
+ Trang # « Type +  Date + Hum_ + Memo £ Account +CIr + Split + Amount <
Patton Hardware Supplies
13 Bil 120252007 Accounts Payable -SPLIT- -13,695.00
» 266 ftem Receipt 120572007 Received tem...  Accounts Payahble -SPLIT- -3459.20 4
E17  Bill Pt -Check 120052007 274 RC 93 Checking Accounts P -5,325.00
268 Check 12002007 278 Checking Job Materials -187.59
280 Bl 121272007 Accounts Payable Tools and M. -810.00

Notice that the item receipt from Patton Hardware Supplies is now listed as
Transaction #266.

Next, you'll move the Trans # column to a new position in the report.
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To move a report column:

1 Position your mouse pointer over the Trans # column that you added to the
QuickReport.

The mouse pointer changes shape to look like a hand.

2 Hold down the left mouse button and drag the Trans # column to the right until
you see an arrow between the Date Column and the Num column.

3 Release the mouse button.

QuickBooks places the Trans # column between the Date column and the
Num column.

il Vendor QuickReport Ask a help question |Ask|l ¥ How Do 17 8 _ | O X|
Modify Report.... Memaornze. .. | Frint... | E-mail | Expart... Hide Header Refrezh
Dates | This Month-to-date =] From [12/01/2007 | B Ta[12/15/2007 & Sott B [ efau -
10:09 AM Rock Castle Construction
121807 Vendor QuickReport
December 1 - 15, 2007
% Type S Date + Trans # + Hum + Memo + Account «Clr + Split + Amount <
Patton Hardware Supplies
Bill 120252007 E13 Accounts Payable -EPLIT- -13,695.00
» ftem Receipt 12/05/2007 266 Received tem... Accounts Payable -SPLIT- -3459.20 4
Bill Pmt -Check 12052007 BT 274 RC A3 Checking Accounts P -5,325.00
Check 124072007 268 274 Checking Job Materials -197.589
Bill 121 212007 290 Accourts Payskle Tools snd M. -810.00

Next, you'll use the QuickReport buttonbar to customize the report header.

165



Analyzing financial data

To change information in the report heading:

1 In the QuickReport window, click Modify Report, and then click the
Header/Footer tab.

Modify Report: Yendor QuickR eport Ask a help question | Ask i "% How Do I?

[ Dizplay ] Filters I Header/Footer I Fonts & Mumbers I
— Show Header Information — Page Lapout
P Company Mame  [Rock Castle Construction Alignment
: 5 |Standard ﬂ

V¥ Report Title |Vendor QuickReport

V¥ Subtitle |December 1- 15, 2007 Time  Company

Date
¥ Date Prepared  [12/31/01 i Basiz -

Hay, 1333

¥ Time Prepared

¥ Print header on pages after first page

r— Show Footer Information

[ Pags Number  [Page 1 [

[¥ Extra Footer Line | Exctra Line

EXEERY)

[V Pririt footer on first page

Revert |

0OK | Cancel | Help |

On the Header/Footer tab, you can change the company name, report title,
subtitle, and date and time prepared. You can also specify whether to print the
header on all pages or on just the first page. The Header/Footer tab is the same for
all QuickBooks reports.
Use this window to change the report title from Vendor QuickReport to Vendor
History Report.

2 In the Report Title field, select the text for “Vendor QuickReport,” and type
Vendor History Report to replace the title.

3 Click OK to close the Modify Report window.
QuickBooks changes the title of the report and displays the new report.

il Vendor QuickReport Ak a help question |Ask i = How Do 178 _ [0 x|
HModify Repart... M emarize... | Frint... | E-mail | Export... Hide Header Fefresh
Dates | This Month-to-date =] From [12/01/2007 | 8| T [12/15/2007 | 8| Sort By [Defaut =]
1012 AW Rock Castle Construction
124507 Vendor History Report
December 1 - 15, 2007
B Type +  Date « Trans # + Hum « Memo B Account +CIr = Split + Amount <
Patton Hardware Supplies
Bill 12022007 613 Accourts Payable -SPLIT- -13,695.00
» ltem Receipt 120032007 266 Received tem... Accounts Payable -SPLIT- -3,459.20 4
Bill Prrt -Check 12052007 B17 274 RC 93 Checking Accounts P -5,325.00
Check 121052007 265 279 Checking Job Waterials -197.58
Bill 121202007 290 Accounts Payable Tools and M. -810.00

4 Close the QuickReport window.
5 Close the Vendor list.
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Creating and customizing preset reports

In addition to QuickReports, QuickBooks has dozens of preset report formats. You can
create profit and loss reports, balance sheet reports, accounts receivable reports, sales
reports, accounts payable reports, inventory reports, and many other types of reports.

The Reports menu categorizes the preset reports into 12 major categories:

Company & Financial reports include the following:

m Profit and loss reports give you a global view of your company’s income, expenses,
and net profit or loss over a specific period of time.

m  Balance sheet reports show the financial position of your business by listing assets,
liabilities, and equity.

m Statement of cash flows reports show the net change in your cash during a period
of time.

Customers & Receivables (accounts receivable) reports give you information about
the receivables side of your business: which invoices are due (or overdue), how much
each customer owes your company, and so on.

Sales reports give you information about what you have sold and to whom.

Jobs & Time reports (QuickBooks Pro only) give information about the status and
profitability of the jobs/projects you track in QuickBooks.

Vendors & Payables (accounts payable) reports give you information about the
payables side of your business, including which bills are due, your sales tax liability,
and your current balance with each vendor.

Purchases reports give you information about your purchases.

Inventory reports give you information about status (such as the quantities you have
on hand or on order) and the value of your inventory.

Employees & Payroll reports summarize the information you need to pay your
current payroll liabilities and fill out your tax forms. QuickBooks has these payroll
reports: summary, employee earnings, liabilities, item detail, transaction detail, and
transactions by payee.

Banking reports include check detail, deposit detail, and missing check reports.

Accountant & Taxes reports include income tax summary, income tax detail, general
ledger, trial balance, journal, transaction journal, and audit trail reports.

Budget reports show how your income and expenses compare to the budgets you've
set up.

List reports let you report on any information stored in a QuickBooks list.

167



Analyzing financial data

Creating a balance sheet comparison report

The balance sheet comparison report compares the current year against the previous

year in both dollar amount and percentage.

To create a balance sheet comparison report for Rock Castle

Construction:

1 From the Reports menu, choose Company & Financial. Then choose Balance Sheet

Prev Year Comparison.

The report on your screen should resemble the following figure.

+  Dec15,07 <+ Dec1506 < §Change

+ % Change «

ASSETS
Current Assets
Checking/Savings

Checking » 4654595 4 8,07083 3547515 476 8%
Savings 14 3658.42 29 500.00 -15131.58 -51.3%
Total Checking/Savings 60,917 .40 37570483 23 346.57 62.1%
Accounts Receivable
Accounts Receivable 52,041.94 1,516.05 50 525.59 3,992.5%
Total Accounts Receivable E2,041 .94 1,516.105 B0 525.89 3,992.3%
Other Current Assets
Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 2704293 -465.90 27 511.83 39,667 3%
Retainage 2,461 .80 000 2461.80 100.0%
Undeposited Funds 212400 2025208 -18128.08 -59.5%
Total Other Current Assets 36 625.73 24 78318 11,545.595 47.8%
Total Current Assets 158,5565.07 53,570.06 95 715.01 149.9%

Modify Repart... Memarize. .. | Print.... | E-mail | Ezport... Hide Header | Collapse Refresh

Dates | This Fiscal Year-to-date j As of [12415/2007 E Columnz | Total only ﬂ Sort By | D efault ﬂ
LO:TSAN Rock Castle Construction
12n807 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2007

-

2 Scroll the report window to see more of the report.

Notice that the buttonbar at the top of the report is the same buttonbar you saw

in the QuickReport window.

3 Keep the report displayed on your screen. You’ll use it in the next exercise.

Filtering reports

You can customize preset reports the same way you customize QuickReports. In this
exercise you'll customize the balance sheet comparison report and filter it to include

only the transactions you specify.

Report filters let you set custom criteria for the transactions you want included in a
report. When you filter a report, QuickBooks includes only those transactions that

match the rules you create.
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To filter a preset report:

1 With the balance sheet comparison report displayed, click Modify Report on the
report buttonbar, and then click the Filters tab.

QuickBooks displays the Filters tab of the Modify Report window.

HModify Report: Balance Sheet Prev Year Compansofac iz el

Dizplay I Eilters I Header/Foater l Fonts & Mumbers ]

r— Choose Filter r— Current Filter Choices

| Filter Azcount Filter Setta
=) j Date

|AII accounts Thiz Fiscal Year-to-dah
Amount
Date |relude split detail?:
Item * o
tderma  Yes
Mo 5 For detail accounts matching
Mumber

TranzactionType « IAII account: j

Bemove Selected Filker

— Account Filker

Choaoze the tppes of accounts or a specific account from
the: drop-down list. Indicate whether or nat you watt spli
detail to appear in the report [Balahce Sheet accounts

ohly).
Tell me rore... |

Rewert |

0K | Cancel | Help |

Suppose you want to see only the asset accounts on the comparison balance sheet.
You can filter the report by account.

2 In the Filter scroll box, make sure Account is selected.

Notice that QuickBooks provides a description of the selected filter below the list

of filters. If you need more information about how applying a particular filter will
affect the report, click Tell me more.

3 In the Account field, choose All assets from the drop-down list.
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4 Click OK.

QuickBooks displays the customized balance sheet comparison report.

Tl Balance Sheet Prey Year Comparison A3k a help question |Ask i = How Do 17 8 _ O] x|
HModify Repart... Memarize... | Frint.... | E-mail | Export... Hide Header | Collapze Refresh
Dates |This Fizcal Year-to-date ﬂ Az of |1 215/2007 E Columps |T0tal anly ﬂ Sart By |Default ﬂ
1AM Rock Castle Construction
R Balance Sheet Prev Year Comparison
Acerual Basis As of December 15, 2007
o Dec 15, 07 & Dec 15, 06 % % Change &+ % Change %
Current Assets ;I
Checking/Savings
Checking 3 46,545.95 4 070,83 3547515 4e8% |
Savings 14 365.42 29 500.00 1513158 -51.3%
Total Checking/Savings E0.917 .40 37 57083 23,3468.57 E2.1%

Accounts Receivable

Accounts Receivable B2 041.94 1,516.05 B0 525.89 3992.3%

Total Accounts Receivable 52,041 .94 1,516.05 60,525.59 3,992.3%

GOther Current Assets
Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 27 04293 -468.90 27 511.83 5,867.3%
Retainage 2,461 .80 0.00 2,461 .80 100.0%
Undeposited Funds 212400 20,252.08 S18125.08 -59.5%

Total Other Current Assets 3662873 2478318 11,845.55 47.8%

Total Current Assets 158 .588.07 B3 870.06 95780 149.9% LI

If you scroll to the bottom of the report, you'll see that QuickBooks removed the
liability and other accounts from the report.

To keep a record of the information in the report as it exists today, you can save the
report in Portable Document Format (PDF).

To save a report as a PDF file:
1 With the report open, choose Save as PDF from the File menu.

Navigate to the folder in which you want to store the file, and enter a filename.
Click Save.

Close the report window.

a h~ WN

Click No when QuickBooks asks if you want to add this report to the Memorized
Report list.

Creating and customizing a sales report

In this exercise, you'll create a QuickBooks sales report, which you will then customize
by changing the date range it covers.

To create a sales report:

1 From the Reports menu, choose Sales, and then choose Sales By Customer
Summary from the submenu.
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QuickBooks displays the sales by customer summary report.

T Sales by Customer Summary Aszk a help question | Ask |l = How Do I?Ialm
Modify Repart... Memorize... | Frint... | E-mail | Export... Hide Header | Collapse | Fiefrezh |
Dates | This Month-to-date = From [12/m1/2007 | @] To[12/15/2007 8| Columns [Tatal anly x| sart
1:20AM Rock Castle Construction
12ns07 Sales by Customer Summary
Accrual Basis December 1 - 15, 2007
o Dec 1 - 15, 07 o
Abercrombie, Kristy ﬂ
Remodel Bathroom » 4522.00 4
Total Abercrombie, Kristy 4.522.00
Baker, Chris
Family Room 1,040.00
Total Baker, Chris 1,040.00
Cook, Brian
Kitchen
Change Order #1 417550
Kitchen - Other 152845
Total Kitchen 5,703.95
Total Cook, Brian 570395
Cuddihy, Matthew 120.00
Duncan, Dave
UHility Shed 1,600.00
Total Duncan, Dave 1 B00.00 LI

The Dates field in the report buttonbar shows that the report covers “This
Month-to-date.” Customize the report so you can see sales figures from January 2007.

To customize a report:
1 In the Dates field, select All from the drop-down list.
QuickBooks updates the report and displays the new data.

Tl Sales by Customer Summary Ask a help question | Ask How Do |? I _ II:II XI
Muodify Repart... Memarize... | Print... | E-mail | Expart... Hide Header | Collapse | Refresh |
Dates I_ > | From | E To| E Columns | Total only j Sort
jLI:22 A0 Rock Castle Construction
12801 Sales by Customer Summary
Accrual Basis All Transactions
B Dec 27, 07 B
Abercrombie, Kristy ﬂ
Remodel Bathroom » 6,749.50 4
Total Abercrombie, Kristy 6, 749.50
Baker, Chris
Family Room 699731
Total Baker, Chris 699731
Balak, Mike
UHility Shed 1,999.00
Total Balak, Mike 1,999.00
Barley, Renee
Repairs 400.00
Total Barley, Renee 400.00
Bolinski, Rafal
2nd story addition 9.953.90
Total Bolinski, Rafal 9,953.90
[~
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Using QuickZoom in a preset report

As with all QuickBooks reports, you can QuickZoom any item in the report to see more
detail.

To QuickZoom on a report item:

1 Position the mouse pointer over the $11,105.00—the amount for Anton
Teschner’s sun room.

The arrow pointer turns into a magnifying glass with a Z in it.
2 Double-click $11,105.00.

QuickBooks displays a QuickZoom report showing sales by customer detail.

Il Sales by Customer Detail sk a help question |Ask i How Do 17 'alglll
Modify Repart... Memarize... | Print... | E-mail | Expoart... Hide Header Refresh
Dates [Custom =] From | E To| E Sort By [Default =
10:23 AM Rock Castle Construction
12n807 Sales by Customer Detail
Accrual Basis All Transactions
& Type + Date + Hum_« Memo o Hame + Hem < Oty o Saleg Price « Amount < Balance <
Teschner, Anton
Sun Room
b Irvvnice 10/05/2007 40 Removal lab...  Teschner, AntoncS...  Removal 56 35.00 1,960.00 1,960.00 4
Invoice 1112852007 6O Wincowe Teschner, AntorcS...  Window 4 150.00 E00.00 256000
Invoice 11/25/2007 6O Doors Teschner, Anton 3. Wood D.. 1 1,950.00 1,950.00 4.510.00
Invoice 11/28/2007 6O Locking irte...  Teschner, AntorcS... Hardwa... 1 45.00 45.00 4.555.00
Invoice 11/28/2007 6O Rough lumber  Teschner, AntorcS Lutmbet: 1 1,400.00 1,400.00 595500
Invoice 11/28/2007 6O Trim lumber Teschner, Antons...  Lumber:... 1 273.00 27300 6,230.00
Invoice 11/25/2007 6O Decking lum...  Teschner, AntoncS...  Lumber:.. 1 710.00 710.00 £,940.00
Invoice 11/28/2007 B0 Removal labor Teschner, AntorcS...  Removal 12 45.00 £40.00 748000
Invoice 1112852007 6O Framing labor - Teschner, AntorcS... Framing 40 E0.00 240000 9,830.00
Invoice 121152007 70 Check return...  Teschner, AntoncS...  Bad Che... 1 1,200.00 1,20000  11,080.00
Invoice 12M1/2007 70 Service cha...  Teschner, AntorcS...  Bad Chk... 1 25.00 25.00 11,105.00
Tatal Sun Room 11,105.00  _11,105.00
Tatal Teschner, Anton 11,105.00  _11,105.00
TOTAL 11,405.00 _11,105.00

To QuickZoom further to display the original invoice for a
transaction:

1 Position the mouse pointer over the first item on the report (invoice #40 dated
10/05/2007 for Removal labor).

2 Double-click anywhere in the first line.
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QuickBooks displays Invoice #40 for Anton Teschner’s sun room.

B Create Invoices Ask. a help question |[Ask|l ¥ How Do 17 8 _ | O] X|
Apreviou: FPHext &5 - B8 - B -~ | €y [ Speling By Histoy &5 Time/Costs...

Customer:Job Template Customize I
ICustom Inwoice j

1040552007 & (40

o

v

Bayshare, T4 34326

Wet 15 = 1042042007 & (| 1197-03-LFAY

ITEM QUANTITY DESCRIFTION RATE AMOUNT Tax
Removeal 56 Remaowal labor, removed shed and 35.00 1.960.00 (Man -
graded area for sun room addition
d|
Customer |Thank pou for your business | = Taw[San Tomas | =|[7.75%] 0.o0
Message

Tatal 1.960.00

[~ Tobeprinted I Tohbe emalled Customer Tax Code ITaH ﬂ Balance Due 0.00

Learn abowt mailing invoices through QuickB ooks
Mema I Save & Cloze I Save k& New I Rewvert

Looking for a "Ma Penalties' payroll tax quarantes? Call 8 Complete Payroll represent ative today! ‘@

Notice that QuickBooks puts a paid stamp on invoices for which payment has
been received in full.

3 From the Window menu, choose Close All.

4 Click No when QuickBooks asks if you want to memorize the report.
What you see when you QuickZoom in a report depends on the type of report
displayed:

m If the report shows summary figures (like the sales by customer summary report
we just displayed) and you QuickZoom an amount, QuickBooks displays a
transaction report that includes the transactions which contribute to that amount.

m If the report shows transactions and you QuickZoom a transaction, QuickBooks
displays the invoice, bill, or other form for the requested transaction.

Saving report settings

After you have customized a report to provide the information you need, you can have
QuickBooks memorize the settings so you can quickly produce the same report in the
future. (QuickBooks memorizes a report’s settings, not the actual data.)

If you use one of the QuickBooks Premier products, you can export the settings for
memorized reports as report templates. A report template lets you specify all of a
report’s settings in advance—for example, report date, format, and filters. Report
templates can be imported into other QuickBooks data files and then accessed from
the Memorized Report list.
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Creating memorized report groups

In addition to saving report settings, you can create memorized report groups that you
can use to organize your memorized reports in a way that makes sense for your
business and to allow you to quickly process a group of reports at once.

QuickBooks comes preset with a number of memorized report groups each containing
common reports for each area. You can add your own reports to these groups, modify
the groups to meet your needs, and even create your own groups.

In this exercise, you'll create a memorized group called “Year End” to which you will
add some memorized reports. Later, you learn how you can batch process memorized
reports.

To create a memorize report group:

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

QuickBooks opens the Memorized Report list.

LI
+Balance Sheet-vear End _I
+Accountant
»Balance Sheet
=+ [Feneral Ledger
+Journal Entries Entered Today
» Profit & Loss
+ Trial Balance
+Banking
+ Check Detail
= [epogit Detal
+ Company
+Balance Sheet
+ Profit & Loss
+ Statement of Cash Flows
+Customers
+4/R Aging Summarny
+ Customer B alance Detail
+ Cuztomer Balance Summary
+Dpen Invoices -

| Report '?i Digplap... | Pring... | Export... |

2 In the Memorized Report list, click the Memorized Report menu button, and
choose New Group.
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3

4

In the Name field of the New Memorized Report Group window, type Year End.

Your window should look like this.

B New Memorized Report Group H=] E3

Mame: |Yeal End

OK | Cancel

Click OK.
QuickBooks adds the new group to the Memorized Report list.

Memorizing preset reports

Now, you'll memorize a report and it to the memorized report group you just created.

To memorize a report:

1

2

From the Reports menu, choose Accountant & Taxes, and then choose
Income Tax Summary.

On the report buttonbar, click Memorize.

QuickBooks displays the Memorize Report window.

B Memorize Report

i EE (Income T ax Summary

[~ Save in Memorized Feport Group: I.t‘-\cc:ountant ﬂ
(119 | Cancel |

Leave the name of the report as is.

Click the “Save in Memorized Report Group” checkbox to select it, and then
choose Year End from the drop-down list.

Your window should look like this.

B Memorize Report

Mame: |Income Tax Summary

V¥ Save in Memarized Report Group:  [REEE

oK | Cancel |

Click OK to memorize the report and add it to the Year End memorized report
group.
Close the income tax summary report.

175



Analyzing financial data

Adding reports to memorized report groups

Now, you'll add two previously memorized reports to the Year End group.

To add memorized reports to a memorized report group:

1 In the Memorized Report List window, select the report called
“1099 Summary--Year End.”
2 Click the Memorized Report menu button, and then choose Edit.
QuickBooks opens the Edit Memorized Report window.
3 Leave the report name as is.
4 (Click the “Save in Memorized Report Group” checkbox to select it, and then
choose Year End from the drop-down list.
5 Click OK.
QuickBooks moves the 1099 Summary report to the Year End memorized report
group.
Tuw Memorized Report List Aszk a help question |Ask [l How Do I?
Feport MNare I
=+ Billed/Unbilled Hours by Person and Project ;I
+Jpen Balances by Customer/Project
= Project Cozte Detail
+ | Inbilled Expenses by Project
+Retail
= Balance Sheet Monthly Comparizon
+Bills by Due Date
+ Cugtomer Payments by Payment ltem
= Profit & Loss Monthly Comparison
+ Purchasze Yolume by Yendor
+Sales Tax Liability
+Yendor Returns Summarny
+Yendors
+4/P Aging Summary
#Inpaid Bills D etail
+%endor Balance Detail
+%endor Balance Summarny
+Year End
%1033 Summany--v'ear End
+Income Tax Summary -
; Memorized Report '?i Digplay... | Print... | Expart... |
6 In the Memorized Report List window, select the report called
“Balance Sheet--Year End.”
7 Click the Memorized Report menu button, and then choose Edit.
8 Leave the report name as is.
9 Click the “Save in Memorized Report Group” checkbox to select it, and then
choose Year End from the drop-down list.
10 Click OK.

Once a report is memorized, you can easily display it from the QuickBooks Memorized
Report list.
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To display a memorized report:
1 In the Memorized Report list, select “Balance Sheet--Year End.”
2 Click Display.

QuickBooks displays the report.

3 Leave the report open.

Printing reports

Any time you have a report displayed in the report window, you can print it by
clicking the Print button in the report buttonbar.

To print a report:
1 With the balance sheet summary report displayed, click Print.
QuickBooks displays the Print Reports window.

Print Reports Ask a help question | Ask |l How Do I? |
F'rir]_t__ Print |
i+

|rntvpr[l42bp Adaobe PS5 ok \'\Mtvpsm'\mlvpj Options... | B |
" Filg [4CI et file i Help |

Note: Ta install additional printers or to change port |

assignments, uge the Windows Control Panel. Preview

— Orientation: Fage Range:
= Polrait L]
" Pages:
" Landscape
SR Fram: [1 To [3339
— Page Breaks:

¥ Smart page breaks (widoworphan contral) | Mumber of copies: I'I

™ Page break after each major grouping

™ Fit report to |1 page(s] wide [~ Print in color [color printers only)

In the Print Reports window you can select the print orientation and tell
QuickBooks where you would like the pages to break in multi-page reports.

2 Click Preview to see how the report will look when you print it.
QuickBooks displays a preview of your report onscreen.
3 Click Close to close the Print Preview window.

4 Close the Print Reports window, and then close the report.
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Processing reports in groups

Organizing your memorized reports in groups makes it fast and easy to process several
reports at once. Now, you'll process the reports you added to the Year End report group
you created in the previous exercise.

To batch process reports:
1 In the Memorized Report list, select Year End.
2 Click Display.
QuickBooks opens the Process Multiple Reports window. You can use this window

to display or print the selected reports. You can also change the date range for
reports in this window before you display or print them by clicking in the From or

To columns.

Process Multiple Reports
Select Memorized Reparts From |l Syl

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

Report D ate Hange

411099 Summary--vYear End Lazt Calendar 'ear 01/01./2006 2 0og

Jf |Balance Sheet-Year End Cusztom 1243142007 |12/3/2007

J [Income Tax Summary Last Tax Year 01/0 /2006 1243172008

Display | Print | Cancel Help |

3 Leave all three reports selected and click Display.
QuickBooks opens the three reports in the Year End group.

4 TFrom the Window menu, choose Close All.

Exporting reports to Microsoft Excel

Occasionally, you may want to change a report’s appearance or contents in ways that
aren’t available in QuickBooks, filter report data in ways that you can’t in QuickBooks,
or run “what-if” scenarios on your QuickBooks data.

You can send QuickBooks: Pro or QuickBooks: Premier reports to Microsoft Excel.
Since the changes you make in Excel don’t affect your QuickBooks data, you're free to
customize reports as needed, and even change data to run what-if scenarios.

Note: To proceed with this exercise, you need Pro or Premier and
Microsoft Excel 97, 2000, 2002, or 2003. If you don’t have Excel, proceed to
“Creating QuickInsight graphs” on page 184.
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Sending a report to Microsoft Excel

When exporting a report to Microsoft Excel, you indicate whether or not you want to
preserve the formatting from your QuickBooks report. You also have the option of
turning on or off several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Microsoft
Excel, and turns on the following Excel features:

m  AutoFit sets column widths in Excel wide enough to display your data without
cutting off words or numbers.

m  Freeze panes allows you to scroll through data while keeping the row and column
headers in view.

m  Show Gridlines turns on gridlines in Excel.

In this exercise, you learn how to select which QuickBooks report formatting options
you want to preserve in Excel, and how to turn on and off certain Excel features from
within QuickBooks.

To send a report to Microsoft Excel:

1 From the Reports menu, choose Company & Financial, and then choose
Balance Sheet Standard.

2 On the Report buttonbar, click Modify Report.
QuickBooks displays the Modify report window.

Modify Report: Balance Sheet Ak a help question | Ask il How Do 1? |
Display I Filters I Header/Footer I Fonts & Mumbers I
— Repart Date Range
- From the first day of the current fiscal year through today
From [10/01/2007 @ To [12/15/2007
— Report Bagis
& Acciual " Cash This setting determines how this repart calculates income and expenses.
r Columng
Display calumns by ITotaI ohly | across the top. Sart by |Default j
o & Ascendingorder 24
Add subcalurins for st o Descending order 51
I Previous Period [ Previous Year I % of Row ™ % of Calumn
7§ Change 7§ Change
= % Charge = % Chanage
Advanced... | Figvert |
1].4 | Cancel | Help |

3 In the “Add subcolumns for” area, click the Previous Period checkbox, and then
click the $ Change and % Change checkboxes.

179



Analyzing financial data

Your screen should resemble the following.

Modify Report: Balance Sheet Ak a help question | Ask il How Do 1? |

Display I Filters I Header/Footer I Fonts & Mumbers I

— Repart Date Range

[ates |This Figzal ‘vear-to-date ﬂ From the first day of the current fiscal year through today
From [10/01/2007 @ To [12/15/2007

— Report Bagis

& Acciual " Cash This setting determines how this repart calculates income and expenses.

r Columng

Display calumns by ITotaI ohly | across the top. Sart by |Default j
1
1

o & Ascendingorder 2
Add subcalurins for st o Descending order 5,
¥ Previous Period [ Previous Year I % of Row ™ % of Calumn
¥ % Change 7§ Change

= % Chanage

Advanced... | Figvert |
1].4 Cancel | Help |
4 Click OK.
Your balance sheet should now look like this.
Tl Balance Sheet Ak ahelp question [Ask i = How Do 17 8 _ O] x|

HModify Repaort... Memorize... | Frint.... | E -mail | Export.. Hide Header | Collapse Fiefresh
Dates |This Fizcal Year-to-date ﬂ Az of |12f1 5/2007 E Calurmis |Total anly ﬂ Sort By |Default ﬂ
10:37 AM Rock Castle Construction
121507 Balance Sheet
Accrual Basis As of December 15, 2007
B Dec 15, 07 + %Sep30,07 <+ %$Change <+ % Change <
ASSETS ii
Current Assets
Checking/Savings
Checking » 46545393 4 799028 35.5558.70 452 6%
Savings 1436542 29,500.00 15131 56 -51.3%
Total Checking/Savings 50,917 .40 37 ,490.25 2342712 52.5%

Accounts Receivable
Accounts Receivable B2 041.94 31 BE65.26 3037368 95.9%
Total Accounts Receivable 52,041 94 31 ,665.26 30,37353.65 95 9%

Other Current Assets

Tools & Equipment 5,000.00 5,000.00 000 0.0%
Inventory Asset 27 042 93 4,391 83 22551 05 S155%
Retainage 2 461 &0 0.00 2 461 &0 100.0%
Undeposited Funds 2124.00 3419788 3207388 -03.8%

Total Other Current Assets 36626.73 43 560,76 6,961 03 16.0%

Total Current Assets 159,588.07 112,748.30 46,830.77 41.5%

5 On the Report buttonbar, click Export.
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QuickBooks displays the Export Report window.

Export Report Ask a help question | Ask |l How Do I? |
Baszic I Advanced ]

Export QuickBooks repart to:
' a comma separated values [.csv) file

'

" an eristing E#cel workbook

| Erowse.. |

% use & existing sheet it the workbook

ISeIect a shieet j

% create & new sheet inthe workbeok

I Include a new warksheet in the warkbook that explaing Excel
work sheet linking

Export | Cancel | Help |

6 On the Basic tab, make sure that “a new Excel workbook” is selected.

If desired, you can also send the report to a new sheet in an existing Excel
workbook, or to a comma separated value (.csv) file.

