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Introduction

Welcome to Mastering QuickBooks Level 2. The focus of this training is using
QuickBooks to its fullest potential, and getting what you need from QuickBooks.

Goals/Learning Objectives

1. Learn the advanced features and capabilities of QuickBooks (including those
features that advanced users use most)

2. Discover solutions to errors (that are difficult to find using available help)

3. Apply workarounds to handle tricky transactions

4. Learn tricks and tips to get the most from QuickBooks

5. Gain insight into QuickBooks functionality to avoid unexpected results

6. Learn how best to set up QuickBooks for your company

7. Learn advanced reporting techniques to access the information you need

About Intuit

Intuit Inc. is a leading provider of business and financial management solutions for
small businesses, consumers and accounting professionals. Its flagship products and
services, including QuickBooks®, Quicken” and TurboTax" software, simplify small
business management and payroll processing, personal finance, and tax preparation
and filing. ProSeries” and Lacerte” are Intuit's leading tax preparation software suites
for professional accountants. For more information, visit www.intuit.com on the
internet.

About Real World Training

Real World Training was founded in 1992 by David J. O'Brien, CPA. Initially the
company provided one-on-one accounting software training to small businesses. In
1994, the company began focusing exclusively on QuickBooks and began offering
training courses on the program. In 1996, Real World Training developed the
Mastering QuickBooks seminar. Since that time, Real World Training has taught over
1,000,000 students how to master QuickBooks for their business. For more
information on Real World Training or to see seminar schedules online, visit
www.quickbookstraining.com on the internet.
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Intuit Resources

The QuickBooks website is located at quickbooks.intuit.com. This website has
resources to help you better use QuickBooks. You will find information on Intuit’s
technical support options. You can find Certified ProAdvisors in your area, or learn
how to become a Certified ProAdvisor.

The website offers other Intuit products and services that integrate with QuickBooks.
You can find information on merchant credit card accounts, payroll services, checks
and forms, and other products/services.

The website also includes various small business resources. This includes links to
other websites of particular interest to the QuickBooks user.

Intuit Business Services

Intuit has formed strategic partnerships with other companies to offer you helpful
resources for running your business. This helps you take advantage of emerging
technologies usually reserved for larger companies.

Select Help:Add QuickBooks Services from the menu.

QuickBooks Products and Semvices

Customize QuickBooks for Your Business

Add these recommended services

QuickBooks offers many services that help you manage your business more efficiently. Based on
the information you provided, QuickBooks recommends the following optional integrated services.

+ Intuit Checks
Keep better records by printing computer checks from QuickBooks. Learn Mare

+ QuickBooks Financing
Get the money you need to grow your business. Learn More

« Intuit App Center
Get web & mobile apps that work seamlessly with QuickBooks. Learn More

Intuit products and services are optional and may require internet access, sign-up
and/or application approval, and other service fees, terms and conditions.
Occasionally, Intuit may decide to update their selection and change certain product
and service offerings. See quickbooks.intuit.com for the latest information,
including pricing and availability, of QuickBooks products and services.
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Locate a Certified QuickBooks ProAdvisor®"

Certified QuickBooks ProAdvisors are accounting professionals and computer
consultants who work with small businesses using QuickBooks. They offer guidance
on anything from installing QuickBooks to more advanced features such as
customizing the program. Use a QuickBooks ProAdvisor to solve your toughest
QuickBooks problems.

1 Select Help:Find A Local QuickBooks Expert from the menu.
2. Enter appropriate search information.
3 Click Search.

file Ect View Lsts Company Customers Vendors Employees Bankng Regos \Window Help Special Offers

Find an Accountant. QuickBuoks ProAdvisor

b quickbooks

Business is better with a
ProAdvisor.

A ProAdvisor is a QuickBooks-certified L' QuickBooks Sctup & Consulration
independent accounting pro who can provide

strategic msights to drive small business

2
5
2
=
e
@
>
H

success.

Find an accountant or bookkeeper who loves
your business as much as you do.

We think of Jay Itke 2 partaer. be s invested in o success My role 15 te creste clanty to belp them make better decisions for

Nichole Schoener & Franmie Wilson Jay Holmes
Co ovvmers. Papene and Pen
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Editions of QuickBooks

There are several editions of QuickBooks: QuickBooks Online, QuickBooks for Mac,
QuickBooks Pro, QuickBooks Premier, and QuickBooks Enterprise Solutions.

Each edition includes basic features such as check writing, paying bills, entering sales
and making deposits, and additional features and capabilities to support your
growing business.

As an additional benefit, QuickBooks Pro, Premier, and Enterprise Solutions share a
common look and feel. QuickBooks Premier and QuickBooks Enterprise Solutions are
also available in industry-specific editions.

Your most important decision is whether to use online software or desktop software.

QuickBooks Editions

QuickBooks Online

QuickBooks for Mac

QuickBooks Pro

QuickBooks Premier

QuickBooks Enterprise Solutions

Industry-Specific Editions
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What QuickBooks Doesn’t Do

QuickBooks might not be the best solution for some situations. These include the

following:

1. Businesses with transaction levels too high for QuickBooks.

2. Companies that require more than five users simultaneously accessing

company data files. QuickBooks Enterprise Solutions allows up to 30 concurrent

users.

3. Businesses that need lists larger than the limits shown in the following table.

Enterprise

List Name Pro & Premier Only
Customers & Jobs 14,500 Unlimited*
Vendors 14,500 Unlimited*
Employees 14,500 Unlimited*
Other Names List 14,500 Unlimited*
Chart of accounts 10,000 100,000
[tems-including inventory items 14,500 Unlimited*
Sales reps 10,000 10,000
Price levels 100 100
Sales tax codes 10,000 10,000
Job types 10,000 10,000
Vendor types 10,000 100,000
Customer types 10,000 100,000
Payroll items 10,000 10,000
Classes 10,000 100,000
A/R terms & A/P terms (added together) 10,000 29,000
Payment methods 10,000 10,000
Shipping methods 10,000 10,000
Customer messages 10,000 100,000
Todo's 10,000 100,000
Memorized transactions 14,500 50,000
Memorized reports 14,500 29,000

4. *Performance testing was conducted at 100,000 list entries. You may see

performance degradation as you add more than 100,000 items, customers or

vendors.
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Should | Start Over?

You may want to start a new file if your current file is too large, or if there are too
many errors in the file. Starting over allows you to correct past mistakes, and set the
file up correctly based on a better understanding of QuickBooks. Before you start
over, here are some questions to consider:

1. Would fixing your current file be better than starting a new file?

2. How much time can you invest in setting up your file correctly?

3. Would starting over provide additional information you would use?

4. Can you wait until the end of the current financial period to start over?

(This is the best time to start over)

Remove All Transactions from a Company File

What if you already use QuickBooks and wish to start over? QuickBooks has a feature
that makes this easier. The feature removes all transactions from an existing file. This
option leaves lists, preferences, and service subscriptions in the file. However, all
balances are removed. You must enter opening balances for accounts, customers,
vendors, and inventory. Removing transactions is not allowed if payroll transactions
exist in the current year. QuickBooks creates an archive copy of your data file before
removing the transactions. Open this archive file if you need to access any of the
removed transactions.

Select File:Utilities:Condense Data from the menu.

Click Yes in the Budget Data May Be Affected window (if applicable).

Click the All transactions button.

Click the Next button.

Click Yes in the Condense Data window.

Click the Begin Cleanup button.

SR

Condensa Dala

What transactions do you want to remove? Help me choose
O Transaclions before a spacilic dale

Remove fransactions before

# Jllransactions,
- QuckBooks vl keop 1515 and proforonces

Ty Lo T a T
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Setup Order

Follow the correct order to ensure the new file is set up correctly.

1. Start Setup/Advanced Setup/From an existing company file

Use one of these tools to create your company file. Enter company information,
customize QuickBooks for your business, set up your chart of accounts, and password
protect your company file.

2. Complete & Modify Lists
This could include importing lists from your old file. This is covered in

3.
4. Chapter 13.

5. Enter Opening Balances
Enter bank account balances through the EasyStep Interview. There are multiple ways
to enter the rest of your opening balances. These are discussed later in the chapter.

6. Payroll Setup

7. Enter History
Enter transactions that have occurred from the start date to the current date.

8. Check Setup

9. Customize the File

10.  Customize Home Page
11.  Set Preferences

12.  Add Custom Fields
13.  Customize Forms

Suggestions for New Start

The ideal start date is the beginning of a financial year. If this is not realistic, the
beginning of a financial period (such as a month or quarter) is the next best option.
Ideally, you should have an accurate balance sheet dated on the previous day.

Proper planning eases the transition to a new QuickBooks file. When starting a new
file, follow these recommendations.

1. Gather necessary information

2. If you import lists, delete unnecessary entries in the new file

3. Practice with QuickBooks by entering transaction history (entering history is
covered later in this chapter).

4, If possible, enter transactions in your new file AND your old file (or other

accounting system) to ensure data is being entered correctly (i.e. run parallel systems)

5. If you don’t have an accounting background, consider hiring an accounting
professional or consultant.

Starting a New File

Setup Issues: Chapter 2 Page 9



It is important to have a number of items ready before you set up a new QuickBooks
company file. Your accountant can provide valuable assistance in gathering this
information.

Company information

QuickBooks needs basic information such as company name, address, and tax IDs.

Bank account balances

Look at recent bank statements and in company checkbooks for the current balances.

Sales taxes due

If your business collects sales taxes, you need to know how much sales taxes were
due as of the start date. After the start date, QuickBooks calculates the sales tax for
you.

Inventory quantities and value

QuickBooks needs starting information for inventory such as quantities on hand and
value.

How much customers owe you

You should know how much each customer owes you.

How much you owe vendors

A vendor is someone from whom you purchase goods or services. You should know
how much you owe each vendor.

Chart of accounts
If you have a current chart of accounts, you will need this for the set up process.

An accountant can provide valuable assistance during the setup process.

Page 10 Mastering QuickBooks Level 2



Create Company File

QuickBooks makes it easy to create your QuickBooks company file. Just answer some
basic questions about your business to get started.

1. Select File:New Company from the menu.
2. Click the Start Setup button.
3. Enter appropriate information into the windows displayed by QuickBooks.

QuickBooks Deskiop Setup

Let's set up your business! @

Answer some basic questions and we'll do the rest
You can always make changes later.

Complete Your Setup

After the Advanced Setup, use QuickBooks Setup to set up your customers, vendors,
employees, items, and bank accounts.

1. When you finish the Advanced Setup, QuickBooks opens the QuickBooks
Setup window.

2. Click the Add button to enter customers, vendors, employees, items, and bank
accounts.

3. Click Start Working to begin using QuickBooks.

Setup Issues: Chapter 2 Page 11



QuickBooks Setup

Add the People You Do Business With

Get all the details into QuickBooks Desktop

Add the people you do business with

Why do this? Import or enter your contacts =0 you can bill your customers, pay.
Your vendors, and track your empioyees. Bkse bow & ks

Add the products and services you sell

Youve added 80 senvices

Add your bank accounts

Why do this? 5o you can track deposts, payments and how much money you

have. Do warry we won't connect to your bank. Skssa how verke

No data to enter right now? No problem. You can always add it later.

Add More

Start Working

f'g Add the people you do business with

Choose how
to add

Select who Review and

to add

We found these contacts in your email. Tell us which ones you want to add by marking them as a customer, vendor,
or employee. Skip those you don't want to add. How does this work?

Skip Customer Vendor
Seectall Skl Selectall

@ o|0/0o000 000
oooleCcoe®00e®
ooeoloe oo eo

Employee 'Name Company Name ' First Name
Seectal

©  Dinamani Designs, Inc. Dinamani Designs, | Vidya
@] Lucy Beard Lucy
(0] O'Brien Landscaping  O'Brien Landscapin: Bridget
@] Zachery Moneypenny Zachery
@] Duncan's Doors & Wind Duncan's Doors & \| Dave
@ Chu's Shoes. Chu's Shoes. Sandy
(@] Mark Hoveard Mark
(@] Brooks Bell Brooks
@ Ekaterina Razina Ekaterina
©  Horton's Hammers & Ne Horton's Hammers | Jane

Last Name

Dinamani
Beard
©'Brien
Moneypenny
Duncan

chu

Howard

Bell

Razina

Horton

Email

Phone

415-555-2351

415-555-6579

415-555-8669

415-555-2253

415-555-7262

650-555-3422

650-555-2342

415-555-5239

415-555-3262

415-555-6636

finish

‘Alt Phone

9 contaces slectea

Add the Products and Services You Sell

Garage Install

& Add the products and services you sell

Enter your services below. You can save time by pasting from Excel. Don't worry about getting everything perfectly, we’ll let you know if you need to fix anything.
How does this work?

Install Garage Door

Choose a
type

Select what
to add

425.99

Page 12
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Add Your Bank Accounts

QuickBooks Setup

{a¥ Add your bank accounts o S

accounts options

You can add as many bank accounts as you'd like. The only required info is the account name. We won't actually connect to your bank, we'll just create a register so you
can track income and expenses.

‘Account name ‘Account number Opening balance Opening balance date
Checking 1111-2222-3333 10,000.00 12/31/2014

T

Advanced Setup

The Advanced Setup walks you through the process of setting up a QuickBooks
company. The tool simplifies the process of making important start-up decisions and

customizing various elements of QuickBooks for your business.
1. Select File:New Company from the menu.

2. Click the Other Options drop-down list and select Advanced Setup.

3. Enter appropriate information on each window of the interview.

Get Started

Let’s set up your business! @

Answer some basic questions and we’'ll do the rest.

You can ahvays make changes later.

Other Oplions ¥ Open or convert existing files from CuickBooks or other software or set
sle———behalf o else

Open Existing File
Convert Quicken Data
Convert Other Accounting Software Data

Setup Issues: Chapter 2
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Enter Company Information

EasyStep Interview

Tiead help setting up?
Find A Local

* QuickBonks Fxpert

(fees may apply)

wvtt

Enter your company information

QuickBeoks uses this information e your tax forms and forms you use 1o communicate with your customers
and vendors

Company name

Buiidem, inc.

Legal name
5. Unless Wiz will ot 3
k) 751234567
r Fecersl Employer e (EM) o

Streetaddress 4531 BJ Freeway, 4100
Cly Dallas Sale gx + TP 75y
Country us. ==
Phone Fax qarer 111

tormat you woud He diplaved on yo
E-mail address

kelssy@buldem com
Websile wawbuidem.com
G 1 v tif | have more than one
Leave... < Back

Select Your Industry

EasyStep Interview

Heed hedp setting up?
Find Al ocal
¢ QuickBooks Expert
(fees may apply)

ik

¢ Get ans

Select your industry
Tell us your industry and we'l customize QuickBooks fo work best for you

You will be able Lo review our recommendations and change them in this interview. And, you can always change
each of these settings later. Expan
Don'l see your industey? Choose an industry thalss similar (o yours. Examnples

Select an industry from the it

Accounting or Bookkeeping B
Advertising of Public Relations '
Agnculture, Ranching, of Farming

Art, Writing, or Photography

Automotive Sales of Repair

Church or Religious Organization

Construction General Contractor

Constructon Trades (Pumber, Electnaian, HVAC, etc.)
Design, Architecture, or Engineening

Financial Senvices other than Accounting or Bookkeeping

How does € ooks use my industry selection?

Leave.. < Back

Page 14
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Enter Opening Balances

You must enter opening balances if you want accurate financial statements. You can
enter most opening balances with a journal entry. However, several accounts require
special attention. These accounts are shown in this section.

General Journal Entry

Use a Journal Entry to enter most opening balances. Use Opening Balance Equity to
“balance” this entry. You adjust Opening Balance Equity later in this chapter.

Make General Journal Entries

s
o
>

Main Reports.

& P ﬁ E g@ Create a Copy # g @

Find New Save Delete QMemofize Reverse Print Attach
&2 File

pare 1203172022 @ ENTRY NO

ACCOUNT DEBIT CREDIT MEMO NAME BILLA
Employee Loan 2,500.00

Vehicles 24,448.00

Sales Tax Payable 350.00

Loan Payable 14,000.00

Vehicle Loan 11,000.00

Opening Bal Equity 1,598.00

Totals 26,948.00 26,948.00

‘ S‘ﬁra & Close Clear

Bank Accounts

During QuickBooks Setup, QuickBooks asks for the last bank statement balance. It
does not ask for the book balance on the balance sheet. Convert the bank’s balance
to the book balance by entering the outstanding transactions into the checking
account. Entering outstanding bank transactions is also necessary for your first bank
reconciliation. However, do not use the original expense or income accounts used in
those transactions. Use the Opening Balance Equity account instead.

