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QuickBooks® Online Foundations

Important Information about the Structure of this Training

Our QuickBooks Online Training is intended as the foundation for using QuickBooks®
as a bookkeeping, business management and cash flow building tool. The material
provides a critical basis for establishing bookkeeping best practices and ensuring

accurate financial information.

Please ask questions throughout the presentation.

In addition to what you will learn today this manual is a

post-training reference guide.

We are happy you are here and look forward

to helping you master QuickBooks!
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QuickBooks® Online Foundations

The most important reason to advance our knowledge of QuickBooks® and basic
bookkeeping principles, whether you are a business owner or employee, is to improve

business performance.

While we identify specific learning objectives at the beginning of each section,

3 overall objectives include:

1. Introduction to key features in QuickBooks Online and how they apply to best
practice bookkeeping principles.

2. How to effectively and efficiently use QuickBooks Online to manage daily
bookkeeping tasks and develop an understanding of how the data is entered,
processed and reviewed.

3. How to customize QuickBooks Online to meet the specific needs of a business.

Why we teach Cash Flow with QuickBooks®

Business owners typically identify Cash Flow as their number one area of concern.
QuickBooks Accounting Software, when utilized correctly, allows users to run Cash Flow
projections and develop a Cash Flow management strategy to prevent shortfalls. This
training will help participants develop a strong knowledge base of how to use QuickBooks

reports to manage a business and build cash flow.

The foundation of business success is in the daily use of accurate, real-time financial

data. “What we measure, we manage; what we manage, we improve.”

© 2022 Intuit Inc. QuickBooks Online Foundations



The Power of QuickBooks® Online

It is important to focus on the areas of our business that contribute most to
profitability. QuickBooks helps us quickly identify areas of focus if we know

where to look.

The 80/20 rule, the ‘Pareto Principle’, is a powerful concept that consistently rings true.

In most cases, 20% of our customers generate 80% of our net profit. At the same time, 20%

of the goods or services we sell contribute 80% of our revenue. etc. You get the idea.

The most important aspect of accurate financial data

is the action plan it creates.

By generating daily reports that uncover the best customers, jobs, services, or products,

you will soon see how you can refocus internal efforts on high value work.

Accurate real-time data with one click access to reports, is an enormous benefit of using

QuickBooks® Online the ‘right-way’.

© 2022 Intuit Inc. QuickBooks Online Foundations
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Section 1 Objectives

Upon completion of Section 1, each participant will be familiar with:
* How to choose the right subscription.
* How to use additional features.
* How to import company data.
* How to setup a company file.
* How to view and use the Dashboard.

* How to navigate using QuickBooks Online Plus.

Important: As part of your Intuit Education student subscription, you will receive a free 1-

year trial of QuickBooks Online Plus that includes a 12-month subscription.

The purpose of this section is to familiarize yourself with the different available options as if

you were a business owner deciding which subscription is right for your business.

Video links are available throughout this manual. Use Ctrl + Left Click for direct access.
If you choose to build a company from scratch, follow the Case Study Activities at the end

of each section.

The screen shots used throughout the training are based on a Case Study that has already
been completed. They may not match yours until you have completed the Case Study
Activities. Also, while this training is updated throughout the year, keep in mind Intuit may

introduce an update that results in a screen shot that is not an exact match.

© 2022 Intuit Inc. QuickBooks Online Foundations



Features

Chrome Browser
Chrome is the recommended browser used to access QuickBooks Online. There are a few

things you need to know going forward.

Cookies and Cache

If you receive an error message when trying to access your company file:
Click the three dots in the upper right section of the Chrome browser.
Click More Tools.

Click Clear browsing data.

o % [hl @
Mew tab JT
Mew window Ctrl+M

MNew incognito window  Ctrl+Shift=N

History 4
Download Ctrl+]
PRIVACY C) ownlaads +
Bockmarks k
Zoom - 100% o+ : :
Print... Ctrl+P
¢in @ Monsy cut Cast..
Find... I Ctrl+F
Save page as. Ctrl+5 Maore tools 4
Create shortout.. Edit Cut Copy Paste
Clear browsing data..  Ctrl+5hift=Del Settings
Extensions Help b
Task manager Shift+Esc
Exit
Developer toals Ctrl+Shift+l
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Features

Select the Time range, Cookies and other site data, and Cached images and files.

Click Clear data.

Clear browsing data

Basic Advanced

Timerange  All time - '

Browsing history
1,025 items

Mone

Cookies and other site data
From 189 sites

O

Download history
O
“

L

V) Cached images and files
319 MB

O

4

Passwards and other sign-in data
Maone

Lartofill form data

Cancel Clear data
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Features

Bookmarks

Create bookmarks to save favorite pages. Click the Star on the right top of the browser bar

to create bookmarks. Choose a name and select a folder, then click done.

Incognito

-p * O

7

Marme | QBO and Chrome Tips & Tricks - Part 1 - || |

Edit bookmark

Falder Ecokmarks bar -

m Re}“ e

To get your bookmarks on all your devices, turn
on syne,

More...

Turn on sync...

Incognito Mode “referred to as private browsing” is a privacy feature that disables the

browsing history of Chrome.

© 2022 Intuit Inc.
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Features

Multiple Windows

Web-based applications utilize the functionality of web browsers, allowing you to work in
several different windows in your QuickBooks® Online company file. Log in to your company

data file. In this example we will use Google Chrome.

Right click the QuickBooks Tab -> Duplicate. You now have multiple windows open and can
perform multiple tasks. This is a great way to enter and review historical transactions during

the cleanup process.

) QuickBooks % -+~
Mew tab to the right
< - C @&

Relcad Cirl+FR
[} TLG FF Apps_Websi =
Duplicate
Pin \
Muts site
(TR tTh
92 quickbook S Cel oW

Close other tabs

L%l 5L

Another way to access multiple windows is as follows:

After logging into QuickBooks® Online go to the URL/address bar and copy (Ctrl + C) the
website’s address. Then, open a new tab. Paste (Ctrl + V) this address into the window.
The tabs are as follows: first tab— Dashboard, second tab — Search, and

third tab — Bank Deposit.

@' CuickBooks X @ Search X | @ Eank Deposit b |

<« > @ c23.gbo.intuit.com/app/homepage

Note: In Chrome you can create an additional user specifically for QuickBooks® Online. You
can then save all your favorite tabs/pages and have them available when you log in to your

company data file.

© 2022 Intuit Inc. QuickBooks Online Foundations




Features

QuickBooks Online Mobile App

The QuickBooks Online Mobile App allows instant access to your QBO data from

your mobile device. More and more business owners are on the go and need easy and fast
visibility to their accounting data. You can create multiple types of transactions and attach
supporting documents or photos from your mobile app. Download the QuickBooks® Mobile
App to your Android phone, iPhone, or tablet. Once you complete the installation, log in to

your company file.

Review Video Links:

Mobile App
Mobile App Dashboard

Customers and Vendors

Mobile Banking I0S

Mobile Banking Android

Mobile App Reports

Record an Invoice

Record an Expense

Log in to your company data file from a computer. Click the Search icon and select the
transaction you just created from your mobile app to add or change information as needed.

Verify the receipt photo/document is now available in the attachments list.

© 2022 Intuit Inc. QuickBooks Online Foundations


https://vimeo.com/420287220
https://vimeo.com/420290072
https://vimeo.com/420290141
https://vimeo.com/420290214
https://vimeo.com/420290296
https://vimeo.com/420290406
https://vimeo.com/420290500
https://vimeo.com/420290581

Subscriptions

To determine the right QuickBooks® Online subscription for your business, open a new
browser window and enter this URL:

https://quickbooks.intuit.com/pricing

@ CuickBooks Login - Sign into Q. X @ CuickBooks Online Pricing & Fr= X

«“ = @ quickbooks.intuit.com/pricing/

small Businesel0
Simple Start Essentials Plus Advanced
525 550 530 5480
$ 1 zsofmo $25!mo $40Imo $90!mo

Note: There are five subscriptions available: Self-Employed, Simple Start, Essentials, Plus
and Advanced. PLUS is the most popular. It is important to know all the features included in

the Plus subscription. For example, Inventory and Project tracking.

The pricing will change periodically. Use the table to determine which subscription is best
for your business. Compare the features of each and gain an understanding of those

included in the Plus subscription, the one we will use for this training.

If you would like more information about the features and capabilities of the software
application, access the sample company file to explore “Craig’s Landscaping” test drive
company.

Craig's Landscaping Test Drive Company

© 2022 Intuit Inc. QuickBooks Online Foundations
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Student Setup

Complete the following steps to successfully create your new Intuit QuickBooks Online

Company file. Accept Invitation -> Create Account -> Next.

a__ o Create your account
INTUIT Education Already have an account? Sign In

Email address (will be used as your user ID)

king_do@intuit.com

Your instructor has invited you to
create your own QuickBooks Confirm emi
company

First name

Dear John,

Your instructer has invited you to create a QuickBooks Online Plus
company that you can use for the class for free. Click below to accept

the invitation.
Accept Invitation Phone (Recommended)

Standard eall, messaging or data rates may apply

Last name

Password

& Create Account.

Click Next.

Welcome! We're glad you're here.

Here's what we'll do together right now.

Tell us what you need help with We'll ask a few questions to get to We'll bring in your transactions
know your business and organize your money

© 2022 Intuit Inc. QuickBooks Online Foundations



Student Setup

For the Legal business name, use (Your First initial and Last name) Inflow Heating and

Cooling. Example: JDoe Inflow Heating and Cooling. Click Next.

What's your business name?
We'll use this to get you started in QuickBooks.

Legel business name

{ JDoe Inflow Heating and Cooling 2022 ,

D I'm moving from QuickBooks Desktop™ and want to bring in my data.

Important! industry type should be empty. This will reduce the number of account

categories that auto populate during this setup process. Click Skip for now.

What's your industry?
Start typing and select the option that fits best. You can always change it later.

Industry

Leave this field

l Q Construction, retail, salon, etc. blank

—

What kind of business is this? Sole Proprietor. Click Next.

What kind of business is this?

Tell us about your business structure. We use this to help categorize your transactior

(V] a8 ¥ &

Sole propri hi Non-profit

S Cor
P organization P

®

CCorp I'm not sure

© 2022 Intuit Inc.
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Student Setup

Do you provide services, sell products or both? Your selection will auto-populate account

categories in your Chart of Accounts. Click Next, then select Provides services. Click Next.

How does your business make money?

We tailor your accounting categories based on your answer. Select all that apply.

Provides services Sells products

Something else

(o)

It is important to select Bookkeeper/Accountant for this step. This affects the terminology

used on the main windows in QuickBooks Online. Click Next.

What's your main role at JDoe Inflow Heating and
Cooling 2022?

We'll customize QuickBooks based on your answer.

& K (V) )

Bookkeeper or
Accountant

Owner or Partner Employee Other

(o] EEE

Who works at this business? Select A few partners and owners. Click Next.

Who works at this business?

Help us understand who's on your team. Select all that apply.

(v I3t = &

Afew partners and

Only the owner Employees Contractors
owners

© 2022 Intuit Inc. QuickBooks Online Foundations




Student Setup

The next step is to select apps you currently use in your business. QuickBooks allows you to
link 3" party apps in order to save time, by automating data entry or tracking industry
specific information. You can search for apps in the apps area of the navigation bar or Intuit

3rd Party Apps. Click Skip for now.

What apps do you use for your business?

We'll help you connectthem so you can see all your info in one place.

' PayPal E Squars

Bill Eill.comn DXt Dext

boiaess  Amazeon Business @ Mailchimp

E Qther appe ® | don't use any appa
l Back ] I Skip for now I

Link your accounts and see everything in one place. We will not actually connect accounts

for this training. Click Skip for now.

X,
@t'fﬁ"lckbooks‘ SETUP QUICKBOOKS

Link your accounts and see everything in

one place
R A il vt t
Q pwl y bring in CASH FLOW
transactions and save hours of manual entry. P
$10,000
1 Securely link your bank or credit card Cureent cash balance

sask
2 Select the accounts you'd like to bring in s20k

15K

Tooar

3 see what your cashilow looks ke stk i
w1111
-

JUL AUG SEP OCT NOV DEC

® Moneyin ® Money cut

Note: Know how to access the Online apps marketplace. Use the link above or the Apps

Center from the left-navigation bar. Apps automate data entry and save time. Apps

integrate information.

© 2022 Intuit Inc.
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Student Setup

What is everything you want to setup? Check all options to match the screen shot below.
Click Next. You will see a window pop up, We’re almost ready to dive in!

Click Let’s Go.

@E]’i‘flckbooks. SET UP QUICKBOOKS

What is everything you want to set up?

Your choices help build your setup guide. You can still use every part of QuickBooks.
° Organize money I and out

Invoice customers

i

Accapt online payments

Enter and pay bills

G <)

Track receipts and bills Track time

Pay employoes or contractors Manage inventory

[+

Add sales

Q&5 0|0

@

Protect my business with insurance

If the Setup Checklist window appears, simply click the three dots and close the window.

We will address these steps in the case study activities.

SETUP CHECKLIST ‘E

Minimize checklist
Let's get

[ . Basic business info
. .
into it

We use this info to organize your books, calculate taxes, and fill out forms
.J L
a~—_//’ '.; ! ‘\ Getready to inveice 25% W

| ) 0O Getpaid online (v

;n || Organize expenses ~
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About Inflow Heating and Cooling

Josh Hawkins, a San Diego resident and Certified HVAC Technician, (Heating, Cooling, and
Air Conditioning), opened the doors to his new business, Inflow Heating and Cooling, in
2015. Josh started as a Sole Proprietor but may need to revisit his entity selection now that
he is a well-established business. Inflow is in its sixth year of operation, files tax returns on a
cash basis and operates on the calendar year (information you will need later to complete

various activities).

The business installs both heating and cooling systems, and services the residential,
commercial, and new construction markets. Inflow also provides monthly service contracts.
Josh owns the building and pays rent to his LLC. Inflow has 6 service technicians in the field
and 5 service trucks. Two of the trucks are paid in full and three are still under financing
contracts. There are 8 employees, including an office manager and shop attendant. The

business did over 2 million in annual revenue as of the end of last year.

Josh is currently using QuickBooks Desktop, but after serious consideration, has determined
QuickBooks Online better serves his needs. The app will provide far more flexibility for his
technicians in the field. Josh lacks confidence that he has taken proper steps to build a solid
financial foundation and does not understand how to interpret and use his financial reports
to improve company performance. He has never referenced industry reports and has no

idea how he stacks up.

This is where you come in; you will help Josh set up a new QuickBooks Online company file
and establish best practice bookkeeping and accounting processes. Let’s become an integral
part of Inflow’s future success and help this dynamic company thrive in a very competitive

market!

We have organized a step-by-step action plan, including activities, that directly relates to

each aspect of implementing best practice financial processes. Make this project your own.

Good luck and have fun!

© 2022 Intuit Inc. QuickBooks Online Foundations




About Inflow Heating and Cooling

QuickBooks Entity Options:

Note: Here is additional information regarding a Sole Proprietor entity. If you want more

information about different types of entities available to business owners, visit www.irs.gov.

Who is Self-Employed?

Generally, you are self-employed if any of the following apply to you:
*You carry on a trade or business as a sole proprietor or an independent contractor.
*You are a member of a partnership that carries on a trade or business.

*You are otherwise in business for yourself (including a part-time business).

What are My Self-Employed Tax Obligations?

As a self-employed individual, generally you are required to file an annual return and pay
estimated tax quarterly.

Self-employed individuals generally must pay self-employment tax (SE tax) as well as
income tax. SE tax is a Social Security and Medicare tax primarily for individuals who work
for themselves. It is like the Social Security and Medicare taxes withheld from the pay of
most wage earners. In general, anytime the wording "self-employment tax" is used, it only
refers to Social Security and Medicare taxes and not any other tax (like income tax).
Before you can determine if you are subject to self-employment tax and income tax, you
must figure your net profit or net loss from your business. You do this by subtracting your
business expenses from your business income. If your expenses are less than your income,
the difference is net profit and becomes part of your income on page 1 of Form 1040 or
1040-SR. If your expenses are more than your income, the difference is a net loss. You
usually can deduct your loss from gross income on page 1 of Form 1040 or 1040-SR. But in

some situations, your loss is limited.

© 2022 Intuit Inc. QuickBooks Online Foundations



http://www.irs.gov/

About Inflow Heating and Cooling

You must file an income tax return if your net earnings from self-employment were $400 or
more. If your net earnings from self-employment were less than $400, you still must file an

income tax return.

How Do | Make My Quarterly Payments?

Estimated tax is the method used to pay Social Security and Medicare taxes and income tax,
because you do not have an employer withholding these taxes for you., Use the worksheet
found in Form 1040-ES, Estimated Tax for Individuals to find out if you are required to file
guarterly estimated tax.

Form 1040-ES also contains blank vouchers you can use when you mail your estimated tax
payments, or you may make your payments using the Electronic Federal Tax Payment
System (EFTPS). If this is your first year being self-employed, you will need to estimate the
amount of income you expect to earn for the year. If you estimated your earnings too high,
simply complete another Form 1040-ES worksheet to refigure your estimated tax for the
next quarter. If you estimated your earnings too low, again complete another Form 1040-ES
worksheet to recalculate your estimated taxes for the next quarter.

See the Estimated Taxes page for more information. The Self-Employment Tax page has

more information on Social Security and Medicare taxes.

How Do | File My Annual Return?

To file your annual tax return, you will need to use Schedule C to report your income or loss
from a business you operated or a profession you practiced as a sole proprietor.

In order to report your Social Security and Medicare taxes, you must file Schedule SE.

Use the income or loss calculated on Schedule C to calculate the amount of Social Security

and Medicare taxes you should have paid during the year.

Am | Required to File an Information Return?
If you made or received a payment as a small business or self-employed (individual), you

are most likely required to file an information return to the IRS.

© 2022 Intuit Inc. QuickBooks Online Foundations



Navigation

Now let’s explore the best way to get around in QuickBooks® Online.

Left Navigation Bar

infurt The links on the left side act as your menu bar and will take
P quickbooks.
q 8 you to frequently used areas in QuickBooks® Online.

Use the + New icon to manually input data for customers,

vendors, employees and other.

Dashboard

Post bank and credit card transactions in the Banking
Banking Center.

Sales . . . .

View expense history and vendor information.

Cash flow

Access Sales, customers and Products from the Sales

Expensas Center.

Projects
Manage Employees and Contractors.
Payroll

5 View and customize reports.
Time

Reports Review and maintain Sales and Payroll Taxes.

faxes Track your mileage.

Mileage . . .
Maintain your Chart of Accounts categories.

Accounting

Reconcile bank and credit card accounts.

My accountant

Ao Explore additional applications that work with

QuickBooks® Online.
Live Bookkeeping

© 2022 Intuit Inc. QuickBooks Online Foundations




Navigation

Dashboard (Getting things done).
Once the new company setup process is complete, you will automatically land on the
Dashboard (Getting things done) tab. The icons shown in the screen shots below are

shortcuts to various areas of QuickBooks Online.

Note: What actions can you perform from Dashboard views?
Here are a few examples:
Review banking transactions
Add a new customer

Review expense totals for the previous month

Get things done Business overview

Workspace Help improve this page
Meney in
8 1
ot &) — = = &
Add products Manage Create Send invoices Receive Get funding

and services customers estimates payments

Pay bills Track time Manage

T payroll

Accounting and reports Expert help

s -@ ©

Get business Connect your See reports Talk to your
banking bank account and trends sccountant

Feel free to click and explore. You cannot hurt anything by navigating

through the clickable icons.

© 2022 Intuit Inc. QuickBooks Online Foundations




Navigation

Dashboard (Business Overview)
Monitor the activity and status of your company. Access your data and drill down to

detailed information with a simple click.

Get things done Business overview
PROFIT AND LOSS Lastyear W EXPENSES Lest fiscal year \/ BANK ACCOUNTS p
10000 Checking 1234 @ Reviewed
$198,667 $622,835.65
% '3 o Bank balence S0
Net income for last year Total expenses In QuickBooks 81 9
10100 Payroll 5678 o Reviewed
® $253,681.35
Sas 50000 Job Mate Bank balance s0
Income In QuickBooks $67,284.52
® $93,600.00
se22,83¢ [ 50100 Job Wages 10200 Savings 9101
Expenses ® $90,000.00 In QuickBooks $40,033.75
50400 Contractors
' 21000 Chase 1125 @ Reviewed
9:5185:354:30 Bank balence s0
In QuickBooks $24,472.03
INVOICES SALES Lest fiscal year \/
$9,000 Unpaid Last 365 days
$821,469.00
$9,000 $0 Total sales = Sales
Overdue Not du $400K
e s300¢
$200K
$0 Paid Last 30 days
$100K
$0 $0 50
Not deposited Deposited N ~ S 3 & &
N - Connect accounts Go to registars v

You can monitor Money in and Money out. You can access customers, vendors,
Transactions, and Reports. You can also organize and monitor Bank and Credit Card

accounts, review Income and Expenses, and watch Sales trends.

Tip: Click anywhere there is a word in bolded color, an icon, a drop-down arrow, etc.
Feel free to explore without worry!

Let’s begin!

© 2022 Intuit Inc. QuickBooks Online Foundations



Navigation

Invoices

The invoice section of
the Dashboard allows
you to view invoices that
are open, overdue, and

paid in the last 30 days.

Click the Invoices color
bars to view and manage
a detailed list of open
invoices currently owed
to you by your

customers.

EXPENSES Last fiscal year s/

$622,835.65

Total expenses

® $253,681.35

50000 Job Mate...

® $93,600.00

50100 Job Wages

® $90,000.00 ‘

50400 Contractors

® $185,554.30

INVOICES
$9,000 Unpaid Last 365 days

$9,000 $0

Overdue Not due yet

$0 Paid Last 30 days

$0 $0

Not deposited eposited

Expenses

The Expenses section of the
Dashboard allows you to
view a graph of expenses
broken down by amounts

based on the last 30 days.

Scroll your mouse over the
graph to create a pop-up of
expenses related to specific

categories.

Click the drop-down arrow
next to Last Month to change
the period for which the data

is displayed.

© 2022 Intuit Inc.
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Navigation

Profit and Loss

This section of the
Dashboard provides a
graphical view of your net
income, income, and
expenses for the last 30

days.

Click the drop-down arrow
next to Last Month to
change the period for

which the data is displayed.

SALES Last fiscal year ~

$821,469.00

Total sales w—Sales

No vV

© 2022 Intuit Inc.

PROFIT AND LOSS Lastyear W

$198,667

Net income for last year

Income

Expenses

Sales

The Sales section of the
Dashboard displays a
graphical view of sales

for the prior month.

Click the drop-down
arrow next to Last
Month to change the
period for which the data

is displayed.
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Navigation

Access and manage bank accounts from the Dashboard. Change the order of how your
accounts are displayed in the Banking Center and dashboard. You can access bank registers

by clicking Go to Registers. You can connect bank and credit cards accounts in the Banking

Center.

BANK ACCOUNTS f
10000 Checking 1234 ° Reviewed
Bank balance $0
In QuickBooks $81,554.98
10100 Payroll 5678 @ Reviewed
Bank balance g0
In QuickBooks $67,284.52
10200 Savings 9101

In QuickBooks $40,033.75
21000 Chase 1125 @ Reviewed
Bank balencs S0
In QuickBooks $24,47203
Connect accounts Go to registers W

Note: The order displayed here will be the same in the Banking Center.

Logo

Click the Logo icon to add your custom company logo from your desktop or hard drive.

JDoe Inflow Heating and Cooling 2022

+
LOGO
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Navigation

+ New

The + New icon in the Left Navigation Bar provides access to data input windows. This is
where you go to Create Invoices, Receive Payments, Enter Expenses, Checks, Bills and more.
Although you will spend most of your time in the Banking Center, you still need to know
how to enter transactions manually.

Click the (+ New) icon to create manual transactions.

CUSTOMERS VENDORS EMPLOYEES OTHER

Invoice Expense Payroll #* Bank deposit

Payment link Check Time entry Transfer

Receive payment Bill Journal entry

Estimate Pay bills Statement

Credit memo Purchase order Inventory qty adjustment
Sales receipt Vendor credit Pay down credit card
Refund receipt Credit card credit

Delayed credit Print checks

Delayed charge

Show less

Tip: Always enter data from “top to bottom, left to right’ to avoid missing fields that require

information.

Additional icons include Help, Search, Notifications and Settings Gear and Sign out. Click
the Help icon to address questions for specific areas of QuickBooks®. Click the Bell icon to

view recent notifications.

@OHp Q 3 & O
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Navigation

Search Icon

The Search (magnifying glass) icon at the top of the Dashboard will allow you to easily

search recent and historical transactions.

Click the Search icon. Q N @ 0

Enter a transaction number, date, amount, etc. for a simple search.

Q Search *

RECENT Invoice 3033 | Ocean Breeze Athletic Center | 1/15/21 | $3,087.09
SEARCHES

Payment | Houze Custom Homes | 1/4/21 | $80,000.00

Deposit | 2/5/21 | $223,061.27

Bill | Chiller HVAC Parts House | 2/10/21 | $969.61

‘ View more

Click Advanced Search to filter specific transaction types and more. Click the down-arrows

to the right of All transactions, Reference no. or Contains. to access additional search

View more t

A W tonavigate enter toselect  esc to dismiss  Advanced Search

options

Search ‘A”Transections v ‘

‘ Referenceno. v H Contsing ‘ A H 5478

Note: The Search feature is widely utilized by users. It is important to know how to access

and use this feature.
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Navigation

Gear lcon

Click the Gear icon at the top right of your Dashboard to access company default settings,

lists, and tools.

YOUR COMPANY
Account and settings
Manage users
Custom form styles
Chart of accounts

QuickBooks labs

LISTS

All lists

Products and services
Recurring transactions
Attachments

Custom fields

Tags

TOOLS

Order checks (]
Import data

Import desktop data
Export data
Reconcile
Budgeting
Auditlog
SmartLook

Resalution center

PROFILE
Feedback
Refer a friend
Privacy

Switch company

You're viewing QuickBooks in Accountant view. Learn more

© 2022 Intuit Inc.
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Navigation

There are two ways to view the left navigation bar. Click the Gearicon, . 0 @ e

Click Switch to Accountant or Business view. The business view changes the word

“banking” to “transactions” and adds the Cash Flow feature.

Left Navigation Bar

Business View

@ quickbooks

Get things done
Business overview
Banking
Get paid & pay

s & customers
Payroll
Bookkeeping
Taxes

Apps

Left Navigation Bar

Accountant View

infurt

P quickbooks.

Dashboard >
Banking

Sales

Cash flow
Expenses
Projects

Payroll

Time

Reports

Taxes

Mileage
Accounting
My accountant
Apps

Live Bookkeeping

Note: We will use Accountant View vs. Business View for the remainder of this training.

Your subscription may look slightly different depending on which version you are using. It is

also possible updates have been released.

© 2022 Intuit Inc.
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Navigation

Cash Flow

Cash flows are the net amount of cash and cash-equivalents being transferred into and out
of a business. As a business owner, cash flow management and the use of cash flow best
practices is critical.

Do you have enough each week to pay bills, debts, owner pay and more? Many business
owners confuse net profit and cash flow. It is important to maintain a healthy cash on hand
balance. You can accomplish this by consistently moving a percentage of all sales to your
savings account and implementing cash flow best practices.

Click Cash Flow from the Left Navigation Bar -> Overview tab.

Click icons, words in blue, and drop-down arrows to explore links to additional information

related to cash flow management.

Cash flow
Overview QuickBooks Checking Planner
Cash f|0w Give us feedback
CASH FLOW ()
12 months v
$o ( li Money in/out 7 Cash balance >
— Cashbalsnce .- Projected
Current cash balance
TODAY
$1
$1
$1
$0
$0
50 G
JUN JuL AUG SEP ocT NOV DEC JAN FEB MAR APR MAY

Note: While this feature will not be reviewed in detail in this training, we highly

recommend you invest time to learn about the cash flow tool.
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Section 1 Practice Test

1.

Which QuickBooks® Online subscription is most popular?
a) Self-Employed
b) Plus
c) Essentials
d) Advanced

2.  Which of the following features are included in the PLUS subscription?
a) Includes up to 5 users and 2 accountants
b) Includes inventory tracking
c) Includes project tracking
d) Allthe above

3. What is the recommended browser for QuickBooks Online?
a) Internet Explorer
b) Firefox
c¢) Chrome
d) None of the above

4. When looking at the dashboard, which actions can you take?
a) Review banking transactions
b) Add a new customer
c) Review expense totals from the previous month
d) All the above

5. To locate a transaction that was previously entered, where do you go?
a) +Newicon
b) Gearicon
c) Searchicon
d) None of the above
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Section 1 Case Study Activities

1. Review Video Links: Ctrl + Left Click

Versions of QuickBooks Online

Billing and Subscriptions

Multiple Windows

2. Explore Additional Features:
1. Chrome
2. Multiple Window
3. Mobile App
3. Verify your Subscription:
Verify access to your free subscription of QuickBooks Online. This file does not contain
data. You should have received an invite from your Instructor and completed the signup
process. Refer to Section One Student Setup if you need help.
4. Student Setup: (Use the following Information)
* Your First Initial Last Name (i.e., JDoe Inflow Heating and Cooling)
* Tax Federal Identification Number (FEIN) 12-3456789
* Tax Form: Sole proprietor (1040)
¢ Email: Intuiteducation@intuit.com
* Phone: +1 6509446000
* Website: intuit.com/partners/education-program
* Address 7535 Torrey Santa Fe Rd, San Diego, CA 92129
5. Dashboard — Getting things done: Click the different icons to see where they lead.
6. Dashboard — Business overview: Click where there is a word in bolded color, an icon, a

drop-down arrow, etc.
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https://vimeo.com/421173953
https://vimeo.com/421173986
https://vimeo.com/421173953

Section 1 Case Study Activities

7. Review Video Links:
Navigation Bar
Use Search

Use Advanced Search

Gear Button

New Button
8. Navigation Bar - Click on the following Centers and explore. Become familiar with
moving around the Centers:
a. Expenses -> vendors
b. Sales -> customers
c. Reports
d. Taxes
9. Search: Become familiar with search filters.
10. Gear: Explore the different options.
11. + New - Click the following menu options and become familiar with the different fields
per window:

Invoice

o

Receive Payment
Estimate
Expense

Check

Bill

Pay bills

> m -~ o a9 O

Purchase Order

Sales Receipt
j- Invoice
k. Credit Memo
|. Bank Deposit
m. Transfer

n. Journal Entry
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https://vimeo.com/421583006
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Online Foundations Training

SECTION 2:
SET UP YOUR NEW
QUICKBOOKS® ONLINE COMPANY

Objectives

Account and Settings
Manage Users

Lists

Chart of Accounts
Practice Test

Case Study Activities
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Section 2 Objectives

Upon completion of Section 2 each participant will be familiar with:

* How to manage account and settings default preferences.

* How to set up and manage users.

* How to import and manage lists.

* How to set up and use the Chart of Accounts, and how it connects to all

transactions.

In the last section, we helped Josh walk through the first steps of setting up a new company
in QuickBooks Online, learned how to import lists, and successfully navigate the app. Our
next step is to gain an understanding of Account Settings and how custom and default
settings work. Most problems that arise in accounting applications directly relate to an
incorrect setup; Accounts and Settings plays a critical role in the accuracy of financial

reports.

Once optimal settings are established for Inflow, let’s move on and set up users in the
system. The app provides the ability to limit what each user can access, an important fraud
prevention component. After you set-up users, set up the Products and Services list, a
critical element of QBO as it integrates with sales forms, inventory, the all-important Chart

of Accounts and far more.

The Chart of Accounts, an organizational tool that provides the business owner with a
breakdown of every financial transaction in the company, deserves intense focus. It is the
basis upon which a solid financial foundation is built. This is a foreign concept to Josh, and
he does not fully understand its importance or how to use the information to improve
financial performance. Let’s remove the “intimidation factor” and provide the training he

needs to confidently interpret his numbers and the story they tell.

Upon completion of this section, Josh will be excited to learn that much of Inflow’s

bookkeeping process can be automated, saving the company considerable time and money.
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Account and Settings

Use Account and Settings to turn on/off QuickBooks® Online features. It is important to
turn off features you will not be using because it creates less fields during the input process.
It is OK to turn on features as the need arises. This creates more efficiency and less guess
work.

Although it is simple to turn settings on and off, it is important to set up your company
settings and data correctly. Seek help from your Instructor/Advisor if you find you are

“guessing.”

Click the Gear icon to review, edit, and turn on/off settings.

Click Account and Settings. YOUR COMPANY S

Click the Company tab in the left menu bar, ,
Account and F2lgs Billing & Subscription
then click the setting you choose to edit or )

Manage users

. - . . 1
click the pencil on the right side of the screen. Jesge
Custom form styles
Sales
Chart of accounts
Expenzes

QuickBooks labs

Company Name
Add a customized logo, verify your company name, or add a legal name and EIN to match

the information on the company tax return. Click Save anytime you change settings.

Company name

Company name JDoe Inflow Heating and Cooling 2022
Legal name
EIN XX-XXX6789
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Account and Settings

Company Type

Select the legal entity type you will use when filing your tax return, then select industry

type. Click Save.

Company type
panyYe Tax form

Industry

Contact Info

Verify or edit contact info. Click Save.

Contact info )
Company email

Customer-facing email
Company phone

Website

Address

Verify or edit your company address. Click Save.

Address
Company address
Address iz
Customer-facing address
Address

Legal address

© 2022 Intuit Inc.

Sole proprietor(Form 1040) ¥

“' Cancel I m

intuiteducation@intuit.com

+1 6509446000

intuit.com/partners/education-program

7535 Torrey Santa Fe Rd, San Diego, CA 92129
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Account and Settings

Communications with Intuit

Click Marketing Preferences to allow or disallow promotional offers from Intuit.

Communications with

: Marketing Preferences
Intuit e

Billing & Subscription

) ) ) Cormpany
This section does not require any changes.
Usage Billing & Subscription
Click the Usage tab in the left menu bar.

Uzage

This is where you monitor users and

account categories limits. If you reach the limits, -
=3les

you will be required to upgrade your subscription.

Usage limits

These are your usage limits for QuickBooks Online Plus. Need more room?

Upgrade to a plan with more capacity. Find out More about Usage Limits

Billable users @ 20F5
. ]

2 user(s)

Chart of accounts @ 60 OF 250
L)

60 account(s)

Classes and locations @ 7 OF 40
L ]
4 class(es) and 3 locations

0 OF 40

Tag Groups
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Account and Settings

Sales Billing & Subzcription
Click the Sales tab in the left menu bar. Usage

Click the setting you choose to edit or

click the pencil on the right side of the screen. o=

Customize

Click Customize Look and Feel to customize invoices, estimates, and sales receipts.

Customize A L -
Customize the way forms look to your customers Customize look and feel

You can edit the existing standard template or create a new custom template.

Click New Style. Select Style and choose the type of sales form you would like to customize.
Select a template, add a title and logo, choose a color scheme, and preview the form.

Let’s choose invoice for this example.

Custom form styles
<Al lists
NAME FORM TYPE LAST EDITED ACTION

Progress invoicing optimized template - 4-0-2022- nvoice (defsult) 01/04/2022 Edit V

Standard Defsult 11/05/2021 Edit VvV

© 2022 Intuit Inc. QuickBooks Online Foundations



Account and Settings

Select the Design tab to change your invoice template, add a logo, modify color schemes,

change font sizes, or print a sample.

Select the Content tab and then click on invoice Form to change the header, form name

and numbers, displayed information, or to add a customer field.
Select the Emails tab to change the outgoing email subject and default message.

Note: Do not overlook the Reminder Email feature.

Click Preview PDF to review the sales form or click Done.

G

Progress invoicing optimized template - 4-0-2022-1
Dive in with a template

6 Add your unique logo

bl Splash on some color

Ff Get choosy with your font

When in doubt, print it out
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Account and Settings

Sales form Content

Click Sales Form Content to select and turn on/off settings for sales forms.

Preferred Invoice Terms sets the default payment date. "Net 30" means payment is due 30
days from the date used to create the invoice.

Preferred Delivery Method allows you to set a preferred default to print or send sales

forms later.

Sales form content Preferred invoice terms (® Net 30 v
Preferred delivery method (%) None v
Shipping @ -
Custom fields

Go to Settings > Lists > Custom Fields to manage your custom fields.

Custom transaction numbers ®

o
Service date @ [ @

Shipping adds a shipping field to sales forms.

Custom fields can be added and managed in Gear settings -> Lists -> Custom fields.
Custom Transaction Numbers allows you to choose your own numbering system.
Service Date creates a service date field. This tracks the dates services were performed

when they are different from the invoice date.

Note: When you turn on the Shipping feature, be sure to add the default shipping account

category in the Advanced->Chart of Accounts Settings.
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Account and Settings

Discounts reduce the amount of the invoice or sales receipt; amounts can be set as value or
percentage.

Deposit adds a deposit field to Invoices and allows you to offset the balance owed with
amounts paid before the service was completed.

Note: What do you know about discounts? Also, once you turn on Discounts, you will need
to add a discount account in the Advanced -> Chart of Accounts Settings.

Tips and Gratuity- Adds a tips field to Sales Forms. Select (Just Me) to record tip income or
select (My Team) to track tips that need to be paid out to your team.

Tags allow you to create tags and tag groups to customize the way you track information.

(Recommended feature we will cover in more detail later in the training.)

Discount Off
Deposit On
Tips (Gratuity) Off
Tags On

Note: Once you turn on Tips and Gratuity, you will need to add a Tip Income (Just Me)
account or Tips Payable (My Team) account in the Accounts and Settings->Advanced->Tips

Payable Account.

Who's receiving these tips?

Mast businesses share tips with their team. If you're self-employed, select
“Just me”, and we'll count your tips as income. You can always edit this in
Advanced Settings if you need to.

(o 4 Y e
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Account and Settings

Products and Services

Click Products and Services to turn on/off desired settings.

Show Product/Service column on sales forms adds a column so you can choose from the
list of products or services.

Show SKU column allows you to track products and services by SKU number.

Turn on price rules allows you to provide discounts for specific products to certain
customers for a specified amount of time.

Track quantity and price/rate adds a field to show quantities and pricing on sales forms.

Track inventory quantity on hand allows the tracking of products you buy, store and sell.

Products and services Show Product/Service column on sales forms On
Show SKU column On
Turn on price rules Off
Track quantity and price/rate On
Track inventory quantity on hand On
Late Fees

Late Fees allow you to automatically apply a flat fee or percentage to outstanding invoices.
Select “Default charge applied to overdue invoices” to turn this feature on. Select Flat fee or
Percentage of remaining balance and continue to select the required information. Click

Save.

Late fees Default charge applied to overdue invoices Off

Appears as a line under Product/Service on the invoice,

and applies to all customers. Learn more
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Account and Settings

Progress Invoicing
Progress Invoicing allows you to create multiple partial Invoices from a single estimate.

(This feature is great for contractors providing services for new construction.)

Progress Invoicing Create multiple partial invoices from a single estimate On

Messages

Click Messages to add a default email message sent with Sales Forms, Invoices, Estimates,
Credit Memos, Sales Receipts, Statements, and Refund Receipts.

Click Email me a copy to receive a copy of emailed Sales Forms. You can include a Cc or Bcc

email as well.

Messages Default email message sent with sales forms

Use greeting

Sales form @

Use standard message

Email subject line

Dear -

‘[Full Name] ~ ‘

Invoice [Invoice No.] from Sushi Coma

Email message

Here's your invoice! We appreciate your prompt payment.

Have a great day,

Sushi Coma Inc

# |:| Email me a copy at Intuiteducation@intuit.com

Copy (Cc) new invoices to address

# | Ce (Separate multiple emails with a comma) ‘
Blind Copy (Bec) new invoices to address

Bec (Separate multiple emails with a comma) ‘
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Account and Settings

Your default message sent with Sales Forms can be changed when creating Estimates,

Invoices and other Sales Forms.

Messages Default email message sent with sales forms
[V] Use greeting| Desr v || [Full Nsme] +
Salesform @
Email subject line

Invoice [Invoice No.] from JDoe Inflow

Note: A default email message sent with Reminders is also available.
Click Reminders to change the default subject and email message. Turn on Automatic

invoice reminders and let the system do the work for you.

Reminders Default email message for invoice reminders v

Automatic invoice reminders (:)

Automatic email reminders only apply to new invoices. Turning off automatic reminders

removes them from all invoices.

Reminder 1 (3 day(s) before due date) Oft v
Reminder2 (On due date) off «
Reminder 3 (3 day(s) after due date) Off v
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Account and Settings

Online Delivery
Click Online delivery to attach sales forms as a PDF, show summary or detail, and change

your email text preference.

Cnline delivery Email options for all sales forms

@ Show short summary in email

Show full details in email

PDF Attached

Additional email options far invoices

Plaintext -

Statements

Click Statements to change settings to display all your customers’ unpaid transactions by a
single line item or include detail. Show aging table displays outstanding balances by days
delinquent at the bottom of the statement. Send a courtesy statement when customers are

no longer current. Click Save->Done in the bottom right corner.

Statements @ List each transaction as a single line (®

List each transaction including all detail lines

Show aging table at bottom of statement (&) D

m

© 2022 Intuit Inc. QuickBooks Online Foundations



Account and Settings

Sales

Expenses

Expenses

Click the Expenses tab in the Account and Settings

Fayrments

menu bar and then click the setting you choose to edit

Time

or click the pencil on the right side of the screen.
Advanced

Bills and Expenses

Click Bills and expenses to turn on/off settings, add columns on forms, and track expenses.
Show Items table on expense and purchase forms adds products column to forms.

Show Tags field adds a field that allows you to track transactions using tags and tag groups.

Track expenses and Items by customer adds a column to track transactions by customers.
Make expenses and items billable adds a column to track expenses billable to the
customer and provides an option to add a default markup rate. Simply mark expenses as
billable; when creating the invoice, a message will appear showing billable expenses. You

can select the expense and populate them directly on the invoice.

Default bill payment terms is used to set default terms for bills, such as net 30.

Bills and expenses Show Items table on expense and purchase forms ©Cn
Show Tags field on expense and purchase forms ©On
Track expenses and items by customer On
Make expenses and items billable Off
Default bill payment terms Due on receipt

Note: Know where to turn on billable expenses and items. This creates a column on
purchase forms to mark Expenses billable to your customers. When you create an invoice

billable expenses will appear and allow you to populate them directly to the invoice.
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Account and Settings

Purchase Orders

Click Purchase orders to turn on/off Use purchase orders and create custom fields.
Purchase orders are used to track product purchased from vendors. This is helpful when
tracking open orders for inventory and in comparing costs to actual bills.

Custom fields allows you to add extra fields to purchase orders to track information using
custom reports.

Custom transaction numbers allows you the option to use your own numbering system. If
this is not checked, QuickBooks® Online will automatically assign a number.

Default message on purchase orders adds a default message to all purchase orders. This
can be changed when adding new purchase orders in QuickBooks® Online .

Copy estimates to purchase orders provides the ability to copy an estimate to a purchase
order to track product purchased from vendors. Note: Click Messages to change outgoing

email messages specifically for purchase orders. Click Save -> Done.

Purchase orders Use purchase orders ()
Custom fields

Go to Settings > Lists > Custom Fields to manage your custem fields.

Custom transaction numbers @ ()

Default message on purchase orders

Messages Default email message sent with purchase orders
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Account and Settings

Payments Tab

This setting allows you to connect Intuit merchant services to your QuickBooks Online
company file. You or your customers can enter details and pay their invoice with a credit
card or bank transfer. QuickBooks Online automatically records the payment transaction for

you. The merchant fee is processed as a separate transaction.

QuickBooks Payments Get paid mare ways, fast! TGS

= Take credit cards or bank transfers

« Accept payments through QuickBooks, emailed invoices, and
mobile

» QuickBooks automatically updates when you're paid

Existing account If yau already have a Payments account with Intuit (you may know it as i

GoPayment or Merchant Services), connect it to your QuickBocks.

Time
Click the Time tab to turn on/off time features. Basic time is included in your QBO
subscription plan. However, you can upgrade to Premium or Elite. Click See Plans to learn

more.

General Who tracks time 0 team members
First day of work week Monday
Timesheet Show service field off
Aliow time to be billable Off

Note: We will not activate the time feature for this training.
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Account and Settings

Advanced

Click Advanced in the Account and Settings menu bar and then click the setting you choose
to edit or click the pencil on the right side of the screen.

Click Accounting to turn on/off and change settings.

First month of fiscal year is usually January, based on the calendar. Some companies use a
different month to start their fiscal year.

First month of income tax year lets you click the drop-down arrow to select January or
Same as fiscal year.

There are two Accounting methods for running reports: accrual and cash.

If you use Accounts Receivable and/or Accounts Payable in QuickBooks® Online, then you

should choose the Accrual basis. If not, then use the Cash basis.

Accounting First month of fiscal year January
First month of income tax year Same as fiscal year
Accounting method Accrual
Close the books 12/31/2020

Close the books is a great feature that allows you to close a period and assign a

password. Turning on this setting triggers a warning box that prevents users from changing

historical data, especially important when sales, payroll, and tax returns have been filed.

Close the books (2) [ @)

Closing date

12/31/2020

@

‘ Allow changes sfter viewing 8 warning ¥
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Account and Settings

Company Type
Tax Form
Click the Tax form drop-down list to select the entity type used when filing your

company’s tax return. If you are unsure about this, contact your Accountant.

Company type Tax form Sole proprietor (Form 1040)

Chart of Accounts

Click Chart of Accounts to turn on/off account numbers and assign default income
accounts. This allows business owners to organize their Chart of Accounts categories in a
way that is meaningful to them. Here is where you assign specific account categories for

discounts and tips payable.

Chart of accounts Enable account numbers (2) [ @

\Z] Show account numbers (2

Tips account (@ v,

li Cancel ; m

Note: You may need to create the categories in the Chart of Accounts, or re-visit this

setting once you have populated and cleaned up the Chart of Accounts.
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Account and Settings

Categories

Classes
Assign classes to transactions in order to gather data and review reports that display

income and expenses by class.

For example, Inflow tracks sales for commercial, residential and new construction. They
need to record sales to clearly see how each aspect of the business is performing. This

feature allows them to review a Profit & Loss by class.

Click the appropriate box to turn on Track Classes. Then click “Warn me when a transaction
isn’t assigned a class.” This will create an alert when the Training entry is missed during the
data entry process.

Assign Classes gives you the option to assign classes to a transaction or to individual line
items.

Categories Track classes () ()

Warn me when a transaction isn't assigned a class

Assign classes

‘ Oneto each row in transaction ¥

Track locations (@ ()

Location label

Locations
Track locations is used to gather data for a specific location, department, property, etc. For
example, Inflow uses locations to track sales by county or sales by property address. This

provides the ability to review a Profit & Loss by location.
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Account and Settings

Automation

Click Automation to turn on/off settings for pre-filled forms, apply credits, and more.
Pre-fill Forms with previously entered content fills form fields with memorized content
from prior vendor, customer, and employee transactions.

Automatically apply credits posts outstanding credits to newly created invoices.
Automatically invoice unbilled activity creates an invoice for tagged transactions waiting to
be billed to a customer. When the invoice is generated, an alert is sent to the activities
section of the Dashboard.

Automatically apply bill payments applies bill payments to the oldest open bill first.

Automation Pre-fill forms with previously entered content Off
Automatically apply credits Off
Automatically invoice unbilled activity Off
Automatically apply bill payments Off
Projects

Turning on Projects allows you to organize all job-related activity in one place. It allows you

to review all Sales, Expenses, and Time by Project. Here we can track information from a

cost perspective.

Projects Organize all job-related activity in one place Cn

Currency (Leave it turned off)

Multicurrency lets you track transactions in foreign currencies. Use it only if you have bank
accounts, customers, or vendors that do not use your home currency. Otherwise, select the
default, Home Currency. Warning! Once you select a home currency, you will not be able

to change it to another option.
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Account and Settings

Other Preferences

Click Other Preferences to turn on/off and edit settings that trigger warnings and
formatting preferences.

Date format is a preference with several options.

Number format is a personal preference.

Customer label reflects the type of customers you service or sell to. The label you choose
will appear on the Navigation Menu Bar and transactions related to customers, such as
invoices, sales orders, credit memos, etc.

Warn if duplicate check number is used populates a warning box when a duplicate check is
entered.

Warn me when | enter a bill number that’s already been used for that vendor populates a
warning box when a duplicate number is used.

Warn if duplicate journal number is used populates a warning box when a duplicate
journal entry number is used.

Sign me out if inactive for a period. It let's you choose between 1 and 3 hours.

Click Save -> Done.

Other preferences Date format MM/dd/yyyy
Number format 123,456.00
Custorner label Customers
Warn if duplicate check number is used On
Warn me when | enter a bill number that's already On

been used for that vendar

Warn if duplicate journal number is used On

Sign me out if inactive for 1 hour

Note: The default label is Customers, we have changed it to Clients in Other preferences.
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Manage Users

When inviting users, you can establish the level of access a user has to your company data.
Maintaining user access is important to implement checks and balances and view activity by

user. This can serve as a training tool to address and avoid common errors.

Click the Gear icon. @Qupr Q N & @

Click Manage Users.

Select the Users tab to add and customize a user or select the Accounting Firms tab to
invite your accountant. The initial user is known as the primary admin. If you want to
transfer this role to another user, set them up as an admin user and use the action drop-
down menu to transfer the rights to the new user. The new user will receive an email

notification.

Users(@  Accounting firms @

X

| Find by name | Add user

e

NAME EMAIL USER TYPE STATUS DATE ADDED BILLABLE ([ ACTION

Mo data available

Note: This is informational only. We will not invite users during this training. You can click

through the steps and exit when asked for user information.
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Manage Users

Click Add User to add a new User.

Standard User allows you to select which areas a user can access (included in billable
users).

Company admin allows access to all areas of QuickBooks® Online Plus (included in billable
users).

Reports only will allow users access to most Reports only will allow User's access to most
reports; the exceptions are Payroll and Contact info. They do not count toward your User
limit.

Time Tracking only limits users to entering their time. They do not count towards your User
limit.

Click Next and follow the screens until you have successfully added a User.

Add a new user

Select user type

These count toward your user limit.

@ Standard user

You can give them full or limited access, without edmin privileges.

(::) Company admin

They can =22 and do everything. This includes sending monsy, changing passwords,

end edding users. Mot everyens should be an admin.

These don't count toward your user limit.
(::) Reports only

They can see &ll reports, except enes that show payroll ar contact info.

(:::} Time tracking only

They can edd their own time sheets.

Note: You can invite 5 users and 2 accountants using the Plus subscription.
Use the edit feature in the user list to transfer the primary (master) admin from one user to
another. Billable users include Admin and Standard users.
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Manage Users

Continue to click Next until you complete the Add User process.

Note: A box appears with a list of access rights based on your selection.

Add a new user

Select access rights

How much access do you want this user to have?
(@) All
) None

() Limited

For those with a Plus subscription, you will have the ability to set the administrative rights

for specific users.

Add a new user

Select user settings

Do you want this user to add, edit, and remove users?
() Yes

(@) Mo

(:::) View only

Do you want this user to edit company info?
() Yes

(®) No

Do you want this user to manage subscriptions?
() Yes

(@ No

(:::) View only
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Manage Users

Enter username and email information; an invite will be sent to the user, and they can

accept the invite and create a password.

First name

Last name

Email

This will be their user id.

Note: To invite an accounting firm with administrative rights to your company data,
from the Manage Users main screen click Accountants if your Accountant subscribes to
QuickBooks® Online Accountant.

Enter your Accountant’s email address and ask your Accountant to accept the invite.

An accountant can be your best business partner
M ana g e users Make it easy to work together. Invite yours to your QuickBooks.

Invite

Your accountant and members of their firm will have admin
access to your company data.

Users@  Accounting firms @
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Lists are one of the basic features of QuickBooks® Online. A list is a series of like information

compiled into an organized directory. This helps save time and ensures that information is

entered consistently and correctly.

@ Help

Click the Gear icon.

Q @

Click All Lists -> Select the list you would like to maintain.

Lists

Chart of Accounts

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

Recurring Transactions

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

Products and Services

Displays the products and services you sell. From here, you can
edit information about a product or service, such as its
description, or the rate you charge.

Product Categories

A means of classifying items that you sell to customers.
Provide a way for you to quickly organize what you sell,
and save you time when completing sales transaction
forms.

Locations

You can use locations to categorize your transactions by different
parts of your company.

Custom Form Styles

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

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

Terms

Displays the list of terms that determine the due dates for
payments from customers, or payments to vendors. Terms
can also specify discounts for early payment. From here,
you can add or edit terms.

Classes

Displays the classes you can use to categorize your
accounting transactions.

Attachments

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

Custom Fields

Sort, track, and report the information that matters to you.
Add custom fields to your forms so that you can capture
more business-related info.
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Importing Lists

You can import list information from Excel or Google Sheets to save time. You can import
customers, vendors, accounts, and products and services. You can download a sample file

to see how to set up your import file.
Click Gear icon -> Import data.

Click on the icons to access and download the sample CSV, Excel, or Google template. You

can download or preview a sample file to get started.