7 Click the Advanced tab.
8 Under Formatting options, click the Colors checkbox to clear it.

The title font will remain blue in QuickBooks, but display in black in Excel.
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9 Under Excel features, select the Auto Filtering checkbox.

Your screen should now resemble the following.

Export Report Ask a help question | Ask |l How Do I? |

Basic I Advanced ]

Prezerve the following QuickBooks report formatting options:

V¥ Fonts ¥ Space between columns
I Colos ¥ Row height

Turn on the following Excel features for this report:
V¥ &utcFit [set column width to display all data)
¥ Fieeze panes [keep headers and labels visible)
V¥ Show Gridlines
[ &uto Outline [allows collapsing # expanding]

[+ Auto Filtering [allows custom data filkering)

Printing options
% Send header to Page Setup in Excel
" Send header to screen in Excel

¥ FRepeat row labels on each page

E!pmt Cancel Help

10 Click Export.

QuickBooks starts Excel (if it's not running already) and sends the report to a new

spreadsheet.
2§ Book1 =] E3
A I B|C|D|E F G H | il K L Il 1=
1
2 Dec 15, 07 [+ | Sep 30,07 |+ $ Change = | % Change |+
3 |ASSETS
4 Current Assets
5 Checking/Savings
B Checking 46,546.98 7,990.28 38,558.70 482.57%
7 Savings 14,368.42 29,500.00 15,131 58 -51.28%
8 Total Checking/Savings £0,317.40 37 ,490.28 2342712 £2.49% _|
9 Accounts Receivable
10 Accounts Receivable 62,041.94 31 668.26 30,373 68 95.91%
11 Total Accounts Receivable £2,041.94 31 565.26 30,373 68 95.91%
12 Other Current Assets
13 Tools & Equipment 5,000.00 5,000.00 000 0.0%
14 Inventory Asset 27,042,983 4,391.88 22,551 .05 515.75%
15 Retainage 2,461 .60 0.00 2,461 80 100.0%
16 Undeposited Funds 2,124.00 34,197 88 -32,073.88 -93.79%
17 Total Other Current Assets 36,628.73 43 ,589.76 -6,961.03 -15.87%
18 Total Current Assets 159,585.07 112,748.30 46,339.77 H.54%
19 Fixed Assets
20 Trucks
21 Original Cost 33,8521 33,8521 0.00 0.0%
22 Depreciation -8,000.00 -8,000.00 000 0.0%
23 Total Trucks 24,552.91 24,552.91 000 0.0%
24 Total Fixed Assets 24 ,852.91 24 ,852.91 0.00 0.0%
14 [4]» [W[%  QuickBocks Export Tips ), Sheet1 ¢ Sheet? £ Sheetd / 4] | v

11 Leave the report open in Excel; you'll use it in the next exercise.

If you wanted to save the report, you would choose Save from the Excel File menu.
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Filtering a report in Microsoft Excel

Within Microsoft Excel, you can filter on any column of data using a drop-down list
at the top of the column. Using the drop-down list, you can apply a number of preset
filters or create your own custom filter.

To find out if any of Rock Castle Construction’s account balances have decreased since

the previous period, you'll filter the balance sheet report you just created.

To filter a report in Microsoft Excel:

1 In the Excel window, click the down arrow in the $ Change column of the balance
sheet report, and choose (Custom...) from the drop-down list.

Excel displays the following window.

Use 7 to represent any single character
Use * to represent any series of characters

[ 1]

Custom AutoFilter K
Show rows where:
4 Change
quuals j || LI
& and = or
| [ ] | =

Cancel |

2 In the $ Change field, choose “is less than” from the drop-down list.

3 In the field to the right, type 0.

Your screen should resemble the following.

Use 7 to represent any single character
Use * to represent any series of characters

[ ]

Custom AutoFilter K
Showe rows where:
4 Change
Iis less than j |D| LI
& And " or
| | | k|

Cancel
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4

o

Click OK.

Excel filters the $§ Change column for negative amounts and displays the results.

£l Book1 IS [=]
AlB|C|D|E F G H | J &8 L il =
1
2 Dec 15, 07 |+ | Sep 30, 07 |+ $ Change |+ | % Change |+
7 Savings 14,365 42 29,500.00 -15,131.58 -51.29%
E Undeposited Funds 2,124 00 34,197 88 -32,073.88 -93.79%
17 Total Other Current Assets 36,628 73 43,559 76 -6,961.03 -1597%
E Pre-paid Insurance 1,041 85 3,364.51 -2 322 66 -69.03%
27 Total Other Assets 1,041 85 3,364 51 2,322 66 69 .03%
143 Payroll Liabilities 3,302.06 3,751.99 -479.93 -1269%
E Bank of Anycity Loan 19,932 65 20,501.07 -G65.42 418%
| 50 | Hote Payable 344053 20,500.00 1705947 -53.22%
|51 | Truck Loan 5 662 35 714932 -1 486,94 -20.8%
52 Total Long Term Liabilities 32,947 15 43,450,329 -15,503.21 -32.0%
55 | Opening Bal Equity M 3118 11,937 68 -9,383.50 7B.6%
E Owner's Draw -6,000.00 0.00 -6,000.00 -100.0%
aiz] Total Owner's Equity 19,000.00 25,000.00 -6,000.00 240%7
E Het Income 33,013 44 76,530.28 -38,516.54 -50.33%
144> M\, QuickBooks Export TipshSheet1 / Shestz 7 Shests 7 || | LlJA

Close Excel without saving the report.
Close the balance sheet report in QuickBooks.

Choose No when QuickBooks displays a message asking if you want to memorize
the report.

Creating Quicklnsight graphs

A report gives you numbers that are essential if you want to stay on top of your
business finances. But when you want a visual picture to plan current or future
business decisions, a graph is another invaluable tool.

A QuickInsight graph shows your data pictured as either a bar graph or a pie chart. The
bar graphs and pie charts are simply different views of the same company financial
information.

QuickBooks has six types of graphs, providing up to 15 different views of your data:

Income and Expenses graphs show your income and expenses for the period you
specify.

Sales graphs show your company’s sales income for the period you specify.
Accounts Receivable graphs show how much your customers owe.

Accounts Payable graphs show how much you currently owe your vendors.
Net Worth graphs show changes in your company’s net worth.

Budget vs. Actual graphs let you see the variance between your budgeted
amounts and the actual amount you earned or spent.




LESSON 9

To create a QuickInsight graph, select the type of graph you want from a report
submenu.

Creating an Income and Expense graph

If you want your business to be profitable, you need to keep an eye on your expenses.
The income and expense graph shows you exactly what you're spending and where.

You should be especially concerned with the proportion you're spending relative to
the income you receive. As a simplistic example, if you're earning only $20,000 in
income, you don’t want to spend $30,000 in expenses.

To create an income and expense graph:

1 From the Reports menu, choose Company & Financial, and then choose
Income & Expense Graph.

QuickBooks displays a graph depicting your income and expenses.

i Quicklnsight: Income and Expense Graph Rl icangrnd Rl aaak M=l

Dates.. By Account | By Customer | By Clazz MHext Group

Incorme and Expenze by Month Income
October 1 through December 15, 2007

$in 1,000

Mo OF Dec1-18.07

Expense Summary 5
October 1 through December 15, 2007 n %Z?,Eﬁi%i?ses 418353
Coszt of Goods Sold 553
B |nsurance 346
B Rert 1.91
B Tools and Machinery 04az2
Automobile 077
B Interest Expenze 075
W Utiities 035
B Professional Fees 0.20
W COther 0.3z
By Account Tota ¥125,748 62

Show on Fie Chart:  Income | I Expense |

In the top portion of the graph window, QuickBooks displays a bar graph and
legend showing total income and expenses. In the lower portion of the window,
QuickBooks displays a pie chart and legend showing expense percentages by
account.

2 QuickBooks can display only 10 accounts at a time. To display more accounts,
click the Next Group button at the top of the graph window.
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Features of Quicklnsight graphs

These features are common to all QuickInsight graphs:

Every graph window, except for the Net Worth and the Budget vs Actual graphs,
shows a bar graph in the top part of the window and a pie chart in the bottom half.

The bar graph usually shows totals. For example, the Income and Expense graph
shows the total for income and the total for expenses in each month of the period.

The pie chart shows a breakdown of the information shown in the bar graph; each
pie slice in the Income and Expense graph represents a type of income or expense.
The legend to the right of the pie chart shows you which income or expense
account corresponds to the color shown in the pie chart; it also shows you what
percentage of the pie each slice represents.

Every graph window has a buttonbar with buttons you can click to customize the
graph. For example, you can change the time period shown in the graph by
clicking the Dates button. If you want the pie chart to show a breakdown by
customer or class rather than a breakdown by account, just click By Customer or
By Class.

Just as you can use QuickZoom in a report to get more detail on the numbers, you
can use QuickZoom in a graph to see the numbers behind the picture. When you
position the mouse pointer over a bar or pie slice, QuickBooks shows you the
numbers represented by that graphic image. For example, the pie chart legend tells
which income/expense accounts are represented by each pie slice, and tells you
what percentage of the whole is represented by each slice. When you zoom in on
a pie slice, you can find out exactly how much you received or spent (in dollars)
for each account.
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Customizing graph data

To display income accounts instead of expense accounts:
1 Click Income at the bottom of the graph window.
2 Click By Customer.

QuickBooks changes the pie chart to display income by customers.

i Quicklnsight: Income and Expense Graph Rk iandland hanlatined M=]E3

Dates.. By account | By Customer | By Clazz Mext Group
Incame and Expense by Manth T
October 1 through December 15, 2007
$in 1,000
ED
40
20
a
Oct 07 Moy 07 Dec1-15,07
Income Surmmary B

October 1 through December 15, 2007 n Eroeotzl'l Erfaarl ERlas °12g;g

Matiello, Emesto 8.47

B Robson, Darci 7.28

B Melton, Johnny E.5S

B Tezchner, Anton 5.27

Jacobsen, Doug 5.05

M Teichman, Tim 47

B Abercrombie, Eristy 438

M Ecker Designs 355

W COther 8.85

Biy Cuist
wSustomer Tota 315597366

Show on Pie Chart: | Income I Expenze

Using QuickZoom with graphs

To help you better understand the information shown in the graphs, QuickBooks lets
you trace graphical data using QuickZoom graphs.

To display the sales for Anton Teschner:

1 Position the mouse pointer over the Teschner, Anton slice of the pie chart.
(Use the Key on the right side of the window.)
The pointer changes to a magnifying glass with the letter Z inside.

2 Double-click the Teschner, Anton slice.
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Note: If a slice is too small to click, click on its legend representation instead.

QuickBooks displays a QuickZoom graph depicting sales for Anton Teschner by
month.

R I T T R sk 3 help question | Ask = How Do 17 _ O] x

=0 e | Frint. .. I

Teszchrer, &nton
October 1 through December 15, 2007

$inl's
7000 -

£.000 4
5,000 H
4,000 1
3,000 4
2,000 H

1,000

o- Det 07 New 07 Dec 1-15,07

To display a report describing the transactions for a given month:
1 Position the mouse pointer over the bar representing November 2007.

The pointer turns into the QuickZoom symbol.
2 Double-click the bar.

QuickBooks displays the custom transaction detail report for the month of

November 2007.
Tl Custom Transaction Detail Report Aszk a help question | Ask§ How Do I?Ialglll
Modify Report... temaorize. .. | Frint... | E-mail | Expoirt... Hide Header Fiefresh
Dates |Custam = | From [11/01/2007 | & Ta [11/30/2007 | 8| Total By [Total only =] Sort By [Default =

WERELY Rock Castle Construction

121507 Custom Transaction Detail Report

Accrual Basis Movember 2007

+ Type < Date + Hum = Hame < Memo < Account + CIr = Split + Amount < Balance «
Hov 07
b Irvoice  11/28/2007 60 Teschner, Anton:S Wincowy Materials Accourts Re BO00.00 B00.00 4

Imvoice  11/28/2007 60 Teschner, Anton:S...  Doors Materials Accounts Re... 1,850,000 255000
Imvoice  11/28/2007 60 Teschner, Anton:S...  Doors Cost of Goods Sold Accounts Re... -1,750.00 50000
Imvoice  11/28/2007 60 Teschner, Anton:S...  Locking inte...  Materials Accounts Re... 45.00 4500
Imvoice  11/28/2007 60 Teschner, Anton:S...  Locking inte...  Cost of Goods Sold Accounts Re... -39.40 80560
Invaice  11/28/2007 60 Teschner, Anton:S...  Rough umber  Materials Accounts Re... 1,400.00 220260
Imvoice  11/28/2007 60 Teschner, Anton:S... Trim lumber Materials Accounts Re... 275.00 248060
Imvoice  11/28/2007 60 Teschner, &ntorcS...  Decking lum...  Materials Accourts Re... 710.00 319060
Imvoice  11/28/2007 60 Teschner, Anton:S...  Removal labor  Labar Accounts Re... 540.00 373060
Imvoice  11/28/2007 60 Teschner, Anton:S...  Framing labor Lakar Accounts Re... 2400.00 6,130.60

Hov OF 6,130.60 6,130.60

You may need to scroll to the right to see the entire report.
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To display the first transaction in the report:
1 Double-click any of the lines in the report for Invoice #60.
QuickBooks displays the invoice.

& Create Invoices Aszk a help question | Ask il How Do 17 | _ (O x
ﬂErevious @ﬂext @ - @ - ﬁ - | ﬁ Spelling E‘:thstory @ TimedCosts...
CustomerJob

Template Cuztomize |
ner, Ankon: Sun Boom j |Cust0m Invoice j

Invoice 11/28/2007 || |50

Antan Teschner
2424 Lisa Lane
Bayshore, CA 94326

Met 15 *|[12/13/2007 [|1197-03-LFAY

ITER QUANTITY DESCRIPTION RATE AMOUMT T ax
Window 4 Window 150.00 600,00 (Tax -
*'ood Choor 1 Doors 1.950.00 1.950.00 (T ax
Hardware:Lk Do... |1 Locking interior doorknobs 4500 45.00(T ax

=l
Customer - Tax|5an Tomas = |[7.75%) 38595
Mezzage
Tatal 8.,305.95
[~ Tabepinted [ Tobe emaled Customer Tax Code |Tax ﬂ Balance Due 565,95
Learm about mailing invoices through BuickBooks
Mema | Save & Close | Save & New I R evert I

Running a business has many challenges: payroll shouldn't be one of them, Let Intuit Payioll Services helpl

2 From the Window menu, choose Close All.

Customizing how graphs display

You can customize graphs to control what data they include and how the data is
displayed. In this exercise, you'll change the display from three-dimensional (3D) to

two-dimensional (2D) graphs.
To change from 3D to 2D:
1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.
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2 In the left scroll box, click Reports & Graphs.

QuickBooks displays the Preferences window for Reports and Graphs.

My Preferences I LCompany Preferences I 0K |
Feportz and Graphs Graphz Only Cancel |
“When a report or a graph needs ko ™ Draw araphs in 2D [faster] Help |

% be refreshed: ™ Use pattemns Default |
Reminder: 1 Prampt me to refresh —==

@ Fefresh automatically
" Dan't refresh Also See:

Purchases
& Vendors

When a data change makes a report General
or a graph inaccurate, DuickB ooks
adjusts the report or graph if it can do
zo quickly. Refreshing [creating the
Sales & repart or graph again from scratch) is
Customers J neceszary only when a quick
adjustment can't be made.

Refreshing iz often slow.

Sales Tax

™ Display Modify Beport window automatically

Send Forms

3 Click “Draw graphs in 2D (faster).”

A checkmark appears in the checkbox to indicate that Draw graphs in 2D (faster)
is selected.

4 Click OK.
5 From the Reports menu, choose Sales. Then choose Sales Graph.

QuickBooks displays the sales graph in 2D.

HU I F S L CE R e T B k. & help question | Ask[l = How Do I?I _ |E|| XI
Dates... I | By ltem | By Customer | By Rep | Mext Group | Frint... | Hefreshl
Sales by Month
Octaber 1 through December 15, 2007 BolaiSsles
$in1.000%
E0
40
20
1]
Oct 07 Mo 07 Dec1-15.07
Sales Summary =
Octaber 1 through December 15, 2007 n ELL:I:?JEI °13;gg
Framing 10,47
B Removal 5.79
B Appliance RIT
W nztallation 463
“indow 451
B Plurnb Fistrs 329
B ‘wood Door 3.23
M Retainage = $-4.176.80
W Other 10.60
By Item Sub-Total  $164549.84

Displaying graphs in 2D often allows your computer to draw them on your screen
faster than displaying them in 3D.

6 Close the graph.
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Lesson objectives

m  To get an overview of inventory in QuickBooks

m  To practice filling out a purchase order for inventory items

m To track the receipt of the inventory items in QuickBooks

m To adjust inventory manually, to enter a stock loss or increase

m To create and build inventory assemblies (finished goods)

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 10 and then click Save.
6 Click Restore.

Turning on the inventory feature

The QuickBooks inventory feature is turned on in your exercise file, but you'll review
how to turn on this feature so you become familiar with QuickBooks preferences. If
you need to track inventory for your company, you can turn the feature on while
completing the EasyStep Interview. If you want to turn on the inventory feature after
you've completed the EasyStep Interview, follow this procedure.

To turn on the inventory feature:
1 From the Edit menu, choose Preferences.

2 Select Purchases & Vendors from the scroll box.

3 Click the Company Preferences tab.
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Note: Only the QuickBooks Administrator can change company preferences.
4 Click the “Inventory and purchase orders are active” checkbox to select it.

A checkmark shows that the inventory feature is turned on.
5 Click OK.

Entering products into inventory

Many small businesses that stock inventory don’t know the number of units they have
on hand or on order at any given time, and have no way of getting that information
quickly. Using QuickBooks to manage your inventory, you'll be able to track the
number of items in stock and the value of your inventory after every purchase and
sale. As you order inventory items, receive the items, and later sell the items from
inventory, QuickBooks tracks each inventory-related transaction. You will know the
status of your inventory and will have a more accurate picture of your business’s assets.

To track inventory, you must enter each product into the Item list as an inventory part.
Once you enter a product, QuickBooks tracks it as you sell or reorder the product.

To enter a product into inventory:

1 From the Vendors menu, choose Item List.
QuickBooks displays the Item list.

2 Click the Item menu button, and then choose New.

QuickBooks displays the New Item window.

Mew Item Ak a help guestion | Ask [l How Do 128 _ O x|
Type oK |
Uze for services you charge for or purchase, like
specialized labor, conzulting hours, or professional Ezyizel |
fees.
|nventory Part Mest
Mom-irreentan Part =
It| Other Charge Subitem of :
Subhatal —j Custorn Fields
Group ;
Discount Speling |
Paprent H by & subcontractor, awner, or parther
Sales Taxltem I ltem is inactive
Sales Tax Group Rate Tay Code
| 0.00 [Tax =]
Account
hd

You'll enter one new item into your inventory.

3 In the Type field, choose Inventory Part from the drop-down list.
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QuickBooks changes the New Item window to accept information for an
inventory part.

New Item Ak a help question | Askl = How Do 1? !E[

0K
Uze for goods you purchase, track as inventory, and resell. —l
Cancel |
Mest |
[~ Subitem of
I I J Customn Fields
- |
r— Purchaze Infarmation ——————— = Sales Information Speling |

Itern Mame/Mumber

Description on Purchaze Transactions Description on Sales Transactions
[~ Item is inactive
Cost I 0o Sales Price I 0o

COGS Account IEost of Goods Sald j Tax Code ITa:-: j
Prefermed YWendor I j Income Account I j

— Inventony Information
Azzet Accournt Fearder Point - On Hand TotalWalue Az of
Irventory Assat | | .o | 0.00 [12/15/2007 |

4 In the Item Name/Number field, type Cab 2015 (2015 is the style number).

5 Select the “Subitem of” checkbox, and then choose Cabinets from the drop-down
list.

6 In the “Description on Purchase Transactions” field, type Kitchen Cabinet #2015,
and then press Tab to move to the Cost field.

Notice that QuickBooks fills in the Description on Sales Transactions field with the
same description you entered for the purchase side. You can leave the sales
description the same or change it later.

7 In the Cost field, type 169.

8 In the Preferred Vendor field, choose Thomas Kitchen and Bath from the
drop-down list.

Or, type the first few letters of your selection and QuickBooks fills in the rest.
9 In the Sales Price field, type 225.
10 Leave the Tax Code setting as is.

If you wanted to assign a different tax code, you could select a different code from
the drop-down list when setting up the item.

11 In the Income Account field, choose Construction:Materials.
12 Press Tab to move to the Asset Account field.

Inventory Asset was filled in when you selected Inventory Part as the type of item.
Leave this default setting.
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13 In the Reorder Point field, type 15.

14 In the Qty-on-Hand field, type 20, and then press Tab to move to the Total Value
field.

Notice that QuickBooks has calculated the value of your item by multiplying the
number in the On Hand field by the number in the Cost field.

Your New Item window should resemble the following figure.

New Item Ak a help question | Askl = How Do 1? !E[

Type oK |
IPwentory Part | Uze for goods you purchase, track as inventary, and resell - I
ancel |

Mest |
Item Mame/Mumber [V Subiter of :
|Cab 2015 [Cabinets j Custarn Fields |
r— Purchaze Infarmation ———————— = Sales Information Spelling |
Description on Purchaze Tranzachions

Description on Sales Transactions

Kitchen Cabinet #2015 Kitchen Cabinet #2015 I~ lItem is inactive

Cost I 169.00 Sales Price I 225,00
COGS Account IEost of Goods Sold j Tag Code ITa:-: j
Preferred Vendar [Thomas Kitchen & Bath 7| | Ineeme Aceaunt [ConstiuctionMaterials | 7|

— Inventony Information

Azzet Accournt Fearder Point - On Hand TotalWalue Az of
Inventory Asset j |15 | 20 I [2.350.00 |12.-’15.-’2UU?@

15 Click OK to close the New Item window.
QuickBooks adds the new item to the Item list.

16 Close the Item list.

Ordering products

Once you enter your current products and vendors into the Item and Vendor lists,
you'll need to order products to keep your inventory stocked.
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Creating purchase orders

In Lesson 6, you created a sales order for door frames. Now, create the purchase order
to order the items from the vendor.

To order a product using a purchase order:
1 From the Vendors menu, choose Create Purchase Orders.

QuickBooks displays the Create Purchase Orders window.

= Create Purchase Orders Ask & help question Ask il = How Do 178 _ |O0f %
GﬂlErevious @ﬂext @F’lin_t - @E-mail - | ﬁFind Spelling Qb Histom
Yendor Ship To Template Customize |
|| j | j |Eust0m Purchase Or... j
DATE P.0. MO
Purchase Order 12/15/2007 &
SHIP TO
Ruock Castle Construction
1735 County Road

Bayshore, CA 94326

12415/2007 =

ITEM DESCRIPTION AT RATE CUSTOMER ARWOUNT

Vendor
Meszage

Tatal
¥ Tobe printed ™ Tobe e-mailed
Memo | Save & Cloze Save & New I Clear

Enioy the control and flexibiity of QuickBooks Do-t-Yoursel Pawall - sign up todayl T

You use the Create Purchase Orders window to enter the products you wish to
order, the quantities, and the vendor. As you fill in this information, QuickBooks
automatically calculates purchase order number, item cost, and total cost.

Notice that QuickBooks has already entered today’s date and a sequential purchase
order number.

2 In the Vendor field, choose Perry Windows & Doors from the drop-down list.

Notice that QuickBooks displays all of the information about
Perry Windows & Doors in the appropriate places on the purchase order form.

3 In the Item column, select Frames:Exterior Frame from the drop-down list.
4 In the QTY field, type 10.
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5 In the Vendor Message field of the purchase order, type Please rush ship this order.

Your Purchase Order should resemble the following figure.

& Create Purchasze Drders Ask a help question | Ask = How Do 17§ _ (O x
ﬂErevious @ﬂext @ Print = @ E-mail - | ﬁ Find Speling Eth Histom
Yendor Ship To Template Customize |
IF'en_l.J Windows & Doors j | j |Eust0m Purchasze Or... j
DATE P.0. MO
Purchase Order 12/15/2007 &
SHIF TO
Pery Windows & Doors Rock Castle Constraction
P.0. Bowx 2033 1735 County Road
Bayzhore Ca 94326 Bayshore, C4 94326
12/15/2007 @&
ITEM CESCRIPTION Ty RATE CUSTOMER AMOUNT
Frames:E «terior F... | Standard extenor door (10 20.00 200,00 =
frames
=l
Wendor  (Please iush ship this order]

Meszage

Tatal 200.00

¥ Tobe printed ™ Tobe e-mailed
temo | Save & Cloge Save & New I Clear

Eniow the control and flesibility of QuickBooks Dolt-rourself Payroll - sign up todaw! ‘@

6 Click Save & Close to record the purchase order.

After you have created a purchase order, QuickBooks adds an account to the chart of
accounts called Purchase Orders. This is a non-posting account and does not affect
your balance sheet or income statement. The Purchase Orders account is used to
produce a QuickReport showing current purchase orders so you always know what is
on order.

Getting a report of purchase orders

To get a chronologically ordered report of all the purchase orders
you have written:
1 From the Lists menu, choose Chart of Accounts.

2 In the chart of accounts, click Purchase Orders once to select it.
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3 Click the Reports menu button and choose QuickReport:Purchase Orders.

QuickBooks displays a report of all purchase orders.

Refrezh

il Account QuickReport Ak, a help question |Ask | = How Do 17 8 _ |0 x|

HModify Repart... temorize... | Frint.... | E-mail | Export. .. Hide Header

Dates |This Fizzal Year-to-date

= From [1070 /2007 | & Ta[1215/2007 B Sort By [Defaul

[ |

40 PM Rock Castle Construction
1215007 Account QuickReport
Accrual Basis As of December 15, 2007
B Type +  Date + Hum <+ Hame + Memo < Split + Amount <
Purchase Order 1172652007 30 Lar=zon Flooring playhousze Materialz -40.00
Purchase Order 1102602007 32 Tirmkerloft Lumber playhouse -SPLIT- -50.50
Purchase Order 1172652007 29 Patton Hardweare =, -SPLIT- -13,695.00
Purchase Order 110282007 33 Perry Windovws & .. Invertory Asset -2,400.00
Purchase Order 1173002007 34 Patton Hardweare 5. -SPLIT- -3,459.20
Purchase Order 120012007 35 Drzigle Lighting Jok Materialz -571.32
Purchase Crder 120352007 36 Larson Flooring -SPLIT- -4, 7:50.00
Purchase Crder 12092007 37 Wheeler's Tile Btc. Materials -185.40
Purchase Order 12M202007 36 Lesw Plumbing Job Materialzs -403.40
Purchase Order 12M552007 33 Diaigle Lighting Job Materialz -B5.00
Purchase Order 12M52007 40 Perry Windowes & ... Invertory Asset -200.00
Tatal Purchaze Orders 61,244 52
TOTAL -81,244.82

| |
| |

Notice the purchase order you have just created is at the bottom of the report.
4 Close the QuickReport.

5 Close the chart of accounts.

Receiving inventory

When you receive the items you have ordered with your purchase order, you have to
enter the items into inventory. You can receive items with a bill or without a bill.

This exercise shows you how to enter into QuickBooks inventory items you've
received when the bill for those items will follow later.
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To receive inventory without a bill attached:
1 From the Vendors menu, choose Receive Items.

QuickBooks displays the Create Item Receipts window.

# Create Item Receipts Ask a help question | Ask = How Do 1?7 | _ (O x
@Erevious @ﬂext | ﬁFind %Hjstor}l
Bl ) Credit ™ Bil Recsived
Wendor | M Date 12/15/2007 |
Item
Receipt pomn
Only Ref. No.
emo |Heceived iterns [bill ta follow)
l Expenzes $D.DIJ] Items $0.00 I
Item D ezcription Gy Cost Amount CustomerJob E J
SelectPD | [ Beceive sl | | Show PO Time_|
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

The Create Item Receipts window lets you enter information for inventory parts
you've received.

2 In the Vendor field, choose Perry Windows & Doors from the drop-down list and
press Tab.

QuickBooks tells you that there are open purchase orders for this vendor and asks
if you wish to receive against one of these orders.

3 Click Yes.
QuickBooks displays the Open Purchase Orders for Perry Windows & Doors.

Open Purchase Orders
L j OK |
Select a Purchaze Order to receive
v Date PO Ma. Mema Cancel |
10/22/2007 [ 24 _ | Help |
11./18/,2007 | 27 Pretell 75 Sunzet office building

12/15/2007 |40

4 (Click the third purchase order (#40, dated 12/15/2007) to select it.

QuickBooks places a checkmark in the left-most column for the item selected.
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5 Click OK to move the information to the item receipt.

The Create Item Receipts window should resemble the following figure.

# Create Iltem Receipts Ask a help question | Ask | = How Do 17 | _ (O x
@Erevious @ﬂext | ﬁFind E‘:ﬁHjstor_l.J
w1 Bl ) Credt ™ Bill Received
Vendor Pemy Windows & Doors vl Date 1 li E
Item
L]
Receipt Total 200.00
Only Ref. No.
Femo |Heceived iterns [ill ta follow]
l Expenzes $0.00 I Items $200.00 ]
Item Degcription by Cosgt Amount CustomerJob 1 PO Mo
Frarnes:Esterior F... |Standard exterior door 10 20.00 200.00 40 -
SelectPD | Clear@s | ShowPD | Time |
Clear Splits | Recalculate | Save & Cloze Save & New | Clear |

6 Click Save & Close to process the receipt.

QuickBooks processes the items and adds them to your inventory. If you display
the Item list, you'll see that you now have 10 additional door frames on hand.