= QuickBooks Setup x

Enter Choose

!ig Add your bank accounts accounts

You can add as many bank accounts as you'd like. The only required info is the account name. We won't actually connect to your bank, we'll just create a register so you
can track income and expenses.

Account number Opening balance Opening balance date

1111-2222-3333 10,000.00 12/31/2014

Setup Issues: Chapter 2 Page 15



Account Register (Enter Outstanding Transactions)

= Checking

$ Goto.. | & Print.. | & Edit Transaction B QuickReport &) Setup Bank Feeds
DATE NUMBER PAYEE PAYMENT - DEPOSIT BALANCE
TYPE ACCOUNT MEMO
12/09/2022 445 2,000.00 -2.000.00
CHK Opening Bal Equity uncleared at start date
12/13/2022 446 800.00 -2.800.00
CHK Opening Bal Equity uncleared at start date
12/25/2022 500.00 -2,300.00
TRANSFR Opening Bal Equity uncleared at start date
12/26/2022 v 5,000.00 2,700.00
DEP Opening Bal Equity Account Opening Balance
Bl Number |Payee ~ |Payment Deposit
Account ~ | Memo
Seiits ENDING BALANCE 2,700.00
1-Line
Sortby  Date, Type, Number/Ref BEER Restore

Accounts Receivable

There are 2 ways to enter beginning Accounts Receivable using forms. The
appropriate method depends upon your requirements.

1. Enter A/R without Invoice Detail

Create an item linked to Opening Balance Equity. QuickBooks uses this account as
the offset for each beginning balance entry. Build the Accounts Receivable detail by
entering each outstanding invoice with the original date. Enter the invoice balance
Balance Equity. This enters the detail for Accounts

using the item linked to Openin

Receivable without entering each invoice’s detail.

= Create Invoices
Main Formatting Send/Ship Reports
«%» B B X CreateaCopy (@ & &= Y Pntiaer
Find New Save Delete @BMemorize  MarkAs | Print Email [ | Emaillater  Attach
M % Pending 2 = ile

CUSTOMER:J... [fbella Incorporated]ig | Si= 1 b= Intuit Service... ¥
I = DATE BILLTO
NVOICE seetistoy 12/11/2022 B |sabella Rosa
PAST DUE INVOICE # 212 Toopretty Street

7 Dallas, TX 78776

B Add Time/costs
&8 Apply Credits

P.O.NO TERMS
TE QUAN SCRIPTION \MOUNT
Opening Balance Beginning balance for customer 2,500.00 2,500.00 |~
e YYour customer can't pay this invoice online
Turn L 2,500.00
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
= BALANCE DUE 2,500.00
MEMO Save & Close m Revert

2 Create a Batch

Receive B8 Refund/Credit
Payments

Customer [RIELEETI]]

SUMMARY L4
Phone 214-782-0485
Email bella@iwillbreakhearts.com
Preferred delivery method None
Open balance 5,000.00
Active estimates 0
Sales Orders to be invoiced 0
CUSTOMER PAYMENT (4
Your customer can not pay online
Edit customer preferences
RECENT TRANSACTION &
12/30/22 Invoice 500.00
12/29/22 Invoice 2,000.00
¢

NOTES

Page 16
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2. Enter A/R with Invoice Detail

Build the Accounts Receivable detail by entering each outstanding invoice using
the original date. Use items that are linked to the appropriate income accounts.
Because the invoices will likely be dated in the prior year, the activity is included in
beginning Retained Earnings. This enters the detail for Accounts Receivable and

the individual invoice's detail.

Use this method if you are on the cash basis of accounting. The income is not
recognized until the money is received. Therefore, enter the invoices using the
appropriate items so the proper accounts are affected when payment is received.

-0 x

= Create Invoices

Main

L d

Find New

Formatting Send/Ship Reports

BB = B cracacoy @ = 1] B Add Time/Costs

Save Delete ﬁmemorrze Mark As Print  Email Email Later Attach | B Apply Credits

Pending 2 File
[elli=yre]7 = M Isabella Incorpor... ~ Rz 1= gl Intuit Service... ~

DATE BILLTO
12/11/2022  E| |Isabella Rosa

y N 212 Toopretty Street
‘; DICE# Dallas, TX 78776

= v | Print Later

Invoice

PO. NO. TERNS

ITEM QUANT. DESCRIPTION

&

HoA

El;u Create a Balch

Receive B Retuna/Creait

Payments

RATE AMOUNT

General Service ~ 25 Senvices provided by the hour I

e “Your customer can't pay this invoice online
Turn on ToTaL
CUSTOMER MESSAGE PAYMENTS APPLIED
BALANCE DUE

MEMO Save & Close

‘ Save & New ‘

9000 ~ 225.00

225.00
0.00
225.00

Clear

Transaction

Customer

SUMMARY ¢

Phone 214-782-0485
Email bella@iwillbreakhearts.com
Preferred delivery method None
Open balance 5,000.00
Active estimates 0
Sales Orders to be invoiced 0

CUSTOMER PAYMENT ¢

Your customer can not pay online
Edit customer preferences

B

500.00
2,000.00

¢

RECENT TRANSACTION

12/30/22 Invoice
12/29/22 Invoice

NOTES

Accounts Payable

There are 2 ways to enter beginning Accounts Payable using forms. The appropriate

method depends on your requirements.

1. Build the Accounts Payable detail by entering each outstanding bill using the
original date. Use Opening Balance Equity as the expense account.
2. Build the Accounts Payable detail by entering each outstanding bill using the
original date. Use appropriate accounts, or items linked to the appropriate
accounts. Because the bills will likely be dated in the prior year, the activity is

included in beginning Retained Earnings.

3. Use this method if you are on the cash basis of accounting. The expense is not
recognized until the bill is paid. Therefore, enter the bills using the appropriate
items or accounts so QuickBooks affects the correct accounts when you pay the

bills.

Setup Issues: Chapter 2
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Credit Cards

Credit card account balances cannot be entered during QuickBooks Setup. Instead,
enter your credit card opening balance using the account register or a journal entry
which you learned earlier. Use the credit card statement balance as the opening
balance. However, this creates the same reconciliation issue explained in the bank
account section. The solution is the same. Enter the outstanding credit card charges
and payments using the Opening Balance Equity account.

= Visa ==
€ Go to.. \ & Print... \ B Edit Transaction B2 QuickReport  Setup Bank Feeds
E RE PAYEE & PAYMENT

12/26/2022 2,000.00 v 2,000.00
cC Opening Bal Equity Account Opening Balance

12/28/2022 Restaurant k 87.00 2,087.00
CcC Opening Bal Equity Last Year Charge

12/29/2022 Visa 2,000.00 87.00
CC CRED Opening Bal Equity Last Year Payment

4/01/2023 1 MR Pay v rge Payment

Account ¥ | Memo
Splits ENDING BALANCE 87.00
1-Line
Sortby  Date, Type, Number/Ref ~ ~ | Record | Restore

Equity Accounts

Equity is the last opening balance you should enter. Enter Equity balances with a
journal entry. This journal entry should also transfer the Opening Balance Equity
balance to the appropriate equity accounts.

= Make General Journal Entries = Jmmfed
Main = Reports HoA
& P s E g@ Create a Copy @ g @
Find New Save Delete themorize Reverse Print Attach
Y File
pate | 12/31/2022 E ENTRY NO.
Opening Bal Equity 14,011.00 Classify beginning equity
Additional Paid in Capital 5,000.00 Classify beginning equity
Capital Stock 2,750.00 Classify beginning equity
IRetained Earnings v 6,261.00 Classify beginning equity -
Totals 14,011.00 14,011.00
Save & Close ‘ Save & New ‘ Clear
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Payroll Setup

The Payroll Setup interview streamlines payroll setup. Use QuickBooks Payroll Setup

to enter all necessary payroll information and payroll related account opening

balances.
Click the Turn on Payroll icon on the Home page.

1.

2.

4.

QuickBooks Online Subscription (Intuit QuickBaoks Payroll Services)

Turn on Payroll in QuickBooks

Use QuickBooks Payroll to print your paychecks and make direct deposits. You enter hours, and
QuickBooks calculates paychecks. Extra fees apply.

QuickBooks will select the right payroll setup for you.

@ I want to pay & file my payroll taxes myself in a few dlicks,
with forms completed by QuickBooks Payroll.

O 1 want Intuit payroll experts te pay & file my payroll taxes for me.

O 1 want my accountant to pay & file my payroll taxes for me.

40

https-iiqbinproduct intuit comipdipayrolifindexjs p#

[ [ & Secure web site

Select Employees:Payroll Setup from the menu.
Enter appropriate information in the QuickBooks Payroll Setup windows.
Click Finish when complete.

QuickBooks Payrell Setup x

QuickBooks
Payroll Setup

&Y. Lotroduction
2 Company Setup
3 Employee Setup
4 First Paychecks
5 Taxes

5

Finish Later

Let's start you down the right path with Payroll
Have any of your employees ever received a paycheck from your business?
When we say paycheck, we mean a payroll check (with taxes and withholdings included).

(O Yes, at least one employee received a paycheck

@ No, there aren't paychecks for any employee

R

Free Payroll Support
New Employer Guide
Payroll Setup Checklist

Setup Issues: Chapter 2
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Enter History

Your accounting records are not complete until the transactions from the start date to
the current date are entered. There are two ways to enter the history.

Enter Individual Transactions

A list of the historical transactions and the order they should be entered follows:

Sales & Accounts Receivable History

Invoices

Statement Charges

Sales Receipts

Customer Credits/Returns

Customer Payments

Deposits of Customer Payments

Sales Tax Payments

Vendor & Accounts Payable History

Bills

Vendor Credits

Bill Payments

Payroll History

Use the Year-to-Date Payrolls step of the QuickBooks Payroll Setup interview
Bank & Credit Card History

Checks (do not duplicate bill payments)

Deposits (do not duplicate customer payments/deposits)
Bank Fees and Transfers

Credit Card Charges/Credits

Reconcile Bank Accounts

Reconcile each month to ensure greatest accuracy

Enter Summary Journal Entries

Journal entries can be used to summarize transactions between the start date and the
current date.

Make General Journal Entries

Main  Reports M oA

&P E E P4 B create a copy & a @
lew Save Rever:

Find N Delete €@ Memorize se  Prnt | Aftach
- Fia
se 0312015 B ewrev o

Sales 10,000.00 Jan 2015 Activity
Equipment Rental 2,000.00 Jan 2015 Activity I
Insurance:Dental n..  1,500.00 Jan 2015 Activity
Postage and Delivery 500.00 Jan 2015 Activity
Repairs:Compter R 2,000.00 Jan 2015 Activity
Rent 4,000.00 Jan 2015 Activity

Totals  10,00000  10,000.00

v
s;vea.cwose.\L Save & New Clear
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Check Setup

After you enter opening balances and history, test their accuracy by running several
reports. Compare the reports to the supporting schedules or last year’s tax return.
1. Use the Balance Sheet as of the day before your start date to verify beginning
account balances.

Customize Report Comment on Report Share Template Memorize Print v E-mail v Excel ¥ Hide Header Collapse Refresh
Dates Custom > Asu!é&?%?? B Show bulun'ns ~ Sort By Default -
Report Basis: @ Accrual Cash Show Filters
Buildem, Inc.
sty Balance Sheet
Accrusl Busis As of December 31, 2022
Nec ), 22
“ASSETS A
¥ Current Assots
¥ Checking/Savings
Chacking » 270000 4
Totasl Checking/ Savings 2,7C0.00
* Accounts Receivable
Accounts Receivable 10,00 00
Towal Accounts Receivable 10,0€0.00
* Othar Currant Assats
Employee Loan 2,500.00
lotal Other Current Assets 2,500.00
Total Current Assats 15 200 00
¥ Fixed Assels
Vehiclas 24 448 00
Total Fixed Assets 2‘4 445 00
TOIAL ASSETS 39,642.00
2. Use the Profit & Loss Statement for the periods since the start date to verify
historical transactions.
3. Use the Open Invoices report to verify accounts receivable detail as of the start
date.
4. Use the Unpaid Bills Detail report to verify accounts payable detail as of the
start date.
5. Use the Inventory Valuation Summary report to verify inventory.
6. Use the Payroll Liabilities report to verify payroll liability detail as of the start
date.
7. Use the Payroll Summary report to check year-to-date payroll transactions.
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Edit Beginning Balance/Start Date

If you need to change either the beginning balance or the start date of an account,
the easiest way to do so is through the account register.

1. Click the Chart of Accounts icon on Home page.
2. Double-click on the appropriate account.
3. Click the entry with the Memo entered as Account Opening Balance.
4. Enter the new Date to change the account’s start date.
5. Press Tab until the cursor is in the amount field.
6. Enter the correct beginning balance.
7. Click the Record button.
= Checking — 0 %
$ Goto.. ‘ & Print... ] B Edit Transaction B3 QuickReport (2l Setup Bank Feeds
12/09/2022 445 2,000.00 -2,000.00
CHK Opening Bal Equity uncleared at start date
12/13/2022 446 800.00 -2,800.00
CHK Opening Bal Equity uncleared at start date
12/25/2022 500.00 -2,300.00
TRANSFR Opening Bal Equity uncleared at start date
2/22/2022 B Number ayee v | Payment + 5,000.00 I 2.700.00
DEP Opening Bal Equity ~ Account Opening Bala...
04/01/2023
Splits ENDING BALANCE 2,700.00
1-Line
Sortby  Date, Type, Number/Ref ~ ~ [ Reoorg*l‘ Restore
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Customize QuickBooks

You should customize QuickBooks to suit your needs. During this chapter, you
learn to customize preferences, the Icon Bar and custom fields. You also
customize QuickBooks using account numbers and class tracking.

1. Preferences

You turn features on and off with preferences. Some preferences are set
automatically during the Advanced Setup, but you can change them at any time.
Some preferences also change how QuickBooks looks. You change and set
preferences during this chapter.

2. lcon Bar

Use the Icon Bar to create shortcuts to activities you perform often. You learn to
customize the Icon Bar during this chapter.

3. Custom Fields

Create custom fields to track information specific to your business. You set up and
use custom fields during this chapter.

4. Account Numbers

Most people only use account numbers at the request of their accountant. You learn
about account numbers during this chapter.

5. Class Tracking

Classes provide a way to classify income and expense transactions. Use classes for
departments, business offices or locations, separate properties, or whatever else is
appropriate for your business. You learn about class tracking during this chapter.
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Preferences

To learn more about a particular preference, open the appropriate preferences
window and press the F1 key. QuickBooks displays a help window explaining each

preference.
1. Select Edit:Preferences from the menu.

2.
3.
4. Click OK.

Click the General icon in the list to the left.
Change appropriate information in the Preferences window.

Preferences x

Accounting A My Preferences Company Preferences ﬁ
& sis cancal
B coen | Pressing Enter moves between fields Bring back all one time messages
i alendar
éa P Automatically open drop-down lists when Turn off pop-up messages for products and Help
| ecking typing services
fﬁg Desk&w View Beep when recording a transaction ' Show ToolTips for clipped text Default
[ Finanke charge Automatically place decimal point Warn when deleting a transaction or
! Warn when editing a transaction
20 integrated Applications Reminders
Bl ttems & Inventory AUTOMATICALLY RECALL INFORMATION
B Jobs & Estimates ¥ Automatically remember account or transaction information
@ Muttiple Currencies ™ Automatically recall last transaction for this name
=3 Payments @ Pre-fillaccounts for vendor based on past entries
a Payral&Empioyesy DEFAULT DATE TO USE FOR NEW TRANSACTIONS
P Reminders) ® Use today's date as default © Use the last entered date as default
all Reports & Graphs
(W sas wcisisnes KEEP CUSTOM ITEM INFORMATION WHEN CHANGING ITEM IN TRANSACTIONS
o8 Sales Tax @ Ask D Always 7 Never
D Search
@ Send Forms
% Senvice Connection
8 spen
| pelling =
.
5. Select Edit:Preferences from the menu.
. . . . .
6. Click the Desktop View icon in the list to the left.
7. Change appropriate information in the Preferences window.
8. Click OK.

