
1. How to handle quickbooks vendor bills in 2022 
a. Receive bill from vendor 

b. Enter time by clicking through menu as shown below 

 
c. Enter vendor name and all info below.  Enter time on last day of the month.  include 

Name of resource under notes.  DO NOT CHECK BILLABLE 

 

  



d. Enter vendor bill.  Vendors > enter bills. Then click on Enter Time and window below 

will open.  Select start date and end date to be last day of month as shown below. 

 
The hours will automatically populate for the selected date.  MAKE SURE TO ADD 

DESCRIPTION, CHECK BILLABLE, AND ENTER JOB INFO AS CIRCLED BELOW 

 
 



e. Create invoice to customer in same fashion as above.  Vendor time will show up in the 

items tab as shown below with the description that was entered on the vendor bill. 

 
f. Now time reports can be run as shown below 

  



The report below will pop up.  Click customize report and then add Notes column.  The 

notes form the timesheet will be displayed 

 
 

  

 