Entering a bill for inventory

If you've entered an item receipt for inventory, but the bill hasn't arrived yet, you can
still record the bill amount in QuickBooks. Entering the bill as shown in this exercise
records the amount in your accounts payable account so you can track how much you
owe.

When the bill comes, you pay the bill just like you would pay any other bill in
QuickBooks (from the Pay Bills window).
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To enter the bill:
1 TFrom the Vendors menu, choose Enter Bill for Received Items.

QuickBooks displays the Select Item Receipt window, where you can select the
vendor and the item for which you have a bill.

Select Item Receipt Ask a help question | Ask |l How Do I?
Wendor || j oK |
Choose the Iter Receipt which corespands ta your bil Cancel |

Date Ref Mo Mema
Help |

2 In the Vendor field, select Perry Windows & Doors in the drop-down list
and press Tab.

QuickBooks fills in the Date and Memo fields with information that corresponds
to your bill.

3 Select “Received items (bill to follow),” dated 12/15/2007.

Select Item Receipt Ask a help question | Ask |l How Do I? |
Yendor IPBI[_',' Wwindows & j (1].4 |
Choose the Item Receipt which coregponds to wour bill Cancel |
Date Ref Ma. Mema —°
110/25/2007 Freceived tems (bill to follow] LI
11/18/2007 Received items [bill to follow)

11/28/2007 Received items [bill to follow
? 7 ceived iterns [bill to follow)
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4 Click OK.
QuickBooks displays the Enter Bills window.

# Enter Bills Ask a help question | Ask = How Do 1?7 | _ (O x
ﬂErevious @ﬂext | ﬁFind %Hjstor}l
= 1Bl Eredt ¥ Eil Received
. &m_
Vendor R0 | Date 12/15/2007 |
Bil Dus 01/14/2008 @]
Dizcount Date Amount Due  200.00
Tems Met 30 j Ref. No.
Mema |
I Expenzes $U.UD] Items $200.00 I
Item . Descriptio_n Oty Cost Amount CustomerJob B PO ND.J
Frames:Esterion F.. |Standard extenior door| 10 20.00 200.00 40 -
frames
hd
SelectPO | ClearGtys | ShowPO Time |
CIearSpIile Recalculate | Save & Cloze Save & New | Revert |

5 Click Save & Close.

QuickBooks changes the item receipt to a bill in the Accounts Payable account and
lists the bill in the Pay Bills window. If you look at the Accounts Payable, you'll see
that the balance increased by $200.00, based on the bill entered for

Perry Windows & Doors.

Because you must have inventory on hand before you can enter a sale for
inventory parts, we recommend that you enter you item receipts before entering
sales.

Manually adjusting inventory

When you have spoilage or send out samples of your products, you can adjust your
inventory manually.

To adjust the inventory manually:

1 From the Vendors menu, choose Inventory Activities, and then choose
Adjust Quantity/Value on Hand.
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QuickBooks displays the Adjust Quantity/Value on Hand window.

iz Adjust Quantity/¥alue on Hand Ask a help question | Ask il How Do 17§ _ (O x
ﬂErevious @ﬂext

Adjustment Date

Fief. Mo, CustomerJab | j

by Difference

Cabinets:Cab ... |Kitchen Cabinet #2015

Cabinets:Cabi... |Cabinet Pulls 110

Cahinets:Light... |Light pine kitchen cabi... 3

Frames 0

Frames:Exterio...|Standard exterior door ... 12

Frames:Interiar. . |Standard interior daar f... 9

Hardware 0

Hardware:Bra... |Standard brazs hinge 475

Hardware:Doo... | Standard extenior door... 50 _I
[~ Walue Adjustment tema |

Total Yalue of Adjustment 0.00
Save & Close | Save & Hew | Cancel |

The Adjust Quantity/Value on Hand window lets you enter the adjustment
account, and either the New Qty or the Qty Difference.

Since two wood interior doors were damaged, you'll adjust the inventory account
to remove two doors.

2 In the Adjustment Account field, type Inventory Adjustment and press Tab.

3 Click Set Up in the window telling you that Inventory Adjustment is not in the
account list.

QuickBooks opens the New Account window.

4 In the Type field, choose Expense from the drop-down list, if it is not
selected already.

A - - - oo Ak~ How Do 17 [ ]
Tupe E hd

0K |
Cancel |
Narne |In\fent0r}| Adjustment

I Subaccount of I j u Accourt is

inactive

Description |
Mate |
i ; How Dol ch
R == [ | the rght s lne?
?

5 C(lick OK to close the New Account window.
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6 In the Qty Difference column for Wood Door:Interior wood door, type -2 (the
number of damaged doors), and then press Tab.

QuickBooks calculates the value adjustment and decreases the inventory by two

items.
iz Adjust Quantity/¥alue on Hand Ask ahelp question | Askll = How Do 17 |8 _ (O] x
GﬂlErevious @ﬂext
Adjustment D ate I‘I 2/15/2007 E
Fief. Mo, I‘I CustomerJob [ j
Adjustment Account |Inventory Adjustrent j
Item Drescription Current Gty Mew Oy Gty Difference J
Frames:Interior... |Standard interior door f... g -
Hardware 1]
Hardware:Bra... |Standard brazs hinge 475
Hardware:Doo.... [Standard exterior door... a0
Hardware:Doo... |Standard Doorknobs 108
Hardware:Lk ... |Locking interior doorkn... 110
‘wiood Dioor Doors a
Wood DoorE... [Extenor wood door 3
Wiood Door:|n... |Interior wood door 3 35 -2
Interior O Complete Interior door - I—:I
[~ Walue Adjustment Memo |
Total Y alue of Adjustment -137.00
Save & Cloze Save & New | Cancel |

7 Click Save & Close.

Tracking finished goods

QuickBooks Premier products let you track the building and sale of finished goods
using assembly items. When you define assembly items, you tell QuickBooks how
many of each inventory item is needed to create the finished product.

Inventory assembly items allow you to create an item that contains assembled
material units (finished goods) you buy or produce, track as inventory, and resell. You
can keep track of how many items remain in stock after a sale, how many items you
have on order, your cost of goods sold, and the value of your inventory. Note that
inventory assembly items in QuickBooks are appropriate for indicating “light”
assembled items on sales forms and in reports. QuickBooks does not track inventory
throughout a manufacturing process.

You must have a QuickBooks: Premier product to create and build inventory assembly
items. Afterwards, you can use any version of QuickBooks to view, sell, and report on
existing assembly items.
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Deciding whether to use group items or create inventory
assemblies

Both group items and inventory assembly items record a group of items as a single
entry on purchase or sales forms in QuickBooks.

Using group items

Group items are useful for quickly entering a group of individual items that you've
already set up as single items on your list and often sell together.

Group items let you track the items you sell in greater detail. For example, a
construction firm that remodels houses could set up a group item that lists the
significant components of a remodeling job: lumber, carpentry hours, markup, etc.
Sales reports for the company would then show income broken down by each
component instead of a single lump sum for all remodeling jobs.

If you need to track a lot of detail about your items but you also want to give your
customers simple, uncluttered invoices, you can use group items to do both.You can
set up a group item so that the printed version of an invoice reduces a group item to
a single line item and one amount. Yet when you view the invoice on your screen, you
see a separate line entry and amount for each item in the group.

Group items also give you a way to enter a great amount of line item detail quickly.
On a sales or purchase form, all you have to do is enter the name of the group item—
QuickBooks fills in all the details about the items in the group for you.

Using inventory assemblies

When you build an assembly, an assembled unit is automatically added to quantity on
hand and its component parts (inventory items or other assembly items) are
automatically deducted from quantity on hand. By using assembly items, you always
know how many assembled and component items you actually have in stock.

You can specify a price for an assembly that's different than the sum of component
items.

You can easily access the date items were assembled, quantity and cost of assembled
items, and a detailed list of component items.

You can set a build point and QuickBooks will automatically remind you to build
finished goods when stock is running low. At build time, QuickBooks will notify you
if you don't have enough component items in stock to build the specified number of
assembly items.

Note: The ability to create inventory assemblies is available only in
QuickBooks: Premier products. To proceed through this exercise, you must
be using QuickBooks: Premier.
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Creating inventory assembly items

Creating assembly items in QuickBooks is a two-part process: first you define an
assembly item, and then you build the assembly. Assembly item units are not added
to inventory and assembly components (inventory parts or other assemblies) are not
deducted from inventory until you build the assembly.

Inventory assembly items can include inventory part and other assembly items only.
If you want to include a different type of item (a service item to charge for labor, for
example), then you must include the assembly item and service item in a group item.

All items included in an inventory assembly item must be defined in the Item list. You
can define them before you create the inventory assembly item, or as you create the
assembly item. Note, however, that you cannot edit the items included in the

assembly item once it’s been used in transactions, or saved with a quantity on hand.

In addition to selling individual items, Rock Castle sells pre-assembled exterior door
kits. In this exercise, you define the assembly item for the exterior door kits. All of the
component items are already defined in the Item list.

To create an inventory assembly item:
1 From the Lists menu, choose Item List.

2 Click the Item menu button and select New.
QuickBooks displays the New Item window.

3 In the Type field, select Inventory Assembly.

4 In the Item Name/Number field, type Exterior Door Kit.
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5 In the Description field, type Complete exterior door Kkit.

The New Item window should resemble the following graphic.

Ask a help question |Ask [l * How Do 1?7 |8 _ |0 %
Type oK |
Inwentory Assembly = Lze for inventary items that you aszemble from other inventary items
and then sell. Cancel |
What's the difference between an lnventory &ssembly and a Group?
) Meuxt |
Itermn M ame./Mumber I™ Subitem of
|Exteri0r Croor Kit | j Eustar Filds |
I | purchase this assembly item from a vendor Spelling |
COGS Account
IEost of Goods Sold j I ltem iz inactive
Description
Complete exterior doar ki ;l
Sales Price Tax Code Income Account

[ 0.00 [ra =] [ =]

Components Meeded
Item Description Oty :‘ wéhen you build this
-

asgembly, QuickBooks
uzes the items and
quantities you
specified and adds the
LI azzembly bo pour
inventon.

— Inventom [ nformation
Agzet Account Build Paint On Hand TotalWalue &g of

Inventory Asset | 0.00 0.00| [12/15/2007 | Mare |

6 In the Sales Price field, type 200, and then press Tab twice.

QuickBooks allows you to set any price for assembled items; the price is
independent of the sales price of the component items.

In this case, the assembly item uses the same sales tax code as the component
parts, but you can use different sales tax codes for the assemblies, if necessary.

7 In the Income Account field, select Construction:Materials from the drop-down
list.

8 In the Components Needed section, click in the Item column.
9 In the Item drop-down list, select Frames:Exterior Frame, and then press Tab.
10 In the Qty field, type 1, and then press Tab.

11 In the Item drop-down list, select Hardware:Doorknobs Locking Exterior, and then
press Tab.

12 In the Qty field, type 1, and then press Tab.
13 In the Item drop-down list, select Hardware:Brass Hinges, and then press Tab.

14 In the Qty field, type 3, and then press Tab.
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15 In the Item drop-down list, select Wood Door:Exterior, and then press Tab.
16 In the Qty field, type 1.

The New Item window should resemble the following graphic.

Ask a help question |Ask il How Do 1?7 [ _ |0 x

Type oK |
mﬂ Usge for inventory items that you assemble from other inventory items
and then sell. Carcel |
‘whhat's the difference between an lnventory Assembly and a Group’?

ltem NamedMumber | Subitem of
|Esterion Door Kit | j Cuztomn Fieldz |
™ | purchase this aszembly item from a vendor Spelling |

COGS Account

IEost of Goods Sold j I Item is inactive

Description

Complete exterior door kit

Sales Price Tax Code Income Account

I 200.00 ITaH j IConstluction:Materials j

Compaonents Meeded
ltem Description dty :‘ “when you build this
-

Frames:Exter... [Standard extenior doar frames assembly, QuickBooks
Hardware:D... Standard exterior doarknobs uses the items and

. quantities you
Hardware:Br... [Standard brass hinge specified and adds the
“wiood Do... [ |Exterior wood door LI azzembly to pour
inventony.

= o = —

— Irventomny [nformation
Azzet Arcount Build Paint OnHand Taotal Value &g of

Inventory Asset = oo | 0.00| [12/15/2007 i Mare |

Assembly definition details, such as the list and quantity of components, can be
edited until the assembly is used in a transaction. After an assembly has been used
in a transaction, you can't edit the assembly’s component list. However, you can
still modify most other aspects of an assembly definition.

Because you cannot change components in an assembly, if a part changes, for
example, you'll have to create a whole new assembly.

17 In the Build Point field, type 5.
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18 Leave the On Hand and Total Value fields blank.

The New Item window should now resemble the following graphic.

Ask a help question |Ask [l * How Do 1?7 |8 _ |0 %

Type oK

e B | Lze for inventary items that you aszemble from other inventary items
B & and then sell.

What's the difference between an lnventory &ssembly and a Group?

Cancel

. Mext
Iterm NamedMumber | Subitem of

|Exteri0r Croor Kit | j

Cuztom Fields

™ | purchase this assembly item from a vendar
COGS Account

IEost of Goods Sald j

Spelling

2l

I ltem iz inactive

Description

Complete exterior door kit

Sales Price Tax Code Income Account
| 200.00 |Tax j IConstruction:Materials j
Components Meeded
ltem Description Oty “wéhen you build this
Frames:Ester... [Standard exterior door frames 1 & assembly, QuickBooks
Hardware:D... |Standard exterior docrknobs 1 uzzmt}:s'teg“j and
Hardware:Br... [Standard brass hinge 3 gpecified :nd adds the
“wiood Dioor:... |Extenor wood door 1 LI azzembly bo pour
" inventon.

— Inventom [ nformation

Agzet Account Build Paint On Hand TotalWalue &g of

Inventory Asset RNE] 0.00 0.00| [12/15/2007 | More |

19 Click OK.
20 Close the Item list.

Building finished goods

Once you've defined assembly items that define the pieces you build, you are ready to
enter the builds into QuickBooks. In this exercise, you build five exterior door Kits for
Rock Castle.

To build an inventory assembly:

1 From the Vendors menu, choose Inventory Activities, and then choose Build
Assemblies from the submenu.

QuickBooks displays the Build Assemblies window.
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2

In the Assembly Item field, select Exterior Door Kit from the drop-down list.

The Build Assemblies window should resemble the following graphic.

+| Build Assemblies Ak a help question |Ask | = How Do 178 _ |0 x|
4ﬂlElevious @Hext

— digzembly [kem

|E wterion Door Kit j

Guantity on Hand: 0
Quantity on Sales Order: 0
Guantity Available: 0

Build Point: &

Components Needed to Build Exterior Door Kit

Component [kerm

Diezcription

Gty On Hand

Framesz:E sterior Frame

“wiood D oor:E steriar

Hardware:Doorknobs Locki.. | Standard exterior doorknobs
Hardware:Brass hinges

Standard exterior door frames

Standard brass hinge
E sterior wood door

475
3

Gty Needed
12 Uﬂ
50 1]
1]
1]

~|

M aximum number you can build fram the quantity on hand: 3
Luantity to Build

Date Build Ref. Mo.
[rzn52007 @ [
Memo

Build & Close

Build & Hew

—

Clear

3 In the Quantity to Build field, type 2.

QuickBooks warns you when you do not have sufficient inventory items on hand

to complete a build.

If you choose to build an assembly and do not have enough components in
inventory to build the number of assemblies you have specified, you can postpone
the build by marking it pending. If you don’t mark the build as pending, you have
to reduce the number of assemblies or you won'’t be able to save the build.

4 Click Build & Close.
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Understanding the effect of builds on inventory

When you build an assembly item, QuickBooks decrements the appropriate number
of individual inventory items from inventory and increments the number of
inventory assembly items. It takes the inventory asset value of the component items
and transfers the value to the assembly item. The parts and the values are combined
into the quantity and value of the assembly item.

The following graphic shows the number of component and built items before the

build.
Tl Item Listing Ask a help question | Ask i+ How Do 1?78 _ (O x
Modify Report... Memarize... | Frint... | E-mail | Expoart... Hide Header Refresh | Sort By | Default
j12:1GIERY Rock Castle Construction
121501 Item Listing
December 15, 2007
kem @ Description £ Type + Quantity On Hand + Reorder Point
P Frames:Exterior Frame Standard exterior door frames  Inventory Part 12 g
Hardvware:Brass hinges Standard brass hinge Inventory Part 460
Hardware: Doorknobs Locking Exterior  Standard exterior doorknobs Inventory Part 50 30
Wood Door: Exterior Extetior wioodd door Invertory Part 3 .00
Exterior Door Kit Complete exterior door kit Inventory Assembly o
K| L

The following graphic shows the number of component and built items after the

build.
Tl Item Listing Azl a help question | Askll = How Do 1?78 _ (O x
Modify Report... Memorize. .. | Prirt... | E-mail | Export... Hide Header Fiefresh | Sort By | Default
{2:17IERY Rock Castle Construction
121507 Item Listing
December 13, 2007
kem @ Description @ Type < Quantity On Hand ¢ Reorder Point
P Frames Exterior Frame Standard exterior doar frames  Inventory Part 10 g
HatdwareBrass hinges Standard brass hings Inventory Part 454
Hardware:Doorknobs Locking Exterior  Standard exterior doorknobs Invertory Part 45 30
Wiood Door: Exterior Exterior wood door Inventory Part 1 5.00
Exterior Door Kit Complete exterior door kit Inventory Assembly 2
K| L

Managing pending builds

A pending build is an inventory assembly build transaction that could not be finalized
because there were not enough component parts in inventory to build the specified
number of assemblies at build time. When a build is pending, “Pending” appears in
the Build Assemblies window to remind you that these assemblies haven't been built.

If you modify or delete a previous build transaction, or change inventory quantities
or the dates of purchase orders, invoices, or sales receipts, assembly builds that were
finalized could change to pending. Finalized builds change to pending when the
quantity of at least one component drops below the quantity needed to build the
specified number of assemblies on the build transaction date. You can use the pending
builds report to see a list of all builds that are currently pending.
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In addition, you can choose to manually mark a build as pending even if you currently
have enough components in stock to build the specified quantity. This allows you to
set up build information but postpone building the assembly until later.

Disassembling inventory assemblies

There are several ways to disassemble inventory assemblies and return component
items to inventory. You can do any of the following:

m  Use the Adjust Quantity/Value on Hand window to adjust the quantity on hand
for each assembly component and the assembly item.

m  Reduce quantity to build in the Build Assemblies window and then click Build &
Close. The quantity of assembly units in inventory are decreased and the quantity
of component inventory parts are increased accordingly.

m  Delete a build transaction completely. The quantity of assembly units in inventory
are decreased and the quantity of component inventory parts are increased
accordingly, but this method completely removes the build transaction from
QuickBooks and should not be used if you want to maintain a record of the
transaction.

Selling finished goods

When assembly items appear on any form (for example a sales receipt or in a report),
their component items are hidden. Only the assembly name, description, and price
appear.

If you attempt to sell more assembly units than you have available in inventory,
QuickBooks warns you that quantities are insufficient to fulfill the order. If you decide
to go ahead with this transaction, the quantity on hand for the specified assembly
changes to a negative value. You can set a build point in the Build Assemblies window
to remind you when assembly stock is getting low and you need to build more units.
If you turn on reminders, a list of assemblies that need to be built appear in the
Reminders window.
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Tracking and paying sales tax

Lesson objectives

m  To get an overview of sales tax in QuickBooks (the steps involved in tracking,
collecting, and paying it)

m To see how to set up QuickBooks to track sales tax
m To see how to apply sales tax to a sale
m To learn how to determine a business’s sales tax liability

m To write a QuickBooks check to the appropriate tax agency for sales tax liability

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 11 and then click Save.

6 Click Restore.

Overview of sales tax in QuickBooks

If you have a business where you need to collect sales tax, you already know how
complicated the process can be. These are some of the issues you may have to deal
with:

m  You may have to collect and pay more than one tax (for example, one rate for local
taxes and one rate for state taxes).

m  You may have some items that are taxable and some that aren't.

®  You may tax some customers while others are non-taxable.
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LESSON 11

QuickBooks reduces some of the complication, because it lets you automatically apply
sales tax on particular sales and keep track of how much you collect and from whom.
Then, when you’re ready to pay your taxes, QuickBooks can write a check for the
correct amount.

To use QuickBooks to track and pay your sales tax:

1

Set up your tax rates and agencies.

In the QuickBooks Item list, set up the separate tax rates you need to charge. In
the Vendor list, set up the agencies to whom you submit the taxes you've
collected.

You can also set up sales tax codes, which can help you classify why a transaction
(or part of one) is either taxable or non-taxable.

Indicate who and what gets taxed.

Not all of the items you sell are taxable, and not all of your customers pay tax. In
your Item and Customer:Job lists, you can indicate which items or customers are
taxable.

Apply tax to each sale.

When you fill out an invoice or sales receipt form, and choose a taxable item from
your Item list, QuickBooks applies the appropriate sales tax.

Find out what you owe.

As you record taxable sales, QuickBooks keeps track of the tax you've collected in
your Sales Tax Payable account. When you're ready to pay your sales tax agency,

you can open the Sales Tax Payable register to see how much you owe, or you can
create a sales tax liability report.

Pay your tax agencies.

When you go to the Pay Sales Tax window, QuickBooks shows the amount you
owe and writes a check to the tax agency for that amount.

This lesson walks you through each of these steps.

Setting up your tax rates and agencies

The first step is to enter your sales tax rates, and then provide information about the
tax agencies to which you pay the taxes.

Creating a tax item for each single tax you apply

Some businesses need to apply more than one sales tax to their sales; for example, they
may collect a state sales tax as well as several county sales taxes. You need to create a
separate sales tax item for each tax whose amount you must report (not necessarily for
each tax you collect—some states want you to report state sales tax and county sales
tax as separate items, while others let you report them as one item).
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Tracking and paying sales tax

Even if you're paying more than one type of tax, you usually want your customers to
see one overall tax amount, not separate taxes for the state and county. You'll learn
how to do that in this lesson.

On the Item list, you already have sales tax for San Tomas and San Domingo County.
Because Rock Castle Construction now does business in the city of Bayshore, you need
to add sales tax items for that city.

To add a sales tax item:
1 From the Lists menu, choose Item List.

QuickBooks displays the Item list.

Aszk a help question | Ask = How Do 17 | _ (O] x
-

+Concrete Slab Foundation slat| Service Constuction: Labor 0.00 _I
<+ Floor Plans Floor plans Service Construction; Miscellaneous Q.00
<+ Framing Framing labor | Service Construction; Labor 55,00
+|nstallation Ingtallation labo | Service Constuction: Labor 35.00
+Labor Service Constuction: Labor 0.00
+ Mileage Service Mileage Income 0 0.365
+Femoval Remowal labor | Service Constuction: Labor 35.00
+Repairz Repair work Service Congtruction; Miscellaneous 35,00
+5ubs Subcontracted |Service Constuction: Subcontractor: 0.00

« Carpet Install carpeting| Service Construction: Subcontrachor: 0.00

@ Dirpwall Install dipwall | Service Construction; Subcontractor: 0.00

@ Duct wWork Heating & Air Ci| Service Construction: Subcontrachor: 0.00

+ Electrical Electical work | Service Constuction: Subcontractor: 0.00

¢ Inzulating Install inzulation| Service Construction: Subcontrachor: 0.00

+ Metal Wik etal Wik Service Constuction: Subcontractor: 0.00

+Painting Painting Service Construction: Subcontractor: 0.00

# Plumbing Plumbing Service Construction: Subcontractor: 0.00 =]

Activies ™ | Reports ~ ||_ Shmvsl|

N

Click the Item menu button, and then choose New.

QuickBooks displays the New Item window.

In the Type field, choose Sales Tax Item from the drop-down list.
In the Tax Name field, type Bayshore.

In the Description field, type Bayshore City.

o a h~ W

In the Tax Rate (%) field, type 1.
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7 In the Tax Agency field, type Bayshore Tax Agency.

Your New Item window should now resemble the following figure.

MNew ltem Ak a help question |Ask |l How Do 17§ _ (O] x| |
Type oK |

[ T— - | Use to calculate a single sales bax at a specific rate
that pou pay to a single tax agency.

Cancel
Mest
Tax Name -
elir
|Ba_l,lsh0re Ppelling
Description I Item is inactive

|Ba_l,.lshore City
Tax Rate [%] Tax Agency
| 1.0% |Ba_|,lsh0re Tan Agency j

8 Click OK.

QuickBooks displays a message telling you that Bayshore Tax Agency is not on
your Vendor list.

9 Click Quick Add.
QuickBooks adds Bayshore Tax Agency to the Vendor list.
10 Click OK.

Your Item list should resemble the following figure.

T N - - =~ A<k~ Viow bo 2ol x]
Mame Description Type Acocount On Hand Frice I
+Fetainage 1 10% retainage t| Other Charge Retainage S10.0% ;I
+Fetainage 2 Final billing for 1| Other Charge Retainage 0.00
+Feimb Subt Subtotal of Reir| Subtaotal
+Subtatal Subtatal Subtatal
+ A1 Cusgtom Storage Shed Cugtom Storage| Group
+ A2 Custom Storage Shed Cugtom Storage| Group
+ A3 Cusgtom Storage Shed Cugtom Storage| Group
+ [oor get Esterior door an| Group
+ Reimb Group Time and mater | Group
+ Room Addition/R emodel Project Total | Group
+ [lizcount 10% Digcount | Digcount Construction: Discounts give -10.0%
+Pavment Down payment | Pagment ndeposited Funds

5 « Pavable
+East Bayshore City Sales Tax |Sales Tax lkem Sales Tax Payable
+ut of State Out-of-state zale Sales Tax lkem Sales Tax Payable
+5an Domingo Cé sales tax, 5¢|Sales Tax Item Sales Tax Payable
+5an Tomas Cé sales tax, 5¢|Sales Tax Item Sales Tax Payable

Sales Tax Sales Tax Group
- Reparts ™ [T Sk &l

Grouping single taxes together

Even if you collect a combination of sales taxes (for example, city tax and county tax)
that you report separately, you probably don’t want to confuse customers by showing
separate taxes on your invoices or sales forms. QuickBooks lets you group some or all
of your tax items so that customers see a single tax amount on your invoices and sales
receipts. Instead of a sales tax item, you'll be creating a sales tax group.
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Tracking and paying sales tax

To create a sales tax group:
1 With the Item list displayed, click the [tem menu button, and then choose New.
2 In the Type field, choose Sales Tax Group.

The New Item window on your screen should resemble the figure below.

MNew ltem Ak a help question [Ask |l How Do 17 _ (O] x| |

0K

Uze to calculate and individually track bwo or more
zales tax items that apply to the zame zale. The
cuztomer sees only the total sales tax.

=z T aw Group

Cancel

i

Mext
Group MamesMumber X
I Spelling
Description [ Item is inactive

Enter each individual zales tax pou need to charge in this distict. QuickBook.s waill
collect tax for these items as a group, but will report on each one individually.

Tan ltem Fate Tax Agency Diescription J
-

Group R ate 0.00

In the Group Name/Number field, type Bayshore Grp.
In the Description field, type Sales Tax, Bayshore.

Click in the Tax Item column, and then choose Bayshore from the drop-down list.

o a kW

Click on the second line in the Tax Item column, and then choose San Tomas.

Your New Item window should resemble the following figure.

Mew Item sk a help guestion | Ask |l = How Do 1?7 _ O x| |
Type oK |
Sales Tax Group [ Use to calculate and individually track tea ar mare
zales tax items that apply to the zame zale. The Earza] |
cuztomer sees only the total sales tax.
Mext
Group MamesMumber P
i
IBayshore Gp [

Dezcription I Item iz inactive
ISaIes Tax. Bayshare

Enter each individual zales tax pou need to charge in this distict. QuickBook.s waill
collect tax for these items as a group, but will report on each one individually.

Tan ltem Fate Tax Agency Diescription
Bapshore 1.0% [Bapshore Tax Agency |Bayzhare City =
Ean Tomas hd 7.rRE CA sales tax, San ...

Group R ate B.75%

Notice that the total Group Rate is 8.75%.
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7 Click OK.
QuickBooks adds the Bayshore Group to the Item list.

Identifying your most common tax

If you want QuickBooks to apply sales tax to your invoices and sales receipts, you have
to tell it which sales tax item or group is the one you use most often. Once you do that,
QuickBooks applies that sales tax when you fill out an invoice or a sales receipt. (You
can choose a different sales tax from the sales form if you don’t want the default tax.)

Assume Rock Castle Construction uses the San Tomas sales tax most often, and set that
up as the default sales tax.

To set up a default sales tax:
1 From the Edit menu, choose Preferences.
QuickBooks displays the Preferences window.

2 In the Preferences window, click the Sales Tax icon in the left scroll box, and then
click the Company Preferences tab.

Preferences Agk a help question | Ask |l How Do I? |

My Preferences I Company Preferences I (114 |

Do You Charge Sales Tax? Owe Salex Tax Earie |
= Ha + Az of jrvoice date

@ i E [&corual B asiz) Help |

r Upon rec:e_ipt of payment Defavit |

S Default Sales Tax Codes [Cash Basis) —

% Taxable ITax j Fay Sales Tax Also See:
Servicg Mon-Taxable INon j i Monthly General
Connection Sales tax codes allow pou to track why " Quarterly

zales are either taxable or nan-taxable.