Preferences x

B2 Accounting A My Preferences Company Preferences

% Bills

@ Calendar Select the features that you want to show on the Home page.
B2 Checking CUSTOMERS VENDORS

| Enter Bills and Pay Bills

Desktop View v =
Finance Charge 7 Sales Re(k‘e@s
‘Statements and Statement Charges

General

Integrated Applications N
How do | remove this feature icon from the Home page?
Items & Inventory

= RELATED PREFERENCES
Jobs & Estimates

To show or hide feature icons on the Home page, you need to

@& Muttiple Currencies S .
turn the features on or off. Click a feature name below to view

= Payments its preferences.
P: Il & Empl:

%‘ ayroll & Employees Estimates (on) Inventory (off)
Reminders Sales Tax (on) Payroll (on)
Reports & Graphs Sales Orders  (on) Time Tracking  (on)

Sales & Customers
To return to these preferences, click the Desktop View icon on the left.
Sales Tax
Search
Send Forms

Service Connection

Spelling

Also See:

General

Customizing QuickBooks: Chapter 3
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10.
11.
12.
13.
14.
15.
16.
17.

Select Edit:Preferences from the menu.
Click the Checking icon in the list to the left.
Change appropriate information in the Preferences window.

Click OK.

Select Edit:Preferences from the menu.
Click the Checking icon in the list to the left.
Click the Company Preferences tab.
Change appropriate information in the Preferences window.

Click OK.

B2 Accounting
B sis
ﬁ Calendar

- Deskg View

Finance Charge

=]

,A—‘ General

Integrated Applications
4 ltems & Inventory
Jobs & Estimates
Multiple Currencies

Payments

TRl K

Payroll & Employees

Reminders

Reports & Graphs
Sales & Customers
Sales Tax

Search

Send Forms

Service Connection

EfPioalP

Spelling

Preferences

My Preferences Company Preferences

SELECT DEFAULTACCOUNTS TO USE

! Open the Write Checks form with
| Open the Pay Bills form with
«| Open the Pay Sales Tax form with

Open the Make Deposits form with

Checking
Checking

Checking

Ll

]

account

account

account

~ account

Cancel

Help

Default

Also See:

General
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Customize Icon Bar

1. Select View:Customize lIcon Bar from the menu.

2. Change appropriate information in the Customize Icon Bar window.

3. Click OK.

N o s

Click OK.

Add Window to Icon Bar x

=

Customize Icon Bar x

ICON BAR CONTENT k
loCustomers 4 Add..
1o Vendors
| Edit...
‘o Employees
|e(space) Delete
reDocs
leReports
Add Separator
le(space) .

v

t To reorder the icons, drag an icon's diamond up or
down to the position you want.

ICON BAR DISPLAY OPTIONS
® Show icons and text

© Show icons only

SEARCH BOX DISPLAY OPTIONS

¥ Show Search Box in Icon Bar

A Label Transfer

Description Give employees a b...

Display the window to be added to the lcon Bar.
Select View:Add (Window Name) to Icon Bar from the menu.
Change appropriate information in the Add Window to Icon Bar window.

Cancel

Help

Customizing QuickBooks: Chapter 3
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Custom Fields

QuickBooks lets you add up to 7 custom fields for customers, vendors, and
employees. You can add up to five custom fields for items. The custom fields can then
be added to reports and forms.

1. Display the Customer Center, Vendor Center or Employee Center.

2. Edit or create a new entry.

3. Click the Additional Info tab.

4. Click the Define Fields button.

5. Enter the custom fields and make the appropriate selections in the Set up
Custom Fields for Names window.

6. Click OK.

7. Click OK.

Set up Custom Fields for Names

Use far:

Label

Cust Vend Empl

Service Person
Credit Rating
Pager #

o

[Birthdayl T

A Cancel
v
Help
b4

Enter Custom Field Information

= Edit Customer 0O x

CUSTOMER NAME Chicago Hotel Builders

CURRENT BALANCE 1,515.93 How do | adjust the current balance?

Address Info CUSTOM FIELDS
cusTomer TYPE  Commercial v
Payment Settings SERVICE PERSON

rRer |TIC v

Smith

CREDITRATING | AA
Sales Tax Settings

PAGER# | 312-555-0011
Additional Info sRmoar (1008 |

Define Fields

Customer is inactive Cancel

Help
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Custom Fields-Enterprise Solutions

Enterprise Solutions has enhanced custom field capabilities, such as assigning a data
type/format, creating a multiple choice list, and the option to require entry of the field
on transactions and/or lists. These enhancements improve data entry accuracy and
consistency.

1 Display the Customer Center, Vendor Center or Employee Center.
2. Edit or create a new entry.

3. Click the Additional Info tab.

4 Click the Define Fields button.

5.

Enter the custom fields and make the appropriate selections in the Set up
Custom Fields for Names window.

6. Click OK.
7. Click OK.

Set up Custom Fields for Names

Set up Custom Fields for Names

Use for: Required on:
Label Cust Vend Empl What kind of data? Trans  List OK '
Birthday v Date (mmvdd/yyyy) = Cancel
Service Person v User's multi-choice list... v [l
Help
Enter Custom Field Information
= Edit Customer 0O x

cusToMER NAME O'Brien, Bethany

CURRENT BALANCE 0.00 How do | adjust the current balance?
Address Info CUSTOM FIELDS
CUSTOMER TYPE Dot
Payment Settings BIRTHDAY | 07/03/1967
RER v SERVICE PERSON | Mike -
Sales Tax Settings

Additional Info

Job Info
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Account Numbers

1. Select Edit:Preferences from the menu.

2. Click the Accounting icon in the list to the left.
3. Click the Company Preferences tab.

4. Click the box next to Use account numbers.
5. Click OK.

Accounting Preferences

Search Set Date/Password

Senvice Connection

9
o
5% send Forms
&

Spelling

A My Preferences Company Preferences
B gis ACCOUNTS
Calendar “ Use account numbers 7 Reqire accounts
B2 Checking Show lowest subaccount only
E Desktop View
CLASS
Finance Charge
#| Use class tracking for transactions
29 General
+ Prompt to assign classes
:ﬁ Integrated Applications
&I Items & Inventory
B sobs & estimates ¥ Automatically assign general journal entry number
Multiple Currencies Warn when posting a transaction to Retained Earnings
Payments DATE WARNINGS
Payroll & Employsas Warn if ransactions are 90 day(s) inthe past
Reminders .
Warn if transactions are 30 day(s)inthe future
Reports & Graphs
Sales & Customers CLOSING DATE
Sales Tax Date through which books are closed: (not set)

Cancel
Help

Default

Also See:
General

Payroll and
Employees

Edit Account

= Edit Account

||"|T Account Type Expense -

AccountMame  Meals

OPTIONAL
Description

Note

Accountis inactive

Subaccount of -

Number

6510

R

Cancel
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Classes

Classes provide a way to classify account balances. This allows you to generate profit
& loss statements and balance sheets by class.

Use classes for departments, business offices or locations, separate properties, or
whatever else is appropriate for your business. This is much easier than setting up an
extensive chart of accounts to provide the same information.

1 Select Edit:Preferences from the menu.

2 Click the Accounting icon in the list to the left.
3. Click the Company Preferences tab.

4 Click the box next to Use class tracking.

5 Click OK.

& sis ACCOUNTS e

@ Calendar iJse account numbers‘ +| Require accounts
Bai
= Checking &
nﬁ Desktop View
P CDASS Default

E Finance Charge U ‘ —

¥ Use class tracking for transactions

29 General B : Also See:

«| Prompt to assign classes

ﬁ Integrated Applications k General
EE! ltems & Inventory

B Payroll and

¥ Jobs & Estimates ¥ Automatically assign general journal entry number Employees
& Mutiple Curencies Warn when posting a fransaction to Retained Earnings
% Payments DATE WARNINGS

Bl Paymoll & Employees Warn if transactions are 90 day(s)inthe past

@ Reminders )

Warn if transactions are 30  day(s)in the future

all Reports & Graphs
Bl sales & Customers CLOSING DATE
o8 Sales Tax Date through which books are closed: (not set)
P search Set Date/Password
@ Send Forms
% Senvice Connection

Spell

pelling
v

Select Lists:Class List from the menu.
Click the Class button.
Select New from the menu.

Enter appropriate information in the New Class window.
0. Click OK.

= 0 ® N
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11.  Select Reports:Company & Financial:Balance Sheet by Class from the
menu.

Balance Sheet by Class

Customize Report Comment on Report S

[sE: (I3 This Fiscal Year-to-date v Asof 04/01/2023 B  Show Columps Class ~ Sort By Default v

Memorize Print ¥ E-mail v Excel ¥ Hide Header Refresh

Report Basis: @) Accrual Cash Show Filters
Buildem, Inc.
B0z Balance Sheet by Class
Accrual Basis As of April 1, 2023
Dallas Fort Worth Houston Unclassified TOTAL
~ASSETS k

¥ Current Assets

- >

¥ Checking/Savings

Checking » (27.868.63) ¢ (8.438.95) 13,037.76 29.711.97 6.442.15
Money Market Account 0.00 0.00 0.00 4,500.00 4,500.00
Total Checking/Savings (27.868.63) (8.438.95) 13,037.76 34211.97 10,942.15
¥ Accounts Receivable
Accounts Receivable 52,704.29 15,484 .50 8,748.40 0.00 76,937.19
Total Accounts Receivable 52,704.29 15.484.50 8.748.40 0.00 76,937.19

12.  Select Reports:Company & Financial:Profit & Loss by Class from the menu.

Profit & Loss by Class — 0O %

Customize Report Comment on Report Memorize Print ¥ E-mail ¥ Excel v Hide Header Expand Refresh
Dates ~ From 01/01/2023 B To 04/01/2023 & Show Columps Class ~ Sort By Default -
Report Basis: (@ Accrual Cash Show Filters
Buildem, Inc.
i Profit & Loss by Class
Accrual Basis January 1 through April 1, 2023
Dallas Fort Worth - Houston TOTAL
Materials 2411750  12,279.55 749.23  37,146.28 A 1
Total COGS 5756750 5090213  3,169.23 111,638.86
Gross Profit £9,452.86 (22.468.01) 37,33142 7431627
~ Expense
Advertising 350.00 0.00 3,250.00 3.600.00
Automobile Expense 5.30 499 0.00 10.29
Bank Service Charges 0.00 0.00 25.00 25.00
Building Supplies 158.87 0.00 98.22 257.09
Cleaning 0.00 320.00 0.00 320.00
Contributions 0.00 0.00 10.00 10.00
Depreciation Expense 1,200.00 600.00 0.00 1,800.00
Dues and Subscriptions 78.55 62.50 0.00 141.05
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Expenses vs. ltems

When entering a bill or check, you have the option of entering the line item as an

Expense or ltem. Use the ltems tab in the following instances:

1. The line item relates to the purchase of an Inventory Part.

2. The cost relates directly to a job. Then, the cost appears in a meaningful

fashion on job cost reports.

Use the Expenses tab for all other transactions.

Job Profitability Detail Report

= Job Profitability Detail for Lake Michigan Development pl] = I 4
Customize Report Comment on Report Share Template Memorize Print ¥ E-mail ¥ Excel ¥ Hide Header Collapse Refresh
Dates Al ~ From B To E Columns Total only N7
Show Filters
Buildem, Inc.
i Job Profitability Detail for Lake Michigan Development
All Transactions
Act. Cost Act. Revenue ($) Diff.
~ Inventory
Cedar Door (Natural Cedar D... 2,999.90 4.999.50 1.999.60
Total Inventory 2,999.90 4,999.50 1,999.60
~ Service
Knob Install (Install door knob) 150 @ 0.00 (150.00)
Total Service 150.00 0.00 (150.00)
No item » 99.00 ¢ 0.00 (99.00)
TOTAL 3,248.90 4,999.50 1,750.60
. .
Bill Using Items
= Enter Bills —
Main Reports i A
«» B B X Qoweeemw w3 g B O B B @
Find New Save Delete ¢Memonze Print Attach Select Enter Clear Recalculate Pay
M M File PO Time Splits Bill
@ Bill O Credit /! Bill Received
=1L S pendalot, Inc v| e 04/01/2023 &
\ooRess | Spendalot, Inc. REFHD 4040
&ifgﬁ:"?';(e&ws AMOUNTDUE  [150.00
BILL DUE 04/16/2023
TERMS Net 15 \ DISCOUNT DATE
MEMO
Expenses $0.00 Items $150.00
EM DESCRIPTIO QTY COST AMOUN CUSTOMER:JOB BILLA
]Kr\ob InstallT Install door knob 2 75.00 150.00 Lake Michigan Development [ \
15
Receive Show PO
Save & Close ‘ Save & New \ Revert
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Inventory Limitations

There are certain situations where QuickBooks might not be the best solution for
inventory.

These include:

Inventory consists of unique items

You track inventory items by serial number

Inventory consists of rental items

ltems sold are not owned (such as items held on consignment)

You need to value inventory using LIFO or FIFO or another cost flow
assumption

abRwWwDd =

Also, an important consideration when setting up items is how they are labeled in the
list. When entering line items on a sales form, the ltem Name/Number is entered.
Name items so they are easily retrievable using Quick Fill.

= Item List

Look for in Allfields [ Search }

oDoor Assembly La... La... Service Service Income 0.00 132.00

A
I +Double Install Ins... Service Construction Inco... 000 129500 '
+ Garage Install Ins... Service Service Income 0.00 425.99
+ Glass Install Ins... Service Service Income 0.00 295.00
oInstall Cedar Door Ins... Service Service Income 0.00 150.00
oInstall Patio Locks Ins... Service Service Income 0.00 150.00
o S T X
+Lock Repairs R... Serice Service Income 0.00 0.00

Item ¥ Activities ¥ Reports ¥ Excel ¥ Attach

Other Uses for Inventory Adjustments

Use inventory adjustments to change the on-hand quantities in QuickBooks to match
the actual quantity on-hand. There are other situations when you need to adjust
inventory quantities. For example, if you donate inventory, use inventory internally, or
give away inventory as a promotion.

1. Click the Inventory Activities icon on the Home page.

Click Adjust Quantity/Value On Hand.

Click the Adjustment Type drop-down list and select Quantity.

Enter appropriate information in the Adjust Quantity/Value on Hand window.
Enter either the New Qty or Qty Difference in the window.

Click Save & Close.

SO wWbd
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Charitable Contribution

— 1=
revious ® Next | @ Attach
Adjustment Type Quantity bA
Adjustment Date 04/01/2023 &

Reference No. 1

Adjustment Account | Charitable Contributions - Customer:Job

Find & Select Items...
T
Door Knob

QTY ON HAND

Deluxe Brass Door Knob

165 164

Memo  |Homeless shelter|

Total Value of Adjustment -35.95
Number of ltem Adjustments 3
ITEM INFO AFTER ADJUSTMENT
Quantity on Hand 164
Avg Cost per tem 3505
Value 5,895.80 Save & Close Clear
Sales Promotion
Adjust Quantity/Value on Hand
Adjustment Type Quantity >
Adjustment Date 04/01/2023 [ Reference No. 1
Adjustment Account Sales Promotion N

Customer-Job  Auldridge Windows

Find & Select Items...

Door Knob

~ Deluxe Brass Door Knob

Memo Total Value of Adjustment

0.00
Number of tem Adjustments 0
ITEM INFO AFTER ADJUSTMENT
Quantity on Hand 164
Avg Cost per ltem 3595
Value 5,895.80

Page 36 Mastering QuickBooks Level 2



Value Adjustments

QuickBooks uses the average cost method for inventory. Adjust the average cost
and inventory asset value by making a Value Adjustment.