Import Data

Bring your existing data into QuickBooks

@ O

Bank Data Clients Vendors Chart of Accounts Products and Services

First time importing your Chart of Accounts?

s All your Chart of Accounts information must be in one file

* The top row of your file must contain a header title for each column of information

Select a C5V or Excel file to upload Select Google Sheet
Upload an EXCEL or CSV file | [ Browse I Connect Google Sheets™ web-based spreadsheet program ‘ [ Connect |
Download a sample file 44 Preview a sample

©2018 Google LLC All rights reserved. Google and the Google logo are registersd trademarks of Google
Lc.

Note: What type of lists can be imported? Review above.
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The Big Picture of Why This Training Is

Important

Accurate Numbers

The bookkeeping function is a critical component of a firm’s success.

Many business owners underestimate the importance of good numbers and how to put
them to work to improve company performance. Having accurate, real-time financial data
and the knowledge of how to put them to work for a company is a powerful component of

business success.

QuickBooks is designed to help you with everyday organization, from organizing expenses,
to connecting bank and credit card accounts for automatic downloads, to categorization
and far more. As we will demonstrate, the software automatically tracks inventory on hand
and per-item cost so you can keep a better handle on productivity and profit margins,
among other things. In addition, it provides real-time data with one-click reporting that

explains how the business is performing.

QuickBooks can help a business control cash flow. The software automatically stays on top
of who owes what and will even email overdue customers. Automated invoicing and more,

will streamline processes, dropping more to the bottom line.

As you can see, learning how to take advantage of important features of accounting

software can mean the difference between success and failure in a business.
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Chart of Accounts

The Chart of Accounts is a list of categories that make up your Balance Sheet and
Profit & Loss Statements. Every transaction entered in QuickBooks® will post to the
accounts list. This is how data is compiled to produce important reports used to manage a

business.

Balance Sheet
Assets (what your company owns): Bank Accounts, Petty Cash, Fixed Assets (equipment or
vehicles), Inventory, Undeposited Funds (payments from customers waiting to be
deposited).
Liabilities (what your company owes): Accounts Payable, Loans, Sales, Payroll Taxes.
Equity (the net worth of your company): Money that owners contribute to or draw from
the business and an accumulation of net profits and losses from the start of the business to

present or sale.

Profit & Loss
Income (what you have earned): sales of Products, Labor, Interest, Rental Income,
Materials, etc.
Expenses (what you have spent): Office Expenses, Wages, Professional Fees, Rent, Utilities,
etc.
The Profit & Loss Statement shows the net loss or gain for a period. At the end of a
calendar or fiscal year, the net profit or loss rolls into the Equity section of the Balance

Sheet.

Note: Keep your Chart of Accounts simple. Add new accounts when you need to track
specific information. Use reports to customize information within an account. Discuss

account changes with your accountant. Start by adding bank and credit card accounts.
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Chart of Accounts

Manage Accounts
YOUR COMPANY

. . Account and setfings
Click the Gear icon -> Chart of Accounts or

Manage users
Left Navigation Bar -> Accounting -> Chart of Accounts.
Custom form styles

Chart of accounts

Click View Register to manage transactions for a specific account.
CQuickBooks Labs

Click the drop-down list to edit, make inactive, or run reports.

Click the header name to sort by column.

Chart of Accounts oy ( RunRepon ‘m

< All Lists

| tter by name or number ||An M

NUMBER I NAME TYPE & DETAILTYPE QUICKBOOKS BALANCE = BANK BALANCE

10000 10000 Checking 1234 Sy Bank % Checking 195,406.32 View register (=]

Edit
10100 10100 Payroll 5678 Bank Checking 36,886.49

/ Make inactive (reduces usage)
10500 10500 Savings 9101 Bank Savings 40,000.00

Run report

Type an account name in the Filter by name field to search for an account.

Select Show all or categories that count towards your usage limits.

Click the pencil icon to edit multiple Chart of Account names.

Click the printer icon to print a list of your Chart of Accounts.

Click the Gear icon to add/remove display columns, change the number of rows, or include

inactive accounts.

Note: Verify your account numbers account numbers are turned on in Accounts and

Settings.
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Chart of Accounts

Add Accounts

o) QD)

‘ Import ‘

Click New or the drop-down list to

add an account or import from a .csv file.
Create a new account and name it Ask My Accountant. Set the Account Type to Other
Expense and the Detail Type to Other Miscellaneous Expense. Change the account name
to “Ask My Accountant”.

This will position the account at the bottom of your Profit & Loss Statement, where it will
stand out as a reminder to address or research questionable transactions before processing
financials for the month or year. Click Save and New to add another account or Save and

Close to return to the Chart of Accounts list.

Account
Account Type *Name
Other Expenze - ‘ Azk My Accountant |
* Detail Type Mumber
Other Miscellansous Expense A | 09299 |
Amortization 1 .| Description
Depreciation | Flagged to revisw with your accountant. |

Exchange Gain or Loss
Gas And Fuel |:\ ls sub-account
Homs Office Enter parent account v
Homesowner Rental Insurance
Meortgage Intarest Home Office
Cther Homes Cffice Expenses

Other Miscellansous Expansa

Note: Home Depot and Walmart are not account categories. They are vendors used to

purchase supplies and materials (supplies and materials are account categories).
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Chart of Accounts

Add Bank Accounts

Account Type

Bank -

Click New from the Chart of

Accounts List. Accounts receivable (A/R)

Cther Current Asssts

Bank
Select the Account Type from

Fixed fAssets
the drop-down menu.
Other Assets

Accounts payable (AP

In this example we are setting )
Credit Card

up a new bank account. Cther Current Lisbilitizs

Long Term Liabilitiss

Equity

Incame
Select the appropriate
Detail Type.

* Detail Type
Each Account Type has a Checking v
specific detail type list to Cash on hand
select from. Chacking

Maonsy Markat

. . X Rents Held in Trust
Being consistent with type

. o . Savings
choices is important in case
Trust account

you need to merge

accounts in the future.
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Chart of Accounts

Edit Account

From the Chart of Accounts list locate the Account you would like to edit.

In this example: The Loan Payable is a five-year vehicle loan and should be categorized as a
long-term liability. Current liabilities are usually paid within a year; examples are sales and

payroll taxes, lines of credit etc.

Arizona Dept. of Revent Other Current Lishi... | Sales Tax Payabls

Board of Equalization Pi Other Current Lisbi... | Sales Tax Payable

Loan Payabls Other Current Lisbi... | Other Current Liabi...
From the Action Menu column, click the drop-down list->Edit. Edit

Maks inactive (reduces usags)

Fun report

Use the Account Type drop-down list to change the type from Other Current Liabilities to
Long Term Liabilities. Change the Detail Type to Notes Payable and change the name and

description to be more specific. Remember to click Save and Close.

Account
Account Type *Name

Long Term Liabilities A ‘ Note Payable - SBA ‘
*Detail Type Number

Motes Payable hd ‘ ‘ 27000 ‘

= Description
Use Notes payable to track the amounts ‘ ‘

your business owes in long-term (over
twelve months) loans.

For chorter loans, use the Other current D Is sub-account

liability account type called Loan

payable, instead. Enter parent account v
Balance
49,763.24
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Chart of Accounts

Make Inactive
From the Chart of Accounts List:

Click one time to highlight the Account you would like to inactivate.

For this example, we will inactivate the Miscellaneous Account.

Miscellaneous Other Expense Other Miscellaneous Expense

Penalties & Settlements Other Expense Penalties & Settlements

Click Make inactive in the action column drop-down list. Run report (v}

dit
An “alert” will pop up and ask you to confirm. Click Yes. -

Maks inactive (won't reduce usags)

o Are you sure you want to inactivate this?

Columns

&

The Miscellaneous Account will no longer appear in the

Chart of Accounts List. However, the Account is technically (] Bank Balance
inactive and will appear on the list when you choose Other
Include Inactive from the gear icon. [ |include inactive
Rows
150 ¥
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Chart of Accounts

Merge Accounts
Merging accounts is helpful if two or more accounts are being used for the same types of

transactions and you want to combine the transactions into a single account.

Caution: The merge process cannot be undone and is permanent. It is important to confirm
that the merge process will not affect the financial statements used to file tax returns.

It is advisable to discuss the cleanup of your Chart of Accounts with your Accountant or
ProAdvisor before merging accounts.

In this example we have two accounts being used to track accounting expenses.

We will merge Shipping Income with Sale of Product Income from the Chart of Account
Settings window.
Click one time to highlight the account then keep, “Sale of Product Income”

Click Edit from the Action Column drop-down list.

40000 Service Income Income / Service/Fee Income Runreport =

40100 Sales of Product Incom: Income Sales of Product Income Run report E]

Edit
Billable Expense Income Income Sales of Product Income
Make inactive {(won't reduce usage)

Note: The Account Type and Detail Type must be the same for accounts you intend to
merge. When merging sub-accounts, both accounts must be a sub of the same parent

account.
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Chart of Accounts

Highlight the name Accounting and copy (Ctrl + C) the Account name.

Click the Cancel button in the lower left to return to the Chart of Accounts Settings List.

Account
Account Type *Name

Income v Sales of Product Incom
*Detail Type Number

Sales of Product Income A 40100

Description

-

Use Sales of product income to track
income from selling products.

Select the Account “Bookkeeper.”

Click Edit from the action column drop-down list.

Account
Account Type *Name

Income M
* Detail Type Number

Sales of Product Income v

Description

a

Use Sales of product income to track
income from selling products.

Highlight the Name Bookkeeper and Paste (Ctrl + V) to replace “Bookkeeper” with

“Accounting.” Click Save -> Yes.

Please Confirm

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

Sub-accounts

Sub-accounts are a great way to organize your Chart of Accounts when used properly.

It is important to select Sub-accounts in all transactions and avoid using the main Account.
Click New from the Chart of Accounts List.

For this example, we will create Sub-accounts for automobile expenses.

Note: The Account Type is Expenses, the Detail Type is Auto, and the Name is Service.
Click the box Is sub-account and select the main Account Automobile. Repeat the process

to create additional Sub-accounts for Insurance, License, and Service.

Account Type *Name

‘ Expenses hd ‘ Auto Fuel

*Detail Type Number
Auto A ‘ ‘ 60910

Description
Use Auto to track costs associated with ‘

vehicles.

You may want different accounts of this
type to track gasoline, repairs, and s sub-account

maintenance.

M ‘

‘ 60900 Auto Expenses

If your business owns a car or truck, you
may want to track its value as a Fixed

Now that you he Asset, in addition to tracking its Ints for FUE|,

expenses.

License, and Service, tne Lnart or ACCOUNTS SNOUIA 100K IIKe TNIS:

Automobile Expenses Auto
Fuel Expenses Auto
License Expenses Auto
Service Expenses Auto
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Section 2 Practice Test

1. You have finished your year-end review and taxes have been filed. You want to set a
closing date and password. How do you do that?
a) Gear->Account and Settings->Company
b) Gear->Account and Settings->Chart of Accounts
c) Gear->Account and Settings->Advanced->Accounting
d) Gear->Account and Settings->Advanced->Automation

2.  You have a new Accountant. Where would you go to invite your Accountant to your
company file?
a) Gear->Manage users->Accounting firms
b) Gear->Account and Settings->Chart of Accounts
c) Gear->Manage users->Users
d) + New->Vendors

3.  Which list(s) can you import in the PLUS subscription through the import data
window?
a) Chart of Accounts
b) Customers
¢) Products and Services
d) All the above

4.  Which of the following statements is NOT true about Products and Services?
a) Service items can be changed to other types.
b) You can set up Inventory, Non-inventory, Service, and Bundle types.
c) Inventory types can be changed to another type.
d) You can set up and manage categories to group Products and Services.

5.  Which of the following is NOT true about merging accounts?
a) When you merge accounts, all transactions are recorded to the new account.
b) You can undo a merge.
c) You can merge accounts of the same type.
d) To merge accounts, copy the display name on the entry you no longer want to
see.
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Section 2 Case Study Activities

You are now ready to begin the process of setting up a new company in QuickBooks Online!
As previously mentioned, you have been employed by Inflow Heating and Cooling to help
them set up and customize QuickBooks Online and to manage their ongoing bookkeeping

and financial tasks.

Simply follow the steps outlined in this manual. As you progress, you will see the numbers
come to life, gain an understanding into what they mean, and learn how to use themto

improve company performance.

1. Watch the Video Links:

Accounting Terms You Need to Know

Check Your Settings

2. Setup Inflow Heating and Cooling
Refer to the accounts and settings screen shots provided in the training.
Turn on/off default features and follow the screen shots:
Information you will need to fill out the Company Tab:
* Your First Initial Last Name (i.e., JDoe Inflow Heating and Cooling)
* Tax Federal Identification Number (FEIN) 12-3456789
* Tax Form: Sole Proprietor (1040)
* Email: Intuiteducation@intuit.com
* Phone: +1 6509446000
* Website: intuit.com/partners/education-program
* Address 7535 Torrey Santa Fe Rd, San Diego, CA 92129
3. Review Video Links:
Customize Sales Forms
Intro
Look and Feel
Header

Body
Footer and Messaging

© 2022 Intuit Inc. QuickBooks Online Foundations


https://quickbooks.intuit.com/learn-support/en-us/accounts-payable/accounting-terms-you-need-to-know/00/344790
https://vimeo.com/421174046
https://vimeo.com/420436206
https://vimeo.com/420436222
https://vimeo.com/420436244
https://vimeo.com/420436244
https://vimeo.com/420436244

Section 2 Case Study Activities

4. Customize the Inflow Heating and Cooling invoice template - You can choose the style
and colors.

5. Add an Avatar or Logo. (Optional)

6. Review Video Link:

Set Up a New User

How to Invite your Accountant

7. Explore Manage Users:

We will assume Josh is already setup as an admin user. You will not need to
invite additional users for this activity.
8. Review Video Link:

Customer List: Intro

Customer List: Customize

Customer List: Find and Record Transactions

Importing Data from Excel

9. You can choose to add customers manually or import the Customer List Excel file.

a. If you choose to import the list, click Gear Icon -> Import data-> Select Customers.

Import Data
Bring your existing data into QuickBooks /

Bank Data Customers Vendors Chart of Accounts
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https://vimeo.com/420288859
https://quickbooks.intuit.com/learn-support/en-us/manage-users/how-to-give-your-accountant-access-to-your-quickbooks/00/344888
https://vimeo.com/421220757
https://vimeo.com/421220800
https://vimeo.com/421220830
https://vimeo.com/421174122

Section 2 Case Study Activities

b. Upload the Inflow Customer List.xls file. Make sure the file is available on your local

computer or USB Flash Drive. Click Browse -> Select the file -> Click Next.

First time importing customers?

s All your customer information must be in one file
* The top row of your file must contain a header title for each column of information
s Customer Name is the only required field

Select a CSV or Excel file to upload / Select Google Sheet
Inflow Customer List.xls X ‘ Browse Connect Google Sheets™ web-based spreadsheet program ] Connect

Download a sample file 4} Preview a sample

c. Follow the screen shot to Map fields between QuickBooks Online and the Customer

List. Verify all fields with a check mark, then continue to the next slide to complete this

Step.
Map your fields to QuickBooks fields City ‘ City v o
QUICKBOOKS ONLINE FIELD YOURFIELD
Province/Region/State ‘ State v 0
Name Customer ‘ - ‘ o
Company Company ‘ . ‘ Q 2P code ‘ Zp v o
Ernail | Email ‘ M ‘ 0 Country ‘ No Match v
Phone | Phone ‘ A ‘ o .
Opening Balance ‘ No Match v
Mabile No Match ‘ A ‘
Opening Balance Date ‘ No Match v
Fax No Match ‘ - ‘
Website No Match ‘ . ‘ Tax Resale No. ‘ No Match v
Street | Street Address ‘ v ‘ o Customer Type No Mmch‘ v
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Section 2 Case Study Activities

d. Go to the Customer Center and verify your Customer List matches this one. You can

always add customers as you enter sales receipts or invoices.

Note: Sub-customers Property 1 and Property 2 are not included in the import file, you

will add them later in the training.

© 2022 Intuit Inc

Batch actions « ) Search
:C

CUSTOMER / FROJECT « / COMPANY

A1 Property Management

ADDRESS

321 Heinz
El Czjon CA 20219

Property 1
Al Property Management

321 Heinz
El Cajon CA 0219

Property 2
Al Property Management

321 Heinz
El Cajon CA 0219

Eastside General Hospital

7177 Eastside Rd
El Cajon CA $2020

Harbor View Cinema

Harbor View Cinema

321 Sandy Bsach
Chula Vista CA 91902

Houze Custom Homes

Howuze Custom Homes

78755 Highland Village Place
San Diego CA 921207

Kids Schoal
Kids School

s I A I B I

Little Peeples Pediatrics - Dr. Smalley

258 Smart Place
San Diego CA 921207

123 Pebble Rd
El Csjon CA %2020

QOcean Breeze Athletic Center

123 Fit Court
San Diego CA 91911

Service Calls

The Hospital Southern California

12345 West Hwy
El Czjon CA 92019

West Coast Community Hospital

2110 Sandy Beach Avenus
Chula Yista CA 91902

Y O O O O

Wine Coffee & Chocolate Shoppe

1 Business Circle
Chula Vista CA 21902 91902
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Section 2 Case Study Activities

10. Review Video Link:

Vendor List: Intro

Vendor List: Customize

Vendor List: Find and Record Transactions

11. You can choose to add Vendors as you enter Bills and Expenses or Import the Vendor
List .csv file. If you choose the import, complete the following steps.

a. To import the Vendor list, click Gear Icon -> Import -> Select Vendors.

Import Data

Bring your existing data into QuickBooks

Bank Data Clients Vendors Chart of Accounts Products and Services

b. Upload the Inflow Vendor List.xls file. Make sure the file is available on your local

computer or USB Flash Drive. Click Browse -> Select the file -> Click Next.

First time importing vendors?

s All your vendor information must be in one file
s The top row of your file must contain a header title for each column of information
* Vendor Name is the only required field

Select a CSV or Excel file to upload [ Select Google Sheet

Inflow Vendor List.xls X ‘ Browse Connect Google Sheets™ web-based spreadshect program I Connect

Download a sample file {4 Preview a sample
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https://vimeo.com/421220859
https://vimeo.com/421220891
https://vimeo.com/421220923

Section 2 Case Study Activities

c. Follow the screen shot to Map fields between QuickBooks Online and the Vendor List.

Verify all fields with a check mark. Click Next. Verify the list. Click Import.

Map your fields to QuickBooks fields

QUICKBOOKS ONLINE FIELD YOUR FIELD

Name ‘\-"endor A ‘ o
Company ‘ No Match v ‘

Email ‘ Email A ‘ o
Phone ‘ Phone v ‘ o
Mobile ‘ Neo Match A ‘

Fax ‘ No Match v ‘
Website ‘ No Match A ‘

Street ‘ Street Address v ‘ o
City ‘ City v ‘ 0
Province/Region/State ‘ State v ‘ 0
ZIP code ‘Zip v ‘ o
Country ‘ Country v ‘ o
Opening Balance ‘ No Match A ‘
Opening Balance Date ‘ MNo Match v ‘

Tax Id No. ‘ MNo Match v ‘
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Section 2 Case Study Activities

d. Go to the Vendor Center and verify your vendor list matches this one. You can always

add vendors as you are entering bills or expenses.

Vendor

ACH Auto Loans
Apple Store
BTU Energy Inc.

CA DIV
CA Employment Development
Department

Centrifugal Bond Insurance
Chase Bank

Chase CC

Chiller HVALC Parts House
City of San Diego

Cetta T Telephone & Internst
Happy Cans

HFPF Financial LOC

Home Depot

HWAC Continuing Education
Ignitor Trawel Package
Industrial Uniforms Inc.
Internal Revenue Service
Intuit Merchant Services

Intuit QB0 Subscription

© 2022 Intuit Inc.

Josh Hawkins Owner
Josh Hawking, LLC
Lucca Accounting
Mansfield Legal Firm
OAT Auto Insurance
Office Flow Products
PAG Fuel

Plenum Liabilty Insurance
FTAC Security Systems
QuickBooks Payroll
Radiant Advertizing

S0 Garnizhments

5D Trash & Water
Seasonal Tires & Service
Secretary of State

SEER Construction, LLC
The Fish Markst

Thermal £one

Transfer

Wattz WC Insurance

QuickBooks Online Foundations



Section 2 Case Study Activities

Great Job! Let’s continue importing and creating lists.
Josh has narrowed down categories he wants to use to track data in their Chart of
Accounts. Your challenge is to import, add, edit, merge or inactivate categories to fulfill

their request.

The ability to setup, cleanup and manage a Chart of Accounts is an excellent skill set in high

demand in the accounting industry.

12. Review Video Links:

Understanding the Chart of Accounts

Set Up a New Account

Set Up and Use Account Numbers

Introduction to Subaccounts

Create a New Subaccount

a. Import or manually create the Chart of Accounts.
Here is what you need to know:
Your subscription will auto-populate a Chart of Accounts. You can also import a
Chart of Accounts .csv file, which we have provided, or you can manually create the
Chart of Accounts. The accounts with assigned numbers will be used for this Case
Study activity.

b. Click Gear -> Import Data -> Chart of Accounts. Follow the same process as you did

for customers and vendors.

Import Data

Bring your existing data into QuickBooks

Chart of Accounts

Bank Data

© 2022 Intuit Inc. QuickBooks Online Foundations


https://quickbooks.intuit.com/tutorials/lessons/edit-chart-of-accounts/
https://vimeo.com/421221468
https://vimeo.com/420288559
https://vimeo.com/421221518
https://vimeo.com/421221518

Section 2 Case Study Activities

c. Upload the Inflow Chart of Accounts List.csv file.
Make sure the file is available on your local computer or USB Flash Drive.

Click Browse -> Select the file -> Next.

d. Next step is to map your fields as shown in the screen shot.

Map your fields to QuickBooks fields

QUICKBOOKS ONLINE FIELD YOUR FIELD

Detail Type ‘ Detail Type v ‘ o
Account Name ‘ Account Name v ‘ o
Account number ‘Account Number v ‘ Q
Type ‘ Type v ‘ o

e. Select all accounts - > Import.
There are approximately 72 accounts. If a red box appears around an account category,
simply uncheck the box to the left of that category. The red box tells us the category
already exists in your Chart of Accounts or there is an issue with the import process.
Don’t worry! You will address missing or incorrect account categories in the following

steps.
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Section 2 Case Study Activities

Important to note: Your subscription will auto-populate some Chart of Accounts categories.
If you left the industry field blank while setting up your initial Chart of Accounts, it will look
like the screen shot provided. If you were required to add an industry, your Chart of

Accounts will be different than the screen shot. Make sure all account categories match the

import file and only use the accounts with assigned numbers.

Your challenge is to manually add, edit, merge or inactivate accounts as you follow along

with this activity. The next few slides will guide you.

Chart of Accounts
Name Tvpe Deetail Type
Uncategorized Asset gthcr Current Other Current Assets
ssets
Owner's Investment Equity Dwner's Equity
E;I;Z:Z:ay & Personal Equity Owner's Equity
Retained Earnings Equity Retained Earnings
Sales Income Sales of Product Income
Uncategorized Income Income Sales of Product Income
Advertising & Marketing Expenses Advertising/Promotional
Ask My Accountant Expenses Utilities
Bank Charges & Fees Expenses Bank Charges
Car & Truck Expenses Auto
Contractors Expenses Payroll Expenses
Insurance Expenses Insurance
Interest Paid Expenses Interest Paid
Job Supplies Expenses Supplies & Materials
Legal & Professional Services Expenses Legal & Professional Fees
Meals & Entertainment Expenses Entertainment Meals
Office Supplies & Software  Expenses gfﬁcm"(}encra] Administrative
Xpenses
Other Business Expenses Expenses gf]:z:ﬁ:mm] Administrative
Reimbursable Expenses Expenses Supplies & Materials
Rent & Lease Expenses Rent or Lease of Buildings
Repairs & Maintenance Expenses Repair & Maintenance
Taxes & Licenses Expenses Taxes Paid
Travel Expenses Travel
Uncategorized Expense Expenses Other Miscellaneous Service Cost
Utilities Expenses Utilities
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Section 2 Case Study Activities

Let’s Start with the Balance Sheet Asset account categories.

13. Add or edit the following asset accounts. Pay attention to the number, name, type,

and detail type. The goal is to make your Chart of Accounts match the screen shots

provided and/or the import file provided. (Refer back to the Chart of Accounts section

of the training for additional guidance.)

Bank Accounts

Accounts Receivable

Undeposited Funds

Inventory

Note: Throughout this activity ignore all accounts without numbers. Some accounts cannot

be inactivated because they are part of other features in the QBO application and auto

populate during the setup process.

NUMBER ‘ NAME TYPE « DETAILTYPE

10000 10000 Checking 1234 <, Bank &, Checking

10100 10100 Payroll 5678 Bank Checking

10500 10500 Savings 9101 Bank Savings

11000 11000 Accounts Receivable (A/R) Accounts receivable (A/R) Accounts Receivable (A/R)
12000 12000 Inventory Asset Other Current Assets Inventory

12100 12100 Undeposited Funds Other Current Assets Undeposited Funds

Uncategorized Asset

Other Current Assets

Other Current Assets

© 2022 Intuit Inc.
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Section 2 Case Study Activities

Let’s continue with the Balance Sheet Asset account categories.

a. Add or edit the following fixed and other asset accounts. Pay attention to the type,
detail type and number.
* Fixed Assets

¢ Other Assets

15000 15000 Furniture & Fixtures Fixed Assets Fixed Asset Furniture
15100 15100 Machinery & Equipment Fixed Assets Machinery & Equipment
15200 15200 Vehicles Fixed Assets Vehicles

16000 16000 Accumulated Depreciation Fixed Assets Accumulated Depreciation
17000 17000 Leasehold Improvements Fixed Assets Leasehold Improvements
17500 17500 Accumulated Amertization Fixed Assets Accurnulated Amortization
19000 19000 Security Deposit Other Assets Security Deposits
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Section 2 Case Study Activities

Let’s continue with the Balance Sheet Current Liability account categories.

b. Add or the following Current Liability accounts. Pay attention to the type, detail type

and number. If the account already exists and is the correct type, simply add the

number.

Accounts Payable
Credit Card

Payroll Tax Payable and Wage Garnishments

Sales Tax (If the California Department of Taxation account is not available, do not

add it now. It will populate when you setup the Sales Tax Center.)

Line of Credit

20000

20000 Accounts Payable (A/P)

Accounts payable (A/P)

Accounts Payable (A/F)

21000

21000 Chase 1125

&, Credit Card

&, Credit Card

22000

22000 Federal Tax Payable

Other Current Liabilities

Payroll Tax Payable

22100

22100 State Tax Payable

Qther Current Liabilities

Payroll Tax Payable

22200

22200 Wage Garnishments

QOther Current Liabilities

Other Current Liabilities

22300

22300 California Department of Tax and Fe

Qther Current Liabilities

Sales Tax Payable

23000

23000 Line of Credit 1946-01

Other Current Liabilities

Line of Credit

© 2022 Intuit Inc.
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Section 2 Case Study Activities

Let’s continue with the Balance Sheet Long-Term Liability and Equity account categories.
c. Add or Edit the following Long-Term Liability and Equity accounts. Pay attention to
the type, detail type and number. If the account already exists and is the correct type,

simply add the number.

* Notes Payable

* Open Balance Equity
* Retained Earnings

* Owner’s Investment

* Owner’s Draw

27200 27200 Note Payable - 2017 GMC Long Term Liabilities Notes Payable

27300 27300 Note Payable - 2018 GMC Long Term Liabilities Notes Payable

27400 27400 Note Payable - 2019 Ford Truck Long Term Liabilities Notes Payable

30000 30000 Opening balance equity Equity Opening Balance Equity
32000 32000 Retained Earnings Equity Retained Earnings
33000 33000 Owner's Investment Equity Owner's Equity

33100 33100 Owner's Draw Equity Owner's Equity
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Section 2 Case Study Activities

Now we will focus on the Profit & Loss Income account categories.

d. Add or Edit the following Income and Cost of Goods Sold Accounts.

40000 40000 Service Income Income Service/Fee Income
40100 40100 Sales of Product Income Income Sales of Product Income
50000 50000 Job Materials & Supplies Cost of Goeds Sold Supplies & Materials - COGS
50100 50100 Job Wages Cost of Goeds Sold Cost of labor - COS

50200 50200 Job Payroll Taxes Cost of Goeds Sold Cost of labor - COS

50400 50400 Contractors Cost of Goeds Sold Cost of labor - COS

50600 50600 Equipment Rental Cost of Goods Sold Equipment Rental - COS
50700 50700 Permits Cost of Goeds Sold Other Costs of Services - COS
50900 50900 Inventory Shrinkage Cost of Goods Sold Supplies & Materials - COGS




Section 2 Case Study Activities

Now we will focus on the Profit & Loss expense account categories.
e. Add or Edit the following expense account categories.

Note: Payroll and auto expenses include sub-accounts.

60000 60000 Payroll Expenses Expenses Payroll Expenses

60100 60100 Salaries & Wages Expenses Payroll Expenses

60200 60200 Payroll Tax Expense Expenses Payroll Expenses

60300 60300 Payroll Service Fee Expenses Payroll Expenses

60800 60800 Advertising & Marketing Expenses Advertising/Prometional
60900 60900 Amortization Expenses Other Business Expenses
61000 61000 Auto & Truck Expenses Expenses Auto

61100 61100 Auto Fuel Expenses Auto

61200 61200 Auto License Expenses Auto

61300 61300 Auto Service Expenses Auto

61500 61500 Bank Fees Expenses Bank Charges

61700 61700 Merchant Service Fees Expenses Bank Charges

62000 62000 Continuing Education Expenses Other Business Expenses
62500 62500 Depreciation Expenses Other Business Expenses
62600 62600 Dues & Subscriptions Expenses Dues & subscriptions
63100 63100 Insurance - Auto Expenses Insurance
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Section 2 Case Study Activities

f. Continue to Add or Edit the following expense account and other type categories.

63200 63200 Insurance - Liability Expenses Insurance

63300 63300 Insurance - Bond Expenses Insurance

63400 63400 Insurance - Workers Comp Expenses Insurance

63700 63700 Interest Expense Expenses Interest Paid

64100 64100 Legal & Professional Expenses Legal & Professional Fees

64200 64200 License & Fees Expenses Other Business Expenses

64300 64300 Meals & Entertainment Expenses Entertainment Meals

64500 64500 Office Expense Expenses Office/General Administrative Expenses

64500 645600 Rent Expense Expenses Rent or Lease of Buildings

64700 64700 Repairs & Maintenance Expenses Repair & Maintenance

65200 65200 Security Expenses Other Business Expenses

67100 67100 Small Tools & Supplies Expenses Other Business Expenses

68000 68000 Taxes Paid Expenses Taxes Paid

68100 68100 Telephone & Communications Expenses Utilities

68300 68300 Travel Expenses Travel

68400 68400 Uniforms Expenses Other Business Expenses

68600 68600 Utilities Expenses Utilities
Unapplied Cash Bill Fayment Expense Expenses Unapplied Cash Bill Payment Expense
Uncategorized Expense Expenses Other Miscellaneous Service Cost

70000 70000 Interest Income Other Income Interest Earned

70100 70100 Cash Rewards Other Income Other Miscellaneous Income

99999 99999 Ask My Accountant Other Expense Other Miscellaneous Expense
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Section 3 Objectives

Upon completion of Section 3, each participant will be familiar with:

* How to setup and maintain Classes.

* How to use Class tracking.

* How to setup and review Class Reports.

* How to setup and maintain Locations.

* How to use Location tracking.

* How to setup and review Location Reports.
* How to use Tags.

* How to setup and review Tag Reports.

Josh is excited about QBO’s ability to customize information he can track;

customized reports will help him analyze various aspects of the business. He can
track financial data regarding different revenue streams, status of bill payments,
future cash flows and more. A business that does not track its financial data risks

operating in the dark concerning the ability to pay debts.

As we follow Josh’s journey, the time has come to determine what to track and how
to apply the location, class, and tags classifications to the data. Josh is confused
about what to use when and does not really understand the differences between
those classifications. For example, he can use classes to track data by residential,
commercial and new construction. He can use the location classification to track

sales tax in various areas, and the tags feature to track jobs by employee, etc.

Help Josh clarify his understanding of how to apply these features. The ability to
quickly pull reports and determine exactly where the company stands on any area

of the business is extremely powerful as it provides guidance on where to focus.
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More on Classes, Locations and Tags

What you need to know: During the setup process, it is wise to give some thought to what
types of data you want to track. It will prevent you from having to go back into transactions,
after the fact, to apply the classifications. As your business grows and you discover
additional segments of information that would be useful to track, you can go back and
apply Classes, Locations and Tags at any time. (It will just be more time consuming than if

they were setup early in the process.)

When deciding which of the three classifications to use, keep in mind that Classes is the
only feature that allows you to track information per line item. In other words, you can
apply a Tag or Location to the overall transaction, but not to each line item that is broken

out on the transaction.

Also, not every QBO subscription provides access to these features:

Classes
* Available in QBO Plus or Advanced Subscriptions and limited to 40 combined with
Locations.
Locations
* Available in QBO Plus or Advanced subscriptions and limited to 40 combined with
Classes.
Tags

* Available in all QBO subscriptions. 300 tags and tag groups max.
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Class Tracking

Classes

Classes allow you to track the profitability of departments within your business. You
can run a Profit & Loss to view income and expense by department. The Profit &
Loss displays segments of your business as columns of data.

In order to use the Class feature in QBO, we must turn it on in Account and Settings.
Let’s verify the feature is turned on.

Click Gear icon -> Account and settings -> Advanced tab -> Categories.

Turn on Track classes.

Select Warn me when a transaction isn’t assigned a class. This feature will help
eliminate unnecessary cleanup. If you do not enter a Class for a transaction, you will
need to edit the transaction later.

Select One to each row in transactions. This feature allows you to use multiple
Classes in a single transaction. This is great when splitting income or expenses
between multiple Classes.

The other option is to select One to entire transaction. This limits you to one Class
per transaction.

Click Save -> Done.

Categories Track classes (@ # @
Warn me when a transaction isn’t assigned a class

Assign classes ,

‘ Oneto each row in transaction ~ ‘

Track locations (2 @

Note: It is important to know what classes can do.
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Class Tracking

You can now set up and maintain your Class List. Create classes that represent different
parts of your business. Remember, it’s best to keep it simple. The more straightforward
your classes are, the easier it is to understand your reports.

Click Gear icon -> All lists -> Classes.

Notice the additional options to Filter by name or use Batch actions to inactivate multiple
classes from the list.

Explore the Action menu to Edit, Run Report or make classes Inactive.

Classes =] - )
< All Lists /
Batch actions v ) Filter by name ‘ | All v [l
5( =R
Previous 1-4 Next
[ | NAME & ACTION
D Commercial Run reportE]
\ Edit
[ General
Make inactive (reduces usage)
] New Construction Run report v
(] Residential Run report v

Click New -> Add a Class Name.
Notice you can also select sub-class. This helps you to organize your classes in groups.

Click Save.

Class

*Name
Commercial

\:\ Is sub-class «
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Class Tracking

Let’s locate reports related to Class tracking. Once we have populated data, we will be able

to review and discuss these reports later in the training.

Click Reports in the Left-Navigation bar -> Standard tab -> scroll to Business overview and
save the following reports as favorites by clicking the star to the right of the report:

Profit and Loss by Class

Scroll to Sales and Customers and save the following report as favorites:

Sales by Class Summary

Sales by Class Detail

Reports

s

Class List

Profit and Loss by Class

Purchases by Class Detail

Standard Custom reports Management reports

v .
Favorites Sales by Class Detail

Accounts receivable aging summary w* Sales by Class Summary
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Location Tracking

Locations
Locations track the profitability of your transactions by city. You can generate a Profit &

Loss to track income and expense by city.

In order to use the location feature in QBO, we must turn it on in Account and Settings.
Click Gear icon -> Account and settings -> Advanced tab -> Categories.

Turn on Track Locations.

Select Location label.

Click Save -> Done.

Categories Track classes (@ @

Warn me when a transaction isn't assigned a class

Assign classes

‘ One to 2ach row intransaction ‘ \

Track locations (@ @

Location label ’
o) D

Note: It is important to know what Locations can do.
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Location Tracking

Now you can set up and maintain your Locations List. Create locations that allow you to
track Income and expense separately. Maybe you have two company locations and want to
view reports by location. It is best to keep it simple. The more straightforward your
locations, the easier it is to understand your reports.

Click Gear icon -> All lists -> Locations.

Notice the additional options to Filter by name or print your list.

< All Lists

D y D €D

Filter by name A
Filter by g ‘ ‘AI] =] {é’}-‘

Previous 0-0 Next

NAME & ACTION

Click New. Add a Location.
Notice you have options to use different information on sales forms as you add locations.

Click Save.

Location Information

*Name

Chula Vista (

D Is sub-location

D This location has a different title for sales forms.
D This location has a different company name when communicating with customers.

D This location has a different address where customers contact me or send

payments.
D This location has a different email address for communicating with customers.

D This location has a different phone number where customers phone me.
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Location Tracking

Let’s locate reports related to location tracking. Later in the training, once we have
populated data, we will review and discuss the information.

Click Reports in the Left-Navigation bar -> Search Reports by Locations

Reports

~ { Q_ locatio

Location List

Standard Custom reports Management reports

Profit and Loss by Location

Purchases by Location Detail

w .
Favorites Sales by Location Detail

Accounts receivable aging summary % Sales by Location Summary

Locate and save the following location reports as favorites by clicking the star to the right of
each report.

Profit and Loss by Location

Sales by Location Summary

Sales by Location Detail

© 2022 Intuit Inc. QuickBooks Online Foundations



Tag Tracking

Tags provide a way to track different types of jobs, ad campaigns, sales reps, etc. They allow

III

you to customize what you track, as there is no “one size fits all” when it comes to what a
business owner finds important. You can use tags in two ways: to run reports and search

transactions.

Tip: It is important to group your tags. Why? If you do not group tags, you cannot run tag-
specific reports, which provide great insights. With ungrouped tags, you can only search for

individual transactions.

Here is an example:

Inflow may choose to use tags to track sales commissions. Josh may want to pull a tag
report of all sales commissions earned per salesperson or track what jobs each employee
worked. If he chooses to track employees by job, he can quickly pull a report to see who is

working on what jobs and who may have availability.

When utilizing groups, you can analyze your business through targeted lenses. Run profit
and loss and transaction list reports by tag groups to gain deep insights into the specifics of

company performance.
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Tag Tracking

In order to use the tag feature in QBO, we must turn it on in Account and Settings.
Click Gear icon -> Account and settings -> Sales -> Sales form content.
Turn on Tags.

Click Save -> Done.

Seles form content Preferred invoice terms ()

Net 30 ] - |

Preferred delivery method &

T

Shipping ®
Custom fields @ On
Neme Internal Public
[ |d
[ /5
Custom transaction numbers (O a
Service dste (@ [ @)
Discount @ ()
Deposit @ [ @)

ips (Gratuiny) (7

86
A

While in Account and Settings, click the Expense tab.

Turn on Show Tags field on expense and Purchase forms.

Bills and expenses Show Items table on expense and purchsse forms On
» Show Tags field on expense and purchase forms On
Track expenses and items by customer On
Make expenses and items billsble Off
Default bill payment terms Due on receipt
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Tag Tracking

You can use tags in two ways; to get more information about what you earn and to see a
breakdown of what you spend. There are multiple ways to access the Tags center. Click

Gear -> Tags or click Banking -> Tags tab.
Tags

MONEY IN Ungrouped Vv
[Last year V]

$3,547,357.10

Total money in

$618,625.20 David St Onge

$618,625.20 Jared Jones

$618,625.20 Diovanne (SEER Contractor)

$618,625.20 Victoria Conners

We can also tag transactions to track money going out of the company.

MONEY OUT

See a breakdown of what you spend

See how it works f3:35}’

-$0.00 Fitness instructor payroll

$0.00 Utilities

( Start tagging transactions )
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Tag Tracking

Click New. Add a Tag Group or Individual Tags.
Once you create a tag group, you can add individual tags to the group.
Click Find out more -> Show me examples of groups.

Click Save.

Create new group X

Ngw W Group name ’

| | [®-
Save
Tag
Add tags to this group
| Add !

Here are a few examples:

»

Put similar tags in the 2ame group to get better reports. Find out more

¥ Show me examples of groups '«

| have a clothing store. | want to
see which seasonal collection
sells the best. l collection: Spring

Group: Collection
' Caollection: Sumrmear
I run a gym. | want to ses which

fitness classes and instructors
make the most money. [:] Fiiness class: Yoga

Group: Fitness class

[] Friness cless: Rowing

Group: Instructor

' Instructor: Daniel

' Instructor: Maria
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Tag Tracking

Once you create a tag group and tags, you can edit, delete and run reports. This provides a
method to populate information that can save valuable time. This feature was designed

with the business owner in mind and provides additional options to track information.

See all untagged transactions \ Q Search by tag name ‘ New v
TAGS AND TAG GROUPS ‘ TRANSACTIONS | ACTION
David St. Onge 6 transactions Run report
" Edit tag

Diovanne (SEER Contractor) 6 transactions

! Delete tag

Let’s locate reports related to tag tracking. Later in the training, once we have populated
data, we will review and discuss the information.

Click Reports in the Left-Navigation bar -> Search reports by Tags.

Reports

=)

[Qtag

Profit and Loss by Tag Group

Transaction List by Tag Group

Standard Custom reports Management reports

Locate and save the following tag reports as favorites by clicking the star to the right of
each report.

Profit and Loss by Tag group.

Transaction List by Tag group.
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Classes, Locations & Tags

Keep in mind, when using Classes, Locations or Tags, you must consistently add the
information to each transaction in order to populate accurate reporting information.
When you forget to add the information to the transaction the data will not populate on
the reports. In addition, the Profit & Loss by Class or Location will provide an unspecified

column where you can make corrections to missed transactions.

Example: Using these features in the Banking Center.

@ Categorize O Find match O Record as transfer O Record as credit card payment X

Vendor/Customer @ Category * @ Customer/project @ Location @

Radiant Advertising 4

Class @ /

Select class ¥

Uncategorized Expense e Select customer/project Y

Tags @ Manage tags
Start typing to add a tag ’

Memo

Radiant Advertising

BANK DETAIL Radiant Advertising

M Addattachment  (® Crestearsle (@) Exclude €9 Categorization history Split m

Example: Using these features in an invoice.

- . .
(5 Invoice #3023 B @) Hep |
1 linked Estimate. BALANCE DUE

Cuomer @ oo & Online payments Get sct up
Eastsie Geners| Hospital v | Separa with a comme [ cords w0 @2 = B = 531000'00
(] sank wansfer =
Billing address Tarms (@ Invoice date. Due date Invaica no.

F177 Fastside Rel
El Cajen, CA 92020 Comste recurring inveics.

Eastsice General Huspital | Net 30 | - | 03/05/2021 02/04/2021 \ | 3023

+ Shipping information

Tags® / Vancgeass

Location of sala

| 7535 Torrey Sansa Fe Rl San Dieg

PaigaWhita X Erinflishop X Start typing to add a tag
# | prODUCT/SERVICE (D sKu DESCRIPTION oue ary RATE AMOUNT  TAX  Class /
1 Leborisbor i Commercial & Resicential  3,000.00 of 4,000.00 24 125 3,00000 Commercial ¢ @i
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Section 3 Practice Test

1. To turn on class and location tracking, where do you go?
a) Gear->Account and Settings->Advanced->Categories
b) Gear->All Lists
c) Sales->Overview
d) + New->Other

2. To add classes to track income and expenses, where do you to go?
a) Gear->Products and services
b) + New->Other
c) Gear->All Lists->Classes
d) Accounting->Chart of Accounts

3. Which of the following reports allows you to track sales by location?

a) Product and Services Sales
b) Open Invoices

c) Sales by Customer Detail
d) Sales by Location Summary

4. Which report would you use to review income and expense by class?
a) Sales by Customer Summary
b) Profit & Loss by Class
¢) Unpaid Bills
d) Sales by Product/Service Detail

5. Which of the following is true about tags?

a) You can access tags from the + New menu.

b) You can run a Balance Sheet by tags report.

c) You do not need tag groups to run tag reports.

d) You need to create a tag group in order to run tag reports.
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Section 3 Case Study Activities

1. Review Video Link:
Classes: Intro

Turn on and set up Classes

Record Class on a transaction

Class Reports

2. Verify Classes, Locations and Tags are turned on in Account and Company Settings.
3. Create the following classes:
a. Commercial
b. Residential
c. General
d. New Construction
4. Locate and save the following class reports as favorites:
a. Profit and Loss by Class
b. Sales by Class Summary
5. Create the following locations:
a. Chula Vista
b. ElCajon
c. San Diego
6. Locate and save the following location reports as favorites:
a. Profit and Loss by Location
b. Sales by Location Summary
7. Review Video Link:

How to Use Tags
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https://vimeo.com/467344391
https://vimeo.com/453466986
https://vimeo.com/453463891
https://vimeo.com/453463939
https://www.youtube.com/watch?v=uSZABJUQ1lo

Section 3 Case Study Activities

8. Create the following tags:
a. Nico Quinn
b. Diovanne (SEER Contractor)
c. Erin Bishop
d. Paige White
e. David St Onge
f. Sean Black
g. JaredJones

Victoria Conners

Tags will be used during this training. However, it is important to note they do not impact
the financial data and are simply used to track information. Explore the reports to

determine how much revenue each employee produced.

9. Locate and save the following tag reports as favorites:
a. Profit and Loss by Tag Group
b. Transaction List by Tag Group

© 2022 Intuit Inc. QuickBooks Online Foundations



@

quickbooks.

Online Foundations Training

SECTION 4:
SALES TAX

Objectives

Sales Tax Set Up
Sales Tax Center
Sales Tax Reports
Sales Tax Filing
Practice Test

Case Study Activities

115



Section 4 Objectives

Upon completion of Section 4, each participant will be familiar with:

* How to setup Sales Tax.
* How to manage the Sales Tax center.
* How to review Sales Tax reports.

* How to file Sales Tax returns.

Inflow Heating and Cooling is required to track sales of items for sales tax purposes. A sales
tax is a consumption tax imposed by the government on the sale of goods and services; it is
collected at the point of sale by the retailer (Inflow Heating and Cooling) and passed on to

the government.

In California, where Inflow is located, there is a statewide tax rate plus city and county sales
tax rates. The total is collected per each sale (e.g., an air conditioning system, but not the
service fee to install the system). Inflow is required to file a sales tax report monthly and

remit payment to the state of California.

Here is the good news, QuickBooks Online has sales tax rates built into the application for
each area of the country and tracks the information for you. It also enters the information
on forms such as sales receipts. When this feature is setup and utilized correctly, it is easy
to keep track of what is owed. These processes are critical when it comes to helping Josh

remain in compliance with reporting requirements and avoid costly late fees.

Let’s learn more about the efficiencies of the Sales Tax Center and how to utilize this

important feature in QuickBooks Online.
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More on Sales Tax

Sales tax is calculated on the sale or lease of goods and services in the United States. Sales
tax rates are state regulated, and percentages vary across the United States.

Sales tax is calculated by multiplying the purchase price by the applicable tax rate. The
seller collects the tax at the time of sale and tracks the amounts collected. Each month,
qguarter or year the information is reported, and amounts collected are paid to the
Department of Taxation for the state in which the taxable good or services were provided.

It is the business owner’s responsibility to collect, report and pay all sales tax collected.

Another form of sales tax is referred to as Use Tax. This tax is reported and paid when a

business owner does not pay tax on products purchased. For example, online vendors or
suppliers do not always charge sales tax, therefore the business owner is responsible for
keeping track of use tax. Locate the Department of Taxation for your state to learn more

and determine percentage of sales tax to collect.

When you purchase or lease goods and pay the sales tax at the time of purchase, you are
not required to collect sales tax from your customers. If you do not pay the sales tax at time
of purchase, you are required to charge customer's sales tax. Example: A contractor may
purchase parts at wholesale pricing and include sales tax when using those parts on a

customer job.

How would a late Sale Tax payment affect our Case Study?

WOW! In California, a 10 percent penalty is assessed if you do not file your sales tax return
by its due date. Ongoing Interest is based on the interest rate shown at the bottom of your
return for each month or partial month that the tax remains unpaid. California's criminal
failure to pay sales tax penalty is a misdemeanor with $1,000 — $5,000 fine and/or
imprisonment for up to 1 year. It is a felony if intent to evade and unreported tax exceeds

$25,000 in 12-month period.
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Sales Tax Setup

Click Taxes in the Left Navigation Bar - > Taxes -> Sales Tax -> Set up sales tax. If the

Automatically calculates sales tax rate for each sale appears, follow the steps.

= IDoa lflaw Heating snd Coaing 2022

Taxes

Seiastx

= ot [ Automatically calculates
_ - sales tax rate for each
T sale

Let's set you up to collect and track sales tax.

Add ssles tax to your invoices and receipts, plus track how much you owe

Verify your address. The tax rate is calculated on the address and zip code in Accounts and

Settings.
Click Next.
° Here's the address we have for you
Address We use your physical business address to calculate your sales tax rate.
— Business address &° .
! \u
(2) Use this
— 7535 Torrey Santa Fe Road
Agencies San Diego CA 92129 Address
|/-_-\|
| |
R

Confirmation

QuickBooks Online Foundations

© 2022 Intuit Inc.



Sales Tax Setup

You can sell taxable items to multiple states and counties. We will not collect Sales Tax

outside of California for this training. Select No -> Next.

©

Address Tell us more about your taxes

We calculate sales tax based on what you sell and and where you sell it. If you sell in multiple locations, we
calculate the correct sales tax for each one. Learn more

Agencies Do you need to collect sales tax outside of California?

© o

O Yes

©,

Confirmation

Looks like you need to pay sales tax to just one government office in California. We call this your tax agency.

Your tax agency

California Department of Tax and Fee Administration

G €D

Click Next. A window will pop up asking you to create an Invoice. Click X to exit the window

instead of creating an Invoice.

Automatic sales tax is all set up

Give it a spin by creating your first invoice.

Create invoice

© 2022 Intuit Inc. QuickBooks Online Foundations



Sales Tax Setup

Click Add Filing Frequency.

o

L il

We need a bltmore info

A =3 - e v . PR Y W, S Y
Ve need ECME MOrs INTaArMETION 70 8CCUrsIiely CElCJlElE Your tex .IﬁDIl tiez sno returns.

Add filing frequency

Select Filing Frequency Monthly.
Click Save.

California details <

California Department of Tax and Fasa
Administration

Filing frequency

M ormthly ~

Start of tax period

January

Start date

O01/01/2021
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Sales Tax Center

Once the Sales Tax Center is activated you can choose from a variety of shortcuts to
manage where you collect tax, update products and services, or check customer addresses.

Other options include running reports and viewing past returns.

SHORTCUTS

Tell us where you collect
Y tax
[Tall
Make sure you're anly charging
tax in the right states.

Update products and

EI services

Get the most accurate rates by
categorizing what you sell.

Double-check client

é?@ addresses

Dan't forget that tax rates can
depend on customer location.

Run sales tax reports

o Get a detailed look at the taxes
you owe and why you ows
them.

Look at past returns
CQuickly see all the sales tax

payments you've made so far.
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Sales Tax Center

From the new Sales Tax Center, you can view tax returns, amounts due by custom date

range and upcoming taxes.

$0.00

SALES TAX DUE @

Dug Date Start Dus Date End /

December 2020 v March 2021 v J .

Paid l
February 2021 Payment recorded vi N
California $7,019.03 -—'9"" rewm
January 2021 Payment recorded v .
California $15,179.44 -_lew return
December 2020 Payment recorded v
California $7,250.00 —lew return

Click History to view sales tax returns for previous periods of time.

History ‘ Sales tax settings | Reportss

Click Sales tax settings. This is where you can turn off sales tax, add a tax agency, and

manually add a custom rates.

< Back to sales tax center

et settings S G

AGENCY FILING FREQUENCY START OF TAX PERIOD START DATE ACTION

California Department of Tax and F... Monthly January 12/01/2020 Edit Vv

© 2022 Intuit Inc. QuickBooks Online Foundations



Sales Tax Center

Click Add agency, select the state, city, or county to match your agency. Next select the
frequency you are required to file and the start date. A sales tax liability will auto-populate

in your Chart of Accounts. Click Save.

Add agency

Filing frequency ,
Start date

I
VIM/DD/YYYY y

Edit the tax agency or click the down-arrow under the action menu to make it inactive.

< Back to sales tax center

St settings

AGENCY FILING FREQUENCY START OF TAX PERIOD START DATE ACTION

California Department of Tax and F... Monthly January 12/01/2020 Edit Vv

Add the custom tax rates for California.

Custom rates

NAME AGENCY ‘ RATE | ACTION
San Diego (combined) 7.25% Edit vV
. . - . Edit
County California Department of Tax and Fee Administration 6.25%
District Tax California Department of Tax and Fee Administration 1% Edit
City of Chula Vista California Department of Tax and Fee Administration 8.75% Edit VvV
City of El Cajon California Department of Tax and Fee Administration 8.25% Edit Vv
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Sales Tax Center

Per the sales tax agency populated using the address and zip code in Accounts and Settings,
you can add custom tax rates. It is important to change each invoice and/or sales receipt
default sales tax when using custom sales tax rates. This will be addressed in the Accounts
Receivable section of this training. Choose Combined, San Diego, County Tax (Rate 1
6.25%) and District Tax (Rate 2 1%), California Department of Taxation for both. Total

combined tax rate is 7.25%.