Ll

C Annually

Speling
Set Up Sales Tax ltems

Mozt common sales tax ISan Tomas j

Tax: 1099 ¥ Mark taxable amounts with "T" when printing

Set up a sales tax item for each rate that you collect for a sales tas autharity,

@

Time

= group to combine the sales tax ikemg for proper tracking.
Tracking

j If you are required to collect zales tax for multiple authonities, set up a sales tax
-

3 In the “Most common sales tax” field, make sure San Tomas is selected.
4 (Click OK.

If you're using sales tax codes, you can use the Preferences window to tell QuickBooks
which sales tax codes to use as the default taxable and non-taxable codes. You can use
the codes that come preset with QuickBooks, or define your own. You can also manage
sales tax codes using the Sales Tax Code list, which is available on the Lists menu when
the sales tax feature is turned on in a company data file.
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Indicating who and what gets taxed

The next step in setting up sales tax is to indicate who and what gets taxed. You have
to tell QuickBooks whether or not a customer is taxable and assign a default tax item
or tax group to that customer.

You must also distinguish between taxable and non-taxable items on the Item list.
When you add an item to the Item list, there’s a place in the window where you can
indicate whether you charge tax for the item. QuickBooks remembers this
information, and shows whether or not an item is taxable when you enter the item on
a sales form.

In the next exercise, you'll take a look at an item on Rock Castle’s Item list to see how
to indicate that an item is taxable.

To indicate a taxable item:

1 In the Item list, select Doorknobs Std (under Hardware).

2 Click the Item menu button, and then choose Edit.
QuickBooks displays the Edit Item window.

Edit Item Ak a help question | Askl = How Do 1? !E[

~ Type oK |
Inwentory Part - | Usze for goods you purchase, track as inventary, and resell - I
ancel |

Custom Fields |
Itern Mame/Mumber ™ Subitem of -
Dioorkinobs St IHa[dwa[e j pelling |

— Purchaze Information ———— — Salez Infarmation Bl (i s el
Description on Purchaze Transactions Description on Sales Transactions
Doorknobs Part # DF, 3704 Standard D oorknobs
Cost IW Sales Price IW
COGS Account Imj Tax Code ITj
Prefermed YWendor Imj Income Account Icgnst[uctign:Mate[ials j

— Inventony Information
Azzet Account Rearder Point OnHand Avg. Cost  On P.O.
Inventory Asset j |5IJ.EID 103 27.00 0

The code in the Tax Code field is a taxable code, which tells you that this item is
taxable. When you choose the item to be included on a sales form, QuickBooks
knows that the item is taxable and automatically applies the default sales tax (San
Tomas sales tax with a rate of 7.75%).

To indicate that an item is non-taxable, select a non-taxable code from the
drop-down list.

3 Click OK to close the Edit [tem window.
4 Close the Item list.
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In the same way that you can specify that an item in the Item list is taxable, you can
indicate whether or not a particular customer is taxable or non-taxable in that
customer’s record.

To see an existing customer record:

1 From the Lists menu, choose Customer:Job List.
QuickBooks displays the Customer:Job list.

2 Select Jimenez, Cristina.

3 Click the Customer:Job menu button, and then choose Edit.

QuickBooks displays the Edit Customer window.

& Edit Customer sk a help question [Ask il How Do 17§ _ (O] x| |

Custommer M ame

Current Balance: 0,00 How do | adjust the curent balance? 0K |
Cancel |

Address Info I Additional Info I Fayment |nfo ]
Mates |

Compan iztina Ji
pany Eontact  [Cristina Jimenez Help |

| Phone  [415.5656747 :
_CreskOedt | g =
[T B l— Al Ph. I
First Mame e bd.I. I_ Al Contact |
Last Name |Jimenez E-mail |crissy-i@samplename.com
Addresses
Bill To Ship To

Cristina Jimenez
BE42 %W, Skyline Dr

Bayshore, CA 94326 »» Copy s |
Address Details | Addregs Details | ‘i
Go ta Customer

Manager
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4 Click the Additional Info tab.

% Edit Customer Agk a help question | Askl = How Do 178 _ (O x-l

Customer Name I.Jimenez, Crigtina
Current Balance: 0,00 Howe do | adjust the curent balance? Ll
Cancel |
Address Infa I Additional Info I Eavment Info ]
Motes |
Categorizing and Defaults Price Lewvel | j Help |

Cusztom Fields .
Customer is

Contract # I r inactive
B-Day I
Spouze's Mame I

Prefemed Send Method

[E-mail =]

Sales Tax Information

Tax Item Define Fields I
o ISan Tomas j

Wﬂ Rezale Number

Go ta Customer
Manager

The tax code selected indicates that transactions with this customer are subject to
sales tax. Because it is the default sales tax, the San Tomas tax item is assigned
automatically. However, this customer is located in Bayshore, which has just
instituted its city sales tax, so change the tax item to Bayshore Group.

5 In the Tax Item field, choose Bayshore Grp from the drop-down list.
6 Click OK.
7 Close the Customer:Job list.

Applying tax to each sale

If you've set up a default sales tax, assigned taxes to your customers, and marked
taxable items you sell as taxable, QuickBooks automatically calculates and applies the
tax when you make a sale.

To apply tax to a sale:
1 From the Customers menu, choose Create Invoices.
QuickBooks displays the Create Invoices window.

2 In the Customer:Job field, choose Jimenez, Cristina:Utility Shed from the
drop-down list. (Select both the customer and the job.)

3 In Template field, select Custom Invoice from the drop-down list.

4 (Click in the Item column and select Doorknobs Std from the drop-down list.
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The Create Invoices window should resemble the figure below.

B Create Invoices Azk a help question | Askll = How Do 17 1 _ |00} %
«Erevious *ﬂext v @ - a - | ﬁ Spelling Eth History Time/Costs...

Customerdob Template Customize |
IJimenez, Crigtina: Lkility 5hed j Wﬂ

Invoice 12/15/2003 || |74

Crigtina Jimenez
BR42 % Skyline Dr
Bayshore, Ca 34326

LESCRIPTION QUANTITY RATE AMOUNT Tax
Hardware:Door 7 |Standard Doorknobs 000 - 3000 Tax V
Custormer - Tau |Bayshore Gip [ |[8.75%] 2EB3
Mezzage
Total 3263
[T Tobepinted [ Tobeemaled Customer Tax Code |Tax ﬂ Balance Due 3263
Mema | Save & Cloze I Save & New Clear

Frovide "big business' benefits for vour employess - learn how with QuickBooks Betirement Solutions!

When you enter a taxable item, QuickBooks displays the tax code associated with
that item in the Tax column (which appears to the right of the Amount column).
If the customer is taxable, QuickBooks includes all items associated with a taxable
tax code in its tax calculation.

Tip: You can select a different tax code from the list to turn taxable status on and
off for unique situations. You can also change the customer’s taxable status by
selecting a non-taxable code from the Customer Tax Code drop-down list.

Notice that QuickBooks applies to the Bayshore Group tax automatically because
this is the sales tax you assigned to this customer.
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5 In the Quantity column, type 4, and then press Tab.

The Create Invoices window should resemble the following figure.

& Create Invoices Ask a help question | Askl = How Do 17 | _ (O] x
ﬂErevious @ﬂext @ - @ - E - | ﬁ Spelling %Hjstor}l @ Time/Costs...

Customerdob Template Customize I
IJimenez, Crigtina: Utility 5hed j ICustom Invoice

Invoice 12/15/2007 || 33

Criztina Jimenez
EE42 W, Skyline Dr
Bayshore, Ca 34326

Met 30 * (01/14/2008 &

ITER QUANTITY DESCRIPTION AMOUNT Tax
Hardware:Do... = (4 Etandard Doorknobs 30 oo - 120,00 Tax *
=l
Customer - Tax|Bavshore Gip | = [8.75%) 1060
Meszzage
Tatal 13050
[~ Tobepinted [ Tobee-maled Customer Tax Code |Tax ﬂ Balance Due 13050
Learm about mailing invoices through OuickBooks
Mema | Save & Close I Save & New I Clear

QuickBooks Financial Statement Reporter can create professional financial statements. T,

6 Click Save & Close.

Determining what you owe

If you're required to collect sales tax from customers, you also have to make periodic
payments of the sales tax you've collected. QuickBooks gives you three ways to
determine the amount of your sales tax liability: the sales tax liability report, the Sales
Tax Payable register, and the Pay Sales Tax window.

Creating a sales tax liability report

The sales tax liability report provides complete information about the sales tax your
company owes for a particular period of time.
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To create the sales tax liability report:

1 From the Reports menu, choose Vendors & Payables, and then choose
Sales Tax Liability.

Your report should resemble the following figure.

T N - - = o.=<i-~ Ask]] ~ How Do 12| _[0]]
Modify Report temorize | Print | E-mail | E xport. Hide Header | Caollapze Refresh |
Dates [Lazt Manth | Fram [11/01/2007 | 8| Ta[11730/2007 | St By [Defauit =
Z14FPM Rock Castle Construction
12nsir Sales Tax Liability
Accrual Basis November 2007

Sales Tax Payable
+ Hon-Taxable Sales + _Taxable Sales  + Tax Rate + Tax Collected < _As of Hov 30,07

City of East Bayshore
East Bayshore 0.0n 0.00 0.3% 0.00 6 65
Total City of East Bayshore 0.o0 ooo 0.00 EG G5

State Board of Equalization

Out of State 0.00 o.o0 0.0% 0.00 0.00
San Domingo 16,675.00 6,805.50 T.5% 510,64 S1064
San Tomag 18,938.25 7,586.00 7I5% SE7.91 4.938.37
State Board of E ization - Other 0.0n 0.00 0.00 0.0n
Total State Board of Equalization 35613.25 14,394 50 1,095.55 44901
TOTAL 35,613.25 14,394.50 1,098.55 5,515.69
Kl Ll

2 In the Dates field, choose This Month-to-date from the drop-down list.

Your report should resemble the following figure.

T - - = =--<i- Ask]] ~ How Do 2]l [0]]
Modify Report Memaorize. ‘ Print | E-mail | Export Hide Header | Collapze Refrezh I
Dates | This Month-to-date | Fiom [12/01/2007 | 8| Ta[1z/15/2007 | 8| Sart By [Default |
Z11PM Rock Castle Construction
127 Sales Tax Liability
Accrual Basis December 1 - 15, 2007

Sales Tax Payable
<« Hon-Taxable Sales + Taxable Sales < Tax Rate ¢« Tax Collected <+ AsofDec 15,07  «

Bayshore Tax Agency
Bayshore 0.00 120.00 1.0% 1.20 1.20
Total Bayshore Tax Agency 0.00 120.00 1.20 1.20

City of East Bayshore
East Bayshore 0.00 1,095.00 0.3% 3.29 69.97
Total City of East Bayshore 0.00 1,095.00 329 6997

State Board of Equalization

Out of State 0.00 0.00 0.0% 0.00 0.00
San Domingo 17 63718 2,188.00 T5% 164.10 132.64
San Tomas 3435775 13 ,906.41 TI5% 1,077.74 5,088.91
State Board of E ization - Other 0.00 0.00 0.00 0.00
Total State Board of Equalization 51,994.93 16,084 .41 1,241.54 5,221355
Multiple taxes from different vendors 0.00 -1,215.00 0.00 0.00
TOTAL 51,994.93 16.094.41 1,246.33 5,202.72
Kl Ll

The sales tax liability report shows the total taxable sales as of a date you choose,
total non-taxable sales, and the amount of sales tax you owe each tax agency.

QuickBooks displays the sales tax liability report on an accrual basis (unless you
changed the default setting in the Sales Tax Preferences window). The report
shows exactly how much sales tax you collected.
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3 Close the sales tax liability report.

4 If QuickBooks asks if you want to memorize the report, click No.

Determining the source of sales tax revenue

If you'd like to see where your sales tax revenue is coming from, you can run the sales

tax revenue summary report, which shows you the sources of all taxable and
non-taxable sales transactions, broken down by individual sales tax codes.

To run the sales tax revenue summary report:

1 From the Reports menu, choose Vendors & Payables, and then choose Sales Tax

Revenue Summary from the submenu.

Tl Sales Tax Revenue Summary Ask. a help question | Ask |l * How Do I?I — |E|| XI
Modify Repart... Memorize... | Frint... | E-mail | Export... Hide Header | Collapse Fiefrezh |
Dates |Last Month =] From [11/0 /2007 & To[11/50/2007 B[ Columns [Sales Tax Code = sart By [Default =
Z15 BN Rock Castle Construction
12801 Sales Tax Revenue Summary
Accrual Basis Movember 2007
+ Taxable Sales < Hon-Taxable Labor + Hon-Taxable Sales « TOTAL £
State Board of Equalization
San Domingo p 650550 4 .00 16,675.00 2345350
San Tomas 7,5586.00 1,005.00 17,933.25 26,524.25
Total State Board of Equalization 14,394.50 1,005.00 34 605.25 0,007.75
TOTAL 14,394.50 1,005.00 34,608.25 50,007.75

You can QuickZoom on the numbers in the report to get more information about

specific sales transactions.

2 Close the report.

Using the sales tax payable register

Each time you write an invoice or sales receipt that includes sales tax, QuickBooks
enters the information in the sales tax payable register. QuickBooks keeps track of

transactions for all tax vendors in the same Sales Tax Payable account.

To see the sales tax payable register:

1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Click Sales Tax Payable once to select it.

3 Click the Activities menu button and select Use Register.
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QuickBooks displays the Sales Tax Payable register.

: Sales Tax Payable
3@0 to... | E;%F'lin_t... | @Ed_itTransaction Quickﬂepolt

Ask a help question | Ask = How Do 17 |§ _ (O x

Date Humber ‘Wendor Due Date Bill=d S Paid Balance
Type Accolnt | Memo

121542007 92 State Board of Equalization || 12/31/2007 0.00 5,282.22 [~
INY Accounts Ren CA zales bax,

12A15/2007 93 Bayshare Tax Agency 12/31/2007 1.20 5.283.42
1MW Apcounts Ren Bayzhore City

121542007 33 State Board of Equalization || 12/31/2007 930 5,292.72
INY Accounts Ben CA zales tax,
Mumber  [[Vendor hd Billed Paid

” Account LI td ermno ~|

&l Ending balance 529272

[ 1-Line

Sart by |Dale, Type, Number.-’Flelj Record I Restore I

Protect your incorme with & retirement plan friom QuickBooks and the Principal Financial Group ‘@

Each entry in the register is a single tax transaction. Taxes you record on invoices

and sales receipts appear as increases, and payments you make to tax agencies

appear as decreases. The ending balance of the register is your current tax liability.

Notice how some transactions have the same invoice number. When you record
two tax rates on the same invoice or cash sale, the register shows a separate
transaction for each tax agency. (This is because you have to make separate
payments to individual tax agencies.)

4 Close the register.

5 Close the chart of accounts.

Paying your tax agencies

When it's time to pay sales tax, you use the Pay Sales Tax window to write a check to
your tax agency or agencies. Suppose Rock Castle Construction is ready to make a sales

tax payment.

To make a sales tax payment:

1 From the Vendors menu, choose Sales Tax, then choose Pay Sales Tax from the

submenu.
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Tracking and paying sales tax

QuickBooks displays the Pay Sales Tax window.

Pay Sales Tax Ask a help question | Ask |l How Do I?
Pay From Account Check Date Show zales tax due through  Starting Check Mo,
Checking | [12As2007 @] [11/30/2007 & [301
Pay Item Wendor Amt, Due Amt, Paid
E ast Bayshore City of East Bayzhore BE.E3 000 =~
San Domingo State Board of Equalizat... -a1.46 0.00
Sah Tomas State Board of Equalizat. .. 40117 0.00
-
Tatalz 4.046.39 0.00
Pay &l Tax Adjuzt | Ending Bank Balance 45,423.98 |
[~ Tobe printed 114 | Cancel Help |

2 Select the “To be printed” checkbox.

3 In the “Show sales tax due through” field, type 12/15/07, and then press Tab.
QuickBooks displays tax agencies and the amounts you owe. To mark them for
payment, click the Pay All Tax button.

The Pay Sales Tax window should resemble the figure below.
Pay Sales Tax Ask a help question | Ask |l How Do I?
Pay From Account Check Date Show zales tax due through  Starting Check Mo,
[Checking | [2As2007 @ [12715/2007 & | 7o Pint

Fa |tem Yendor Amt, Due Amt, Paid

4 |El-a_l,l:5:}'u:-re |EI apshore Tax Agency

J |East Bayzhare City of East Bayshore B9.97 B9.97

J |San Tomas State Board of Equalizat... 5.088.91 5.088.91

J |San Damingo State Board of Equalizat... 13264 13264

Totals 5,292.72 5,292.72

Adjust | | Ending Bank Balance 41,131.26 |

¥ To be printed ]’ | Cancel Help |

4 (Click OK.

QuickBooks writes and records checks to the tax agencies you indicated. All you need
to do is print the checks. QuickBooks updates your the tax report and sales tax payable
register to show that you've paid the tax agencies.
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Doing payroll with QuickBooks

Lesson objectives

m  To gain an overview of payroll in QuickBooks

m To learn more about payroll setup

m To set up employee payroll information

m To practice writing and printing a payroll check

m To learn how QuickBooks tracks your tax liabilities

m To practice paying payroll taxes

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):
1 From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

2 In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

3 Select the gblesson.qgbb file, and then click Open.

4 In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

5 In the File name field of the Restore To window, type lesson 12 and then click Save.

6 Click Restore.

Overview of payroll tracking

This lesson is designed to demonstrate some of the QuickBooks payroll features. The
way you process payroll for your company may differ from this lesson depending on
which (if any) payroll service you subscribe to.

Because payroll information is already set up in the exercise file, you will not go
through the payroll setup process in this lesson. For information about setting up
payroll for your company in QuickBooks, see “Setting up payroll” in Chapter 17 of
QuickBooks Fundamentals.
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To calculate payroll, QuickBooks uses tax tables. The exercise file includes the tax table
data needed to complete this lesson. To get the tax tables to use with your own
QuickBooks company data file, you need to subscribe to one of the Intuit Payroll
Services—either Do-It-Yourself Payroll or Assisted Payroll. Intuit also offers a full
service payroll option. To learn about these options or subscribe to one of them, from
the Employees menu, choose Payroll Services, and then choose Learn About Payroll
Options from the submenu. Or see “About Intuit Payroll Services” in Chapter 17 of
QuickBooks Fundamentals to get an overview of these services and to find contact
information.

QuickBooks calculates each employee’s gross pay, and then calculates taxes and
deductions to arrive at the net pay. With QuickBooks, you can write the paycheck,
record the transaction in your QuickBooks checking account, keep track of your tax
liabilities, and pay them.

You, as the employer, must subtract taxes and other deductions before issuing an
employee’s paycheck. Some typical paycheck deductions are federal and state
withholding (income) taxes, social security taxes (FICA), Medicare taxes, and state
unemployment insurance. You may also deduct for benefits such as a 401(k) plan, or
contributions to your company’s medical/dental plan.

When you withhold social security, Medicare, and federal withholding taxes from
employees’ paychecks, you must submit regular deposits of the withheld tax money
(semiweekly or monthly, depending on the size of your payroll), and file quarterly
forms that list the total amounts you withheld from each employee’s paycheck.

Calculating payroll with QuickBooks

To do its payroll calculations, QuickBooks needs four kinds of information:
m Information about your company

Besides the company name and address, this includes information about your
federal and state tax ID numbers. You enter this information in the EasyStep
Interview when you set up your QuickBooks company data file. (You can view
most company information by choosing Company Information from the
Company menu.)

m Information about your employees

The QuickBooks Employee list stores general information about each of your
employees, and specific information related to payroll (such as the employee’s
salary or hourly rate, filing status, number of exemptions, and miscellaneous
additions, deductions, and company contributions). You can store payroll
information that most employees have in common in employee defaults.
Whenever you have a new employee to add, simply enter information that’s
specific to that employee (name, address, and so on).
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Information about your payroll items

QuickBooks maintains a list of items that affect the amount on a payroll check,
including company expenses related to payroll. When you specify that you want
to use payroll, QuickBooks creates a number of payroll items for you.You add
others as you need them.

Tax tables for federal, state, and local withholdings

QuickBooks uses tax tables to calculate payroll. You get the current tax tables and
keep them current when you subscribe to one of the Intuit Payroll Services
mentioned on page 230. If you choose not to subscribe to one of these two payroll
services, you need to calculate and enter your payroll tax deductions manually for
each paycheck.

Once you've set up your company, employee data, and payroll items, to run
payroll you enter the number of hours worked during the pay period for each
employee. QuickBooks calculates the gross wages for the employee, and then
refers to its tax tables (if you've subscribed to one of the Intuit Payroll Services—
Do-It-Yourself Payroll or Assisted Payroll) and the company and employee
information you’ve entered to calculate all withholdings and deductions and to
arrive at the net pay figure. QuickBooks also calculates your company payroll
expenses (for example, your contributions to social security and Medicare).

Setting up for payroll

By default, the QuickBooks payroll feature is turned on.

To turn payroll off in a company data file:

1
2

3

From the Edit menu, choose Preferences, and click the Payroll & Employees icon.
Click the Company Preferences tab and select “No payroll.”

Note: You can also turn off the payroll feature during the EasyStep Interview.
Click OK.

Understanding payroll items

QuickBooks maintains a list for everything that affects the amount on a payroll check
and for every company expense related to payroll. This list is called the Payroll Item
list. There are payroll items for compensation, taxes, other additions and deductions,
and employer-paid expenses. QuickBooks uses payroll items to track individual
amounts on a paycheck and accumulated year-to-date wage and tax amounts for each
employee.

QuickBooks adds some items to the list for you, and you can add others as you need
them. For common payroll items, such as compensation and benefits, QuickBooks
provides extra assistance so you can set them up quickly and accurately.
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You work directly with payroll items as you do payroll tasks. Behind the scenes,
QuickBooks tracks your payroll liabilities in the Payroll Liabilities account (an Other
Current Liability account) and your payroll expenses in the Payroll Expenses account.

To view the Payroll Item list:

1 From the Employees menu, choose Payroll Item List. (You must have payroll
turned on to see this choice.)

QuickBooks displays the Payroll Item list.

Salary “early 5alary

Sick Salary Yearly Salary _I
Yacation Sala YVearly Salary

Owertime Pay Hourly ‘¥ age

Regular Pay Hourly ' age

Sick Hourly Hourly ‘¥ age

Yacation Hourly Hourly ' age

Bonus Addition

Milzage Reimb. Addition

Health Insurance Deduction

Advance Eamed Incorme Credit Federal Tax

Federal Unemployment Federal Tax

Federal \Withholding Federal Tax

Medicare Company Federal Tax

tedicare Employes Federal Tax =
H Activites  * | Reparts * | = | Sbimvasll

You've already used the QuickBooks Item list, so this list should look familiar. Just
like the regular Item list, each payroll item has a Name and a Type.

The names of the payroll items are what you'll see on paychecks and in payroll
reports.

2 Close the Payroll Item list.

You won't add a new payroll item in this lesson, but if you need to add an item after
you've set up payroll in QuickBooks, you can use the following procedure.

To add a payroll item:

1 From the Employees menu, choose Payroll Item list.

2 Click the Payroll Item menu button, and then choose New.
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3 QuickBooks displays the Add new payroll item window, which steps you through
the payroll item setup process.

Add new payroll item

I ﬁ E
‘5'&?\ £ Custom Setup

| . . .
{,\G Uze Eazy Setup for common payroll items for compengation and benefits but not taxes. Use
Cusztom Setup for taxes and for lezs common payroll ikems.

\ g &

By | MHext | Fitiieky | Cancel |

Select Easy Setup for common payroll items or compensation and benefits. Use
Custom Setup for taxes and less common payroll items.

Setting up employee payroll information

QuickBooks calculates payroll for each employee on the basis of that employee’s pay
rate, filing marital status, exemptions, and so on. The Employee list stores general
information about each employee, as well as payroll information.

What information does QuickBooks store?

You're going to add a new employee to Rock Castle Construction payroll in a moment.
First, look at the information QuickBooks stores in the Employee list.

To view information stored in the Employee list:
1 From the Employees menu, choose Employee List.

f:. Employee List Ask ahelp question | Askll = How Do 1?7 |8 _ |O0) x

|

Soc. Sec. # M arne
Lian T. Millar
1234 Elizabeth M. Magon
444-55-EEEE Gregg 0. Schneider

TEmployee v | Activiies ~ | Repots + [ 2ho

2 Select Dan T. Miller in the list, and then choose Edit from the Employee menu
button.
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QuickBooks displays the Edit Employee window for Dan T. Miller.

Edit Employee sk a help question | Ask |l How Do 17N _ [O] |

| Information far: Dan T. Miller

| 0K |

Change tabs:

Personal

I Address and Contact '[

Additional [nfo

Cancel |
Motes |

Mr. Mg,/ I

Legal Mame
First Mame  |[Dan

M1

Last Mame |Miller

Print on

Chacke ge D3N Millr

55 Mo, |333-44.5555

Gender |

[ |

Date of Bith | |

Help |

Employes iz
inactive

The Personal tab contains general information about Dan Miller, such as his name,
social security number, and date of birth.

Click the Address and Contact tab.

This is where QuickBooks stores employees’ addresses, telephone numbers, and
other contact information.

Edit Employee

Aszk a help question |Ask |l How Do 1?7 8 _ |0 >

| Infarmation for: Dan T. Miller

Change tabs:

Perzonal Info

Home Address
Address

City IB ayzhore
State  [Ca v |Zip [34325

Fhone Iw
Cellular l—
Ak Phore [ |
Fax I—
Emal [
Pager I—

Perzonal I Addrezz and Contact I

Additional Info ]

PIM [Fager] I

bl

Cancel
Hotes

Help

Employee is
inactive
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4 (Click the Additional Info tab.
The Additional Info tab lets you add custom fields to the Employee list.
5 In the Change tabs drop-down list, select Payroll and Compensation Info.

QuickBooks displays the Payroll Info tab of the Edit Employee window. This is
where QuickBooks stores payroll information.

Edit Employee Aszk a help question |Ask |l How Do 1?7 8 _ |0 x
| Infarmation for: Dan T. Miller | 0K |
Change tabs: (R EIR ol Cancel |
FPayroll Info | Motes |
Eamings . Help |
Itern Mame Hourly/#nnual Fate Pay Period | =N = .
o mployee is
Salary 41,500.00 e
hd

¥ e time data ko create paychecks

Additions, Deductions and Campany Contributions

Itern Mame Ammount Lirnit Tames... |
Health Insurance -26.00 -R00 =

SickMacation. .. |

Diirect Dieposit |

|

™ Employee i covered by a qualified pension plan

The Payroll Info tab contains an employee’s specific salary or hourly rate, and any
additions, deductions, or company contributions. You can see tax information for
this employee (the type of information you get from a W-4) by clicking the Taxes
button.
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6 Click Taxes.
QuickBooks displays the Federal tab of the Taxes for Dan T. Miller window.

Taxes for Dan T. Miller |
Federal I State l Other I oK |

Allowances |3

Extra ‘withhalding 0.00

Filing Status (I el - Cancel |

Help

Subject to

v Medicare

¥ Social Security

¥ advance Eamed Income Credic

¥ Federal Unemployment T ax [Company Paid)

The checkboxes indicate the types of taxes the employee should have deducted
from each paycheck. A checkmark in the Federal Unemployment checkbox

indicates that this employee’s pay is subject to the employer-paid federal
unemployment tax.

7 Click the State tab to review the state withholdings.

This window stores information about state withholding taxes, state
unemployment, and state disability.

8 Click OK to return to the Edit Employee window.
9 Click OK again to return to the Employee list.

Using the employee defaults to store common information

QuickBooks stores a wealth of information about each employee, but it doesn’t require
you to enter the same information over and over. When you have information that
applies to most of your employees, you can enter it into your employee defaults. Then,
when you add an employee, QuickBooks automatically fills in the information stored
with the defaults. You just need to add or change any information that is different for
a particular employee.
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To view employee defaults:

1 With the Employee list displayed, choose Employee Defaults from the Employee
menu button.

QuickBooks displays the Employee Defaults window.

Employee Defaults Ask a help question | Ask =+ How Do 1?2 |
Earnitgs . — oK |
Itern Namne Hourly/érinual B ate Pay Peried |[:HEEN
Fegular Pay o s I j Cancel |
LI Help |

™ Use lime data to create paychecks

Additions, Deductions and Company Contributions

Item Mame Amount Lirnit Taxes... |

L4

I~ Employee iz covered by a qualified penzion plan

Use this window to set up the payroll information that most of your employees
have in common. QuickBooks saves the information so you won’t have to re-enter
it when you set up the payroll record for an individual employee.

All Rock Castle Construction employees have the same biweekly pay period, so
that is entered in the employee defaults.

In addition, all employees are subject to a deduction for health insurance, limited
to a maximum of $1,200. This information isn’t reflected in the defaults, so you
can add it now.

2 Select the “Use time data to create paychecks” checkbox to include pay for time
entered using the time tracking feature (available in QuickBooks Pro and Premier
products only).

3 In the Additions, Deductions and Company Contributions area, click in the Item
Name column, and then choose Health Insurance from the drop-down list.
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4 In the Amount column, type 50 and press Tab.

Your screen should look like the following.

Employee Defaults Ak a help question | Ask = How Do 1? |

E amings

i I - = 114
Itern Marne Haourly /Annual HateJ By Period [Biweskly 4'

Fiegular Pay (S I—j Cancel |
LI Help |
Additions, Deductions and Company Contributions
Ibem Mame Amount Limit T e, |

Health Insurance ¥ | 50,00 |-'I L200.00 = —
Sick A acation... |

¥ Use time data to create paychecks

|

I~ Employee iz covered by a qualiied penzion plan

5 Click Taxes.
QuickBooks displays the Federal tab of the Taxes Defaults window.

Taxes Defaults
Federal I State l Other I 114 |
Filing Status Cancel |
Subject to Help |
IV Medicare

¥ Social Secuity
I advance Eamed Income Credit

[+ Federal Unemployment Tax [Company Paid)

The withholding taxes that should be deducted from each employee paycheck are
entered in this window.