1. Select Reports:Inventory:Inventory Valuation Detail from the menu.
= Inventory Valuation Detail N S 4
Customize Report Comment on Report e Templ: Memorize Print ¥ E-mail v Excel v Hide Header Refresh
Dates is Month-to-date ~ From 04/01/2023 [ To 04/01/2023 E Sort By Default N Show Inactive Inventory ltems
Show Filters
Buildem, Inc.
' Inventory Valuation Detail
April 1, 2023
Type Date Name Num Qty Cost On Hand Avg Cost Asset Value
Inventory
Door Knob (Standard Door Knob)
» Credit Memo 04/01/2023  The Jones 39 1 165 3595 593175 4
Inventory Adjust 04/01/2023 1 (1) 164 3595 5,895.80
Inventory Adjust 04/01/2023  Auldridge. 1 (1) 163 35.95 5,859.85
Total Door Knob (Standard Door Knob) 163 k 5,859.85
Garage Door (All-weather customer garage door.)
Bill 04/01/2023  Columbia. 20 14,999.00 55 749.95 41,247.25
Total Garage Door (All-weather customer garage door ) 55 41247.25
Total Inventory 218 4710710
TOTAL 218 47,107.10

Click the Inventory Activities icon on the Home page.

Click Adjust Quantity/Value On Hand.

Click the Adjustment Type drop-down list and select Total Value.

Enter appropriate information in the Adjust Quantity/Value on Hand window.
Enter the correct New Value for the item.

Enter remaining information in the Adjust Quantity/Value on Hand window.
Click Save & Close.

© N AW

= Adjust Quantity/Value on Hand I o 4
@ Previous ® Next | @ Attach
Adjustment Type Total Value he
Adjustment Date 04/01/2023 Reference No. 1
Adjustment Account Cost of Sales v Customer:.Job -
Find & Select Items...
TE! DESCRIPTION Q ON HAND TAL VALUE NEV LUE
Door Knob Deluxe Brass Door Knob 163 5,859.85 4,890.00
Memo | As instructed by accountant Total Value of Adjustment -969.85
Number of ltem Adjustments 1
ITEM INFO AFTER ADJUSTMENT
Quantity on Hand 163
Avg Cost per ltem 30.00
Value 4,890.00 Save & Close @ Clear
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Group Items

Group items are aégroup of items or services often sold together as a package.
Group items speed data entry and are a creative way to hide details on purchase

and sales forms.

New ltem

Grou . Useto quickly enter a group of individual items on an
p invoice. Cancel

What's the difference between a Group and an Inventory Assembly?
Next
Group Name/Number
- Notes
Patio Door Group

Custom Fields
Description
Installation of patio door Spelling

ltem is inactive

Print items in group

ITEM ESCRIPTION QTYy

Glass Door  Deluxe, Customized Clear Glass Patio Door 2 A
GlassInstall  Installation of New Patio Door 2 |
Patio Locks  Kryptonite locks used on patio doors 4

Patio Loc... ¥ Customized Installation of Deluxe Kryptonite Lock 4 |

Group Item on Invoice

= Create Invoices

Main Formatting Send/Ship Reports

& s [ CreateaCopy 4@ & = Print Later @ B Add Time/Costs 8 Blcreacasacn

Find New Save Delete §Memorize Mark As Print  Email Email Later Attach & Apply Credits Receive B Refund/Credit
M 4 Pending % e File Payments
TEMPLATE
| . DATE BILLTO
n VO I Ce 04/012023 & David O'Brien Landscaping
INVOICE # David J O'Brien
123 Gaston Street
40 Dallas, TX 75214

PO.NO TERMS
Due onreceipt ~

ITEM QUANTITY D TION AMOUNT TAX
Patio door group -
Glass Door 2 Deluxe, Customized Clear Glass Patio Door 395.99 791.98 Tax
Glass Install 2 Installation of New Patio Door 295.00 590.00 Non
Patio Locks 4 Kryptonite locks used on patio doors 99.95 399.80 Tax
Patio Lock Install ~ 4| Customized Installation of Deluxe Kryptonite Lock 19995 19995 Non ~
v
©) Yourcustomer cant pay tis i oline T Dallas County  ~ | (825%) 98.32
Tumn S 2,080.05
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
i BALANCE DUE 2,080.05
MENO CUSTOMER | Tax - Save & Close Clear

TAX CODE
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Inventory Assemblies

Inventory assemblies are inventory items that you assemble from other inventory,
non-inventory, service, other charge, and inventory assembly items and then sell.

=

TYPE

Inventory Assembly

ltem Name/Number
Finished Door

UNIT OF MEASURE

New ltem

Use for inventory items that you assemble from other inventory items and

then sell.

Subitem of

| purchase this assembly item from a vendor

What's the difference between an Inventory Assembly and a Group?

Enable...
Cost What s this cost? COGS Account
v 0.00 Cost of Sales v
Description
Complete door ready for installation
Sales Price Tax Code Income Account
1,000.00 Tax - Parts Sales N2
Bill of Materials
ITEM DE JAPTION TYPE COST QTY TOTAL
Hinges Hinges used onnew ... Inv Part 15.00 2 30.00 A
Door Assembly L... Laborto assemble d... Service 120.00 120.00]
v
Total Bill of Materials Cost: 521.89
INVENTORY INFORMATION
Build Point
Asset Account (Min) Max On Hand Total Value As of
Inventory ~ |20 | 0.00 0.00 | 04/01/2023

-0 %

Cantel

Next
Notes
Custom Fields

Spelling

Print...

ltem is inactive

Edit item...
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Building Inventory Assemblies

1. Select Company:Reminders from the menu.
= RENGETS — 0O x
Reminders + &
Today, Saturday 01, April 2023 Upcoming
v BUSINESS SERVICE MESSAGES (1) > BILLS TOPAY (1) 1874875

Online Banking fransactions ready to send

B BILLSTOPAY (1) -99 .00
» OVERDUE INVOICES (3 ) 64,192 65
» INVOICESICREDIT MEMOS TO PRINT (1) 5407
» PURCHASE ORDERS TO PRINT (5) -33,993.15

» INVENTORY TO REORDER (2)

» ASSEMBLY ITEMS TO HUILDKI )
3

Click the Inventory Activities icon on the Home page.
Click Build Assembilies.
Click the Build Assemblies icon on the Home page.

. Click the Assembly Item drop-down list and select the appropriate item to
assemble.

ok wn

6. Enter an appropriate amount as the Quantity to Build.
7. Click Build & Close.

Build Assemblies

1 @ previous & Next | i Attach |

ASSEMBLY ITEM Finished Door - Date Build Ref. No
04/01/2023 m| [t
Build Assembly
QUANTITY ON HAND 0 Build Paint: 20
QUANTITY ON SALES ORDER 0
QUANTITY RESERVED FOR OTHER MBLIES ]
QUANTITY AVAILABLE — 5
Components Needed to Build Finished Door
ITEM DESCRIPTION TYPE QTY ON HAND QTY NEEDED
Cedar Door Matural Cedar Door Inv Part 26 25
Door Knob Deluxe Brass Door Knob Inv Part 163 50
Hinges Hinges used on new doors Inv Part 50 50
Door Assembly La... Labor to assemble door Senice 25

Maximum number you can build from the quantity on hand: 25

QUANTITY TO BUILD

MEMO ‘|

Build & Close ‘ Build & New ‘ Clear
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Group vs. Inventory Assemblies

Differences Between Groups and Assemblies
What are the differences between Group ltems and Inventory Assemblies?

1. Group items let you print the detail on an invoice...Inventory Assemblies do
not.

2. Inventory Assemblies appear on sales reports...Group ltems do not.

3. You can set a unique sales price for Inventory Assemblies. Group items
calculate a price based on the sales prices of the individual items within the group.
4. An inventory transaction occurs when you build Inventory Assemblies before

the sale. The inventory transaction for a Group Iltem occurs when you sell the group.

The following table compares group and assembly items to help vou decide which item type is
appropriate for your situation.

Group item Inventory assembly item

Can include any item type except other Can contain any of the following item types:

groups. service, inventory part, inventory assembly, non-
inventory part, other charge. Motice that yvou can
include other inventory assemblies (subaszzemblies)
within an inventory azzembly.

Enables you to print on zales forms the Erints cnly the aszembly name, not component part

individual items contained in the group. names, on sales forms.
Mo reports available specifically for Appears after inventory part items on standard
groups. inventory reports; Pending Builds report lists

assembly builds in the pending state.

Quantity on hand of each item included Quantity on hand of component items is adjusted in
in the group is adjusted in inventory at inventory when the azzembly is built.
the time of sale.

Sales taw is calculated by individual Cne zales tax code applies to the entire assembly,
items included in the group item. sven if component item tax codes differ.

Cannot be included in another group Can be included (nested) in other inventory

item (nested) or in an inventory assembly items and included in group items.

assembly item.

For groups of inventory parts, QuickBools tracks assembly items in inventory.
QuickBoolks tracks inventory of items in
the group, not the group itself.

Erice of a group item is the sum of the Erice of an azsemkbly item can be anything you
items in the group (although vou can zpecify.

include an item in the group for a

dizcount or additional charge to adjust

the simple sum calculation).

Can include both taxable and Must be designated as either taxable or nontaxable.
nontaxable items.
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Units of Measure

The Units of Measure feature is available in QuickBooks Premier and Enterprise
Solutions. You should use multiple units of measure if you buy, stock, or sell items in
different units or quantities. For example, you can purchase items by the case, track
items by a single unit, and sell them by the pair or dozen.

1. Select Edit:Preferences from the menu.

Click the Items & Inventory icon.

Click the Company Preferences tab.

Click Enable below Unit of Measure.

Click OK.

f 57 Accounting A My Preferences Company Preferences ﬁ

ok wbd

-
B s PURCHASE ORDERS AND INVENTORY Gance
B calendar ! Inventory and purchase orders are active.. Help
Z E:::;"g | Warn about duplicate purchase order numbers

b B Vi When calculating Quantity Available  for my inventory, deduct: Default
B Finance Charge | Quantity reserved for Pending Builds
@  General Also See:
8 itisqratod Rpiisatons v YVam if not enough inventory to sell v

- When the quantity | want to sell exceeds Quantity On Hand General
' items & inventory % When the quantity | want to sell exceeds Quantity Available Slbvand
% Jobs & Estimates ™ Don't allow negative quantities How does this work? Customers
% Multiple Currencies ) : R Get FIFO, seriak#/lots and multi-location
E Paymen(s Advanced Inventory Settings mVemOW
EB Payroll & Employees UNIT OF MEASURE
@ Reminders ‘ Enable... ‘

]
&%, 'Repoits & Graphs ENHANCED INVENTORY RECEIVING

Sales & Customers
Enable... Learn more

Sales Tax
Search Automatic Cost & Price Updates...
Send Forms

Senvice Connection

sfPiovalP

Spelling =

Click the Lists menu and select U/M Set List.

Click the U/M Set button and select New.

Select a Unit of Measure type and click Next.

9. Select a Base Unit of Measure and click Next.

10.  Make selections in the Add Related Units window and click Next.

11.  Enter appropriate information in the Select Default Units of Measure window
and click Next.

12. Name the Unit of Measure Set and click Finish.

© N o
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Home Page

Home Page AN

Customer Center

The customer center stores information about your customers and the jobs you
perform for them.

QuickBooks uses jobs to track income and expense by project. Some uses of jobs
include:

1. A customer’s project for which you want to track revenue and expenses

2. In property management, the building or property might represent a customer
and the individual tenants might represent the jobs

3. For schools that invoice tuition, the family can represent the customer and
each child within the family can represent the job

4. If you invoice against purchase orders, each purchase order can be set up as a
job
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&  New Customer & Job

Customers & Jobs

v & MNewIonsactions v & Pt v [ Excl v [B Wod v @ income Tracker

Customer Center: Auldridge W

Customer Information

Active Customers l Comp Auldridge Windows Main Phone
Full Name  Ms. Mary W Auldridge At Phone
s ey Direct Mail Fax
+KC Construction 96,520 50 A orme. Nt 20 Ven b
+Stadium 000 kvt i
+Lake Michigan Developm 4,999 50 Addiaiach Denehinbiiidan
+May B. Later 0.00 Transactions  Confacts ToDo's Notes
i «Myers & Associates 5,000.00 SHOW  AllTransac.. >  FILTER BY All v | DATE
| +Orlando Homes 19,174.82 YPE M DATE ~
|| .Division 1a 1572750 verhory Aot ] 0410172023
+Division 3a 3,447.32 Invoice 31 03/28/2023
|| +Division 3d 0.00 Invoice 30 02/28/2023
»Pathways Doors 0.00 Payment 2929 02/25/2023
. +Rio Grande Homes 0.00 Invoice 29 02/08/2023
: eJackson Residence 0.00 Payment 39992 02/07/2023
+Valley Savings Develo. 0.00 Invoice 28 02/01/2023
+Smith Hardware 0.00
| +Sun Valley Builders 7,895.60
sPhiladelphia Bank 999.90
+Philly County 6,895.70
«The Jones Group 0.00
«Tom's Painting 1811875
« Trevor Incorporated 18,754 62
»Dilas Motor kon 1875462K ! Manage Transactions v Run Reports v

Sent Email

A
[}
# NOTE
312-395-3939 vallable
LTSI REPORTS FOR THIS CUSTOMER
555.555-3838
mary@auldridge.com QuickReport
Open Balance
Show Estimates v

This Fiscal Year ¥ 01/01/2023 - 12/31/2023

ACCOUNT

Sales Promotion 3595
Accounts Receivable 787450
Accounts Receivable 33,625.00
Checking 10,000.00
Accounts Receivable 21,97250
Checking 249412
Accounts Receivable 249412
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Estimates

Estimates allow you to enter projected costs and revenue for jobs. Also, you can
quickly compare projected costs and revenue for a job to actual costs and

revenue.

Individual estimates can be e-mailed to customers, or you can batch them to

send all at once.

1. Click the Estimates icon on the Home page.

2.
or job.
3.

4. Click Save & Close.

Enter appropriate information in the Create Estimates window.

= Create Estimates
Main Formatting Send/Ship Reports.
& P m E ?/@ CreateaCopy 4@ g = Email Later @ Ejcreate Invoice o8] Create Purchase Order @
Find New Save Delete €@bMemorize Mark As Print  Email atach g create sales Grder
v Inactive M M File S
Project
lolli=ype)/|=; (e )=0 Trevor Incorporated:-Dallas Motor Inn v b=/ = Vyj=n Custom Estimate v
EStI m ate DATE NAME | ADDRESS
04/012023 B [Treyor Incorporated
s Trevor Matheson
ESThTEn 7621 Main Sireet
9 Dallas, TX 75212
| _ .
| ITEM DESCRIPTION arty CosT AMOUNT MARKUP TOTAL TAX
Door Knob Deluxe Brass Door Knob 40 35.95 1,438.00 10.0% 1,581.80 Tax
Knob Install Install door knob 40 75.00 3,000.00 2,000.00 5,000.00 Non
Qak Door Qld-fashioned vamished oak door 20 749.00 14,980.00 100.27%  30,000.00 Tax
SUBTOTAL 19,418.00
MARKUP 17,163.80
™ Dallas County ~| (8.26%) 2,605 50
CUSTOMER MESSAGE TOTAL 39,187.30

CUSTOMER | Tax
TAX CODE

MEMO

Save & Close

Clear

Click the Customer:Job drop-down list and select the appropriate customer
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Invoice from Estimate

An estimate for a job might have many line items. QuickBooks lets you convert an
estimate into an invoice, and will copy the line items saving you time.

1. Click the Create Invoices icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer
or job.

3. Select the appropriate estimate to invoice in the Available Estimates window.
4. Click OK.

5. If using Progress Invoicing, specify what to include on the invoice in the first
window.

6. Click OK.

7. Enter appropriate information in the Specify Invoice Amounts for Items on
Estimate window.

8. Click OK.

9. Enter or change information in the Create Invoices window.

10. Click Save & Close.

Select Available Estimates

Available Estimates x |
Customer:Job  Trevor Incorporated:Dallas Motor Inn ~ OK

Select an estimate to invoice k

[t AR N e Y BRI Cancel
i DATE AMOUNT USTOW T

39,187.30 Trevor Incorporate... 9 Help

04/01/2023

Progress Invoice Options

Create Progress Invoice Based On Estimate

Specify what to include on the invoice.

) Create invoice for the entire estimate (100%).

