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OuickBooks Premier 
OuickBooks Premier includes everything in OuickBooks Pro, plus: 

Features 

Up to 5 Simultaneous Users 

Sales Orders/Back Orders 

Inventory Assemblies 

More Powerful Reports for Accountants 

Export Report Templates 

More Journal Entry Options 

Create Forecasts 

Business Planner Tool 

Create Purchase Orders from Estimates and Sales Orders 

Per Item Price Levels 

Units of Measure-Simple 

Improved Invoicing for Time and Expenses 
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Click Print in the Print Reports window. 
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Account Types 
The most important element when working with the Chart of Accounts is the Account 
Type. This must be correct or your financial statements will be wrong! 

Statement Type Description Example 

Bank Your bank accounts Checking and Savings 

Accounts Transactions with your 
Accounts Receivable 

Receivable customers 

Other Current Assets likely to be converted into Inventory and Short-term 
Asset cash within year Investments 

Fixed Asset 
Assets depreciated over a time Furniture & Fixtures and 
period of greater than a year Computer Equipment 

Balance 
Sheet Other Asset 

Assets that do not belong in the 
Long-term Investments 

other asset types 

Accounts 
Transactions with your vendors Accounts Payable 

Payable 

Credit Card Company credit cards American Express and VISA 

Other Current 
Liabilities to be paid within year 

Sales Taxes Payable and Payroll 
Liability Taxes 

Long Term Liabilities not to be paid within 1 Mortgage Payable and Long-term 
Liability year Bank Notes 

Equity 
Owners' share of assets after Retained Earnings and Common 
liabilities paid Stock 

Income 
Various sources of your 

Service Income and Sales 
company's revenue 

Cost of Goods 
Tracks the cost of product sold Materials and Cost of Sales 

Sold 

Profit & 
Operating expenses other than Loss Expense Office Supplies and Rent 
Cost of Goods Sold 

Other Income Non-operating income Interest Income 

Other Expense Non-operating expense Interest Expense 
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Item Types 
When adding an item, the key element is the Type. OuickBooks is very restrictive 
when allowing changes in the type. Therefore, it is critical they are set up correctly. 

Item Type Description Use If You-

Service Services provided to or from others Buy or sell services 

Inventory Part Inventory you purchase, track as 
inventory, and then sell 

Track quantities, value, and 
number on order of inventory 

Materials or parts for which you do Do not track the quantity of 
not track quantities inventory 

Non-inventory Materials or parts you buy but do not Purchase items that are not sold Part sell 

Materials or parts you sell but do not 
buy 

Sell items that are not purchased 

Inventory items you assemble from 
lnventorr- other inventory, non-inventory, Assemble finished goods from 
Assemb y inventory assembly, other charge, components 

and service items and then sell 

Other Charge Miscellaneous charges Show freitt, handling, or 
delivery c arges on PO or invoice 

Subtotal Used to calculate subtotals Show subtotal on invoice or PO 

Group 
Allows fast entry of a group of Often sell or buy the same group 
individual items of items 

Discount Calculates an amount to be Give or receive discounts off the 
subtracted from a total or subtotal sales price 

Payment 
Shows payment received on an Pay funds before preparing 
invoice invoice 

Sales Tax Item Calculates a single sales tax Charge customers for sales taxes 

Calculates two or more sales taxes Charge customers for a 
Sales Tax Group grouped together on the same sale combination of sales tax rates as 

one line item on invoice 
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Customers and Jobs 
l!l Home - D x 

VENDORS COMPANY 

; ~ ~ iil ~· 
Purchase Receive Enter Bills Manage Chart of Inventory 

Orders Inventory Against Sales Accounts Activities 
Inventory Tax 

~ 

~ ~ Items & Intuit 
Enter Bills Pay Bills Services Loan Finder 

CUSTOMERS CZJ til 
~ Web and Calendar 
- Mobile Apps 

Create Sales 

Accept 
Receipts 

BANKING 
Credit Cards 

I • Create Receive Record Reconcile 
Invoices Payments Deposits 

[iiJ ~ ~ ~ 
Statement Finance Statements Refunds 

Write Check 
Charges Charges & Credits 

Checks Register 

The Customer Center stores information about your customers and the jobs you 
perform for them. 