6 Click Cancel to close the Taxes Defaults window.
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7 Click Sick/Vacation.
QuickBooks displays the Sick & Vacation Defaults window.

Sick k Vacation Defaults

— Sick
Accrual period 0K |

Begitning of wear Cancel |

Howrs accrued at beginning of year |4D:UU

b awirium nuriber of kours |4D;|:||:| &l

¥ Fleset hours each new year?

— Wacation

Accrual period
|Ever_l,J paycheck ﬂ

Howrz accrued per papcheck, |5;45
b gimum nurnber of hours |1 50:00

[ Feset hours sach new pear?

Information regarding earned sick days and vacation days is entered in this
window. QuickBooks keeps track of the earned time each pay period.

8 Click Cancel to close the Sick & Vacation Defaults window.

9 Click OK to close the Employee Defaults window.

Adding a new employee

Suppose you have a new employee on the payroll, and want to add him to your
records.
To add a new employee:

1 With the Employee list displayed, choose New from the Employee menu button.
QuickBooks displays the New Employee window.
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2 On the Personal tab, enter the employee data as shown below.

Hew Employee

| Infarmation for: Michael M. Wilhite

Change tabs: |F'ersona| Infa

Aszk a help question |Ask |l How Do 17§ _ |0 x
| 114
j Cancel

Additianal Infa ] Mext

FPerzonal I Addrezz and Contact I
Mr. bz 4. IM[_
Legal Mame

First Mame IMichaeI b1 IM_
Last Mame IWiIhite

Frint on l—
Checks as Michael M. Wilkite

55 Mo H55-65-42321

Gender IMaIB—E
Date of Bith [1,/21,75 El

Help

Tkl

Employee is
inactive

3 On the Address and Contact tab, enter the employee data as follows.

4

Hew Employee

Ask a help question | Askll ** How Do 178 _ |0 %

| Infarmation for: Michasl M. Wilhite

| 0K

Change tabs: |F'ersonal Infa

j Cancel

Perzonal I Addrezs and Contact I

Additional Info ] Mest

Home Address
Address |1 53 "West Main Street

City IB ayzhore
Stz [ca  =|2ip[34326

Fhone W
Cellular IW
At Phone [
Fax I—
Emal  [mwihite@samplename.can]
Pager I—

FIM [Pager) I

Help

Tkl

Employee is
inactive

In the Change tabs drop-down list, select Employment Info.
In the Hire Date field, enter 11/28/2007.

In the Change tabs drop-down list, select Payroll and Compensation Info.

In the Earnings section of the window, click the [tem Name column and press Tab.
(Notice that the Regular Pay item is displayed already.)
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8 In the Hour/Annual Rate column for the Regular Pay payroll item, type 15. Then
press Tab.

The Payroll Info tab should look like the following.

Mew Employee Ak a help question | Askl = How Do 178 _ (O x-l
| Infarmation for: Michael M. Wilhite | oK |
Change tabs: [Paproll and Compensation nfa || Cancel |
Payroll Info I et |
E arnings ) . Help |
Item Mame Hourly/&nnual B ate Fay Period IB'WEEH}' hd - -
. mployes iz
lFleguIar Pay 15.00 ] | inactive
~|

¥ Use time data to create papchecks

Additions, Deductions and Company Contributions

Item Mame Amount Limnit Tages... |
Health Insurance -B0.00 -1,200.00 =

Sick/acation... |

Direct Deposit |

i

[ Employes iz covered by a qualiied pension plan

9 Click Taxes.

QuickBooks displays the Federal tab of the Taxes for Michael M. Wilhite window.
10 From the Filing Status drop-down list, choose Married.
11 Click State.

QuickBooks displays the State tab of the Taxes for Michael M. Wilhite window.
12 In the Filing Status field, choose “Married (two incomes).”
13 Click OK.

QuickBooks returns to the New Employee window.

14 In the Additions, Deductions, and Company Contributions area, select Health
Insurance in the Item Name column and press Tab.

242



LESSON 12

15 In the Amount column, type 15 and press Tab.

QuickBooks enters —15.00 in the Amount column. The New Employee window
should now look like this.

Hew Employee Ask a help question | Ask | How Do 178 _ |0 x
| Infarmation for: Michasl M. Wilhite | 0K |
Change tabs: |F'a_l,lr0|| ahd Compensation [nfa j Cancel |
FPayroll Info I Mest |
E arnings . Help |
Itern Mame Hourly/Annual Rate Pay Period IBIWEEH}' il ool -
o mployee is
Fiegular Pay 15.00 | | e
hd|

¥ e time data bo create paychecks

Additions, Deductions and Compaty Contributiohs

Item Mame Amount Limnit Taxes... |
Health Ingurance = 1600 120000 =

1 Sick" acation... |

Direct Deposit |

[ |

™ Employes iz covered by a qualified penzion plan

16 Click OK.

17 When QuickBooks asks whether you want to set up additional payroll
information, click Leave As Is.
QuickBooks returns to the Employee list, where the new employee’s name is now
displayed.

18 Close the Employee list.

Writing a paycheck

QuickBooks lets you print payroll checks in a batch or one at a time. You may want to
process the paychecks of salaried employees in a batch, and do payroll for the hourly
employees one at a time.
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To run a paycheck:
1 From the Employees menu, choose Pay Employees.

QuickBooks displays the Select Employees To Pay window.

2. Select Employees To Pay Azk a help question | Ask il How Do 178 _ (O] x|
Bank Account |Checking j o Enter hours gnd preview check. Create |
— Paycheck Optiors before creating. Print Paycheck
% To be printed . ¢~ Create check without praview WIS RITE S |
. First Check Nurnber uzing hourz below and lazt quantities. .
~ Ta be handwritten |3U1— Frint Papstubs
or direct depozited

Leave |
i #|  PoyPeriod Ends [12/24/2007 | o al
M arl |

Check Date |kl

o Employes Pay Period Fate Hours Lazt Pay Period Er
Cran T. Miller Biweekly 1.596.15 00| 12402007 j
Elizabeth M. Mazon Biweekly 14.75 400001 121042007
Gregg 0. Schheider Biweekly 17.25 200 121042007
Michael M. ‘ilhite Biweekly 15.00 0:00

Get the anly merchant service designed to work with QuickBooks ﬁ

2 In the Period Ends field, type 12/15/2007.
3 Click in the column to the left of Michael M. Wilhite’s name.
QuickBooks places a checkmark next to the name.
4 Make sure that “Enter hours and preview check before creating” is selected.
Click Create.

6 If QuickBooks indicates that there is no time data for this employee, click OK.

QuickBooks displays the Preview Paycheck window. Now you can enter the time

Michael worked.
PreviewPaycheck Ry pamang) |
Michael M_ Wilhite PayPeriod [12/02/2007 @) - [12/15/2007
. ™ Use Direct Deposit
E amings
Item Mame Rate Hourg Customer:Job Service ltem Sick Available 000
| | | | :H 21 | Wacation Avail 0:00
Sick Accrued
Wae. Accrued
™ Do ot accrue sickfvac
=
Tatal Hours: 0:00
Other Paprall ltems Employee Summary
Iterm Mamne Rate Quantity Itern Mamne Amount 1D
Health Insurance -15.00 ﬂ Health Insurance -15.00 -1 5.00%
Federal Withhalding 0.00 0.00
Social Security Employee 0.00 0.00
Medicars Employee 0.00 0.00
C4 - Withholding 0.00 0.00
LI C4 - Dizability Employee 0.00 0.00
Company Surmmary
Iterm Mamne Amount 1D
C4 - Employee Training Tax 0.00 D.DD%
Social Security Company 0.00 0.00
Medicare Company 0.00 0.00
Federal Unemplayment 0.00 0.00
Cé4 - Unemployment Comparny 0.00 0.00 LI
= | Check Amount 15.00 |
Create | Cancel | Help |

7 In the Earnings section, click in the Item Name column, and then select Regular
Pay from the drop-down list.
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8 Tab to the Rate column and type 15.
9 In the Hours column, type 80 and press Tab.

QuickBooks fills in the Employee Summary area of the Preview Paycheck window,
showing the gross regular pay and all of the deductions from Michael’s paycheck.
The net amount of the check appears at the bottom.

Michael M_ Wilhite PayPeriod [12/02/2007 |- [12115/2007 &
. ™ Use Direct Deposit
E amings
Itern Mame Rate Hours Customer.Job Service [tem Sick Available 0:00
Regular Pay | | 15.00| 80.00| | bt \:“ Vacation Awail. Ed5
Sick &cocrued
Wac. Accrued E:45
_| ™ Do ot accrue sickAvac
Tatal Hours: 80:00
Other Payrall lkems Employee Summary
Itern Narne Rate Quaritity Itern Mare Armourit ¥TD J
Health Insurance -15.00 4 | |Regular Pay 1.200.00 1.200.00 >
Health Inzurance -15.00 -15.00
Federal Withholding -106.00 -106.00
Social Security Employes -74.40 -74.40
Medicare Employes -17.40 -17.40
- CA - Withholding -35.40 -35.40
Company Summary C4 - Disability Employee -10.80 -10.80
Itermn M arne Amount WD
Ca - Employee Training T ax 1.20 1.20%
Social Security Company 74.40 T4.40
Medicare Company 17.40 17.40
Federal Unemployment 960 960
Cé - Unemployment Company E3.00 E3.00 LI
= | | Check Amount 341.00 |
Create | Cancel | Help |

Because payroll tax rates change regularly, your numbers may vary from this
illustration.

The Company Summary area of the window shows company-paid taxes and
contributions that don’t affect the amount of the paycheck (company-paid
benefits).

10 Click Create.

QuickBooks writes a payroll check for the correct net amount, showing the
deductions in the voucher area.

QuickBooks displays the Select Employees To Pay window.

11 You don’t want to pay another employee now, so click Leave.

Viewing the paycheck

QuickBooks records payroll checks in your QuickBooks checking account register. You
can see the check by going to the register.

To view the paycheck from the register:
1 From the Lists menu, choose Chart of Accounts.
2 Double-click “Checking.”
QuickBooks displays the Checking account register.
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3 Select the paycheck transaction for Michael M. Wilhite, and click Edit Transaction.
QuickBooks displays the Paycheck — Checking window for Michael. Notice that
the Paycheck Summary shows a summary of the check’s deductions. If you want
to see the deductions that make up this total, you can click the Paycheck Detail
button.

« Paycheck - Checking Ask a help question | Ask [l = How Do 17 8 _ (O] x
@Erevious @ﬂext @Plin_t v| %{Find

B ank &ccount j Ending Balance 45,482 93
Mao. To Frint
Date 12415/2007 &
Pay to the Order of  Michael M. ‘Wilkite hd $ 941.00
Mine hundred forty-one and D0/TO0 * ¥ 5= % s 5% cxxxxm s snnunnnsnnxssxnsxx s ol
Michael M. Wilhite

153 West Main Street
Addiess | Bavshore, CA 94326

¥ Tobe printed

— Papcheck Summany

Eamings 1,200.00 Pap Period  12/02/2007 - 12/15/2007
Additions 0o Hours "Worked  80:00
Taxes -244.00

Deductions S15.00 Fapcheck Detal... |

Save & Close | Save &k Mew | Revert |

Protect wour income with a retirement plan from QuickBooks and the Principal Financial Group T,

4 Click Save & Close to close the Paycheck — Checking window.

5 Close the checking account register, but leave the chart of accounts open.

Printing paycheck stubs

You can print paychecks as you would any QuickBooks check. If you use voucher
checks, QuickBooks prints the payroll item detail in the voucher area. If you don’t use
voucher checks, you can print a paystub to give to your employees.
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To print a paycheck:
1 From the File menu, choose Print Forms, and then choose Paychecks.

QuickBooks displays the Select Paychecks to Print window.

Select Paychecks to Print

| First Check Number [135

Bank Account

Select Paychecks ta print, then click OK.
There iz 1 Papcheck. to print for $941.00.

o Date Emplopes Aot 1] 4 |
¥ [12/15/2007 [Michael b. Wilhite 941.00 |

Cancel |

Help |

Select All |

Select Mone |

Show: &' Bath " Paychecks " Direct Deposit ‘ Preferences |

2 In the First Check Number field, type 301.
3 Make sure there’s a checkmark next to Michael Wilhite’s name, and then click OK.

4 Click Print.

Tracking your tax liabilities

As an employer, you need to track both payroll expenses and payroll liabilities. These
are the company payroll expenses you need to track:

m  Employees’ gross pay

m  Employer payroll taxes, such as contributions to social security (FICA), Medicare,
federal and state unemployment insurance, and state disability insurance

QuickBooks uses an expense account called Payroll Expenses to track these actual costs
to your company. (The funds you deduct from employee paychecks aren’t considered
an actual cost because they’re monies you're holding for the government; they don’t
come directly from your company assets.) Whenever you run your payroll,
QuickBooks keeps track of your company’s expenses for each employee. You can then
see totals for these expenses on the payroll summary by employee report and on the
profit and loss statement.

QuickBooks uses the Payroll Liabilities account (an Other Current Liability account)
to track what you owe to the government. When you do your payroll, QuickBooks
calculates how much you owe for each tax, deduction, or company contribution
payroll item and records that information as a transaction in the liability account. This
produces a record of how much tax you owe at any time, so you can plan to have the
cash available for payment. When you pay your payroll taxes or other payroll
liabilities, QuickBooks decreases the balance of the liability account.
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Look at the payroll expense and liability accounts, so you can see how QuickBooks
recorded expenses and liabilities related to Michael Wilhite's paycheck.

To display the payroll expenses QuickReport:
1 In the Chart of Accounts window, select the Payroll Expenses account.
2 From the Reports menu button, choose QuickReport: Payroll Expenses.

QuickBooks displays the QuickReport. You can scroll through the report to see the
expense items paid by the company for Michael Wilhite’s paycheck.

il Account QuickReport Ak, a help question [Ask | = How Do 17 8 _ |0 x|
HModi i int.. -mai wport... Hide Header Refrezh
Dates Fram |1 0/01/2007 @ To |1 21542007 E Sart By |Default j
jiZ:20ER Rock Castle Construction
121807 Account QuickReport
Accrual Basis October 1 through December 13, 2007
& Type £ Date < Hum = Hame £ Memo £ Split £ Amount £
Paycheck 12M5/2007 301 Michael . Wilhite Chicking 1,200.00 ;I
Paycheck 121552007 301 hlichael M. Wilhite Checking 1.20
Paycheck 12152007 301 Michzel M. Wilkite Checking 74.40
Paycheck 121552007 301 Iichael M. Wilhite Checking 17.40
Paycheck 121512007 301 hlichael M. Wilhite Checking 9.60
Paycheck 12452007 301 Michizel M. Wilkite Checking 53.00
Total Payroll Expenses 2524579
TOTAL 25,245.79 j
— -

3 Close the QuickReport.
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4 In the chart of accounts, double-click the Payroll Liabilities account.

QuickBooks displays the register for the account. The register shows a separate
transaction for each item from Michael’s paycheck. The running balance shows an
increase for every liability.

&, Payroll Liabilities Ask. a help question | Askll = How Do I?I — |E|| XI
3 Goto... | @ Frint... | @ Edit Tranzaction _D_uic:kF!eport
Date Ref Payee Increase | Decrease Balance |
Type Account | Memo
12/15/2007 3m Michael k. ‘Wilhite 15.00 3.193.06 ~
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 1.20) 3.194.26
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 106.00; 3.300.26
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 74.40 3.374.66
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 74.40 3.443.06
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 17.40 3.466.46
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 17.40 3.483.86
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 9.60) 3.493.46
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 35.40 3.528.86
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite 10.80 353966
Pay CHE. || Checking [split]
12/15/2007 3m Michael k. ‘Wilhite £3.00 3,602,665
Pay CHE. || Checking [split] -|
Splits | Ending balance 3.726.66
™ 1-Line
Sort by IDate, Tuvpe, Number/Rel = Record Fiestore
Focus on vour business, not your paoll - Let Complete Pavroll help! 7

5 Close the register.

6 Close the chart of accounts.
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Paying payroll taxes

As long as you have a valid subscription to one of the Intuit Payroll Services,
QuickBooks uses current tax tables to keep track of your tax liabilities as they accrue,
so you know how much you owe at any time.

Figuring out what you owe

If you're about to pay taxes or other liabilities, the payroll liabilities report shows you
how much to pay. Suppose you are ready to make a tax payment, and you want to see
how much you owe.

To create a payroll liabilities report:

1 From the Reports menu, choose Employees & Payroll, and then choose Payroll
Liability Balances.

2 Click Modify Report, select “Display columns by Year across the top,” and then
click OK.

QuickBooks displays a report that shows what you owe for each payroll item.

Modify Repart... Memorize... | Frint.. | E-mail | Export... Hide Header Refrezsh
Dates |Custom =] From [01/01 /2007 | E| Ta[11/30/2007 @] Columns [Vear -
j12:3 B Rock Castle Construction
121807 Payroll Liability Balances
January through November 2007
+ BALANCE +
Payroll Liabilities i’
Federal Withholding b 220800 4
Medicare Employee 270.55
Social Security Emplovee 121878
Federal Unemployment 3.64
Medicare Company 270.55
Social Security Company 121875
CA -Withholding 43489
CA - Disability Employee BO.E0
CA - Unemployment Company >3.94
CA - Employee Training Tax 0.46
Health Insurance 537.50
Total Payroll Liabilities 6,247.69 LI

3 Close the report.

4 Click No at the message asking if you'd like to memorize the report.

Writing a check for payroll taxes

When it’s time to deposit payroll taxes with your deposit institution, use the Liability
Check window to fill out a QuickBooks check.
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Note: Don’t just open the Write Checks window and write a check from there.

QuickBooks can’t properly adjust your Payroll Liabilities account unless you
use the Pay Liabilities feature.

To pay payroll liabilities:

Payroll Liabilities from the submenu.

QuickBooks displays the Select Date Range For Liabilities window.

you want bo view,

Select a date range for the pagroll liabilities [payroll tares, health insurance premiums. and o on)

Show Payroll Lisbilitiez

0K |

Cancel | Help |

1 From the Employees menu, choose Process Payroll Liabilities, and then choose Pay

In the “From” field type 11/30/2007, and then type 12/15/2007 in the “Through”

field.
Click OK.

QuickBooks displays the Pay Liabilities window.

Aszk a help question | Ask il How Do I?

Bank Accaount

IEhecking

Check Date
12/15/2007 &

h

" Review liability check to
enter expenzes/penalies

~ Create liability check without
Teyiering

Create

Cancel

Payroll Liabilities Report

Help

— Show Payroll Liabilities

SoitBy [Payable To 7] Dates | Custom =| From [11/30/2006 | Thiough [1215/2007 @)

¥ Paproll ltem Papable To Balance Amb To Pay
Cé - Digability Employes Employment Development Department 80,90 0.00 ﬂ
Ca - Employee Training Tax Employment D'evelopment Department 1.66 0.00
CA - Unemployrent Compary  |Emplayment Development Departrent 86,94 0.00
Ca - Withhalding Employment Development Department 548 26 0.00
Advance Eamed Income Credit |Great Statevide Bank -25.00 0.00
Federal Unemployment [Great Statewide Bank 13.24 0.00
Federal Withholding Great Statewide Bank 2.711.00 0.00
Medicare Company Great Statewide Bank 33866 0.00
Medicare Employes Great Statewide Bank 23866 0.00
Social Securty Compary Great Statewide Bank 1.510.00 0.00
Social Security Employes Great Statewide Bank 1.510.00 000 =

7 679,32 0.00
™ Hide zero halances Ending Eank Balance 45,482 98
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4 Click in the column to the left of the Federal Withholding payroll item.

QuickBooks places a checkmark in the column to show that the item will be paid.
It also places a checkmark next to the Advanced Earned Income Credit item.

5 Click in the column to the left of the Medicare Company payroll item.

QuickBooks places checkmarks in the column for both Medicare Company and
Medicare Employee.

6 Click in the column to the left of the Social Security Company payroll item.

QuickBooks places checkmarks in the column for both Social Security Company
and Social Security Employee.

Now your Pay Liabilities window should look like the following.

S Payrall [tem Payable To Balatice At Ta Payp
CA - Dizability Employee Emplovment Development Department 2030 0.oo ;I
CA - Employes Training T ax Employment Development Department 1.20 .00 _I
CA - Unemplopment Company  |Employment Development Department 63.00 .00
Ca& -Withholding Employment Development Department 11337 0.oo

J |dvance Eamed Income Credit |Great Statewids Bank -25.00 -25.00
Federal Lnemplopmernt Great Statewide Bank 960 .00

J |Federal Withhalding Great Statewide Bank 503,00 50300

J |Medicare Company Great Statewide Bank E2.11 E2.11

J |Medicare Employee Great Statewide Bank B3.11 E3.11

/|G acial Secunty Company Great Statewide Bank 29122 291 .22|

|G ocial Secunty Employes Great Statewide Bank 291 22 291.22 =

1.431.63 1.196.66
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7 Make sure “Review liability check to enter expenses/penalties” is selected and then
click Create.

QuickBooks displays the Liability Check window, with your check displayed.

-+ Liability Check - Checking Ak, a help question |Ask i = How Do 17 8 _ [0 x|
4ﬂlElevious @Hext @Plinﬁ - | %{Find Qh Histaory
Bank Account j Ending Balance 44 28632

No. Ta Frint
Date 12/15/2007 |
Pay to the Order of  Great Statewide Bank '| % 119668

One thouzand one hundred ninety-six and BEAIO0F * % ¥ = ¥ ¥ 2 ¥ 82 ¥ @ X w8 ¥ 0% K2 XXX EXELXE Mol are
Great Statewide Bank

P.0. Box 522
Address | Bavshore CA 34326

Memo 007304153

Fayment for paproll iabilities through |1 252007 E W Tobe printed
Expenzes $0.00 I Payroll Liabilities $1.196.66 I

Payrall ltem Amount Mema Class
Advance Eamed Income C... -25.00 -
Federal Withhalding 503.00
Medicare Company E8.11 LI
Clear Splitz Recalculate Save & Cloze Save & New | Rewvert I

Spend more time qrowing your business and less time doing payroll - find out more sbout Intuit Payroll.. 7,

You should use a separate check for each type of deposit coupon (for example, 941
or 940).

8 In the Memo field, type EIN 96-4820567, Form 941.
The Liability Check window should now look like the following.

+ Liability Check - Checking

4ﬂlElevious @ﬂext @Prinﬁ v| %{Find E‘:t.H_istory

Bank Account [Checking hd Ending Balance 44.286.32
Mo. Ta Prnt
Date 12/15/2007 |
Pay ta the Order of  Great Statewide Bank = | % 119666
One thougand one hundred ninety-giv and B/ Q0 === xsmsxxsmmxwrmmxwxasxwxass« Dallars

Gireat Statewide Bank
FP.O. Box 522
Address | Bavshore CA 34326

Memo  EIM 95-4820557, Form 341]

Payment far payroll liabilities through |12;1 5/2007 E V¥ To be printed

Expenzes $0.00 I Payroll Liabilities $1.196.66 |

Payroll [tem Armount b emo Clazz
Advance Eamed [ncome C... -25.00 -
Federal ithhalding 503,00
Medicare Company E8.11 LI
Clear Splitz Recalculate Save & Cloze Save k New I Rewvert I

Spend more time qrowing your business and less ime doing pavroll - find out more about Intuit Payrell... 7,
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9 Click Save & Close to record the check.

10 Click Yes if QuickBooks asks if you wish to save changes made to this
transaction.

Whenever you make a payment and record your check this way, QuickBooks decreases
the balance of the Payroll Liabilities account.
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Lesson objectives

To learn how to create job estimates

To find an estimate in a data file

To learn to duplicate an existing estimate
To create an invoice from an estimate

To display project reports for estimates
To update a job's status

To make an estimate inactive

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

Note: To proceed through this lesson, you must be using QuickBooks: Pro or

QuickBooKks: Premier. Estimates are not available in QuickBooks: Basic.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 13 and then click Save.

Click Restore.
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Creating jobs and estimates

An estimate is a description of work or products you propose to sell to a current or
prospective customer. You can create multiple estimates for each name (customer or
customer:job combination). If the customer accepts an estimate, you can turn the
estimate into an invoice, modifying it as necessary. When you have actual costs and
revenues, you can compare them to your estimated costs and revenues to see if you
were over or under the estimate.

Estimates are “non-posting” transactions—they do not affect any financial reports or
income and expense balances. QuickBooks allows you to create invoices from
estimates either by transferring the entire estimate to an invoice or by allowing you to
choose a percentage or selected items to invoice from the estimate. The ability to bill
for only a percentage of the estimate or selected items on an estimate is called progress
invoicing.

When you create a new QuickBooks company using the EasyStep Interview,
QuickBooks asks you if you use estimates and/or progress invoicing. If you respond
yes, QuickBooks turns on these features for you. If you respond no, you need to turn
on these features in order to use them. Rock Castle Construction already has estimates
and progress invoicing turned on, but you'll review how to do this so you become
familiar with QuickBooks preferences.

Turning on estimates and progress invoicing

To turn on estimates and progress invoicing:
1 From the Edit menu, choose Preferences.

2 Click Jobs & Estimates in the left scroll box.

3 Click the Company Preferences tab to display the job and estimate preferences.
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Estimating and progress invoicing

QuickBooks displays the Jobs & Estimates section of the Preferences window.
4 (Click Yes for “Do You Create Estimates?”

5 Click Yes for “Do You Do Progress Invoicing?”

Preferences Agk a help question | Ask |l How Do I? |
é AI [ My Preferences I Company Preferences I

114 |
Cancel |

Checking
—I Pending I Enter the job status descriptions vou prefer
) for wour business. For example, vou could Help |
Awarded IAwarded enter "Submitted"’ for Pending.
Deskiop Default |
Wiew In progress IIn progress
% Clozed ICIDsed Alzo See:
Finance G |
Charge Mot awarded INot awarded SN
; 8 Sales and
% Doou Create Estimates? Doou Do Progress Invaicit... Custamers
General % Yes " No % Yes " Mo Time Tracking
b4
Wwarn about duplicate estimate Dion't print items that have zero
Integrated W LT |7 STV

12 pplications

6 Click OK to record your selections and close the Preferences window.

Creating a new job

Now that you've turned on the estimates feature, you can add a new job for a
bathroom remodel project for your customer, Ernesto Natiello. Then you’ll create an
estimate for the job.

To create a new job:
1 From the Customers menu, choose Customer:Job List.

2 In the Customer:Job list, select Natiello, Ernesto.

3 Click the Customer:Job menu button, and then choose Add Job.
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QuickBooks displays the New Job window.

B Mew Job
Job M ame ||

i How do | determine
&3 of [12/15/2007 | 8| e opening balance?

Opening Balance |

i

Cancel
Address Info I Additional Info I Fayment Info I Job Info ]
Mext
Customer INatieIIo,Ernesto j Contact |EmestoM Matiello Help |
Cormpany Name| Phore  [415-555-9811 r
Job iz inactive
b s A IMr. Fiisd |
First Narne Ermesta b1 IM AbPh |
Last Mame |Natiello Al Contact |Eert
E -mail |ernie@samplename.com
Addresses
Bill To Ship Ta

Ermesto M Matiello
37E Pine 5t, #5E

Bayzhore CA 94326 wu Copy s |
Address Details | Addregs Details |

4 In the Job Name field, type Bathroom remodel.
5 Click the Job Info tab.
QuickBooks displays the Job Info portion of the New Job window.

B Mew Job O] x]
Job Name B athroom remodel
. How do | determine OK |
Dyl ElEmee I el |1 2A15/2007 | | the opening balance?
Cancel
Address Info Additional Info Fayment Info Job Info
| I l ] l 4' |
: Help |
Job Status Start Date Projected End End Date
[None = [oa/2372000] @ [03r23/2000 & [os/23/2000 &) T
Job Description Job Type

| I hd

The New Job window is unique to QuickBooks: Pro and Premier.
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6
7
8
9

In the Job Status field, select Pending from the drop-down list.

In the Start Date field, type 1/4/08, and then press Tab.

In the Projected End field, type 2/28/08.

Press Tab to move to the End Date field, and then press Delete (on the keyboard)
to clear this field.

10 In the Job Description field, type Remodel bathroom.

11 In the Job Type field, choose Remodel from the drop-down list.

Job types give you a way to classify your jobs so you can group and subtotal similar
jobs on your reports. By using them, you'll be able to determine which kinds of
jobs are the most profitable for your business.

Your screen should look like the figure below.

B Mew Job I [=]
Job Name |Bathroom remodel
. How do | determine 0K |
D=l Emee I R I-I 2A15/2007 || the openitng balance?
Cancel
Address Info Additional Info Bayment Info Job Info
e e T I—M
Job Status Start Date Frojected End End Date
[Fending =] [o1/04/2008 | [02/28/2004 B | = B Jo i e
Job Description Job Type
|Hemodel bathroom |Hemodel j
12 Click OK.

QuickBooks returns you to the Customer:Job List.

+Matiello, Ernesto 522 26 @ 14539525

+ B athroom Bemodel | Pending
+ Kitchen 622,26 Clozed 14 595.25

Notice that the new Bathroom job is listed as a pending job for Natiello, Ernesto.
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Writing an estimate

Now that you've created a new job for the bathroom remodel, you can create an
estimate for it.