7 Create invoice for a percentage of the entire estimate.

@ éCreate invoice for selected items or for different percentages of each item,i
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Amounts for Progress Invoice

Specify Invoice Amounts for ltems on Estimate x
Progress Invoice for: Trevor Incorporated:Dallas Motor Inn “
For each item below, specify the quantity, rate, amount or % of the estimate amount to
have on the invoice. Cancel

2 Help

' Show Quantity and Rate ¥ Show Percentage

ITEM EST QTY EST RATE ESTAMT PRIOR QTY : PRIORAMT : P QTY : RATE AMOUNT :CURR % : TOT.. i TAX
Door Kn... 40 39.545 1,581.80 0 0. 15 39.545 59318 37.50% 37.5. Tax &
Knob Ins... 40 125.00 5,000.00 0 DI 19 125.00 0.00 0.0% 0.0% Non
Oak Door 20 1,500.00 30,000.00 0 0. 10 1,500.... 0.00 0.0% 0.0% Tax

Progress Invoice (Print Later)
= Create Invoices =TI
Main Formatting  Send/Ship Reports HoAa
& » g E = CreateaCopy 4@ g &= V|Print Later @ B Add Time/Costs -] Bl create 2
Find New Save Delete OMEmon’ze Mark As Print  Email -mail Later Attach @Apply Credits ~ Progress Receive @ Refund/( >
3 K Pending 35 % File Payments
Sl re/1[= ] Trevor Incorporat TEMPLATE
I = DATE BILLTO
n V O I Ce 04/01/2023 B Trevor Incorporated
< = Trevor Matheson
e 7621 Main Street
40 Dallas, TX 75212
PO. NO. TERWS
Net 30 -

ITEM DESCRIPTION ESTAMT | PRIORA... | QTY RATE TOTAL... : AMOUNT TAX
Door Knob  Deluxe Brass Door Knob 1,581.80 15 39545 37.50% 593.18 Tax A
Knob Install  Install door knob 5,000.00 15 125.00 37.50% 1,875.00 Non
Oak Door Old-fashioned varnished oak door 30,000.... 10 1,500.00 50.0% 15,000.00 Tax

A/
e Your customer can' pay this invoice online T4 Dallas County v (8:25%) 1,286.44
Turn on TOTAL 18,754.62
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
. BALANCE DUE 18,754.62
MEMO CUSTOMER | Tax v Save & Close Clear
TAX CODE .
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Price Levels

The Price Level List stores price levels for customers. A price level lets you
automatically adjust certain customer’s sales price for inventory parts, inventory
assemblies, non-inventory parts, and service items. QuickBooks has two types of
price levels: Fixed % and Per Item. Fixed % price levels are used to increase or
decrease the price of all items sold by a fixed percentage. Per Item price levels allow
custom prices to be set for individual items. Per item price levels are only available in
QuickBooks Premier and Enterprise Solutions.

Select Edit:Preferences from the menu.

Click the Sales & Customers icon in the list to the left.
Click the Company Preferences tab.

Click the box next to Use price levels.

Click OK.

B2 Accounting A My Preferences Company Preferences @
B sis SALES FORMS SALES ORDERS

abrwWwN =

T Cancel
B catendar Usual Shipping | UpS ~ ¥ Enable Sales Orders
Method 2
B2 Checking o  Warn about duplicate Halp
F3 Usual FOB Build-Em Sales Order numbers
N Desktop View g p X Default
@ - ! Warn about duplicate invoice numbers Don't print items with zero
Finance Charge ~| amounts when converting to
B General MISCELLANEOUS fvolce o See
b Integrated Applications Choose template for invoice packing General
3 slip:
B8 ltems & Inventory B
B Jobs & Estimates Intuit Packing Slip - Finance Charges
Time & Expenses
Multiple Currencies COLLECTIONS CENTER
= Payments Enable Collections Center Jobs and Estimates
=Y Payroll & Employees Bill
7S ) CUSTOM PRICING s
Reminders
© No Custom Pricing ltems and Inventory

all Reports & Graphs

7% Sales & Customers @ ErablePrice Levels Payments

B Sales Tax

Fixed % Price Levels

Select Lists:Price Level List from the menu.

Click the Price Level button.

Select New from the menu.

Click the Price Level Type drop-down list and select Fixed %.

Enter additional information in the New Price Level window, as appropriate.

Click OK.

ok W=

= New Price Level — "%
Price Level Name  High Volume Dealer Price Level is inactive
Price Level Type Fixed % ~ Use this type of price level to apply a fixed percentage increase or

decrease to all your standard sales prices when setting up prices for
different customers or jobs.

This price level will decrease ~ item prices by :[1 50% ‘

Round up to nearest no rounding -

How do | print a report? [e] ¢ ‘ Cancel Help
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7. Click the Customers icon.

8. Edit or create a customer on the list.
9. Click the Payment Settings tab.

10.
11.  Click OK.

Assign Price Level

= Edit Customer

— =%
CUSTOMER NAME ‘ Frugal Discount Store ‘
CURRENT BALANCE 0.00 How do | adjust the current balance?
Address Info ACCOUNT NO. CREDIT LIMIT
Payment Settings —— = PRICELEVEL [ High Volume Dealer -]
Sales Tax Settings PREFERRED -
DELVERY METHOD | NOTe
Additional Info PREFERRED -
PAYMENT METHOD
Job Info
CREDIT CARD INFORMATION ONLINE PAYMENTS
. Let this customer pay you by:
= - visa [B9) B2 e
— Credit Card - T
Bank Transfer (ACH) ~ 8so%
NAME ON CARD
ADDRESS
ZIP | POSTAL CODE
Can | save the Card Security Code?
Customer is inactive “ Cancel Help
. o, . .
Fixed % Price Level on Invoice
= Create Invoices -
Main Formatting Send/Ship Reports 2
& P ’ E 8@ CreateaCopy 4§ E =y V| PrintLater %Add Time/Costs & a Create a Batch
Find New Save Delete @Memorize Mark As Print  Email EmailLater  Attach B Apply Credits Receive B Refund/Credit
M v Pending e v File Payments

[High Volume..] TEMPLATE [LLUISSEA R

I = DATE BILLTO
nvoice 04012023 B | Frugal Discount Store
= e Bob B Frugal
pLilos 123 Cheaper
#1 Lower, TX 73999
P.O. NO. TERMS
Net 10 v

ITEM QUANTITY AMOUNT TAX

Door Knob ~ 1 Deluxe Brass Door Knob I

2498 Tax ~|*

v
e Your customer can't pay this invoice online T Dallas County v | (8:25%) 2.06
Tirion S 27.04
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
. BALANCE DUE 27.04
MEMO CUSTOMER | Tax v Save & Close Clear
TAX CODE

Click the Price Level drop-down list and select the appropriate price level.

x

~
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Per Item Price Levels

. Click

OK.

Per Item Price Level

=

Main

«»

Find

=

Price Level Name  New Customer

Price Level Type Per ltem

4 ITEM
Weekly Mowing Service
Cedar Door
oo
Garage Door
Glass Door

Hinges

Mark All

Adjust price of marked items to be

0.0%

New Price Level

Price Level is inactive

Use this type of price level to set custom prices for individual items when

sefting up prices for different customers or jobs.

COST STANDARD PRICE CUSTOM PRICE
40.00
299.99 499.95
749.95 1,599.95
199.95 395.99
15.00 25.00
lower = thanits standard price

O x

- Adjust

Round up to nearest  no rounding
How do | print a report? “ cancel Help
. .
Per Item Price Level on Invoice
Create Invoices k=]
Formatting ~ Send/Ship  Reports =%
m E 8@ CreateaCopy 4@ S =5 V| PrintLater B Add Time/costs () Create a Batch
New Save Delete onlemonze Mark As Print  Email Email Later Attach @Appiy Credits Receive gRefund/Credn
& v Pending . v ile Payments

CUSTOMER:J.

DATE

I H BILLTO
nvoice 0401202 B Smith Hardware
INVOICE # 5736 North California
- Dallas, TX 84334
42
PO.NO TERMS
Net 30 v
ITEM QUANTITY | DESCRIPTION RATE AMOUNT TAX
Door Knob 1 Deluxe Brass Door Knob 39.95 39.95 Non A
Lock 1 Lock with Kryptonite key 69.95 69.95 Non
v
e Your customer can't pay this invoice online TAX Qut of State ~ (0.0%) 0.00
T o 109.90
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
_ BALANCE DUE 109.90
MEMO cusTOMER | Non - Save & Clcse Clear
TAX CODE ;p

x

~

1. Select Lists:Price Level List from the menu.

2. Click the Price Level button.

3. Select New from the menu.

4, Click the Price Level Type drop-down list and select Per Item.

5. Enter additional information in the New Price Level window, as appropriate.
6

Sales Transactions: Chapter 5

Page 51



Sales Orders

QuickBooks Premier and QuickBooks Enterprise Solutions allow you to create Sales
Orders. Use sales orders to enter backorders for inventory you do not have on hand.
You can also use sales orders to record future sales of services or goods. Sales orders
are non-posting, so they do not affect financial statements.

Turn Sales Orders On/Off

1. Select Edit:Preferences from the menu.

2. Click the Sales & Customers icon in the list to the left.
3. Click the Company Preferences tab.

4. Click the box next to Enable Sales Orders.

5. Click OK.

Prepare Sales Order-Back Order

1. Click the Sales Orders icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer
or job.

3. Enter remaining information in the Create Sales Orders window.

4. Click Save & Close.

i
= Create Sales Orders X — 0O x
Main Formatting  Reports H A

" ﬁ E g@ Createa Copy S = |V PrintLater @ ;% Create Invoice
Find New Save Delete °Memonze Print  Email Email Later Attach Ecreate Purchase Order
X i A File
lolikye) =8 [s):M Pathways Doors - TEMPLATE
DATE NAME /ADDRESS sHip o Pathways Do... ~ s
S a | es O rd er 04/01/2023  E | Pathways Doors Pathways Doors SUMMARY
e 123 Sheraton Avenue 123 Sheraton Avenue
Pty Dallas, TX 75213 Dallas, TX 75213 Phone 214-393-2929
3 Email lawrence@pathways.com
Open balance 0.00
Active estimates 0
PO.NO PROMISED DATE
04012023 @ Sales Orders to be invoiced 0
TEM DESCRIPTION ORDER... | RATE AMOUNT ' TA
Lock ~ Lock with Kryptonite key 20 ~ | 1,39900 Tax ~ |4
RECENT TRANSACTION [
X Dallas Cou... ~ (825%) 115.42
TOTAL 1,514.42
CUSTOMER MESSAGE
b NOTES ¢
MEMO CUSTOMER TAX CODE | Tax - Save &ilose \ \ Save & New | Clear
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Invoice Sales Orders

You can invoice a customer based on a sales order after receiving backordered parts.

1. Click the Create Invoices icon on the Home page.
2. Click the Customer:Job drop-down list and select the appropriate customer
or job.
3. Select the appropriate sales order to invoice in the Available Sales Orders
window.
4. Click OK.
5. Specify what to include on the invoice in the first window.
6. Click OK.
7. Enter appropriate information in the Specify Invoice Quantities for Items on
Sales Order window (if applicable).
8. Cick OK.
9. Enter or change appropriate information in the Create Invoices window.
10. Click Save & Close.
= Create Invoices - =R
Main Formatting Send/Ship Reports 2o
& P Q E 8@ CreateaCopy '° g = |V PrintLater (@ %AddTlme/Costs % CreateaBalcn
Find New Save Delete amemonze Mark As Print  Email Email Later Attach EApp!y Credits Receive @Refundlcredn
& M Pending v e File Payments
CUSTOMER J . TEMPLATE
. DATE BILLTO
Invoice 04012023 B Pahways Doors
INVOICE # 123 Sheraton Avenue
Dallas, TX 75213
43
PO.NO. TERMS
Net 10 v
ITEM QUANTITY : DESCRIPTION RATE AMOUNT TAX
Lock ~ g Lock with Kryptonite key 6995 ~ 1,399.00 Tax ~|*
e :‘or:ro:us(umercan't pay this invoice online TAC Dallas County — ~ (STZ:'; z) 1;12:5
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
= BALANCE DUE 1,514.42
MEMO %LisggrDER Tax - Save & Close k Clear
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Sales Order Reports

1. Select Reports:Sales:Open Sales Orders by Customer from the menu.
Open Sales Orders by Customer
Ci mize Report Ci nt on Report Memorize Print + E-mail + Excel Hide Header Refresh
Dates - From B T B Sort By Defaut -
Show Filters
Buildem, Inc.
e Open Sales Orders by Customer
All Transactions
Type Date Num Memo Amount Open Balance
Auldridge Windows
» Sales Order 04/01/2015 2 6,909.90 6.909.90 4
Total Auldridge Windows 6,909.90 6,909.90
Home & Hardware Stop
Sales Order 04/01/2015 1 36.182.96 36.182.96
Total Home & Hardware Stop 36,182.96 36,182.96
May B. Later
Sales Ord, 04/01/2023 4 Estimate 10: 14,245.00 14,245.00
Total May B. Later 14,245 00 14,245.00
Pathways Doors
Sales Order 04/01/2023 3 1,614.42 908.65
Total Pathways Doors 1.514.42 908.65
TOTAL 58,892.28 58,246.51

2. Select Reports:Sales:Open Sales Orders by Item from the menu.

= Open Sales Orders by Item — 0O %
C mize Report [of nt on Report Share Template Memorize Print ¥ E-mail ¥ Excel v Hide Header Refresh
pates [N - o B To B Sort By Default -
Show Filters
Buildem, Inc.
. Open Sales Orders by ltem
All Transactions
Type Date Ship Date - Num Name Qty Invoiced - Backordered Amount Open Balance
Inventory
Glass Door (Deluxe, Customized Clear Glass Patio Door)
» Sales Order 04/01/2015  06/15/2010 1 Home & Hardware 50 0 50 19,799.50 19,799.50 ¢
Sales Order 04/01/2f 04/10/2010 2 Auldridge Windows 10 0 10 3,959.90 3,959.90
Total Glass Door (Deluxe, Cusl%zed Clear Glass Patio Door) 60 0 60 23,759.40 23,759.40
Lock (Lock with Kryptonite key)
Sales Order 04/01/2023  04/01/2023 3 Pathways Doors 20 8 12 1,399.00 839.40
Total Lock (Lock with Kryptonite key) 20 8 12 1,399.00 839.40
Total Inventory 80 8 72 25,158 40 24,598.80
Service
Glass Install (Installation of New Patio Door)
Sales Order 04/01/2015  06/15/2010 1 Home & Hardware 50 0 50 14,750.00 14.750.00
Sales Order 04/01/2015  04/10/2010 2 Auldridge Windows 10 0 10 2,950.00 2,950.00
Total Glass Install (Installation of New Patio Door) 60 0 60 17.700.00 17,700.00
Total Senvice 60 0 60 17.700.00 17.700.00
TOTAL 140 8 132 42,858.40 42,298.80

Batch Invoicing

Batch invoicing makes it easy to invoice multiple customers for the same items or
services. Before you create batch invoices, check your customer’s information to be

sure you have selected the method the customer prefers to receive invoices (email or
regular mail). If a customer prefers email, be sure there is an email address associated

with that customer.
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Select Customers:Create Batch Invoices from the menu.

Click OK.

Select the customers to invoice.

Click Next.

Select the items to include on the invoices.
Click Next.

Click Create Invoices.

In the Batch Invoice Summary window, select to Print or Email the invoices.

Click Close.