:J Customer Center Alamo Foundatton _ Cl 

clJ New Customer & Job .....- ~ New Iransactions .....- S E:rint ....- ~ E~cel ....- ~ Word ....- fiil Income Tracker 

Customers & Jobs~ 

Active Customers 

p 

NAME ' BALANCE TOTAL ' ATIACH 

Alamo Foundalron 16 295 00 ... 
I • Amy G's CideJWorks 0.00 

• Auldridge Windows 53,472.00 

• Building 101 0.00 

oUnit 1 0.00 

• Tenant- Smith 0.00 

oUnit2 000 

• Tenant- Jones 0.00 

• Building 201 0.00 

oUnit 1 0.00 

o Tenant- Johnson 0.00 

o Columbia Management 49.95 

•Seattle School 0.00 

oSpokane Civic Center 0.00 

• Crandall Contractors 27,320.34 

oCheyenne 1 27,320.34 

oCheyenne 3 0.00 

o Dallas Hardware and Tools 14,091 .18 

o Dittrich Motors 0.00 

o Donna Believyu 

------------------------------------------------------1 
Customer Information ~ NOTE 

Company Name Alamo Foundation 

Full Name Thomas A Ruvaldt 

Transactions 

Terms Net 30 

B1ll To Alamo Foundation 
Thomas A Ruvaldt 
9383 Amy Ave. Apt. G 
San Antonio, TX 78232 

Map I Directions 

Contacts To Qo's 

SHOW All Trans._ . .,... FILTER BY All 

TYPE 

Sales Receipt 

Invoice 

Invoice 

'NUM 

35 

37 

Main Phone 

Work Phone 

Mobile 

MamEmall 

Website 

Note~ 

DATE 

03101/2023 

01101 /2023 

01101 /2023 

Manage Transactions Run Reports 

210-888-1051 

210-888-1051 
REPORTS FOR THIS CUSTOME 

210-888-1051 

alamofoundatlon@g .. QuickReport 

www _alamofoundati Open Balance 

Show Estimates 

Customer Snapshot 

Sent Email 

All 

; ACCOUNT ' AMOUNT 

Undeposited Funds 

Accounts Receivable 

Accounts Receivable 

499.95 

1,295.00 

15,000.00 
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Use the steps to customize forms you learn later to add the Payments/Credits field to your invoice. You 

can also change the title of Payments/Credits to “Down Payment.
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*Only income shows after invoicing. Costs show after paying employees as you learn in the next chapter. 
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Audit Trail 
An important part of accounting is tracking which transactions have been added, 
changed, or deleted during a time period ... and by whom. OuickBooks provides this 
information through the Audit Trail report. 

Review an Audit Trail Report 

Select Reports: Accountant & Taxes: Audit Trail from the menu. 

Audit Trail w/Change 

El Audtt Tratl _ 1:1 X 

Customize Report Comment on Report Share Template Memori~e Prin~ T E-mail T EKcel ...- Hide He,2der Refre~h 

Qate Entered!Last Modified Today ~ From 0410112023 Ill To 04101 12023 Ill 

Show Filters 

Buildem, Inc. 
04101123 Audit Trail 

Entered/Last Modified April 1, 2023 

Num Entered/Last Modified Last modified by State Date Name Memo Account Split Amount 

Transactions entered or modified by David (Admin) ... 
Invoice 33 

I ~ 33 04/01 /2023 10:02:05 David (Admin~ Latest 04/01/2023 Smith Hardware Accounts Receiva ... -SPLIT- 100.00 . 

Smith Hardware Deluxe Con ... Parts Sales Accounts Re ... {100.00) 

State Of Texas Sales Tax R ... Sales Tax Payable Accounts Re ... 0.00 

33 04/01 /2023 09:58:56 Robin Banks Prior 04/01/2023 Smith Hardware Accounts Receiva ... -SPLIT- 53.85 

Smith Hardware Deluxe Con ... Parts Sales Accounts Re ... (49 .75) 

State Of Texas Sales Tax R ... Sales Tax Payable Accounts Re ... (4.10) 

Transactions entered or modified by Robin Banks 

Invoice 33 

33 04/01 /2023 10:02:05 David (Admin) Latest 04/01/2023 Smith Hardware Accounts Receiva ... -SPLIT- 100.00 

Smith Hardware Deluxe Con ... Parts Sales Accounts Re ... {100.00} 

State Of Texas Sales Tax R ... Sales Tax Payable Accounts Re ... 0.00 

33 04/01 /2023 09:58:56 Robin Banks Prior 04/01/2023 Smith Hardware Accounts Receiva . -SPLIT- 5385 

Audit Trail w/Deletion 

El Audtt Tratl _ 1:1 X 

Customize Report Comment on Report Share Template Memori~e Print T E-mail T Excel ~ Hide He~der Refre~h 

Qate Entered!Last Modified Today ~ From 0410112023 • To 0410112023 • 
Show Filters 

Buildem, Inc. 
04/01/23 Audit Trail 

Entered/Last Modified April 1, 2023 

Num Entered/Last Modified last modified by State Date Name Memo Account Split Amount 

Transactions entered or modified by David (Admin) ... 
Invoice 33 I ~ 33 04/01/2023 10:06:24 David {Admin) Deleted ~ 0.00 . 