Add a custom sales tax rate
() Single

® Combined Show example

MName /

San Diego

Rate 1
Nickname /
‘ County Tax ‘

Agency Rate

%

[California Department ¢ v l ‘ 6.25

Rate 2

Nickname /

‘ District Tax ‘

Agency Rate

%

California Department ¢ Vl ‘ 1

+ Add another rate

Custom rate total 7.25%
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Sales Tax Reports

Click Reports from within the Sales Tax Center to view Tax liability and Taxable customer

reports.

History | Sales tax settings | Reporisv

Tax liability report

Taxable customer
report

Tax Liability Report provides the information required to complete tax forms per state.
Select the date range you are required to report, tax agency and accounting method.

The accounting method is based on your state’s requirements.

Reference the Taxable customer report to manage tax status and rate defaults for each

customer.

Click Reports from the left navigation bar -> Standard -> Search Sales Tax to view list of
available reports:
Locate and save the following reports as favorites by clicking the Star to the right of each
report.

* Taxable Sales Summary

* Taxable Sales Detail

Note: What you need to know:
You can mark a product or service as taxable or nontaxable on the sales transaction. If you
sell a taxable item to a nontaxable customer, QuickBooks Online will not calculate any sales

tax. The default tax status for all new customers is taxable.
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Sales Tax Filing

From the Sales Tax Center, click View return. Click the + Add an adjustment link, if you

need to adjust the balance due. Click Record payment to create a transaction and post to

your bank register. It is important to record all sales tax payments using the record payment

option in the Sales Tax Center. Comple

te the following instructions. Most state tax agencies

have an online system for completing filing requirements and making payments.

California Department of Tax and Fee

Administration
Tax Period: March 2021
Due date: Was due April 20

JDoe Inflow Heating and Cooling

7535 Torrey Santa Fe Rd
San Diego, CA 92129

File your sales tax now

1. Print the tax form from your state's website and fill it out.
2. Write a check to your agency or print one.

3. Mail the form and check to your agency.

4. When you're done, come back to record the payment in

QuickBooks.

LEVEL GROSS SALES NONTAXABLE SALES TAXABLE SALES TAX AMOUNT
Custom @ See report See report See report 4675.72
Total tax $4,675.72
+ Add an adjustment

$4,675.72

Total after adjustments

View tax liability report

Record payment

QuickBooks Online Foundations
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Section 4 Practice Test

1. To setup the Sales Tax Center, where do you go?
a) Left Navigation Bar->Taxes
b) Gear->Account and settings
c) Accounting->Chart of Accounts
d) None of the above

2. To edit sales tax rates for a specific county, where do you go?
a) + New->Other
b) Left Navigation Bar->Taxes->Sales tax settings
c) Left Navigation Bar->Sales
d) Allthe above

3. To create a new taxable product, where do you go?
a) + New->Sales Receipt
b) Gear->All Lists->Products and services
c) Gear->Products and services
d) BothB&C

4. Which of the follow reports would you use to review sales tax owed?
a) Sales by Customer Summary
b) Balance Sheet
c) Sales Tax Liability
d) BothB&C

5. To enter a new invoice with sales tax, where do you go?
a) + New->Sales Receipt
b) Gear->All Lists
c) + New->Invoice
d) BothB&C
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Section 4 Case Study Activities

1. Review Video Links:

How to Set up Sales Tax

How to Track and Pay Sales Tax: Tracking, Recording, & Reports

How to Collect & Record Sales Tax:

2. Setup the Sales Tax Center. Click through the first screen in the wizard and complete
the setup manually.
a. Start Date 01/01/Current Year
b. Frequency - Monthly
3. Setup custom sales tax rates:
a. The Tax Agency should already be; California Department of Tax and Fee
Administration
b. San Diego Combined = 7.25% Total, County Tax 6.25%, District Tax 1%
c. City of Chula Vista 8.75% (Not Combined)
d. City of El Cajon 8.25% (Not Combined)
4. Explore the Sales Tax Center.
5. Explore the Sales Tax Center Shortcuts.
6. Locate and review the following Sales Tax reports:
a. Tax Liability Report
b. Taxable Customer Report
c. Taxable Sales Detail

d. Taxable Sales Summary
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Section 5 Objectives

Upon completion of Section 5, each participant will be familiar with:

* How to set up Products and Services.
* How to manage the Products and Services List.
* How to determine Products and Services types.

* How to review Products and Services reports.

The next step in Inflow’s setup process is to create a Products and Services list. The
Products and Services list represents the list of products and/or services that a business
sells, a foundational element in QuickBooks Online. You will use items from the list to
create customers, invoices, enter purchase orders, track inventory levels and re-order

points, and much more. Every item on the list interacts with the Chart of Accounts.

Josh does not fully comprehend how QBO utilizes Products and Services types. It is
important we clarify his understanding as many business owners find this confusing. We
will help him set up classes to track information for commercial, new construction, and
residential jobs. The ability to track this information will help him determine which areas of
the business are producing the most profit, etc. Use the location classification for Chula
Vista, El Cajon, and San Diego to help Josh track sales by location for city license reporting.
Also, show him how he can access a Profit & Loss report by class or by location. Finally,

show Josh how to use tags to track employees and the jobs they worked.

We will then conclude the section by showing Josh how to access several key Inflow reports
related to the products and services he sells. We guarantee Josh will be excited when he

sees the depth of information that is simply one click away!
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Products and Services List

Products and Services
It is time to set up a list of Products and Services if you are using invoices and sales receipts to

charge customers, generate sales reports and track top selling items.

Click the Gear icon -> Products and Services.
If the following window appears, click Add an item.

If not, continue forward to the next slides.

Select a type to add or click the X to return to the products and services list window. We will

utilize Inventory, Non-inventory, Service, and Bundle items.

Product/Service information x

Inventory

Products you buy and/or sell and that you track quantities of.

MNon-inventory
Products you buy and/or sell but don't need to (or can't) track
quantities of, for example, nuts and bolts used in an installation.

Service
Services that you provide to customers, for example, landscaping or
tax preparation services.

Bundle

A collection of products and/or services that you sell together, for

Q00O

example, a gift basket of fruit, cheese, and wine.

Note: You are not required to use the Products and Services list. However, if you intend to
invoice customers, track sales and populate sales reports you will need to create and maintain
a Products and Services list. Products and services allow you to use standardized descriptions

across all customer sales forms.
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Products and Services List

As you add items to your list, you can use the following features to manage your products

and services. This will help ensure accuracy between the list and the chart of accounts.

Products and Services New | v

< All Lists
LOW STOCK @ i OUT OF STOCK

77

: NAME « TYPE SALES DESCRIPTIC INCOME ACCOUNT EXPENSE ACCOUNT INVENTORY ACCOUNT  SALES PR COST TAXABLE AQTYONH REORDER ACTIO
Complete System I¥peCHo | cervice: |Complete:Syst... | 40000:Service Income 100 Edit
Hours Service Seles Edit ~
Columns
Income account
Expense account
Click the Small Gear to add or remove columns Inventory sccount
. . . . . l:‘ Purchase description
you wish to display in your products and services list. [Jayonro
This will provide information at the time of need. EES
Type
w Show More
Rows
150 ¥
l:‘ Compact
Group by category
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Products and Services List

Search Products and Services
Use the Search and Filter features to find specific items. You can filter by Status (Active,

Inactive, or All), as well as by Type and Category.

- dfp—

Status

[ | NAME = ‘ Active - ‘
Labor Type

All -
|_| Complete Syster
— n Category

All -
|_| Labor Stock status

All -

| | Labor - New Cor -~
o [ Reset | Apply

ACTION
Edit Products and Services
Click Edit to change information for a Product or Service. Edit[¥)
Click the down arrow to duplicate, inactivate, or Make inactive
run a report for a service item. Run report
Duplicate

Run Reports or group products/services by Category.

The Product and Services list displays information for
Manage categories

each product or service.
Run report

Click the Gear icon to add and remove columns from the list.
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Product and Services Types

Products and services are required on sales forms, bills, checks, and expenses to

track sales and costs per item.

* Inventory items — Products we purchase, store on a shelf, and sell later. This
type of item is tracked as an Inventory Asset on your Balance Sheet. When
we sell an inventory item, the asset is reduced, and the sale and cost of the

item is recorded on the Profit and Loss as income and Cost of Goods Sold.

* Non-inventory items — Products we do not stock but buy and sell to
customers. We can track how many we have sold without tracking quantity
on hand. The sale is recorded as Income and the purchase is recorded as Cost

of Goods Sold on the Profit & Loss.

* Service items — Allows you to track the work or services you provide
customers (i.e.. installation fees for fountains, sprinklers, etc.) also allows us

to see how much we have sold per item.

* Bundle Items — A group of multiple existing items. A Bundle will populate on
sales forms. This works great when you have recurring invoices with multiple

items that are the same each month.

Note: What are the different Product and Service types, what is their functionality?
If you are using a shopping cart or other third-party platform to track sales, you will

need to map the application to QBO if you want to sync the information.
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Products and Services Types

Inventory ltem

Inventory items are products we purchase, store on a shelf, and sell later.

Enter the Name of the Inventory item, SKU number if applicable, Upload a Photo of
the product, and organize products by Category.

Click the Gear icon -> select Inventory.

Note: Fill in the name and category fields. Categories help us group Products and
Services. If you are using classes, you can add a default class to an item or add it as

you enter transactions.

Product/Service information

@ Inventory P
Name™ /

WiFi Thermostat

y O ‘
P
SKU
WTSVO0OOA ‘
[
Category /
‘ Parts - ‘
Class
‘ Residential v ‘

Note: Non-Inventory, Service and Bundles can be changed to Inventory types.

Once you change the type to an Inventory item, you cannot change it again.
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Products and Services Types

When you create an inventory Item, the quantity and starting value will be zero. It is
important to set the starting value date prior to the date you will use when entering

transactions that use this item. The re-order point alerts us when we are getting low as we

sell those items. The Inventory Asset default account tracks current inventory value on our
Balance Sheet. The description will auto populate on sales receipts and invoices. It is
important to set a default sales price and income account. This helps us track a value for

income on the Profit & Loss. This information is also tracked with Inventory and Sales

reports.

Quantity on hand 16
Adjust: Quantity | Starting value

Reorder point
What's the reorder point?

Quantity on PO 0
Inventory asset account ’
12000 Inventory Asset

Description

WiFi Thermostat ’

Vi

Income account ’

205 40100 Sales of Product Incor  ~

Sales price/rate

Note: For each product and service, you need to enter an income account in order to

record the sale properly. Products allow you to set reorder points to track low quantities.
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Products and Services Types

The last section of an inventory item setup is to enter purchase information. Products we
sell are often considered taxable and we are required to collect the tax on behalf of the
state. It is important to select the taxable option to track this information. The purchase
information will auto-populate on purchase orders, bills, checks and expenses. The cost and
expense accounts will track and post information to the Profit and Loss. We will discuss

sales tax, purchasing and inventory later in this training.

Sales tax

Taxable - standard rate ‘ Edit sales tax

We'll epply sales tax based on location only

Purchasing information

WiFi Thermostat
Cost ‘ Expense account

101.97 50000 Job Materials & Suppl ¥

Preferred Vendor

Note: What you need to know about Inventory items: Inventory is anything you buy, sell,
and track quantity on hand. Inventory is available with QuickBooks Plus and Advanced.
When you setup an inventory item, you must specify the quantity on hand as the starting
point (even if it is zero). You can adjust the quantity on hand. Use the Open Purchase Order
Detail report to see the inventory items that have been ordered and are waiting to be

received.
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Products and Services Types

Non-Inventory Iltem

Non-inventory items are products we sell to customers without tracking quantity on hand.
We purchase them specifically for jobs and projects. This type of item gives us the ability to
track sales of items without having to keep track of inventory.

Click the Gear icon -> Products and Services -> New -> select Non-Inventory.

Note: The name and category fields are filled in. Categories help us organize products and
services and you can change the type after you create the product or service in the system.
In our example, Residential Furnace, can be purchased as inventory items and made
available for sale, or they can be treated as non-inventory which allows the customer to

order a specific furnace for a specific project.

.

Product/Service information

Non-inventory [Change typd] ‘
Name* /

Residential Furnace

SKU

RRIBOOOW ‘

Category /

Parts v ‘

Class

Residential v ‘

© 2022 Intuit Inc. QuickBooks Online Foundations




Products and Services Types

Notice the box “I sell this product/service to my customers” is checked. A sales price and
Income account are required. This Non-inventory item is taxable. We do not check the box
“I purchase this product/service from a Vendor” because we create this item using multiple
ingredients, then sell it to our customers. In this case we will track sales only. Notice the

required fields for a service item. Click Save & Close.

Description

I zell thiz product/zervice to my customers. ‘ —
Mew Rezidential Fumacs h

s~
Sales price/rate \ Income account
| ‘ 5,000 ‘ 40100 Szlez of Product Incame -
Sales tax ) /
Tamakls - standard rats Edit sales tax
We'll apply zales tax bazed on location only.
Purchasing information
| purchaze this preduct/zervice from = vendor ‘h
Mew Rezigential Furmacs
s
Cost Expensa account /
| 3,500 ‘ 50000 Job Materialz & Supplies r |
Preferred Vendor
Chiller BWAT Parz Houze -
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Products and Services Types

Service Item

A Service item is used to track all services you provide customers.

Click the Gear icon -> select Service.

Notice you can change a service item type after you set up the service. This helps to fix
errors when setting the type incorrectly.

Service items do not require the collection of sales tax. To avoid mistakes, change the
default setting to non-taxable. Click Edit Sales Tax -> Scroll to Still don’t see what you’re

looking for? Select Non-Taxable -> Done.

Product/Service information x

Service Change typs M
Name*
Complste Systemn Inzpection K

s~ o |
i
SKU © '
| s
Category ‘!
Labor : | - |
Class —
GEI’\EFEIF | - |
Description
| =zell this product/zervice to my customers. F
Complate System Inzpection h
Wz

Sales price/rate -, Income account

| :‘ 125 | 40000 Service Income -

Sales tax &) K
Nontaxabls

We won't spply sales tax for thiz product or zervice.

Purchasing information K

l:ll purchaze this product/zervice from 2 vendor.

Edit sales tax

Note: The sales tax field would be set to “Nontaxable”; the purchase information does not
typically apply to service items. Simply uncheck the box “I purchase this product/service
from a vendor.” We would not need a ‘Design’ income category since we are tracking sales

by service. We already have it set up as a service item tracked through reports.
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Products and Services Types

Bundle
A bundle is created when we group individual items together as a package. This helps to
populate several line items on a sales receipt or invoice using one item made up of multiple

items. Each individual item has its own default setting, then is grouped in the bundle.

@ Bundle

Name*

Maintenance Package - Commercial

\ % ‘O
SKU

Description
Scheduled Maintenance

Products/services included in the bundle

Display bundle components when printing or sending transactions

PRODUCT/SERVICE arty
t [} [
0O Labor - New Construction
¥a Labor 1 -|'|-
7N uy
O Filter
Air Filter 1 '|'|'
X 1]
O Complete System Inspection
//'\ Complete System Inspection 1 E
P
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Product and Services Reports

Do not overlook the power of reports and the importance of consistently utilizing the
information to manage your business. In most Centers or areas of QuickBooks Online, you
will find useful reports to help develop a deeper understanding of your business and how to
use the financial data to continually improve company performance. Reports can be very

powerful when the data is accurate.

Click Reports in the Left Navigation Bar -> Standard -> Search Sales to locate the following

reports, (save them as favorites):

Sales by Products/Services Summary provides a summarized view for all sales of products
and services. When sorted in descending order, we can see our top selling products or

services instantly.

Sales by Products/and Services Detail - Provides detailed information for sales of products

and services.
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Section 5 Practice Test

1. You are setting up an item for a customer for a part you do not stock regularly. Which
item type would you use?
a) Non-Inventory
b) Bundle
c) Inventory
d) Service

2. You are setting up items for parts you stock and sell regularly. Which item type would
you use?
a) Service
b) Inventory
c) Non-Inventory
d) Bundle

3. You are setting up an item to invoice customers for labor on specific jobs. Which item

type would you choose?

a) Inventory

b) Non-Inventory
c) Bundle

d) Service

4. Which of the following statements is NOT true about Products and
Services?
a) Service items can be changed to other types.
b) You can set up Inventory, Non-inventory, Service, and Bundle types.
c) Inventory types can be changed to another type.
d) You can set up and manage categories to group Products and Services.

5. You want to invoice several items at the same time. What item type would you use?
a) Service
b) Non-Inventory
c) Bundle
d) Inventory

© 2022 Intuit Inc. QuickBooks Online Foundations




Section 5 Case Study Activities

In order to record sales and invoice customers, we need to set up our Products and Services
items. Remember, this allows the owners to track sales by product or service to determine
their top selling products and services. Josh has already determined the items that will be

used when recording sales going forward.

1. Review Video Link:

The Products and Services List

Advantages of Products and Services

2. Manually create the Inflow Product & Services List using the Inflow Heating and
Cooling Products and Service List.csv file provided by your Instructor. Remember to pay
attention to all the details in the file for an accurate setup., especially when it comes to
the inventory items. You can compare your results to the .csv file and screen shots on
the following slides.

Starting value for gty on hand should be 8 for all inventory items. Date 12/1/prior year,
cost is included in the .csv file.

3. Manually create two bundle type service items. Use the individual items you setup in
the services and products list.

a. Maintenance Package — Commercial:
Labor — Commercial & Residential
Filter
Complete System Inspection

b. Maintenance Package — Residential:
Labor- Commercial & Residential
Filter

Complete System Inspection
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https://vimeo.com/421231971
https://vimeo.com/421231848

Section 5 Case Study Activities

Important! You can use the Product and Service List.xlsx file as a reference. This file
contains valuable information such as default classes and locations. It is important this list

is accurate, as it is used in many transactions in the remaining Case Study Activities.

4. Compare your service list to the following screen shot. Make corrections as needed.
Note: Remember you can filter item types when viewing the list on the screen. Also,

you can use the small gear to add and remove columns you view on the screen.

1 | | | |
D NAME « TYPE ‘ SALES DESCRIPTION ‘ INCOME ACCOUNT EXPENSE ACCOUNT SALESPE COST ‘ TAXAB REORDE ACTION
| |

Labor
@) ) ) . . .

O Complete System Inspection Service Complete System Inspection 40000 Service Income 125 Edit v

] O E Labor - Commercial & Residential Service Commercial & Residential 40000 Service Income 125 Edit v
@) . ) . .

] Labor - New Construction Service Labor 40000 Service Income 150 Edit v
(@) ) ’ ) . -

D Service Calls Service Service Calls 40000 Service Income 125 Edit v

5. Compare your inventory items to the following screen shot. Make corrections as

| | | | |
D NAME + TYPE SALES DESCRIPTION INCOME ACCOUNT EXPENSE ACCOUNT SALESPI COST | TAXAB REORDE ACTION

| |

Parts
D o E Contactor Inventory Contactor 40100 Sales of Product ... : 50000 Job Material... 21 10.06 4  Edit v
D O E Filter Inventory Air Filter 40100 Sales of Product ... i 50000 Job Material... 15 5 4 Edit v
D o E Ignitor Inventory Ignitor 40100 Sales of Product ... { 50000 Job Material... 37 18.90 4 Edit v
D O E Programable Thermostat Inventory Programable Thermostat 40100 Sales of Product ... i 50000 Job Material... 82 40.75 4  Edit v
D o 5 Universal Blower Motor Inventory Blower Motor 40100 Sales of Product ... ¢ 50000 Job Material... 450 : 220.25 4  Edit v
O

D WiFi Thermostat Inventory WiFi Thermostat 40100 Sales of Product ... i 50000 Job Material... 205 : 101.97 4  Edit v
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Section 5 Case Study Activities

6. Compare your Non-Inventory items to the following screen shot. Make corrections as

needed.

NAME TYPE SALES DESCRIPTION INCOME ACCOUNT EXPENSE ACCOUNT SALESPI COST TAXAB REORDE ACTION
- | |

Parts
] o Commercial Unit ir::;r.wrory New Commercial Unit (Hea... 40100 Sales of Product... : 50000 Job Material... ; 12,700 ; 6,350 v Edit v

o] Nen- N .
l Compressor inventory Compressor 40100 Sales of Product ... : 50000 Job Material... 1,910 : 954.55 v Edit +
J o E Residential AC xz;;mry New Residential A/C 40100 Sales of Product ... | 50000 Job Material... 5,000 i 3,500 v Edit =
] o ~. | Residential Fumnace ﬁg:;mw New Residential Furnace 40100 Sales of Product ... | 50000 Job Material... 5000 ¢ 3,500 - Edit =

7. Compare your Bundle items to the following screen shot. Make corrections as needed.

NAME SKU & TYPE SALES DESCRIPTION SALES PRICE COST | TAXABLE QTY ON HAND REORDER POINT ACTION

o E Maintenance Package - Residential  Bundle Scheduled Maintenance Edit v

OE Maintenance Package - Commercial | Bundie Scheduled Maintenance Edit v

Note: If you make a mistake setting up your products and services list, you can make the
necessary adjustment manually. However, you will also need to manually correct

transactions where those items were previously used.
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Section 6 Objectives

Upon completion of Section 6, each participant will be familiar with:

* How to set up and use Sub-customers.
* How to track Projects.

* How to review Customer and Project Reports.

Inflow Heating and Cooling has recurring monthly maintenance contracts with multiple
customers, as well as customers with multiple addresses (locations). Josh knows there is a
more efficient way to invoice ongoing service contracts and track information by location.
He can use the Bundle Product and Service Type to create a recurring invoice for customers

who subscribe to multiple services or product items.

It would be wise for Josh to track all locations as a separate Sub-customer (job) and add the
specific location address to each Sub-customer. Using Sub-customers works best for
multiple jobs under one customer, something he will encounter a lot in the commercial side
of Inflow’s business. They can still bill the Parent customer for all locations. The use of Sub-
customers will help Josh see all income and expenses per job, even though they bill the

same custometr.

The use of Projects requires the Plus or Advanced QBO subscription. This feature is used
when there is a need to track income and costs such as time and burden rate per Project.
The Projects page lists all current Projects and provides a snapshot of each Project’s

profitability.

Help Josh decide when to use Projects vs. Sub-customers and make sure he understands
the difference. As we follow Inflow’s journey, we begin to understand the power of

accounting applications and how they can impact on the company’s success!
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Sub-Customers

Sub-Customers

Sub-customers are used to track information for multiple jobs for a specific customer. An
example includes multiple jobs for multiple locations for the same customer.

Add a new customer and check the box, is a sub-customer.

(Sub-customers can be used for different billing addresses, however, avoid using sub-
customers as projects. Projects do not show in the Customer List.)

Sub-customers works best for multiple jobs under one customer.

Customer information

Title  First name Middle name Last name Suffix Email

‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ A1PP@gmail.com ‘

Company Phone Mobkile Fax

Al Property Management ‘ ‘ (858) 678-987¢6 H H ‘
*Display name as Other Website

ropery My | |
Print on check as Use display name Is sub-customer

Property 1 1 [ A1 Property Manageme ] Bill with parent ¥
—

Address " Notes || Tax info H Payment and billing H Language H Attachments || Additional Info ‘ Bill with parent

Billing address mzp Shipping address map D Same a h{ Bill this customer -

321 Heinz ‘ 456 Foothill Blvd.
‘ El Cajon H CA ‘ ‘ El Cajon H 90219 ‘
‘ %0219 H Country ‘ ‘ 92019 H Country

Bill with parent —allows you to invoice the parent customer and receive payments across
multiple sub-customer invoices.
Bill with customer —allows you to create the invoice and receive the payment using the

sub-customer. You can use different addresses when invoicing a sub-customer.
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Sub-Customers

Here is an example of a customer with sub-customers. It is important to select the sub-

customer when creating transactions.

I Batch actions v

| | CUSTOMER /PROJECT 4 / COMPANY PHONE EMAIL
] iM Pmpe"yMa"af’emem = (858) 678-9876 A1PP@gmail.com
L] ijpen“ rz (858) 678-9876 A1PP@gmail.com
] 'TroPé“yz = (858) 678-9876 A1PP@gmail.com

Sub-customer Reports:

OPEN BALANCE

$1,964.96

$982.48

$982.48

&

ACTION

Receive payment w

Receive payment w

Receive payment w

Estimates by Customer — Displays estimates and status per customer and sub-customer.

Income by Customer Summary — Horizontal view of income, expenses, and net income per

customer and sub-customer.

Profit and Loss by Customer — Identifies income and expenses by customer and sub-

customer.

Customer Balance Summary — Totals view of Open Balances by customer and sub-

customer.

QuickBooks Online Foundations
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Projects qab

Set up and use Projects when tracking income, material costs, and labor expenses.
(Assigning income and costs to a project is a more efficient way to determine profitability.
Adding labor costs with or without QuickBooks Online Payroll will help identify non-
productive time that impacts our bottom line.) Projects allow you to track how far you are
into a specific project by choosing the status (in progress, completed, or canceled). If using
QBO Payroll, use time tracking to allocate the employees wages and costs to the project. If
you do not use QBO Payroll, you can assign hourly rates to account for the costs associated
with labor.

Click Projects -> see how it works (to watch the video) -> Start a project.

Create a Project name (different than the customer's name), select the appropriate

customer from the customer list, add any notes regarding the project.

New project
Run your projects with Project name l
confidence " Houze Custom Hormes
Make better decisions by knowing how your jobs are doing
(@ See how it works ’ Customer ™ /

© Profitability in one place ‘ Houze Custom Homes - Padre View Estates

Organize your project finances with  clear view of profits
® Keep track of your labor costs Notes

See where your team is spending time and how i affects your profit margins

o AL o . I
Eliminate the guiessworlk Add details you want to remember
Understand which projects make money and where you should focus your ’
efforis

Important to know: Projects are available in both Plus and Advanced subscriptions.
Projects runs independently from payroll processing and help to track job costs and income

to determine profitability for each job.
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Projects qab

From the Projects window, you can filter progress per customer or for all customers, search
or add a new project, or change the status of a current project. You can edit or delete
projects as needed.

Click the small gear icon to manage how columns are displayed.

In progress v } [ All customers ‘ v ] ‘ Q search all projects ‘ New project

u]
{§}
PROJECT ¥ / CUSTOMER PROFIT MARGIN ‘ TIME ‘ ACTIONS
», Houze Custom Homes Income  p————————— $463,520.00 .
' Houze Custom Homes - Padre ... Costs  n——— $329,985.29 28.8% 1720:00 Optiens v
s, Seaside Estate H ———
y easide Estate Homes Income $248,000.00 39.99 0:00 Options

" Houze Custom Homes - Padre ... Costs  n——— $149,120.00

Note: Use the status drop-down menu to track projects in progress, completed or

cancelled.

You can add a percentage to an employee’s current hourly rate. First determine all
categories you will include in your cost rate.

Cost rate — Pay rate + % of overhead + employer taxes + any additional expenses

Billable rate —Amount you charge customers for products and services. The billable rate
represents potential Income. Sales (income) — Cost rates (expenses) = Profit from a Sale or

Project.
Hourly cost rates X

Include the total of wages, taxes, and overhead for each worker.

This is nat your billable rate.
( + Add Employese )
EMPLOYEE COST RATE

Claudia Erazo 26.26 . Cancel Save
David 5t Onge 24.00 Cancel Save
Erin Bishop 32.40 H Cancel Save

© 2022 Intuit Inc. QuickBooks Online Foundations



Projects

Once you create a Project, click the Project to open the Project window. Click Take project

tour.

< All projects

Padre View Estates

Houze Custom Homes | In progress W | € Add to project v

[ < 453 34500 Open  $163,623.94
39.2% Income %463.212.00 Overdue  $163,623.94
PROFIT MARGIN Costs $281,516.10

* Take project tour

Click the drop-down arrow next to Add to Project and select additional features you would
like to add to the project. (Invoices, Receive payments, Expenses, etc.). You can click the

Edit button to change project information.

Add to project v \J

Invoice

Receive payment
Expense
Estimate

Time

Bill

Purchase order

Overview tab — View your project’s performance from start to finish. Track income and

costs, including labor.

Overview Transactions Time Activity Project Reports Attachments
vo ol
$463,315.00 $281,516.10 $181,798.90
INCOME COSTS PROFIT
v INCOME $463,315.00 » COST OF GOODS SOLD $281,516.10

163,315.00

» HOURLY TIME COST

$300,000.00

» EXPENSE
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Projects

Transactions tab — Follow the money to see your project organized by income and costs to

make sure you stay profitable.

Overview Transactions Time Activity Project Reports Attachments
Days :
DATE TYPE NO. DUE DATE BALANCE TOTAL STATUS ACTION
03/31/2021 Credit Memo 3043 $0.00 -$219.86 = Closed Print v
03/31/2021 Payment $0.00 $0.00 Closed ,
03/26/2021 Journal Entry Payroll 032621 $0.00 $9,120.00

Time Activity tab — You can add your team’s time, know what they worked on and how it
affected the project costs. This pulls from timesheets, not actual payroll. You can track

billable time and convert the time activity into customer invoices.

Overview Transactions Time Activity Project Reports Attachments
View by: ’ Group by:
‘ Month WV | then ‘ Employee Vv 1
DATE EMPLOYEE/VENDOR SERVICE TOTALTIME TOTAL COST BILLABLE TIME BILLABLE AM

21

Your time is valuable

Understand how you spend your time and what it cost on a project.
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Projects

Project Reports tab— Provides multiple views of your project. Drill down to access details
on what has been spent, how much has been invoiced, etc.

Project profitability report — Provides information on all costs except time tracked.

Time cost by employee or vendor - Provides information on time tracked per project
based on the hourly cost rate entered for each employee or vendor.

Important! Unbilled time and expense is used to review the unbilled time and costs you
intend to invoice your customer. You can find unbilled time in Expenses under the Project

tab and Unbilled Time and Charges from the Reports window.

I Praject profitability (without time costs)

FIL How much you're making or lezing on thiz project.

Time cost by employee or vendor

8]
ﬂ See employee or vender time costs on this project.

il Unbilled time and expenses

e Find expenzes and time you haven't added to an invoica.

Attachments tab — Provides the ability to upload documents related to projects. This is a

very useful feature that ensures backup information is available at the time of need.

Overview Transactions Time Activity Project Reports Attachments

Drop documents here or select files from computer to upload
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Section 6 Practice Test

1. You want to track income and expenses for a customer with multiple locations, which
classification would you use to setup the customer?
a) Sub-customer
b) Customer
c) Vendor
d) Project

2. You decide to track income and costs for a specific customer, which option would you
choose?
a) Sub-customer
b) Project
c) Customer
d) Vendor

3. You want to create a new project, where would you go?

a) Customer Center

b) Gear->Lists

c) +New->Customer->Projects

d) Left Navigation Bar->Projects->New Projects

4. You want to create a Sub-customer, where would you go?
a) Left Navigation Bar->Projects->New Project
b) Gear->Projects
c) Gear->All lists
d) Left Navigation Bar->Sales->Customers

5. You want to create a list of employees and add their Hourly Cost Rate, where would
you go?
a) Left Navigation Bar->Cash Flow center
b) Left Navigation Bar->Customer Center
c) Left Navigation Bar->Projects
d) Gear->All Lists
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Section 6 Case Study Activities

1. Review Video Links:

Organize Customers with Sub-Customers

2. Create Sub-Customers for A1 Property Management. Refer to the training if you need

additional help. Go to the Customer Center to complete this account.

Property 1 Shipping Address Property 2 Shipping Address
456 Foothill Blvd 458 Foothill Blvd
El Cajon, CA 90219 El Cajon, CA 90219

Note: Property 1 and Property 2 have different addresses. Because we used the bill to

parent feature, they will show in the customer list with the parent address.

3271 Heinz

[ ] A1Property Management [ El Cajon CA 90219 (858) 678-9876 A1PP@gmail.com

M Property 1 321 Heinz (858) 678-9876 A1PP@grmail.com
A1 Property Management El Cajon CA 90219 -

u Property 2 321 Heinz (858) 678-9876 A1PP@gmail.com
Al Property Management El Cajon CA 90219 -

3. Review Video Links:

Projects: Intro

Customer and Project Costs: Intro

Turn on Customer/Project Costs

Record Customer/Project Costs
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Section 6 Case Study Activities

4. Create two Projects — Go to Projects from the left navigation bar.
a. Project Name — Padre View Estates
Customer — Houze Custom Homes
b. Project Name — Seaside Estate Homes

Customer — Houze Custom Homes

5. Add Employees and their cost rates. Use the screen shot below.
6. Click +Add Employee and enter the name, click Save. Click Add to the right of the

employee's name and enter the cost rate, click Save.

Hourly cost rates X

Include the total of wages, taxes, and overhead for each worker.

This is not your billable rate.
( + Add Employee )

EMPLOYEE COST RATE

Claudia Erazo 526.26/hr 7
David 5t Onge 524.00/hr I
Erin Bishop 532.40/hr I
Jared Jones $32.40/hr &
Nico Quinn 518.00/hr 2
Faige White 532.40/hr 2
Sean Black $36.00/hr 2
Victoria Conners $32.40/hr 7
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Section 7 Objectives

Upon completion of Section 7, each participant will be familiar with:
* How to enter Beginning Balances.
* How to enter Historical Transactions.
* How to manage Recurring Transactions.

* How and when to use Adjusting Journal Entries.

When Inflow Heating and Cooling was first established in 2015, they used QuickBooks
Desktop as their accounting application. They now know QuickBooks Online will better
serve their needs. Let's help Josh establish and enter beginning balances to ensure the

accurate start necessary to build a solid financial foundation.

The QuickBooks Desktop file Josh used previously was too large to upload directly to
QuickBooks Online. Because of this, we will use adjusting journal entries to enter the

Balance Sheet and Profit & Loss totals as of 12/31/19 to record beginning balances.
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Beginning Balances

It is important to verify or enter beginning balances and historical data. Your Accountant
can assist you in using a journal entry or you can add beginning balances when adding

accounts to your Chart of Accounts list.

If you have converted data, then you would have compared a Balance Sheet and Profit &
Loss Statement (set for all dates and accrual basis) in QuickBooks® Online with the same

reports in the accounting application you were using.

Enter beginning balances when setting up a new bank account, credit card account, and

other assets and liabilities. Opening balances default to Open Balance Equity in the Chart of

Accounts.
Account
Account Type *Name
Bank - ‘ Checking 1234 ‘
*Detail Type Number
Checking - ‘ ‘ 10000 ‘

.| Description
Use Checking accounts to track all your ‘ ‘

checking activity, including debit card
transactions.

Each checking account your company D |s sub-account
has at a bank or other financial institution
should have its own Checking type Enter parent account A
account in QuickBooks Online Plus.

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

More info on opsning balances

Choose one v

Choose one

Beginning of this year
Beginning of this menth
Today

Other

Note: Accounts Receivable (customer invoices) and Accounts Payable (unpaid bills) should

be entered individually to match beginning balances.
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Beginning Balances

Journal Entries are used to record beginning balance transactions, or transactions that
occur outside of the business bank and credit card accounts. QuickBooks automatically
enters the date and journal entry number, but you can change them anytime. You must
enter at least two accounts and at least one debit and one credit, in order to save the

journal entry. The debit and credit totals must match.

Click + New -> Journal Entry.
Verify the date and Journal number. Enter the account, amounts, description and name if

applicable. Click Save.

(S Journal Entry #AJEO1 Balance Sheet & (@ Hep

123172020 [1F] AJEO1 Balancs Sheet

¥ AccoUNT DEBITS CREDITS  DESCRIPTION NAME LocaTioN cLass
1 10000 Checking 1234 30.250.25 Beginning Salance : 5an Disgo Ganeral i
210100 Payroll 5678 15.000.00 Beginning Dalance 5an Disgo Ganeral il
3 10200 Savings 97101 10,000.00 Seginning alance San Diego Ganaral i
4 12000 Invantory Assat 7,938.26 Beginning alance San Diego Ganeral il
5 15000 Furniturs & Fixtures 7.529.67 Beginning Balance 5an Disgo Ganaral i
6 15100 Machinery & Equipment 2527623 Beginning Dalance | san Disgo General il
7 15200 Vehiclss 119,615.59 Seginning alance San Diego Ganaral i
8 16000 Accumulated Depraciation 6872522 Beginning alance | 5anDiego General i
9 17000 Leasshold Improvements 3531287 Beginning Balance | sanDisgo Ganaral i
10 17500 Accumulated Amorizztion 6.03524  Beginning Balance 5an Disga General i
11 19000 Security Deposits 5,000.00 Geginning alance San Diego Ganaral i
12 21000 Chase 1125 5,932.31 Beginning Balance San Diego Ganeral [}
13 23000 Line of Cradit 1946-01 15.026.27  Beginning Balance | 5anDisgo Ganeral i
14 22000 Feders| Tax Payable 7.629.88  Beginning Dalance | 5anDisga Genaral it}
. 16 22100 State Tax Payable 7.243.76  Beginning Salanca San Diego ‘ Ganeral i
16 22200 Wage Gamnishmants 139.50 Beginning Balance | 5anDisgo Ganeral [}
17 27200 Nots Payabls - 2017 GMC. 2875432 Beginning Balance | 5an Disgo Ganeral i
18 27300 Note Payable - 2018 GMIC 2415967  Beginning Balance | 5an Disge General il
19 33100 Owner's Draw 72,000.00 Seginning alance San Diego Ganeral i
20 32000 Retained Earnings 16424670  Beginning Balance San Diego. Ganeral

n
=1

Note: What is required to create a journal entry? Accountants typically provide adjusting
journal entries when completing the tax return. For example, Depreciation Expense is used

in conjunction with Fixed Assets. We depreciate assets over specific periods of time.
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Historical Transactions

Entering Historical Information

When entering historical information use the following process:

Accounts Receivable — Enter transactions (invoices, payments, and deposits) in the same
order and date they were created or received. This process creates a historical record of

transactions by Customer.

Invoice — Click the + New icon -> Invoice and enter each invoice sent between your start

date and today. Be sure to use the correct dates as well as the Products and Services List.

Receive Payment — Click the + New icon -> Receive Payment and enter all payments
received by Customers between your start date and today. When payments are received,

they are posted to a default holding account known as Undeposited Funds.

Bank Deposit — Click the + New icon -> Bank Deposit to select payments and post deposits
to the bank register. This is a very important step intended to group payments that match

the deposit sent to the bank. This step clears out the Undeposited Funds holding account.
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Historical Transactions

Pay Bills — Click the + New -> Pay Bills to attach payments to bills.

Bank Transactions — If you are entering historical transactions for more than a one-month

time frame, enter the transactions one month at a time and reconcile all bank and credit

card accounts before going on to the next month.

There are three ways to enter historical bank transactions: manually, import feature or

connect bank accounts (per Section 2 training).

Use the following process to enter bank transactions:

1)

2)

3)

4)
5)

Manually enter all checks by clicking the + New icon -> Check and entering all checks
posted one month at a time.

Manually enter debits by clicking the + New icon -> Expenses and entering all debits
posted to the bank one month at a time.

Connect the bank account to QuickBooks® Online — Dashboard -> Connect Accounts
or Banking -> Add Account and follow the setup process. Use caution when selecting
the period to download transactions to avoid duplicate transactions.

Export and import transactions from your bank to QuickBooks Online.

Complete Bank Reconciliation — Click the Gear icon -> Reconcile. Deposits and bill

payments should already be posted to the register.
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Recurring Transactions

Recurring transactions are memorized transactions that recur daily, weekly, monthly, etc.
Use this feature to record repetitive transactions such as bills, checks, auto-debits, invoices,
and credit memos. When properly maintained, the use of Recurring transactions can save

considerable time and effort. Work-flow efficiencies translate into higher profit margins.

Note: It is important to understand the different types of Recurring Transactions and the
following Recurring Transaction options:

Scheduled — Automatically records the transactions.

Reminder — Appears on your dashboard and when selected, will take you to the reminder
list to edit or enter the transaction.

Unscheduled — Appears on the recurring transaction list to use at any time, however, does

not record the transaction.

Click the Gear icon -> Recurring Transactions under Lists.

In the Recurring Transactions window, you can filter by Name, Template Type, or
Transaction Type. You can also filter by location if the feature is turned on.

Use the Reminder List to create or skip memorized transactions. Use the drop-down arrow
to Run a Report.

Click Edit from the Action column to change default information for a recurring bill.

Click the drop-down arrow in the Action column to select, duplicate, resume or delete a

recurring transaction. Click the Gear icon to change the number of Rows displayed.

Recuring Tensecions —_— DD
< All Lists
| Filter by Name C Filter v Al
m]
(=]
TEMPLATE NAME ¥ / TYPE TXNTYPE INTERVAL PREVIOUS DATE NEXT DATE CUSTOMER/VEND( AMOUNT ACTION
Telephone Bill Scheduled Bill Every Month 05/27/2021 : Cal Telephone 74.36 Edit v
Monthly Building Lease Scheduled Bill Every Month 05/27/2021 Hall Properties $00.00 Edit »v
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Recurring Transactions

Click New and select the Transaction Type to create a Recurring Transaction.

Enter all details. It is important to maintain your Recurring Transaction list.

Select Transaction Type X

Select the type of template to create

Transaction Type

Recurring Transfer
Template name Type

Scheduled + | Createmdays in advance

Savings ‘

Interval Start date End End date

on

‘Monthly - dey ¥ | Lest ofevewmmon‘th(ﬂ 02/28/2025 ‘ |By v| |12,f31f2025 |

Transfer Funds From Balance
‘ 10000 Checking 1234 » | $66,672.25

Transfer Funds To Balance

‘ 10100 Savings 5673 | v | $87,00000

Transfer Amount

1,000.00

Mamo

@j Attachments  Maximum size: 20MB

Drag/Drep files here or click the icon
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Section 7 Case Study Activities

Fantastic! After a long journey through the first five sections, you have completed the setup
process and are now ready to enter startup balances. This is where the company file comes
to life. There are multiple ways to enter startup transactions; you will use Journal Entries to

complete the next three activities.

1. Review Video Links:

Entering Accounts and Opening Balances

Enter Historical Transactions

Recurring Transactions: Intro

Set Up a Scheduled Transaction

Assign a Frequency and Save a Scheduled Transaction

Edit a Recurring Transaction

Intro to Journal Entries

General Journal Entries

You will enter the Balance Sheet and the Profit & Loss balances as of 12/31/Prior year.

2. Enter Journal Entry AJEO1 Balance Sheet.
3. Enter Journal Entry AJEO2 Profit & Loss.

Note: Your Instructor will provide Journal reports.pdf as a reference for this activity.
Remember to use the same dates and accrual basis when comparing reports. It is
important to enter the information top to bottom/left to right to avoid missing fields. This
will require an understanding of which account categories are debited and which are

credited.

© 2022 Intuit Inc. QuickBooks Online Foundations



https://vimeo.com/421173887
https://vimeo.com/421173912
https://vimeo.com/421581989
https://vimeo.com/421582024
https://vimeo.com/421586218
https://vimeo.com/421582652
https://vimeo.com/421221660
https://vimeo.com/421221688

@

quickbooks.

Online Foundations Training

SECTION 8
ACCOUNTS PAYABLE

168



Section 8 Objectives

Upon completion of Section 8 each participant will be familiar with:

* Overview of Accounts Payable.

* How to turn on/off Accounts Payable-related Accounts and Settings.
* How to use the Vendor Center.

* How and when to Create and Pay Bills.

* How to Create Checks and Expenses.

* How to Create Credit Card Expenses.

* How to view and save Accounts Payable-related reports.

* How to use Purchase Orders.

* How to get started with Inventory.

Accounts Payable significantly impacts cash flow in a business. It is imperative Josh
establish a best practice Accounts Payable Policy to manage the outflow of cash. Most
vendors (companies they purchase supplies from) establish terms, (a time period in which
they are required to pay the bill), to avoid late fees. If they pay bills immediately, instead of

waiting closer to the due date, it could negatively impact cash flow.

Inflow Heating and Cooling would like to use purchase orders to track orders with suppliers.
Josh also wants to establish a structured bill pay process. He wants to be as lean as possible
regarding overhead expenses and wants more training on how to correctly use the Vendor
Center. In addition, Josh is unfamiliar with how to manage his 3 truck payments in
QuickBooks Online and wants help regarding the best way to setup and manage the

payments in the system.

In addition, show him how to setup a new vendor, create and pay bills, create checks and
expenses and credit card expenses. Josh mentioned he wants to focus on paying supplier
bills after receiving a payment (or progress payment) from customers. Our work is cut out

for us!

What do you recommend regarding Accounts Payable reports? How can this information be

used to improve company performance?
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More About Accounts Payable

In the Accounts Payable section, we will discuss the importance of managing the payment
process and taking advantage of discounts offered by vendors. This process has a significant
impact on cash flow. Consistently implementing a ‘best practice’ Accounts Payable Policy

also reduces potential fraud.

Biz Q&A:
* Why do you think it is important to manage Accounts Payable?

* Why do you think business owners should have an Accounts Payable policy?

Wow Fact:
According to JPMorgan, 60 percent of organizations were exposed to attempted or actual

payments fraud in one year alone.

The typical financial loss as a result of payments fraud was 523,100 per business.

The lack of internal controls and ineffective Accounts Payable processes can end up costing
the business in fraudulent payments, double payments, late fees, lost discounts, additional
allocation of labor to locate invoices, etc. Also, we will explain how the Accounts Payable
process can affect vendor relationships; e.g., reduced credit, requiring payment up front,

and less favorable payment terms.
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Vendor Center

Click Expenses -> Vendors in the Left Navigation Bar to access the Vendor Center. Here, we
will view open and overdue bills, maintain vendor information, and view historical
transactions. Use the search bar to find a vendor or company. You can email vendors
directly by clicking the drop-down arrow for Batch actions. You can click Prepare 1099s and

complete the step-by-step wizard.

Vendors

Unbilled Last 365 Days Unpaid Last 365 Days Paid

$74'039 i
0 PURCHASE ORDER 5 OVERDUE 5 0 PAID LAST 30 DAYS

\5( Batch actions « ) |Seerch QI ‘% [2_) {@}
D VENDOR ~ / COMPANY ADDRESS | PHONE EMAIL OPEN BALANCE ACTION
D ACH Auto Loans E)?(:A'\:ru‘CHAS;ZOML (858) 213-5657 jason@achfinancial.com $0.00 Create bill v
[] Applestore 50.00 Create bill v
Click the drop-down L &0 @
arrow in the Action o= 3
ACTION Columns
column to create bills, || Attachments
Add
create expenses, c ol ress
. reate bi v_ Phone
write checks, and .
Create expense - Email
more. .
Write check Other

D Include inactive
Make inactive -

Click the Gear icon to Rows

add and remove

columns displayed.
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Vendor Center

Add Vendor

Click New Vendor

Enter the Company name and other details you have on file. The Display name is the only
information that must be unique. It is used to track balances as well as default sorting.

Use the scroll bar to keep private notes, access the drop and drag box for attachments, add
default terms, and enter the Business ID No. You can also check the Track payments for

1099 box for all vendors for which you are required to file 1099s.

Vendor Information

Title  First name Middle name Last name Suffix Email
Akami Advertising
Company Phone Mobile Fax
Akemi Advertising (858) 235-5456
*Display name as Other Website
Akemi Advertising v,
Print on check as !Z| Use display name Terms
Akami Advertising v
Address mzp Opening balance as of
9340 Carmel Mountain Rd 01/12/2022
Account no.
San Diego CA
02129 Business ID No./ Social Security No.
Notes « XX-XXXO999 View/Edit Business ID
\2\ Track payments for 1099
’ Default expense account
Attachments  Maximum size: 20MB 60800 Advertising & Pr | ¥ v

( Cancel )( Makeinactive ) Privacy m

Note: What is the purpose of the terms feature? What is unique about the display name?
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Vendor Center

Click on a Vendor from the list in the Vendor Center.
Use the bar/arrow to Search by name or company.
Sort by name or Open balance.

Collapse the list by clicking the bar/arrow icon.

Click the symbol icon to add a new Vendor.

(Vendors‘ ’+ =¢

‘ Filter by name or d Q ‘
( Sortby name a )E

ACH Auto Loans
$0.00

Apple Store
$0.00

Each vendor has Transaction List and Vendor Details tabs containing transaction history

and vendor information, respectively. You can choose to print or export transaction history

to Excel.
TransactionList | Vendor Details

Batch actions v ) ( Filter + ) [u]
oC 56 ®
<First Previous 1-80f8 Next Lastx

] DATE & TYPE ‘ NO. ‘ PAYEE CATEGORY ‘ MEMO
] | 01/25/2... | Expense ACH Auto Loans | 27300 Note Payable -: - ACH Auto Loans 201
O | 01/25/2...  Expense ACH Auto Loans | 27200 Note Payable -: - ACH Auto Loans 201

Select transactions, then click the drop-down arrow for Batch actions to print or

recategorize transactions. Click the drop-down arrow for Filter to sort by Type and Date.

Click the Gear to select columns to display.

p Type
Batch actions
\E | All transactions A |
| Print transactions ‘
Date
Categorize selected | |
|. - :| All dates hd

© 2022 Intuit Inc.
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Columns

I:l Method
I:l Source
I:l Memo
I:l Due date
[ ealance
D Status
D Attachments
Type

No.
Payee
Category

~ Show Less
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Vendor Center

Edit Vendor
Click on the Vendor in the Vendor Center that you wish to edit. Click the Edit button to

open the vendor information window.

ACH Auto Loans 2 &

1996 Mula St, Del Mar, CA 92014
$0.00

OPEN

$0.00

OVERDUE

No notes available. Please click to add notes.

Make Inactive

ACTION

Select from the Action column in the Vendor Center to
Create bill

make a vendor inactive or edit the vendor and click the Create expanse

Make Inactive button. Write check

Create purchase order

Make inactive

Merge Vendors
Edit the vendor you intend to keep, copy (Ctrl + C) the vendor's name, and then click cancel.
Edit the vendor you intend to merge and paste (Ctrl + V) to replace the vendor's name with

the correct name. Click Save.

Please Confirm

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

A Please Confirm warning box will appear; click Yes to confirm. The old vendor will be

removed from the list and remain in an inactive status.

Note: The merge process cannot be undone.
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Contractors

Add Contractor

1099 Workers are independent contractors who provide a service. They determine how,
when and where they work to complete tasks. They are neither full-time nor part-time
workers. You are not required to withhold taxes, provide heath insurance, sick pay, or
vacation leave.

Note: It is important to understand 1099 guidelines.

It’s crunch time and we realize we are missing Contractor information to process 1099s.
You can invite Contractors via email. The Contractor will be prompted to input the required
information.

Click Payroll -> in the left navigation bar. Click the Contractors tab -> Add a contractor.
Enter Name and Email to send Contractor invite to complete their profile. This will setup an
account to safely share their personal information. Use the Contractor Center to write a

check, create an expense or bill, and prepare 1099s.

Payroll
Employees Contractors Workers' comp
Contractors
Q Find a contractor C Active v) Prepare 1099s ‘Add a contractor
J Josh Hawkins, LLC > View Last Payment Write check V'

Add a contractor

MName * p

Email * ’

Email this contractor to complete their profile. They'll get their own
account to safely share their personal details.

Preview “
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Many business owners are unaware of their responsibility to file 1099 forms with the

Internal Revenue Service each year. If you pay an individual or business $600 or more for
services rendered, you are required to file form 1099-NEC. However, you are NOT required
to file form 1099 for services rendered, when the entity is a Corporation. Form W-9 is used
to determine entity type and reporting information. It is important to supply and require
recipients to fill out form W-9. This will save you a lot of time tracking down information at

the end of each year.

If you pay rent for a building or space, you are required to file form 1099-Misc.
If you borrow money from an individual and pay interest, you are required to file form
1099-Int.

If you are paid via credit card, all payments are reported on a 1099-K form.

It is important to incorporate the following best practices in your business:
* Require all individuals or businesses providing services to complete a W-9 form.
* Do not pay for services rendered until you receive a signed W-9 form.
* Add a recurring event to complete 1099 filing before January 315 each year.

* Keep track of all 1099 recipients in QuickBooks Online all year.

Note: You can visit www.irs.gov to learn more about the various types of 1099 reporting.

The general rule is that you must issue a Form 1099-NEC to any vendors or sub-contractors
you have paid at least $S600 in rents, services, prizes and awards, or other income payments
during your trade/business in a given tax year (you do not need to issue 1099s for

payments made for personal purposes).
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http://www.irs.gov/

W-9 Form

Th W-9 Form requires the recipients name, address, entity type, Social Security number or

Employer Identification Number, signature and date.

o w.g Request for Taxpayer Give Form to the
{Rev. October 2018) Identification Number and Certification requester. Do not
Department of the Treasury send to the IRS.
Internal Revenue Senvice P Go to www.irs.gov/FormW3 for instructions and the latest information.

1 Mame (a5 shown on your incoms tax retum). Name is required on this line; do not leave this line blank.

2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes apply only to
following seven boxes. certain entities, not individuals; ses
instructions on page 3):
J Individusl'sole proprietor or Oe Corporation s Corporation O Partnership L] Trust/estate
single-member LLC Exempt payee code {if any)

_| Limited liability company. Enter the tax classification (C=C corporation, S=5 corporation, P=Partnership) »
Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check | Exemption from FATCA reporting
LLC if the LLC is classified as a single-membser LLC that is disregarded from the owner unless the owner of the LLC is. £
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwiss, a single-member LLGC thay| S0 1 any)
is disregarded from the owner should check the appropriate box for the tax classification of its owner.
"] Other (see instructions) » {Anpias o accounis meinksined oulsida the LS|
5§ Address (number, street, and apt. or suite no.) See instructions. Reguester's name and address (optional)

Print or type.
See Specific Instructions on page 3.