Create Batch Invoices

Step 3 of 3: Review the list of invoices to be created for this batch and click Create Invoices.
Invoice Date: 04/01/2023
,,,,, CUSTOMER TERMS SEND METH AMOUNT TAX CODE : TAXRATE i TA OTAL STATUS
v Dallas Hardwar... Net 15 Email 40.00 Tax 8.25% 3.30 43.30 OK
v Trevor Incorpora... Net 30 None 40.00 Tax 8.25% 3.30 4330 OK
v David O'BrienL... Due onrec... Email 40.00 Tax 8.25% 3.30 4330 OK
7 Jupiter Homes:... Net 30 None 40.00 Tax 8.25% 3.30 43.30 OK
v Jupiter Homes Net 30 None 40.00 Tax 8.25% 330 4330 OK
v Pathways Doors  Net 10 Print 40.00 Tax 8.25% 3.30 4330 OK
v Jupiter Homes:... Net 30 None 40.00 Tax 8.25% 3.30 43.30 OK
Smith Hardware  Net 30 None 40.00 Non 0.0% 0.00 40.00 OK

v ~ Tom's Painting Net 30 Print 40.00 Tax 8.25% 3.30 4330 OK
v Trevor Incorpora... Net 30 None 40.00 Tax 8.25% 3.30 4330 OK
v Jupiter Homes:... Net 30 None 40.00 Tax 8.25% 3.30 43.30 OK
Back Next Creat \[nvoices Help Cancel

Print or Email Batch Invoices

Batch Invoice Summary x

Your invoices are created. They're marked for print or email based on each customer's Preferred
Send Method.How do | enter or change the Send Method?

2 marked for print Print
2 marked for email Email
6 unmarked (you can send these later)

ltems & Inventory - Day 1: Chapter 4
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Collections Center

The Collections Center keeps track of almost due and overdue invoices to make it
easier to send collections emails. When you send a collections email, QuickBooks
attaches the overdue invoice to the email as a PDF.

Click OK.
Click OK.

SO0 ONOo R WN =

0. Click Send.

=

Select Edit:Preferences.
Click Sales & Customers.
Check the box next to Enable Collections Center.

Collections Center

In the Customer Center, click the Collections Center button.
Click Select and Send Email.
Check the box next to the customer’s invoices to email.

(Optional) Make any edits to the email Subject or message.

8 send Mass Email - Overdue

| ¥ CUSTOMER NAME

BALANCE v |DAYS OVERDUE I

KC Construction

+ Invoice #32

Auldridge Windows
¥ Invoice #29

» Invoice #40

Sun Valley Builders:Philly County

Invoice #4

48,260.25
48,260.25

12,472.45
11,972.50

499.95

3,950.90

3,959.90

49

22

15

To: [Appropriate customer's email address will be used herg]
From: kelsey@buildem.com
Cc

Bec:

Subject: | please respond — overdue payment from Buildem, Inc.

We'd like to bring your attention to the attached invoice where
you have an overdue account balance.

Can you please remit payment immediately?
Please contact us if you have any questions.
Sincerely,

Buildem, Inc.
214-555-1212

[Your Invoice will be attached to the message as a POF filg]
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Billable Costs

QuickBooks offers a convenient way of invoicing based on your costs.

1. Click the Create Invoices icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer
or job.

3. Click the Select the outstanding billable time and costs to add to this invoice?
button.

4. Click OK.

5. Select the Time, Expenses, Mileage, and Items to invoice in the Choose Billable
Time and Costs window.

6. Enter the Markup Amount or % and Markup Account fields if necessary for
billable expenses.

7. Click OK.

8. Enter remaining information in the Create Invoices window.

9. Click Save & Close.

Choose Billable Time and Costs

Time and Costs For: Columbia Management:Spokane Civic Center
Time (12) $0.00 Expenses (1) $1,100.00 Mileage $0.00 ltems (2) $0.00
Markup Amount or % Markup Account
Select All 10.0% Freight Income -
i DATE PAYEE MEMO AMOUNT HIDE
~ 03/25/2023 General Carriers, Inc. Y 1,000.00
Ay
Total Selected Charges 1,000.00
Selected expenses are taxable Total expenses with markup 1,100.00
1= iEnnt selected time and costs as one invoice item Total billable time and costs 1,100.00
OK | Cancel Help
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Advanced Sales Tax

Charging Multiple Sales Tax Rates

If multiple sales taxes must be applied to different portions of a sale, the regular
method for handling sales tax will not work. Instead, follow these procedures to

charge multiple sales tax rates on the same invoice.

1. Create a special Sales Tax Item with a rate of 0%.
2. Use this 0% tax item in the tax field at the bottom of the invoice.
3. When preparing an invoice, list the items taxed at an individual tax rate

together on the invoice.

4. After each list of taxable items, include a Subtotal item.

5. On the line after each subtotal, include the applicable Sales Tax Item. The
result is that all taxable items in the subtotal are taxed at the Sales Tax ltem’s tax rate.

6. Repeat steps 3) to 5) for each different sales tax rate you need to charge on the

invoice.

Zero % Sales Tax Item

=

TYPE

Sales Tax Name
SeeAbove

Description
See Above
Tax Rate (%)

Edit ltem

Use to calculate a single sales tax at a specific rate that
you pay to a single tax agency.

Tax Agency (vendor that you collect for)

1 0.0% =

— O

Cancel
Notes

Spelling

Item is inactive

x

Invoice Charging Multiple Sales Tax Rates

= Create Invoices
Main  Formatting  Send/Ship  Reports
«* B B &K Qowcacn @ & & [ PrintLater )  BbacaTmecoss
Find New Save Delete @Memorize Mark As Print  Email EmailLater  Attach @@ Apply Credits
52 2 Pending > x File

PAST DUE

[slli<yre)[=-% W Bayshore Buildin... ~

INVOICE seetison

e

DATE BILLTO
04/01/2023 H

8753 S. Mountain View
Bayshore, CA 94326

INVOICE #

Bayshore Building Supplies

Payments

=]

Hid

& @Crea(e aBatch

Receive B Refund/Credit

MEMO

CUSTOMER | Tax v
TAX CODE

Save & Close

Revert

43
P.O. NO. TERMS
El QUANTI SCRIPTIO RATE T
Garage Door 2 All-weather customer garage door 1,599.95 3,199.90 Tax A
Oak Door 2 Old-fashioned varnished oak door 999.00 1,998.00 Tax
Subtotal Subtotal 5,197.90
San Domingo CA Sales Tax, San Domingo County 75% 389.84
Bag Of Nails 5 Deluxe Container with 2" Heavy Duty Nails 19.95 99.75 Tax
Bag of Wash... 5 Heavy duty deluxe bag of washers (various sizes) 29.95 149.75 Tax
Subtotal Subtotal 24950
‘San Thomas ~ CA Sales Tax, San Thomas County I|17 47 -5
e Your customer canit pay this invoice online T4 See Above v | (0.0%) 0.00
Turn on S 5,854.71
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
BALANGE DUE 5,854.71

x

A
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Sales Taxes Paid Incorrectly

What if sales tax was paid incorrectly? For instance, the Write Checks feature was
used to pay sales tax, instead of the built-in Pay Sales Tax feature. Correcting this is a
two-step process:

1. Find the original payment and delete the check.
Checking
€ Goto.. | & Print.. | B Edit Transaction B QuickReport (2 Setup Bank Feeds
03/3112023 10,485.00 4537308 4
DEP Ur De
03/31/2023 12,3685 33,004.53
GENJRNL Cc
4/01/2023 @ 11 S.~ 96248 32,042.05
CHK  ~ M
04/01/2023 LY I
v
Splits ENDING BALANCE 32,042.05
1-Line
Sortby  Date, Type, Number/Ref ~ ~ Record Restore
2. Pay sales tax correctly by clicking Manage Sales Tax on the Home page. If the

original check was marked as cleared in QuickBooks, manually reconcile the new
sales tax payment in the checking account register.

Reports

Prepare a numerical list of invoices and credit memos to help you find transactions
and identify missing forms.

Finding Invoices and Credit Memos

1. Select Reports:Banking:Missing Checks from the menu.

2. Click the Specify Account drop-down list and select Accounts Receivable.
3. Click OK.

4. Click the Customize Report button.

S. Click the Filters tab.

6. Click Amount from the list of filters to the left and select Any from the list of
options to the right.

7. Click Transaction Type from the list of filters to the left.

8. Click the Transaction Type drop-down list and choose Multiple Transaction
Types.

9. Select Invoice and Credit Memo in the Select Transaction Types window.
10.  Click OK.

11.  Click OK.
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= Missing Checks = 1%
C mize Report C nt on Report Share Template Memorize Print ¥ E-mail ¥ Excel v Hide Header Refresh
Dates VI - Fom B T =
Show Filters
Buildem, Inc.
el Missing Checks
All Transactions
Type Date Num Name Memo Account Split Amount
** Missing numbers here *** A
Invoice 03/05/2023 15 Sun Valley Builde Accounts Receiva -SPLIT- 999.90
*** Duplicate document numbers ***
Invoice 03/12/2023 15 Rio Grande Home Accounts Receiva -SPLIT- 10,485.00
Invoice 03/21/2023 16 Sun Valley Builde Accounts Receiva -SPLIT- 2,935.80
Invoice 03/21/2023 17 Jupiter Homes:Fa Accounts Receiva -SPLIT- 133137
Invoice 03/21/2023 18 Jupiter Homes:Ru Accounts Receiva -SPLIT- 2995
Invoice 02/25/2023 19 Columbia Manage. Accounts Receiva -SPLIT- 32,738.44
Invoice 03/25/2023 20 Dallas Hardware a Accounts Receiva -SPLIT- 3.374.69
Invoice 03/27/2023 21 Lake Michigan De.. Accounts Receiva -SPLIT- 4,999.50
Invoice 03/27/2023 22 Orlando Homes:D. Accounts Receiva -SPLIT- 15,727.50
Invoice 03/27/2023 23 Myers & Associates Accounts Receiva -SPLIT- 24.95
Invoice 03/28/2023 24 The Jones Group Accounts Receiva -SPLIT- 54.07
*** Missing numbers here ***
Invoice 03/28/2023 26 Crandall Contracto. Account} Receiva -SPLIT- 4.,990.00
Invoice 03/28/2023 27 Crandall Contracto. Accounts Receiva -SPLIT- 22.330.34
Invoice 02/01/2023 28 Auldridge Windows Accounts Receiva -SPLIT- 249412
Invoice 02/08/2023 29 Accounts Receiva -SPLIT- 21,972.50

Aging Errors

Auldridge Windows

Setting the Aging Reports preference to Age from transaction date means
QuickBooks shows all invoices as due the day after they were issued! This causes

errors on aging reports and customer statements. Follow these steps to fix this error.
1. Select Edit:Preferences from the menu.

2. Click the Reports & Graphs icon in the list to the left.
3. Click the Company Preferences tab.
4. Select the appropriate Aging Reports preference (normally Age from due

date).

5. Click OK.

Aging Information on Customer Statement-Before

130 DAYS PAST | 31-80 DAYS PAST | 61-90 DAYS PAST | OVER 90 DAYS
GREEEES DUE DUE DUE PAST DUE e e
0.00 27.320.34 0.00 0.00 0.00 $27.320.34
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Aging Reports Preference

B  Accounting A My Preferences Company Preferences @
% Bills SUMMARY REPORTS BASIS REPORTS - SHOW ACCOUNTS BY: Cancel
B catendar ® Accrual @ Name only Help
z Checking 2 Cash ) Description only

} | BeskiopView = Name and Description Default
E Finance Charge AGING REPORTS
¥ Gond Age from due date STATEMENT OF CASH FLOWS SRS
2B integrated Applications ge from fransaction date Click here to assign accounts to General
- R— Inventory sections of the Statement of Cash

Flows:
I;} Jobs & Estimates REPORTS - SHOW ITEMS BY:
% Multiple Currencies -~ Classify Cash...
P Name only
& Paymens ) Description only
2 Default formatting for reports
%‘ Payroll & Employees @& Name and Description Eormats
& Reminders
m Sales & Customers
UE@ Sales Tax
ﬁ Search
@ Send Forms
% Senice Connection
Speli
pelling =
Aging Information on Customer Statement-After
1 1 1
1-30 DAYS PAST 31-60 DAYS PAST 61-90 DAY S PAST OVER 90 DAYS
CARREN DUE DUE DUE PAST DUE AR
27.320.34 0.00 0.00 0.00 0.00 $27.320.34
Q
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Customer Deposits-Method 1

Real World Training recommends the following method for handling customer
deposits/down payments because it is the easiest to follow for non-accountants. A
journal entry to reclassify unused deposits might be required to prepare year-end
financial statements.

. Record the deposit as a payment when you receive the money

. Create an invoice when you provide the products or services

. Apply the deposit to the invoice

. Print the invoice showing the balance due and send to your customer

Step 1. Receive Payment

= Receive Payments X%
Main Reports Payments H$ A
+* 83X @= ¢ & 2 B 2 e
Find New Delete Print  Email Attach Look up '
i % File Customer/invoice N G
Processing
Customer Payment
Isabella Rosa v g
o7 E = MORE
5,000.00
CASH CHECK CDREZ?'TT e-CHECK =
04/01/2023 |
CHECK# | 545 DEPOSITTO  Checking »
v TE ER E E
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTS FOR SELECTED INVOICES
$ 5,000.00.
WHEN FINISHED . AMOUNT DUE 000
E THE CREDIT TO BE USED LATER PPLIED
B | APPLIED 0.00
® REFUND THE AMOUNT TO THE CUSTOMER
DISCOUNT AND CREDITS
APPLIED 0.00
VIEW CUSTOMER CONTACT INFORMATION
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| Create Invoices - 0%

Main  Formatting  Send/Ship  Reports woa
¢ B B X Boewacry @ - = Prnt Lator 9 Brcmmecoss & Rcrescasan
Find New Save Delete @Momorzo Mark As Pt Email Email Later Attach @ Apply Credts Recsive B RefundCradit

Pending Payments

(RIS NS Isabella Rosa  ~ TEMPLATE

I nVO | Ce 04/01/2023 W  |sabelia Rosa SUMMARY 2
o 212 Toopretty Street
Dalias, TX 78776 Phone 214-782-0485
42 Emal  bella@wilbreakhearts.com
Preferred delivery method None
T Open balance -5,000.00
z Active estimates 0
: Sales Orders to be invoiced 0
Services ¥ For services rendered at your request 12,000. 12,000.00 T ~ |4
CUSTOMER PAYMENT %

Your customer can not pay online

Edtt customer preferences

RECENT TRANSACTION e

©  Your customer can pay ths invoice oniine: " Dellas County ~ (8.25%) 0.00 04/01/23 Payment 5,000.00
tn on A 12,000.00
0.00

12,000.00 NOTES 2

oueR Tax v savesciose  [|ENTTN Clear
Step 2. Invoice Customer

Step 3. Apply Deposit/Down Payment to Invoice

1. Click the Apply Credits button in the Create Invoices window.
2. Click Yes in the Recording Transaction window.

3. Enter appropriate information in the Apply Credits window.

4. Click Done.

5

. Click Save & Close in the Create Invoices window.
= Apply Credits x
INVOICE
Customer:Job  |sabella Rosa
Number 42 Amount Due 12,000.00 |
Date 04/01/2023 Discount Used 0.00 1
Original Amt. ~ 12,000.00 Credits Used 5.000.00
Balance Due 7,000.00 |
Credits
AVAILABLE CREDITS
« i DATE CRE CUSTOMER:JOB CREDITA. AMT. TOU CREDIT BAL
["Zloai011.. 545 Isabella Rosa 5,000.00 5,000.00 0.00] 4
«
~ Totals ~ 5,000.00 5,000.00 0.00
Of all the credits issued to this customer, only unused credits Clear
applicable to this specific invoice are displayed above.
PREVIOUSLY APPLIED CREDITS
v i DATE CRE CUSTOMER:JOB CREDITA. AMT. TOU CREDIT BAL
A
Totals 0.00 0.00 0.00
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Down Payment “Credit” Applied

Create Invoices (] = 2
Main  Formatting  Send/Ship  Reports 3 oA
«» B H % Boewacory @ & @ | Potlater B | Byasdmimercosss BB Ecreacasacn
Find New Save Delete @BMemorize Mark As Print  Email | | EmailLater  Attach @ Apply Credits Receive B Refund/Credit
s v Pending * = File Payments
CUSTOMER J. . |Isabella Rosa
I o~ DATE BILLTO
NVOICE seetistory 04/01/2023 M| isabelia Rosa SuMMARY =
VOICE # 212 Toopretty Street
- Dallas, TX 78776 Phone 214-782-0485
42 Email  bella@iwillbreakhearts.com
Preferred delivery method None
B = Open balance 7,000.00
b2 Active estimates 0
f ATE MOUB a Sales Orders to be invoiced 0
[Services "For services rendered at your reques{ 712,000..  12,000.00 Non |4
T | T | I 4

CUSTOMER PAYMENT

Your customer can not pay online

Edit customer preferences

RECENT TRANSACTION e
©  Your customer carit pay this invoice onine " Dallas County ~ (8:25%) 0.00 04/01/23 Payment 5,000.00
Tum or TOTA 12,000.00 04/01/23 Invoice 12,000.00
PAYM 5.000.00
. C ceon 7,000.00 ) NOTES ¢
MEM - Save & Close Revert
4. Print Invoice with Balance Due
Total $12.000.00
Payments/Credits -$5.000.00
Balance Due $7.000.00 rl
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Reclassification Journal Entry

A journal entry to reclassify unused deposits might be required to prepare year-end
financial statements.