33 04/01/2023 10:02:05 David (Admin) Prior 04/01/2023 Smith Hardware Accounts Receiva ... -SPLIT- 100.00 

Smith Hardware Deluxe Con ... Parts Sales Accounts Re ... (100.00} 

State Of Texas Sales Tax R ... Sales Tax Payable Accounts Re ... 0.00 

33 04/01/2023 09:58 56 Robin Banks Prior 04/01/2023 Smith Hardware Accounts Receiva -SPLIT- 5385 

Smith Hardware Deluxe Con ... Parts Sales Accounts Re ... (49.75) 

State Of Texas Sales Tax R. .. Sales Tax Payable Accounts Re ... (4.10) 

Transactions entered or modified by Robin Banks 

Invoice 33 

33 04/01/2023 10:06:24 David {Admin) Deleted 0.00 

33 04/01/2023 10:02:05 David (Admin) Prior 04/01/2023 Smith Hardware Accounts Receiva ... -SPLIT- 100.00 
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Updating OuickBooks 

Versions 
A new version of OuickBooks is released approximately every year. A new version 
adds new features and improvements. Intuit charges a fee for the purchase of a new 
version. Contact Intuit for current prices. 

After the new version is installed, OuickBooks asks you whether your data file should 
be updated to the new version. By typing "YES", OuickBooks automatically updates 
your file to the new version. Once the file is updated, you can no longer open the 
data file in the previous version. 

Maintenance Releases 
Intuit occasionally creates maintenance releases for an existing version of 
OuickBooks. A maintenance release usually corrects problems in OuickBooks not 
discovered until after distribution of a new version. Also, Intuit might add features that 
were not available at the time the version was distributed. Intuit does not charge a fee 
for maintenance releases. 

To determine the current version and release of OuickBooks, display the Product 
Information window. 

Display the Product Information Window 

Press the F2 key or hold down the Ctrl key and press 1 on the keyboard. 

Product lnforrnatron X 

Product QuickBooks Premier 2019 (viaAE) Release R3P 

License number 4167-4607-3425-394 ACTIVATED 
Product number 355-957 R3_86 
User Licenses 
Installed N/A 

USAGE INFORMATION 

Date First Used 07/30/2015 Number of Uses 63 
AuditTrail Enabled since 01 /30/2014 08:33:26 

FILE INFORMATION 

Location C:IUsers\Publlc\Documents~nturtiQuickBooks\Sample Company 
Files\QuickBooks 2019\Day 2- Chapters 7 to 12- 2023.qbw 

File Size 
Page Size 
Total Transactions 

Total Targets 
Total Links 

Dictionary Entries 
DB File Fragments 

Schema version 
Server Port 

Server IP 

Versions Used on File 
16468 K V24.0D R3 01/29/2014 
4~i~ V25.0D R4 01 /3112014 

630 V26.0D R110/12/2015 

54 V27.0D R3 10/18/2016 

0 V27.0D R4 04/01 /2015 
2 V28.0D R3 12/06/2017 

125.5 
0 

V29.0D R1 10/14/2018 

192.168.1.120 

Server Name QB_data_engine_29 

#of Users Logged In 1 

Current Cache Size 513 

Max Cache Size 1024 

Getting Maintenance Releases 

... 

I 

SERVICES INFORMATION 
AuthiD 

Company Realm ID null 

Online Billing Token 

Shopping Source Token 

INTEGRATED APPLICATION INFORMATION 

#of apps 
Las1 accessed 

CONDENSE INFORMATION 

Last run 
Las1 as of date 
Last payroll deleted 
Las1 inventory deleted 

List Information 

Total Accounts: 81 

Total Names: 57 

Customers: 28 

Vendors: 25 

Employees: 4 

Free Memory 

None 
None 
None 
None 

4194303 K 

... 
I 

,. 

You should download the current maintenance release for your OuickBooks version. 
The update must be installed on every computer that will run OuickBooks in a multi­
user system. Updates can be shared with other users in a multi-user environment. 
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Incorporate Accountant's Changes 
If you use the Accountant's Copy, you can import your accountant's changes into your 
OuickBooks data file. 

If you are not using the Accountant's Copy, there are several ways your accountant's 
changes can be incorporated into OuickBooks. For example, your accountant might 
send you a list of year-end journal entries and ask you to enter them into OuickBooks. 
Or, your accountant might travel to your office to enter year-end journal entries. 

Consult with your accountant to determine the most efficient way of entering their 
changes in OuickBooks. 

Import Accountant's Changes 

Select File:Send Company File:Accountant's Copy: Import Accountant's Changes 
from File. 

Qpen or Restore Company ... 

Open _Erevious Company 

Open Secong Company 

!l_ack Up Company 

Create Copy ... 

.[;_lose Company/Logoff 

SY!itch to Multi-user Mode 

!J.Iililies 

Set Up Intuit Sync Manager 

Send Company FJie 

Pri .... _ 

Save as PDF 

PrintEorms 

Printer §etup .. . 

Send Forms .. . 

Shipping 

Update Web Services 

Toggle to Another Edition ... 

Ctr+P 

~it Alt+F4 
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