6 City, state, and ZIP code

T List account number(s) here (optional)

Part | Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid Social security numbar
backup withholding. For individuals, this is generally your soclal security number (SSN). However, for a
resident alien, sole propriator, or disregarded entity, see the instructions for Part |, later. For other - -
antities, it is your employer identification number (EIN). If you de not have a number, see How fo get a
TIN, later. or
Mote: If the account is in more than one name, see the instructions for line 1. Also see What Name and Employer identification number
Number To Give the Requestar for guidelines on whose number to anter.

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b | have not been notified by the Intermal Revenue
Sarvice (IRS) that | am subject to backup withholding as a result of a fallure to report all interast or dividends, or (¢) the IRS has notified me that | am
no longer subject to backup withholding; and

3. 1am a U.S. citizen or other U.S. person (defined below), and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above If you have been notifled by the IRS that you are currently subject to backup withholding because

you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments

ather than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. Sea the instructions for Part |1, later.

Sig" Signature of
Here | us. person» Date »
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Next, Go to the Vendor Center, click Prepare 1099s -> Continue your 1099s and review

your company information. You must have a Tax ID. Use this temporary number 99-

9999999 in order to move forward. Click Save -> Next.

Review your company info

If anything isn't correct, change it now. We'll save it in your company settings.

Name and address JDoe Inflow Heating and Cooling
7535 Torrey Santa Fe Rd
San Diego, CA 92129

Tax D 29-9999999

Phone number +1 65094446000

Contractor or services rendered are always Box 1 using form 1099-NEC. There can be
multiple categories per box. It all depends on the categories you used in posting
transactions related to recipients. Continue to map the account categories to the
appropriate boxes. Rents is always Box 1 using form 1099-Misc.

Non-employee compensation and rents are the most common payment types. Review the

additional payment types. Click Next.

Categorize payments to contractors (or 1099 vendors)

Select the box for the types of payments you made. Then select the expense accounts you use for these payments. Not sure

Most common payment types

Non-employee compensation Box 1 1099-NEC

- 50400 Contractors, 64100 Legal & Professional, 64700 Repairs & Maintenance

‘ Multiple Accounts ...

Rents Box11099-MISC

‘ 64600 Rent Expense ‘ -
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1099s qb

Review your contractor's info. Required information will appear in red. Edit the vendor and
add missing information. If you notice vendors missing from the list, click Add from Vendor

list. Click Next or Save and finish later.

Review your contractors' info

Make sure your contractors’ details are correct. To see which contractors meet the 1099 threshold, click Next.
Need to add anyone?

Add from Vendor list )

CONTRACTOR NAME ADDRESS TAXID EMAIL ACTION

San Diego CA 92129 2
Josh Hawkins, LLC s 99-9999999 Add Ema Edit

Address invalid

1000 Grand Blvd Financial Built Py
C Ac: t 00-0909000 Add Email Eait
Lucca Account ng s - a7y PR Add Emeail L

y 1846 Arabella Ct ) ; a
Mansfield Legal Firm A s S 99-9999999 mansfieldlegatfirm@law.com  Edit
g 92

: 3069 Hammer St .
SEER Construction, LLC A 99-9999990 theboss@SEER.com Edit
an Diego 92129

Next, you will verify the totals. If the name still appears in red, add the missing information

to complete the process. Click Finish preparing 1099s or Save and finish later.

Check that the payments add up

Only those contractors you paid above the threshold (usually $600) get a 1099. Need to add or edit payments?
IMPORTANT: third party payments such as credit cart or Paypal are excluded from 1099s. Why?

‘ 1099 contractors that meet threshold ‘ Print Information Sheet

Contractors with 1099-NEC 6

CONTRACTOR ‘ TOTAL PAYMENTS NEC EXCLUDED ‘ 1099 TOTAL

There are no vendors who match the criteria.

<First Previous 0-00f0 Next Last>

P9 Finish preparing 10995 Save and finish later

Note: The last step is to select one of the options. If you select Automated E-File and
Delivery, Intuit will process the forms. If you choose Print & Mail, you will receive a kit in

the mail and will be responsible for filing the forms.
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Expenses qab

It is important to differentiate between checks and expenses. While many checks are
written for expenses, but not all checks, they are handled in a different manner than
expenses in QBO. This makes a difference when bank transactions attempt to find a match
during the sync process in the Banking Center. Expenses are typically debits/ACH and credit
card-type transactions.

When you use an expense transaction to record a credit card purchase, QuickBooks debits
the expense account and credits the credit card payable account. The expense appears on

the Profit & Loss and the credit card liability appears on the Balance Sheet.

To enter Expenses manually:
Click the + New icon -> Expense.

Enter or verify the following information:

Vendor name, bank account, payment date, and reference number.

Enter the account, description, and amount, specify whether the Expense is billable, and
assign the transaction to a Customer or Job.

Click Item details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory-related products. Click Save and New or Save and Close.

(& Expense R akzatour B¢ (D help
Tememsmamews
Paysa Paymar accoune (D $
[rermetzore | 9305 crectig 1252 [v [foetssers 6,275.69
Feymant date Payment mathod Hatne.

283621 | Whar did yau pay win? | - ‘
e,
sanDes
Parmit .
Taae (D) Manezc taga

¥ Category details
¥ cavgomv®  Descmemon AMOUNT | CUSTOMER / PROJECT cLass

1 50800 Equipment Rental Tharmal Zane Equipment Rental, Mew Construcion £.275,69 | Houze Custom HomesiFadre View Estates | New Canstructon

[==1

2

» Item details
Total £6,275.69

Mema.

Trarmal Zone Equipment Rental, New Construstion
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Checks qb

Here is where we enter checks written manually or checks to be printed. Be sure to include
the check number in the reference number field. Also, select Check instead of Expense. This
makes a difference when bank transactions attempt to find a match during the sync process

in the Banking Center. A check debits the expense and credits the bank account.

Click the + New icon -> Check.

Enter or verify the following information:

Payee name, bank account, payment date, and check no.

Enter the account, description, and amount, specify whether the check is billable, and
assign the transaction to a customer or job.

Click Item Details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory-related products. Click Save and New or Save and Close.

(& Check #To print @ (2 nelp

AMOUNT

Payee / Bank Account /
feso— $0.00

‘ - ‘ 10000 Cheeking 1234 | ~ ‘ Balance 594,247.45

Mailing address Payment date Check ne.

‘ 01/01/2021 To print

[ Printlater
Tocation
San Diego v
Permit no.
Tags @ Manags tags
Start typing to add a tag
v Category details

# CATEGORY DESCRIPTION AMOUNT  CUSTOMER / PROJECT CLASS

1 What did you pay for?

Note: If you have an outstanding check to a vendor that you are confident will never be
cashed, use the void feature. If you have a duplicate check, then it would be appropriate to
delete the uncleared duplicate check. Voiding or deleting a check does NOT notify the bank
to place a stop payment. Deleted transactions will appear in the audit log only. Voided

transactions still appear in your records. Void vs. Delete video link.
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Bills are an important part of Accounts Payable. We enter bills to be paid later. Use reports

to monitor due dates and budget for next bill pay day.

Click the + New icon -> Bill.

Enter or verify the following information:

Vendor name, mailing address, terms, bill date, due date, and bill no.

Enter the account and amount, specify whether the bill is billable, apply

sales tax and assign the transaction to a customer or job.

Click Item details to enter the Product/Service you are tracking. This section is typically

used when tracking inventory related products.

Click Save and New or Save and Close.

.
< Bill #1221-01 G @t D
PAYMENT STATUS
Vendor
Chiller HUAC Parts Hause TV PAI D
1 payment mad (§70,000.00]
Moling address Torrms Bil date ya Due dote Vi Billn. /
Chiller HVAC Parts Houss Net30 - 12212020 O [ 01202020 # | 122101 |
544 lcebox Lane
San Diego, CA 92128 Lasstion /
Parmit no.
Manage sse
Jatog
» Category details
¥ ltem details
+ | probucTisERVICcE sk BeseRiPTion arv rare AMOUNT | cusTomeR /pROJECT eLuss
1 PemsiResicentiel Fumace REIB000W | New Residential Furnace 10 3500 35,000.00 | Houze Custom Homes:Sessice Estal New Construetion il
2 PariziResicental A/C RACJEQ0S H New Residertial A/C 10 3500 35.000.00 | Heouze Custon Homes:Seaside ESIE' New Construction (]
Ed 3 i
Cloar all lines Total  $70,000.00

Note: Click Make Recurring if you want to memorize a bill and have it automatically posted.

QuickBooks Online Foundations
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Pay Bills

To Pay Bills

Click the + New icon -> Pay Bills.

Select the Payment account.

Select the Payment date.

Select the bills you want to pay. If you need to make a partial payment, simply change the
amount in the Payment column. Click the drop-down arrow to change the Filter criteria or

click the Gear icon to change the number of rows being displayed.

' Pay Bills @ X

Payment account it / Payment date Starting check no. L BN ENT SHOUNT,
10000 Checking 1234 v ‘ Balance 594,247.45 04/10/2021 To print [w]Print later $ 3 1 ,644. 1 8
Last 365 Days 5 open bills, 5 overdus €@ {5

D PAYEE REF NO. DUE DATE » OPEN BALANCE | ‘CREDIT APPLIED PAYMENT TOTAL AMOUNT

(] | Chiller HVAC Pants House 0228-16 03/30/2021 4 5321630 Not available 3,216.30 $3,216.30

[7‘ | Chiller HVAC Parts House 0304-17 04/03/2021 4 $28,427.88 Not available 28,427.88 $28,427.88

O . Chiller HVAC Parts House 0305-18 04/04/2021 4 $6,355.00 Not available $0.00

D SEER Construction, LLC 032519 04/24/2021 4 $30,000.00 Not available $0.00

D . Chiller HVAC Parts House - 0325-20 04/30/2021 €@ 56,039.66 Not available 50.00

. $11,644.18 . $0.00 . $31,644.18 $31,644.18
2 bills selected Total payment (USD) 31,644.18 <Hist Previous 1.50f5 Next Last

Current account balance $94,247.45
Total payment $31,644.18

New account balance $62,603.27

If you are paying with a handwritten check, uncheck Print later and click Pay Bills. If you are
printing a check, select Print later. Click Save and Print or Save and Close. After you select

Save and Print, the Print Checks Setup window will appear. Simply follow the steps.

Note: If you have a duplicate or outstanding bill payment, you can void or delete the
transaction. Voiding a bill payment does not void the associated bill. Deleting a bill payment

does not delete the associated bill.
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Vendor Credits

Vendor Credits

On occasion, you will receive a credit from a Vendor for returned merchandise or due to an

error in billing. Vendor credits reduce the balance that you owe a vendor or supplier. When

you use the original category or item, it reduces the amount purchased. Once you enter a

vendor credit, you will use the pay bills window to apply the credit to the open bill.

Click the + New icon -> Vendor Credit.

Enter the following information:

Select a Vendor, payment date, ref no., account, amount, billable, tax, and customer or job.

Enter the expense in the Account field or click the Item Details if you are tracking inventory

products. Click Save and Close.

& Vendor Credit #0331

Vendor /

| Chiller HYAC Parts House ‘ ~ ‘

Mailing address Payment date
Chiller HVAC Parts House 0373172021
546 Icebox Lane

San Diego, CA 92128

Tags @

Ref no.
0331
Location /

‘ Chula Vista

-

Permit no.

]

Manage tags

Start typing to add a tag

» Category details

v Item details
# PRODUCT/SERVICE SKU DESCRIPTION

1 | Pans:Filter : AFMT204A Air Filter

ary

RATE AMOUNT = CUSTOMER / PROJECT CLASS

5 5 25.00  Wine Coffee & Chocolate Shop Commercial i
2 o]
Tal  szs0
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Apply Vendor Credits

Tracking and applying Vendor credits has a positive impact on cash flow.

Click the + New icon -> Pay Bills.

Select the Payment account and Payment date.

Select the Vendor you wish to pay, and the credit will appear in the Credit Applied column.
You can pay the balance or adjust the amount in the Payment column.

Vendor Credits are automatically applied to the oldest Bill when the setting is turned on.

We have turned off the automatically apply credits feature for this training.

s .
© Pay Bills @ X
" TOTAL PAYMENT AMOUNT
Payment accaunt Payment date Starting check no.
| 10000 Checking 1234 ~  Balance $94,247.45 04/10/2021 To print Prim later 53,1 9 1 -3 0
Filter > Last 365 Days x \ 5 open bills, 5 overdue @ 45
I:I PAYEE REF NO. DUE DATE » OPEN BALANCE CREDIT APPLIED PAYMENT TOTAL AMOUNT
[ | chiller HYAC Parts House 022816 03302021 4 $3.21630 2500 | ‘ 3,191.30 $3,216.30
] Chiller HVAC Parts House 0304.17 04/03/2021 4@ $28,427.88 | ‘ 50.00
] chiller HVAC Parts House 030518 0410472021 @ $6,355.00 | ‘ $0.00
[[] | SEER Construction, LLC 032519 041242021 @9 $30,000.00 Not available $0.00
[[] | chiller HYAC Parts House 032520 047302021 4 $6,039.66 | ‘ $0.00
$3,216.30 $25.00 $3,191.30 $3,216.30
1 bill selected Total payment (USD) 3,191.30

Note: What is the process for creating a vendor credit and applying the credit to an existing

bill? Always use the original category used when creating the bill.
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Accounts Payable (A/P) Reports

There are several reports to support Accounts Payable. Let’s explore the options and then

determine which reports are best for your company.

Click Reports in the Left Navigation Bar.

Click Standard -> Scroll to What you owe or use the Find report by name search feature.

Recommended reports are as follows:
A/P Aging Detail - displays Unpaid Bills current, 1-30, 30-60, 60-90 days based on due date.
Unpaid Bills - displays open transactions by vendor. (All bills that are still unpaid.)

Vendor Balance Detail - displays open transactions by vendor. (All bills that are still unpaid

and the running balance.)
Vendor Expense Report — displays total amount spent per vendor.

Transaction List by Vendor - displays all money out transactions, broken down by vendor.

1099 Contractor Balance Detail
1099 Contractor Balance Summary

Accounts payable aging detail *

Accounts payable aging summary

Bill Payment List
Bills and Applied Payments

*
Vendor Balance Detal

Vendor Balance Summary

Note: Become familiar with the Accounts Payable and Vendor reports. What information do

they provide?
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Intro to Inventory

Inventory is the process of purchasing items in bulk to sell or to use in the production of
other goods and services to sell. Not every business industry uses inventory in their

process. Service companies, for example, will quite commonly not have inventory.

QBO is setup to manage inventory. The inventory module and tools can track purchasing
and stocking, track quantity on hand (and alert you when supplies are low), and report on
sales related to inventory. All these tools work together to make inventory management

efficient and easy.

Furthermore, QBO inventory tools function behind the scenes to adjust inventory levels as
you add Products and Services to Purchase Orders, Bills, Expenses, Checks, Invoices and

Sales Receipts. With these tools in place, you can accurately access inventory levels 24/7.

When you sell a product, the cost is calculated based on the FIFO method (First In, First
Out), meaning that the Cost of Goods Sold for each item will be determined based on the

cost of the first purchase, then the second purchase price and so on.
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Purchase Orders

Purchase Orders are used when requesting the purchase of products from a vendor.
Purchase orders are used to keep track of inventory orders. They are a non-posting
transaction that does not impact the financial reports until the items are received and the
purchase order is turned into a bill. A purchase order does not affect inventory levels in

QBO as items have not been received.

The Purchase Order tells the vendor what you want to buy and how much of each item you

want to purchase.

Purchase Orders are also good for tracking the delivery of purchased items. When your
shipment arrives, scan down your Purchase Order and double-check that the correct
guantities and items arrived. This process is handy for keeping vendors accountable for

delivering the correct products, quantities, and pricing.
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Purchase Orders

Filling out a Purchase Order is very similar to filling out a Bill. It is important to recognize
the difference between the Category details and Item details sections.
The Category details section allows us to post transactions using the Chart of Accounts

categories. This posts directly to financial statements.

The Items details section allows us to track items we purchase. It indirectly posts to the
Chart of Accounts through the item itself. This method of tracking items also populates

inventory, sales and other important reports.

Like a bill, you will need to enter information in all required fields in the first section of a

purchase order: Vendor, Date, PO number, Locations, and Shipping Address.

(% Purchase Order #21-011 B @ rop |
Vendor Email Cc/Bec AMOUNT
t(:;uerHVAcpams House | v | | pens@chilers.com @ $6,355.00
Open +

Mailing address Shipte Purchase Order date / \ PO no.

Chiller HVAC Parts House Select customer for address | v ‘ | 03/31/2021 21011
546 |cebox Lane 5
San Diego, CA 92128 Lacation

Shipping address Shipvia o | i Cojon -

.IDueIﬂwHaig nd |

iSESTarreyS nta Fe Rd
San Diego, CA 92129 US

Tags @ Manage tags

Start typing to add a tag
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Purchase Orders

Notice the category details and item details options in the second section of a purchase

order. Enter the items you are purchasing and tracking.

Enter the following: Item, Qty, and Class.
As you enter the items from the Products and Services list, the description and rate should

auto-populate

v ltem details e

# PRODUCT/SERVICE SKU DESCRIPTION ary RATE AMOUNT = CUSTOMER / PROJECT CLASS RECEIVED ~CLOSED

1 Parts:Commercial Unit CFJBO00A New Commercial Unit 1 6,350 6,350.00 = Eastside General Hospital =~ Commercial o

2 Pans:Filter AFMT204A Air Fier 1 L] 5.00 = Eastside General Hospital ~ Commercial Q

=1}

i 3 ; . -

Your message to vandor

You can use reports to track open purchase orders. When the inventory order is delivered,
pull up the Purchase Order and compare the quantity delivered with the quantity ordered.
You can pull up the Purchase Order by going to the Vendor in the Vendor Center and

clicking on the Purchase Order, from a report or search the reference number.
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Purchase Orders

Once you have finished counting and receiving your new Inventory, create a Bill from the
Purchase Order. There are two ways to link a purchase order to a bill.

Option 1 — Locate the purchase order and click Copy to Bill.

(% Purchase Order #21-011 & @ el )
Vendor Email Ce/Boc FAMOUNT
Chiller HYAC Parts House ~ acparts@chillers.com
| | (e ) $6,355.00
@ open ~
Mailing address Ship to Purchase Order date PO no.
Chiller HVAC Parts House ‘ Select customer for address | w ‘ 03/3172021 | 21 0m

546 lcebox Lane
San Diego, CA 52128

Location

Shipping address Ship via | El Cojon -

JDoe Inflow Heating and Parmit no.
in

soli
7535 Torrey Santa Fe Rd |
San Diego, CA 92129 US

Tags® Manage tags

Start typing to add a tag

Option 2 - Click + New -> Enter Bill. As you enter the vendor's name, the open purchase
orders will appear to the right of the screen. Select Add all or Add to link the individual

purchase order information into the bill.

Add to Bill
Add all

Purchase Order #21-011
Mar 31

Total $6,355.00
Balance $6,355.00

e New Commercial Unit
e Air Filter

Maore I

Add Open
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Purchase Orders

Once the information from the Purchase Order has been linked to the Bill, adjust the
Quantity to reflect the amount delivered. If the full amount is not delivered and Quantity is
changed, when you go back to the original Purchase Order, you will see the amount you did
receive. The Purchase Order will remain open so you can receive the remaining amount

later. When the full amount is received, the Purchase Order will be closed.

¥ Item details

# PRODUCT/SERVICE SKU DESCRIPTION any RATE AMOUNT CUSTOMER / PROJECT CLASS RECEIVED CLOSED
1 Parts:Commercial Unit CPJBODOA © Mew Commercial Unit i 1 6,350 6,350.00  Wine Coffee & Chocolate 5| Commercial 1 M ]
2 Parts:Filter AFMT204A : Air Filter 1 5

5.00 Wine Coffee & Chocolate 5| Commercial 1 v

=]

3

=]

Add lines. Clear all lines

Total $6,355.00
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Section 8 Practice Test

1. You want to track an order you just placed with a vendor (supplier), which option do
you use?
a) Sales Receipt
b) Estimate
c) Purchase Order
d) Sales Order

2. You mailed a check to pay the rent. The check was lost in the mail and never cashed.
What should you do with the outstanding check?
a) Change the amount of the check to zero
b) Delete the check
c¢) Make ajournal entry to reverse the check
d) Void the check

3. Where would you go to recategorize all expenses for a vendor?

a) Vendor Center->Click the Vendor->Select Transactions->Batch Actions-
>Categorize Selected

b) Vendor Center->Edit Vendor
c) Accounting->Chart of Accounts
d) Gear->Account and Settings

4. Itis time to pay bills. Where do you go?
a) + New icon->Expense
b) + New icon->Check
c) + New icon->Vendor Credit
d) + New icon->Pay Bills

5. You want to view bills to be paid to Vendors and check for errors, which report do you

choose?
a) Unpaid Bills Report
b) A/P Aging Summary
c) A/P Aging Detail
d) Bill Payment List
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Section 8 Case Study Activities

1. Review Video Links:

Money Out Workflow

What is Accounts Payable

Vendor List: Intro

Vendor List: Customize

Vendor List: Find and Record Transactions

Record a Check

Record an Expense Record a Bill

Record a Bill Payment

Accounts Payable Reports

2. Review Video Link:

How to Setup a Contractor

3. Enter 1099 tracking information for the following vendors:

Navigate to the Vendor Center and edit the vendor.

Add Business ID -> Select Track payments for 1099.

Josh Hawkins, LLC 99-9999999
Lucca Accounting 99-9999999
Mansfield Legal Firm 99-9999999
SEER Construction, LLC  99-9999999

64600 Rent Expense
64100 Legal & Professional
64100 Legal & Professional

50400 Contractors

Good news, you already imported or created your vendor list during the setup process.
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https://vimeo.com/420297477
https://vimeo.com/420297532
https://vimeo.com/421220859
https://vimeo.com/421220891
https://vimeo.com/421220923
https://vimeo.com/420297984
https://vimeo.com/420298161
https://vimeo.com/420297622
https://vimeo.com/420297849
https://vimeo.com/535934070
https://quickbooks.intuit.com/learn-support/en-us/set-up-contractors/how-to-set-up-a-contractor-in-quickbooks-online/00/344849

Section 8 Case Study Activities

4. Review Video Link:

Set up and track your inventory

What is Inventory in QBO?

What QuickBooks Needs for Inventory

Turn on Inventory

New Inventory Setup

Purchase Orders: Intro

Record and Send a Purchase Order

Receive Inventory: Intro

Receive Inventory Against a Purchase Order

Receive Inventory Without a Purchase Order

5. Enter bill 1221-01 for December 12/21 of the previous year. (No Purchase Order)

5 Bill #1221-01 B @ Her

Mailing addrass Tarms Bill date Dua data Bill no.

Chiller HVAC Parts House Net 30 v ‘ | 1212172020 0172002021 1221-01
546 cebox Lans
San Disge, CA 92128 (e

San Diego - |

Permit no.

Tags (3 Manags tags

Start typing to add a tag

» Category details

¥ ltem details
# PRODUCT/SERVICE SKU DESCRIPTION ary RATE AMOUNT CUSTOMER / PROJECT CLASS

1 _ Parts:Residential Fumace RRIBOOOW New Residential Fumace 10 3500 35,000.00 Houze Custom Hor ide Esta: New Constructic

e

2 Parts:Residential A/C. RACJBOOS New Residential A/C 10 3500 35,000.00 Houze Custom Hor ide Esta: New Constructic

=]

3

Addlines. Total  $70,000.00

=1

Note: Since we are focusing on Accounts Payable before Accounts Receivable our bank
balances, inventory and reports will be off as we make purchases and pay bills. When you
finish the Accounts Receivable section of this training everything will begin to balance out

as we create sales receipts, invoices, receive payments and make deposits.
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https://quickbooks.intuit.com/learn-support/en-us/set-up-inventory-lists/set-up-and-track-your-inventory-in-quickbooks-online/00/680240
https://vimeo.com/424892346
https://vimeo.com/424892346
https://vimeo.com/426448359
https://vimeo.com/424892346
https://vimeo.com/424892306
https://vimeo.com/426448290
https://vimeo.com/424892363
https://vimeo.com/426448483
https://vimeo.com/424892382

Section 8 Case Study Activities

Use the following screen shots and Inflow PO Transaction List with Splits.pdf as a guide.

6. Add purchase order (PO) 21-001 for January 01/04 of the current year.

' Purchase Order #21-001 & @ Hew

e ey
Chiller HVAC Parts House v | [ sepersmeniniers com $85'233_64
Closad
Mailing acldress Shipta Purchase Ordar dota PO ne.
Chiller HVAC Parts House: ‘ Select customer for sddvess | w | | 01042021 21001
545 Icabo Lane
Sen Diego, CA 92128 Location
Shipping addross Ship via [ -
Do Inflaw Hesting snd
Pt Parmitno.
7535 Tomrey Samns Fe Rd
San Diego, CA 92129 US
T @ Menege togs
ving to 3dd a tag
» Category details
¥ ltem details
4 PRODUCTISERVICE sku DESCRIPTION ary RATE AMOUNT ~ CUSTOMER / PROJECT auass RECENVED | CLOSED
1 ParResidentil AC RACIB00S New Residensal A/C 2 3500 42,00000  Houze Custom Homes - Padre View New Construction 2 v @
2| Panaecidentisl Furnaca RRIBOODY New Recidental Funace 12 3,500 42,000.00 | Houzs Custarn Homes - Padre View New Conetruction 2 v |
3| ParacFihar AFMT2048 A Fker [ 5 &0.00  Houze Curtom Home - Padre View New Consruction 2 v @
4 PartsWiFi Thermostat WTSVDODA. WiFi Thermastat 12 10197 1,22364  Houze Custam Homes - Padre View New Construction 12 - i

7. Add PO 21-002 for January 01/08 of the current year.

{5 Purchase Order #21-002 8 (@) Help
ka7

Vendor Email Ce/Bee

Anount
GrilersuaCrasHourd | v | | acpansdetitoscom $969.61
.
G e

Walling addrass Shipto Purchase Ordsr date FORo.
hillor HVAC Par House [ setec customes forcaress | | [ ovoaracer | 21002
548 Ieabon Lene
Son Diega, CA 92128 rPw——
Shipging addrass Ship via Son Diego p
e nt——m— \ .
Caling fo.
7535 Tarrey Sema Fe Rd
San Diego, CA 92127 US
Togs @ Manage tegs
Start typing to add a tag
» Category details
¥ Item details
#  PRODUCT/SERVICE Ky DESCRIFTION ary RATE AMOUNT | CUSTOMER / PROJECT class RECEIVED | CLOSED
1 Parts:Compressor CPJBO00A Compressar 1 954 55 95455 | Kids School Commercial 1 v ]
2 PamaConsctor CORIGHA Conactor i 10.06 10.08 | Kids School Commarcial i v [i]
3 Pansfiler AFMT2084 Air Filtar 1 5 5.00 | Kids School Commercisl 1 v @
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Section 8 Case Study Activities

8. Add PO 21-003 for January 01/11 of the current year.

(S Purchase Order #21-003

 lnked 831
Vendor Email CafBos
Chiller HVAC Pars Housd ‘ v | ecpans@chillers.com

Clases

Shipto Purchase Order data

ss v‘ 01/11/2021

Shipping address Ship via

JDos Inflow Heating and

7535 Torrey Sema Fe Rd
San Diego, CA 92120 US

Tags @

L ]

Wenege tegs

Starttyping to add atag

» Category details

¥ ltem details

# | PRODUCT/SERVICE sku DESCRIPTION

& () Heep

AMOUNT

$6,355.00

PO
Location

El Csjon -
Permit no.

atv RATE AMOUNT | CUSTOMER / PROJECT cLass RECEIVED | CLOSED
1 Pens:Commerdial Unit CPIBODOA New Commercial Unit 1 6350 635000 Listle Pesples Pedievics - Dr. Smelle. Commercial 1 v i
2 PensFiker APMT202A Bir Fiter 1 5 500  Licle Pesples Pedistrics - Dr. Smelle Commerdial 1 v i

9. Add PO 21-004 for January 01/15 of the current year.

(5 Purchase Order #21-004

ke 81
Vendor Email CefBec.
Chiller HVAC Parcs Housd |~ I scpers@llers.com
Closed v
Mailing address Purchase Order date

s | v ‘[IU\SIZUZ\

Shipping address Shipwia

JDoe Inflow Hesting end ‘

7535 Torrey Sarta Fe Rd
SanDiego, CA 92129 US

Tags ()

Menege t2gs

Start typing to add atag

» Category details

¥ Item details

# | PRODUCT/SERVICE sku DESCRIPTION

B @ X

AMOUNT

$70,000.00

POno.

21-004

Location

Sen Disgo i

Parmit no.

I

ary RATE AMOUNT  CUSTOMER / PROJECT CLASS RECEIVED CLOSED
1 PansResidersal AC RACIE0DS New Residentiel A/C 10 3500 35,000.00  Houze Custom Homes - Padre View Residertel v @
2 | Pests:Ressdental Fumece RRIBOOCAW Mew Residential Fumace 10 3500 35,000.00  Houze Custom Homes - Padre View Residential 10 v ﬁ
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Section 8 Case Study Activities

10. Add PO 21-005 for January 01/15 of the current year.

o
L' Purchase Order #21-005 8 (@) Help
e
Vondor il [ .
Chiller HYAC Parts House | ~ ‘ ‘acpamhwmmm $969 61
.
Closed v
Maiing acdross Shipto Purchas Ordor data PO 0.
Chiller HVAC Parts House Select customer for address | v 01/15/2021 | 21-005
548 [cabox Lane [z |
SanDiego, CA 92128 Location

Shipping addrazs Shipvia Sen Diege -
1Doe Inflow Hesting and Pormit no.
Coolin

a
7535 Tormey Senta Fe Rd
San Diego, CA 92120 US

Tap® Menege tags

Start typing to add a ta

» Category details

¥ Item details

#  PRODUCT/SERVICE sk DESCRIFTION arr RATE AMOUNT | CUSTOMER / PROJECT cuass RECEVED | CLOSED
1 FansCompressor CRIBOGOA Compressor 1 95455 95455 Ocenn Breeza Athletic Canter  Commarcial 1 . i)
2 PansCantactor CcosR1eeA Contactar 1 1006 1006  Ocesn Breeaz Athletic Center  Commerciel 1 v @
3 ParFier AFMTZ04A ‘AilFil"sr 1 5 500. Ocean Brasze Athletic Comtar  Commarcial 1 v | il

Enter bills for January of the current year: Remember to connect the purchase orders to the
bills. Use the follow screen shots and Inflow Bill Transaction List with Splits.pdf.
11. Add bill 0104-02, no PO for January 01/04 of the current year.

& Bill #0104-02 B @

Chlsr G Pratome | FAIL

1 payment made (520,427.98)

il dato Dua deto Bill e,
| o10asz0 02/03/2021 o0104-02
Location
SanDiega -
Pormit o,
|
Tog= () Manage tags
dd 2
» Category details
v ltem details
# | PRODUCT/SERVICE sy DESCRIPTION ary RATE AMOUNT | CUSTOMER / PROJECT cLass
1| PartsResidential AC RACIBODS New Residential A/C 4 3500 1400000 | Houze Custam Homes - Pedre View Exta New Cansiruction @
2 PansResidental Furnace RRIBO0OW New Residential Furnece 4 3500 14,000.00 | Houze Custom Homes - Padre View Ests New Consiruction @
3 PensFiler AFMTZOMA i Filer 4 5 20,00 Houze Custom Homes - Padre View Esta. New Consiruction @
4 ‘ Pans W Thermostst ‘wvswoua WiFi Tharmostst 4 10197 407.88 | Houze Custom Homes - Padre View Exts New Consruction ‘ @
5‘ ‘ ]

Add linas Cloar all linos Total $28,427.88
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Section 8 Case Study Activities

12. Add bill 0104-03 and link PO 21-001 (Partial) for January 01/04 of the current year.

} Bill #0104-03 & @ Help

linkad Purchase Order PAYMENT STATUS

PAID

Chiller HVAC Parte House ~

1 payment mada ($28.427.38)

Tarms Bill date Due date Bill no.

Net 30 - 01/04/2021 02/03/2021 0102-03

PG Mo

» Category details

v ltem details

#  PRODUCT/SERVICE sKku DESCRIPTION ary RATE AMOUNT  CUSTOMER / PROJECT cuass
RACJB00S Residentisl A/C 4 2.500 14.000.00  Houze Custom Homes:Padra New Construction ¢ @
2 rnace RFJBOOOW Residentisl Furnsce a 3.500 14,000.00 ¢ @
3 AFMT202A Air Filter a s 20.00 c @
4 WTSV000A WiFi Thermostat 4 10197 40788 Houze Custom Homes:Padrs New Construction < @
B m
Total $28,427.88

13. Add bill 0108-04 and link PO 21-002 for January 01/08 of the current year.

& Bill #0108-04 B @ X
] I I

Chiller HVAC Parz Hauze. v

1 paymnnt mada (3969.61)

Malling aidress Torms Bildto Due date Billno.
Chiller HIAC Forts Hause Net 30 |- 011082021 0210772021 ‘ |u|os-u4
548 Icsoos Lans
Sen Diego, CA 92128 .
E S
Permit no
Togs @) Manage 15gs
Start typing 1o ndd a tag
+ Category detalls
v ltem details
#  PRODUC/SERVICE sku DESCRIPTION amr RATE AMOUNT  CUSTOMER / PROJECT cLass
1 PensCompreasor { cPupo0DA Compressor 1 93455 93435 | Kids Schoal Commercis! @i
2 PerComtector | cosmisan Cantactor 1 1008 1006 Kide Schosl Commercis ‘@
3 Penacfiter | APMT2044 At Filter 1 5 500 Kids Schosl Commerciel e
o

4

Add finas Closr alllinas Total 5969.41
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Section 8 Case Study Activities

14. Add bill 0111-05 and link PO 21-003 for January 01/110f the current year.

¢ Bill #0111-05 B (@ o

1 Tinknd Purchass Ordor PAYMENT STATUS
Vandor

= e PAID

1 payment made ($6,355.00)

Meiling sddress Torms Bill dsto Due dste Billno.
Chiller HVAC Pans House Net 30 v 01/11/2021 02/10/2021 011105
545 lcebox Lane !
San Diego, CA 92128 Location
El Cajon v
Permit no.
o Maenage tags
| starttyping to add a tag
» Category details
v Item details
#  PRODUCT/SERVICE KU [DESCRIPTION ary RATE AMOUNT  CUSTOMER / PROJECT CLass
1 Pars:Commercial Unit cPiB000A New Commercial Unit 1 6350 635000  Linle Peeples Pediatrica - Dr. Smalley  Commercil ] @ @
# 2 | Ponw:Filer AFMT204A Air Filter 1 5 500  Lire Peeples Pediowrics - Dr. Smalley ~ Commercial @ i
3 [}

Tl 3635500

15. Add bill 0115-06 and link PO 21-004 for January 01/15 of the current year.

& Bill #0115-06 B @ e

Vendor

Chiller HVAC Parts House ~ PA I D

1 payrant mada (870,000.00)

Maling address Torms Bildata Due date Bilne.
Chiller HVAC Parts House Nex30 - | ‘ o11s2021 2nasz021 | ‘ 011506 ‘
546 enbox Lene
Son Diego, CA 92128 (P
‘ SanDiego |- *
Parmit no.
Togs® Manage ags
Stant idat
» Category details
v ltem details
¥ PRODUCT/SERVICE sky DESCRIPTION arr RATE AMOUNT | CUSTOMER | PROJECT cass
1 PonsResidentiol AT RACIBO0S Hew Residermial A'C 10 3500 3500000 Houre Custom Homes - Pacre View Est Resicendal [il
2 FonsResidensiol Fumsce REJBOOOW Hew Residermial Furace 10 3500 3500000 Houre Custom Homes - Padre View Est Resicendsl @ i
2 i}

T $7000000
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Section 8 Case Study Activities

16. Add bill 0115-07 and link PO 21-005 for January 01/15 of the current year.

& Bill #0115-07 & @ Hep |

e ratom | v FAID

1 paymact made (5969.61)

Mailing addross Torms B3l dato Dus dete Billno.
Chiller HVAC Paris House Net30 v 01/15/2021 | 0271872021 011507
546 lcsbox Lane
Sen Diego, CA 92128 .
| sanDiego v
Pormit no.
Tags® Menege tage
Start typing to add a tag |
» Category details
v Item details
¥ PRODUCT/SERVICE sku DESCRIPTION ary RATE AMOUNT | CUSTOMER / PROJECT cLass
1 PanszCompressor CPIBOO0A Comprassar 1 95455 95455 Ocesn Breeze Athletic Center Commercis! @ o
2 | PansContacior COsR164A Comactor ' 1006 1006 | Ocoan Broeze Athlasic Contor Commerciel @ i
3 | Parts:Filter AFMT204A Air Filter 1 5 500 | Ocean Breeze Athletic Center Commercial @ o
4 [i]

Add lines Cloar oll lines Total $969.61

17. Add bill 0125-08, no PO for January 01/25 of the current year.

(S Bill #0125-08 & @uer

PAYMENT STATUS
Vandor

SEER Construction, LLC ~ PA | D

1 payment made ($30,000.00)

Malling address Terms Bill date Due date Billno.
SEER Construction, LLC | Net30 - 01/25/2021 0212472021 | 012508
3089 Hammer St

San Diego, CA 92129 ocation

San Diego v
Fomitno.

[ ]

Tos@® Manage zgs

Start typing to add atag ‘

¥ Category details

#  CATEGORY DESCRIFTION AMOUNT  CUSTOMER / PROJECT cLass

1 ' 50400 Comracrors Project Mansger 30,000.00  Houze Custom Homes - Padire View Estates:Houze Cu New Construction

=]

2

=3

Item details
i Total  $30,000.00
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Section 8 Case Study Activities

18. Add bill 0131-09, no PO for January 01/31 of the current year.

£ Bill #0131-09 B @ Hep
13
W e e s date B no,
et 30 | - ‘ 0143172021 0340242021 | | 013109
Losation
Purmit no.
3@ oge wg
Start ty add
» Category details
v ltem details
#  PRODUCT/SERVICE sku DESCRIFTION arr RATE AMOUNT | CUSTOMER / PROJECT cLass
1| PartsContactor CosR1GA Contactor 10 1006 10060 @
2| FartsFiker AFMTZ04A i Fiker 20 5 100,00 il
3 Pansignitor 1G5RA24A ignitor 10 1890 189.00 Geners! i
4 PanuProgramable Thermostst PTSVIZaA Programsble Thermostst 15 075 e11.25 Genersl [
5 | PartsUniversal Blawer Motar BIUB124A Blowsr Matar 5 22025 ez Genend | [i]
6 Parta\WiFi Thermostat \WTsvoooa WiFi Thermostat 20 @
# 7 @
Tl sates

19. Pay bills for January of the current year:

Vendor Check# Acct/Total
Amt

Chiller HVAC 01/20/Current 5000 0104-02 Checking
Parts House Year 0108-04 1234
0111-05 $35,752.49

Chiller HVAC 01/25/Current 5001 1221-01 Checking
Parts House Year 1234
$70,000.00
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Section 8 Case Study Activities

20. Add PO 21-006 for February 02/01 of the current year. Use the following screen shots

and Inflow PO Transaction List with Splits.pdf as a guide.

S Purchase Order #21-006 & @ Hep
Vendor Email CalBoc AMOUNT
e —— I | Pre—— $6,594.15
Clowd
Mailing addrass Shipte Purchase Ordar dste POno.
Chiller HVAC Parts House Selact customer -Nms,-n-,:-l ~ ‘ o2/01/2021 ‘ 21006 |

545 loobox Lane

Sen Diega, CA 92128 Location

Shipping addrass Ship via ‘ El Cajon [«
JDoe Inflow Haeting snd Pormit no.
Cool

ng
7535 Toray Sants Fe Rd
San Diego, CA 92129 US

Tags® Menage togs

» Category details

¥ ltem details

# PRODUCT/SERVICE SKU DESCRIPTION ary RATE AMOUNT CUSTOMER / PROJECT CLASS RECEIVED CLOSED
1 Parmz:Commarcial Unit CPJBOOOA New Commarcial Unit 1 6,350 6,350.00 ' Eswmside General Hospital Commaercial 1 v ﬁ
2 PansUniversal Blower Motor BMUB124A Blower Matar 1 22025 22025 | Esmside General Hospital Commercial 1 v i}
3 | Pansiignitor IGSRI24A Ignitor 1 1890 18.90 | Esstside Ganeral Hospital 1 - ]
4 Pors:Fier AFMTZ044 Air Filter 1 5 5.00  Ensside Ganeral Hospital Commercial 1 v i
21. Add PO 21-007 for February 02/10 of the current year.
N
(5} Purchase Order #21-007 & @ Hep
R
Vandor Email Co/Boc AMOUNT
Chiller HVAC Parts House v acpans@chillers.com
]l $969.61
=
Mading address Shipto Purchase Order dete FOno.
Chiller HYAC Parts House seloct customer forodess | | [ 02rtozoz 21-007 |
San Disge, CA 92128 Loeation
Shipping addrass Ship via Chula Vista -
JDos Inflow Heating snd Pomitno.
Cooling

» Category details

¥ Item details

+ | PRODUCT/SERVICE sku DESCRIPTION arr RATE AMOUNT | CUSTOMER / PROJECT cLass RECEVED | CLOSED
1 | Pans:Compressor CPJBO0OA ‘Compressor 1 95485 95455  Harbor View Cinema Commercial 1 - ﬁ
2 ParsContactar cosatesa Contactor 1 1006 1006 Harbor View Cinema Commercial 1 ) i
J.Pom:ﬁher AFMT2044 .A\rFHNr 1 5 500 Harbor View Cinema Commercial 1 v fi
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Section 8 Case Study Activities

22. Add PO 21-008 for February 02/10 of the current year.

(& Purchase Order #21-008

1 bnked Bill
Vendor Email Co/Boc
Chiller HVAC Parts House v | | scpsrs@chillers.com |
O Closed v
Mailing address Shipto Purchasa Order dete
Chiller HVAC Parts House ‘ Select custome: s | v | 02102021
546 losbon La
Sen Diego, CA 92128
Shipping address Ship via

Joe Inflow Hesting end
Cooling

7535 Torray Sams FeRdl

SanDiego, CA 92120US

Tags(®D

(I

Menage tags

Start typing to add 2 tag

» Category details

¥ lem details

#  PRODUCT/SERVICE Ky

DESCRIPTION

& () Help

AMOUNT

$6,355.00

anr RATE AMOUNT  CUSTOMER / PROJECT CLASS RECEIVED CLOSED
1 Pars:=Commercial Unit CPJBOCOA © New Commercial Unit 1 6,350 6,350.00 = The Hospital Seuthem Californie Commercial 1 v ﬁ
2 PansFilter AFMT2044 Emrﬁ\n&r 1 5 5.00  The Hospital Scuthem Calfornie ~ Commerdial 1 v i}
23. Add PO 21-009 for February 02/15 of the current year.
5
9 Purchase Order #21-009 & @ nep
Vandor Email CaBes AMOUNT
F e 19| peereen $6,395.75
p—
— e =
Chiller HVAC Parts House ‘ Select customer for | W ‘ 021572021 21-009
S
e =
Shipping addrass Shipvia P . |
IDoe Inflow Hesting and Pormit.
Cacling o
7535 Torrey Sama Fe Rd
B,
~0
» Category details
¥ Item details
#  PRODUCT/SERVICE SKU DESCRIPTION any RATE AMOUNT  CUSTOMER / PROJECT CLASS RECEIVED CLOSED
& 1 | Pants:Comemercial Unit CPIBOOOA MNew Commercial Unit 1 5350 6,350.00  West Casst Community Haspitsl | Commercial 1 v (il
2 FansFiker AFMT2048 e Fihar 1 5 500 WestCasst Community Hospital | Commarcial 1 v il
3 PantsProgramable Thermasiat PTSV1248 Frogramable Thermasiat 1 2075 2075 West Casst Cammunity Hospital | Commercial 1 v il

© 2022 Intuit Inc.
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Section 8 Case Study Activities

Enter bills for February of the current year: Remember to connect the purchase order to the

bill. Use the follow screen shots and the Inflow Bill Transaction List with Splits.pdf as a

reference guide.

24. Add bill 0204-10 and link PO 21-001 (partial) for February 02/04 of the current year.

Y Bill #0204-10
Chillor HVAC Pares House v

(@) Help

(AR g

1 paymest mede (§76.427.68)

Wolling address Tarma Bl date Dus date Bill o
hiller HVAC Parts House Net 30 | 0210472021 03/06/2021 0204-10
546 |cebox Lans
SanDiego, Ca 92123 —
Sen Diega -
Fomitna,
| L
Ter® Managetags
Jtart typing to add a ta
» Category details
v Item details
# | PRODUCT/SERVICE sy DESCRIPTION arv RATE AMOUNT | CUSTOMER / PROJECT cLass
1| PansResidential AC RACIB00S New Retidaniial A/C 4 3,500 1400000 Houze Custom Homes - Padre View Ext. New Construction @ @
2 PansResdentsl Fumacs RFIBOI0W ew Residential Fumacs 4 3,500 1400000 Houze Custom Homes - Padre View Ext. New Construction @
3 Pansfiher AFMT208A A Filter 4 5 2000 Houzs Custom Homes - Padre View Ext. New Construction @
4 ParsiFi Thermastst WTSVI00A Wi Thermostst 4 10197 407.88  Houzs Custom Homes - Padre View Est New Construction @
] 5 [i]
Tal sasazas

25. Add bill 0205-11 and link PO 21-006 for February 02/05 of the current year.

= Bill #0205-11

@ (@) Help

|:h.u=.an:Pmnwu v U O/
1 paymant made (S6.574.15)
Malling aidross Torms Billdata Dua dote Billno.
Chiller HVAC Parts House. Ne130 +| | vzosca o3/0772021 020511
546 1cobax Lane
SanDiego, CA 92128 -
ElCajon -
Formit o,
Togs (B Manags tags
Start typing to add a tag
» Category details
¥ Item details
*  PRODUCT/SERVICE KU DESCRIPTION any RATE AMOUNT  CUSTOMER / PROJECT CLass
1| Parts:Commerial Unit craBooca New Commercial Unit 1 6,350 £350.00 | Esstside General Hasaital @ i
2| Parts:Universal Blawer Matar EMUB1ZAA Blawer Mator 1 22025 22025 Eastside Genersl Haspital @ i
3 Pansigoitar 1GSRI24A Igiter 1 1850 1890 | Esstside General Haspieal @
4| Partsfiher AFMTZ04 ir Filer 1 5 500 Esstside General Haspital @
£ 5
Add lines Total $6,594.15
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Section 8 Case Study Activities

26. Add bill 0210-12 and link PO 21-007 for February 02/10 of the current year.

© Bill #0210-12

B @ X

1 paymant mada {S967.61)

Mailing address Tarms Bill date Dus data Billne.
Chiller HVAC Perts House: Nex 30 - ‘ | 0241072021 ‘ ‘ 131272021 ‘ 021012
546 Icebox Lane
Sen Disgo, CA 92128 Lot
Chula Vista -
Pormit no.
Tags @ Menzge g
Start typing to add a tag
» Category details
¥ ltem details
¥ PRODUCT/SERVICE sku DESCRIPTION arr RATE AMOUNT  CUSTOMER / PROJECT cLass
1 Parts:Compressor CPJBOCOA Compressor 1 95455 | 95455  Harbor View Cinema Commerciel | @b
2 ParsComacior cosRiseA Comactor 1 1006 1006 Harbar View Cinema Commercia ] @ i
3 Pars:Filter AFMTZ044 Air Fiteer 1 5 500 Herbor View Cinema Commercial @ 0
4 o
Total §9460.61

27. Add bill 0210-13 and link PO 21-008 for February 02/10 of the current year.

& Bill #0210-13

1 Binked Purchass Ordar

Vendor

Chiller HVAC Pars House v

& @ Help

PAYMENT STATUS

PAID

1 paymant mada (56.355.00)

Maling sddrass Tarms Bl dato Dua date Eillno.
Chvller HVAC Ports Howse [ 140 [~ 2narz021 03272021 ©210-13
546 lcebox Lane !
San Diego, CA 92126 =,
£ Csjon -
Parmit no.
T ® Manage tags
Start typing to add atag
» Category details
¥ Item details
+ | PRODUCT/SERVICE sku DESCRIFTION arr RATE AMOUNT | CUSTOMER / PROJECT cLass
1| Pans:Commercisl Unit CPBOO0A Maw Commercisl Unic 1 6350 6.350.00  The Hoapial Southarn Caifornia Commerciel @ @
2| Parfker AFMT204A fir Flier 1 5 500  The Hosprisl Scuthern Calfornia Commercia ] @
3 [}
Addlines L3 Total $6,355.00
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Section 8 Case Study Activities

28. Add bill 0215-14 and link PO 21-009 for February 02/15 of the current year.

© Bill #0215-14 & @ re

1 inknd Purchase Ordor PAYMENT STATUS
Vondor

Chiller HVAC Parts House v PAI D

1 paymont mede (56,395.75)

= —_— o —=
Chiller HVAC Pars House | Net 30 . | 02/15/2021 03172021 ‘ 0215-14 |
546 |cebox Lane
e s
Chula Vista -
Parmit no.
Start typing to add a t |
» Category details
v ltem details
#  PRODUCT/SERVICE SKU DESCRIPTION atr RATE AMOUNT  CUSTOMER / PROJECT CLASS
1| Pants:Commercial Unit CPIBOOOA New Commercial | Unit 1 6,350 6,350.00  West Coast Cammunity Hospital Commercisl @
2| Panc:Filter AFMT204A Air Fiter 1 5 500  Wesz Cosst Community Hospital Commercisl 1]
3 | PansProgramable Thermastst PTSVI24A Programsble Thermostst 1 075 40.75 | West Cosst Community Hospitsl Commercisl & m
.
29. Add bill 0225-15, no PO for February 02/25 of the current year.
i~ Bill #0225-15 B @ nelp
PAYMENT STATUS
=

PAID

1 payment made (530,000.00)

Mading acidress Tarms Bl date Due date. Billno.
SEER Consruction, LLC ‘ Nex30 - 0212572021 0302772021 022515 |
3069 Hammer St
SenDiego, CA 2129 5
San Dieg -
Permitna,
Togs® Menage zgs
Starttyping to add atag
¥ Category details
¥ CATEGORY DESCRIFTION AMOUNT | CUSTOMER / PROJECT cLass
1 50400 Contractors Project Manager 30,000.00 - Houze Custom Homes - Padre View Eststes:Houze Cui New Construction i
S 2 [}
» ltem details
Total $30,000.00
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Section 8 Case Study Activities

30. Add bill 0228-16, no PO for February 02/28 of the current year.

& Bill #0228-16 @ @ wep

BALANCE DUE

$3,216.30

RATE AMOUNT | CUSTOMER / PROIECT

10060

nnnnn

8
ololelalels
FleI9|8) 7188

-

31. Pay bills for February of the current year:

_“
#

Chiller HVAC Parts 02/03/Current Year 5002 0104-03 Checking

House 1234
$28,427.88
Chiller HVAC Parts 02/10/Current Year 5003 0115-06 Checking
House 0115-07 1234
$70,969.61
SEER Construction 02/24/Current Year 5004 0125-08 Checking
LLC 1234
$30,000.00
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Section 8 Case Study Activities

Use the following screen shots for reference AND the Inflow PO Transaction List with
Splits.pdf. Both will be very helpful in completing this activity. Pay attention to the change in

information as we move from February to March.

32. Add PO 21-010 March 3/01 of the current year.

(' Purchase Order #21-010

1finkad Bt
Vandor Email Cofflcc

Chiller HVAC Parts House ~ ‘ ‘ scparuichilers.com

& (@ Help

AMOUNT

$6,355.00

Clomed v
Mading address Shipto Purchase Order date PO o,
Chiller HVAC Parts House Select customer for address | v ‘ oa/o12021 21010
545 lcebox Lane
San Disga, CA 92128 Location
Shipping addrass Shipvia Chala v T~
1Doe Inflaw Hesting and Parmitno,

Cacling
7535 Torrey Sama Fe Rd
San Diego, CA 92129 US

Togs® e —

Starttyping to add a tag

» Category details

¥ ltem details

# PRODUCT/SERVICE sKy

DESCRIPTION ary RATE AMOUNT | CUSTOMER / PROJECT cLass RECEVED | CLOSED
1 Parts:Commercial Unit ‘CPIBODOA New Commercial | Unit 1 6350 6,350.00 | Wine Coffee & Chacolate Shoppe  Commercial 1 v 1]
2 PanuFiher AFMT2088 i Filter 1 5 5.00 | Wine Coffee & Chocolate Shoppe ~ Commercial 1 v i}

33. Add PO 21-011 for March 3/31 of the current year.

€5 Purchase Order #21-011 B @ Hep |

Vander Emall Callss

[ntormincrrmations | | [sepmosentoneon

— $6,355.00

Maiting addrazs Shipto Purchass Ordar data

PO
crutos | 5o | [owmian | [ |
¢
San Diego, CA 92128 Location
Shipping sddeass Ship via ‘ £l copen [+
o — [ | ——

— \
gt

» Category details

¥ ltem details

#  PRODUCT/SERVICE sk

DESCRIFTION ary RATE AMOUNT | CUSTOMER / PROJECT cLass RECEVED  CLOSED
1 PansCammercial Unic cpmoo0a New Commercisl Unit 1 5350 £.350.00 | Ensice Genarsl Hospial Commercial ) @
2 | ForFiter AFMT200A i Fiar 1 B 5.00 | Ensside Geners! Hospital Commencial o @

© 2022 Intuit Inc

QuickBooks Online Foundations



Section 8 Case Study Activities

Enter bills for March of the current year: Remember to connect the purchase order to the
bill. Use the follow screen shots and the Inflow Bill Transaction List with Splits.pdf as a
reference guide.