Make General Journal Entries

Main Reports HoA

& P a B S@ Create a Copy « B @ i

Find New Save Delete Q Memorize Reverse Print Attach i

Y File i

i

DATE 12/31/2023 H© ENTRY NO [

Accounts Receivable 20,000.00 Reclassify Accounts Receivable at Year-End CPA Use Only |
Customer Deposits 20,000.00 Reclassify Accounts Receivable at Year-End \

Totals 20,000.00 20,000.00

1 Sg_vek&CIose ‘m Clear

Customer Deposits-Method 2

This method involves tracking customer deposits/down payments in a separate
liability account. To use this method, follow these steps.

Create a liability account for customer deposits

Create an item for the deposit, linked to the liability account

Invoice the customer using the deposit item (original deposit)

Receive the payment from the customer

Apply the deposit to the final invoice, using the deposit item with a negative
amount

oW =
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1. Add Customer Deposits Liability Account

= Edit Account sl m i
i Account Type Other Current Liability
Account Namef ] |
| Subaccount of v
OPTIONAL
Description
Account No.
Routing Number
Change Opening Balance... You can change the opening balance in the
account register.
Account is inactive Set Up Bank Feeds... * Save & Close Cancel
.
2. Create Deposit Item
= New ltem ol = 1 <
TYPE
- Use for miscellaneous labor, material, or part charges, [
QihierCharge such as delivery charges, setup fees, and service Cancel \
charges
Next 1
ltem Name/Number Subitem of N
otes
Deposit v

This item is used in assemblies or is a reimbursable charge

Spelling
Description Amountor %  Tax Code
Your deposit for services 0.00 Non v
Account
Customer Deposits v

Custom Fields

ltem is inactive
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3. Invoice Customer for Deposit/Down Payment

= ate Invoir — Ll
Main ~ Formatting  Send/Ship  Reports HoaA
& P ’ E g@ a CreasteaCopy 4@ E = Print Later m &Add Time/Costs ) Bl Create a Batcn
Find New Save Delete °Memonze Mark As Print  Email Email Later Attach %Apply Credits Receive QRefund/Credn
2 2 Pending % bt File Payments
CUSTOMER:J. TEMPLATE
Customer g
I = DATE BILLTO
nvoice 04012023 M| isabelaRosa SuMMARY ¢
P 212 Toopretty Street
INVOICE # el Phone 214.782.0485
43 Email bella@iwillbreakhearts.com
Preferred delivery method None
PO.NO. TERMS Open balance 7,000.00
M Active estimates 0
EM UAN ESCRIPTION o AMOUL o Sales Orders to be invoiced 0
VDepos! vl ) Your deposit for services 5,000.00 5,000.00 &R ~ |~
CUSTOMER PAYMENT ¢
Your customer can not pay online
Edit customer preferences
v
RECENT TRANSACTION [
e Your customer can't pay this invoice online A Dallas County v | (8:25%) 0.00 04/01/23 Payment 5,000.00
e TOTAL 5,000.00 04/01/23 Invoice 12,000.00
CUSTOMER MESS PAYMENTS APPLIED 0.00
» BALANCE DUE 5,000.00 NOTES ¢
MEMO v | Save & Close \‘ m Clear
.
4. Receive Payment from Customer
= Receive Payments — =%
Main  Reports  Payments H oA
= = =)
«» 3 X 8= 4§ & T P 2 o
Find New Delete Print  Email Attach Look up Un-Apply Discounts And
' o/ File Customer/invoice = Payment  Credits Add Credit Ca
Processing
Customer Payment "
RECEIVEDFROM  |sabella Rosa » -
Lo % = MORE
PAYMENT AMOUNT 5,000.00
CASH CHECK CDREE[;?.'; e-CHECK
DATE  04/01/2023 =
cHeck# (545 Checking -
DATE NUI OR AMT. MT. DUE AY T
~ 04/01/2.. 43 5,000.00 5,000.00 5,000.00 &
v
v
Totals 5,000.00 5,000.00 5,000.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 5,000.00
APPLIED 5.000.00
DISCOUNT AND CREDITS
APPLIED 0.00
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5. Final Invoice With Deposit Applied

Create Invoices - Accounts Receivable
Main Formatting Send/Ship  Reports WA
«» B FH X CreateaCopy @ = = Pt 0 Brcmmecoss & Bcraeasan
Find New Save Delete @BMemorze Mark As Print  Email EmailLater  Attach @ Apply Credits Receive B Refuna/Creatt
% = Pending 3 > File Payments

— —
cunone (D

| n VO l Ce 04/01/2023 | | i;;belh Rosa SUMMARY L4

SR Phone 214.782-0485
56 Email bella@iwillbreakhearts.com
Preferred delivery method None
Open balance 0.00
o Active estimates 0
: i Sales Orders to be invoiced 0
Services For services rendered at your request 12,000.00 12,000.00 Non &
[Deposit  ~ "Your deposit for services 500000 500000 W ~ | CUSTOMER PAYMENT ¢
Your customer can not pay online
Edit customer preferences
v
RECENT TRANSACTION e
©  Your customer can pay this invoice onine ™ 'DallasCounty v (825%) 0.00 04/01/23 Payment 5,000.00
ToTA 7,000.00 0319119 Invoice - Paid 5,000.00
USTOMER MESSAGE TR A 0.00
BALANCE DUE 7,000.00 NOTES L4

MEM CUSTOMER | Tax v Save & Close ‘*[‘;avo & New Clear

Determine Customer’s Deposit Balance

To determine a customer’s deposit balance, run a QuickReport for the customer in
the liability account register. You can also create a Customer Deposit Support
Schedule using the technique shown on Page 113.
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Customer Deposits Support Schedule

=

Customize Report

Dates T, - From

Report Basis: (® Accrual Cash Show Filters
04/01/23
Accrual Basis
Type Date
Isabella Rosa
» Invoice 04/01/2023
Invoice 04/01/2023

Total Isabella Rosa
TOTAL

Comment on Report  Share Template

Register QuickReport

Memorize Print ¥ E-mail v Excel ¥ Hide Header Refresh
B To B Sort By Default -
Buildem, Inc.
Register QuickReport
All Transactions
Num Memo Account Cir Split Amount
55 Your depos Customer Deposits Accounts Re 5,000.00 ¢
56 Your depos Customer Deposits Accounts Re (5.000.00)
0.00
0.00

Bad Debts

There are two ways to write off bad debts in QuickBooks. The easier method is to
write off the receivable as a discount. However, this method does not adjust sales

taxes. The second method

uses a credit memo to write off the bad debt. This method does adjust for sales taxes.
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Method 1-No Sales Tax

If the original sale did not include sales taxes, this is the recommended method.

1. Click the Receive Payments icon on the Home page.

2. Click the Received From drop-down list and select the appropriate customer
or job.

3. In the bottom section of the screen, click once in the Payment column for the

invoice being written off.
4. Click the Discount & Credits button.
5. Enter the invoice amount due as the Amount of Discount.

6. Click the Discount Account drop-down list and select an appropriate bad
debt expense account.

7. Click Done.
8. Click Save & Close.

Press | Esc| to exit full screen

Receive Payments

Main Reports Payments 2 oA
) = — a = =
+» B X 8= 4§ & VB P o
Find New Delete Print  Email Attach Look up Auto Apply Discounts And L
g = File Customer/invoice Payment Credits Add Credit C
Processin
Customer Payment
RECEIVEDFROM  Lancaster Count v =
2 o B = MORE
PAYMENT AMOUNT
L CASH CHECK CDREE;'TT e-CHECK =
DATE 04/01/2023 |
CHECK # DEPOSITTO  Checking v
v i DATE ER T SC. DATE T DISC P E
01/01/2... 21 4,999.50 04/01/2023 4,999.50 4,999.. 000}
Totals 4,999.50 4,999.50 4,999 0.00
AMOUNTS FOR SELECTED INVOICES
e 0.00
PPLIED 0.00
UNT AND CRE
PPLIE 0.00
T
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Method 2-Sales Tax

If the original sale included sales taxes, this is the recommended method.

1. Create a bad debt item which points to a bad debt expense account
2. Enter a credit memo using the bad debt item
3. Apply the credit against the invoice using the Receive Payments window

Step 1. Add Item

1 Click the Items & Services icon on the Home page.

2 Click the Item button.

3 Select New from the menu.

4. Click the Type drop-down list and select Other Charge.
5 Enter Bad Debt as the ltem Name/Number.

6

Click the Account drop-down list and select an appropriate bad debt expense
account.

7. Enter remaining information in the New Item window.
8. Click OK.
= New Item L=l

e s
Other Charge . Use for miscellaneous labor, material, or part charges,

such as delivery charges, setup fees, and service Cancel

charges
Next
ltem Name/Number Subitem of
Notes
Bad Debt
Custom Fields
This item is used in assemblies or is a reimbursable charge
Spelling
Description Amount or % Tax Code
Write-off bad debt 0.00] |Tax >
Account
Bad Debt Expense v
ltem is inactive
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Step 2. Issue Credit Memo

1. Click the Refunds & Credits icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer
or job.

3. Use the Bad Debt item as a line item.

4. Enter the amount of the bad debt to write off as the Amount.

5. Choose the appropriate Tax Code in the Tax column of the bad debt line
item.

6. Click the Tax drop-down list and specify the appropriate sales tax item if the
original sale was taxable.

7. Enter remaining information in the Create Credit Memos/Refunds window.
8. Click Save & Close.

9. Select Apply to an invoice in the Available Credit window.

10.  Click OK.

11.  Select the appropriate invoice in the Apply Credit to Invoices window.
12.  Click Done.

Main  Formatting  Reports X A
& P ’ E ™2 w @m.mmvm.)
Find New Save Atach  ¥Ruse creat 1o a
* g e
[oli3(eTU=-Wlel: @ Donna Pay - Ri=1=0 = Bad Debt -
Customer [RIEGEEISI]
Credlt Mel | Io 04/012023 M Chaks Indamail SUMMARY L4
REDIT 45 runna way
5 Gonesville, PA 89993 Phone 878-662-5000
Email Donna_Pay@chaksindamail.com
Open balance 431000
Active estimates
Sales Orders to be invoiced
Bad Debt Wnite-off bad debt 4,000.00 4,000.00 Tax
RECENT TRANSACTION e
01/22/23 Invoice C
Midiand v (7.75%) 310.00
T 4,310.00
- 4,310.00
I 4
Bad Debt R Tax = sivesciose  [EEIEE Clear TES
Available Credit
= Available Credit x

This credit memo or refund has a remaining balance which you
may use

What would you like to do with this credit?

O Retain as an available credit
D Give a refund
@ Apply to an invoice
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Step 3. Apply Credit to Invoices

Apply Credit to Invoices xX

CREDIT MEMO
Customer.Job Donna Pay
Ref No. 45 Original Amt. 4310.00
Date 04/01/2023 Remaining Credit 0.00

7 YRIG [ F

v 01/22/2023 41 4310.00 4.310.00 4‘310.00‘

| Totals 4,310.00 0.00 4310.00
Clear Selections

Customer Under/Over Payments

Customer Underpayments

If a customer makes a partial payment, the invoice remains open until full payment is
received. But a problem arises if the customer underpays by a nominal amount that
you do not intend to collect. Write off small underpayments using the Receive
Payments window.

1. Click the Receive Payments icon on the Home page.

2. Click the Received From drop-down list and select the appropriate customer
or job.

3. In the Underpayment section, select Write off the extra amount.

4. Click Save & Close.

S. Select an appropriate bad debt expense account as the Account, in the Write
Off Amount window.

6. Click OK.
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Write Off Underpayment

Receive Payments

Write Off Amount

Write off $0.75 to
Account

Bad Debt Expense -
How do | choose the right account?

Cancel

= =1
Main  Reports  Payments H oA
+» 3% 8 =2 ¢ & T P @ o
Find New Delete Print  Email | Attach Look up Un-Apply Discounts And >
& o File Customer/invoice Payment Credits Adg'(;eez';sqa
Customer Payment
RECET ROM  Tom's Paintil 5 -
i Lo} E =l MORE
PAYMENT AMOUNT 18,118.00
2 CASH CHECK CDREEBDrIrT e-CHECK v
DATE  04/01/2023 m
CHECK# 123 DEPOSITTO  Checking -
v i DATE UMBER RIG. AMT. MT. DUE PAYMER
~ 03/15/2023 34 10,000.00 10,000.00 10,000.00 4
» 03/15/2023 35 2,706.25 2,706.25 2,706.25
~ 03/28/2023 36 5,412.50 5,412.50 541175
h 4
Totals 18,118.75 18,118.75 18,118.00
UNDERPAYMENT $0.75 AMOUNTS FOR SELECTED INVOICES
WHEN FINIS AMOUNT DUE 18.118.75
e UNDERPAYMENT APPLIED 18,118.00
@ WRITE OFF THE EXTRAAMOUNT! o
- . DISCOUNT AND CREDITS
APPLIED 0.00
VIEW CUSTOMER CONTACT INFORMATION
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Customer Overpayments

There are two methods for issuing customer refunds. If you know the customer wants
a refund when Kou record the payment, use Method 1. If the customer has an existing
credit, use Method 2.

Issue a Refund-Method 1

1. Click the Receive Payments icon on the Home page.

2. Click the Received From drop-down list and select the appropriate customer
or job.

3. Enter the payment Amount.

4. Select the appropriate invoice.

5. In the Overpayment section, select Refund the amount to the customer.

6. Click Save & Close.

7. Enter remaining information in the Issue a Refund window.

8. Click OK.
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Issue a Refund-Method 2

Follow these steps to refund an overpayment if the customer already has a credit in
QuickBooks.

. Issue a check to refund the money to the customer

. Apply the check to the credit using the Receive Payments window

Step 1. Issue Check to Customer

1 Click the Write Checks icon on the Home page.

2 Enter the Customer:Job in the Pay to the Order of field.
3. Use Accounts Receivable as the Account.
4
5

Enter remaining information in the Write Checks window.
Click Save & Close.

Step 2. Apply Credit to Check

1. Click the Receive Payments icon on the Home page.
2. Click the Received From drop-down list and select the appropriate customer
or job.

3. Click the Discount & Credits button.

4 Make the appropriate selections in the Apply Credits window.
5. Click Done.

6 Click Save & Close.
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Transferring Credits Between Customers/Jobs

What if a customer wants to apply a credit (or overpayment) from one job to a

different job? This method uses a Clearing Account to transfer the credit
between jobs.

. Set up Clearing Account
. Remove the credit from Customer/Job1
. Apply the credit to Customer/Job?2

Step 1. Set Up Clearing Account

Add New Account -0 x

Account Type  Bank

Account Name  Clearing Account
Subaccount of

OPTIONAL

Description

Bank Acct. No.

Routing Number

Enter Opening Balance Should I enter an opening balance?

& Remind me to order checks when | reach check number

Order checks | can print from QuickBooks

EOEE st cone

Step 2. Remove Credit from Customer/Job 1
1. Click the Write Checks icon on the Home page.