To create an estimate:

1

In the Customer:Job list, select Natiello, Ernesto:Bathroom remodel.

2 Click the Activities menu button, and then choose Create Estimates.

QuickBooks displays the Create Estimates window for this customer and job. You
learned in Lesson 6 how to fill out an invoice form, so this form should look
familiar.

Press Tab to accept Natiello, Ernesto:Bathoom remodel in the Customer:Job field.

Notice that QuickBooks enters the customer’s name and address in the
appropriate area of the form.

4 Select “Custom Estimate” in the Template field.

ll:leate E stimates Ask a help question | Ask = How Do 17§ _ (O x
@Erevious @ﬂext @ - @ - | %{ Spelling E‘:thstor_l,J Createlnvoice

Customer:Job [ Estimate Template  Customize |

INatieIID, Emnesto:Bathroom... j Active Il:ustom E stimate j
Estimate 12/15/2007  @| |35

Mame / Address

Emesto b Matizllo
376 Fine 5t, HEE
Bayshore Ca, 94326

Description Oty Cost Amount Markup

Custormer | Tax|5San Tomas = |[7.75%) 0.o0
Messzage
Tatal 0.00 n0.oo 0.00
[" Tobe emaled Customer Tax Code |Tax ﬂ
emo | Save & Cloze | Save & Mew I Clear

Gain peace of mind with the "Mo Penalties' quarantee from QuickBooks Assisted Pawoll T

5 C(lick in the Item column in the middle of the form.

A Down Arrow appears, indicating that a drop-down list of choices is available.

The Item list, which contains all the services and goods your business provides, is
the same list that is available to you on invoice forms and throughout
QuickBooks.

Type Installation.

Before you can finish typing, QuickBooks has filled it in for you, and QuickBooks
fills in the default description for this item when you exit the field.
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7 Press Tab twice to move to the QTY column.
8 Type 10 in the QTY column, and then press Tab.
The total amount is calculated by QuickBooks when you move out of this field.
9 Click the line under “Installation” in the Item column.
10 Type Framing.
11 Press Tab twice to move to the QTY column, and then type 40.
12 In the line under Framing in the Item column, type Rough.
QuickBooks completes the field with the item Lumber:Rough.
13 Press Tab three times to move to the Cost column, and then type 2500.
14 Press Tab to move to the Markup column.
15 Type 15%, and then press Tab twice.

Your estimate should look like the following figure.

l[:leate Estimates Ask ahelp question | Askll = How Do 1?7 | _ (O] x
@Erevious @ﬂext @ - @ - | ﬁ Spelling %Hjstor}l Createlnvoice
Customer:Jab [ Estimate Template  Customize |
- ; = Active : -
|Nat|e||0, Ernesto:Bathroom... |Eust0m Estimate
Estimate 12/15/2007 @@ |35

Mame / Address

Emesto b Matizllo
376 Pine 5t, #5E
B apshore Ca 94326

Iterm Jezcriplion Gty Cost  Amount arkup Takal
Inztallation Installation |10 35.00 350.00 350.00 [Man o
labor
Framing Framing labor (40 5500 2.200.00 2.200.00 (Mon
Lumber:Rough = [Rough lumber 258. 2.500,00 15.0% 2.875.00T ax j
Custarmer | Tax[5an Tomas ¥ |[7.7h%) 22281
Meszage
Total 5.050.00 37500 5.E47.81
[~ Tobeemaled Customer Tax Code |Tax ﬂ
Memo | Save & Close I Save & Hew I Clear I

QuickBooks Do-lt-v'oursell Payroll helps you stay compliant with ever-changing payroll tas laws %

Notice that QuickBooks has filled in most of the information for the estimate
based on the items selected.
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16 Click Save & Close to save the estimate.
QuickBooks returns you to the Customer:Job list. Notice the Estimate Total
column for the Pending Bathroom remodel job for Ernesto Natiello now has a
balance of 5,647.81.

+ M atiello, Emnesta 622,26 i

+ B athroom Remodel | Pending
+ Kitchen G227 26 Clogzed

17 Close the Customer:Job list.

Creating multiple estimates

Just as you’ve completed the estimate for this customer, he calls and asks you to
prepare a second estimate for the same job. He’d like you to price a couple of different
options.

Finding estimates

Because you just created the estimate, you can open the Create Estimates window and
press Prev and that will take you to the correct estimate. However, when you don't
know where an estimate is, there are a couple of methods you can use to locate the
estimate you want quickly. You'll use one of them here.

1 From the Customers menu, choose Create Estimates.

2 From the Edit menu, choose Find Estimates.

QuickBooks displays the Find Estimates window.

Find Estimates

Customer:Job Find |

[ - =

Date Cancel |
EH|l To =]

I J I J Advanced |

Estimate #

Amount

3 In the Customer:Job drop-down list, select Natiello, Ernesto:Bathroom remodel.

4 Click Find.
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oicing

QuickBooks displays the estimate that you’ve already created for this job (Estimate

#35).

l Create Estimates

Ask a help question | Ask = How Do 17§ _ (O x

@Erevious @ﬂext @ - @ - | %{ Spelling E‘:thstor_l,J Createlnvoice

CugtomerJob

Estimate
Mame / Add

Emesto b Matizllo
376 Fine 5t, HEE
Bayshore Ca, 94326

= Estimate
athroom remode j Active

Template Cugtomize |

|Eust0m Estimate j

12A15/2007  m@| |35

Total

Item Description Oty Cost Amalnt Markup Tatal
Inztallation Installation |10 35.00 350.00 350.00 [Mon o
labor
Framing Framing labor (40 R5.00 2.200.00 2.200.00 (Mo
Lurmber:Rough Fough lumber 258. 2,500.00 15.0% 2875.00|Tax
Custormer | Tax|5San Tomas = |[7.75%) 22281
Messzage

5.050.00 375.00 5.647.81

[" Tobe emaled Customer Tax Code |Tax ﬂ
ema |

Save & Cloge | Save & New I Rewert I

- Buy QuickBooks Checks, Forme & Supplies direct from [ntuil Browse owr online catalog here. %

5 Keep the estimate open; you'll use it in the next exercise.

Duplicating estimates

Your customer wants you to prepare

a second estimate for the bathroom remodel job

because he is considering buying the cabinets from you in addition to having you do

the installation work.

First, you'll create a duplicate of the original estimate, and then make the
modifications necessary for the second bid.

To create a duplicate of an existing estimate:

1 Right-click in the body of the estimate and choose Duplicate Estimate from the list

that displays.
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QuickBooks duplicates the estimate and displays the new version on your screen.
Notice that QuickBooks assigns the next available estimate number to the new

form.
ll:leate E stimates Ask a help question | Ask = How Do 17§ _ (O x
ﬂErevious @ﬂext @ - @ - | %‘{ Spelling E‘:h History Create |y oice
Customer:Job 7 Estimate Template  Customize |
. Ernesto: B athroom remodel j Active |Custom Estimate j
Estimate 12/15/2007 )| |36

Mame / Address
Emesto M Matiello
376 Pine 5t, #5E
Bayzhore CA 94326

Item Description Oty Cost Amount Markup Total
Installation Installation |10 35.00 350.00 350.00 {Man -
labor
Framing Framing labar (40 55,00 2,200.00 2,200.00 |Man
Lumber:Rough Rough lumber 25, 2.500.00 16.0% 2.875.00(Tax
|
Custarmer

M Ta%|San Tomas = |[7.75%] 222.81

Tatal 5.050.00 375.00 564731

Meszage

[ Tobe e-mailed Custormer Tax Cade |Tarc ﬂ
Memo I Save & Close | Save & Hew I Clear

Gain peace of mind with the "Mo Penalties' quarantee from QuickBooks Assisted Pawoll T

2 Highlight the number in the QTY column on the line for Installation.

w

Type 18.

4 (Click in the Item column in the line below Lumber:Rough, and select
Cabinets:Light Pine from the drop-down list.

5 DPress Tab twice and type 6 in the QTY column.

6 Click in the Item column in the line below Cabinets:Light Pine and select
Cabinets:Cabinet Pulls from the drop-down list.

7 DPress Tab twice and type 12 in the QTY column.

(o]

Press Tab and type 10 in the Cost field.
9 Press Tab.
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Your estimate should look like the following figure.

ll:leate E stimates Ask a help question | Ask = How Do 1?7 | _ (O x
@Erevious @ﬂext @ - @ - | %{ Spelling E‘:thstor_l,J Createlnvoice
Customer:Job [ Estimate Template  Customize |
: . = Active : -
|Nat|e||0, Emesto:Bathroom... |Eust0m Estimate
Estimate 12/15/2007 g |36

Mame / Add
Emesto b Matizllo
376 Fine 5t, HEE
Bayshore Ca, 94326

Item Description Oty Cost Amalnt Markup Tatal

Lumnber:Rough Raough lumber 25.. 2.500.00 15.0% 2.875.00(Tax o
Cabinets:Light Fi... |Light pine 5 15. 9,000.00( 19.93333% 10,794.00|Tax

kitchen

cabinet wall

urit
Cabinets;Cabi... ¥ |Cabinet Pullz |12 10,00 120,00 | 120,00 (Tas = _I
Custormer | Tax|5San Tomas = |[7.75%) 1,068.65
Messzage

Total 14.450.00 2.1659.00 1768765

[" Tobe emaled Customer Tax Code |Tax ﬂ

emo | Save & Cloze | Save & Mew I Clear

Gain peace of mind with the "Mo Penalties' quarantee from QuickBooks Assisted Pawoll T

10 Click Save & Close.

Creating an invoice from an estimate

Once you have created an estimate and the customer has approved it, you can use the
estimate to invoice the customer. In this exercise, you’ll be using the QuickBooks
progress invoicing feature.

Progress invoicing (also known as progress billing), lets you invoice for jobs that you
work on and complete in phases. When using progress invoicing, you start by creating
an estimate for the job (you don't have to give this estimate to the customer). Then,
as you complete each phase, you can easily transfer items from the original estimate
to an invoice. You can specify which items to include on each invoice and change
estimated amounts or percentages. When you use estimates to create progress
invoices, you can run reports to help you track your estimated versus actual costs.

To create an invoice from an estimate:
1 From the Lists menu, choose Customer:Job list.

2 In the Customer:Job list, select Natiello, Ernesto:Bathroom remodel.
3 Click the Activities menu button, and then choose Create Invoices.
QuickBooks displays the Create Invoices window.

4 Press Tab to leave the Customer:Job field.
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QuickBooks displays a list of estimates created for this job.

Available E stimates
(VG RN i lo, Ernesto:B athroom remodel j oK |
Select an estimate to invoice

Date MHurmn CustomerJab Aot Cancel |
2/15/2007 |35 Natiello Ernestor B athroom rel 564781 | Help |
12/15/2007 (36 Matiello, Ernesto:B athroom e 17 E87.ER

5 The customer accepted the first estimate you created, so select the line containing
Estimate #35, and click OK.

QuickBooks displays the Create Progress Invoice Based On Estimate window.

Specify what to include on the invoice.

% Crieate invoice for the entire estimate [1 DDX].E

" Create invoice for a percentage of the entire estimate.

2 ol eshimate: I

" Create invoice for selected items o for different percentages of each item.

119 | Cancel | Help |

Rock Castle Construction typically bills for one-third of the job before starting
work, one-third when the project is one-third complete, and the final one-third
when the job is completed.

6 Select “Create invoice for a percentage of the entire estimate.”
7 Type 33.333 in the “% of estimate” field.

If you need to invoice for only selected items on an estimate or for varying
percentages or amounts for different items, select the option “Create invoice for
selected items or for different percentages of each item.” QuickBooks then displays
a table of all items on the estimate and allows you to select which items you want
to include and the amounts for each item.

8 Click OK.

9 In the Template drop-down list, select Progress Invoice.
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invoicing

QuickBooks completes the invoice for one-third of each item on the estimate. Your

invoice should resemble the following figure.

& Create Invoices

Azk a help question | Askll* How Do I?

ﬂErevious @ﬂext @ - @ - ﬁ - | %{ Spelling E‘:thstor_l,J @ Time/Costs... EF‘rogless

] s

CustomerJob
INatieIID, Emesto:Bathroom... j

Invoice

12152007 [@| |93

Template Cuzstomize I

M

|Frogress Invoice

Emesto b Matiello
376 Fine 5t, H5E
Bayshore CA 94326

Met 30 * (01/14/2008 B

DESCRIPTION  Estfmt Prrior % ary BATE  Cur®  AMOUNT Tax
Inztallation Inztallation 350,00 0.0% | 33333 3500 33.33% 11667 [Man -
labor
Framing Framing labor 2,200.00 0.0%13.3332 BR.00| 33.33% 733,33 |Non
Lurber:Rough Fiough lumber 2.875.00 0.0% (033333 | 2875.00| 33.33% 958,32 |Tax 1I
Custormer - Tax|5an Tomas = |[7.75%) 7427
Mezzage
Total 1.882.59
[~ Tabepinted [ Tobeemaled Customer Tax Code |Ta>: j Balance Due 1,892.59
Learn about mailing invoices through BuickBooks
Memo | Save & Close | Save & New I Clear

Increase your effectiveness and get more out of QuickBooks with our support and training offerings. T,

Notice that QuickBooks changed the invoice template to Progress Invoice and
added fields for Estimate Amount, Prior %, and Current %. QuickBooks also tracks
that one-third of the Natiello bathroom remodel job has been invoiced and that
two-thirds has not yet been invoiced.

Note: If you don’t want your customers to see this level of detail on the invoice
you send them, you can customize the invoice to remove some of these
columns from the printed form. See Lesson 15, “Customizing forms and
writing QuickBooks Letters,” for more information.

10 Click Save & Close to record the invoice.

11 Close the Customer:Job list.
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Displaying reports for estimates

QuickBooks provides five reports on estimates, as described in the following table. You
can create these reports from the Jobs, Time & Mileage submenu of the Reports menu.

Report Description

Job Estimates vs. Actuals Summary Compares estimated cost to actual cost and
estimated revenue to actual revenue for all
customers and jobs.

Job Estimates vs. Actuals Detail (for For a particular customer or job, compares
one job) estimated costs to actual costs and estimated
revenues to actual revenues.

Job Progress Invoices vs. Estimates Compares each estimate with progress invoices
based on the estimate.

Item Estimates vs. Actuals For each item, compares estimated cost to
actual cost and estimated revenue to actual
revenue.

Estimates by Job Lists all estimates by job.

Displaying the job progress invoices vs. estimates report

Because you've just completed a progress invoice, you can see how QuickBooks
records this on the job progress invoices vs. estimates report. This report shows job
status, estimate total, total invoiced from the estimate on progress invoices, and the
percentage of the estimate already invoiced on progress invoices.

To display the job progress invoices vs. estimates report:
1 From the Reports menu, choose Jobs, Time & Mileage.

QuickBooks displays a submenu of project reports that deal with customer jobs
and estimates.

269



Estimating and progress invoicing

2 Choose Job Progress Invoices vs. Estimates.

QuickBooks displays the job progress invoices vs. estimates report.

il Job Progress Invoices vs. Estimates Ask a help question| Ask i How Do 1?2 [N _ |01 x|
Modify Repart... Memorize... | Frint.. | E-mail | Export... Hide Header Refrezh
Dates | This Fiscal Yearto-date = From [10/01 /2007 | | Ta [12/16/2007 | B Sort By [ Defaul =]
EHIAL] Rock Castle Construction
12507 Job Progress Invoices vs. Estimates
October 1 through December 15, 2007
@ Type @ Date < Hum < Estimate Acti... + Estimate Total < Progress Invoice + % Progress -«
Hatiello, Ernesto ;I
Bathroom Remodel
Estimate 12M52007 35 4 564781 1,882.59 F333%
Estimate 12M82007 36 7 17 687 .63 0.00 0.0%
Kitchen
Estimate 12M32007 25 4 1459525 13,560.39 9291%
Helzon, Wilma _I
Office Remodel
Estimate 121002007 19 4 5 275.80 0.00 0.0% LI

Notice that the progress invoice you completed for Ernesto Natiello is listed in the
Prog. Invoice column. The % Progress column shows how much of the total
estimate you've invoiced for so far.

3 Close the report window.

Updating job status

Every time you change the status of a job, you should update its job status in the
Customer:Job list. For example, the estimate for the bathroom remodel is no longer
pending: Ernesto Natiello awarded you the job and you have started work.

To update the status of a job:

1

From the Customers menu, choose Customer:Job List.
QuickBooks displays the Customer:Job list.

In the list, select Natiello, Ernesto:Bathroom remodel.

Click the Customer:Job menu button, and then choose Edit.
QuickBooks displays the Edit Job window.
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4 Click the Job Info tab.
QuickBooks displays the Job Info portion of the Edit Job window.
5 In the Job Status field, select “In progress.”

Your screen should look like this.

B Edit Job S[=]
Job Name IBathmom Remadel
Curert Balance:  1.882.59 How do | adjust the curent balance? Ll
Cancel |
Address Info Additional Info Fayment Info Job Info
I I I ‘— ND!ES |
; Help |
Job Status Start Date Projected End End Date
=] [o1/0472008 | [02/28/2008 | | E il i e
Job Description Job Type
Remaodel bathraom |F!ernode| j
6 Click OK.

QuickBooks returns you to the Customer:Job list. The Customer:Job list now
shows this project as being in progress.

7 Close the Customer:Job list.

Making estimates inactive

Now that the customer has accepted one of the estimates for the bathroom remodel
job and you have started work, you might want to make the unaccepted estimate
inactive. When you make an estimate inactive QuickBooks keeps a record of it, but
does not use the numbers in reports.

To mark an estimate inactive:
1 From the Reports menu, choose Jobs, Time & Mileage.
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2 Choose Estimates by Job from the submenu.

QuickBooks displays the estimates by job report.

il E stimates by Job Ask. a help question |[Ask |l ¥ How Do 1?7 8 _ |0 X|
Modify Repart... Memorize... | Frint.. | E-mail | Ezport... Hide Header Riefresh
Dates |AII j Froml E Tol E Sart By |Default j
AL Rock Castle Construction
12507 Estimates by Job
All Transactions
“* Type + Date + Hum < Memo <« Estimate Active »+ Amount +
Hatiello, Ernesto ;I
Bathroom Remodel
Estimate 12i52007 35 S 564781
Estimate 12i52007 36 J 17 687.65
Total Bathroom Remodel 2333546
Kitchen
Estimate 12132007 25 J 14.595.25 _I
Total Kitchen 14,595.25
Total Matiello, Ernesto 378301 LI

3 Scroll to the section of the report that displays the estimates for Ernesto Natiello.
4 Double-click anywhere on the line for Estimate #36.
QuickBooks displays the estimate.

lCleale Estimates &sk a help question |[Ask |l How Do 17 8 _ | O] X|
W Previous [ Nest @ - @ - | a [ Speling EthH_istor_l,l ES] Create Invaice

~ E stimate Template Cusztomize I

Cusztomer:Job

. Emne: athroam Remaode j Active IEustom Estimate j
Estimate 12/15/2007 @| |36

Mame / Address
Ermesto M M atiello
37E Pine St, #5E
Bapshore CA 54326

tion Gy Cost Amount Markup Total

Inztallation Installation |18 35.00 £30.00 £30.00 (Nan -

labiar
Framing Framing labor |40 55.00 2.200.00 2,200.00 {Mon
Lumber:Rough Fough lumber 25.. 2.500.00 15.0% 2.875.00|Tax
Cabinets:Light Fi... |Light pine g 15. 9.00000( 19.93333% 10,794.00 | Tax

kitchen

cabinet wall LI
Cusztomer » | Tax|5an Tomas * |[7.75%) 1.068.65
Message

Total 14,450.00 2,169.00 1768765

[~ Tobeemaled Customer Tay Code |TaH ﬂ
hemo | Save k Close I Save k New I Rewvert

Administering a retirement plan just got eazier with QuickBooks Retirement Solutions ‘@.

5 C(lick to clear the checkmark in the Estimate Active checkbox.
Click Save & Close.

(<2]

7 Answer Yes to the message asking if you want to save the changes you made to the
transaction.

8 Close the report.
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Lesson objectives, 274
To start this lesson, 274

Tracking time and mileage, 274
Turning on time tracking, 275
Entering time data, 275
Recording employee time on a weekly timesheet, 277
Entering mileage, 279

Invoicing a customer for time and mileage, 280

Displaying project reports for time tracking, 284
Displaying the time by job report, 284
Viewing time data in more detail, 285
Displaying other project reports, 286
Paying nonemployees for time worked, 287
Creating service items for subcontractors, owners, or partners, 287
Recording nonemployee time worked, 289
Preparing a check to pay for nonemployee time worked, 291

273



Tracking time

Lesson objectives

To learn how to track time worked on a project

To learn how to invoice a customer for time worked on a project

To create project reports for time tracking and learn about other project reports
To learn how to set up items used to track time worked by owners or partners

To learn how to pay nonemployees for time worked

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

Note: To proceed through this lesson, you must be using QuickBooks: Pro or

QuickBooks: Premier. Time tracking is not available in QuickBooks: Basic.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 14 and then click Save.

Click Restore.

Tracking time and mileage

QuickBooks provides time tracking for any job. Time tracking lets you keep track of
the time a person spends on each job (including sick and vacation time and time spent
for general overhead). The person whose time you track can be an employee, an owner
or partnet, or a subcontractor.
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You can use time data to do the following:
m Invoice the customer for the time spent doing a job.

m Provide hours worked on an employee's paycheck, or a check to a nonemployee
(vendor, owner, or partner).

m  Track the cost of employees’ gross pay by job.

m  Report on the number of hours worked—by person, by job, or by item.

Turning on time tracking

The following procedure shows how to turn on the time tracking feature, (it is turned
on already in the exercise file).

To turn on time tracking:
1 From the Edit menu, choose Preferences.
2 Click Time Tracking in the left scroll box. Then click the Company Preferences tab.

QuickBooks displays the Time Tracking Preferences window.

Preferences Agk a help question | Ask |l How Do I? |
;I [ My Preferences I Company Preferences I oK |
Sales Tax Daou Track Time? Cancel |
e € No L
Send Formns Default |
First Day of Work 'week IMonday h
% Also See:
Service Gereral
Connection
Sales and
@ Customers
Speling
Jobs and
Estimates

3 Make sure Yes is selected as the answer to the question “Do YouTrack Time?”

4 (Click OK to save the preference setting.

Entering time data

There are three ways to get time data into a company file:

m  Enter time directly onto a weekly timesheet or single activity form in
QuickBooks.

m  Use the Stopwatch to time an activity while you are performing it.
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m  Use the QuickBooks Timer program to track time and then import the time
directly into QuickBooks. (The Timer is available in QuickBooks Pro and
Premier only.)

When you track time with QuickBooks, you have a choice of two forms to enter time:
Weekly Timesheet or Time/Enter Single Activity window. If you want to enter time for
multiple jobs or multiple days, then the Weekly Timesheet is the best choice.

& Weekly Timesheet Azk a help question | Ask = How Do 1?7 | _ (O] x
ﬂErevious @ﬂext @F‘rinﬁ - | gEd_itSingleActivity

Mame | v|

“week Of Dec 10 to Dec 16. 2007

Timesheet

M Tu % Th F 5a 5u
Custornerdob Service Ib Payroll ke Motes 10 11 12 13 14 15 16 Total

Totals 0:00 000 000 000 000 000 000 000 —1

¥ ‘wrap tegt in Notes field

Set Date ... Copy Last Sheet | Save & Cloge Save & New Clear |

If you tend to enter a lot of detailed notes about your activities, or you prefer to enter
time data as you complete an activity, use the Time/Enter Single Activity window
instead.

& Time/Enter Single Activity Ask a help question | Ask i How Do 1?2
@Erevious @ﬂext | Speling = Timesheet
Not Billed

Date = ¥ Billable

I ame i | Payrall ltem - |

Cuztomer.Job i |

Service ltem b4 | MHotes

Duration

Start I Stop I Fause I
Save & Cloge | Save & New Clear
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Information you enter in the Time/Enter Single Activity window displays in the
Weekly Timesheet, and vice versa. They’re different views of the same information.

The Timer program is useful when you have employees or subcontractors who need
to track their time but don’t need or want to run QuickBooks. When time is imported
into QuickBooks from the Timer application, you view the imported time data on the
same timesheets you would use if you did the data entry directly into QuickBooks.

If you have employees who don’t have access to a computer or who don’t have access
to QuickBooks, you can print blank copies of the weekly timesheet for your employees
to fill out by hand.

To print a blank timesheet:

1 From the Employees menu, choose Time Tracking and then choose
Use Weekly Timesheet.

2 From the Print drop-down menu, choose Print Blank timesheet.

3 In the Print Timesheets window, click Print.

Recording employee time on a weekly timesheet

In this exercise, you'll complete a weekly timesheet for Gregg Schneider. In a later
exercise, you'll learn how to invoice a customer for the time Gregg spent working on
a job for that customer.

To enter information on a weekly timesheet:

1 From the Employees menu, choose Time Tracking, and then choose Use Weekly
Timesheet from the submenu.

QuickBooks displays the Weekly Timesheet window.

& Weekly Timesheet Azk a help question | Ask = How Do 1?7 | _ (O] x
@Erevious @ﬂext @F‘rinﬁ - | aEd_itSingleActivity

Name | d Timesheet
Week Of Dec 10 to Dec 16, 2007

I Tu W Th F Sa 5u
Cuztomerdob Service Ik Payroll lte Motes 10 11 12 13 14 15 16 Total

Tatals 000 000 0:00 00 000 ©:00 000 000 41'

¥ wrap tegt in Notes field

Set Date ... Copy Last Sheet Save & Cloge Save & New Clear |
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2

In the Name field, select Gregg O. Schneider from the drop-down list.

QuickBooks will track the time you enter for this employee and display it when
you are ready to pay employees. Notice that there are already hours listed for
Gregg for this week.

On the line below the existing entries, click in the Customer:Job column, and then
choose Melton, Johnny:Dental office from the drop-down list.

QuickBooks will associate the time that you enter in this window with the office
repairs being completed for Johnny Melton.

In the Service Item column, type Installation.

After you type a few characters, QuickBooks fills in the rest of the item for you.
The Item list, which contains all the services and goods your business provides, is
the same list that is available to you on invoice forms and throughout
QuickBooks.

Notice that QuickBooks fills in the information in the Payroll Item column for
you.

Gregg Schneider is paid by the hour. QuickBooks has his hourly rate stored in the
Employee list, on the Payroll Info tab.

Tip: If you try to select a payroll item that is not associated with this employee,

N

QuickBooks displays a warning message. For example, if you try to select
Salary as the payroll item for Gregg Schneider, QuickBooks tells you that you do
not have that type of payroll item set up for the employee. (It still lets you make
the selection, but it warns you that the Salary is set up with a $0.00 rate.)

Click in the W 12 column for the row in which you entered Johnny Melton’s job.

W stands for Wednesday and 12 for the date, Wednesday, the 12th of December,
2007. Note that you can change the first day of your workweek in the QuickBooks
time tracking preferences. (From the Edit menu, choose Preferences, and then
click Time Tracking.)

Type 8 to enter the number of hours worked on Wednesday.
In the Th field, type 8.
In the F field, type 8, and then press Tab.

As you enter hours for each day, the Total column displays the total hours for the
week.
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Your screen should resemble the figure below.

& Weekly Timesheet Azk a help question | Ask = How Do 1?7 | _ (O] x
@Erevious @ﬂext @F‘rinﬁ - | @Ed_itSingleActivity

Mame Gregg 0. Schneider - |
Week Of Dec 10 to Dec 16, 2007

Timesheet

I Tu W Th F Sa 5u
Cuztomerdob Service Ik Payroll lte Motes 10 11 12 13 14 15 16 Total

Jacobzen, ... (Installati... |Regula.. E:00 5002

Pretell Real... [Framing [Fegula... Z00| 200 10:00[=

Melton, ... = |[Insta.. ¥ |Reg... ¥ 8:00( 00| &00 | 24:00
Totals 500 500 500 00 900 000 000 4000 41

¥ wrap tegt in Notes field

Set Date ... | Copy Last Sheet | Save & Cloge | Save & New | Rewvert |

The invoice icon to the right of the Total column tells QuickBooks if the time will
be transferred onto an invoice. In its current setting, you're telling QuickBooks
that you do want to invoice the customer for time worked.

If you do not plan on invoicing the customer for time worked, you can click the
invoice icon and QuickBooks displays a red “X” over it.

9 Click Save & Close to record the Weekly Timesheet.

QuickBooks records the time for Gregg Schneider and for Johnny Melton’s dental
office job.

This time can now be transferred onto an invoice for Johnny Melton’s dental office
job and to create a paycheck for Gregg Schneider.

Entering mileage

By tracking your vehicle mileage, you can enter, sort, and print lists of your vehicles
and the mileage you've driven for work-related tasks. You can use this information for
your tax deductions and for billing your customers.

You cannot use this feature to reimburse employees or vendors for mileage. Nor can
you track specific vehicle expenses, such as gas, tolls, etc. with this feature. However,
you can track these types of expenses by entering bills for them as the expenses are
incurred by employees.

Important:  Intuit recommends that you consult with your tax advisor,
accountant, or the IRS to determine if you can deduct the costs of
operating and maintaining your vehicle and which method you
should use.
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To record mileage:
From the Company menu, choose Enter Vehicle Mileage.

In the Vehicle field, select 2002 Ford Truck.
In the Start Date field, enter 12/12/2007.
In the End Date field, enter 12/12/2007.

In the Total Miles field, type 25.

O G h WON =

In the Customer:Job field, select Melton, Johnny:Dental Office from the
drop-down list.

N

In the Item field, select Mileage from the drop-down list.
The Enter Vehicle Mileage window should look like the following.