34. Add bill 0304-17 and link PO 21-001 (partial) for March 03/04 of the current year.

¢ Bill #0304-17 & @Hep )
marx as paia
Mailing addrasa Torms il date Due date Billno.
Chillor HVAC Parts House Net30 v 03/04/2021 02032021 030617
546 et e |
Sen Diego, CA 92128 Location
Sen Diego
Formit no.
s ® Mansge tags
add
» Category details
v Item details
¥ PRODUCT/SERVICE sku DESCRIPTION ary RATE AMOUNT  CUSTOMER / PROJECT class
1 Pons:Residenisl AC RACJB00S New Residenial A/C 4 3500 14,000.00 - Houze Custom Homes - Padre View Est. New Construcion @ m
2 PansResidentisl Fumace RFJBOCOW New Residential Furnacs 4 3,500 14,000.00  Ho mes - Padre View Est. New Construction @
3 PansFiter AFMT204A Air Filter a 5 2000 Mo ymes - Padre View Est New Construction @ i
4 PonsWiFi Thermostat WTSVOo0A WiFi Thermostat 4 10197 407.88  Houzo Custom Homes - Padre View Est. New Construction @ i
5 1]

Total $28,427.88
35. Add bill 0305-18 and link PO 21-010 for March 03/05 of the current year.

© Bill #0305-18 & @ rHep )

Vo $6,330.00

Chiller HVAC Parts House [v
Mark as paid
1 paymant mads (525.00)
Mailing address Torms Bill date. Due date Bill no.
Chiller HVAC Parts House Net30 v 03/05/2021 04/04/2021 0305-18
544 Icebox Lane L
San Diego, CA 92128 =
Chuls Vista -
Pormit no.
Top® Menage 1sgs
t atag
» Category details
v ltem details
# PRODUCT/SERVICE SKU DESCRIPTION ary RATE AMOUNT = CUSTOMER / PROJECT CLASS.
1 Ponx:Commercial Unit CPJB000A Now Commerdal Unit 1 6350 6,350.00 | Wine Coffos & Chocolate Shoppe | Commercial ] @ o
2 PonaFiter AFMT204A A Fiter ' 5 500  Wine Coffee & Chocolate Shoppe | Commarcial @ i
3 o

© 2022 Intuit Inc QuickBooks Online Foundations



Section 8 Case Study Activities

36. Add bill 0325-19, no PO for March 03/25 of the current year.

& Bill #0325-19 B @ e

BALANCE DUE
Vondor

$30,000.00

Mailing addross Tarms Bill dote Dug data Bill o,

SEER Canstruction, LLC ‘ Hex30 . 03/25/2021 04/24/2021
3069 Hommer St
San Diego, CA 92129

e

Loeation
San Diega -
Pormit o,
Tags @ Manage tags
Start typing 1o add a tag
¥ Category details
& catecony DESCRIFTION AMOUNT | CUSTOMER { PROJECT cuass
1 50400 Cansractars Froject Mansger 30,000.00  Houze Custom Homes - Padre View Estetes Haze Cu New Cansirucion [
2 ]

Adidlinos Cloor all lines

» ltem details

Total $30,000.00
i f f
37. Add bill 0331-20, no PO for March 03/31 of the current year.
% Bill #0331-20 & @ e
—r— = - o -
Chiller HVAC Pars House | Net30 ‘ - ‘ 03/31/2021 04/30/2021 | 033120 ‘
546 |cebox Lane
e o
.
—
I
0 —_
» Category details
v ltem details
p— o cescummon ar e R s
i 1 Pens.Conactor COSR1S4A Contactor 10 10.06 100.60 Genersl 1]
2 PensFiler AFMT2048 Ae Fileer a0 5 200.60 General i}
3 Pansignitar IGSR3Z4A Ignitor 35 1850 68150 General i
4 PansPragramable Thermostar PTSVI24A Programable Tharmastat 13 4075 52975 General i
i 5 Parts:Universal Blower Motor BMIBI24A Blower Motor 10 22025 220250 Genersl o
& PameWiFi Thermostet WTSVO00A WiFi Thermoset 23 101.97 23453 Genersl 1]
? il

Tl seowes




Section 8 Case Study Activities

38. Pay bills for March of the current year:

Chiller HVAC 03/10/ 5005 0210-12 Checking
Parts House Current Year 0210-13 1234
0215-14 $13,720.36
Chiller HVAC 03/10/Current 5006 0131-09 Checking
Parts House Year 0204-10 1234
0205-11 $39,163.53
SEER 03/25/Current 5007 0225-15 Checking
Construction Year 1234
LLC $30,000.00

39. Review Video Links:

Vendor Credits: Intro

Record a Vendor Credit

Apply a Vendor Credit

40. Add Vendor Credit 0331:

(5 Vendor Credit #0331 & @ vep

REFUND STATUS

PAID

paymant mada [§25.00

Mee® e g

» Category details

¥ Item details

#  PRODUCT/SERVICE sku DESCRIPTION arr RATE AMOUNT  CUSTOMER / PROJECT cLass

1 PansFiher AFMTZ04A A Filer 5 5 2500 Wine GaFes & Chocelats Shoppe

g
=]
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https://vimeo.com/420296585
https://vimeo.com/420329019
https://vimeo.com/420296603

Section 8 Case Study Activities

41. Create the following vendor credit and apply the credit to bill #0305-18 03/31 current

year:

(%} PayBills @ >
Famentoccount Paymart dets Sating chocknon TOTAL PAYMENT AMOUNT
$0.00

5 open bills, 5 overdus 9 C::

10000 Checking 1234 v | Balance $94247.45 033172021 Credit ‘ :|Pfinl|aher ’

|:| PAYEE REFNO. DUE DATE & 'OPEN BALANCE CREDIT APPLIED PPAYMENT TOTALAMOUNT
D Chillar HYAC Parts House: 022816 03302621 @ $321630 ‘ ‘ $0.00
[] chiler HiAC Pans House 030417 0032021 @ $28427.88 T i i T $0.00
[w] chiller HVAC Pars House 030518 nanae2t @ $6,355.00 zsnn‘ ‘ oo 52500
D SEER Construction, LLC 032519 042472021 4 $30,000.00 Ner suzilable i T $0.00
[] hiler HVAC Parts House 033120 oar3nz0 @ 603966 5000

$6,355.00 §25.00 $0.00 525400

Great news! We can purchase a new truck.

42. Record the purchase of a 2019 Ford Truck 01/15 current year.

= Journal Entry #AJEO3

Journal date Journal no.

01/15/2021 ‘ AJEO3

| # | ACCOUNT DEBITS CREDITS | DESCRIPTION ‘ NAME LOCATION CLASS
1 : 15200 Vehicles 68,989.00 To record purchase of 2019 Ford ACH Auto Loans San Diego General
2 : 27400 Note Payable - 2019 Ford 68,89.00 | To record purchase of 2019 Ford ACH Auto Loans San Diego General

43. Locate and review the following Accounts Payable reports:
a. Accounts Payable Aging Summary
b. Accounts Payable Aging Detail

Unpaid Bills

o

d. Expense by Vendor Summary

e. Open Purchase Order List
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Section 9 Objectives

Upon completion of Section 9 each participant will be familiar with:

¢ An overview of Accounts Receivable.

* How to correctly use Customer and Accounts Receivable-related accounts and

settings.
* How to use the Customer Center.
* How and when to use a Sales Receipt versus an Invoice.
* How to Receive Payments and Record Deposits.

* How to view and save Sales and Accounts Receivable-related reports.

Now that the Inflow Heating and Cooling owner understands how to use reports as a
management tool, let’s dive in deeper and learn the proper way to record daily transactions
in the business, starting with Accounts Receivable (an area that significantly impacts cash
flow). To do this, we must become familiar with the Customer Center, and how-to setup

customers in the system.

Josh has asked for clarification on when to use an invoice versus a sales receipt and does
not understand the difference between the two. We will cover this topic in detail for him

and provide clear instruction on how to record payments received and bank deposits.

Also help Josh setup and use the bundle feature to invoice monthly maintenance contracts.
He would like to use estimates and progress invoicing to help with cash flow. He mentions
that he wants to focus on sales growth over the next few years and wants advice on which

reports to track that will help him make wise business decisions.

What Accounts Receivable reports do you recommend he access and review on a regular
basis? What kind of information can these reports provide? How can this information be

used to improve company performance and support his goal of sales growth?

© 2022 Intuit Inc. QuickBooks Online Foundations



More About Accounts Receivable

In the Accounts Receivable section, we discuss the importance of managing open invoices
owed to you by your customers. You might be surprised by how costly this process can be if

an efficient system is not in place and the affect it can have on cash flow.

Biz Q&A:
* Why do you think it is important to manage your Accounts Receivable?

* Why do you think business owners should have an Accounts Receivable and
Collections policy?

Wow Fact:
According to the Harvard Business Review, here is an average of what receivables cost a
company:
30 days — 1.82%
60 days — 9.20%
90 days - 17.74%
120 days — 26.71%

© 2022 Intuit Inc. QuickBooks Online Foundations




Customer Center

The Customer Center includes options for maintaining customer lists, adding invoices,
receiving payments, and viewing transactions related to your customers.

From the left navigation bar click Invoicing -> Customers to access the Customer Center.
Click the Invoices tab to view and manage invoices. Click the drop-down arrow to select
options, such as Send Reminders, Create Statements, Invoices, Sales Receipts, and

Estimates.

= JDoe Inflow Heating and Cooling 8 ybpers @Hap Q N @&
Sales

Overview All Sales Invoices Payment Links Customers Products and Services

Customers =D

Unbilled Last 365 Deys Unpid Lest 365 Days. Peid

0 ESTIMATE | 0uNBILLED ACTIVITY

.
l @ Do you organize sub-customers as projacts? You can convertthe first level of sub-custom: Fo their own project. Convert now \ X ]
I Batch actions v I Search Q

(3
[ | cusTOMER// PROJECT & / COMPANY ADDRESS PHONE EMAIL OPEN BALANCE ‘ ACTION
(] A1 Property Management [ 321 Heinz (858) 678-9876 A1PP@gmail.com $1,064.96 Racaiva payment v
El Cajon CA 90219 .
Property 1 [] 321 Heinz
! (858) 678.9876 A1PP@gmail.com $982.48 Racaiva payment v
L) L Fromey venegemen: I Cojon CA 90219 ! s il
Property 2 [] 321 Heinz
(858) 678-9876 A1PP@gmail.com $982.48 Receive payment v
D A1 Property Management El Cajon CA 90219 ) f pay!

Use Batch Actions to create statements or email several invoices at one time. The search

e O
field is a quick way to find a customer. Connasiore = ) | conrme E i
Creste ctetements « Address
Ermail L Email
Maks inactivs [ D Client Type
Select customer typ= [[] Attachments
Phone

Othar
\:‘ Include inactive

Click the Gear icon to edit the way columns are displayed.

Note: You can manage Sales, Products and Services and Rows

more, from the Sales Center.
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Customer Center

Add Customer

Click New Customer (top right of your screen).

Enter Customer and Display Name (the way you would like the name displayed in the
Customer list). Add address and contact information. Important! The display name is the
only field that must be unique. It is used to track balances for each entry and for default
sorting.

Note: Customers may have two different addresses for billing and shipping. By default, the
shipping address is the same as the billing. The billing address is for any invoicing or
payment related transaction, and the shipping would be the location where you ship goods

or provide services. It is important to understand why the display name is unique.

Customer information

Title  First name Middle name Last name Suffix Email

Company Pheone Mobile Fax

info@sastside.com ‘

| ‘ (858) 885-1234 H H ‘

* Display name as Other Website

Eastside General Haspital ‘ v | ‘ H ‘
Print on check as /] Use display name \:\Is sub-customer

Eastside General Hospital Bill with parert ¥
1

Address " Notes ” Tax info ” Payment and billing " Language || Attachments " Additional Info |

Billing address mep Shipping address map Same as billing address

7177 Easside Rd ‘ 7177 Essztside Rd
‘ El Cajon H CA ‘ El Cajon CA
‘ Q2020 H Country ‘ Q2020 Country

( Cancel )( Make inactive ) Privacy

The Notes tab provides an area to track private notes for specific Customers.
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Customer Center

If you are charging Sales Tax for Products or Services, the Tax info tab is where you indicate
a Customer is tax-exempt. Customers are assumed to be taxable by default. If they are tax-
exempt, enter their Tax ID number here. This is also where we enter the default state tax

code. The Sales Tax feature is turned off for this training.

—
Address | Notes | Texinfo | Payment and billing | Language | Atachments | Additional Info |

l:‘ Thiz custamer is tax exempt
Select tax rate

[ Based on location W I

¥ Bazed on location

CUSTOM RATES

City of Chula Vista 8.75%
City of El Cajon B.25%
San Disgo 7.25%

The Payment & Billing tab is where you enter the Customer’s preferred payment method,
invoice delivery method, payment terms, and opening balance (if there is one). You can
assign default payment Terms for each customer. You can add or change terms as you enter
sales receipts or Invoice transactions. You can add or manage terms in the terms list. Gear -
> All Lists.

Terms example: 2% 10 Net 30 means the customer may take a 2% discount if they pay

within 10 days. If it is not paid within 10 days, the full amount is due within 30 days.

Address ” Motes | Tax info | Payment and billing | Language | Attachments | Additionzl Info |

Prefarred payment method Tarms -

| Credit Card ‘ - ‘ | Enter Text | - ‘ (|
Opening bal f

( Enter credit card details ) pening halance as o

002021 ‘
Prefarred dalivery method | ‘ ‘

Zend lztar  w W

Note: Know where to set default terms for Customers. You can manage terms in the terms

list. Gear -> All Lists. What does 2% 10 Net 30 mean?
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Customer Center

The Language tab has a limited selection of languages you can track by Customer.

! Address " Notes " Tax info || Payment and billing ” Language " Atftachments " Additional Info

Send invoices to this client in

English -

The Attachments tab allows you to drag and drop attachments specific to a Customer.

Address " Motes " Tax info " Payment and billing " Language | Attachments | Additional Info

@J Attachments  Mawmum size: 20MB

The Custom Fields tab is available in QuickBooks Online Advanced subscription.

The Additional info tab is where you can assign a Customer type to track specific

information. Create the Customer types list first. Click Customer types from the Customer

Center.

| Address || Motes " Tax info " Payment and billing " Language | Attachments |

Additional Info {

Client Type

Select client type o ‘
...... ent typs
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Customer Center

Once you click on a customer from the list you have the option to Filter by name or details.

Sort by name or open balance.
&~

. ey, . € Customer: =
Collapse the list by clicking the bar/arrow icon. eemersE °
Click the symbol to add a new customer. \‘
( Sortby name a )
A1 Property Management o~
, $1,964.96
¢ Customers =™ A1 Property Management & < roperty 1
321 Heingz, El Cajon, CA 90219 £982.48

Q
Add notes

Property 2
( Sortbyname a ) $982.48

Each customer has a Transaction List and a Customer Details tab where you can view
transaction history and customer information. Track Late Fees per customer or send
transactions and reminders using the Batch Actions options. You can print, export to Excel,

or use the Gear icon to change the way the information is displayed on the screen.

Transaction List ! Projects Customer Details | Late Fees

J:C Batch actions v ) ( Filter v ) S B @&

<First Previous 1-100F 10 Next Last>

D DATE a TYPE | NO. ‘ PROJECT MEMO DUE DATE BALANCE TOTAL STATUS ACTION

D 01/08/2021  Invoice 3003 02/07/2021 $0.00 508243  Paid Print w

D 01/08/2021  Invoice 3004 02/07/2021 $0.00 $982.48 | Paid Print w
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Customer Center

Edit Customer

Editing customer information is important to ensure all sales receipts and invoices are sent
to the correct location or email address.

From the Customer Center, click on the customer's name you wish to edit. Click the Edit
button to open the customer information window to add or make changes. You can make a
customer inactive or copy the display name to merge with another customer.

Click Save when done.

A1 Property Management = g
321 Heinz, El Cajon, CA 90219
| $1,964.96
Add notes OPEN
$1,964.96

OVERDUE

L)

Customer information

Title  First name Middle name Lastname Suffix Email

Company Phone Mobile Fax

‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ A1PPEgmail.com ‘

‘ ‘ (858) 678-9876 H H ‘

*Display name as Other Website
A1 Property Management ‘ A ‘ ‘ H ‘
Print on checkas Use display name \:\Is sub-customer

A1 Property Management Bill with parent ¥

|

Address " Notes " Tax info || Payment and billing ” Language || Aftachments " Additional Info |

Billing address mzp Shipping address map | | Same as billing address

321 Heinz ‘ Street ‘
‘ El Cajon H CA ‘ ‘ City/Town H CA ‘
‘ Q0219 H Country ‘ ‘ ZIP cade H Country ‘

( Cancel )( Make inactive ) Privacy
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Customer Center

Make Inactive

Making a customer inactive does not remove them from the system. You will have the
option to view inactive customers in the Customer Center. Maintaining your customer list is
very useful and cuts down on time searching for customers while entering transactions.
From the Customer Center click the Customer you would like to make inactive.

Click Edit. Click the Make Inactive button.

Customer information

Title  First name Middle name Last name Suffix Email

‘ || | | ‘ | | | | | A1PP&@gmail.com |

Company Phone Mobile Fax

| | (858) 678-9874 H H ‘

* Display name as Other Website
Al Property Management | - | | H ‘
Print on checkas Use display name Dls sub-customer

Al Property Management Bill with parent ¥

]
Address " Notes “ Tax info " Payment and billing " Language " Attachments " Additional Info |
Billing address mzp Shipping address map [_]Same as billing address
321 Heinz ‘ Street ‘
| El Cajon H CA | | City/Town || CA ‘
| Q0219 H Country | | ZIP code || Country ‘

( Cancel )( Make inactive ) Frivacy

Note: A warning message will appear if there is an outstanding balance for a customer you

are trying to inactivate. An adjusting transaction will be created if you click Yes.

Either A1 Property Management or its sub-customers or
projects have a non-zerc balance. Making this customer
inactive aleo makes all its sub-custemers and projects inactive,
and will create one or more adjusting transactions. Is this OK?
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Customer Center

Merge Customers

Merging customers is useful when there are duplicate names in the customer list.

From the Customer Center, click the Customer you intend to keep.

Click Edit and copy (Ctrl + C) the customer display name; then click cancel.

Click on the Customer you intend to merge.

Click Edit and paste (Ctrl + V) to replace the customer display name with the correct name.

Click Save.

Customer information

Title  First name Middle name Last name Suffix Email

| H ‘ | || | | | | KidsSchool@sducation.com |

Company Phone Mobile Fax

Kids Schoal | | (619)987-1234 H H |
*Display name as Other Website

7 | H |
Pn'ntoncheckasUse display name Dlssub—customer

Kids School Bill with parent v

]
Address " Notes " Tax info " Payment and billing " Language " Attachments " Additional Info |

Billing address mep Shipping address map D Same as billing address

258 Smart Place ‘

Streer ‘

State/Province |

San Disgo H ca | | City/Town

‘ Q2129 H Country | | ZIP code || Country |

( Cancel )( Make inactive ) Privacy

A Please Confirm warning box will appear; click Yes to confirm. The old customer will be

removed from the list and remain in an inactive status.

Please Confirm

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

EN

Note: The merge process cannot be undone.
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Sales Receipts

A sales receipt is used when a customer pays you on the spot for goods or services and you
need to record the sale after the fact.

Click the + New icon -> Sales Receipt under the Customers menu.

It is important to understand the difference between the sales receipt and invoice process.

Processing a Sales Receipt requires two steps. 1) Create Sales Receipt using Undeposited
Funds for the Deposit to category. 2) Bank Deposit.

(% Sales Receipt #2000 B @D Hlp X

1inked Daposit

AMOuNT
il CefBec

$14,170.56
o . ¥ (-
F— B [ow ]
S e

+ Shipping Infermation

- "4 —

‘ EinBishop X PaigaWhita X Start yping o add 3 1ag

[otcos 1 | [1210 bnsepontearonss | v il

Undeposited Funds is a holding account that allows you to receive sales receipts or

payments against invoices. This allows you to group payments from multiple customers into
one deposit in order to match the deposit sent to the bank.
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Sales Receipts

This section of a Sales Receipt requires the items we are selling. Here is where your
Products and Services or Items list comes into play. This allows us to track Sales by Item to

determine our top selling product or service.

#  PRODUCT/SERVICE sxu DESCRIPTION ary RATE AMOUNT = TAX  CLASS

1 LeborSenvice Calls Service Calls 20 125 500000 Commercia

2| Parts:Universal Blower Mator BMUB124A Blawer Motor H 450 225000 v Commercial

3 PanwFiher AFMT204A Air Filter H 15 75.00 v Commarcial

a

Par:Programable Thermostat PTSV124A Programatla Thermostat 5 82 410.00 v Commarcisl

5 | LaborService Calla Service Calls 40 125 5,000.00 Residerial

& | PortsWiFi Thermostat wTsvooaa ViF Thermostat 5 205 102500«  Residensil

7 PartsFiker AFMTZ02A Air Filtar. H 15 75.00 v Resideniial

8

| Subtotal $13,835.00

dayed on sales receipt Tasabila subtotsl

8 B B a s B8 2|8

The last section of a Sales Receipt records Sales Tax, discounts and tips. You can switch the

order of the Sales Tax and discounts, so the discount is taken prior to the Sales Tax

Select tax rate '
City of Chula Vista (8.75%) % l 335.56

Sea the math

calculation.

Total $14,170.56
Amount received $14,170.56
Balance due $0.00

Note: You can mark a product or service as a taxable or non-taxable on the sales

transaction. You might want to check your default settings in your Products and Services
list. Sales tax will not auto-calculate for non-taxable products. The default status for new
customers is automatically set as taxable. Revisit the customer center to change default

settings.
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Bank Deposits

Creating bank deposits is a very important step that follows the sales receipt or receive
payment process and is often overlooked. This can lead to a compounding issue with

undeposited funds and can be costly to clean up.

Click the + New icon -> Bank Deposit.

It is very important to select the correct bank account for each deposit. Some businesses
have multiple accounts. It is important to make sure that the total amount of selected
individual payments in undeposited funds matches the total amount deposited at the bank.
Checks and cash might be grouped together, whereas credit card payments are deposited

based on the batch transferred to the bank. For this example, we deposited online

customer sales for both locations.

{5 Bank Deposit

@ teip
Account Dato QasouNT
10060 Checking 238 <] e $90207.05 oz $38,720.71
T ® Minage g
[ startyping to add atag
Show payments for this location: | - Al Locasions -
Select the payments included in this deposit
0O RECEIVED FrOM DATE < Tvee PAYMENT METHOD memo ReFNO. AMOUNT
Senvice Calls awaz0m Sales Receipt N [ il | 1417056
Servis Cals ausisz021 Soles ocsipe Cadnoad | v [ 1] | 1241958
Service Calls 01731/2021 Seles Receipt CrodeCard | ¥ [ i | 11.93050
3 wcton

Total 3g7r20.71
Soloctad Paymants Total 872071
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Estimates

Estimates are non-posting (meaning it does not impact financial data until it becomes an
actual invoice) transactions used to create a bid or proposal for work you plan to do for a
customer. An estimate looks like an invoice but has a different purpose. It helps you track

details you will use when discussing the scope of the job with your customer.

Click + New from the left navigation bar -> Estimate. The more information you populate
on the estimate, the better. This information carries forward when converting an estimate
to an invoice. Start with the customer field, track the status of your estimates and use tags
to keep track of valuable information as you complete the process. In this example, we
track the employees or contractors assigned to the job. The estimate is helpful when

keeping track of multiple proposals and any changes prior to starting the job.

& Estimate #1000 & @ nep |
= 7
AMOUNT
Gutomer Emat copec
S e R o | | = $262,500.00
> Cored [ sondionr

Billing addrass Estimato date / Expirstion date / \ Estimata no.
pRr— o [0

1212172020

78753 Highiand Vlage Place
Son Diego, CA 92125
Location
Sen Diego -
+ Shipping Information ‘ ¥
Location of sale.
/ \ 7535 Torrey Sante Fe Rd, San Dieg
Tes® Manage t
Diovanna (SEER Contractor) X JatodJonos X DavidSLOnge X Start typing 10 add a tag
# pRODUCT/SERVICE sku DESCRIPTION arv RaTE AMOUNT  TAX | class wvoiceD REMAINING | CLOSED
1 ParxResidemtinl AC RacBo0S New Residemial ATC 2 5000 10000000 | w | NewConsmuction 1000000 0| v @
2 | ParuResidantisl Furnaca RRIB00CW New Residentis Furscs 20 5000 10000000 v | NewConsruction 100.000.00 0w v [i}
3 LaborLabar - New Canstrucsion Labor a0 150 500000 New Cansiruction 800000 e o« @
4 [ul
Addlines | [ Coarallines Addsabtowl | Subtotal  $248,000.00
Mossaga displayed on estimate Texablo subtotal

‘ Select tax rate.

San Diego (7.25%) ) ] 1450000

Saa the math

X Total  $262,500.00

Mossage displayed on statamont
Estimate Total  5262,500.00
N Invoicad subtotal  $248,000.00

Romaining subtetal 50.00
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Invoices

An invoice is used when a customer agrees to pay you later. Terms are set up to determine

how long the customer has before payment is due. If they do not pay within a specified

time, the invoice is considered overdue.

An invoice requires three-steps. 1) Create invoice. 2) Receive payment to undeposited

funds 3) Bank Deposit Click the + New icon -> Invoice.

Enter the following information:

Customer name, email, invoice date, terms, invoice date and verify the location
information.

5 Invoice #3001

3001

& O w»
Customer @ , Customar amall (B Ceffice e PUymants Getactup PAYMENT STATUS
T [] cords wu @» —= & /)
[ Hows custom Homas -Fadrevie| w | | HeHBugrsoromeBuTder! PAl D
[] Bank trangfar (=
) -

2 paymants mad (5103,843.80)

Billing adidrass Torma (B / Inwoics data l Dua data \ [

" - Net30 [+ [ovouaen o1/04r2021
"

Craste rocuning invcics.

\ Locaion
[ samiege E

Location of sale
‘ 7535 Tarrey Santa Fe Re, San Disg

Togs @ Manage tags

X SeanBlack X Joreddones X DavidSLOnge X Diowanne (SEER Contactor) X ‘

Many business owners end up with duplicate transactions and unnecessary cleanup when
they do not complete the steps in the proper order, or when they post payments directly to

the bank account instead of Undeposited Funds.

Note: Know the difference between Invoices and Sales Receipts. You can save, send and

attach either to an email. Invoices increase the Accounts Receivable balance on the Balance

Sheet. (An Invoice does require a name.)
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Invoices

The next section of an invoice is all about the products or services you are selling the

customer. In this example, we used the Maintenance Package.

#  PropucT/sERVICE (3) sku pEscaPTION arv RaTe AMOUNT  TAX  cuass
1 Msintenance Package - Commercial Scheduled Mainterance 1 980 980.00 Commercial i
Labor - Commereial & Residential Commercial & Residential Labor L3 125 Commercial m
Complate System Inspection Complete System Inspection 2 100 Commercial [
PartiFiter APMT2044 Air Fiker 2 15 v Commercial i
2 [}
Addlines | [ Closraliinas | [ Add subtotal Subtotal $980.00

The last section of a sales receipt records sales tax, discounts and tips. You can switch the
order of the sales tax and discounts, so the discount is taken prior to the sales tax

calculation.

Select tax rate

2.48 ‘

See the math

City of El Cajon (8.25%) v

Need help with sales tax? Learn more

Total $982.48

Deposit \:

Amount received $982.48
Balance due $0.00
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Progress Invoicing

Progress invoicing, also known as progress billing, is the process of incrementally invoicing a

client for work as it is completed. Thus, you will receive multiple partial payments

throughout the timeline of one job, instead of one full payment at the end. In QuickBooks

when you turn on the progress invoicing feature it allows you to create an invoice for part

of an estimate using percentages.

The first step is to locate an open or pending estimate. You can use the estimate by

customer report. Next, verify all details and line items are correct and click Create Invoice.

2 Estimate #1010

Expirasn et

§

B @ ree

— (i[5 $371,531.40

B ]
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Progress Invoicing

Several choices are provided, and you need to determine which of the following to choose:
* Total of all estimate lines
* % of each line

e Custom amount for each line

How much do you want to invoice?

IZEII Total of all estimate lines = $3462,640.00 ’

() Custom amount for each line *

When you use the custom amount for each line option, you must manually enter the

amounts you would like to invoice for each line item.

# PRODUCT/SERVICE (D) SKU DESCRIPTION DUE any RATE AMOUNT TAX CLASS

1 | PartsiResidential A/C |~ | RACJBOOS New Residantial A/C Amaunt - *o 00 | of 60000.00 5000 000 | @

2 PansResidential Furnace | REJBOOOW i 0.00 0f 60,000.00 .00 5,000 000 v New Construction o @

3 Parts:Filter AFMT204A Air Filter 0.00 of 180.00 0.00 15 0.00 s New Construction € il

4 Parts?WiFi Thermostat. WTSVO00A 'WiFi Thermostat 0.00 of 2,460.00 0.00 205 0.00 v New Construction t m

5 Labor - New Construction New Construction Labor 0.00 of 240,000.00 0.00 150 i 0.00 i I New Construction ¢ i
. o 8

D

i linan Subtotal $0.00
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Receive Payments

Receiving full or partial payments against open invoices is part of the Account’s Receivable
management process. Having accurate customer balances is key to avoiding messy cleanup

and cash flow issues.

Note: Always apply the amount received to the appropriate invoice. This will ensure that
the invoice is closed out properly. If a partial payment is received, then a balance will

remain on your Accounts Receivable Aging report for that customer.

If you use Square or PayPal, merchant fees are deducted for each transaction. Other
merchant services will deduct their fees at the end of the month. Not to worry! Merchant

fees will be addressed in the Bank Deposit process.

Undeposited Funds is simply an asset account that acts like a clearing account. When
payments are posted to Undeposited Funds, they sit in this account until a deposit is made

to offset the balance.

When a payment is received, Undeposited Funds is debited, and Accounts Receivable is
credited. When a deposit is made, the bank account is debited, and Undeposited Funds is

credited. Undeposited Funds should ultimately have a zero balance.

Select Undeposited Funds for the Deposit To box.
This will allow you to group cash, checks, and credit card payments to match the deposit
sent to the bank. It is very important to match deposits in QuickBooks to the deposits

posted at your bank. This will help to create a more efficient reconciliation process.
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Receive Payments

Click the + New icon -> Receive Payment.

Enter the following information:

Customer name, date, method, reference, and deposit account.
Select invoices and verify the total received.

Verify the invoices selected; match the payment stub or backup.
Notice the Find by Invoice no. and Filter feature.

Click Save and Close or Save and New.

' Receive Payment

(@ Help
AMOUNT RECEIVED
Got paid 2 timas faster Accept payments online

Custor
e Famas-pusreve| $80,000.00
B Creditcard visa B (2 =
e of $80,000.00 was deposiced on 01/042021
Paymant date.
| ovoazezt
Paymant method Reforence no Depositto \ Amount received
== SN | [rorcosmmprmsrs [ o] " sosen

Outstanding Transactions

T T \ &
I:I DESCRIFTION / DUEDATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
7 Imvoice # 3001 (01/04/2021) ! 014042021 103,843.80 £0,00000 80,000.00 i
O Invoice #3021 (031042021} ospazon 16384380 16384380 [ |

«<First Pravious 1-20f2 Next Last>
Amountto Apply $80,000.00
Amount to Credit $0.00
.

Note: Remember to complete the deposit process after receiving all payments related to

the deposit sent to the bank.
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Credit Memos

Credit memos are used to clear out uncollectible invoices and to clean up odd transactions
in Accounts Receivable. Use the Open Invoice report to help keep A/R accurate.

Click the + New icon -> Credit Memo.

Review the invoice you are trying to clear out in order to create an accurate credit memo.
Enter the following information:

Customer, date, and product or service being credited. Verify the amount.

Click the Print or Preview link if you want to print the credit memo to deliver it manually to

the customer or Save and Send if you want it emailed to the customer.

o .
9 Credit Memo #3043 & (D Help
Billing 2ddrass Crodit Mome Dete Credit Meme no.
Houze Custom Homes | o3IO 3043
78755 Highland village Placs
5an Diego, CA 92129
Location
San Diego -
+ Shipping information
Location of sale

7535 Torrey Santa Fe Rd, 5an Dieg

Tage(3) Marage tege
SsonBlack X Joraddonas X Victorla Cornars X Dicvaans (SEER Cortmctor] X Davld StOnga X
Start typing to add a tag
#  PRODUCT/SERVICE sKu DESCRIFTION arr RATE AMOUNT | TAX  CLASS
1 ParteWiF Thermostat WITSVO00A WiFi Thermestat | 1 208 205.00 v Commercial | m
E z | im
Akl Tirss Chear all lines Subtotal $205.00
Moezags displayed on cradit mamo Tamalslo subtotal

| 1438
o tha math

San Diego (7.25%) v

‘ Selecttax rats.

Meed help with sales tax? Learn more

Massiage displayad an statemant

Tetal £219.88
‘ Amount received 5219.86
Total Credit $0.00

Note: Credit Memo’s reduce the current open balance and is applied to the invoice with a

payment transaction.
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Apply Credits

Applying existing credits to open invoices can be accomplished by receiving a zero payment
and selecting both the invoice and credit. Another method is clicking Account and Settings
-> Advanced Settings -> Automation -> Automatically Apply Credits. This method will
automatically apply credits to the oldest open invoice.

Click the + New icon -> Receive Payment.

Enter the following Information:

Customer and date. Check off both the invoice and credit memo and verify that the total
payment received is zero.

) Receive Payment

(3) Help
Customer AMOUNT RECENVED
Got pid 2times fastor Accept payments anline
HuuieCunanu'nex:Pad*e\(e\n| v [ Find by invoice no. — $0 00
il Creditcard visa 2] 22 .
Paymert date
oa/3t2021
Paymart mathod Refarance no. Depositto Amourt recsivad
‘ ||2|oaumgpag'udnnd= v 000
Outstanding Transactions
.
O DESCRIPTION DUE DATE ORIGINALAMOUNT oPENBALANCE PAYMENT
Invsice # 3021 (03/04/2021) ou/03/2021 163,842.80 16334380 21986
<Fist Frevious 110f1 Nex Last>
Credits
Find Croditiemo i || Filter > | Al
O oescrPTion ORIGINAL AMOUNT oPEN BALANCE PaYMENT
= Crodic Memo # 3043 (07/23/2021) 21988 21986 21988
ous 11601 Nea Last>
Amountto Apply s0.00
Amountto Crodit s0.00
(" Cloar Foyment )

Note: If you have the Automatically apply credits option selected in Accounts and
Settings, the system automatically creates a payment transaction to apply it to the invoice.

If the setting is turned off, you manually enter the payment transaction and apply the credit
memo to the invoice.
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Refund Receipts

There may be a time when you need to refund a customer. Using Refund Receipt is the best

method.

Click the + New icon -> Refund Receipt.

Enter the following information:

Customer, date, payment method, refund from, product/service, etc. Once you choose the

bank account you can check the Print Later or Print or Preview link at the bottom of the

screen. Click Save and Close or Save and Send.

(5 Refund Receipt #3050 8 (@) Hep |
Customer Email [
AMOUNT
Service Calls W ‘ Email (Sepsrste emails with & ¢ 8
e $141.16
Bilng sdess Rofund Roceip deta Rofund Recaiptno.
Servica Calls | 033172021 ‘ 3050
Location
N SanDisgo |
+ Shipping information
Location of sale

‘ 7535 Torrey Sara Fe Rd, San Dieg ‘
Tags @ Mansge tags.

Paymant mathod Ratund From Bolancs Chacdk na.
‘ Choase payment method | - | 10000 Checking 1234 . [feat0629 ‘ 5008
[ Print later
Refund payments in QuickBocks
#  PRODUCT/SERVICE SKU DESCRIPTION ary RATE AMOUNT  TAX  CLASS
1 LabarSenice Calls Service Calls 1 125 12500 Generel |
2 PansFlier AFMT204A Air Fiter 1 15 B0 ¢ Genenl [}
3 O
Doaral nes Subtotal $140.00
Messaga displayed on refund receipt Taxable subtotal $15.00
Select tax rate:
Based on location v §1.16
Sae the math
) Total $141.16
Messaga displayed on stateenant
| Total Amount Refunded $141.16
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Sales and (A/R) Reports

Accounts Receivable Reports
Let’s look at reports related to Accounts Receivable.
Click Reports in the Left Navigation Bar Menu -> Standard.

Scroll to Who owes you -> select Accounts receivable aging detail.

Recommended Reports are as follows:
Accounts Receivable Aging Summary informs us of the outstanding total balances for our

Customers.

Accounts Receivable Aging Detail provides us with a more in-depth view of the outstanding
balances for our Customers and whether they are current or past due.
Remember, the number of days it takes to collect a payment has a direct effect on cash

flow. The older the Invoices become, the more costly the collection process becomes.

The Open Invoice report provides open Invoice detail for each Customer. This is a great tool

to help clean up your Accounts Receivable.

Note: Be sure to know the different types and purpose of the Accounts Receivable reports.

© 2022 Intuit Inc. QuickBooks Online Foundations




Sales and (A/R) Reports

Next, we will locate and save a few sales reports as favorites. The Sales by Customer

Summary report helps us identify our top customers.

Sales Reports
Let’s look at reports related to sales.
Click Reports in the Left Navigation Bar.

Use the search field to locate the following reports:

* Sales by Customer Summary: Identifies the top 20% of our customers that bring in 80%
of our revenue.

* Sales by Product/Service Summary: Provides a historical glimpse of the best-selling
products and services for a specific date range. This report includes Quantity, Amount, %
of Sales and Avg. Price, Cost of Goods Sold (COGS), and Gross Margin.

Click Reports in the Left Navigation Bar -> Standard.

Scroll to Sales and Customers -> select Sales by Product/Service Summary.

Note: Customize these reports by changing the sort option to “Total in descending order.”

Be familiar with the different sales reports and the information they provide.

Estimates & Progress Invoice Reports

Now search:

* Estimates by Customer: Shows estimate status and amounts by customer.

* Estimates & Progress Invoicing Summary by Customer: Shows status and amounts by
customer. This reports adds the amount invoiced, % invoiced and balance. This is a great

way to track different stages when using progress invoicing.

© 2022 Intuit Inc. QuickBooks Online Foundations




Statements

Statements are typically sent to customers with outstanding invoices. This process should
be part of your Accounts Receivable and Collections policy. There are two ways to populate

statements. The first option is as follows:

Click the + New icon.
Click Statement from the “Other” list.
This is a basic statement that will populate

for all customers.

A Balance Forward Statement shows all activity between your start and end dates, plus

the balance from the prior period.

An Open Item Statement shows only items for the last 365 days that have not yet been

paid.

A Transaction Statement shows each transaction and the total amount billed and received
for the period, instead of a running balance. This option is especially useful for the year-end
contribution statements that nonprofits send out.

Use the Statement Management section to select customers, edit the delivery method, and

preview statements before they are sent.
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Statements

In the following screens:
Select Statement Type and Statement Date.
Select Customer Balance Status.

Set Start and End Dates.

Next, select the Recipients you would like to send statements to. You can change email

addresses on the fly.

Create Statements
Statemant Type r
Statemant Diate

03/31/2021

Customer Balance Status

Start Date

01/01/2021

03/31/2027

+ Recipients List

( Missing email addrass (0) Statements available (7) )

RECIPIENTS. EMAIL ADDRESS

BALANCE

[ ®

A1 Property Management AIPPBgmail com 31,964.96

[

Eacuide General Haspital infoBessmide com 3300000

"

Houze Custom Hormee HCHBuilders@HomeBuilderl com $163,623.84

The second option for populating statements is more specific to customers with

outstanding balances.
Click Invoicing -> Customers.
Select the Customers you want to receive a statement.

Click Batch actions -> Create Statements.
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Section 9 Practice Test

1. Which report displays a list of unpaid invoices by customer?

a) Profit & Loss

b) Sales by Item Detail

c) Sales by Customer Summary
d) Open Invoice

2. You sold product to a customer and received payment at the time of sale. Now you
need to record the sales in QuickBooks®. Which form would you use?
a) Bill
b) Deposit
c) Sales Receipt
d) Check

3. You just opened the mail and need to post three payments for open invoices. Where
do you go to record the payments?
a) Gear->Make Deposit
b) + New icon->Receive Payments
c) + New icon->Sales Receipt
d) Search Icon->Create Invoice

4. You received payments for multiple invoices, and now you need to deposit them.
Where do you go next?
a) Left Navigation Bar->Banking
b) Sales->Customer->Receive Payment
c) + New icon->Receive Payment
d) + New icon->Bank Deposit

5. You need to identify which customers purchase the most. Which report will help you
with this?
a) Profit & Loss
b) Sales by Item Detail

c) Sales by Customer Summary
d) Open Invoice
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Section 9 Case Study Activities

What a journey! You now understand the critical importance of the setup process and are
ready to manage Accounts Receivable for Inflow Inc. Josh has decided to track sales weekly,
so track sales for both locations separately. Leave time to complete Section 9 activities and
watch the company come to life. Accounts Receivable and Sales reports will help tell the

company’s story. Be prepared to discuss the results.

1. Review Video Link:

Invoices vs Sales Receipts: Which to use When

Money in Workflows: Sales Receipts

Record a Sales Receipt

2. Add Sales Receipt 2000 for January 01/31 of the current year: Use the following
screen shots and the Inflow Sales Receipt Transaction List with Splits.pdf as a
reference guide. Change the labor rate to $125.00.

Caution! Pay attention to the details such as location, class, sales tax, tags.
Add Paige White and Erin Bishop to the tag field for all sales receipts.

Make sure the sales tax displayed at the bottom of the screen matches the location.

£ Sales Recelpt #2000

o . e —— $14,132.21

Bt s St e e
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https://quickbooks.intuit.com/learn-support/en-us/customer-topics/how-to-record-your-sales-reports-invoices-more/00/344864
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Section 9 Case Study Activities

3. Add Sales Receipt 2001 for January 01/31 of the current year: Change the labor rate
to $125.00.

3 Sales Receipt #2001 & (D) Hee

— o e $12,619.65

e 13405 e e 8 L[] e

Sate Mo e

0

Locatmn

+ Shipping Inemmation Siuion |-

7585 Turray Sarta ba W 3am o

wn G o
Pugavmes % Cmmen X Srany "
[ Batermnce [

S | [13108 unepenima rurcs -

.y orsornon a nar Amoumr Wi asm
L s 2az0a s @
sz lgee L e - ] ]
wrvosoa EY 30 | care n
w - o000 | n
wiswms 5 500 | n
@eRaTLE s Bl 8300 L]
" | | L]
Sublotal 51242000
Wremagy daplapes oo et farpm—
Sainm o e
— ity of El Cajon (2.25%) ~ wear
[P ——— ol s1Z019.05

Amountracatved  §12.619.65

4. Add Sales Receipt 2002 for January 01/31 of the current year: Change the labor rate
to $125.00.

% Sales Recelpt #2002 @ @ e
o~ e
$11,930.50
JR—
20z
Loaton
i I
Locadon e
252 mrmp s e e g |
....... o
r————
+ enosuctseame s oescaerion aw e awout | T s
Lab von Lals v Lol @ w!l sowoe ommercal m
Cosmemn ot | 5 a o | | Gt n
= L v g [
J— JEE— - s =l aom v | comman @
............... f— ™
APMTZONN A ! sl » ! oo | - e et al m
. PrS— B - T P n
@
Subtotsl S1LU000U
o — -
Son Diego (7.25%) ~
[T pRp— Total 511.930.50
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5. Review Video Links:

What are Estimates?

Record and Send an Estimate

Create an Invoice from an Estimate

Create Multiple Invoices from an Estimate

Track Estimates

6. Add Estimate 1000 for December 12/21 of the previous year: Use the following screen
shot and the Inflow Estimate Transaction List.pdf as a reference guide. Remember to
pay attention to the details for sub-customers vs projects, locations, classes, sales tax

and tags. Your sales tax rate should match your location (NOT location of the sale) field.

£ Estimate #1000

& @He |
fre— suwoumt
[— © catee

- R, $262,500.00
o [ st
P—— [— [r—— [me—
O — 12ava0n0 o 1000
72733 Hagians Wlage Hace
g0 A 72138
1 Locanon
« Snipping nformaton Sandiegn
Loniomofte
FT——————
Toas @ Meregrioes

Vickora Connees X Divwanow (SOUR Contrasor) X Sesnflack X JwwdJoows X Dawd 8t Onge X

# | Provuctsemmce s

e avouwt WK anss wvorcn RewaminG | cuosen
e Racis00s New et - 000 19900000 v NewCenmuczon 10002000 W e [
1 P eidents Froce ReBoooW New Rasicantal Fumace = 3000 10000000 v NewCorructon 10000000 wl v ]
S — I Labar = 120 T New Cararucton o w - 8
a -]
(o] Subtotel  $248,000.00
Memdmmedseamma . e
Seiectmu e
Son Diega (7.25%) - amo
Genthama

Towl  5262,500.00
Masaga ispiayed on mromam

Estimate Total  §262,500.00
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Section 9 Case Study Activities

7. Add Estimate 1001 for January 01/04 of the current year:

{3 Estimate #1001 @ @ Hep
Fr—
o
o e
= e $371,531.40
P [ sent e
s dve Eiton st Emae .
[avsszaan sz [ ]
I oo
= Shipping information [soose [
-
[ rosamomeysarmere 28 smceg
@ [—

Vs Goonam. % Disinen GUER Gonersnor) X Geanflack X Jewdsonan K Ot 5t Onoe X

J— - - a - o | x| woran| s oo

1| Para Asgidansl AC | mac.mons M Rsicerial AC H 2 200 LA - £0.000.00 | 2 - ]

Py peve— e pr— : - <o P ps, - < s

FRE .A=mznu ‘Avﬁhxl H = 1= w0 -mo' oon - ]

PR — ‘wrsvonoa W Trasmoanat 2 205 245000 »  NamCorsucon 2488000 a0 - o

5| Laboriaber- New Conmruen tabar : 00 't 24000000 bew Comueion 24000000 | oo - ]

& T o

[“raamor | [omrmine | [ acsm Subtotal  $362,640.00
P — —

[mowmozn ] [

=

Toul  $371531.40
[ —

EstimateTotal  $371531.40

8. Add Estimate 1002 for January 01/08 of the current year:

€ Estimate #1002 & @reb
== O $4,087.09
O Cond v [mE

[, - fo—
ovaaaann w0z ]
octon
e T<]
«SHoping formaton |
-

frrp———p——|

.® Vragengs
| roigewmne X Enmanop X Starttpiogiossdatag
# | ProDUCHSERVICE s oescreTION arv AT amont | x| asss wevoicen REMARONG | CLOSED
1| PsCampramor crisoooa Comprasscr 1 1910 19000 v 191000 o0 v (]
2| P Cortacior cosateas Cortactar ' 2 200 v | Commeil 199 0o v o
3 Pt anwTa0ea i e 1 s 1500 v Comme 1500 2o v o
4 Labortasor - Commercal & Residental Commarcis & Besdant 1 w2 200000 Commerci 200009 0o v [
s s )
Sublowl  $3.946.00
Mestage ditared on smimuts [—
Selacttax e
San Diego (7.25%) v 14108
Sethe rh

Total $4,087.09
Mecsage diesiayed oo sutement

« | Estimato Total $4,087.09
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9. Add Estimate 1003 for January 01/11 of the current year:

(& Estimate #1003

Y ——

Emat come

e

& comiv s
g e caimas e Cupeton o
eI — otz sz

Smal

& (@ nep

$15,763.99

-
b

Location fsale

7333 Torrey Sanma Fe B, S2n Dieg

-~ -
Puige White X ErinBichop X 'ty
N - I - - | e | n oo | s | conn
Farm:Cammercial U ceustooa New Commercal Urit{eat & Cool) 12700 1270000 v Commerssl 1270000 oo v i
FesFiter asuTzoN i Fier 1 1 80w Gommencal 1300 00 v o
3 Lsborisbor- Commerds| & Residental Commersal & Residental 1% 125 200000 Commercial 200000 000 v o
. . @
Subtotal  $14715.00
PR — —
—
City of El Cajon (8.25%) v 104859
=
Total $15,762.99
Estimata Total $15,762.99
10. Add Estimate 1004 for January 01/15 of the current year:
. Yy year:
2 Estimate #1004 & @ wp
. —
$6,087.09
— — — —
e
o
fome 7]
e
e @ [Te——
R - caraon . e | e | cum | v | i
p— e P o p— . = ——
p po— —, p— . ' " p— an P
3 FamFiter AFMTI08 A Fiha 1 15 1500 Commana 1500 [ - i
i proo— P——— . po— p— - P ——
Hl i
o) Sl 55,4600
—
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Section 9 Case Study Activities

11. Locate Estimate 1000 and Create Progress Invoice 3000 for December 12/21 of the

prior year: You will choose the custom option and manually enter the amounts to

match the screen shot.

£ Inveice #3000

PIST—

Bl G Db

Cuname (3 L —— CeBer
. ; p $119,250.00
om0 ==
Tarma 3 Iwoice it Oun datm Imegice g,
—
—r=
T D Manage tag
T T
,
VO U | o] e
e P o — S e o P T
302020 Lsoer- KewGanmrucan 1200050 64 46,900 00 ! vl rzoooo Hew Cansmuman a
a

Subtotsl  5112,000.00

Emr— T soa0
mmmmmmmm
FRe——
[
e bl with sses tax? Lesm more faemmn

Totsl  $119,250.00

12. Add Invoice 3001 without an Estimate for January 01/04 of the current year:

£ Involce #3001

c2na2017

s uE

[ s
Lctin
[ 5201 E
pr—
[Fo8Tore s e s g
wgs (O - i
etk X dumi s % i o 6 Do 355 ) K s 0 X
S
PRODUCTFSERVICE (T U arr RATE AMOUNT T s
Jn——— wacaees ™~ wowose! v | NewCanmuem a
2| PauResdanual Furnacs RRIBCCON . coo 2000080 v Naos Canstrcrion @
- v . 00| v fieCormncion -
PR Pe—— wrscooa . p= FEETS BV PO "
5w Canacn 400 150 B0,000:00 | [I-— @
L]
Subtormt $100,990.00
[Docomprrens = | 500
s Tt o 540.80.00
[—
SanDisga 5] v om0
MNaud hulp with ssios tsx? Lourn mors Eeahe mah
Towl  Sto1sasao
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13. Locate Estimate 1001 and Create Progress Invoice 3002 for January 01/04 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

L& Invoice #3002 Drmarnr & @ e

Cunarron ool G cemee

prastae vas] v | FCHBSWeo-amed.ikder com

O swsnw ©
o 2 cur s
- =
+ Shipping rdarmaion.
ey s P, 5o D1
T ) warage ngs

SunBack X Jwndfaros X ViwlaComuns X Diowaos SEER Cocuwma) % DadS10npn

S PR -, oo
Eremp— p— o
s P YR o
F—— — AP
0,000 50 07 260,000.00 a0 5 eo000 i
]

m

sl sm0.000:00

it - || san0

i Tasatie sustotnl $40,850.00

Select tan vata

Son Diega (7.25%) ~] e

Macd halpwith ssles tax? Lezrn mars

Totsl  $103,843.00

14. Add invoice 3003 using the bundle service type without an Estimate for January

01/08 of the current year:

4D Invoice #3003 Rikeatow I (DHer
eausmczoue
cumomer (3 Cemee $
o outs s
[vzazizsar ES
[
€1 o IE
[,
[Pt rermpra e |
o warageag
PuigeWite X Star iy 4
+| propucrsemns @ ™ escuPnion arv e amount| o
1 Waimensnes Packsge - Sommersal Seneslod Hliintae 1 sa0 952,00 Commarss B
f 125 Commarc B
2 100 Commarss B
e B : 1 v Commeuy B
o
Subtotal 5930.00
Dixoumt parcent ¥ | 50.00
Tanstle st 530,00
"
Sulsamans
Masmncge on statmmect Gity of El Cajon (8.25%) ~ | 245 |
isad halp with salas tax? Lsarn mors prame et
Total s992.48
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15. Add invoice 3004 using the bundle service type without an Estimate for January

01/08 of the current year:

D Involce #3004

Cunomer (B

1 Prapeny MasngemserPraper] o | [ 4

] st

R 8 @

BaancEDUE

$982.48

[ \ $o.00
.
16. Locate Estimate 1002 and Create Progress Invoice 3005 for January 01/08 of the
current year: You will choose the custom option and manually enter the amounts to
match the screen shot.
3 Involce ¥3005 Dliwaar @

+ thisging Informion

$3,087.09

N

[ banngs

[0 e s

© 2022 Intuit Inc.

are|  mer| s e a
e @
- @
1570 s
f I i Cammamal ca
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.........

[ ——————
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17. Locate Estimate 1003 and Create Progress Invoice 3006 for January 1/11 of the

current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

D Involce #3006

pu——
Curamer Conamersmat (B oo
[t rree ez ] [0
[ seiien @
Eiling address Torma (@ Invalco dace Duo dar
[t [«] sz s

& Shigping Information

e @

PigeWiae X EaaBishop X Starstyping tosdd o tog

Blestow [ (DN

BALINCEDUE.

$14,263.99

7533 Tarmy Sania Fa s, Sar. Ding

|

+ | movucrseonce @ | sk aEscertion o arv e amour | e | euns
1 BumCommaciUnt | CRISOON | KewComeeciallit | 1270000123000 Vot oy Commec AE
FRLeE T 1550 e 1500 ' 15 B0y Commeral L]
8 { Labor- Commerci & Residen o BReisel | 0000 of 200000 125 50000 Commercs e
'@
Garaions | [ asaten Sublotsl  $13.215.00
C=rt | sam0

Tetle st $12,715.00
"

Selectme e
City of El Cajon (6.25%) ~ | 1.048.99
S the
Nead help with slas tax? Loam mora

Total  514,263.99

18. Locate Estimate 1000 and Create Progress Invoice 3007 for January 1/15 of the

current year: You will choose the custom option and manually enter the amounts to

match the screen shot.
9 Invoice #3007

1Sk Etire

e @ Cuntames st @ e
Houze Cuntom Homes Seaside Ex] v | | HCHBulders@HomeBuider.com
[ sonsim ®
Biting sacrwm Torra & veicn dots Oce die
Nee30 v | [owns20n o2nezon

P—

7
San Diego, CA 52

+ Shipping information

@

SenBuck X Jimdonss X VictaCosnwn X Diownns (SSERCommacio) X DuidS$iOnge X

¢ moowcrpmce | oxscummon oo

| PaRudeiAC RIS | ResdemaAC S0 10000000
2| Pratesdei Fmace | FBOON | Rsder Fumce 50000000110000000
3 Labor - New Construction I New Construction Labor 12,0000 of 48,000 00

Bkesrowr & @Help

BALANCE DUE

$119,250.00

vsicn s

3007

Location

SanDiego

Location of sle

7535 Torwy Santa Fe R, San Dieg

arr RE AmouNT TAX | amss
10 S000 5000000y | NewComwucion o
0 SO0 5000000 v | NewConswucton o
= [ New Consruction cm
o
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Subtotal  $112,000.00

Discount porcont  » | s0.00
Tasabio sbeons $100,000.00

Selectrax rate

San Diego (7.25%) v 225000 |
= Soa the math

Noad help with sales tax? Learm more

Totasl  $119,250.00
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19. Locate Estimate 1004 and create Progress Invoice 3008 for January 1/15 of the current

year: You will choose the custom option and manually enter the amounts to match the

screen shot.

D Invoice #3008 Dk @ @S

camee aswance cu
$3,087.09
Eiteg addroms o & veicn e Cuedemn ovcicn .
[ T [ - | [owzmen [canazet ES
T Facacn
Sl CA M [ G Sroap——
+ Shipming nfarmation
e 0 e no
Figa W X EfnERAGD. et
war aescrieTIoN oue ar RatE| Amowr Tax | cuass
1 RIS Compremar 121000 of1 91000 1 150 190000 v Gammes ‘@
2 AbCote cosas 44 Coetm Zi0wm o 208w | o am
5 PameFine AFMT208S ArFRer 15000 15.00 1 15 1500w | Gommer ¢ 8
mmmmm 15 Renidem =
PERRES— Commerct e p— s LT TS p— B
5 n
Subtotal 52,946.00
Diotountporcom = | 5000

Tain nisonn §1,946,00

Subcrtaca
Sen Dlege (7.25%) ~ | e

aact halp with sale tx? Loom mors feamemem

Toual 53,007.09

20. Locate Estimate 1002 and Create Progress Invoice 3009 for January 1/31 of the

current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

4D Involce #3009 Brkeame @ @leE

TE—
F— ot SaLANGE BUE
o Schsal
$1,000.00
o Inten o
[ -] [mraraa | |sacasen [ s
[53n0en [+]
T & gea
Pt % Eintabn ¥
o Ponvcrenoee | e oracrnon e are W amouer e | cus
e [T e— - [ : |
5] 1| e G e o= 100800 22200 . R Ar)
a
Subtotal 51,0000
Disceunt parcant -| | 50,00
& Tustla e 50.00
ER—
San Diego {7.25%) ~ ] l o |
Noad helpwith slas tax Loarm Sawnh
Wbl S1000.00
Deposit
Belencodue  $1,000.00
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21. Locate Estimate 1003 and Create Progress Invoice 3010 for January 01/31 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

D Involca #3010 D 3 (@

BALANCE DUE

RS-
Cussamar (5 Cumsmarsmad (3 Coe
T e —— $1,500.00
D Baed s (3 Feosnive prymant

[P —

Subtotal 5150000

Discoue parcant - | s000

Selacrrnu e

ity of El Cajon (8.25%) w ‘ 200

Nl i it sl ? L mcew

22. Review Video Link:

Receive Payment Towards an Invoice

23. Receive and apply payments to open invoices for January of the current year: Use the
following tables and the Inflow AR Additional Transaction List with Splits. Remember
to use Undeposited funds in the Deposit to field. Do not worry about payment
reference numbers; you can make them up if you want to. Keep payment type simple,

avoid using credit card or ACH to avoid required credit and bank processing information.

House Custom Homes: 01/04/current year 3001 $80,000
Padre View Estates

© 2022 Intuit Inc. QuickBooks Online Foundations
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Section 9 Case Study Activities

24. Continue receiving and applying payments to open invoices for January of the current

year:

Kids School 01/08/current year

Little Peeples Pediatrics 01/11/current year

Ocean Breeze Athletic Center 01/15/current year

Houze Custom 01/20/current year

Homes:Seaside Estates

25. Review Video Link:
Record a Bank Deposit
Deposit Only Method
Uses of Deposit Only Method

What is Undeposited Funds

3005

3006

3008

3000

$3,087.09

$14,263.99

$3,087.09

$119,250.00

26. Create deposits for January of the current year: All deposits are posted to the checking

1234 account.

$80,000.00

01/04/current year Houze Custom

Homes:Padre View Estates

01/20/current year Kids School

Little Peoples Pediatrics
Ocean Breeze Athletic

Center

01/20/current year House Custome

Homes:Seaside Estates

Service Calls 3 Sales
Receipts

01/31/current year

$20,438.17

$119,250.00

$38,720.71

© 2022 Intuit Inc.
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Section 9 Case Study Activities

27. Pay Sales Tax for December on 1/15 current year: Since we did not collect sales tax
using Invoices or Sales Receipts for December, we will use a Journal Entry to record the
payment. An Expense type transaction would work as well.

(% Journal Entry #AJEOS Sales Tax & @ e

Journel dotn Jowrnino,

ovzszan AJECE SalmaTaz

1 22300 Saliforria Depanment of Tax and Fae Adminisc 7.25000 ifw'lmndpﬂwwa San Diege Genenal o
2 10000 Chacking 1234 7.250.00 | Torecard pravious ysar aaks mx San Disga Ganaral [l
3 i
n [l
Bl L
4 i
7 i
E L] ﬁ
B il
Let’s go on to February.
28. Add Sales Receipts 2003 for February 2/28 of the current year:
Use the Inflow Sales Receipt Transaction List with Splits.pdf as a reference guide.
Important! The labor rate for commercial service calls changed to $175.00.
£ Sales Receipt #2003 B @ rew ]
Sarvica Cails ‘ eza0a I | 2003
— fome -
Subtetsl 16,0200
memmmm—— = | sas0
----------------- j o]
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29. Add Sales Receipt 2004 for February 2/28 of the current year:

3 Sales Receipt #2004

Biling sdare=s St Racep dare

= Shipping nformation

@ warage e

PuigaWhie X BinBihep X Sharl by b wdd < s

Puyrnnt o [ — Depesites

Crsncun - | [12rccunsmern s [~

. - - a e i | | com

' . - . a
3 ParoProgramabia Tharmosac aTsvIzan Brogramanle Thamomac s ) a1o0n - o
4 Laoon Serace Calls i Sarvice Calls a0 125 500000 m
RS e— jr— W Trarmeazt s 208 [ i o
6 FamiFier AFMT208A ArrFiker 5! 15 500 - @
] o

[z ) [cowmme ) Sublotal  $13.695.00

w130 inptsyec on saes rcaip

g < || s000
S Tttt $7,695.00

— Sdecmrrme

[T p— ity of El Cajon (8.25%) v 1998

Nead halp with sales tax? taam mora. femthe et

30. Add Sales Receipt 2005 for February 2/28 of the current year:

{5 Sales Recelpt #2005 & @her |

== [o) ey $13,930.50
-

| s |

e

SmDeze -
=+ Shipaing infarmation R

Toon (3 Mamnge inge
Figawnne X Seemimop X Stotnping o s o ton
Rasarsnas e Dspomn
Craznca - 12700 Urdegaznes Funcs ~

§ Lar cusearmaen iy arline dirmely thrmugh yomur meizns. Sign vp for QuickBooks Paymancs

| emouctsemnce s oescarmon ar are.

 Pr— Pw—— - e p— ru

P T """ P~ : o A

P P — o = P S P— .

P P —— — P — : P R f

3 pm———— : Py - prow P P

B P— — Pr—— : “ R P .

3 [
[riine | Subtotsl  512,800.60

e —
Diceunt purcant -+ ] s0.00
i Tl s
—

[P ——— e 7251 v [ e
Nood holp with salas tax? Lasrn more i
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31. Add Estimate 1005 for February 2/1 of the current year:

&) Ectimato #1005 B @nes X
—
FE—" poy || m— (o [ $6,116.28
P
Y- A

Evimuse duse Expinaion dots Euiimate .

[ | o

Locaion

ChaleVinin -
* Shigping infesmatian
Locmion o sale

7595 Torrey Sarea Fala, Ban Do
Teas D Memagemgs
PugrvmEs K EnBsnap X Strgmingt s am

IR - - - e womn| x| cr wom|  mavaes | aoo
- - . el | oot o .

po— p— . R F— i PP N

P—rv—— PP B P | .

| [

e

| 5000

R

Sebctten e

City of Chula Viets [5.75%} ~ [ v

Sewthe it
e balp with pales a7 Lot ks

32. Add Estimate 1006 for February 2/1 of the current year:

% Estimate #1006 & @ wap
e e - (o [ $18,291.17
Oy [ semtoer

Exprmon sate

w2as
+ Shippin Infarmation
[ 75328 ey e am e |
e © Marage sgs
Emmmop X ragaviwe X Startypingtoadd atag
1 criBsooa Ham Zammarcal Uns (Hesing & Cocling] 1 12700 amecel  » Commans @
2 (YR Slowar Marar 1 5 4000w Commeny [
3 - Gsnz2eA g E ssel v Commews L]
4 P m20s s 880w Gommews [}
[P — 2 s prer Commerca B
. B
aramnm | [ oasranies A2 petmo Subtotal §17.202.00
[R————
[ | | £0.00
& Tt utneral $13.202.00

T Selecorerme

City of £l Cajen (3.25%) ~ 108847

Masd help with salas tax? Laarn mara

Totsl  $18,201.17

EctimataTotal  $18,291.17
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33. Add Estimate 1007 for February 2/10 of the current year:

(S Estimate #1007 & @ wewr
e — ot sswouns
e - (cwsimees [+) $17,763.99

@ rendog = [ sartome
- [a— [— Somare e

T HongtalSoutnem Catfor | | 02102021 o 1007
Jiicointion L !
E . Ch P

Loession
ElCaon -
+ Shipping Information

Loesson of uis

7535 Torey Saena Fe i, San Dreg |

@ Manage uga
P —
| movucrsernce s oescmmon anv ware amowr | x| anss
1| P Commarcaine cPaBO0oA e Commerss Unt essng & Cooling] 1 12700 1230000 v | Commarcal @
2| urFanee AP0 pore. ' 15 1500 | Commeal o
3 | Labor - Cammerda & Resdental Commercal & Resdeal Labor ' 125 400000 Commescal @
E 4 L]
(| s s1871530
L -
[ 1 Dimccunt parcent  * $0.00
" Tansbio subeotst §12,715.00

Massage ipiaysd on mement City of El Cajon (8.25%) v 10sa5s |
st arsasirare ot a iveica aec sand & et
sacemant this wil show up a3 the descripson for the Mod holg with salus tax? Loarn moss

Totl  $17.763.99

EstimataTotal  $17.762.99

34. Add Estimate 1008 for February 2/10 of the current year:

{5 Estimate #1008 & @ Hop
DRy gy e e—— (oo |-) $15,916.74

© e -

[m—— SE——

.

+Shipping information

e D [Pa—
PigeWie K inBubes X Sttt o s s
* PoovCTsEGE = ocscnemon arv eare wount x| s
T ——— [— New Cormemercs Unk Fascng & Cacling] ' 270 wmm | Commeal a
2 Parriner | aeT20ea i Fitar 1 i ] - Cammaczal 1 @
3 Fararogamable Trarmarce esan Frogramabia Tharmasca: ' « 20 o Commesal @
& Lonor- Commeras & R denmal : Gommero s sserss! Lasor : e 125 o000 f— B
s i i i []

oz ) (o ) Subtetal  514797.00

Masmags cngéyad on e

ey so00

Tasabla mbtotal $12,797.00

City of Chula Vists (8.75%) v [ tareae]

Seameman
Naed il wlth sales 1ax7 Laorn mara

Tl §1591874

EstimataTotal  §15,916.74
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Section 9 Case Study Activities

35. Locate Estimate 1006 and Create Progress Invoice 3011 for February 2/1 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

9 Invoice #3011 Bt S (F) Heip

+ Shipping Infermation

a = 8 a @)

@

Subraral 314,202.00

Simlnct b ratn

City of LI Cajon (B.257%) ~ 108717

Noand halp with ealas t? | aam mars

Toral $15.291.17

36. Locate Estimate 1005 and Create Progress Invoice 3012 for February 2/1 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

£ Inveice #3012 Brkeswe @ Her

mcEDuE

.
= an

Salactimsraee

ity of Chula Vists {3.75%) -

Naad halp with 28lea mxT Loom mare

Tatal

Deposit

Balanca dus
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37. Locate Estimate 1001 and Create Progress Invoice 3013 for February 2/4 of the

current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

2 Invoice #3013

L —— @ s
[ [ -] [=
[ st @
o & fe— o
[t wrestnti sacusnt

fan Dinms 2 #2128

* Shigging infermation

| 20000+ st.000.00

£ | Faafeere Femmce | REBOOW 20000002 60,00000

© FamFoe aFTI04 000418000
|
2 Fara i Trermam WrsvooD 820,00 07 2.860.00
[P —— 80,000,005 220,008.00

o sew|  zees 800w | NawConmruc | <&

I SO0 ZBOMOE v | MamCommeuss RE

. 15 800w NewCommu: (8
| | [

A 205 808 u  HewCommuc B

| oca. [Ir— i “ A

o

subtatal b TN

sn.on

san Diege [7.25%) ~ " avena |
P lulps with sl s? Lt mir e
Total 510388380
Daposit
Bulunceduw  5103,843.80

38. Add invoice 3014 using the bundle service type without an Estimate for February 2/8

of the current year:

5 Involce #3014

Drateniow B @) el

......

Ot [
e [ e |
——
s arv e awor T | anss
: we o eam — o
. = P— n
2 e P— a
arerzo 2 » v e a
in
Substort=l FIROLDD
soon
u

[ ——— B
Total sozzaz

Dopest:
Ealonca due sozzas
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Section 9 Case Study Activities

39. Add invoice 3015 using the bundle service type without an Estimate for February 2/8
of the current year:

% Invoice #3015 D 8 (D e

Com @

SSRTI———" R ] pRT———

$982.48
[RESSNE

= | [oewn s
e -
[—
[ ———
@ s
=
[———— wn wics @
Lt e = 1
[ —— ™ @
- — = [PR— ﬁ
m
subtatal sos0.00
e saon
...... p——
it *

Salectzn e

Tity af Bl Cojan (3.25%) - 24

e balp with sslos Tt Losm mara

Tt

wt

Balance dun

40. Locate Estimate 1000 and Create Progress Invoice 3016 for February 2/15 of the

Sor it

senz.an

I

598218

current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

£ Invelce #3016

4 i Etirn

Cumsmar (5 ]

[ET———N gy Ry

[ s ®
p—) Do e
== - uszan

oo X Ve Govan X DiewntSEERComariol X Desiongs X

Haraze

-

» moopucTRRACE (1) s pescaimon e

1 Labar- ew Coraruction How Commumionlaber | 240GUCC of 809000

[

$24.0

[

B

Lasation

San Diage

Locaron of e

7535 Tamay Evv

& @ e

BALANCE DUE

00.00

B, San vy

o
]
aadiea | | Clearstil i Subitatal £24,000.00
[r— | 5000

S s0.00

"
PR

Son Diego [7.25%) - oo
‘aad help with salas KT Loam mors e
ol $24000.00

Deposit
Baloncadus  §24,000.00
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Section 9 Case Study Activities

41. Locate Estimate 1005 and Create Progress Invoice 3017 for February 2/15 of the

current

year: You will choose the custom option and manually enter the amounts to match

£ Invoica #3017 Drbeon 8 (@) Help
o [ cute $3,000.00

[E—— | Dnsrgpmenar e

o

- e e e, evciemr.
[raz [« [namm Wz Ee
[rme—
Chaata 22 31502
Chan v
+ Shipgainfermation
[r——
7535 Torwg SarmFa B fan Cing
o] Manags s
FageWhie X antishes % "
» | meonvcTsseacs o asscmmon e e oA amonr Tax class
1 Lanor Commarsal & e i ks s acace [— em
i) 3 H @
[ mdbea | [ os dinee 39 szl Subtctal £2,000.00
o pe e
‘ s0.00
50.00
S
Mo sl mith sl tu? L e
Tatal £2,000.00
Ompuonit
Ealanea dua $2.000.00

42. Locate Estimate 1008 and Create Progress Invoice 3018 for February 2/15 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

£ Invoice #3018 Brwears G (D Hew

P
$14,416.74
s
»»»»»»

oue arv
i o
. o
[ —
o S00.60 o 2006.00 i
]
Subtotsl  $12,297.00
- sa00

1$12,757.00

3ty of Chala Vista (27571 ~ e |

L T p—
Total 51241874
Boposit |

Balbwncn dus 518,816,
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Section 9 Case Study Activities

43. Locate Estimate 1007 and Create Progress Invoice 3019 for February 2/15 of the
current year: You will choose the custom option and manually enter the amounts to

match the screen shot.

£ Invoice #3019 Brakame H (@ Hep

Comomer G Cumemer sl ot

[ oy | e e— $14,763.99

.........

Deposit

44. Receive and apply payments to open invoices for February of the current year:

Eastside General 02/01/currentyear 3011 $15,291.17

Harbor View 02/01/currentyear 3012 $3,116.28
Cinema

Houze Custom 02/02/currentyear 3002 $103,843.80
Homes: Padre View
Estates

Houze Custom 02/04/currentyear 3013 $103,843.80
Homes:Padre View
Estates

© 2022 Intuit Inc. QuickBooks Online Foundations



Section 9 Case Study Activities

45. Receive and apply payments to open invoices for February of the current year:

Houze Custom 02/04/currentyear 3001 $23,843.80
Homes: Padre
View Estates

A1l Property 02/07/currentyear 3003 $982.48
Management:
Property 1

Al Property 02/08/currentyear 3004 $982.48
Management:
Property 2

Houze Custom 02/15/currentyear 3007 $60,000.00
Homes:Seaside
Estates

West Coast 02/15/currentyear 3018 $14,416.74
Community
Hospital

The Hospital So 02/15/currentyear 3019 $14,763.99
Cal

© 2022 Intuit Inc. QuickBooks Online Foundations




Section 9 Case Study Activities

46. Add Deposits for February of the current year:

_ =

02/04/current year Eastside General Hospital $249,938.85
Harbor View Cinema
Houze Custom Homes:
Padre Estates 3 payments

02/08/current year A1l Property 2 payments $1,964.96

02/15/current year Houze Custom Homes: $89,180.73
Seaside Estates
West Coast Community
Hospital
The Hospital Southern
California

47. Pay Sales Tax for January current year. Remember! You must make the payment from

within the Sales Tax Center.

Sales tax payment

Tax agency
Califarniz Depanment of Tax and Fes Adrinistration

Payment mada
$15,179.44

Payment date
D2/1%72021

Bank account
Checking 1234

© 2022 Intuit Inc. QuickBooks Online Foundations



Section 9 Case Study Activities

48. Add Sales Receipt 2006 for March 3/31 of the current year. Use the following screen

shots and the Inflow Sales Receipt Transaction List with Splits.pdf as a reference guide.

5 Sales Receipt #2006 & @
ervee 2 -

$12,891.86

......... - F—
e o [esmmea e
[
Toos &
e % sz % ]
Jm— fo—
S
Jr—— . - s sameo [re— P
f— —— -~ = mm [— )
f— e o - e [— s
Sever = s wwwre f— a
!!!!! . — - _— - )
< srrzoe vt . - v L)
7 &
s [ | St 1262700
[r————
[ | soo
r et b $3.027.00

Mnsasgen iapiayest an satmment ity of Chule Vista [8.75%) ~ ‘ Freee

Need help with salos tax? Loarn more. sesmeme

Totl 51289185

49, Add Sales Receipt 2007 for March 3/31 of the current year.

= Sales Receipt #2007

f— - cone
B T~ e

A L T

Butng acarecs Satecacogtoats

Serves Gl o310z |

= Shipping nfarmation

Tage @ Marage tag
[ rmomsene % ¢ St ot 21
[— J— —
= =11 | [zroomaspmema v ~]
frnce ot | - [ arv e oot | x| cunms
e [—r— 2 s S0t p— o
Z03R144 ] onmacior o0 ] v Cammercial ! [
3 o2Ea202t Gsa324A. yriter 6 37 22 00 - Cammercial ]
T lectogamtetmmam | eevam ra &2 45200 v i Cammercal | L]
amvma0aa L) v H Geneal ' @
& ozza202 Labar:Servce Calls. 2 125 400000 Resdental (]
7. ozzazen ParmAVIF Tharmaama WTEVZOCA ] ] 00 ] v Readancal ! L]
L & Pty Filter AFMTIONN AirFitee & "5 090 v Resdentel m
Subtorol  $11.850.00

Maczags dispiarad on saies ot Texabi subrcral $2.250.00

Towsl 12,0353
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Section 9 Case Study Activities

50. Add Sales Receipt 2008 for March 3/31 of the current year.

£5 Sales Receipt #2008

& @ e

$16,528.91

arv e wamcier | w | comss
|
a s | o
+
s P ]
= m
w2 @
s L]
= L]
= o
P &
m
— 5.0
Taxatie tn $1,985.00
et Doy (7.35%) -

Amour racosvad

.........

51. Add Estimate 1009 for March 3/1 of the current year. Use the following screen shot

and the Inflow Estimate Transaction List.

£ Estimate #1009

Cumomer

VirwCotes Gt rrsd] < | [t

© mivew [ seeme

Eutimate due

(o

& @Qree X

(emmieT?) $15,827.56

=

@
e T T
— - J— ot w out| s |ee
P—— =y ———— : = S R PO :
= e = ~ : . — =
3 Lsbor- Commercal & Residanss Commarcisl& ResdenmsiLabor 6 125 200000 Commercs @
L o
Messsge dnplayed on eshmate Taxabie subcowal $12,715.00
‘ City of Chuls Vista (8.75%) v 111256
Need help with sales tax? Learn more
T
: | Total  $15,827.56

© 2022 Intuit Inc.
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52. Add Estimate 1010 for March 3/25 of the current year.

3 Estimate #1010

— - =~
i

[— [ e

— — n—

Houze Cusiom Homes
78733 Highland Vilage Plsce
San iego, €4 72129

+ Shipping Infarmation

& @ wee

$371,531.40

[r—

010

Leestion

San Diege.

[

7538 Torrey Santa Fa Rl San Didg

Topr @ Marasesian
[ — T ————— R S Y S R VY
P — s oescmron arr ware o |k ass
1 | ParBescential AC RACIEO0S Poew Resiceesial AT 1z 3000 00000 v Mew Canstucion i
L —— wuscoon New Rl Fmace sx0 woots v J— B
3| Pair JEnEN Ak N i 1000 v NewConmuaion t
P —— wrsvooon e — = s O T — B
3 | Labortabar- New Comaucion Labor 1600 o 000000 How Conaeuction t
s [ ]
== s s3uz4000
Mo dipiaped on s pe—
FR——
San Diego (7.25%) - [ama
Saa
Total $371,531.40

53. Locate Estimate 1009 and Create Progress Invoice 3020 for March 3/1 of the current

year:

You will choose the custom option and manually enter the amounts to match the

,,,,,,, [ I
{2 Invoice #3020 R Tekmatour  $8¢ (D Help
1 lnkud Estimaty
Cuntomer (2 Curtomer amail (D Ccfiee
Winn Caffen & Chornlate ahnﬂp.‘ - ‘ wessdigmilenm PAI D
[ ] Sendiower D
A pagment mada (514327560
Billing addrass Tarma () [R— Cun date Invaicn na.
| hwr 28 - LEVAREN 0343142001 2020
e —
L acation
Chula vista ~ |
+Shipping informatian — ]
Location of cala
7535 Torray Santa Fa Rd, San Dieg
Tage (D Managa rage.
Faigewhite X Erinishop X Searttyping o add 5 tan
1| PRODUCT/SERVICE (D sxu peEscRIPTION oue arv RaTE AMOUNT TAX  CLASS
1| Partuen I Unit crigooa | Nee Commarinl it | 12,700.00 w1 12,700.00 1 12,700 12,700.00 = fii
e ——T— B .00 t 12, Y v | Cummuia o @
2 | ParFiker AFMT204A A Filter | 15,005 15.00 1 15 1500 | Commarcial « @
T
3 Labor - Commertial & Hezidon [ommersiol & Residential LU0 of 200065 a 12 o000 Commercial <@
| abor |
|
b i}
Addlimes | [ Closs ullines Add aubtowl | Subtotal £13,215.00

Mosxago an statomant

Selacttax rate

Taxabla sibtaiol

City of Chuls Vists (8./0%)

o

saa the math

Nead halp with sales tax? Learn mare

Total $14,327.56
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54. Locate Estimate 1001 and Create Progress Invoice 3021 for March 3/4 of the current

year: You will choose the custom option and manually enter the amounts to match the

screen shot.

{2 Invoice #3021

Do @ @w

$163,843.80

venzzon
w® e
S S S g P
s oesa rmon oue arv| e assounr | max | anes
[eT P wxe 2006000600000 s DM v | HewCammuwen | ¢ @
[P " anconso ot a0onn 4 som 200000 4 | newCommumon @
S— - comwme 0| o | NewCaaes | D
4 FarmWAF Thermazee. ‘N‘HWM-\ ‘W’Tﬂ:wm 820.00 of 240,00 205 !ZE.&C‘ w | HewConsmumon [N
P —— New Conrumontabor | 156,000.601 2800680 ol s oo NewConmizon | ¢ M1
o ] H ; T m
) Subtotsl  $160.000.00

Taxable subrzeal S90,880.00

Sclecmn rae

San Diega (7.25%) ~]

[T TURTT—
ol $163,843.20
Pe——

Balance dus  $163.843.80

55. Locate Estimate 1006 and Create Progress Invoice 3022 for March 3/4 of the current

year: You will choose the custom option and manually enter the amounts to match the

screen shot.

 Invoice #3022

Tisked e

Cussee

Sasmids Genersl Hospial

[——
[ cuss m e — B2 &
] sarcsanser =

Biling sddress Torms (3 Imvoice date. Dus e
e NP e
s L

S Cjon ca £ B
g romn
w0 o
o) [ <o

+ | rrovucT/seRnce B s DESCRIFTION DUE
- - S—

& Ows

BALINCEDUE

$3,000.00

gli [u)i
1

Locston of e

7535 Terrey Sama Fe Rl Sen Disg

T

Messacs on sutement

© 2022 Intuit Inc.
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Section 9 Case Study Activities

56. Add invoice 3023 using the bundle service type without an Estimate for March 3/8 of

the current year:

3 Involce #3023 B @ Hep
P— _— cope e e o
gy Managemantragen | | Sopc i s ] Scm e = 3 $982.48
——
[mE (( Recsiva payment

Eating adans Torme () . [re—

o = -] | [ = ]

& i 0218

tocnon
S—

P [—

Paige White X St typing o ocl o g

+ | rroouctsEncE () sy DeschFTION ory RaTe amounT | TAX | auss
Mainzaranca Paciage - Commarcal Senedued Mamenance 4 se0 saasa Commareisi ]
LaborLsbor - Commercial & Reasertil Cemmereisl & Pesidemtal « 128 Commere i
Fart Fhrar APMTI0L BieFirer 2 H v Commans! 1]
LaborCompiste System Inscacton Cemplets Symem irapactian 2 100 Commereis @
z ]
Subtotal 5080.00
LR

Sok axam
City of €] Cajon (8.25%] v 24

Son e

Total 593248

Memage omistement

57. Add invoice 3024 using the bundle service type without an Estimate for March 3/8

of the current year:

2 Invoice #3024 Drewaoe G (@ e

nczoe
—) Cucomeramet ) oo

PR —— ) Pr—— $982.48
B0

Er T —
7535 Terray Sams 7 23, San Dieg |
T ® aruzewan

s | Propucyserves @ aw oEscaIPTIoN arv Rare ot | e s |

= Cammarzal o
123 Cammereal &
H C Zamm T
AT e 2 = v Sommecal o
o
Subtotsl $980.00
Taste sbeocal 530,00
e ——

iy a# El Cajon (2.25%) ) zaal

aad halp with sales tax? Lsam mora e

- s
| Bpast |

Balanca dua s9a2.28
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58. Locate Estimate 1004 and Create Progress Invoice 3025 for March 3/15 of the current
year: You will choose the custom option and manually enter the amounts to match the

screen shot.

£ Inveice #3025 Breesu @ @ o |
P o] [ $3,000.00

P J— . [
[ [=] [esmsam cersznn it

—- e e
P % EmEmap % S e e
v moowTseaE @ | s ove an | o T cnes
1 Laar- Commarmnl S B 200000 47220020 W Commanad o

~ s0.00
Risad holp weth sales tex7 Loam mars e
Maesasas sn messman
Total s3.000.00
o Dopasit
Balenca dua 53,000.00

59. Locate Estimate 1009 and Create Progress Invoice 3026 for March 3/31 of the current
year: You will choose the custom option and manually enter the amounts to match the

screen shot.

 Invoice #3026 £ @ e
I — T
Cusmmer (%) Custmmer smail () Casbee ORI pmAm ot 2 4.

[ive corve s chosem shappd] = | [eessgretoem [] Conk o 0 =2, W B $1,500.00

) Bank wanser ==

[ st @ Saed o g St Raolva payment

e @ ncien dute Dus s Imiea e

[ =] [eamvm Freey .

Lnemzn

199z 91
Chula visa -
- Shpping infarmation

Lncomsn ot s

7535 Tormay Sama Fa Bl San Diag

e —
| e intihon % st ping o s ateg
+| mosersemnce & | s prscarmion oue o[ wm| s mxass
1| Laboriabor - Commencal & B Commarcia & Sevidertal 1.300,00 of 2.000,00 i il 130000 ‘Commercis! ol
z a
Subwtal 5150000
Wiéssage on invoice Taxatée sabeceal $0.00

Selecian e

Based on location ~ 50.00

Total $1,500.00
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60. Locate Estimate 1008 and Create Progress Invoice 3027 for March 3/31 of the current

year: You will choose the custom option and manually enter the amounts to match the

screen shot.

© Invoice #3027

& Owe X
2k e BALANCE DUE
i
== . e~
r ara wa @9 =z [ )
e v [ ] Deeme =g $1,500.00
= [ Bankwaruter (==
EEca——
~ —r = —
s | [0 [+] [camvae ousazon s
=
s
T ® L Marage tog
i PegeWite X ErinBishep X Suat iy
ee) |, |ese [ T
1 LaborLabor . Commercal & B Commercal & Redental | 1.300.00 01 2000.00 2 1.50000 Commersal @
E ]
[ratines ) [ Gwwarinms | [ Adamern Subtotal  $1,50000
Masage on mwoice Taatts wubtots! $0.00
Based on location v $0.00
, (e 5]  ae
Total $1,500.00
——
i ¥ e Balance due $1,500.00

61. Locate Estimate 1007 and Create Progress Invoice 3028 for March 3/31 of the current

year: You will choose the custom option and manually enter the amounts to match the

screen shot.

3 Invoice #3028

=X B @ e
[ BrLance cuE
® Cumomaremail (B Goben $
e 3,000.00
o
vt e ousaam
roms | | necs [ =] [osmam oaserzizt
T (@ ke
Pugeumee % canmie ap X St ug
ProvucTseRCE () = oescrmon oue ar e ssoust Tax | cuas
11 Lsbor Gommarcil § Rasisen Commsldfesdeesl 3o 00 0f 200000 ¥ 500000 Commarcal (]
) 3} i ‘m
2 Cus dttios | [ At ikt Subtatal  $3,000.00
[ ——
‘ s0.00

Total §3,000,00
| e
Balanco dus 53.000.00
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62. Receive and apply payments to open invoices for March of the current year:

Wine Coffee & Chocolate 03/01/current 3020 $14,327.56

Shoppe year

Little Peeples Pediatrics 03/02/current 3010 $1,500.00
year

Kids School 03/02/current 3009 $1,000.00
year

A1l Property Management: 03/10/current 3014 $982.48

Property 1 year

Al Property 03/10/current 3015 $982.48

Management:Property 1 year

Houze Custome Homes:Seaside 03/15/current 3007 $59,250.00

Estates year

Harbor View Cinema 03/17/current 3017 $3,000.00
year

Houze Custom Homes:Seaside 03/17/current 3016 $24,000.00

Estates year

63. Add Deposit for March of the current year:

$60,964.65

03/02/current year

Service Calls 3 Sales

Receipts

Wine Coffee & Chocolate

Shoppe

Little Peeples Pediatrics

Kids School

© 2022 Intuit Inc.
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Section 9 Case Study Activities

64. Add Deposits for March of the current year:

03/10/current year Al Property Management:  $1,964.96
Property 1 and 2.

03/17/current year Houze Custom $86,250.00
Homes:Seaside Estates (2
payments)
Harbor View Cinema

03/31/current year Service Calls (3 payments) $41,456.40

65. Review Video Link:

Record a Credit Memo

Apply a Credit Memo

66. Create credit memo 3043 3/31 current year: Use the following screen shot

and A/R Additional Transaction List with Splits.pdf as a guide.

€3 Credit Memo #3043 B @ vele

Location

arr rare amount | TAX | crass

e <]

Sea the math
Need help with zales tax? Leam more

Total $219.86

Amaunt received $219.86

Total Cradit $0.00

QuickBooks Online Foundations
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Section 9 Case Study Activities

67. Apply credit memo 3043 3/31 to invoice 3021 using the following screen shot and
A/R Additional Transaction List with Splits.pdf as a guide.

Y Receive Payment @ He )

MOUNT RECENVED.

emreni] ] '$0.00

Credit card visa B0 3 =

o | escrmom ousoare po— ovew savance

Invicn 3921 (030070211 owozoat ! e tereenen Toa

D DESCRIPTION QRIGINAL AMOUNT OPEN BALANCE PATMENT

= Crseema #2053 G2t zisee Fo )
Jr— sai0ze
oo Cre sot0

68. Review Video Link:

Refunds and Credits: Intro

Record a Refund

69. Add a Refund Receipt 3050 3/31 using the following screen shot and A/R Additional

Transaction List with Splits.pdf as a guide.

€9 Refund Receipt #3050 & @ Hep
uuuu 0 adrons Rotuna Receipt dro Hotund Racaipt o,
Seicn Cat [oaarraaar 200

+ Shipping Information
Lacation of ssla

7538 Tarrey San P 3an oo |

o ® r
Papmant maiod [ =
[x eremened | < | | 10000 chocing 1234 <R [0
[ Print tatar
Refund payments in CuickBio
+ | Prooucrramcs ™ oescrmon arv nare ounr | x| cuass
I o—— Servca cote . P [ [S— o
e 2| FaracFilar AFMT204A A Filtar 1 15 15.00 - Rasiciurinl B
s [}

Messaga displayasd on rafund rocoipt

Select tax rate

[ san iogu (725%) ~] [ e
L
........... NP Total 5141.09

‘ ‘ Total Amount Refunded s1a1.00
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https://vimeo.com/420445167
https://vimeo.com/420445177

Section 9 Case Study Activities

70. Pay Sales Tax for February current year.

Sales tax payment

Tax agancy
Czliforniz Depenment of Tax and Fes Administration

Paymeant made
£7,019.03

Payment date
03/3172021

Bank account
Checking 1234

71. Review Video Links:

Accounts Receivable Reports

Customer Statements: Intro

Balance Forward Statement

Open ltem Statement

Transaction Statement

72. Locate and Review the following reports: (Save them as favorites)

a.

@m0 oo T

© 2022 Intuit Inc.

Accounts Receivable Aging Summary

Accounts Receivable Aging Detail

Open Invoices

Sales by Customer Summary

Sales by Product/Service Summary

Estimates by Customer

Estimates & Progress Invoicing Summary by Customer

QuickBooks Online Foundations



https://vimeo.com/421232374
https://vimeo.com/420723632
https://vimeo.com/420445263
https://vimeo.com/420445277
https://vimeo.com/420445294
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Section 10 Objectives

Upon completion of Section 10, each participant will be familiar with:

* How to track Inventory.
* How to manage Inventory.

* How to locate and review Inventory reports.

Inventory management is critical to both small and large businesses. Effective inventory
management helps prevent stockouts, allows us to manage multiple locations, ensures
accurate record keeping and more. Managing inventory levels prevents a common
business mistake; tying up too much cash flow in inventory and hurting the business, or
not keeping enough inventory on hand to meet customer demands. Inventory

management can also help prevent fraud.

Inflow Heating and Cooling has a policy of keeping some inventory on the trucks such as
filters, contactors, ignitors, programmable thermostats, etc. Josh uses established re-
order points to manage the quantity on hand. Non-inventory items are only purchased

once he receives acceptance of an estimate, a sound policy.

Some businesses track inventory and items sold using third party applications, however
Josh has decided to track inventory using QuickBooks Online inventory features. A
significant benefit is that the system tracks re-order points. A purchase order system

will be implemented to track outstanding orders and help monitor vendor pricing.
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Inventory Tracking

During the Accounts Payable training we were introduced to Inventory and Purchase
Orders. It is important to implement best practice inventory management policies to avoid
unnecessary expenses. We now understand that using the bill feature increased our

inventory counts and the invoice and sales receipts reduced them.

As we set re-order points, the system informs us when we are getting low on an item or

when we record more sold than purchased. This will leave a negative balance in inventory.

Products and Services mp

<All Lists

LOW STOCK é\ j OUT OF STOCK

n
Y~  Clearfilter 2 &
Frevious 1-6 Next
| |
[ mame~ KU TYPE SALES DESCRIPTION SALES PRICE cosT ‘ TAXABLE | QTY ON HAND REORDER POINT ACTION
Parts
o .
O Contactor COSR164A Inventory Comactor 21 10.06 v 15 4 Edit v
o 5 "
O Filter AFMT204A Inventory Air Filier 15 5 v " 4 Edit v
o "
O Ignitor IGSR324A Inventory Ignitor 37 18.90 v 15 a Edit v
O o E Programable Thermostet | PTSV124A Inventory Pragramable Thermo. . 82 4075 v 15 4 Edit v
o .
O Universal Blower Motor BMIB124A Inventol oy Blower Motor 450 22025 v 12 4 Edit v
O © E WiFi Thermostat WTSV000A Inventory WiFi Thermostet 205 101.97 v 16 4 Edit v
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Inventory Adjustments

Verify Inventory quantity on-hand at regular intervals. This process will include counting
the Inventory and comparing it to the quantity that QBO is reporting. (This will take theft

into account, etc. that obviously will not show in QBO.)

It is important to develop an inventory policy and process. How often should a physical
inventory count take place? This depends on the business and how closely they should

manage their inventory.

Click Reports -> Standard -> Sales and Customers -> Physical Inventory Worksheet.

JDoe Inflow Heating and Cooling

Physical Inventory Workeheet

PRODUCT | DESCRIPTION . QTYONHAND | REORDERPOINT QTYONPO | PHYSICAL COUNT
Pans:Contactor Contactor 15.00 4.00 Q.00
Pars:Filter Ajr Filter 11.00 4.00 1.00
Pans:lgnitor Ignitar 15.00 4.00 0.00
Panz:Programable Thermostat Programable Thermostat 15.00 4.00 0.00
Parts:Universal Blower Motor Blower Motor 12.00 4.00 0.00
Pans:WiFi Thermosiat WiFi Thermostat 16.00 4.00

This report shows the Qty on Hand and has a spot for you to count the number of items
physically on-hand; write in the total counted. When there is a difference between the two

columns, make an Inventory Adjustment.
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Inventory Adjustments

Once you have completed a physical count of inventory, the system provides a feature that
allows us to adjust the quantity on hand. This adjustment uses a category referred to as

Shrinkage and increases or decreases Cost of Goods Sold.

To enter an inventory adjustment, click + New-> Inventory Qty Adjustment. An adjustment

will be required for each location.

S Inventory Quantity Adjustment #1 (3 Help
Adjustmont dato Roforanca no.
samzen | ' ‘
! \.....;m
* ~ San Diego -
¥ New adjustments /
» | proDUCT sku DEsCRIPTION arvonHanD Newary CHANGEINGTY | CLASS
1 | o
i}

2

Here is an example of a previous adjustment.

Inventory Adjustment]

¥ Previous adjustments

# | PRODUCT sKU DESCRIPTION CHANGE INQTY | CLASS

COSR164A Contactor -2 General

Parts:Contactor

2 Pons:Fiker AFMT2044 Air Fileer -2 General

-1 General

3 Pansignitor IGSR324A Igniter

Note: It is recommended you research the cause for the discrepancies in inventory before

resorting to adjustments. It is possible a transaction was not entered correctly or there is

fraudulent activity taking place.

QuickBooks Online Foundations
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Inventory Reports

There are several reports used to manage inventory.

Inventory Reports:

Physical Inventory Worksheet — Lists all inventory items with current quantity on hand and
allows space to add actual physical quantity. It is then used to make inventory adjustments.
Inventory Valuation Summary — Lists all inventory items with current quantity on hand,
asset value and average cost.

Inventory Valuation Detail — Lists all inventory items with detail information such as:
Vendor, Transaction type, Qty, Rate, FIFO cost, Qty on hand, Asset value. This is a great

report to use when investigating issues regarding an item.
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Section 10 Practice Test

1. Which option would you use to set reminders to re-order items?
a) Re-order Points
b) Qty on Hand
c) Item Type
d) SKU

2. Which report would you use to complete a physical inventory count?
a) Product and Service List
b) Inventory Valuation Summary
c) Physical Inventory Worksheet
d) Inventory Valuation Detail

3. Which report would you use to track the history of an item?

a) Product and Service List

b) Inventory Valuation Summary
c) Open Purchase Order List

d) Inventory Valuation Detail

4. Where would you go to complete an inventory adjustment?
a) Gear->Products and Services->Adjust Qty
b) Profit & Loss by Class
c¢) + New->Inventory Qty Adjustment
d) BothAandC

5. Which account category is used when adjusting inventory?
a) Cost of Goods
b) Inventory Shrinkage
c) Inventory Asset
d) Sale of a Product
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Section 10 Case Study Activities

You have purchased and sold inventory items. Josh requests a physical inventory count and

adjustments to ensure QuickBooks is accurate.

1. Review Video Links:

Stock Keeping Options

Record an Inventory Sale

Effect of Inventory Sale

What if Your Quantity on Hand is Wrong?

Record an Inventory Adjustment

Run Purchase Order Reports

2. From the Products and Services List, change the filter to Inventory type to review qty

on hand for the following inventory items:

¥ Clearfiter B ®

Previous 1-6  Next

sKu TYPE SALES DESCRIPTION SALES PRICE cosT ‘ TAXABLE ‘ QTYON HAND REORDER POINT ACTION

Parts

O o Contact COSR164A Inventory Contactor 21 10,06 v 15 a Edit v
o .

O Fil: AFMT204A Inventory Air Filter 15 5 v 1 a Edit v
e} . 8

O Ignite IGSR324A Inventary Ignitor 37 18.90 v 15 4 Edit v

O o E Programable Thermostat | PTSV124A Inventary Programable Thermo. . 82 40.75 v 15 a Edit v
(o] .

O Universel Blower Mator BMJB124A Inventery Blower Motar 450 22025 v 12 4 Edit v

O © E WiFi Thermostet WTSVO000A Inventery WiFi Thermostet 205 101.97 v 16 a Edit v
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https://vimeo.com/424892390
https://vimeo.com/426448465
https://vimeo.com/426448411
https://vimeo.com/424892405
https://vimeo.com/426448373
https://vimeo.com/426448272

Section 10 Case Study Activities

3. Create an inventory adjustment using the following screen shot:

Parts: Contactor -2 General
Parts: Filter -2 General
Parts: Ignitor -1 General

4. Locate and review the following reports, save them as favorites:
a. Open Purchase Order List
b. Physical Inventory Worksheet

c. Inventory Valuation Detail
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Section 11 Objectives

Upon completion of Section 11 each participant will be familiar with:

* Overview of Payroll.

* How to setup Payroll.

* How to run Payroll.

* How to manage Payroll taxes.
* How to process Payroll forms.

* How to create and review Payroll reports.

Inflow Heating and Cooling has decided to outsource the payroll function to a third-party
payroll service, a very common practice in most industries. They are using the Semi-
Monthly option verses Weekly option, to reduce the number of payrolls and keep the
payroll expense in control, (another important aspect of good cash flow management).

Inflow has 8 employees, 6 HVAC technicians, an office manager and shop attendant.

Josh wants to incorporate time tracking for all employees and implement a strong review
and approval process. In addition, he wants to track time per job or project, a wise
management strategy. Advise Josh to build up the payroll account with reserves, to
eliminate stress during payroll processing. It is important to him that employees are well

paid, paid on time and know they are appreciated. He hopes to implement benefits soon.

Payroll is typically one the largest expenses in a business and implementation of sound
payroll management strategies is critical. Payroll has many elements business owners tend
to overlook. Let’s walk through an overview of the payroll process, then dive in and set up

best practices around this important function.
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More About Payroll

Throughout the year, many business owners are required to process payroll, pay taxes and
file forms with the Internal Revenue Service and their state agency. How business owners
determine the status of an individual (employee vs. contractor) depends on the nature of

the services they provide.

There are three tests that can be used to determine status of employment.

Control Test — The employer has the right to tell the employee what to do.

Integration Test — The work done is an integral part of the business.

Multiple Test — The individual must wear the company’s uniform and be available for work

when needed.

Visit Irs.gov for more information and requirements for employing individuals.

https://www.irs.gov/newsroom/understanding-employee-vs-contractor-designation

Once a business owner hires employees, it is important to create an Employee Handbook,
complete the employee/payroll setup process and follow best practice procedures. Many

owners struggle with this process as it is one of the highest expenses in a business.

Cash flow is critical in order to avoid late payroll tax payments, unnecessary penalties and
interest. Outsourcing this process to QuickBooks full-service payroll is highly
recommended. This helps avoid unnecessary costs or fees and keeps the business owner in

compliance.
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Payroll Setup

Payroll setup in QuickBooks Online requires turning the feature on and selecting a
subscription. We will not turn on Payroll during this training. However, we will discuss the

process and required information needed.

First, you will need a Federal Identification Number, typically setup when you open a
business. (It is also used to open bank accounts.)

Second, you will need an EFTPS.gov account and login. This requires you to enter owner
and bank info and allows you to process tax payments online.

Third, you will need to contact your state agency to address all filing requirements (varies

per state).

Next, gather the following information from employees:

* 1-9 Employment Eligibility Verification — Verifies the identity and employment
authorization of individuals hired for employment in the United States. This requires two
specific forms of identification. Business owners must maintain this information for all
employees and provide it if requested by the U.S. Citizenship and Immigration Services.

* W-4 - Used by employers to determine how much federal income tax to withhold from

an employee’s pay.

Refer to IRS Publication 15 (Circular E) — If you have questions about IRS Payroll

requirements.

WWW.irs.gov

California Employers Guide
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https://edd.ca.gov/pdf_pub_ctr/de44.pdf

Workers Compensation

What is Workers’ Compensation Insurance?

Workers’ comp insurance protects you in case one of your employees is injured on the job.
If an accident happens, workers’ comp covers medical bills. Plus, it can cover lost wages and
legal expenses. You're also protected from lawsuits from employees who are injured while

working.

Do | need workers’ comp insurance?

In 49 states (all but Texas), most employers are required to have workers’ comp insurance.

How do | get workers’ comp insurance?
One option is to go to Intuit’s workers' comp page to get a quote and more information.
They work with you to find the best workers’ comp carrier and payment options for your

unique business.

How do I calculate workers comp?
Employee Classification Rate X Employer Payroll (Per $100) X Experience Mod Rate (Mod) =
Your Workers” Comp Premium.

(Monthly Employee Payroll/100) x Workers’ Comp Insurance Rate.
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Wage Garnishments

A garnishment is the result of a legal proceeding that requires an employer to withhold
wages from an employee's pay and remit the money to an agency or creditor. We further

define garnishment in the sections below and explain how to ensure compliance.

What is a garnishment?

A garnishment is the result of a legal proceeding that requires an employer to withhold
wages from an employee's pay and remit the money to an agency or creditor. A
garnishment order can be called an earnings withholding order, federal tax levy, support
order, bankruptcy order, writ of garnishment, writ of attachment, or garnishment

summons.

A garnishment is involuntary, so you as the employer have no choice but to withhold the
money when you receive a legal garnishment order. You might receive an order to garnish

an employee's wages from a court, from the federal government, or from a state agency.

Types of garnishments include federal tax levies, child or spousal support withholding
orders, bankruptcy, state tax levies, creditor garnishments, federal student loans, state

student loans, and federal agency debt (non-tax).

Federal and state laws govern garnishments to provide protection for the employee, and to
prioritize the claims of multiple creditors. State law can allow a smaller amount to be
garnished than federal law. The manner in which garnishments are calculated varies
according to the type of garnishment and sometimes the state.

Garnishment orders might also allow you to impose an administrative fee on the employee.

Wage garnishment compliance

© 2022 Intuit Inc. QuickBooks Online Foundations


https://quickbooks.intuit.com/learn-support/en-us/garnish-paychecks/compliance-with-wage-garnishment-orders/00/370866

Run Payroll

In order to run payroll, select one of the following pay period options:

Semi-Monthly — This option requires 2 pay periods a month, 24 per year. Semi-monthly is
typically selected by higher-level professional businesses. For example, a pay period would
be from the 15t to the 15% (paid on the 20t ) and 16%-30/31°t (paid on the 5t). There are 88

hours in a pay period.

Bi-Weekly — This option means payroll is paid every two weeks. 2 months a year employees
receive three paychecks for a total of 26 per year. This method is more common with hourly

employees and equates to an 80 hour pay period.

Weekly — This option means payroll is paid per week, for a total of 52 per year. This method

is commonly used amongst contractors, roofers, plumbers, etc.

There are 2080 hours in a year for full-time employees, regardless of which option you
choose. Research the options prior to running your first payroll. Yes! It is possible to change

a payroll processing period.

Something to consider - A business has costs associated with processing payroll. It is

important to establish an efficient routine or outsource the payroll function.
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Payroll Taxes

When each Payroll is processed, the individual W-4 information is used to calculate federal
taxes for each employee. The employer withholds Federal and State taxes, then calculates

the employer's portion and processes payments online.

Employee calculations (provided access to pay stubs each Payroll)

Number of hours x pay rate = Gross Payroll

Subtract Federal Employee Taxes

* Federal Income Tax — IRS Table and W-4
* Social Security 6.2%

* Medicare 1.45%

Subtract State Employee Taxes (depends on the state)
» State Income Tax
* State Disability Tax

Equals Net Payroll, the amount paid to the employee.

The employer then adds the following to calculate the Federal and State Liability

(amounts owed by the employer): Due dates are determined by the agencies.
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Payroll Taxes

The employer then adds the following to calculate the Federal and State Liability

(amounts owed by the employer): Due dates are determined by the agencies.

Total Federal Tax Liability (due date determined by the IRS)
* Federal Income Tax - Employee

* Social Security — Employee

* Social Security — Employer

* Medicare Employee

* Medicare Employer

* Federal Unemployment

Total State Tax Liability (due quarterly) State Income Tax
* State Disability
* State Unemployment

* State Employer Training Tax
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Payroll Tax Forms

Quarterly
941 (Internal Revenue Service)
Reports Gross Wages, Federal Income Tax, Social Security wages and taxes, Medicare wages

and taxes, tip wages, employer liabilities and payments paid.