2 Enter Yehicle Mileage Azk a help question | Askl * How Do 12?8 _ [O)
@Erevious @ﬂext | Spelling Vehicle List %,g, Mileage Fatez Mileage Reports -
Wehicle [2002 Ford Truck = Not Billed
[¥ Billable
Trip Start Date |1 21242007 E Custarner:Job IMeIton, Johnrg:Dental of... j
Trip End Date |1 2/12/2007 E Item IMiIeage j
How iz thiz iter used?
Odometer Start I 0
Odometer End I ] fotes
Total Miles | 25
Save & Cloge | Save & New Clear

8 C(lick Save and New.

9 Repeat the steps above to enter 25 miles for the same vehicle and customer:job for
December 13 and an additional miles for December 14.

10 Click Save & Close.

Invoicing a customer for time and mileage

Now you can invoice Johnny Melton for the time Rock Castle Construction'’s
employee, Gregg Schneider, spent on the dental office job.

1 From the Customers menu, choose Create Invoices.

2 Select Melton, Johnny:Dental office as the customer:job.
3 Click Cancel in the Available Estimates window.

4 In the Date field, type 12/17/2007.
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5 Click Time/Costs, and then click the Time tab.
QuickBooks displays the Choose Billable Time and Costs window.

Choose Billable Time and Costs Ask a help question | Ask |l How Do I? |
Time and Costs For:  Melton, Johnny:Dental office
[ ltems $0.00 ] Erpenses $0.00 ] Time $0.00 I Mileage $u.nn]
Select Al | Click on Options... ko customize how information from
=y timesheets iz brought into QuickBooks invoices
|Jse Employee Service [tem Hours Rate Amnount [escription Hide
: { |Gregg 0. Schneider  |Installation 280,00 Installation labor
Gregg 0. Schneider  |Installation 8:.00 35.00 280.00 {Installation labor
12414/2007 [Greqg 0. Schheider  |Installation 800 35.00 28000 (Inztallation labar
[~ Print selected time and costs as one invaoice item | Total billable time and costs D.DD|
ak | Cancel | Help |

QuickBooks displays the time information entered on the timesheet for Gregg
Schneider for the Johnny Melton dental office job.

Note: By default, QuickBooks combines time for activities that have the same
service item, and lists them as one line item on the invoice. If you prefer
to have each individual line from the timesheet displayed as a line item on
the invoice, click the Options button and select “Enter a separate line on
the invoice for each activity.” In the Options for Transferring Billable Time
window, you can also select to transfer notes about time activities (in
addition to descriptions) onto invoices.

6 Click in the Use column to select each of the lines that represents time worked by
Gregg Schneider.

QuickBooks places a checkmark in the Use column to the left of each entry to
indicate it is selected.
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7 Click OK.

The top part of the invoice should resemble the figure below.

E Create Invoices

Azk a help question | Ask 8 How Do 17§ _ |0 x

previous [FHext & - B - B - | £, [ Speling Sy History 5 Time/Costs. .

CustomerJob
IM eltan, Johnny:Dental office j

Invoice

Johnny Melkon, DDS
300 Main 5t Suite 3
Bapshore Ca 94326

F.0. Muriber

[uantity Itern Code
Inztallation

L

Installation labor

Template

Customize |

|Intuit Product Invaoice j

hzAv/2007 | |33

Price Each

Rep Ship Vi O
[ wem o] e e

Amount

240.00|Mon

.B.
Tax

8 Keep the invoice open. You'll use it in the next exercise.

To invoice a customer for mileage:

1 In the Create Invoices window, click Time/Costs, and then click the Mileage tab.

QuickBooks displays the mileage you entered earlier for this job.

Choose Billable Time and Costs

Time and Costs For:  Melton, Johnny:Dental office

Ask a help question | Ask |l How Do I? |

12

: 07 |Mileage
12/13/2007 |Mileage
12/14,/2007 |Milzage

913
913

[ ltems $0.00 ] Erpenses $0.00 ] Time $0.00 ] Mileage $0.00 ]
Select Al Click on Options... to customize how mileage
=y information 1z brought into BuickBooks invoices
|Jse tem Miles Arnount MHotes Hide

[~ Print selected time and costs as one invaoice item

(]9

Cancel

| Total billable time and costs

0.00|

Help

2 Click in the Use column to select each of the lines that represents the mileage for

this job.

3 You want to combine mileage on a single line, so click Options.
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4 Select the “Combine activities with the same service items” option.

When tranzfering billable mileage to an itvoice:

" Enter a separate line on the invoice for sach activity
% | iiansten actviy notes
© ianstenitem deserptions

€ iransten both notes and deserptions

* Combine activities with the same service items

(1].4 Cancel Help

5 Click OK.
6 Click OK to transfer the mileage to the invoice.

The top of the invoice should now look like the following image.

B Create Invoices Ak a help guestion | Ask |l How Do 17 B _ OO X%
Elprevious [FHext & - & - B - | €y A speling Sy History  £E Time/Costs...

CustomerJob Template Customize |
IM eltan, Johnny:Dental office j Ilntuit Froduct |nvoice j

Invoice [HEE=NEE

Johnny Melon, DDS
300 Main St, Suite 3
B apshore i 34326

F.0. Muriber Fep Ship Via F.O
T C Slvmvmes &

.8,
tior Price Each Amount Tax
240.00 (Maon

7 Click Save & Close to record the invoice.
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Displaying project reports for time tracking

QuickBooks provides four reports on time, as described in the following table. You can
create these reports by choosing Jobs & Time from the Reports menu.

Project report Description

Time by Job Shows hours worked subtotaled first by customer or job and
Summary then by service item.

Time by Job Detail Lists each time activity (that is, work done by one person for

a particular customer or job on a specific date), and shows
whether the work is billed, unbilled, or not billable. The
report groups and subtotals the activities first by customer
and job and then by service item.

Time by Name Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed
the work and then by the customer or job the person
performed the work for.

Time by ltem Shows the hours worked, subtotaled first by service item
and then by customer or job.

Displaying the time by job report

The time by job summary report summarizes the total hours for each job, and the time
by job detail report breaks down those summary figures into hours for each service
item and hours for each customer:job.

To create a time by job report:
1 From the Reports menu, choose Jobs, Time & Mileage.
2 From the submenu, choose Time by Job Summary.

QuickBooks displays the time by job summary report.
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3 Scroll the report until you see the time worked for the

Melton, Johnny:Dental office job.

Tl Time by Job Summary Ask a help question | Askll * How Do 17 I — |E|| XI

Fiefrezh |

|4

Melton, Johnmy:Dental office
Framing
Installation

Total Melton, Johnny:Dental office

Hatiello, Ernesto:Kitchen
Framing
Removal
Repairs

Total Hatiello, Ernesto:Kitchen

October 1 through December 13, 2007

2030
24:00

16:00
36:30
.00

44:30

6030

Modify Repart... Memorize... | Print... | E-mail | Export... Hide Header | Eollagse-l

(A This Fiscal Vear-to-date ~ | From [10/01 /2007 | 8| To [12/15/2007 8|  Columns [Total orly
2:15PM Rock Castle Construction
12801 Time by Job Summary

||

Notice that the report shows the 24 hours for Installation work performed by

Gregg Schneider.

Viewing time data in more detail

Like all QuickBooks reports, you can QuickZoom any of the numbers in a report to see
more detail. Suppose you want to see who worked the eight hours on installation for

Johnny Melton. You can point to that number in the report and double-click to get

more information.
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1 Position your mouse pointer over the 24 hours for Installation on the
Melton, Johnny:Dental office job, and then double-click.

When you position your mouse pointer over the number, the pointer changes into
a magnifying glass with a Z in it. After you double-click, QuickBooks displays a
time by job detail report for the time data you selected. (This functionality is called
QuickZoom.)

Aszk a help question | Ask = How Do 1?7 | _ (O x

il Time by Job Detail

todify Report.... Memarize. .. | Prirt.... | E-mail | Export... Hide Header Refrezh
; ~ | From [10/01 /2007 | & Ta [12/15/2007 | |

2:20 PM Rock Castle Construction

121817 Time by Job Detail

October 1 through December 15, 2007

% Date % Hame + Billing Stat... « Duration %

Melton, Johnmy:Dental office

Installation
» 12122007 Gregg O.5c...  Biled g00 4
12132007 Gregy ©.5c..  Biled g:00
121472007 Gregy O.5c..  Billed g:00
Tatal Installation 24:00
Total Metton, Johnry: Dental office 24:00

TOTAL 2400

You can see that Gregg Schneider did the work and the time has already been
billed to the customer.

2 Close the time by job detail and the time by job summary reports.
When QuickBooks asks if you want to memorize the report, click No.

3 Close the time by job summary report.

Displaying other project reports

In addition to the estimate and time reports, QuickBooks provides several project
reports to track job profitability, as described in the following table.

Project report

Description

Job Profitability
Summary

Compares the actual cost to the actual revenue for all
customers and jobs. The report subtotals the data first by
customer and then by job.

Job Profitability Detail
(for one customer:job)

For a particular customer or job, compares actual costs to
actual revenues and shows the difference between the two
amounts. The report subtotals the data first by item type and
then by item.

Item Profitability

For each item, compares the actual cost to actual revenue
and shows the difference between the two amounts. The
report subtotals the data first by item type and then by item.
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Paying nonemployees for time worked

When the company file has time data for a person who is not on your payroll, you can
write checks based on the time worked. QuickBooks can transfer time data for a
specified date range to a check. QuickBooks prefills the Items tab of a check with
information from the time data, including hours worked and rate.

You can pay a subcontractor, owner, or partner for time worked. The person must be
on one of the following lists:

m  Vendor (appropriate for subcontractors, especially if you must report payments to
them on Form 1099-MISC)

m  Other Names (appropriate for owners and partners)
m  Employees set up as type “Owner.”

To set an owner up on the Employee list, choose Employee List from the Lists
menu. On the Address Info tab, choose Owner from the Type drop-down list.
Employees set up as “Owner” do not use payroll.

Note: To pay an ordinary employee for time worked, use the payroll feature to
write a paycheck.

Creating service items for subcontractors, owners, or partners

When you use service items for subcontractors, QuickBooks records expenses and
income for the work in separate accounts. You can use such items on both purchase
forms and sales forms.

In this section, you learn how to do the following:
m  Set up a service item to use to track work performed by an owner or partner
m  Enter time worked for an owner or partner

m Prepare a check to pay an owner or partner for time worked

To set up a service item for owners or partners:
1 From the Lists menu, choose Item List.

2 Click the Item menu button, and choose New.
3 In the Type field of the New Item window, choose Service from the drop-down list.
4 In the Item Name/Number field, type Planning.
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5 Select the “This service is performed by a subcontractor, owner, or partner”

9

checkbox.

QuickBooks changes the window to display fields for sales and purchase
information.

New Item Ak a help question | Askl = How Do 1? !E[
Type oK |
IS-—E Uze for services you charge for or purchase, like
ervice L ] !
specialized labor, conzulting hours, or professional Eerze] |
fees.

Mest |
Itern Mame/Mumber T Subitem af o Ficld |
: h
IF'Iannlng | j Sl
v ‘This service iz performed by a subcontractor, owner, ar partiner ﬂl

— Purchaze Information —————————— ~ Sales Infarmation L
o . - : [~ Item is inactive
Description on Purchase Transachions Description on Sales Transactions

Cost I .00 Sales Price I .00
Expense Account I j Tax Code ITa:.; j
Preferred Yendor I j Income Account I j

In the Description on Purchase Transactions field, type Job Planning and press Tab.
QuickBooks copies the text into the Description on Sales Transactions field.

In the Cost field, type 50 and press Tab.

From the drop-down list in the Expense Account field, choose the equity
subaccount called Owner’s Draw.

If you pay owners (or partners) for time worked, you need a service item that
records the cost of the work as a draw against equity, rather than an expense.

In the Sales Price field, type 90.

10 In the Tax Code drop-down list, select Non.

11 In the Income Account field, type Planning and press Tab.

12 When QuickBooks tells you that Planning is not on the Account list, click Set Up.
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13 In the New Account window, make sure Income is selected in the Type drop-down
list and click OK.

Your screen should now look like this.

New ltem sk a help question | Askl = How Do 1? !E[
Type -

Service | U=ze for services you charge for or purchaze, like
specialized labar, conzulting hours, or professional Cancel |
fees.

Mest |
Itern Mame/Mumber T Subitem af - —
i h
|Planning | j ustom Fields |
v This service iz performed by a subcontractar, owher, ar parther Spelling |

- F'urc:lja.se Infarmation = Sales_ Information . I ltem is inactive
Description on Purchase Transachions Description on Sales Transactions
Job Planhing Job Planhing
Cost I 5000 Sales Price I 90.00
Expenze Account Wj Tag Code Wj
Preferred Wendor I—j Income Account Wj

14 Click OK to close the New Item window.

15 Press Esc to close the Item list.

In the next section, you learn how to use the Planning item you’ve just created to track
time performed by the owner of Rock Castle Construction.

Recording nonemployee time worked

You record data for time worked by nonemployees the same way you enter it for
employees.

To enter time for nonemployee time worked:

1 From the Employees menu, choose Time Tracking. Then choose Time/Enter Single
Activity.
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QuickBooks displays the Time/Enter Single Activity window.

@ Time/Enter Single Activity Ask & help question |Ask | % How Do 12
@Erevious @ﬂext | Speling = Timesheet
Not Billed

Date 12415/2007 = ¥ Eilable

I ame i | Payrall ltem - |

Cuztomer.Job i |

Service ltem = | Notes

Duration

Start I Stop I Fause I
Save & Cloge | Save &k Hew | Clear |

2 In the Name field, choose Tom Ferguson from the drop-down list.

Note: When you selected the owner’s name, QuickBooks removed the Payroll
Item field from the window. (When class tracking is on, this field is
replaced with the class field.) Owners and partners should be set up on the
Other Names list, or on the Employee List with the Type set to “Owner”
because they are not paid with payroll checks.

3 In the Customer:Job field, choose Abercrombie, Kristy:Family Room.

ES

In the Service Item field, select Planning from the drop-down list and press Tab.
5 Type 8 in the Duration field and press Tab.

Your screen should resemble the following.

& Time/Enter Single Activity Ask a help question | Ask i How Do 1?2
ﬂErevious @ﬂext | Speling = Timesheet
Not Billed

Date 12A15/2007 = ¥ Billable

Mame Tom Ferguzon - |

CustomerJob &bercrombie, KristyFa.. v|

Service e Planning - | Motes

Duration

@ 8:00
i) I Ease I
Save & Cloge Save & Mew Clear
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6 Click Save & Close.

Preparing a check to pay for nonemployee time worked
In this section, you'll learn how to create a check to reimburse an owner for time
worked on a specific job.
1 From the Banking menu, choose Write Checks.
QuickBooks displays the Write Checks window.

= write Checks - Checking Ask a help question | Askll = How Do 17 |8 _ (O] x
GﬂlErevious @ﬂext @F’rin_t v| aFind
j Ending B alanee 46,423.98
Hag, 301
Date 12/15/2007 |
Pay ta the Order of | $ 000

Dallars

Address

Ezpenses $0.00 I [tems $0.00 Il_ Orline Payment [~ To be printed

Account Amount temo CustomerJob =] J
Clear Splitz Fiecalzulate Save & Close Save &k Hew | Clear |

Ship your packages via FedEs right from QuickBooks!

Make sure that Checking is selected in the Bank Account field.
Click to put a checkmark in the “To be printed” checkbox.

In the Pay to the Order of field, choose Tom Ferguson from the drop-down list.

a h~ WN

Click Yes at the message QuickBooks displays asking if you want this check to pay
for time worked.

QuickBooks displays the Select time period window.

Select Time Penod E3
Select time peniod far which you want to pay. (1]4
Start D ate: End Date:

I || =]

Cancel |

Help

6 Type 12/15/07 in the Start Date field and press Tab.
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7 Type 12/19/07 in the End Date field and click OK.

QuickBooks prefills the Items tab of the check with information from the time
data, including hours worked and rate.

= Wiite Checks - Checking Azk a help question | Ask il How Do 17§ _ (O x
@Erevious @ﬂext @F‘rinﬁ v| %{Find
Bank &ccount IChecking j Ending Balance 45,423,938
Mao. Ta Frint
Date 12415/2007 &
Pay to the Order of [Tom Ferguson '| $ 400.00

Four hundred and D01 007 5% 5 %% s s s x s x s sx s X a X s AN KX AXHEXRXBXRRKKAXKEEXRE IR [l

Address

Mema  [12/15/2007 - 12/19/2007)

Expenses $0.00 | Items $400.00 | ™ Cilie Pavment W Tabe printed
Item Description Oty Cost Amount CustomerJob B
Flarning Job Planning 8 50,00 400.00 [sbercrombie, .. E -
Select PO | | Feceive sl | | Ehowrdl | Time |
Clear Splits | Fecalzulate | Save & Cloze Save & Mew | Clear |

Ship your packages via FedEx right from QuickBooks!

8 C(lick Save & Close in the Write Checks window.

Notice that time activity is marked unbillable so that it is not billed twice—as a
time activity and an item.
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Lesson objectives

To learn how to modify a preset invoice form

To design a custom invoice form

To see how to print invoices

To learn how to prepare a collection letter for overdue customers

To learn how to edit a prewritten letter in QuickBooks

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven'’t installed it.

The following steps restore the exercise file to its original state so that the data in the
file matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1

From the File menu in QuickBooks, choose Restore.
QuickBooks displays the Restore Company Backup window.

In the “Get Company Backup From” section of the window, click Browse and
select your c:\QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Company Backup To” section of the window, click Browse and
select your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 15 and then click Save.

Click Restore.

About QuickBooks forms

Each form you use in QuickBooks has its own layout—that is, its own arrangement of
fields and columns for entering information. If the layout of a particular form doesn’t
meet your needs, you can create your own custom layout and use your version instead
of the QuickBooks version.
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In Lesson 6, you learned about the three preset formats for invoices: professional,
service, and product. If these formats don’t precisely meet your needs, you can create
your own invoice templates. You can also create templates for other sales and purchase
forms.

For each form, you can decide which fields and columns to include, what they are
called, and where to place them. Once you have created your forms, you can save the
new layouts as templates—to use whenever you wish, and to modify whenever you
want. The forms you can customize in QuickBooks are the invoice, sales receipt, credit
memo, statement, purchase order, estimate (QuickBooks Pro and Premier only), and
sales order (QuickBooks Premier editions only).

Note: You can create custom forms in all QuickBooks products, but some of the
customization and layout options described in this lesson are available
only in QuickBooks Pro and Premier products. For example, adding colored
backgrounds, using rounded borders on fields, and using fields on forms
multiple times are available only in QuickBooks Pro and Premier products.

Customizing invoices

QuickBooks lets you customize an invoice form to suit the needs of your business, but
there may be times when you want to design a completely different invoice form.
QuickBooks lets you do that, too. You can use the Layout Designer to create a new
form design for your business. In the Layout Designer, you can move, resize, or change
the width of columns, turn on or off borders around fields, and control font type and
size for each field.

In the following exercises, you'll use both the customize forms and Layout Designer
features in QuickBooks to create a custom invoice.

Note that these features affect only the printed forms; you cannot customize the
onscreen version of QuickBooks forms.
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Creating new templates

To create a new invoice template:
1 From the Lists menu, choose Templates.

QuickBooks displays the Templates list.

¥ Templates Ask a help question | Ask = How Do 1?7 _ |O] x
I Name Type I
Irvoice -
. Invoice _I
Finanze Change Irevoice
Fixed Fee Invoice Invoice
Intuit Packing Slip Irevoice
Intuit Product Invaoice Invoice
Intuit Professional Invoice Invoice
Intuit Service lrvoice Invoice
Intuit Standard Fledge Irevnice
Invoice from Propogal Irevnice
Progress |rvoice Irevnice
Rock Castle Invoice Invoice
Time & Expensze lrvoice Irevnice
Custom Credit terna Credit Memo
Return Receipt Credit Memo
Custom Sales Receipt Sales Receipt
Daily Sales Summarny Sales Beceipt j
i Templates Open Form | I | Skl

2 Click the Templates menu button, and then choose New.

QuickBooks displays the Select Template Type window.

Select Template Type |

Pleaze zelect the type of
template you are creating:

™ Credit Mema
" Sales Receipt
" Purchase Order
™ Statement

™ Estimate

oK | Cancel |

3 Click OK to select the invoice form.

QuickBooks displays the Customize Invoice window, which uses multiple tabs to
display several sets of formatting options. Each area of the form is represented by
a tab. To display the available formatting options, click the tab for the area of the
form you want to change.
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4 In the Template Name field, type My Invoice.

This is the name you'll use for the new template. Your window should look like

this.
Customize Invoice
Template Name |My irvoice] [1] 8

Header I Fields l Lolumns lProg Colsl Faoater lEompan_lgl Farrnat l Printer I Cancel

Screen Pint Title Default |

Diefault Title: Ird i~ IInvoice — |
Help
Date ir I IDate
Invoice Number [ ™ IInvoice 8 Layout Designer
Bill Ta ra ird IBiIITU
Ship Ta r I~ IShip To
Template is

Ihactiye

Notice that the Header tab is currently selected. The Header tab displays the
formatting options you have for the top part of the invoice form. For each field,
you can specify the title you want and whether you want the field displayed
onscreen, on paper, both, or neither. You can enter a new title by highlighting the
current title text and typing your new one.

If you want to track information about a particular invoice, but don’t want your
customer to see this information, select the Screen checkbox and clear the Print
checkbox.
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5 Click the Fields tab.

Customize Invoice

Template Name |My invoice

DK

Header I Fields I Lolumns lProg Colsl Faater lEompan_lgl Farrnat l Printer I

Screen Prnt Title

PO No. ¥ & [Fome
5.0. Mo r o [sowne
Tems I~ i ITerms—
Due D ate I~ r W
REP 'l r Rep

Account Number = r W
Ship Date | [shpoae |
Ship Via - eva
FOB N FOB

Froject’lob 1 i~ IF'roiect—
Other - e
Contract # 'l r W
BDay o oy
Spouse’s Hame [~ r W

Cancel

Default |
Help |
Lapout Dezsigner |

Template is
inactive

The Fields tab is where you select which fields you want to appear on screen and

on paper. You can specify your own title (label) for each field.

Suppose you want to remind customers of payment due dates at the time you send

the invoice. You can customize the invoice form to display the Due Date field.

6 To have the Due Date field display both on screen and on the printed form, click

the Screen and Print columns for Due Date to select both checkboxes.

Checkmarks appear in both checkboxes.

7 Clear the Screen and Print checkboxes for the P.O. field to remove the field from

the form.

Changing field order on forms

The lower half of the standard QuickBooks invoice form is where you enter details

about the items or services purchased by the customer.You can change the order of

these fields as they appear on your invoices.

The Order column shows you how fields display from left to right on the invoice form.
Currently, Item is the first column and Amount is the last column. Suppose you want

the Qty field to appear after the Item field, and before the Description field.
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To change the order of fields on a form:

1

a b~ WN

Click the Columns tab.

Screen Prnt  Order  Title
Service Date |— r ID_ W
Item Ira 'l |1_ lltem—
Description Im I~ |2_ W
Guantity ra ird |3_ IQt}'—
Rate ir i~ Id_ lFiate—
Armount Ird v |5_ W
Other 1 " = [
Other 2 - k]
Colar o r ID_ IEDIDI—
M aterial r I~ ID_ W

Customize Invoice
Template Mame |My invoice 1] 4
[ Header l Fields I LColumns I Prag Cals l Faater l Company l Farrnat l Printer I Cancel

Default |
Help |
Lapout Dezsigner |

Template is
inactive

Double-click the Order column in the Quantity row to select the number.

Type 2.

Double-click the Order column in the Description row to select it.

Type 3.
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Your screen should look like the following figure.

Customize Invoice

Template Name |My invoice

DK

Screen Pt Order
Service Date [~ I ID_
Item ¥ I |1_
Dezeription v ™ H_
Guantity v I lg_
Rate v ~ |4_
Armount ¥ |5_
Other 1 0 = ID_
Other 2 u I ID_
Colar u ' ID_
M aterial r ID_

[ Header l Fields Igolumns I Frag Colsl Faater l Eompan_lgl Farrnat l Printer I

Title

[Serviced |
fhem 7
fow 7
[Rats—
[amowt

—_—
—_—

Cancel

Default |
Help |
Lapout Dezsigner |

Template is
inactive

If you use progress invoices or sales orders, use the Prog Cols tab to customize the
columns on those forms.

Click the Footer tab.

The Footer tab contains information that you usually find at the bottom of the
form. It also provides a place for you to enter free-form text, such as a disclaimer,
on your form. In the next exercise, you'll learn how to move fields on forms.

Click the Company tab.

Use the Company tab to specify which pieces of company information to include
on your sales and purchase forms.
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8 Select the Print Phone Number checkbox.

Your window should look like the following graphic.

Customize Invoice

Template Mame |Myin\r0ice 1] 4
[ Header I Fields I LColumnsz IF'rog Colsl Footer I[:ompangl Format ] Frinter I

Cancel

— Company | nfarmation Default |
Contact Information
; : Hel
V¥ Print Company MName 4p|
[¥ Print Compary Address ™ Print Fax Mumber Layout Designer |

[~ Print E-mail &ddress
™ Frint'w/sb Site Address

— Logo

™ Uselogo
Template iz

- inactive
SEGHi.. |

If you wanted to add your company logo to the form, you would select the Use
Logo checkbox and tell QuickBooks which file to use. QuickBooks supports BMP,
JPEG, TIFF, and GIF graphic formats.

9 Click the Format tab.

Use the Format tab to change the fonts for various textual elements on the form.
If your forms print on multiple pages, use the checkbox on this tab to indicate
whether or not you want to print page numbers.

If you don’t want QuickBooks to print the status stamp (paid, pending, etc.) on
forms, clear the Print Status Stamp checkbox on this tab.
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10 Click the Printer tab.

Customize Invoice

Template Mame |Myin\r0ice 1] 4
[ Header l Fields l Lolumns lProg Colz l Faater l Company l Farrnat I Printer L

Cancel

Default |
% Usze Irvoice printer settings from Printer Setup
" Use specified printer settings below for thiz Invoice Help |

[rientation Lapout Dezsigner |
Humber OF Copies |1

& Portrat
) Landzzape Faper ILetter [81/25111in) j

Template is
inactive

Use the Printer tab to associate print settings with individual form templates. For
example, if you print most forms in Portrait mode, but have one form that you
print in Landscape, you can associate the Landscape print setting with that form’s
template. When you send the form to the printer, QuickBooks knows to print it in
Landscape.

11 Click OK to record the changes.
12 Close the Templates window.

Displaying your customized form

Now display the customized form to see the changes you made in the previous
exercise.

To display the custom form:

1 From the Customers menu, choose Create Invoices.
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QuickBooks displays the Create Invoices window with the Intuit Product Invoice
template displayed.

Ask a help question [Ask il How Do 17§ _ | O] X|
Frevious FNest & - Ld - B -~ | £ [ Gpeling By History &5 Time/Costs. .
Customer:J ob Template Customize |
I ImJ
= IZI ate
Invoice 23153200? 12152007 |

j H:T

P.0. Mumber Termns R r-|:| Ship F 0B
I I I (77 (R

Guantity Itemn Code Desc Amo .unr

-
Cuztomner - Tax = |[0.0%) 0.00 =
Message Total
[ Tobeprinted |~ Tobeemaied Customer Tax Code | ﬂ Balance Due 0.00
Learn about mailing invoices through QuickB ooks
Mema | Save & Close | Save & New Clear |
Buy & Unlock to GuickBooks Premier and start using the most comprehensive tools to manage your business fi.. T

2 In the Template field, choose My Invoice from the drop-down list.

Ask a help question [Ask |l = How Do 1?7 |8 _ O}
Frevious [ Mest @ - 8 - a - | %‘{ [## Speling %Hjstor}l @ Time/Costs...

Cugtomer:J ob Template Customize |
— Dr—

Invoice 12415/2007 || |33

Due D ate

| =|enseor =

Item Gty D escription L ate Armaunt

=
Customer - Tax » |[0.0%) 0.00
Message Total
[ Tobeprinted |~ Tobeemailed Customer TayCode | ﬂ Balance Due 0.00
Leamn about mailing invoices through QuickBooks
ke I Save & Close | Save k Hew | Clear |

Buy & Unlock to GuickBooks Premier and start using the most comprehensive tools to manage your business fin.. T,

Notice how this form reflects the changes you made in the Customize Invoice
window. The Due Date field now displays onscreen and the Qty column appears
in its new order before the Description field.

The phone number field that you added to the form only shows on the printed
form, so you do not see it onscreen.

3 Leave the Create Invoices window open, you’ll use it in the next exercise.
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Designing custom layouts for forms

With the QuickBooks Layout Designer, you can change the design or layout of a form.
In the Layout Designer, you can move, resize, change the width of columns, turn on
or off borders around fields, add colored backgrounds, and control the font type and
size for each field.

Here are a few examples of what you can do with a custom layout:

m  Give your company name, address, and logo special treatment on the form. For
example, you could center your logo at the top of the form and put your company
name and address in a special font immediately below the logo.

m Enlarge a custom field so that it can display more information.

m Position the customer’s billing address so that it coincides with the address
window in the envelopes you use.

m  Change the borders on fields, add background colors, and add extra text fields.

m  Add multiple graphics to a form.

Changing the position of fields on forms

Next, you'll use the Layout Designer to move the Phone # and Bill To fields, and to
decrease the width of the Quantity column.

To move fields on forms:
1 In the Create Invoices window, click Customize.

QuickBooks displays the Customize Template window.