Inflow, Inc. is in California, thus we have included key forms relevant to California state

reporting requirements, but they are available for every state.

DE-88 (California Employment Development Department)
DE 9 (California Employment Development Department)
DE 9C (California Employment Development Department)

Reports wages, state taxes withheld, and state taxes paid.

Yearly (in additional to quarterly reports)

W-2 (Social Security Division) — Reports all employee wage information used to file
individual tax returns.

W-3 (Social Security Division) - Reports summary of W2’s reported.

940 (Internal Revenue Service) — Reports employer federal unemployment for all

employees.
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Payroll Reports

Many business owners use third party time tracking apps to track individual employee time.
These apps sync with payroll processing in QBO, making the process quick and efficient.
There are many payroll reports used to manage payroll. Payroll reports commonly used in

QuickBooks Online are as follows:

Time tracking reports — Tracks time per employee per time period.
Payroll Summary — Provides summary view of information per employee and pay period.
Payroll Details — Provides details per employee per pay date and totals per pay period.

Tax and Wage Summary — Tracks total wages, taxable wages and tax amount by category.

Best practices: Keep good records of time tracking and payroll reports per pay period.
Business owners often fall behind in making timely payroll tax payments and the penalties
add up quickly. One more reason to invest time in understanding cash flow and establishing

best practice procedures.

Optional Video Links to Review:

How to set up QuickBooks Online Payroll - Part One

How to Set Up QuickBooks Online Payroll - Part Two

How to add employees to payroll in QuickBooks Online

How to Track hours in QuickBooks Time

How to Enter Billable Time: Employees & Contractors

Get started with the QuickBooks Time Mobile App

Common questions about payroll and salaried employees

Pay an employee different hourly rates

Determine the hourly rate of salaried employees
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https://www.youtube.com/watch?v=iUSaoSMwtcw
https://www.youtube.com/watch?v=qey6EViRm20
https://www.youtube.com/watch?v=-qixsS1k3sQ
https://quickbooks.intuit.com/learn-support/en-us/track-worker-time/how-to-track-time-with-tsheets-in-quickbooks-online-payroll/00/476645
https://quickbooks.intuit.com/learn-support/en-us/track-worker-time/how-to-enter-billable-time-employees-contractors/00/344877
https://www.youtube.com/watch?v=6R_xH75RrFo
https://quickbooks.intuit.com/learn-support/en-us/regular-payroll/common-questions-about-payroll-and-salaried-employees/00/370855
https://quickbooks.intuit.com/learn-support/en-us/pay-wages/pay-an-employee-different-hourly-rates/00/370657
https://quickbooks.intuit.com/learn-support/en-us/pay-schedules/determine-the-hourly-rate-of-salaried-employees/00/370843

Section 11 Case Study Activities

Let’s begin the process of recording payroll information in our company file. Suggest Josh
switch to QuickBooks Full-Service Payroll so you can integrate payroll processing from within
QuickBooks Online and save time. In the mean-time, enter adjusting journal entries for each

payroll using the follow .pdf files:

1. Create adjusting journal entries: Remember to pay attention to all details and use the
copy feature to duplicate and change the information for each payroll. Keep in mind that

each payroll has line items per customer job or project.

e Inflow Payroll AJE 011521.pdf
e Inflow Payroll AJE 012921.pdf
e Inflow Payroll AJE 021221.pdf
e Inflow Payroll AJE 022621.pdf
e Inflow Payroll AJE 031221.pdf
e Inflow Payroll AJE 032621.pdf
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Section 12 Objectives

Upon completion of Section 12, each participant will be familiar with:
* An overview of the Banking Center.
* How to connect bank and credit card accounts.
* How to manage transactions.
* How to transfer funds.
* How to reconcile bank and credit card accounts.

* How to access and view bank reports.

Important! We will not actually connect bank and credit card accounts. Instead, we

will manually import the transactions and post them through the Banking Center.

Josh understands he can connect bank and credit card accounts directly to his QuickBooks
Online company file. This means all transactions will automatically import into QBO, saving
considerable time. He will also be able to view real time bank balances without logging into

his bank app, right in QuickBooks.

Josh would like an overview of how the Banking Center works, how to connect accounts,
manage transactions, and transfer funds. Why does he need to reconcile the bank and

credit card accounts each month; doesn’t the software do that for him?

Advise Josh to keep his checking and payroll accounts separate for budget purposes. He has
established a goal of building up the payroll account to cover 3 payrolls and wants to

establish a regular transfer to savings, building up 3 months of operating expenses.

Complete this section by ensuring Josh understands how to access bank reports. Where
does he go to find the information? What kind of information can these reports provide?

How can this information be used to improve company performance?
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More About Banking

Banking in QuickBooks Online

The Banking Center in QuickBooks is the central location for managing day-to-day bank
transactions downloaded from your bank and credit card accounts. QuickBooks includes a
powerful feature referred to as the “Bank Feed”. In other words, you can connect your

online bank and credit card accounts directly to your QuickBooks company file.

Connecting your bank and credit card accounts to QuickBooks Online is a great way to track
income and spending without having to manually enter every transaction. Only recording
income through sales forms, while leaving out expenses, provides an incomplete
perspective of your business’ overall health. However, creating records for every

transaction can be a huge task.

If you connect your online bank accounts in QuickBooks Online, the program will
automatically download the last 90 days of transactions recorded by your bank. The
program will match existing entries already in QuickBooks online and add new records for
incoming transactions without a matching entry. This feature ensures your accounts are

always up-to-date and drastically reduces the amount of daily data-entry.

The efficiencies built into the Banking Center translate into higher profit margins, better

and real-time data, and a more profitable business.
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Connect Accounts

Connecting bank and credit card accounts to QuickBooks® Online is a simple process. It is
important you understand how to manage the Banking Center to avoid posting old and/or
duplicate transactions. Although connecting your bank and credit card accounts is a great
way to enter historical transactions, it is recommended that new users also become
comfortable manually entering transactions. Please seek help from your Instructor or
Accountant to avoid costly cleanup. There are two ways to connect bank and credit card

accounts to your company file.

It is important to learn how to manage the Bank Center to avoid posting old and/or
duplicate transactions. Although connecting your bank and credit card accounts is a great
way to enter historical transactions, we recommend new users become comfortable
manually entering transactions as well. Please seek help from your instructor or accountant
to avoid costly cleanup. There are two ways to connect bank and credit card accounts to

your company file.

Click Dashboard in the Left Navigation Bar. Go to registers W

Click Connect Accounts.

Click Banking (Transactions) from the Left Navigation Bar.

-
I\- Link account s

Upload from fils

Click Link account.

Mansge connsctions

Order checks

Note: You can connect and download transactions from many types of accounts. Business
checking, savings, money market, credit card and Paypal accounts. You may need to

manually export a downloaded file from your bank and upload it to the Banking Center.
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Connect Accounts

Informational purpose only.

Next, Select or enter the bank name in the search field or click the appropriate icon. Follow
the steps to connect your accounts. Once the connection is made, the bank will import the
last 90 days of transactions. You may need to import historical data through the manual

import process. You will be asked to login using your bank credentials.

Let's get a picture of your profits

l [Enter your bank name or URL Q

We support 20,000+ loczl and interrztions] banka

@ Citibank Credit Card @ Chase Bank

Banking Center

Now that your bank and credit card accounts are connected, you can manage transactions
for each account. Organize your bank and credit card accounts to avoid posting duplicate
transactions. Start with main checking, additional checking, savings, then credit card
accounts.

Click Dashboard from the Left Navigation Bar -> Bank accounts pencil -> Re-arrange the

order of accounts -> Save.

BANK ACCOUNTS Save
BAMNK ACCOUNTS &
- 10000 Checking 1234
10000 Checking 1234 @ Raviswad

Bank balz=nce ]

Benk balance =0 In QuickBooka 04.1048.29
In QuickBooks 20410829
) 10100 Peyroll 5678

21000 Chass 1125 @ Reviswsd

In CuickBooka 3473314
Bank belance 20
In QuickBocks 520,174.25 .

10500 Savings @101
10100 Peyroll 5678 In QwickBocks $40,000.00
In QuickBocks 53473314

21000 Chass 1125
10500 Savings 8101 Bank balance 30
In CluickBocks 340,000.00 I QuizkBosks $20.174.25
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Banking qab

Let’s walk through the manual export and import process for bank and credit card
transactions. Once you login to your online bank account outside of QuickBooks Online,
determine how transactions are exported, the date range available and the type of export
available. Some banks won’t let you go back more than 18 months (or even 3 months) at a
time. There might be several download file types available, depending on which bank you
use. The QuickBooks web connect option is preferred. Once you successfully download and
save the export file from your bank, the next step is to go to the Banking Center in

QuickBooks Online.

Click Banking -> drop-down arrow to the right of Link Account -> Upload from file.
Click Browse and select the bank file you downloaded from your computer.

Click Continue.

. . .
Manually upload your Bring in transactions
. .
transactions . automatically
How it works Link your accounts to save time on entering bank
_— transactions.
Link account b
1 Open a new tab and sign in to your i -
online bank account. C Q Find your bank )
Upload from file
2 Export your bank statement in a .CSV, Select from these popular banks or search 10,000+
Mar‘age connections .QFX, .QBO, .OFX, or TXT format. local and international banks.
v Upload your bank statement. ey 5
Order checks 3 pload y citi ASES =

@ Drag and drop or select
files wELLS —— 4 @

Select the account category from the Chart of Accounts List you want the transactions to

connect with. Be careful!

Which account are these transactions from?

Selectsd File: Inflow Cradit Card Tranaactione_Bank [mport Fils.cev

Select 8 QuickBooks account for the bank file you want to upload
OuickBocks Account

21000 Chaze 1123 | -
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Banking

Map fields between QBO and the bank account.
Select the field options, change the Amount field to Spent and select one of the column

options. Click Continue.

Let's set up your file in QuickBooks

Step 1: Tell us about the format of your data

I the first row in your file a header?

= ‘]

How many columns show amounts?

| One column v l

What's the date format used in your fila?

[ M/ddhyyyy v l

Step 2: Select the fields that correspond to your file

1
‘QuickBooks fields Columns from your file

Dste Column 3: Date v l
Description | Column 4: Description s l
Amount I Column &: Spent v l

Select all the transactions available to import. Click Continue.

A window will appear to inform you how many transactions are being imported. Make sure
all transactions are selected. Sometimes the system will not accept a transaction, simply
uncheck those with issues and manually enter them later.

Do you want to import now? Click Yes -> Done.
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Banking

Click Banking (Transactions) in the Left Navigation Bar.
The Banking Center window will appear. All accounts linked to the bank or transactions
manually imported will appear in the Banking Center. Click on the bank or credit card

account you would like to manage.

e 10000 Checking 1234 v

10000 Checking 1234 o 4 10100 Payroll 5678 b5 ¢ 21000 Chase 1125 8
$0.00 $0.00 $0.00

BANK BALANCE Updated on 1/16/2022 BANK BALANCE Updated on 1/16/2022 BANK BALANCE Updated on 1/16/2022
$81,554.98 $67,284.52 $24,472.03

IN QUICKBOOKS ° IN QUICKBOOKS ° IN QUICKBOOKS °

As the bank populates transactions, they reside in the Review section of the Bank Center.
It is up to you to accept these transactions. Once accepted they post to the bank register
and move to the Reviewed section. If a duplicate or old transaction appears for review,
simply exclude the transaction. On occasion, you might want to undo an excluded
transaction and move it back to review.

Search or filter transactions to accept or post transactions more efficiently.

I: For review (0) Categeorized Excluded )
‘ B) Aldates v ‘ it Al[transactions‘ N ‘ Q, Search by desw or check number

© 2022 Intuit Inc. QuickBooks Online Foundations



Banking

When bank transactions populate in the Bank Center, they look for existing transactions to
find a match. The order in which transactions are posted is important in order to avoid
duplicate transactions and costly cleanup. We recommend the following industry best

practices order:

1. Sync or Import Payroll when using a payroll service or QuickBooks Payroll.
2. Receive payments against invoices and make deposits.

3. Clear up Undeposited Funds.

4. Apply Checks to Open Bills.

5. Open and review each transaction.

You can access the Bank Register. Other options include printing, exporting to Excel and
changing the columns displayed using the Gear icon. We recommend changing settings to

match the screen shots provided.

Takes = tour Go to bank registsr Columns [] Show suggested rules
{[¥] Check No.
Show bank details
Payee
D Enable suggested categorization
Class
- Location Page Size
e 2T
® 50
Groups
C) Turn on grouping O 75
Transaction details O 100
D Show smounts in 1 column
Editable date field O 150
Caopy bank detail to memo O 300
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Banking

Click on individual transactions to open the window with all available fields. Notice the
different options:

Categorize — is the preferred option. It allows you to control where the transactions are
going and is more forgiving if you need to make changes later.

Find match - looks for a transaction that already exists in the register. The order of
operations is very important. When you complete the Undeposited Funds deposit process,

the bank feeds will match up the transactions and all you do is verify and accept them.

@) Cetegorize () Findmatch () Recordastransfer () Record =3 credit card payment

Tranzaction date Chack Na.

[ 01/01/2021 ] ] Check Number (optionsl) |
Vendor/Customer (D Category* @ Customer/prajact & Locstion @ Class @
Josh Hawkins, LLC - | | 64400 Rent Expense A | Select customer/project - | | Sen Diegoe - | General -

Record as transfer — recognizes transfers between accounts and sometimes picks up
expenses or ACH payments as transfers. Transfers do not require a vendor name. Let’s say
you are transferring funds from the checking to the savings account. You can use Record as
Transfer or change it to Categorize, Create a Vendor Named Transfer and select the savings
account as the category from the Chart of Accounts. Transfers are not as forgiving if you
need to make edits later. Also, it only recognizes balance sheet accounts.

Record as credit card payment — is a new 2020 feature that creates a payment from the
checking to the credit card account. This feature is not as forgiving as categorize and harder

to change later. It only recognizes credit card accounts in the Chart of Accounts.
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Banking

While the transaction is open, verify the date, vendor, category, and any other fields that
require information. When you turn on features such as locations and classes, they will
appear in each transaction. It is your job to assign a Location or Class as you accept the

transactions. This will prevent having to go back and edit transactions, a time-consuming

process.

Memo - This is an extremely valuable field that provides bank description information that
tells a story. Often the vendor's name and other important information can help us to

complete the transaction.

Notice the options to Add attachments, Create a rule, Exclude or Split transactions.
Split — Provides the option to split a transaction between account categories and classes. It

can be very helpful when you need to split an expense or principal and interest for a loan

payment.

P — )
rans: e I .l Chec

=] ‘c‘rz

Location ® Gass ®

<] [sonoiese <] oren A

romer & Gategory* @

jawkins, LLC ‘ 64500 Rem Expense

T @ Menege =3a

‘ Stert typing to sdd a teg ‘

Mema

BANK DETAIL Jash Hawkins, LLC R

et
Addatachment  (3) Creseanle () Excude €D Cstegorization history /
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Banking

Rules

Rules are a great way to identify where a transaction should be posted. Rules save time
during the Review and Accept process because they memorize how specific transactions for
specific vendors should be recorded. Keep in mind, QuickBooks will remember prior posted
transactions and populate vendor names and categories based on the memorization of the
rule. Take time to review each transaction before accepting to avoid costly cleanup errors.
Click the Rules Tab -> New rule. Customize your rule by selecting available options, adding

conditions, Transaction type, Payee and Category.

Create rule

Rulez only zpply to unraviewed tranzactions

What do you want to call this rula? * Tege | Start typing to add a tag

l Josh LLC Rent I

Clazz ‘ Gensral v ‘
Apply this to transactions that are
Maney out ~ | in | 10000 Checking 1234 | Locstion San Disge v ‘
and include the following: Josh Hawkins, LLC Rent
Memo
Bank text ~ ] Contains ~ ] l LLC Rent ]
+ Add = condition l:‘ Acd thiz memo to sll matching tranzacions.
Clear
Then Assign v
Tranzaction l Expense v ] Automatically confirmg transactions this rule applies to
type A rto-g
Auto-zdd C)
Category | 444600 Rent Expenss - | Add zsplit
Payez | Jozh Hawkins, LLC hd |

Danger! Danger! Turn off auto-add until you are confident using the Banking Center and
rules. Auto-add automatically accepts transactions to the bank register without your
knowledge. We recommend you change description to bank text when setting conditions.
This will help the system recognize transactions to automatically assign the

vendor/customer and account category.
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Banking

Receipts
Receipt Capture in QuickBooks Online allows users to directly upload receipts to
the QuickBooks Online Banking Center where QuickBooks will read the receipt and either

match it to an existing transaction or allow users to add a new transaction.
Click the Receipts tab.

Drag and drop receipts directly into QuickBooks Online or select Browse to upload them.
Ensure that each image or file contains only a single receipt.
Upload from Google Drive by logging into your Google account.

Forward from email will require you to setup a custom email address with Intuit.

Receipts Give feedback

& &

Upload from computer i Upload from Google Drive Forward from email
Select files or drag and drop [ Access your Google account Set up receipt forwarding

____________________________________________________
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Banking

Mobile App

To scan a receipt, install the "QuickBooks Accounting: Invoicing and Expenses" app on your

phone. Then, open the app and tap the menu button. Select the Receipt Camera and snap a
photo of your receipt. Once you do, it will automatically appear in the Receipts tab with any

other receipts you have added.

SNAF ON MOBILE

Take a picture of your receipt with the QuickBooks mobile
E app and review it here.

Click the “For review” tab to manage receipts or bills. Use the Batch actions menu to select

multiple documents to Confirm, Review or Delete attachments.

For review : Reviewed

"

Confirm selected

| TRANSACTION DATE DESCRIPTION / VENDOR PAYMENT ACCOUNT TOTALAMOUNT / TAX CATEGORY OR MATCH ACTION

Review selected

0-0of0

Delete selected

Add a new receipt to get started

we'll pull out the info s0 you can review it and add it to your books.

Note: You can send multiple receipts in one email, however if you send too many, the file

size may exceed your email provider’s limits.
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Transfers

Transfers

In some cases, a payment to a Vendor or Payee populates as a transfer type transaction

instead of an expense. In this case, we recommend you change it to a categorized

transaction, as explained in the Banking Center section.

Click + New and select Transfer to move money from one bank account to another.

¢ Transfer

1 onlina banking matchas

Transfer Funds From

| 10000 Checking 1234 | v |

Transfer Funds To

| 10200 Savings 9101 | v |

Transfer Amount

10,000.00

Mamo

Balance
$81,554.98

Balance

$40,033.75

Date

03/25/2021

Transfer ta Savings 9101

@J Attachments  Maximum size: 20MB

Drag/Drop files here or click the icon

Show existing

Note: Transfers do not require a vendor name and need to be deleted if you need to adjust

or correct a mistake.
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Reconcile Accounts

Reconciling your bank and credit card accounts is an important task to ensure all
transactions are accounted for, input errors are corrected, and all outstanding transactions
are verified. Completing the bank reconciliation process for all financial accounts is key to

accurate data and financial statements.
Click the Gear icon -> Reconcile.
Select the Account you wish to reconcile from the drop-down list.

Refer to the bank statement to verify the Beginning balance, enter the Ending balance, and

enter the Ending Date. Click Start reconciling.

N

/A\ﬂ

L v

uul v
Reconcile an account

Open your statement and let's get started.

Which account do you want to reconcile?

Account

10000 Checking 1234 h e ‘

Add the following information

Last statement ending date 12/31/2020 ‘
Beginning balance  Ending balance * Ending date
30,250.25 52,699.22 ‘ ‘ 01/31/2021 ‘

Start reconciling
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Reconcile Accounts

Now you are ready to reconcile the account.
Select Deposits and check off all deposit and credit transactions that appear on the bank

statement. Verify outstanding transactions and make corrections as needed.

Reconcile 10000 Checking 1234 D
Statement ending date: January 31, 2021

$52,699.22 $52,699.22

STATEMENT ENDING BALANCE CLEARED BALANCE ° $0.00
f 1 DIFFERENCE
$30,250.25 $235,959.91 + $258,408.88
BEGINNING BALANCE - 23 PAYMENTS . 4 DEFOSITS
~
Show me aroun
/. X Statementending date Clear filter / View all ( Payments | Deposits | All ) 2 @
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO ’_D PAYMENT (USD) DEPOSIT (USD) o
01/04/2021 Deposit 12100 Undeposi... Houze Custom Homes:Padr. 80,000.00 0
0171472021 Deposit -splic- 20,438.17 ]
01/20/2021 Deposit 12100 Undeposi... Houze Custom Homes:Sea. 119,250.00 o
01/31/2021 Deposit - split- Service Calls 38,720.71 0

Select Payments and check off all checks and ACH transactions that appear on the bank

statement.

Verify outstanding transactions; research and make corrections as needed.

Reconcile 10000 Checking 1234 D
Statement ending date: January 31, 2021

$52,699.22 \_ $52,699.22

STATEMENT ENDING BALANCE CLEAREDIEALANCE ° $000

T 1 DIFFERENCE
$30,250.25 _ $235,959.91 + $258,408.88
BEGINNING BALANCE 23 PAYMENTS 4 DEPOSITS

-~

\ Show me aroun
T+ X statementending dste Clear filter / View all (_payments [ Deposi D)

s &
DATE CLEAREDDATE  TYPE REFNO. ACCOUNT PAYEE MEMO ) PAYMENT(USD) DEPOSIT (USD) Q
01/01/2021 01/01/2021 Expense 68600 Utilities BTU Energy Inc. BTU Energy (] 57393 V]
01/01/2021 01/01/2021 Expense 68600 Utiliies D Trash & Water D Trash & Water D 31591 V]
01/0172021 01/01/2021 Expense 64600Rent Exp..  Josh Hawkins, LLC. Josh Hewkins, LLC Rent D 6,000.00 Q
01/0472021 01/04/2021 Expense 33100 Owner's_.  Josh Hewkins Owner Josh Hewkins Owner Draw D 3,000.00 V]
01/102021 01/10/2021 Expense 60800 Advertisi Radiant Advertising Rediant Advertising D 5,125.00 @
01/1072021 01/10/2021 Expense 63200 Insurance._. Plenum Liability Insurance Plenurn Ligbility Insurance. D 2,150.00 V]
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Reconcile Accounts

Click Edit Info to change the ending balance or statement date.

Verify that the following match the bank statement:

Beginning Balance

Statement Ending Balance

Payments total

P W N B

Deposits total

The Difference should be $0.00 when you are done. m
Click the drop-down arrow to choose one of the following options: Finish now
Save for later

Finish now to complete the bank reconciliation process.

Close without saving

Finish later to save your work and resume later.

Close without Saving to start over—your work will not be saved.

Reconcile 10000 Checking 1234 o
g dut sy . D (e ) GRS
$52,699.22 - $52,699.22
STATEMENT ENDING BALANCE CLEARED BALANCE ° $0.00
.
$30,250.25 } $235,959.91 + $258,408.88 PITERENGE
BEGINNING BALANCE 23 PAYMENTS 4 DEPOSITS

Now that we have completed a successful Bank Reconciliation in QuickBooks®, you can
click Done or View Report (a reconciliation report will open providing summary and detail

information).

You reconciled this account

Tosee a report of this r iliation, click View r ili 1 report.
Otherwise, you're done!
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Reconcile Accounts

Once the bank and credit card accounts are reconciled, reports and historical information
are available from the reconcile window.
If you are no longer in the reconcile window, click Gear -> Reconcile

Click Summary to access a list of recent reconciliation summaries.

Summary | History by account | Show me around

JDoe Inflow Heating and Cooling

RECONCILIATION SUMMARY

i ACCOUNT TYPE STATEMENT ENDING DATE RECONCILED ON
10000 Checking 1234 Bank 03/31/2021 Q7/27/2021
10300 Savings 9101 Bank 03/31/2021 Q7/27/2021
10100 Payroll 5678 Bank 03/31/2021 07/27/2021
21000 Chase 1125 Credit Card 03/31/2021 07/27/2021

Click History by account to access all reconciliation summaries by account.

Chart of accounts > Bank register > History by account

History by account Summary | Reconcile | Show me sround
Account / Report period /

10000 Checking 1234 - ‘

Since 365 Days Ago ¥ ‘

STATEMENT ENDING DATE RECONCILED ON ENDING BALANCE CHANGES AUTOADJUSTMENT  ACTION
2021
03/31/2021 07/27/2021 81,554.91 0.00 View raport W'
02/28/2021 07/27/2021 123,602.05 0.00 View raport ¥
01/31/2021 07/26/2021 52,699.22 0.00 View report ¥
2020
12/31/2020 07/26/2021 30,25025 0.00 View raport ¥

Click Show me around for a step-by-step tour.
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Section 12 Practice Test

1. You plan on reconciling your checking account, which of the following information is
required to begin?
a) Statement Ending Balance
b) Total Deposits
c) Statement Ending Date
d) BothAandC

2. You have already reconciled for the month and found an old transaction in the
Banking Center review section. Which action would you choose to address this?
a) Review
b) Exclude
c) Go to register
d) Allthe above

3. How do you manage default information for bank transactions that are downloaded?
a) Banking->Add Account
b) Banking->Rules
c) Banking->Update
d) Banking->Match

4. Which action would you take to make sure all income and expenses are entered
correctly and match the monthly statements for your bank and credit card accounts?
a) Add Account
b) Import
c) Reconcile
d) Update

5. What report is available after a bank account has been compared to the bank
statement?
a) Statement of Cash Flows
b) Bank Register
c) Balance Sheet
d) Reconciliation Summary
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Section 12 Case Study Activities

We will now complete the process of posting transactions and reconciling the checking account. We
will not connect bank accounts for this training; however, we will import debit and ACH transactions

using the manual import feature.

1. Review Video Links:

Begin a Reconciliation

Select Cleared Transactions

What Causes a Difference

Complete a Reconciliation

Reconciliation History

2. Reconcile the Checking Account for December. Refer to this section of the training if you need
help.
Click Gear -> Reconcile -> Select the Checking Account 1234
Beginning Balance should be zero. —
Enter Ending Balance $30,250.25. @ﬂ

Enter Ending Date 12/31/prior year. .
ReCOHCIle an account

Open your statement and let's get started.

Click Start Reconciling.

Which account do you want to reconcile?

Account

10000 Checking 1234 v

Add the following information

Beginning balance  Ending balance * Ending date *

0.00 ‘ 30,250.25 | | 12/31/2020

Start reconciling

Note: Ignore the service charge and interest earned fields if they appear in the window. These types

of transactions are already included in the Banking Center when importing transactions.
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Section 12 Case Study Activities

a. Select all transactions. The difference should be zero.

b. Verify the Payee field has a vendor name for all checks and ACH transactions.
If the difference is zero and there are no unexplained outstanding transactions, click
Finish now -> Done. Your screen should match the screen shots provided for all
December reconciliations.

Refer to the Inflow Checking 1234 December Reconciliation Report.pdf.

Note: We recommend you clear all deposits, then payments to aide in narrowing down
potential errors. Also, when you see a green box under the box column, it means the
transaction was imported manually or from the bank. If you see a green box with a plus
sign, it means the auto-add feature was turned on. No box, means the transaction was
entered manually. Notice the only transactions for December were part of the adjusting

journal entries you entered in the Beginning Balances section of this training.

R ile 10000 Checking 1234
feconcle 10000 Checking Ceanre ) (AR
$30,250.25 _ $30,250.25
STATEMENT ENDING BALANCE CLEARED BALANCE 0-00
o l:js;:fﬁE‘l':E
$0.00 _ $0.00 + $30,250.25
BEGINNING BALANCE 0 FPAYMENTS DEPOSIT
X Statement encing date Clear filter / View a ( Payments | Deposits ‘ Al )

DATE CLEARED DATE  TYPE REFNO. ACCOUNT PAYEE MEMO PAYMENT (USD) DEPOSIT (USD) ]

12/31/2020 Joumnal AJED1 Balance Shest - Split Beginning Balances 30,250.25 ]
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Section 12 Case Study Activities

3. Reconcile the Payroll Account 5678 for December:
Beginning Balance should be zero.
Enter Ending Balance $15,000.00.
Enter Ending Date 12/31/prior year.
Click Start Reconciling.
Select all transactions. Difference should be zero. Click Finish now -> Done.

Refer to the Inflow Payroll 5678 December Reconciliation Report.pdf.

Reconcile 10100 Payroll 5678 m
Statement ending date: December 31,2020

$15,000.00 _ $15,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE $0.00
DIFFERENCE
$0.00 $0.00 + $15,000.00
BEGINNING BALANCE 0 PAYMENTS 1 DEPOSIT
Show me around
X Statement ending date Clear filter / View a ( Payments | Deposits | All )
DATE CLEAREDDATE  TYPE REF NO. ACCOUNT PAYEE MEMO () PAYMENT (USD) DEPOSIT (USD) ]

12/31/2020 Journa AJEQ1 Belance Sheet - Split- Beginning Balances 15,000.00 ® -

4. Reconcile the Savings 9101 Account for December:
Beginning Balance should be zero.
Enter Ending Balance $10,000.00.
Enter Ending Date 12/31/prior year.
Click Start Reconciling.
Select all transactions. Difference should be zero. Click Finish now -> Done.

Refer to the Inflow Savings 9101 December Reconciliation Report.pdf.

Reconcile 10500 Savings 9101 mb
Statement ending date: December 31, 2020

$10,000.00 - $10,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE ° $0 00
DIFFERENCE
. $0.00 + $10,000.00
BEGINNING BALANCE 0 PAYMENTS 1DEPOSIT
ow me
X Statementending date  Clear filter / View all ( Payments | Deposits | All )

DATE TYPE REFNO. ACCOUNT PAYEE MEMO (] PAYMENT (USD) DEPOSIT (USD) 9
12/31/2020 Journal AJEO1 Belance Sheet -split Beginning Belances 10,000.00 V)
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Section 12 Case Study Activities

5. Reconcile the Credit Card Account Chase 1125 for December:
Beginning Balance should be zero.
Enter Ending Balance $5,932.31.
Enter Ending Date 12/31/prior year.
Select all transactions. Difference should be zero. Click Finish now -> Done.

Refer to the Inflow Credit Card 1125 December Reconciliation Report.

Statement ending date: December 31,2020

$5,932.31 _ $5,932.31

STATEMENT ENDING BALANCE CLEARED BALANCE ° $0 00
DIFFERENCE
. + $5,932.31 $0.00
BEGINNING BALANCE 1 CHARGE - 0 PAYMENTS
Show me around
X Statement ending date  Clear filtor / View ( Charges | Payments | Al )

DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO @ CHARGE (USD) PAYMENT (USD) 9
12/31/2020 Journal AJEO1 Balence Sheet Split Beginning Balsnces 5,932.31 o

6. Compare the report to the Inflow December Transaction List with Splits provided
7. Watch Video Links

What is a Closing Date?

Set Up a Closing Date

8. Close the period. Now that the books are complete through the end of the year, Josh
prepares to file their S-corporation and individual tax returns. Josh suggests you set a
closing date and password to prevent changes to prior transactions.

Gear-> Company -> Settings -> Advanced -> Accounting -> Close the books.

Use date 12/31/prior year. Discuss settings and password with your Instructor.
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Section 12 Case Study Activities

Now it is time to complete the process of posting transactions for the checking account. We
will not connect bank accounts for this training; however, we will import transactions using

the manual import feature.

9. Import and map bank transactions for January-March for Checking 1234.
The first time you import transactions click the Gear - Import data -> Bank Data. This
will open the banking center. The next time you import a .csv file click Banking -> drop-
down arrow to the right of Link Account -> Upload from file.
Click select files or drag and drop the Inflow Checking Transactions Bank Import .csv
file from your computer. Click Continue.

Manually upload your
transactions

| How it works

1 Open a new tab and sign in to your
online bank account.

2 Export your bank statement in a .CSV,

. JQFX, .QBO, .OFX, or TXT format.
Get your info from your bank

1.Open a new tab and sign in to your bank. 3 Upload your bank statement.
2. Download transactions: CSV, QFX, OBO, OFX or TXT format only.
3. Close the tab and return to QuickBooks.
nflow Checking
Select a file to upload Transactions_Bank Import m

- \ File.csv
| Browse )

a. Select the Checking 1234 Account from the Chart of Accounts list. Click Continue.

Which account are these transactions from?

Selected File: Inflow Checking Transactions_Bank Import File.csv

Select a QuickBooks account for the bank file you want to upload

QuickBooks Account

10000 Checking 1234 «
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Section 12 Case Study Activities

b. Map fields between QBO and the bank account.
Select the field options, change the Amount field to Spent to match the following

screen shot. Click Continue. Make sure your screen matches the screen shots provided.

Let's set up your file in QuickBooks Step 2: Select the fields that correspond to your file

QuickBookes field Coll fi il
Step 1: Tell us about the format of your data HiekBeokeTlelde umne from yourtie

Is the first row in your file a header? Dete Column 2: Date v
Yes (
Description Column 4: Description W
How many columns show amounts? (
One column

What's the date format used in your file?

Amount Column 6: Spent v

c. Select all the transactions available to import. Click Continue.
A window will appear with a list of transactions to import. Make sure all transactions

are selected. Do you want to continue? Click Yes -> Done.

d. From the Banking Center, select the checking account to begin accepting transactions.

e 10000 Checking 1234 v

10000 Checking 1234 m 21000 Chase 1125 w 10100 Payroll 5678 i
$0.00 $0.00 $0.00

BANK BALANCE Updated 1 dayago BANK BALANCE Updated 1 day ago BANK BALANCE Updated 1 day ago
$81,554.91 $19,747.03 $67,284.52

N QUICKBOOKS ° N QUICKBOOKS ° N QUICKBOOKS °
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Section 12 Case Study Activities

10. Review Video Links:

Set Up a Bank or Credit Card Account with Online Banking

Set Up a Bank or Credit Card Account without Online Banking

The Online Banking Center

Add Transaction

Match and View Transactions

Match a Downloaded Transaction

Add a Deposit
Add an Expense with a Split

When Should you Exclude Transactions

Exclude a Transaction

o B @©
11. Next, click the Gear in the Banking Center olorms f
and select all columns and transactions | [] Check No.
details in the screen shot. 1] Payee
Class
Location

Groups
C) Turn on grouping

Transaction details

D Show amounts in 1 column
Editable date field

Copy bank detail to memo
Show suggested rules

Show bank details

Enable suggested categorization

Page Size

@ s0
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Section 12 Case Study Activities

Click on each transaction and verify or edit the fields. Be Careful! This is where errors tend

to occur. QuickBooks Online tries to determine the category for you.

12. Post transactions for Checking 1234, one month at a time.
Use information in the memo to determine Payee, Category, Location, Class etc.
Watch for additional instructions for split transactions.
Be careful!
Class: General for all transactions, unless specified in the memo or bank details.

Location : San Diego for all transactions, unless specified in the memo or bank details.

Caution! Messages will appear asking you to create rules. Review the rules section of this

training before creating rules. Pay attention to detail to avoid unnecessary clean up.

(@ Categorize () Find match () Record as transfer () Record as credit card payment

Transaction date ~ Check No.
‘ 03/31/2021 8 |
Vendor/Customer @ / Cotzgory* & / Customer/praject Locstion & / Class @ /
City of San Diego - 50700 Permits - M San Diego M Genersal| -
Tags @ Manags tags

Memo

City of San Diego Taxes

BANK DETAIL City of San Diego Taxes

M Add attachment (%) Crestearule () Exclude  £X) Cstegorization history
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Section 12 Case Study Activities

a. Use the following table to split transactions as you post them in the Banking Center.

All transactions are for the current year, location San Diego, Class General.

ACH Auto 01/25 $831.00 Note 2017 GMC $733.00
Loans Interest Expense S 98.00
02/25 $831.00 Note 2017 GMC $735.00
Interest Expense S 96.00
03/25 $831.00 Note 2017 GMC $738.00
Interest Expense S 93.00
ACH Auto 01/10 $541.00 Note 2018 GMC $452.00
Loans Interest Expense S 89.00
02/10 $541.00 Note 2018 GMC $453.00
Interest Expense S 88.00
03/10 $541.00 Note 2018 GMC $455.00
Interest Expense $86.00
ACH Auto 02/15 $1,247.00 Note 2019 Ford $1,060.00
Loans Interest Expense S 187.00
03/15 $1,247.00 Note 2019 Ford $1,063.00
Interest Expense S 184.00
HFPF 01/10 $525.00 Note LOC $325.91
Financial Interest Expense $199.09
LOC
02/10 $525.00 Note LOC $330.23
Interest Expense $194.77
03/10 $525.00 Note LOC $334.60
Interest Expense $190.40
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Section 12 Case Study Activities

b. Use the following table to split transactions as you post them in the Banking Center.

City of
San
Diego

City of
San
Diego

City of
San
Diego

City of
San
Diego

City of
San
Diego

© 2022 Intuit Inc.

01/04/
current
year

01/18/
current
year

02/01/
current
year

02/15/
current
year

03/01/
current
year

$1500.00

$500.00

$1,500.00

$500.00

$1,500.00

Houze Custom
Homes:Padre
View Estates
West Coast
Community
Hospital

Kids School

Little Peeples
Pediatrics
Ocean Breeze
Athletic Center

Houze Custom
Homes:Padre
View Estates
Eastside General
Hospital

Harbor View
Cinema

The Hospital
Southern CA
Wine, Coffee &
Chocolate
Shoppe

Houze Custom
Homes:Padre
View Estates
West Coast
Community
Hospital
Ocean Breeze
Athletic Club

$1,000.00

$250.00

$250.00

$250.00

$250.00
$1,000.00

$250.00

$250.00

$250.00

$250.00

$1,000.00

$250.00

$250.00

Dlego

San
Diego

San
Diego

San
Diego

San
Diego

QuickBooks Online Foundations

Constructlon

Commercial

Commercial

Commercial

Commercial

New
Construction

Commercial

Commercial

Commercial

Commercial

New
Construction

Commercial

Commercial



Section 12 Case Study Activities

13. Repeat the manual import process and post transactions for Payroll 5678 January-
March current year. Use the Inflow Payroll Transactions Bank Import File.csv.

14. Repeat the manual import process and post transactions for the Credit Card 1125
January-March current year.

Use the Inflow Credit Card Transactions Bank Import File.csv.

Next, we will complete the reconciliation process for all bank and Credit card accounts for
January through March current year.
14. Reconcile Checking 1234 for January.
Click Gear -> Reconcile -> Select the Checking Account 1234
Beginning Balance should be $30,250.25.
Enter Ending Balance $52,699.22.
Enter Ending Date 01/31/current year.
Click Start Reconciling.
a. Select all deposits.
b. Verify the Payee field has a vendor name for all checks and ACH transactions.
c. Select all the payments - If the difference is zero and there are no unexplained
outstanding transactions, Click Finish now -> Done.

d. Refer to the Inflow Checking 1234 January Reconciliation Report.pdf.

16. Reconcile Payroll 5678 for January:
Beginning Balance should be $15,000.00.
Enter Ending Balance $34,057.30.
Enter Ending Date 01/31/current year.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Payroll 5678 January Reconciliation Report.pdf.

© 2022 Intuit Inc QuickBooks Online Foundations



Section 12 Case Study Activities

17. Manually add Interest to the Savings Account: Click + New -> Bank Deposit and use
the screen shot to enter the following transactions:
Savings Account:
01/31/current year, San Diego, General, Interest Income, $7.50
02/28/current year, San Diego, General, Interest Income, $11.25

03/31/current year, San Diego, General, Interest Income, $15.00

(5} Bank Deposit @ Help

Account

Balanca $40,033.75 D:WE' 202 $7.50

0]

¥ Add funds to this deposit

18. Reconcile Savings 9101 for January:
Beginning Balance should be $10,000.00.
Enter Ending Balance $20,007.50.
Enter Ending Date 01/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Savings 9101 January Reconciliation Report.pdf.
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Section 12 Case Study Activities

19. Reconcile Credit Card 1125 for January:
Beginning Balance should be $5,932.31.
Enter Ending Balance $10,331.62.
Enter Ending Date 01/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Credit Card 1125 January Reconciliation Report.pdf.

20. Continue to reconcile all bank and credit card accounts for February and March using
the following information: Remember! Complete the posting process in the Banking
Center for the checking, payroll and credit card accounts if you chose to post one

month at a time per account.

21. Reconcile Checking Account 1234 for February:
Beginning Balance should be $52,699.22.
Enter Ending Balance $123,602.05.
Enter Ending Date 02/28/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Checking 1234 February Reconciliation Report.pdf.
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Section 12 Case Study Activities

22. Reconcile the Payroll Account for February:
Beginning Balance should be $34,057.30.
Enter Ending Balance $50,601.16.
Enter Ending Date 02/28/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Payroll 5678 February Reconciliation Report.pdf.

23. Reconcile Savings Account 9101 for February:
Beginning Balance should be $20,007.50.
Enter Ending Balance $30,018.75.
Enter Ending Date 02/28/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Savings Account 9101 February Reconciliation Report.pdf.

24. Reconcile Credit Card Account 1125 for February:
Beginning Balance should be $10,331.62.
Enter Ending Balance $13,890.52.
Enter Ending Date 02/28/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done.

Refer to the Inflow Credit Card 1125 February Reconciliation Report.pdf.
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Section 12 Case Study Activities

25. Reconcile Checking 1234 for March:
Beginning Balance should be $123,602.05.
Enter Ending Balance $81,554.91.
Enter Ending Date 03/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Checking 1234 March Reconciliation Report.pdf.

26. Reconcile Payroll 5678 for March:
Beginning Balance should be $50,601.16.
Enter Ending Balance $67,284.52.
Enter Ending Date 03/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done -> Summary.

Refer to the Inflow Payroll 5678 March Reconciliation Report.pdf.
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Section 12 Case Study Activities

27. Reconcile Savings 9101 for March:
Beginning Balance should be $30,018.75.
Enter Ending Balance $40,033.75.
Enter Ending Date 03/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done.

Refer to the Inflow Savings 9101 March Reconciliation Report.pdf.

28. Reconcile Credit Card 1125 for March:
Beginning Balance should be $13,890.52.
Enter Ending Balance $24,472.03.
Enter Ending Date 03/31/current year.
Click Start Reconciling.
Select all transactions, difference should be zero.
Click Finish now -> Done.

Refer to the Inflow Credit Card 1125 March Reconciliation Report.pdf.
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Section 12 Case Study Activities

Congratulations! You have completed the Banking Section of this training. You now
understand the importance the bookkeeper plays in a business (and to the owners of Inflow
Heating and Cooling). A business owner has access to great information when fully utilizing
accounting software; they need to trust and use financials daily to make important business
decisions. Therefore, it is imperative to ensure all transactions are accounted for, and all
accounts are reconciled. This process directly impacts both the Balance Sheet and Profit &
Loss. To compete in our data driven society, accurate financials and the knowledge of how
to use them is paramount. In many cases, it means the difference between success and

failure in a business.

There is one more step before the final review that will help verify the data in your

company file matches the company file used in this training.

29. Create the following report: Transaction List with Splits.
Click Reports (Left Navigation Bar) -> Scroll to the “For my accountant” section -> Select
Transaction List with Splits or use the Search feature.
Rows/Columns:
Add Debit & Credit and Remove Amount.
Add Classes & Locations.
Group by Transaction Type.
Sort by Num.
Save as a Custom Report.
Compare your Transaction List with Splits to the Inflow Transaction List with Splits

Report.pdf provided by your Instructor.
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Section 13 Objectives

Upon completion of Section 13, each participant will be familiar with:

* An overview of Budgets.
* How to create and maintain a Budget.

* How to access and view Budget reports.

Josh is aware that he should establish a budget but feels overwhelmed as he does not
understand the process. He has never set up or worked within a budget and has not yet
experienced how powerful this tool can be and how it can help guide Inflow to improved

company performance.

Let’s first help Josh gain insight into budgets with an overview, teach him how to create a
budget in QuickBooks Online, and then show him how to maintain the budget. Also
demonstrate how to compare the budget to actuals and develop a plan around the results.

He can use the budget to set sales growth goals and keep expenses under control.

Another item you might suggest to Josh, is the benefit he would derive from establishing a
budget per job. We will conclude with information on how he can access and view budget

reports.

Many business owners underestimate the value of using a budget in their daily operations.

Let’s make sure Josh Hawkins is not one of them!
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More About Budgets

Budgets are a very important and an often-overlooked financial process for many small
business owners. A budget is a financial plan for a defined period and can help achieve

long-term goals as well as improve cash on hand.

A budget is a checks and balance system that helps us track goals such as targets for
revenue and expenses. It provides financial data that allows us to compare what we bring
in and spend compared to those goals. There are many ways to budget and several types of

budgets.

There are many benefits of working within a budget. Here are a few:

* Helps business owners effectively manage cash flow.

* Assists in appropriate allocation of resources to projects.

* Helps business owners monitor company performance.

* Helps business owners establish and meet objectives.

* Improves decision-making.

* |dentifies problems before they occur — Cash flow difficulties, the need to raise more
money, etc.

* Helps develop future business strategies.

* Increases staff motivation.

Why do you think it is important to establish and maintain a budget? What are the benefits,

versus not having a budget in place? What types of information can a budget provide?
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Creating a Budget

Let’s create a simple Profit & Loss budget:

Click Gear icon -> Budgeting -> Add budget.

Create a name.

Select the Fiscal Year and Interval. If you have history from previous years, you can Pre-fill
the budget with actual data from the previous or current year. If not, create your budget
from scratch.

Subdivide by Customer, Class or Location.

Add Subdivided budget for all or specific locations.

Click Create Budget. If you choose actual data, the amounts will populate for each account

category used in the company file.

New Budget
Mame * ’ Fiscal Year ‘ Interval ’ Pra-fill data? ‘
nflow Budget FYZ20Z21 (Jan 2021 - Dec 2021} w Monthly w Actuzl data - 2021 W
Don't subdivide
—-— .

Clzzz

ACCOUNTS JAN FEB MAR APR

- INCOME lrzfem

© 2022 Intuit Inc. QuickBooks Online Foundations




Creating a Budget

Additional Budget features:
As you enter totals in the cells, you can use the copy across option to auto-populate all
twelve months. Click Gear icon from within the budget to change view options, hide blank

rows and display options.

View by
® Month
Coarter
ACCOUNTS JAN FEB MAR
’ Year
 INCOME
40000 Service Income 128.,400.00 1&67,.875.00
Rows

|:| Hide blank rows

Display density

Compact

Once your budget has been saved you can use the Edit feature to make changes, copy,

delete or run reports.

‘7‘ BUDGETS PERIOD CREATED ON LAST UPDATED \ ACTION

[] inflow Budget Jan 2021 - Dec 2021 2022-03-14 2022-03-14 Run Budget Overview report v

1-10f 1

Run Budget Overview report @
: , B Period
Edit
; Created on
Delete Last updated

Rows

l:l Compact
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Creating a Budget

Now we can add or change amounts for income accounts. In this example we populated

data from the current year and are focusing on January— March. We need to change the

amounts to reflect projected sales, the dollar amount of sales we anticipate receiving

during that timeframe. (Optional) We can subdivide the budget by customer, class or

location.

Once you manually add or change budget amounts, you can click the Gear from within the

budget to Hide blank rows.

New Budget
Name * Fiscal Year
Inflow Budget FY2021 (Jan 2021 - Dec 2021)
ACCOUNTS JAN FEB

~ INCOME

Inflow Budget

Name *

Inflow Budget

ACCOUNTS
~ INCOME
40000 Service Income
40100 Sales of Product Income
Total Income
~ OTHER INCOME
70000 Interest Income

Tota!l Other Income

Interval

v Monthly

MAR

JAN

168,900.00

206,482.00

375,382.00

Pre-fill data?

v Actuel dats

i

89,115.00

217,515.00

-2021 W

Don't subdivide

Customer

Jun Class

Location

MAR

167,875.00
60,697.00

228,572.00

15.00

15.00
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Creating a Budget

Next, add or edit Cost of Goods Sold budget amounts. Click Save when you complete this

process.

~ COST OF GOODS SOLD

50000 Job Materials & Supplies

50100 Job Wages
50200 Job Payroll Texes
50400 Contractors
50600 Equipment Rentsl
50700 Permits

50900 Inventory Shrinkage

Total Cost of Goods Sold

148,394.25

31,200.00

7,085.52

30,000.00

400.00

2,000.00

0.00

219,079.77

59,126.09

31,200.00

7,085.52

30,000.00

6,675.69

2,000.00

0.00

136,087.30

46,161.01

31,200.00

7,085.52

30,000.00

6,675.69

Finally, add or edit the expense budget amounts. Click Save when you complete this

process.

~ EXPENSES

~ 60000 Payroll expenses
Salaries & Wages
Payroll Tex Expense
Payroll Service Fee

Total 60000 Payroll expenses

60800 Advertising & Promotio. ..

61500 Bank Fees
61700 Merchant Service Fees

62000 Continuing Education

279.00

4,100.00

@31.12

97.81

5,407.93

5,125.00

12.00

927.25

0.00

418.50

4,100.00

931.12

97.81

279.00

4,100.00

931.12

97.81

5,407.93

5,125.00

3,500.00
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Budget Reports

The Budget vs Actual report compares our budgeted amounts to the actual revenue and
expenses found on the Profit & Loss. Another great feature in the report is the Over Budget
and Under Budget for both amounts and percentages. This tells us if we are over or under
our budgeted amounts. You can discuss the results and adjust accordingly. Trimming
expenses at the same time you are focused on sales growth is a balanced approach to
improving cash on hand and profitability.

From the Budget window, click the drop-down arrow next to edit to select the Budget vs
Actual report.

The following example provides actual vs budget based on choice to populate data from
actual. The amounts will match until you manually change the budget figures. Notice the

amount over or under budget and the percentage over or under budget.

Budget vs. Actuals: Inflow Budget - FY21 P&L Report

- 01,017,202 iz 03,371,202
Eudget Show non-zero or active only Compare another period Accounting method P
. _ o ) i _ . | Runreport |
nflow Budget - FY21 P&L + Active rows/active columnzs * Budgst amount over hi Cash @ Accrusl —
JaN 2021 FEE 2021
ACTUAL BUDGET ~ OVER BUDGET % OF BUDGET ACTUAL BUDGET = OVER BUDGET % OF BUDGET
« Income

4 ce Income £8,900.00 £8,900.00 0.00 128,400.00 0.00
40100 Sales of Product Income 206,482.00 206,482.00 0.00 89,115.00 0.00
Total Income $375,382.00  $375,382.00 $0.00 $217,515.00 $0.00

~ Cost of Goods Sold

50000 Job Materials & Suppl... 0.00
0.00
0.00
0.00
0.00
0.00 0.0
0.00 0.00 0.0
Total Cost of Goods Sold $217.978.52 $217.978.52 £0.00 100.00 % $135.,426.55 $135,426.55 S0.00 100.00 %
GROSS PROFIT $157.403.48 $157.403.48 £0.00 100.00 % sez2,088.45 §82,088.45 S0.00 100.00 %
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Section 13 Practice Test

1. You want to create a budget for your company. Where do you access budgets in
QuickBooks Online Plus?
a) Gear->Budgeting
b) Banking->Rules
c) Accounting->Chart of Accounts
d) None of the above

2. Which report compares the amounts we budgeted to the amounts we received and
spent?
a) Balance Sheet
b) Budget vs Actual
c) Profit & Loss
d) Allthe above

3. What types of change does a budget vs actual report show?

a) Dollars

b) Percentage
c) Cash Flow
d) BothAandB

4. You are creating a new budget and need to determine an interval, what are the
options?
a) Monthly
b) Quarterly
c) Yearly
d) All the above

5. You are creating a new budget and want to subdivide the budget, what are the
options?
a) Customer
b) Class

¢) Location
d) All the above
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Section 13 Case Study Activities

Josh has asked you to produce an overall budget and a budget per location. He realizes the

importance of a budget and how it will help him stay in check with sales and spending.

1. Review Video Links:

How to run Budget vs Actual Report

Create and Import Budgets into QuickBooks Online

2. Instructor to determine how you will complete Budget Case Study activities.
The budget should be created for January-March current year.
3. Locate and review the Budget vs Actual report for January-March current year.

Make sure you have created a budget before completing this activity.

© 2022 Intuit Inc. QuickBooks Online Foundations
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Section 14 Objectives

Upon completion of Section 14 each participant will be familiar with:

* How to save and group Custom Reports.

* How to setup and review a Balance Sheet.

* How to setup and review a Profit & Loss.

* How to review an Audit Log.

* How to create a report and utilize Ask My Accountant.

* Review and Discussion of Inflow Heating and Cooling Financial Reports.

In this section, Inflow Heating and Cooling will come to life as you gain an understanding of
how QuickBooks Online takes raw, meaningless numbers and converts them into highly
valuable information. You will begin to see how the numbers tell Inflow’s story and how to

use those numbers to improve company performance.

By this point, you will have foundational knowledge of how to navigate a Balance Sheet and
Profit & Loss statement, the difference between the two and what it all means. You will
also have experience on how to run an Audit Log, which will help the Inflow Heating and

Cooling owner detect fraudulent activity.

Invest time in drilling down on reports and make sure you understand the data. Ask lots of
guestions if you need more clarification in any area. The ability to analyze data and the
story it tells is important in business because it exposes problem areas that need focus.

Better yet, the numbers provide guidance on how to use data to thrive in all areas.

While this area of a business can be intimidating for many, financial literacy is not rocket
science as we hope this training has made abundantly clear. Let’s dive in and watch the
numbers take on meaning! What reports do you find the most valuable at this pointin the

training and why?
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Custom Reports

When we discussed the Chart of Accounts, we learned that categories in the account list
make up the Balance Sheet and Profit & Loss statements. We learned the types of
transactions that each report displayed and how important these reports are to business
owners, the story they tell and how they help with cash management and profitability.
Let’s review.

Balance Sheet
Assets (what your company owns): bank accounts, petty cash, fixed assets (equipment or
vehicles), inventory, undeposited funds (payments from Customers waiting to be
deposited).
Liabilities (what your company owes): accounts payable, credit cards, loans, sales & payroll
taxes.
Equity (the net worth of your company): Money that owners contribute to or draw from the
business and an accumulation of net profits and losses from the start of the business to
present or sale.

Profit & Loss
Income (what you have earned or performance over a period of time): sales of products,
interest, rental income, etc.
Cost of Goods Sold (What you have spent directly related to sales): The costs that are
subtracted from sales to determine gross profit margin.
Expenses (what you have spent): office expenses, wages, professional fees, rent, utilities.
The Profit & Loss Statement shows the net loss or gain for a date range. At the end of a
calendar or fiscal year, the net profit or loss rolls into the equity section of the Balance

Sheet.

Note: Another important report not included in this training is the Statement of Cash Flows.
This reports has tree sections: Operations, Investments, and Financing. This report shows
the money flowing in and out of the business. It is important to be aware of all three

reports and their purpose.
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Custom Reports

Customizing and viewing reports on a regular basis is an important aspect of running a
successful company. Reports are critical when it comes to providing information you need

to make better management decisions.

Manage reports using the Custom Reports section which allows you to save Custom
Reports in groups. This will streamline the time it takes to review reports daily, weekly,

monthly etc.

The Balance Sheet and Profit & Loss offer a quick view of a business’s financial standing.
Bankers, Investment Capitalists, etc. evaluate these reports to determine if they will loan
money or invest in your business. It’s important business owners and Accountants
understand how to read and interpret balance sheets. Without this snapshot, they may

make decisions that have negative repercussions on their companies’ financial standing.

Balance Sheet
Click Reports in the Left Navigation Bar -> Standard -> Scroll to Business Overview
-> Balance Sheet or use the search feature to locate the report. When you click the star,

the standard report appears in the favorites section at the top of the window.

v Business overview

Audit Log

Balance Sheet Comparison T

Balance Sheet Detail b

Balance Sheet Summary 7

Balance Sheet * :
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Custom Reports

There are several ways to filter data to create custom reports. Change the Report period,
Display columns (to show columns by month), Show non-zero or active only, and

Accounting method. The Compare Report periods is highly recommended and tells a story.

Balance Sheet Report

€ Back to report list

Report 5 L
NG Customize |EEEEVERTEGILTELTY]
Custom v 01/01/2021 to | 03/31/2021
Show non-zero or active only Compare another period Accounting method
Runreport |
Total Only v Non-zero Rows/active colur v Select period v Cash @ Accrual 5 >

The Collapse option consolidates all sub-account balances within the main account. The
Expand option displays all sub-account balances. Sort by ascending or descending order

and Add notes or Edit titles. Click the appropriate icon to Email, Print or Export a report.

[
o
w
(=]
@
i}

Sortw Add notes Edit titles B & B {@}

Click Customize.

Customize report
w General
Report period

Custom h 01501/

5]

-
=)
o
w
i
[}
(=)
]

[
f==]

Accounting method
Cash @ Accrual

Number format Negative numbers
[ | Divide by 1000
D Without cents

Except zero amount

(100)

D Show in red
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Custom Reports

Click Rows/Columns to change the way Columns are displayed, Show non-zero rows and
columns, or add Period Comparisons.
w Rows/Columns
Columns Show non-zero or active only

Total Only v Non-zero Rows/activ ¥

Change columns ’

Click Filter to select specific Customers, vendors, or Product/Service items to be displayed.

w Filter
D Customer Al v
\:\ Vendor Al -
\:\ Location A -
\:\ Class Al -
\:\ Product/Service A -

Click Header/Footer to change the Report title, remove information displayed, and change

the alignment of the report. Click Run Report.

w Header/Footer Footer

Header Date prepared

Company name Inflow Heating and Cooling
Time prepared

Report basis (cash vs. accrual)

Report title Balance Sheet

Report period

© 2022 Intuit Inc. QuickBooks Online Foundations



Custom Reports

Click Save customization.
Name your Custom Report or use the default name, add this report to a group, or share it
with a coworker. Organizing your reports in groups will save time locating and reviewing

your favorite reports. Click Save.

Custom report name

Balance Sheet
Add this report to a group

Section 14 Finencial Repo | ¥
New group name

Section 14 Financial Reports Add
Share with

None v

\:\ Share reports with community

* You share only your customized report structure and

not '_,"cu""nar*c &8l cata

Save

Now simply click on Reports- > Custom Reports to quickly access your customized Balance

Sheet.
NAME CREATED DATE RANGE EMAIL ACTION
Review Reports Unscheduled Edit Vv
Transaction List with Splits Kristine Mehler All Dates Edit v
Section 14 Financial Reports Unscheduled Edit Vv
Balance Sheet Kristine Mehler 01/01/2021-03/31/2021 Edit Vv
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Custom Reports

The Balance Sheet tells us much more than most business owners realize. When your
Balance Sheet is accurate, it becomes a great cash flow management tool and supplies the
information we need to calculate Key Performance Indicators (KPI’S) in our business. For
example, we can calculate our Current Ratio, a ratio designed to measure the ability to pay
short-term obligations, (those due within one year) and compare them to industry
standards. The Balance Sheet allows us to run projections on ways to improve our Current
Ratio, providing an action plan for improvement. Banks rely heavily on the Balance Sheet to
determine if a business can pay back borrowed debt. Pay attention to and learn from the

numbers in this report.

JDoe Inflow Heating and Cooling 2022

Balance Sheet
As of March 31, 2021

TOTAL

~ ASSETS
+ Current Assets

~ Bank Accounts

10000 Checking 1234 81,554.98
10100 Payroll 5678 67,284.52
10200 Savings 9101 40,033.75
Total Bank Accounts $188,873.25

~ Accounts Receivable
11000 Accounts Receivable (A/R) 177,588.90
Total Accounts Receivable $177,588.90

~ Other Current Assets

12000 Inventory Asset 13,313.43
Total Other Current Assets $13,313.43
Total Current Assets $379,775.58

This sample displays the Assets portion of the Balance Sheet. In order to rely on your

financial data, it is important to verify that all Asset account balances are accurate.
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Now let’s look at the Fixed and Other Asset section of the Balance Sheet. Fixed assets
consist of Equipment, Furniture & Fixtures, Vehicles etc. Security Deposits is another type of
asset, money we do not have access to until we no longer lease the building. The asset
sections of the Balance Sheet are all about what the business owns. If we were to take all
the cash in the bank, collect all the money owed to us, and sell our assets, would we have

enough to pay all our debts? This is referred to as Liquidity.

~ Fixed Assets

15000 Furniture & Fixtures 7,529.67
15100 Machinery & Equipment 25,276.23
15200 Vehicles 188,604.59
16000 Accumulated Deprecistion (68,725.22)
17000 Leasehold Improvements 35,312.87
17500 Accumulated Amortization (6,035.24)
Total Fixed Assets $181,962.90

v Other Assets

19000 Security Deposits 5,000.00
Total Other Assets $5,000.00
TOTAL ASSETS $566,738.48
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The next section of a Balance Sheet is all about liabilities and what the business owes.

There are both current and long-term liabilities. Current means you are going to pay them

in less than a year and includes bills, credit cards, line of credit etc. Long-Term means you

are going to pay them in more than a year and includes equipment, vehicle loans, etc.

~ LIABILITIES AND EQUITY
~ Liabilities
~ Current Ligbilities

v Accounts Payable
20000 Accounts Payable (A/P)
Total Accounts Payable

v Credit Cards
21000 Chase 1125
Total Credit Cards

v Other Current Lisbilities
22000 Federsl Tax Payable

22100 State Tex Payable

22300 California Department of Tax and Fee Administr...

23000 Line of Credit 1946-01
Total Other Current Liabilities
Total Current Liabilities
~ Long-Term Liabilities

27200 Note Psyable - 2017 GMC

M

27300 Note Payable - 2018 GMC
27400 Note Paysble - 2019 Ford Truck
Total Long-Term Liabilities

Total Liabilities

© 2022 Intuit Inc.

74,013.84

$74,013.84

24 472.03
$24,472.03

8,295.50
4,659.77
14,035.53
$35,942.88
$134,428.75

(8}

78.32

ra

6,
22,799.67
66,866.00

$116,243.99

$250,672.74
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Custom Reports

The last section of a Balance Sheet is Equity, or what the business is worth.

When a business owner first sets up up an entity, they add personal or investment monies
for startup costs, building improvements, legal fees, etc. This is money that owners
contribute, and these funds are recorded in the Equity section. Anytime an owner draws
money, it is recorded here. The owner draw section of the balance sheet shows money and

other assets that the owner takes from the business for personal use.

Each year the profits or losses roll into the Equity section of the Balance Sheet. This is how

we connect the Balance Sheet to the Profit & Loss.

We want to make sure that all the account categories on a Balance Sheet are accurate and

reliable.

v Equity
30000 Opening balance equity 3,175.44
32000 Retained Earnings 206,246.70
33100 Owner's Draw (93,000.00)
Net Income 199,643.60
Total Equity $316,065.74

TOTAL LIABILITIES AND EQUITY $566,738.48

Accrual basis
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Profit & Loss

The Profit & Loss report summarizes Revenue, Costs and Expenses that are incurred over a
specified time period. At the end of each year, the Net Profit or Loss rolls into the Equity
section of the Balance Sheet. Each new year starts with a zero balance for Income and

Expenses.
Click Reports in the Left Navigation Bar -> Reports -> Standard -> Scroll to Business

Overview. Click Profit and Loss % of Total Income or use the search feature to locate the

report.

Click Customize. Change the Negative numbers to display with parenthesis and check the

box, “Show in red.”

Customize report

w* General

Report period

Custom v 01/01/2021 to | 03/31/2021

Accounting method

Cash @ Accrual

MNumber format Negative numbers
D Divide by 1000
|:| Without cents

Except zero amount

Show in red

Note: It is important to choose the same date range and accounting method used to

customize the Balance Sheet.
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The Profit & Loss provides vital information about the health of a business. It answers such
guestions as, “Are we hitting sales growth targets? Is our Gross Profit enough to pay all
costs? Did we hit our Net Income before Taxes goals? How does our profit margin compare
to industry standards?” Never underestimate the power of this report; it tells the story of
your business and provides guidance as to which areas need focus. The first section of a
Profit & Loss is Income and tells us the percentage of each income category. You can see

that Food Sales is where the business is making the most money.

11+ +14]

ollapse Sortw Add notes Edittitles v

JDoe Inflow Heating and Cooling 2022

Profit and Loss % of Total Income
January - March, 2021

TOTAL
JAN - MAR, 2021 % OF INCOME
v Income
40000 Service Income 465,175.00 56.63 %
40100 Sales of Product Income 356,294.00 4337 %
Total Incomse $821,469.00 100.00 %

Note: Remember to click Save Customization and add this report to your new report group

in Custom Reports.
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The next section of a Profit & Loss is referred to as Direct Costs or Cost of Goods Sold. They

are costs directly related to sales. Each line category or line item is a percentage of total

sales. Is our total Cost of Goods Sold in line with our industry? Is our gross profit margin

better than industry standards? The percentages help us set targets and goals and provides

the ability to compare goals to our actual results. The gross profit margin determines if we

have enough after Direct Costs or Cost of Goods Sold to pay the rest of the bills and show a

profit.

~ Cost of Goods Sold
50000 Job Materials & Supplies
50100 Job Wages
50200 Job Payroll Taxes
50400 Contractors
50600 Equipment Rental
50700 Permits
50900 Inventory Shrinkage
Total Cost of Goods Sold
GROSS PROFIT

253,681.35
03,600.00
21,256.56
©0,000.00
13,751.38

6,000.00
4902
$478,338.31
$343,130.69

2.59 %
10.96 %
1.67 %
0.73%
0.01%
58.23 %
41.77 %
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The last section of a Profit & Loss displays all other expenses and determines net income or
loss. We can drill down to view detailed information about each category. This helps us to
verify all transactions are in the correct account category and verifies percentage of income
or sales is accurate. Notice the simplicity of this report and the clean Chart of Accounts. The
report provides critical information necessary to make sound business decisions. Where
could we cut costs and improve net income? Should we focus on sales growth and expense

management at the same time?

~ Expenses
+ 60000 Payroll Expenses
60100 Salaries & Wages 12,300.00 1.50 %
60200 Payroll Tax Expense 2,793.36 0.34 %
60300 Payroll Service Fee 293.43 0.04 %
Total 60000 Payroll Expenses 15,386.79 1.87 %
60800 Advertising & Marketing 15,375.00 1.87 %
+ 61000 Auto & Truck Expenses
61100 Auto Fuel 14,205.42 1.73%
61200 Auto License 1,524.66 0.19 %
61300 Auto Service 9,332.05 1.14 %
Total 61000 Auto & Truck Expenses 25,062.13 3.05%
61500 Bank Fees 36.00 0.00 %
61700 Merchant Service Fees 2,948.25 0.36%
62000 Continuing Education 3,500.00 0.43 %
62600 Dues & Subscriptions 210.00 0.03 %
63100 Insurance - Auto 1,875.00 0.23%
63200 Insurance - Liability 6,450.00 0.79 %
63300 Insurance - Bond 3,000.00 0.37%
63400 Insurance - Workers Comp 1,608.99 0.20%
63700 Interest Expense 2,197.93 0.27 %
64100 Legal & Professional 12,385.00 1.51%
64200 License & Fees 1,250.00 0.15%

© 2022 Intuit Inc. QuickBooks Online Foundations



Custom Reports

Continue reviewing expenses found on the Profit & Loss statement.

64300 Meals & Entertainment 1,269.55 0.15%
64500 Office Expense 1,047.81 0.139%
64600 Rent Expense 18,000.00 2.199%
65200 Security 594.00 0.07 %
67100 Small Tools & Supplies 7,878.66 0.96 %
68000 Taxes Paid 4,725.00 0.58 %
68100 Telephone & Communications 2,428.32 0.309%
68300 Travel 7,500.00 0.91%
68400 Uniforms 825.00 0.10 %
68600 Utilities 2,786.65 0.34 %
Total Expenses $138,340.08 16.84 %
NET OPERATING INCOME $204,790.61 24,93 %
~ Other Income
70000 Interest Income 33.75 Q.00 %
Total Other Income $33.75 0.00 %
~ Other Expenses
99999 Ask My Accountant 5,180.76 0.63 9%
Total Other Expenses $5,180.76 0.63 %
NET OTHER INCOME $(5,147.01) (0.63 %)
NET INCOME $199,643.60 24.30 %
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Fraud prevention is a growing topic and unfortunately many business owners have

experienced fraud firsthand. Implementing fraud prevention policies, processes, and

procedures can help detect and prevent fraudulent activity.

Biz Q&A:

How do you prevent fraud from occurring in a business?
How do you identify areas where the likelihood of fraud is the greatest?
How do you protect your business assets and cash?

Did you know that businesses with strong internal controls in place have more

accurate financial statements?

Important Fact:

According to the Association of Certified Fraud Examiners, the average business will lose

approximately 7% of revenues due to employee theft. Small businesses have a 38% greater

amount of fraud than larger companies. This is due to the fact many small businesses do

not have a fraud prevention strategy in place, while larger companies do.

© 2022 Intuit Inc.

QuickBooks Online Foundations




Custom Reports

Audit Log
The Audit Log Report is a good way to view activity by user. This is a great training tool used
to enforce accurate data entry. The Audit Log is also a way to detect fraudulent activity.

Click Reports -> All -> Scroll to Business Overview -> Audit Log or Gear icon -> Audit Log or

Audit Log

User

Click the Filter button to

search historical transactions

by Users, Dates, or Events.

Notice the filter criteria is set for a specific user and the historical data indicates when he
logged in and out, as well as specific transactions that were edited by Kristine Mehler.
Click the Gear icon to select columns to view.

Click View to see details for a specific transaction.

DATE CHANGED USER EVENT NAME DATE AMOUNT HISTORY

Jul 31, 3:04 pm Easte. Kristine Mehler

Jul 31, 3:01 pm Easte.. Holly Edis
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Ask My Accountant

This report can be a very helpful tool and is used to post transactions when the user is not
sure which category to use. The Memo field allows the user to post notes and questions for
their Accountant. It can be a great way to train a new bookkeeper or business owner.

Click on Accounting in the Left Navigation Bar -> Chart of Accounts tab. Locate Ask My

Accountant in other expense type, then click Run report.

09999 99999 Ask My Accountant. Other Expense Other Miscellaneous E... * Run report «

Reconcilistion Discrepanci Other Expense Other Miscellansous E.. Run report «

Click Customize -> Header/Footer to change the Header to Ask My Accountant.
Change the Report Period to All Dates then click Run report. Remember click Save.

Customization to save your report in Custom Reports.

JDoe Inflow Heating and Cooling

Ask My Accountant
All Dates

DATE TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION ACCOUNT CLR AMOUNT BALANCE
v 99999 Ask My Accountant
01/10/2021 Expense Apple Store Apple Store (IPADS) Ask My Ace... 99999 Ask My Accountant 5,180.76 5,180.76
Total for 99999 Ask My Accountant $5,180.76
TOTAL $5,180.76

Note: It is important to clear up all transactions on this report before year end and
especially before filing a tax return. This is a placeholder for transactions that need more

information to post in the correct account or category.
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Final Review — Balance Sheet

Josh has requested a financial review of several custom reports. You now have the skillset

to create and save custom reports. Let’s begin with a Balance Sheet, only this time, impress

them with a 4-month comparison.

1. Review Video Links:

Types of Reports

Summary Reports

Detail Reports

How to Customize Reports

How to Save Customized Reports

Balance Sheet
Profit & Loss

Accrual vs Cash

Collapse Report

What is the Audit Log?

Use the Audit Log

© 2022 Intuit Inc.
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https://vimeo.com/424867528
https://vimeo.com/424867633
https://vimeo.com/424867616
https://quickbooks.intuit.com/learn-support/en-us/customize-reports/how-to-customize-reports-basics-sorting-date-ranges/00/344826
https://quickbooks.intuit.chttps/quickbooks.intuit.com/learn-support/en-us/customize-reports/how-to-save-customized-reports/00/344893
https://vimeo.com/421221275
https://vimeo.com/421221346
https://vimeo.com/421221732
https://vimeo.com/421221632
https://vimeo.com/420289012
https://vimeo.com/420289043

Final Review — Balance Sheet

Josh has requested a financial review of several custom reports. You now have the skillset
to create and save custom reports. Let’s begin with a Balance Sheet, only this time, impress

him with a 3-month comparison.

2. Create, Customize and Save a Balance Sheet four-month comparison report:
Date: 12/1 prior year — 03/31/current year
Display columns by: Months (you can toggle between months and total only)
Show non-zero or active only: Non-zero Rows & Non-zero columns
Negative numbers: Parenthesis (100)

Header: Balance Sheet by Month

Summary of discussion points for the Balance Sheet:

* Cash on Hand (COH) is steady and growing each month. (Improving COH will help the
current ratio when comparing to industry standards.)

* Healthy monthly transfers to savings are a plus. This will help build reserves for lean
months.

* Bank Accounts are reconciled, and we can rely on the numbers.

Inflow Heating and Cooling

Balance Sheest
As of March 31, 2021

JAN 2021 FEB 2021 MAR 2021
- ASSETS
w Current Assets
~ Bank Accounts
10000 Checking 1234 52,699.22 123,602.05 81,554.98
10100 Payroll 5678 34,067.30 50,601.16 67,284.52
10500 Savings $101 20,007.50 30,018.75 40,033.75
Total Bank Accounts 5106,764.02 5204,221.96 $188,873.25
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Final Review — Balance Sheet

Summary of discussion points for the Balance Sheet continued:

* Accounts Receivable management is good, progress invoicing keeps the cash flowing in.
Inventory management is good, always room for improvement. Suggest monthly
inventory counts. Adjustments for March were minimal.

* Assets and depreciation are reflected on the Balance Sheet.

* Security deposit is accounted for on the Balance Sheet.

-+ Accounts Receivable
11000 Accounts Receivable [A/R) 251,402.56 °20,714.96 177,588.90
Total Accounts Receivable 5251,402.56 590,714.96 $177,588.90

w Other Current Assets

12000 Inventory Asset 11,278.25 10,798.70 13,313.43
12100 Undeposited Funds 0.00 A4 137.09 0.00
Total Other Current Assets $11,278.25 554,935.79 $13,313.43
Total Current Assets $369,444.83 5349,872.71 $379.775.58

+ Fixed Asssts

15000 Furniture & Fixtures 752967 7.529.67 7.529.67
15100 Machinery & Equipment 2527623 25,276.23 25,276.23
15200 Vehicles 138,604.59 188,604.59 188,604.59
16000 Accumulated Depreciation [68,725.22) (68,725.22) (68,725.22)
17000 Leasehold Improvements 35,312.87 35,312.87 35,312.87
17500 Accumulated Amortization (6,035.24) (6,035.24) (6,035.24)
Total Fixed Assets 5181,962.90 5$181,962.90 $181,962.90

+ Other Assets

19000 Security Depeosit 5,000.00 5,000.00 5,000.00
Total Other Assets $5,000.00 55,000.00 $5,000.00
TOTAL ASSETS 5556,407.73 5536,835.61 $566,738.48

Note: Vehicles are listed as Fixed Assets on the Balance Sheet. Accountants typically provide
journal entries to record depreciation and amortization (the value a business owner can
write off on their taxes). Depreciation expense is debited and appears on the Profit & Loss.
Accumulated Depreciation (or amortization) is credited and appears on the Balance Sheet

to reduce the value of the asset.
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Final Review — Balance Sheet

Summary of discussion points for the Balance Sheet continued:

* Accounts Payable management is good, always room for improvement. They are working
to collect receivables prior to paying supplier bills. Great way to keep cash in the bank.
Suggest taking advantage of supplier discounts when bills are paid within the first 10
days. Use trade credit or vendor financing when reasonable. Stretch payables.

* Credit card needs a strong policy, maintaining a balance 30% or less of the credit limit
will improve their credit score and keep their current liabilities down.

* Payroll is managed by a third party to make sure they stay on top of federal and state
agency tax liabilities. (When a business owner falls behind on tax obligations it can really
hurt cash flow and the ability to grow a healthy business.)

* Wage garnishments are zero. This means they are paying timely.

~ LIABILITIES AND EQUITY
v Lisbilities
v Current Liabilities

~ Accounts Payable
20000 Accounts Paysble (A/P) 133,538.99 86,100.19 7401384
Total Accounts Payable $133,538.99 $86,100.19 $74013.84

w Credit Cards
21000 Chase 1125 10,331.62 13,890.52 24 472.03
Total Credit Cards $10,331.62 $13,890.52 $24 472.03

= Other Current Liabilities

22000 Federsl Tax Fa}'sale 205208 895208 3952.08
22100 State Tax Payabls 8,295.50 8,205.50 8,295.50
22200 Weage Garnishments 135.50 0.00 0.00
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Final Review — Balance Sheet

Summary of discussion points for the Balance Sheet continued:

» Sales tax is managed from within QuickBooks, they need to be very careful with this

feature when creating sales receipts and invoices to make sure the appropriate county

rate is populated correctly.

* Line of Credit has a balance and small payments are made each month. This might be an

area they revisit to make sure they replace what they borrow each month.

* Purchasing vehicles and paying loans with low interest help with cash flow. Also, they

can deduct the cost of the vehicle for tax purposes. The new purchase added a large

payment per month, increasing cash out. They might want to visit the return on

investment for the 2019 Ford. Continue to split principal and interest for each loan

payment.

22300 Cslifornia Department of Tax and Fas A
23000 Line of Credit 1946-01
Total Other Current Liabilities

Total Current Liabilities

= Long-Term Liabilities

27200 Mote Payable - 2017 GMC

27300 Nots Payasble - 2018 GMC

27400 Nots Payabls - 2019 Ford

Total Long-Term Liabilities

Total Liabilities

© 2022 Intuit Inc.

15,175.44
14,700.36
547,266.88
5191,137.49

28,051.32
23,707.67
68,989.00
5120,747.99
$311,885.48

7,019.03
14,370.13
538,636.74
5138,627.45

27,316.32
23,254.67
67,929.00
5118,499.99
5257,127.44

4,659.77
14,035.53
$35,942.88
5134,428.75

26,678.32
22,799.67
66,866.00
5116,243.99
5250,672.74
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Final Review — Balance Sheet

Summary of discussion points for the Balance Sheet continued:

* The owner has not had to add additional personal funds to the business.

* Net Income is steadily improving.

* Total Equity is a positive number.

Total Liabilities 5311,885.48
= Equity

30000 Opening Balance Equity 3,175.44

32000 Retained Earnings 206,24670

33100 Owner's Draw (81,000.00)

Met Income 116,100.11

Total Equity $244 52225
TOTAL LIABILITIES AND EQUITY 5556,407.73

5257,127.44

(87,000.00)
157,286.03
5279,708.17
5536,835.61

3$250,672.74

3,175.44
206,246.70
(93,000.00)
199,643.60

$316,065.74
$566,738.48

* Question: Are they liquid? Do they have more in Current Assets than Current Liabilities?

* Question: Do they have more in Total Assets compared to Total Liabilities?

* Question: Do you think Josh should setup a mid-year tax planning and strategy

appointment with his tax professional?

© 2022 Intuit Inc.
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Final Review — Profit & Loss

Let’s review and discuss the Profit and Loss three-month comparison report. We will look at

Income and Cost of Goods Sold first.

1. Create, Customize and Save a Profit & Loss three-month comparison report:

Date: 01/01- 03/31 current year

Display columns by: Months (you can toggle between months and total only)

Show non-zero or active only: Non-zero Rows & Non-zero columns

Negative numbers: Parenthesis (100), select “show in red”

Header: Profit & Loss by Month

(Optional) Compare another period: Select % of Income

Summary of discussion points for the Profit & Loss three-month comparison:

Sales in December reflect all the prior year; the current year includes 3 months. What

are they on pace to make in the current year?

Service Income is higher than Product Sales.

Sales were higher in January compared to February and March.

Gross profit margin (41.77%) is a little higher than industry standards for the current

year. This is good news, what company wants to be average?

Collapse Sortw Add notes Edittitles B2 & ar )]
Inflow Heating and Cooling 2022
Profit and Loss
January - March, 2021
JAN 2021 FEB 2021 MAR 2021 TOTAL
CURRENT % OFINCOME CURRENT % OF INCOME CURRENT % OF INCOME CURRENT % OF INCOME
~ Income
40000 Service Income 168,900.00 44.99 % 128,400.00 52.03% 167,875.00 73.45% $465,175.00 56.63 %
40100 Sales of Product Income 206,482.00 55.01 % 89,115.00 4097 % 60,697.00 2655% $356,294.00 43.37 %
Total Income $375,382.00 100.00 % $217,515.00 100.00 % $228,572.00 100.00 % $821,469.00 100.00 %
~ Cost of Goods Sold

50000 Job Materials & Supplies 148,394.25 39.53 % 59,126.09 27.18% 46,161.01 20.20 % $253,681.35 30.88 %
50100 Job Wages 31,200.00 8.31% 31,200.00 1434 % 31,200.00 13.65% $93,600.00 11.39 %
50200 Job Payroll Taxes 7,085.52 1.89 % 7,085.52 3.26% 7,085.52 3.10% $21,256.56 2.59%
50400 Contractors 30,000.00 7.99 % 30,000.00 13.79% 30,000.00 13.12% $%0,000.00 10.96 %
50600 Equipment Rental 400.00 011 % 6,675.69 3.07 % 6,675.69 2.92% $13,751.38 1.67 %
50700 Permits 2,000.00 0.53% 2,000.00 0.92% 2,000.00 0.88 % $6,000.00 0.73%
50900 Inventery Shrinkage 49.02 0.02% £49.02 0.01%
Total Cost of Goods Sold $219,079.77 58.36% $136,087.30 62.56 % $123,171.24 53.89% $478,338.31 58.23 %
GROSS PROFIT 5156,302.23 41.64% 581,427.70 3744 % 5105,400.76 4611 % 5343,130.69 MNIT%

© 2022 Intuit Inc
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Final Review — Profit & Loss

Summary of discussion points for the Profit & Loss continued:

* Do they have enough money left to pay the rest of their expenses including Payroll?
* Payroll is consistent, which is amazing for this industry.

* Insurance is an expense that should be monitored each year.

* Dues and Subscriptions are a growing expense for many business owners due to

technical advances related to workflow efficiencies.

Inflow Heating and Cooling 2022

Profit and Loss
January - March, 2021

JAN 2021 FEB 2021 MAR 2021 TOTAL
CURRENT % OF INCOME CURRENT % OF INCOME CURRENT % OF INCOME CURRENT % OF INCOME
~ Expenses

~ 60000 Payroll expenses $0.00 0.00%
60100 Salaries & Wages 4,100.00 1.09 % 4,100.00 188% 4,100.00 1.79 % $12,300.00 1.50 %
60200 Payroll Tax Expense 931.12 025% 931.12 043 % 931.12 0.41% $2,793.36 0.34%
60300 Psyroll Service Fee 97.81 0.03% 97.81 0.04 % 97.81 0.04 % $293.43 0.04 %
Total 60000 Payroll expenses 5,128.93 1.37% 5,128.93 236 % 5,128.93 2.24 % $15,386.79 1.87 %
60800 Advertising & Promoti.. 5,125.00 1.37 % 5,125.00 236% 5,125.00 2.24% $15,375.00 1.87 %

~ 61000 Auto & Truck Expenses $0.00 0.00%
61100 Auto Fuel 4,649.57 1.24% 5,103.21 235% 4,452.64 1.95% $14205.42 1.73%
61200 Auto License 1,524.66 0.41% $1,524.66 0.19%
61300 Auto Service 2,679.25 0.71% 3,276.25 1.51% 3,376.55 1.48% §9,332.05 1.14 %
Total 61000 Auto & Truck E... 8,853.48 236% 8,379.46 3.85% 7,829.19 3.43% $25,062.13 3.05%
61500 Bank Fees 12.00 0.00 % 12.00 0.01% 12.00 0.01% $36.00 0.00 %
61700 Merchant Service Fees 927.25 0.25% 995.77 046 % 1,025.23 0.45% $2,948.25 0.36%
62000 Continuing Educstion 3,500.00 1.53% $3,500.00 0.43%
62600 Dues & Subscriptions 70.00 0.02% 70.00 0.03 % 70.00 0.03 % $210.00 0.03 %
63100 Insurance - Auto 625.00 0.17 % 625.00 0.29% 625.00 027 % $1,875.00 0.23%
63200 Insurance - Lisbility 2,150.00 0.57 % 2,150.00 0.99 % 2,150.00 0.94% $6,450.00 0.79 %
63300 Insurance - Bond 3,000.00 138% $3,000.00 0.37 %
63400 Insurance - Workers C... 536.33 0.14 % 53633 025% 536.33 0.23% $1,608.99 0.20 %
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Final Review — Profit & Loss

Summary of discussion points for the Profit & Loss continued:

* Net profit margin (24.52%) is higher than industry standards for the current year.
* What else do you see?

* Why is net income higher in January?

* Do you think this is a healthy business?

* Do you think they can cut 10% of their expenses? How would they go about it?

Inflow Heating and Cooling 2022

Profit and Loss
January - March, 2021

JAN 2021 FEB 2021 MAR 2021 TOTAL
‘CURRENT % OF INCOME CURRENT % OF INCOME ‘CURRENT % OF INCOME ‘CURRENT % OF INCOME
63700 Interest Expense 639.31 0.17 % 807.89 037 % 750.73 0.33% $2,197.93 0.27 %
64100 Legal & Professional Fe... 795.00 0.21 % 795.00 037 % 10,795.00 4.72% $12,385.00 151%
64200 License & Fees 1,250.00 057 % $1,250.00 0.15%
64300 Meals & Entertainmnet 0.56 % $1,269.55 0.15%
64500 Office Expense 267.55 0.07 % 422.46 0.19% 0.16% $1,047.81 0.13%
64600 Rent Expense 6,000.00 1.60% 6,000.00 276% 2.62% $18,000.00 219%
65200 Security 198.00 0.05 % 198.00 0.09 % 0.09 % $594.00 0.07 %
67100 Small Tools & Supplies 1,726.73 0.46 % 272676 1.25% 342517 1.50 % $7,878.66 0.96%
68000 Taxes Paid 4,725.00 2.07 % $4,725.00 0.58 %
68100 Telephone & Commun 809.44 0.22% 809.44 037 % 809.44 0.35% $2,428.32 0.30 %
68300 Travel 7,500.00 3.28% $7,500.00 0.91%
68400 Uniforms 275.00 0.07 % 275.00 0.13% 275.00 0.12% $825.00 0.10%
68600 Utilities 889.84 0.24 % 945.99 043 % 950.82 0.42% $2,786.65 0.34%
Total Expenses $35,028.86 9.33% $40,253.03 18.51 % $63,058.19 27.59 % $138,340.08 16.84 %
NET OPERATING INCOME $121,273.37 3231% $41,174.67 18.93 % $42,342.57 18.52% $204,790.61 2493 %
v Other Income
70000 Interest Income 7.50 0.00 % 11.25 0.01 % 15.00 0.01% $33.75 0.00 %
Total Other Income $7.50 0.00 % $11.25 0.01 % $15.00 0.01% $33.75 0.00 %
~ Other Expenses
99999 Ask My Accountant 5,180.76 1.38% 5,180.76 0.63 %
Total Other Expenses $5,180.76 1.38% $0.00 0.00% $0.00 0.00% $5,180.76 0.63 %
NET OTHER INCOME 5(5,173.26) (1.38 %) $11.25 0.01 % $15.00 0.01% $(5,147.01) (0.63 %)
NET INCOME $116,100.11 30.93 % $41,185.92 18.93 % $42,357.57 18.53 % $199,643.60 24.30%
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Final Review — Profit & Loss by Location  db

Now that we have a sense of Sales by Month, it would be helpful to know how each

location is doing in terms of income and expenses.

Let’s review the Profit & Loss by Location.
1. Create and Save a custom Profit & Loss by location report.

Date: 01/01 — 03/31 current year

Collapse Sortw Add notes Edit titles v
JDoe Inflow Heating and Cooling 2022
Profit and Loss by Location
January - March, 2021
CHULAVISTA ELCAJON SAN DIEGO TOTAL
v Income
40000 Service Income 39,600.00 47,300.00 378,275.00 $465,175.00
40100 Sales of Product Income 38,340.00 45,177.00 272,777.00 $356,294.00
Total Income $77,940.00 $92,477.00 $651,052.00 $821,469.00
~ Cost of Googs Sold
50000 Job Materials & Supplies 19,014.46 22,496.03 212,170.86 $253,681.35
50100 Job Wages 8,704.00 11,776.00 73,120.00 $93,600.00
50200 Job Payroll Taxes 21,256.56 $21,256.56
50400 Contractors 90,000.00 $90,000.00
50600 Equipment Rental 13,751.38 $13,751.38
50700 Permits 6,000.00 $6,000.00
50900 Inventory Shrinkage 4902 $49.02
Total Cost of Goods Sold $27,718.46 $34,272.03 $416,347.82 $478,338.31
GROSS PROFIT $50,221.54 $58,204.97 $§234,704.18 $343,130.69
~ Expenses
~ 60000 Payroll expenses $0.00
460100 Salaries & Wages 12,300.00 $12,300.00
60200 Payroll Tex Expense 2,793.36 $2,793.36
60300 Payroll Service Fee 293.43 $203.43
Total 60000 Payroll expenses 15,386.79 $15,386.79
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Final Review — Profit & Loss by Location  db

Let’s look at more expense categories by location. What do you see?

Inflow Heating and Cooling 2022

Profit and Loss by Location
January - March, 2021

CHULA VISTA ELCAJON SAN DIEGO TOTAL
60800 Advertizing & Promotional 15,375.00 $15,375.00
~ 61000 Auto & Truck Expenszes £0.00
61100 Auto Fuel 14,205.42 £14,205.42
61200 Auto Licenze 1,524.66 $1,524.66
61300 Auto Service 9.332.05 $9,332.05
Total 61000 Auto & Truck Expenses 25,062.13 $25,062.13
61500 Bank Fees 36.00 $36.00
61700 Merchant Service Fees 2,948.25 $2,948.2
62000 Continuing Education 3,500.00 $3,500.00
62600 Dues & Subscriptions 210.00 $210.00
63100 Insurance - Auto 1,875.00 $1,875.00
63200 Insurance - Liability 6,450.00 $6,450.00
63300 Insurance - Bond 3,000.00 $3,000.00
63400 Insurance - Workers Comp 1,608.99 $1,608.99
63700 Intersst Expense 2,197.93 $2,197.93
64100 Legal & Professional Fees 12,385.00 $12,385.00
64200 Licensze & Fees 1,250.00 $1,250.00
64300 Meals & Entertainmnet 1,269.55 $1,269.55
64500 Office Expense 1,047.81 $1,047.81
64600 Rent Expenze 18,000.00 £18,000.00
65200 Security 594.00 $594.00
67100 Small Tools & Supplies 7,878.66 $7,878.66
68000 Taxes Paid 4,725.00 $4,725.00
68100 Telephone & Communications 2,428.32 $2,428.32
68300 Travel 7,500.00 $7,500.00
68400 Uniforms 825.00 $825.00
68600 Utilities 2,786.65 $2,786.65
Total Expenses $0.00 $0.00 $138,340.08 $138,340.08
NET OPERATING INCOME $50,221.54 $58.204.97 $96,364.10 $204,790.61
~ Other Income
70000 Interest Income 33.75 $33.75
Total Other Income $0.00 $0.00 $33.75 $33.75
~ Other Expenzes
99999 Ask My Accountant 5,180.76 $5,180.76
Total Other Expenses $0.00 $0.00 $5,180.76 $5,180.76
NET OTHER INCOME $0.00 $0.00 $(5,147.01) $(5.147.01)
NET INCOME $50,221.54 $58,204.97 $91.217.09 $199,643.60
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Final Review — Profit & Loss by Class

Now that we have a sense of sales by month and location, it would be helpful to know if
restaurant sales are higher than online sales. We will review Income and Cost of Goods Sold

by Class.

Let’s review the Profit & Loss by Class. What do you see?
1. Create and Save a custom Profit & Loss by class report.

Date: 01/01 — 03/31 current year

JDoe Inflow Heating and Cooling 2022

Profit and Loee by Clase

Janusry - March, 2021

COMMERCIAL GENERAL NEW CONSTRUCTION RESIDENTIAL TOTAL
~ Income
40000 Service Income 85,300.00 336,000.00 43,875.00 $465,175.00
40100 Sales of Product Income 79,549.00 263,520.00 13,225.00 $356,294.00
Total Income $164,849.00 $0.00 $599.520.00 $57,100.00 $821,469.00
~ Cost of Goods Sold
50000 Job Materials & Supplies 39,611.82 137,593.91 76,475.62
50100 Job Wages 19,456.00 8,160.00 54,720.00 11,264.00
50200 Job Payroll Taxes 21,256.56
50400 Contractors $0,000.00
50600 Equipment Rental 13,751.38
50700 Permizs 4,000.00 2,000.00 $6,000.00
50900 Inventory Shrinkage 49.02 $49.02
Total Cost of Goods Sold $63,067.82 $29,465.58 $298,065.29 $87,739.62 $478,338.31
GROSS PROFIT $101,781.18 $(29.,465.58) $301.454.71 S (30,639.62) $343,130.69
~ Expenzes
~ 60000 Payroll expenzes
60100 Salzries & Wages 12,300.00
60200 Payroll Tax Expense 2,793.36
60300 Payroll Service Fee 29343
Total 60000 Payroll expenses 15.386.79 $15,386.79
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Final Review — Profit & Loss by Class

Notice the types of expenses listed under the Administrative class.

JDoe Inflow Heating and Cooling 2022

Profit and Loee by Clace

January - March, 2021

COMMERCIAL GENERAL NEW CONSTRUCTION RESIDENTIAL TOTAL
60800 Advertising & Promotional 15,375.00 $15,375.00
~ 61000 Auto & Truck Expenzes £0.00
61100 Auto Fuel 14,205.42 $14,205.42
61200 Auto License 1,524.66 $1,524.66
1300 Auto Service 2.332.05 $9,332.05
Total 61000 Auto & Truck Expen... 25,062.13 $25,062.13
61500 Bank Fees 36.00 $36.00
61700 Merchant Service Fees 2,948.25 $2,948.25
62000 Continuing Education 3,500.00 $3,500.00
62600 Dues & Subscriptions 210.00 $210.00
63100 Inzurance - Auto 1,875.00 $1,875.00
63200 Insurance - Liability 6,450.00 $6,450.00
63300 Insurance - Bond 3,000.00 $3,000.00
63400 Insurance - Workers Comp 1,608.99 $1,608.99
63700 Interest Expenze 2,197.93 $2,197.93
64100 Legal & Professional Fees 12,385.00 $12,385.00
64200 License & Fees 1,250.00 $1,250.00
64300 Mealz & Entertainmnet 1,269.55 $1,269.55
64500 Office Expenze 1,047.81% $1,047.81
64600 Rent Expenze 18,000.00 $18,000.00
65200 Security 594.00 $594.00
67100 Small Tools & Sup 7,878.66 $7,878.66
638000 Taxes Pai 4,725.00 $4,725.00
68100 Telephone & Communicati.. 2,428.32 $2,428.32
68300 Travel 7,500.00 $7,500.00
68400 Uniforms 825.00 $825.00
68600 Utilities 2,786.65 $2,786.65
Total Expenses $0.00 $138,340.08 $0.00 $0.00 $138,340.08
NET OPERATING INCOME $101,781.18 5(167,805.66) $301,454.71 $(30,639.62) $204,790.61
~ Other Income
70000 Interest Income 33.75 $33.75
Total Other Income 50.00 $33.75 $0.00 $0.00 $33.75
~ Other Expenses
99999 Ask My Accountant 5,180.76 $5,180.76
Total Other Expenses $0.00 $5,180.76 $0.00 $0.00 $5,180.76
NET OTHER INCOME 50.00 $(5.147.01) $0.00 $0.00 $(5,147.01)
NET INCOME $101,781.18 $(172,952.67) $301,454.71 $(30.639.62) $199.643.60
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Reports Review

Upon the completion of each section of training, we saved several reports in our favorites
group. We have provided an additional list of recommended reports from each section to

review and discuss: Use 01/01-03/31 current date range for all reports when comparing.

* Profit & Loss by Customer — Breaks down all income and expense by customer.
Recommend Josh track more expenses by job or customer to see how profitable he
is on each job.

* Sales by Class Summary — Sort by descending order. New Construction is in the
lead, Commercial is a distant second. How should they focus on marketing
strategies?

* Sales by Location Summary — Sort by descending order. San Diego shows most sales
by far.

» Sales by Customer Summary — Sort by descending order. Who would you take to
lunch?

* Sales by Product/Service Summary — Sort in descending order. You will see the top
selling items: New Construction Labor and Residential AC and Furnaces win overall.

* Open Invoices — All open invoices are due in April of the current year. This shows a
strong A/R management process.

* Estimates by Customer — Shows status of all estimates for each customer. Only one
pending for Padre View Estates. The rest are closed.

* Projects — Play around in the Projects Center to review Padre View Estates and

Seaside Estate Homes. Review the graphs and discuss income compared to costs?
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Reports Review

Unpaid Bills — Shows current except for one bill that was due 3/30. Way to stretch
the cash flow.

Expenses by Vendor Summary - Sort in descending order to top vendor expenses.
Looks like Josh may be able to negotiate with Chiller HVAC Parts House as their top
supplier.

Open Purchase Order list — One open PO #21-011.

Sales Tax Liability — Shows a $4,659.77 tax amount due for 03/01-03/31 current
year. We already paid January and February liabilities. This should match the
California Department of Tax amount due on the Balance Sheet as of 03/31 current
year.

Physical Inventory Worksheet — Shows gty on hand and re-order point for inventory
items. Looks like we have enough on hand to carry on.

Bank Reconciliation Summary — Access this report for each month you have
completed reconciliations for checking, savings and credit card accounts. (Found in
the reconciliation feature.)

Budget vs Actual — Results of this report depend on the budget you created.

Ask My Accountant — One unsolved transaction for iTunes iPads. Where should it
go?

Audit Log — Explore and practice with the filter feature.
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Final Review - Conclusion

This concludes the Inflow Heating and Cooling training.

A few final thoughts:

A business owner may overlook the fact that a correct accounting software setup is the
basis upon which a solid financial foundation is built. QuickBooks Online incorporates
accounting best practices and is a powerful platform upon which to build a successful

business.

Workflow automation is all about streamlining simple, manual, and repetitive tasks and
processes which take up valuable time and resources that could be better invested in
growth-generating projects. Automated workflows in QuickBooks Online empower growing
businesses to reduce the time and money they’d normally spend on processes, such as
sending and paying invoices, transactional customer communications, and, perhaps most

important, cash flow management.

Most important of all is access to real time data. While many business owners are
intimidated by the numbers, the most successful business owners understand the daily use
of financial reports will guide them every step of the way and provide deep insights into

what action steps are necessary to improve results.

We hope you enjoyed this experience and have gained insight into the value of accurate
financial data, automated processes and workflow best practices. There is a significant
need for business owners to understand financial reports, learn how to build and manage

cash flow and grow a healthy business. You are now a part of that process!
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Attachments

This feature allows you to drag and drop files directly into the Attachment Center, where

you can manage documents and create transactions.

Click the Gearicon. (3 ey Q. (3 &

Click Attachments under Lists.

Select the Attachment paperclip or use the drag and drop feature to import files.

Click Go to My Accountant to locate shared documents.

Attachments
< All Lists

@ Attachments  Maximum size: 20M8 / Looking for shared documents? Go to My Accountant

¢ G )

‘7‘ THUMBNAIL TYPE NAME SIZE UPLOADED LINKS NOTE

ACTION

There are no attachments

Click the drop-down arrow for Batch actions to export documents or create a batch of
invoices or expenses. Click the drop-down arrow in the Action column to edit, delete, or

create an invoice or expense for a single file. Click the Gear icon to change the way columns

and rows are displayed.

ACTION
e
Download w Columns
Size
Batch actions i
[ cd
[ ]| Beern Delete Note
Create invoice
Create invoice Rows
Create expense
150

Create expense
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Mileage

Tracking mileage is a necessary task for many business owners. You can manually track your
mileage from within the company file or use the mobile app.

Within the company file:

Click Mileage from the Left Navigation Bar -> Or add trips manually.

Mileage can be tracked for business or personal, and the history will be kept for years.

Click the Add Trip button to manually add a vehicle and record a recent trip. Click Save.

Fiscal Year 2021
¢ N
0.00

$ 0.56 PER MILE
Business Distance

You're driving towards a sizable mileage
Total Distance Potential Deduction allowance. Keep it up!
0 0

Business Usage View Vehicles
0%

Add business trip >

Trip date *

‘i 06/08/21 5 ‘

Distance (mi) *

| |
Start point

| |
End point

| |
Business purpose *

| |

Vehicle

‘ My vehicle hd ‘
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Import Data from Desktop

Business owners transitioning from the QuickBooks Desktop version to QuickBooks Online,
will be interested in this important Import feature. Learn how-to set up a new company
when converting from the Desktop version of QuickBooks Online by reviewing the

information below:

Click Gear Icon -> Import desktop data.

Click See how it works, watch the video and follow the instructions.

Bring in your QuickBooks
Desktop data

Try a new and improved way to move your data online. E .
xporting o
Update your desktop first com p an ===
1 Make sure QuickBooks Desktop is up-to-date before you > y a—
start moving. fl I es ol

Move your data online
2 After yvou start the move, sign in to QuickBooks Online and
pick a company that you want to move to.

Finish setup in QuickBooks Online
3 After upload. come back to QuickBooks Online to finish the © See howitworks (3:0%)

rest of the setup tasks. \
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Glossary of Terms

Accounts Receivable - Accounts receivable (AR) is the balance of money owed to you for
goods received or services delivered but not yet paid by customers.

Accounts Payable - Accounts payable are amounts due to vendors or suppliers for goods or
services received that you have not yet paid for.

Assets - An asset is anything of value that can be converted into cash.

Fixed Asset - A fixed asset is a long-term tangible piece of property or equipment that a
firm owns and uses in its operations to generate income. Fixed assets are not expected to
be consumed or converted into cash within a year.

Liabilities — Your company debt. What you owe.

Equity - The net worth of a company. This is the difference between what you owe
(liabilities) and what you own (assets).

Balance Sheet - A financial statement of assets, liabilities, and capital; the report details the
balance of income and expenditure over a specified period of time.

Profit & Loss - A financial statement that summarizes the revenues, costs, and expenses
incurred during a specified period, usually a fiscal quarter or year.

Statement of Cash Flow - A financial statement that provides aggregate data regarding all
cash inflows a company receives from its ongoing operations and external investment
sources.

Cash Flow Projection - A cash flow projection shows the amount of money expected to
come into a business minus money expected to go out over a determined amount of time.
Cash flow - Cash flow is the net amount of cash and cash-equivalents being transferred into

and out of a business.
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Glossary of Terms

Cost Analysis — The goal of Cost Analysis is to determine the true cost of the products or
services you are offering.

Expenses — A resource or service you spend money on in order to generate revenue
(wages, computers, etc.).

Direct Cost — A cost that can be directly tied to the production of specific goods or services.
Indirect Cost — A cost that is not directly related to a cost object (such as a specific project,
facility, function or product).

Overhead - Ongoing business expenses not directly attributed to creating a product or
service.

Breakeven - The level of production at which the costs of production equal the revenues for
a product or service.

Variable Costs - A variable cost is an expense that changes in proportion with production
output.

Fixed Costs — A cost that does not change with an increase or decrease in the amount of
goods or services produced or sold.

Inventory — Products you purchase and currently stock to resell or products in stock you

produce from raw goods to sell.
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Glossary of Terms

Revenue, Sales, Income - Revenue is the income a company generates before any expenses
are subtracted from the calculation. Sales are the proceeds a company generates from
selling goods or services to its customers. Income is a company's total earnings or profit.
Cost of Goods Sold - An account for costs directly related to producing a service or product
for sale.

Chart of Accounts - An organizational tool that provides a digestible breakdown of all the
financial transactions that a company conducted during a specific accounting period,
broken down into subcategories.

Gross Payroll vs Net Payroll - Gross payroll refers to the total amount of money the
company pays out for its employees during a pay period. Net payroll refers to the money
that employees receive from the company after it deducts the required withholdings.
Gross Profit Margin - Gross profit margin is the proportion of money left over from
revenues after accounting for the cost of goods sold (COGS).

Net Profit Margin - Net profit margin is the percentage of profit generated from revenue
after accounting for all expenses, costs, and cash flow items.

Contribution Margin — Determines how much revenue can be used to contribute to fixed
costs and profit.

Cash vs Accrual Basis — Cash basis accounts for the costs and sales where payments have
already changed hands. Accrual includes AP, and AR where services and goods have been

provided, but have not yet been paid for.
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Keyboard Shortcuts

From the Dashboard use [Ctri]+[Alt]+[?] to show Keyboard Reference while

logged into QuickBooks®

Regular Pages
Ctrl + Alt +i
Ctrl + Alt + w
Ctrl + Alt+e
Ctrl + Alt + x
Ctrl+Alt+r
Ctrl + Alt + ¢
Ctrl + Alt +v
Ctrl + Alt+a
Ctrl + Alt + |
Ctrl + Alt + h

Ctrl + Alt +f

Transaction Pages

Invoice

Check

Estimate

Expense

Receive payment
Customers
vendors

Chart of accounts
Lists

Help

Search transactions

Ctrl + Alt + x  Exit transaction view Ctrl + Alt+c Cancel

Ctrl + Alt+s Save and new

Ctrl + Alt+d Save and close

Ctrl + Alt + m Save and send (think of it as “send as message”)

Ctrl+p Print
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Debits & Credits

© 2022 Intuit Inc

Assets
Debits Credits
Increase Decrease
Normal
Balance

Equity Owner’s
Contributions

Liabilities
Debits Credits
Decrease Increase
Normal
Balance

Equity Owner’s
Distributions

Debits

Decrease

Credits

Increase

Normal
Balance

Income

Debits

Decrease

Credits

Increase

Normal
Balance

Debits Credits
Increase Decrease
Normal

Balance

Expense

Debits Credits
Increase Decrease
Normal

Balance
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Quick Accounting Review

ASSETS Liabilities Equity

(what you own—things of (what you owe others) (what your business is currently

commercial value) worth; in other words, your assets
minus liabilities)

Bank accounts ° Accounts payable . Assets left over after paying
(unpaid bills) all liabilities
Petty cash o Loans ° Owner investment
Fixed assets . Credit cards . Owner draws
(equipment,
computers, trucks,
etc.)
Inventory . Taxes . Stock

(income tax, sales
tax, payroll tax
owed to the
government, etc.)

Cash & checks on hand ° Line of credit . Retained earnings
(not yet deposited in balance
the bank)

Accounts receivable . Accrued wages As you can see, revenue
(what others owe (compensation increases equity and expenses
you that you have earned but not decrease equity.
not yet collected) yet paid to

employees)
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