Customize Template

— Select atemplate: —— [~ Select an action:

[Attarney's Invoice - Edit the selected
Custarn Invoice — Edit template.
Customn 5.0, Invoice b
Finance Charge
Fixed Fee Invoice

Intuit Packing Slip Create a new

| mtvit Product [rnvoice Hew ternplate based an
|ntuit Profeszsional Invoice | theselectsd

Intuit Service |nvoice template.

|ntuit Standard Fledge

Invoice from Proposal . Ga ta the template
mm - Goto List list for advanced

optians.

Cancel | Help |

2 Make sure that My Invoice is selected and click Edit.
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QuickBooks displays the Customize Invoice window that you used to customize
the form.

Now, you'll use the Layout Designer to change the design of the form.

Customize Invoice
Template Hame b invoice DK
Header I Eields l LColumng l Prog Calz l Footer l Company l Format l Erinter I Cancel
Screen Print  Title Difault |
Default Title v ~ IInvoice =
ETa— _ e |
Date Vv ¥ Date
Invoice Number [ ™ IInvoice 8 Layout Designer |
Bill To v v IBiIITo
Ship Ta | 'l IShip To
Template is

Ihactiye

3 Click Layout Designer.
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QuickBooks displays the Layout Designer window.

Lapout Designer - My Invoice B
Make same ———————— — Center Undo/Redo Zoom
e LRI | x A | m | ¢ “ Q|1 <«
Eroperties... Add LCopy Hemave Height Width Size Herz Und 1 In Ot
Wbt M b Bt b Bt e B o B 0 B Lo 00t b s Bt e B g 8
=
N:
=
2
3 H2HERA0T 1
m:
Lﬂ:
| _>l_I
[Zaom: 100 [ 00,000 [&50% 11.00
=] Magins. | | Gnd. ||_Shoﬂenvelupewindow QK | Cancel | Help |

By clicking the Zoom buttons, you can zoom out to see an overall view of the form
or zoom in for a closer look at a small section of the form.

Click the Bill To field.
Press and hold the Shift key.

Holding down the Shift key when clicking on an object allows you to select
multiple fields at the same time. Having multiple fields selected lets you move the
fields together.

Click the field directly below the Bill To field (the field containing the words “This
is sample text”).

Notice the four-directional arrow that appears when you move the cursor over the
selected fields. The selected fields on your screen should look like this.

|mE

pa
a::aj[l:Tb::::ZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZ

I

AL

Hie 1= eategiie

21

Release the Shift key.
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8 With the cursor over the selected fields, press and hold the left mouse button.
9 Drag the selected fields down about one inch.
10 Release the mouse button.

Your screen should now look like this.

I||D.I|||I|||I|||I||1.I|||I|||I|||I||2.I|||I|||I|||I||3.I|||I|||I|||I|HI|||I|||I|||I||5.I|||I|||I|||I||Fii||||I|||I|||Ill?.ll||I|||I|||I||8.I|||I||]

|||I||.5I|||I|||I||||||ﬂ'||||||||I|||I||ﬁ||||I|||I|||I||.2I|||I|||I|||I||:|I|||I|||I|||I||.UI

11 Select the field containing Rock Castle’s address.

12 Move the mouse over one of the dark squares on the bottom of the field and then
hold the mouse button while you drag the bottom of the field up to a point just
below the address.

13 Scroll to the bottom of the screen and select the Phone # field.
14 Click Remove.
15 Select the field containing the numbers 555-555-5555.

16 Holding down the mouse button, drag the field so that it sits just below Rock
Castle’s address.

Changing field widths

In the next exercise, you'll change the font size for Rock Castle’s phone number to
make it match the address, but first you want to make the field wider so that the phone
number isn’t cut off.

To change the width of a field:

1 Select the field containing the telephone number and drag the right border further
to the right while holding down the mouse button.
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The fields should resemble the figure below.

Rock Castle Construction rarely enters a quantity greater than two characters, so
you want to make the QTY column smaller. Decreasing the width of the QTY
column also increases the width of the Description column.

2 In the Layout Designer window, scroll until the Qty column is visible.
3 Click the Qty column to select it.

Your screen should resemble the figure below.

Notice that when the cursor is positioned between the QTY and DESCRIPTION
columns, it turns into a two-directional arrow.

4 (Click and hold the left mouse button on the line separating the Qty and
Description columns.

5 While holding down the mouse button, drag the column line to the left (to the
one-inch mark on the ruler).

6 Release the mouse button.

The forms area on your screen should resemble the figure below.

EZSCRIPTIO
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Changing fonts, borders, and colors
Using the Properties window in the Layout Designer, you can change font size and
style, text justification. You can also add, remove, or change the borders around fields.
1 With the phone number field selected, click Properties.
QuickBooks displays the Properties window.

2 On the Text tab, select Left for horizontal justification.

Properties

D ata field for Phone #

Text I Border ] B ackground I

r— Justification
Horizontal ———————————— Wertizal
o et Indent First Line ‘e
Lett r of Texst Top
" Bight " Bottom
" Center * Center

Font... | Color [ |

1].4 | Cancel | Help

3 Click the Font button.

4 In the Size drop-down list, select 12, and then click OK.

5 Click the Border tab.

6 Click to remove the Top, Bottom, Right, and Left checkboxes.
7 Click OK to save your changes in the Properties window.

8 Click OK to save the changes in the Layout Designer.

9

Click OK to close the Customize Invoice window.

This exercise covers only a portion of the changes you can make with the
customization and layout tools. For example, if you wanted to add a background color
to the field, you could do so using the Background tab. You could use the Add button
to add empty fields into which you can enter your own text—or to add data fields that
you forgot to select in the Customize window. If you want a field to appear on a form
more than once, select the field and click Copy.

We encourage you to experiment with the tools available to create your own custom
forms. For examples of what you can achieve, visit the forms library at
http://templategallery.quickbooks.com/forms/.

If you are using QuickBooks Pro or QuickBooks Premier, you can download templates
from the forms library to use in your own business.
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Previewing new forms

Notice that the invoice form displayed by QuickBooks doesn’t show the changes you
just made in the Layout Designer. This is because changes made in the Layout
Designer only affect the printed invoice and not the invoice QuickBooks displays

onscreen for data entry.

To preview the invoice:

1 To see how the printed invoice form will look, click the Print drop-down list on
the Create Invoices window toolbar, and then choose Preview.

QuickBooks displays the Print Preview window.

Fodk Castle Constraction
1735 Conmity Feoad

Invoice

Baychore , CA 94326 Dars

nuoice & |

650-555-1234 1252007

ksl

anTo

Tamiz Dus Dane

Profet

121 52007

=13 Dezcripdeon Rarg:

Subtotal

5000

Sales Ta [0.0%)

5000

Total

5000

Payments/Credits

5000

Balance Due

5000

The invoice displayed in the Print Preview window shows exactly how the printed
invoice will look. Notice that the changes you made in the Layout Designer are

reflected in this preview.

2 When you are finished looking at the preview, click Close.

3 Press Esc to close the Create Invoices window without saving.

Using QuickBooks Letters

From time to time, you may need to send a letter to a customer or vendor (or someone
on your employee list or other names list), or to another list of people. With
QuickBooks Pro and Premier, you can easily add the pertinent QuickBooks data (such
as name, address, and balance information) to a letter without having to re-type it.
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QuickBooks provides a number of business letters focusing on collections, news, and
announcements. You can edit these letters as needed to suit your business and style of
communication.

Note: To proceed with this lesson, you must be using QuickBooks: Pro or
Premier and Microsoft Word 97, 2000, or 2002. The QuickBooks Letters

feature is not available in QuickBooks: Basic.

Preparing collection letters

In this exercise, you'll learn how to prepare a collection letter to send to customers
with overdue payments.

To prepare a collection letter:

1
2

From the Company menu, choose Write Letters.

If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the
QuickBooks letters from your installation directory to your QBtrain folder.

QuickBooks opens the Write Letters wizard.

Write Letters

ORI

pressHilRd | Choose What You Want to Work on
me Ci 9432

ter
Select customers bazed an how late their payments are, and choosze
rs. Kristy &hercy the letter you want to zend them,

" Prepare Another Type of Letter
Chooze from announcements, thank yous, and other letters that
you'd like to zend.

¢ Design QuickBooks Letters
Create a new type of letter, edit an existing ohe, or movedcopy them.

Erew, | Hext | Help | Cancel |

Make sure that “Prepare a Collection Letter” is selected and click Next.

When QuickBooks prompts you to choose who you want to write to, make the

following selections:
m  For number 1, choose Active.
m  For number 2, choose Customer.

m For number 3, choose 31 days or more.
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Your screen should look like this.

Write Letters
ORI
pressHilRd | Choose Who You Want to Write to

me C& 94326

1. Include listed customers or jobs that are:
* Active
rs. Knisty &Lbercy " Inactive
" Both
2. Create a letter for each:
" Customer
" Job
3. Lirnit letters to customers or jobs with payments overdue by:
1 day or more 1 - 30 days
31 - B0 days
 B1 days or more T B1-90 days
91 days or more

Prew | Hext Help Cancel

5 C(lick Next.

QuickBooks displays a list of all active customers with payments 31 days or more

past due.
Write Letters
ORI
pressHilREd | Review and Edit the List of Recipients
re C 94326
These achve customers have overdue payments of 31 days or more.
Sart the list by
- Cusztomer Hame Ak, Dverdue
2. Knsty Aberc
pnR ey 7 TCock Bran Fon]
" Amount 7 |Pretell Real Estale 223300
< |Roche, Diarmuid 3873
Select Al |
Clear &l |
Full M arne:
Cook, Brian
Prew | Hext | Help | Cancel

6 Leave all of the names selected and click Next.

7 When QuickBooks prompts you to choose the letter you want to use, click
“Friendly collection” and click Next.
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8 In the Name field of the next screen, type Tom Ferguson. In the Title field, type
President.

Your screen should look like the following.

Write Letters
pressHilREd | Enter What You Want at the End of the Letter
me C& 94326

For letters with fields for signature (name] and title, enter how pou
want to zign off.

rs. Knsty Sbercy

Mame |Tom Ferguson

Title |F'lesidentl

v Infarm me if BuickBooks information needed to create the [etters
iz migzing.

Impartant

Each letter will begin on a new page in a single Microzoft ‘\word
document. Scroll the document to view wour letters. Editing your
letters in Microsoft WWord will not affect the original QuickBooks
Letter.

Prew | Hext Create Letters Help Cancel

9 Click Create Letters.
10 If QuickBooks displays a message about missing information, click OK.

QuickBooks starts Microsoft Word (if it's not running already) and displays
collection letters for the three customers that you selected.

@l Form Letters1 HE B3

ok Castle Construction]
1735 County-Foad]
Bayrshore, C.A 943261
il

Brian-K.-Cook]
345-Chenry Lane
Iliddlefield Ca 944227
1

Dear-Brian, |

1

Tust-afriendly rerainder-that sou-have 1 -overdue-irrrodce(s), with-an-overdue balanee-oft
$700.00. 11 o herve -any-uestions-ghout the-araount-you-owe, please give-us-a-calland-
we lhe-happny-to-discuss it Ifsron ve -alreadsy-sent sronr-pasment, please disre gard this-
reruinder. ]

1

We-appreciate your-continuing business, -and we-look forward-to-hearing from-you-
shortkr

1
Sincerely, Y

1

1

Tor Ferguson]
President]]
Raock-Castle-Construction

BEEERN] = ' »

§«0»<
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You can scroll through the Microsoft Word document to see all of the letters.
Notice that QuickBooks entered Tom Ferguson’s name and title at the end of each
letter.

11 Close the Microsoft Word file without saving the letters.

When you do save letters you've created using QuickBooks Letters, don't save
them to the QuickBooks Letters folder. The QuickBooks Letters folder should only
be used to store the original QuickBooks Letters installed with the QuickBooks
software program.

To print the letters, you would choose Print from the Microsoft Word File menu.

12 Return to QuickBooks.

Editing QuickBooks Letters

You can make changes to individual letters using Microsoft Word, or you can make
global changes by editing the QuickBooks Letter used to generate a specific letter.

In this exercise, you'll edit the collection letter you prepared in the last exercise
(Friendly collection). However, instead of working with completed letters with
customer information already filled in, you’ll work with the underlying QuickBooks
Letter used to create the letters.

To edit a QuickBooks Letter:
1 From the Company menu, choose Write Letters.

2 Click Design QuickBooks Letters.

Wiite Letters
AL Lk LR 8L

pressHilRd | Choose What You Want to Work on
e C4 04326

~ Prepare a Collection Letter

Select customers baged on how late their papments are, and choose
the |etter pou want to zend them.

rs. Kristy Abercr

 Prepare Another Type of Letter
Choose from announcements, thank pous, and other letters that
yau'd like to zend.

: edit ah existing ane, or movedcopy them.

Erew | Hext Help Cancel

3 Click Next.

4 In the screen that appears, make sure “View or edit existing letters” is selected and
click Next.
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5 When QuickBooks prompts you to choose the QuickBooks Letter you want to view
or edit, click Overdue customers (collection letters), and then select “Friendly
collection” from the list of available letters.

Your screen should look like this.

Letters
AL Lk LR 8L
prssHillRd | Choose a QuickBooks Letter to View or Edit
re CA 9432
OuickBooks Mame Lists: Letters available for the selected list:
" Al Names Farmal collection
re. Kristy dhersy o Dverdue customers Formal collection for job
Ed [collection letterg] Friendly collzction

s Customers:Jobs Friendly collzction for job

[ather than collection |etters) Harsh collection
q " endors Harsh collection for job
" Employees

€ Other Mames

Impaortant

Az Microzoft Word launches, a QuickBooks toolbar appears for you to
ingert data fields. “When you choose S ave in Wword, the letter iz saved
in the letter folder for the M ame List you selected above.

Prev | Hext Edit Letter Help Cancel

6 Click Edit Letter.
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QuickBooks opens Microsoft Word (if it's not running already) and displays the
QuickBooks Letter (Friendly collection) and a toolbar (QuickBooks Collection
Letter Fields) that you'll use to add information from QuickBooks to the letter in
Word.

W Microsoft Word - Friendly collection.doc HE B
Iﬂﬁile Edit Wiew Insert Format Tools Table Window Help ;Iilll
~ . 7
NSHERY 2RI |-« @@ BEE By | @
Marmal = TimesMewRoman = 12 = | B I 0O |§ = =F b -
EE---|---1---|---2---|---3---|---4---|---5---|--T
I{{MyCompanyName»ﬂ -
alyCompany AddrBlocks|
1 QuickBooks Collection Letter Fields [>]
11 Insert My Company Fields = | Insert Customer Mame Fields = | Insert Collection Info. Fields =
1
uLetterDates
1
1
1
whddrBlocksY
1
Dear-¢Firsttlamen Y
1

Just-a-friendly-reminder-that-you-have-« OverduelnvCounts o verdue-invoice(s), -with-an-
overdue-balance-of-«OverduelnvTotals - If-you-have-any-questions-about-the-amount-vo
owe, please-give-us-arcall-and-we’ l-be-happy-to-discuss-it I vou’ veralready-sent-your-
payment,please-disre gardthizsreminder

q -
Werappreciate-your-continuing -business -and-we-look-forward-to-hearing-from-you- ;
shortly T

EEEEEN »

“D[awvh@j AutoShapes » ™, \DO‘|&v£vévE:§.e|“ »|

[Page 1 Sect i1 |[acoz” int colt|[REC [TRK| B | [ovR] [wEH [ 2

Note that you can move the toolbar by clicking it with your mouse pointer and
dragging it to a new location.

Now, you’ll enter more text and use the toolbar to insert data from QuickBooks
into the “Friendly collection” letter.

Click your mouse pointer after the period at the end of the first sentence and the
press the Space bar once. (You'll insert a sentence into the paragraph.)

Type Our records show that your balance is past due.

Click your mouse pointer after the word is in the sentence you just typed, and
press the Space bar again.
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10 From the Insert Collection Info. Fields drop-down list on the QuickBooks
Collection Letter Fields toolbar, select Range(days) of Overdue Invoices.

W Microzoft Word - Friendly collection_doc [ =[of=]

”'EI File Edit Wiew Insert Format Tools Table ‘Window Help

Nl E&RY I aBad v &
BIU|s=

O RN SN R A R

alMyCompanylamenq

il | B

Body Text = Times Mew Roman = 12 =

alvCompany AddrBlocksT
1 QuickBooks Collection Letter Fields ]
% Insert My Compary Fields « | Inserk Customer Mame Fields - || Insert Collection Info. Fields ~
Range(days) of Overdue Invaices
gLetterDatex e el
1]- Mumber of Owverdue Invoices
q Eialance of Owverdue Invoices
T List of Overdue Invoices
whddrBlock»y
Dear-aFirstiames

Just-a-friendlyreminder-that-vourhave s OverduelnvCountr-overdue-invoice{s), with-an-
overdue-balance-of-«OverduelnvTotals. -Ourrecords-showthat-vourbalance-1s-past-due.-
If'you-have-any-questions-about-the-amount-you-owe,please-give-us-a-call-and-we’ll-be-
happy-to-discuss-it -Ifyou’ ve-alteady-sent-your-payment, -please-disre gard-thiz-reminder

1 :
‘We-appreciate-your-continuing-business, -and-we-looleforward-to-hearing- from- you- °
shortly z

|:]§|E||::—-|<| | »
“D[awv[%@j Autoshapes = ™ \DQ4|&'£'£'E EI@“‘HH >

[Page 1 Sec i 11 |[ae s Lni5 Col 77 | [REC |[TRE BT | (VR | [EH] 4

2
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QuickBooks adds the <<OverdueRange>> field to the sentence you just typed.

% QuickBooks Collection Letter Fields [X]
'ﬂ Insert My Company Fields - | Insert Custormer Mame Fields - | Insett Collection Info. Figlds -
whddrBlocks|

Dear-«FirstlNamen,|

Just-a-friendly reminder-that-vou-have-«OverduelnvCounti-overdue-invoice( s}, -with-an-
overduebalance-ofOverduelnvTotaly -Ourrecordsshowthat-your-balance-is-
wOverdueRange >>|-past-due. Jfyourhave any questions-aboutthe-amount-yourowe, please
give-us-arcall-and-we’ll-be-happy-to-discuss-it -If-you ve-already-sent-your-payment,-
please-disregard-thiz-reminder

When you create letters using this modified QuickBooks letter, QuickBooks will
replace the <<OverdueRange>> field with the number of days each customer you
create a letter for is past due.

11 From the Word File menu, choose Save As.
12 Navigate to the Collection Letters folder in your Qbtrain directory and click Save.

If you save the file to your QuickBooks directory (instead of the Qbtrain folder you
created to use with this guide) without changing the filename, you will overwrite
the original QuickBooks Letter.

13 To see how this change affects the final letter output, close the letter file in
Microsoft Word and go through the “Preparing collection letters”exercise again.

When you're done, your letters should resemble the following.

@l Form Letters2 H= B

[Rock Castle-Construction]]
1735 County-Road|
Bayshore, CA 043267

E ]

Dieceraber-15, 2007]

E ]

Brian-K.-Cook]

345 Cherry Lane
Iliddlefield C 4 944829
1

Diear-Brian |

Tnust-afriendly reminder-that srou-have- 1 -overdue irseoice(s), with-an-overdue balance-of-
$700.00.-Crur records show that yrourbalance is-31 days or-more-past dug. Ifyou-have-any-
guestions-ahout the-aronnt sron-owe, -please give-us-a-call-and we 11 be-happyr-to-discuss-
it. If-yon've-already-sent your payment, please -disregard this-rerninder. |

1

We -appreciate your-continuing business, -and-we look forward to-hearing frora-you-
shortlyr

Sincerely,|

1

Tom-Ferguson]
President]]
Rock-Castle-Construction

I:]EIEIIEI(I I 3

e Al 2 LR

14 Close Microsoft Word.
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Index

Numerics B
1099-MISC forms 287 balance sheet, described 18, 32, 104
A balances, opening 32
balancing. See reconciling
A/P. See accounts payable billing customers
A/R. See accounts receivable using invoices 111
accounting using statements 123
accrual basis 17 billing statements 123
cash basis 17 bills
accounts due 152
adding subaccounts 40 entering 150
adding to chart of accounts 40 inventory, entering for 201
asset 85, 92 paying 152
credit card 85 paying credit card 90
editing 40 recording payments 153
equity 85 unpaid 149
expense 31 when to use 148
income 31 BMP 301
liability 85, 97 bookkeeping methods
purchase order 197 accrual basis 17
registers for 71, 72 cash basis 17
setting up income and expense 31 building, finished goods 209
transferring money between 75 c
accounts payable 9, 149
accounts receivable 114 cash back, from deposits 144
accrual basis bookkeeping 17 cash basis bookkeeping 17
adjusting inventory 202 cash flow forecast reports 150
assembly items 205 cash sales receipts
assets displaying 110
accounts, described 92 price levels on 120
depreciation 94 saving in PDF 111
described 16 when to use 110
fixed 100 charges, entering credit card 85
automatic recall of last transaction, turning off 69 chart of accounts

adding subaccounts 40
automatically created 26
creating 27
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chart of accounts (continued)
described 15, 39
editing 39
purchase orders 197
setting up 26
checks
assigning to expense accounts 70
handwritten, entering 73
payroll, writing 243
preparing for nonemployee time worked 291
writing 68
clients. See customers
columns, reports 165
company
described 22
sample data file 5
setting up 22
credit cards
entering charges 85
paying bills 90
reconciling 87
credit memos
price levels on 120
saving in PDF 111
custom fields
adding to lists 53
for items 57
uses for 53
customer/job list, described 41
customers
adding 41
down payments 138
generating statements for 123
invoicing based on time 280
list of 41
prepayments 138
price levels 119
taxable 220
customizing
forms 295
graphs 187, 189
invoices 295
layouts 304
lists 53
reports 168

D

deposits
cash back 144
handling 143
making 141
payroll taxes 250
depreciation
entering transaction 96
tracking 94

discrepancies, locating while reconciling 80
down payments 138
duplicating, estimates 264

EasyStep Interview 22
e-mail, sales forms 44
employees
adding 46, 240
default information for payroll 237
list of 46
paying 243
payroll information for 234
equity, described 16
estimates
creating invoices from 266
described 257
duplicating 264
finding 263
reports on 269
saving in PDF 111
status of 270
turning on 257
writing 261
exercise file 5
expense accounts
payroll 247
setting up 31

F

fields
adding to lists 53
custom for items 57
moving 304
order of 298
width of 307
finding, transactions 263
finished goods
building 209
effects on inventory 211
setting up to track 206
tracking 204
fixed assets, described 94
forms
changing field order 298
customizing 295
described 9, 294
displaying customized 303
e-mailing 44
invoices 29
sales 108
saving in PDF 111

G

GIF 301
graphic formats supported for logos 301

320



graphs
creating 185
customizing 187, 189
described 184
details, viewing 187
income and expense 185
types of 184

group items 205

handwritten checks, entering 73
hardware requirements 3
help
how do I menu 34, 36
index, using 34
onscreen 34
hiding, details on invoices 297
how do I menu, using 36

Icon Bar, described 13
income accounts, setting up 31
income and expense, graphs 185
income statement, described 18
installing, sample data file 5
inventory
adjusting 202
bills for 201
entering products into 193
finished goods 211
parts 193
receiving 198
reporting on items 128
tracking finished goods 204
using assembly items 205
using group items 205
invoices 111
choosing format 29
created from sales orders 129
creating 111
creating from estimates 266
customizing 295
displaying 109
entering mileage on 280
entering time on 280
price levels on 120
printing 113
progress billing 266
saving in PDF 111
saving recurring 114
when to use 109
item list 116

items

choosing between group and assembly 205

creating 116

deleting 64

described 112

fixed assets 100
inventory, entering 193
making inactive 64
nonemployee 287
payroll, adding 232
received, bills for 201
receiving inventory 198
sales tax 215

service 116

tracking time 287

using inventory assembly 205

J

jobs
adding 258
reports on 286
status of 270
JPEG 301
justifying accounts. See reconciling

L

Layout Designer, described 295, 304
layouts, customizing 304
letters
editing 314
sample 310
writing 311
liabilities, described 16
liability accounts
adding 98
described 97
line items
creating 116
described 112
entering 112
lists
chart of accounts 39
combining 61
customer/job 41
customizing 53
deleting items 64
described 9, 38
employee 46
inactive items on 64
items 116
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lists (continued)
managing 59
memorized transaction 115
merging items on 61
printing 65
renaming items 62
sales tax codes 219
sorting 59
vendors 50
loans
payments, recording 103
tracking 97
logos, graphic formats supported 301

memorized sales, recalling 115
memorizing
reports 173
sales forms 114
menu bar, described 12
merging, list items 61
Microsoft Excel 178
mileage
entering into QuickBooks 279
transferring to invoices 280
money, transferring between accounts 75
moving, fields on forms 304
multiple price levels 118

network requirements 4

nonemployees
paying for time worked 287
preparing checks for time worked 291
recording time worked 289

o

onscreen help 34

opening balance equity account 105
opening balances, entering 32

ordering products 195

other current asset accounts, setting up 93
overpayments, entering 137

owners, paying for time worked 287

P

partial payments on invoices 134
partners, paying for time worked 287
payables. See accounts payable
paychecks

printing stubs 246

writing 243
payments

down payments 138

in full, recording 133

loan 103

payments (continued)
overpayments, entering 137
partial, entering 134
payroll taxes 250
prepayments 138
receiving 110, 132
recording bill 153
sales tax 227
payroll
depositing taxes 250
described 231
employee information 234
expenses, reports on 248
how QuickBooks calculates 231
items, adding 232
liability, reports 250
paying taxes 250
turning on 232
writing checks 243
Portable Document Format (PDF)
saving forms in 111
saving reports in 170
preferences
described 28
estimates 257
payroll 232
progress invoicing 257
sales tax 28
setting up 28
prepayments 138
price levels
associating with customers 119
entering new 118
on sales forms 120
using multiple 118
printing
lists 65
paycheck stubs 246
reports 177
status stamps on forms 301
products
bills for 201
damaged 202
entering 193
ordering 195
receiving 198
samples 202

profit and loss statement, described 18

progress invoicing
described 266
preferences for 257
reports on 269

projects. See jobs

proposals. See estimates
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purchase orders
creating 195
reports on 197
saving in PDF 111

Q

QuickBooks
described 8
exiting 19
getting around in 13
sample data 5
QuickReports
customizing 163
when to use 161
quotes. See estimates

receipt for cash sales. See cash sales receipts
receivables. See accounts receivable
reconciling

accounts 76

credit card accounts 87

described 76

locating discrepancies 80

undoing previous reconciliations 80
recording bill payments 153
registers

accounts payable 149

accounts receivable 114

bank account 71

described 10, 72

how they work 72

opening 71

sales tax payable 226
reminder statements 123
Reminders window 152
renaming, list items 62
report columns

adding 164

moving 165
reports

balance sheet comparison 168

columns 164, 165

customizing 163, 168

described 161

details, viewing 172

estimates 269

job 286

memorizing 173

payroll expenses 248

payroll liabilities 250

preset 167

printing 177

profitability 286

progress invoices 269

project 286

reports (continued)
purchase orders 197
QuickReports 161
sales 170
sales tax liability 224
sales tax revenue 226
saving in PDF 170
sending to Microsoft Excel 178
templates for 173
time by job 284
time tracking 284
types of 167
restoring company data 38
retained earnings account 105
revenue, sales tax 226

S

salaries
employee 287
nonemployee 287
preparing checks 291
sales forms
choosing a format 110
described 108
filling in 110
memorizing 114
price levels on 120
recalling memorized 115
saving in PDF 111
types of 110
when to use 109
sales orders
creating 126
invoicing against 129
saving in PDF 111
sales receipts. See cash sales receipts
sales reports 170
sales tax
applying to sales 222
assigning to customers 220
code list 219
described 214
how QuickBooks handles 214
items, setting up 215
liability reports 224
paying 227
rates 215
register for payables 226
revenue reports 226
tracking 28, 215
turning on 28
what you owe 224
sample data file
installing 5
restoring 38
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service items
creating 116

creating for subcontractors or owners 287

setting up
accounts 31
chart of accounts 26
QuickBooks. See EasyStep Interview
your business 22
shortcut list, described 13
software requirements 3
sorting lists 59
start date, choosing 30
statements 123
status stamp, suppressing printing 301
stock (inventory)
entering 193
ordering 195
receiving 198
stock status, reporting on 128
subaccounts
adding to chart of accounts 40
creating 40
subcontractors, paying for time worked 287

T

tax
agencies, setting up 215
liabilities, tracking 247
paying 250
rates, setting up 215
templates
reports 173
sales and purchase forms 296
TIFF 301
time
data, entering 275
data, viewing 285
invoicing for 280
recording employee 277
recording nonemployee 289
tracking 274
time by job report 284
time tracking
described 274
entering time data 275
invoicing customers 280
nonemployees 287, 289, 291
options for tracking 275
reports 284
turning on 275
uses for 274
using timesheets 277
Timer (Pro and Premier), using 277
timesheets
filling out 277
recording employee time on 277

tracking
assets 92
bills 149
credit card transactions 85
debts 97
depreciation 94
fixed assets 100
loans 97
other expenses 93
payroll 231
payroll expenses 247
payroll liabilities 247
sales tax 28, 215
time 274
transactions
credit card 85
depreciation 96
marking as cleared 77
transferring money 75
turning off, automatic recall 69
turning on
payroll 232
sales tax 28

U

undeposited funds, account for 143
unpaid bills 149

\"/

vendors, adding S50

W

width of fields, changing 307
windows, viewing multiple 12
writing

checks 68

payroll checks 243
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