2. Click the Bank Account drop-down list and select Clearing Account.
3. Enter the Customer:Job whose credit you want to remove as the Pay to the
Order of.
4, Enter Accounts Receivable as the Account.
5. Click Save & Close.
Main Reports i A
€« P BB B create a Copy = Print Later 0 ; B B & (J
Find New Save Delete QMemonze Print Pay Online Attach Select Clear Recalculate Reorder Ordor
M v File PO Splits Reminder
Checks
BANKACCOUNT Clearing Account v ENDING BALANCE 0.00
No. |1
PRINTAS:  Margaret Gow k DATE | 04/01/2023 &
PAY TO THE ORDER OF  Margaret Gow:Utility Shed v $ 300.00
Three hundred and 00/ 00% * ¥+ * % ¥+ k% % ¥ % ¥ &k ¥ % k% k¥ k¥ 2k 4k kR kR K R XK RKRK AR AR R DOLLARS
Marg;ret Gow
789 Commander Street

Houston, TX 88778

MEMO  Transfer credit to repairs job
Expenses $300.00 ltems $0.00
[Accounts ~ 300.00
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Step 3. Apply Credit to Customer:Job 2
1. Click the Receive Payments icon on the Home page.

2. Click the Received From drop-down list and select the customer:job that will
receive the credit.

3. Enter the amount of the credit as the Amount.
4. Click on the individual invoices to apply the credit (if appropriate).
5. Click the Deposit to drop-down list and select Clearing Account*.
6. Enter remaining information in the Receive Payments window.
7. Click Save & Close.
= Receive Payments - 0O %
Main Reports  Payments 2o
. 5 % @ =J [@ (g] L & = Process payment
Find New Delete Print  Email Attach Look up u 4
x = File Customer/Invoice Ad;
C u sto I11 e r Pay |’n e nt CUSTOMER BALANCE 0.00
RECEIVEDFROM | M t Gow:Repairs ~ .
argare ow:Repairs M = e
RO 300.00 CASH CHECK CDREEB?!I.T e-CHECK
DATE  04/01/2023 = i
REFERENCE # DEPOSIT TO Clearing Acco... ¥
v E T AMT. DUE PA
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTS FOR SELECTED INVOICES
$ 300.00.
WHEN FINISHED AMOUNT DUE 0.00
@) LEAVE THE CREDIT TO BE USED LATER APPLIED —_—
(") REFUND THE AMOUNT TO THE CUSTOMER
DISCOUNT AND CREDITS
APPLIED 0.00
VIEW CUSTOMER CONTACT INFORMATION
MEMO Transfer credit from utility shed job S*{e & Close [ Save & New } Clear

*The Deposit to option may not be enabled in your QuickBooks. Turn this
option on by selecting Edit:Preferences from the menu. Click Payments in the
list to the left. Click the Company Preferences tab. Uncheck the box next to Use
Undeposited Funds as a default deposit to account.
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Multiple A/R Accounts

Creating multiple A/R accounts allows you to separate your Accounts Receivables on
reports. For example, you may want separate A/R reports for different divisions or
types of customers. However, you will have to specify an accounts receivable account
every time you perform the following activities:

° Enter Invoices
J Receive Payments
. Issue Credit Memos
. Enter Statement Charges
° Create Statements
. Assess Finance Charges
° Print Invoices and Credit Memos
= Add New Account — R
| Account Type  Accounts Receivable v
Account Name  A/R South Office
Subaccount of v
Invoice
Home - O %

Main Formatting Send/Ship Reports

& P s E 2@ Create a Copy 0 g = Print Later @ %Add Time/Costs % Create a Batch

Find New Save Delete a Memorize Mark As Print  Email Email Later Attach QApply Credits Receive E Refund/Credit
™ s Pending v v File Payments

I i E: BILLTO
n VO I Ce 04/01/2023 [ SUMMARY

INVOICE #

2

PO.NO TERMS
v

TEM QUAN DESCRIPTION RATE AMOUNT TAX
Services For services rendered at your request 1,000.00 1,000.00 Nen | &

CUSTOMER PAYMENT
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Report Filter

Modify Report: Open Invoices x
Display Filters Header/Footer Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES

Account LTER SET
FILTER Account A/R South Office
—— A/R South Office v

Account A p— lit detail? Dte flogey

laging 0 nc: uNi split detail? Name All customers/jobs
Paid Status Open

;Amount ) Yes

fBiIling Status 7 For detail accounts matching
(Class v
fCleared v
I Remove Selected Filter
ACCOUNT FILTER

Choose the types of accounts or a specific account from
the drop-down list. Indicate whether or not you want split
detail to appear in the report (Balance Sheet accounts
only).

Tell me more...
Revert

’L | Cancel Help

Retail Sales

Items for Retail Sales

Click the Items & Services icon on the Home page.

Click the Item button.

Select New from the menu.

Click the Type drop-down list and select the appropriate item type.
Enter remaining information in the New Item window.

Click OK.

cCOAwN =
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Taxable Sales

TYPE

ltem Name/Number

Other Charge v

Edit Item

Use for miscellaneous labor, material, or part charges,
such as delivery charges, setup fees, and service
charges

Subitem of

0O x
Cancel
Notes

Custom Fields

Taxable Sales v
Spelling

This item is used in assemblies or is a reimbursable charge
Description Amountor%  Tax Code

Taxable sales for the day 0.00 Tax >

Account
Food Sales v
ltem is inactive
Non-taxable Sales
= Edit Item i e g <
TYPE

Item Name/Number
Non-Tax Sales

Other Charge -

Use for miscellaneous labor, material, or part charges,
such as delivery charges, setup fees, and service
charges.

Subitem of

Cancel
Notes

Custom Fields

Spelling
This item is used in assemblies or is a reimbursable charge
Description Amountor %  Tax Code
Nontaxable sales 0.00 Non -
Account
Food Sales s
Item is inactive
Paid-Outs
= Edit Item ] = [
- Use for miscellaneous labor, material, or part charges,
Sihee C ol such as delivery charges, setup fees, and service Cancel
charges.
Notes

ltem Name/Number
Paid Outs

[hescription

Paid out of register for the day

Subitem of

This item is used in assemblies or is a reimbursable charge

Amountor %  Tax Code
0.00| Non v
Account
Miscellaneous v

Custom Fields

Spelling

ltem is inactive

Set up separate "paid out” items for expenses other than miscellaneous.
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Payment

= Edit ltem g
e ——
Use to record a partial payment at the time of the sale. It
reduces the amount owed on an invoice. Cancel
Notes
ltem Name/Number Custom Fields
Spelling
Description
I Paid by American Express credit cards X ltem is inactive
Payment Method American Express v
@® Group with other undeposited funds
I © Deposit To v
Over/Short
= Edit Item —
. Use for miscellaneous labor, material, or part charges,
Qihectapive such as delivery charges, setup fees, and service Cancel
charges.
Notes
Item Name/Number Subitem of Custom Fields
Over/Short v
Spelling
This item is used in assemblies or is a reimbursable charge
Description Amountor%  Tax Code
Over/Short in register for the day 0.00 |Non v
X Account
Over/Short >
ltem is inactive
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Daily Sales Entry

1. Click the Create Sales Receipts icon on the Home page.

2. Select a Customer:Job from the drop-down list. (Optional)
3. Enter remaining information in the Enter Sales Receipts window.
4. Click Save & Close.
Main Formatting Send/Ship Reports Payments Hoa
* P ’ E & B create a copy Q g = Print Later w [ Add timecosts O
Find New Sa've Del'e!e omemonze Mark As Prlm Enlall Email Later Attach Add Credit Card

Pending File

Processing

Name Tra nsaction
DAI LY SALES ol SUMMARY
X

CUSTOMER:J,,_ DEPOSIT TORSEIVENERA TEMPLATE 'DainSaIes v

04/01/2023 |

Taxable Sales Taxable sales for the day 1,000.00 Tax A

Non-Tax Sales Nontaxable sales 450.00 Non I
Paid Outs Paid out of register for the day -37.50 Non
AMEX Paid by American Express credit cards -812.36 RECENT TRANSACTIONS
Over/Short ~ Over/Short in register for the day | 064 'm - ] -
TA% Dallas County v | (8:25%) 82.50
CASHIN 682.00

- custouen . svesciose  EXTISE  cer -
Deposit Credit Card Receipts
1. Click the Record Deposits icon on the Home page.
2. Select the appropriate payment method in the box next to View payment
method type.
3. Click the line items to deposit.
4. Click OK.
S. Enter an additional line for any credit card fees, using a negative amount.
6. Enter a batch number in the memo (if applicable).
7. Click Save & Close.
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Select Payments to Deposit

SELECT VIEW

Yiew payment method type American Express

Sort payments by Payment Method

SELECT PAYMENTS TO DEPOSIT

What are payment method views?

5 TIME TYFE el P NT
d 04/01/2015 RCPT 3 American Express 812,36
1 of 1 payments selected for deposit Payments Subtotal 81236
Select All Select None See an easier way to match these payments with your bank deposits.
@ Cancel Help

Make Deposit

Make Depo

4 Previous ® Nedt [ Save & Print ~ | BH Payments [E]] History | Attach
DepositTo  Checking ~  Date 040012015 E  Memo Deposit Save time reconciling your
= merchant service account with
(uickBooks.
Click Payments to select customer payments that you have received. List any other amounts to .
deposit below. ¢ Learn Wore
R T CHKNO. | PMT METH A
Undeposited Funds Paid by American Express credit cards American Express 31236 4
Credit Card Fees Amex Charge 2437
v
Deposit Subtotal 787.99
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account
Cash back goes to Cash back memo Cash back amount
Deposit Total 787.99
Save & Close Save & New | Clear
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Review

To ensure proper processing of transactions and accurate reporting, enter
transactions in the order presented on the Home page.

Vendor Center

Vendors Transactions

Active Vendors

Boise County
Buildings, Inc

Cal Gas & Telephone C..
City of Boise

Dallas Doors

Dave’s Cafe

Door Knob Corporation
Door Tools, Inc.

East Bayshore Tool & S
Edgar Leasing

Electric, Inc.

General Carriers, Inc.

Great Statewide Bank

fe)

| NAME BALANCE TOTAL | ATTA

| A

T T
0.00

0.00
0.00
0.00
0.00
0.00

3749.75
0.00
0.00
0.00
0.00

7,250.00

0.00

Vendor Center: American Express P

JAl HewVendor.. » J=| New Iransactions = (= Print v Excel v [ Word ~

»

Vendor Information L G P —
Company Name  American Express Main Phone 800-363-8585 QuickReport
FullName  Greg Jansen Alt Phone  216-987-3499 Open Balance

Billed From  American Express
3400 Watson Ave
Springfield, MO 3455.

Fax 800-363-8500

Iain Email greg@amex.com

Order Checks
Map | Directions
v
“ [

Transactions Contacts ToDo's MNotes

sHow  AllTrans.. ~  FLTEREY Al ~ pere ThisFisc.. ~  01/01/2015 - 12/31/2015

TYPE NUR DATE ~ ACCOUNT AMOUNT

Check 0310/2015 Checking -550.00

Manage Transactions ~ Run Reports -

Purchase Fixed Assets

A Fixed Asset Tracker is available in QuickBooks. You create Fixed Asset ltems to
track relevant information for each fixed asset. To enter the purchase of a fixed asset,
follow these steps:

1.
2.

Create a Fixed Asset account for each general fixed asset category

Create a Liability account to track amount owed/financed. This is only necessary if
you financed a portion of the purchase.

Set up the new asset on the Fixed Asset Item List
Enter a bill or check to record the purchase of the fixed asset
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Creating the Fixed Asset Account

Liability Account

= Add New Account — 0O x
] Account Type  Fixed Asset * =
Account Name “
Subaccount of v
OPTIONAL
Description
Note
Enter Opening Balance... Should | enter an opening balance?
‘ e & Close ‘ Save & New Cancel
= Add New Account - 0O x
izid Account Type  Long Term Liability -
Account Name | Computer Loan|
Subaccount of v
OPTIONAL
Description
Account No.
Enter Opening Balance... Should | enter an opening balance?
Cancel
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ixed Asset Item

) Select Lists:Fixed Asset Item List from the menu.

) Click the Item button.

Select New from the menu.

. Enter appropriate information in the New ltem window.

) Click OK.

=

TYPE

ASSET INFORMATION
Asset Description
Pentium VI with DVD Drive
Location PO Number
Sales

Notes

New Item

Use for property you purchase, track, and may eventually sell. Fixed
assets are long-lived assets, such as land, buildings, furniture, equipment,

and vehicles.

Asset Name/Number Asset Account
Dellway Pentium VI - Sales Computers
PURCHASE INFORMATION SALES INFORMATION
Purchase Description Itemis ® new () used Sales Description

Dellway Pentium VI
Date 04/01/2023 Sales Date

Cost 2,500.00 Sales Price

Vendor/Payee Kershaw Computer Services Sales Expense

Serial Number
987AB10

—=]
O
CanEel
Next

- Custom Fields

Spelling

ltem is sold
Iltem is inactive
Warranty Expires

04/01/2025 =

Warranty covers parts and labor

x

Purchase Fixed Asset

Write Checks - Checking

Main Reports

® D s E % gmea(eacopv é
Find New Save Delete @BMemonze Print
BANK A Checking v

Kershaw Computer Services

Print Later ﬂ % o

Pay Online Attach Select Enter
File PO Time

oo suncs  44,863.45

13
04/01/2023
v s 300.00

Kershaw Computer Services
101 Main Street
Garland, TX 76678

Expenses -$2,200.00 |tems $2,500.00

Computer Loan -

Three hundred and 00/00" * ** ******ssssssssssnsssssssssnssssssssnsnsssns

E B

Clear Recalculate
Splits

Reminder  Order
Checks

Clear
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Loan Manager

The QuickBooks Loan Manager helps you manage loans for long term liability and
other current liability accounts set up on your chart of accounts. You can view
payment schedules, schedule loan payments, and evaluate “what if” scenarios.

Add Loan Account

1. Click the Chart of Accounts icon on the Home page.
2. Click the Account button.
3. Select New from the menu.
4. Select Other Current Liability or Long Term Liability as the Type.
5. Enter remaining information in the New Account window.
6. Click OK.
= Add New Account " — 0O %X

= Account Type  Long Term Liability v

Account Name Equipment Loan
Subaccount of

OPTIONAL
Description

Account No. |02933-99

Enter Opening Balance... Should | enter an opening balance?

Save & Close Save & New Cancel

T ="
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Deposit Loan Proceeds

1. Click the Record Deposits icon on the Home page.
2. Click on the first available deposit line in the Make Deposits window.
3. Click the Received From drop-down list and select the appropriate vendor.
4. Click the From Account drop-down list and select the appropriate long term
liability or other current liability for which you are receiving a loan.
5. Enter other appropriate information in the Make Deposits window.
6. Click Save & Close.
= Make Deposits —
@ Previous ® Next B Save & Print v | @ Payments @ History | @ Attach
Deposit To Checking v Date 04/01/2023 M Memo Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Texas Bank ~ Equipment Loan v Proceeds from Equipment Loan 1234 Check - 40000/

Deposit Subtotal
To get cash back from this deposit, enter the amount below. Indicate the
account where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
Deposit Total

saveaClose | L  Clear

Add Loan to Loan Manager

1. Select Banking:Loan Manager from the menu.
2 Click the Add a Loan button.
3. Enter appropriate information in the Add Loan windows.
4 Click Finish in the last Add Loan window.
Add Loan X

Enter account information for this loan
NT NAME |Equipment Loan v

ANCE 40,000.00

ER | Texas Bank v

ORIGINATION DATE (04/01/2023 ™ Why should | enter an origination date?
ORIGINA UNT 140,000.00

TERM (60| Months v

Next Cancel Help
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Make Loan Payment from Loan Manager

Select Banking:Loan Manager from the menu.

Select the appropriate loan in the loan list.

Click the Set Up Payment button.

Change information in the Set Up Payment window (if appropriate).
Click OK.

. Change information in the Write Checks or Enter Bills window (if
appropriate).
7. Click Save & Close.

ok W=

Set Up Payment
)
Set Up Payment X
Why should | pay my loans from the Loan
This payment is A regular payment v Manager?

What is the difference between a regular and an
extra payment?

ACCOUNT INFORMATION
Equipment Loan
IDER Texas Bank

I Checking

PAYMENT INFORMATION

P) [551.52 S&( 0.00 1
250.00
801.52 ENT 801.52
PAYMENT METHOD
| want to \Write a check M

OK Cancel Help

Loan Payment
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= Write Checks - Checking

Main Reports
5| @ 5 E $8 B createacopy — Print Later )] E o % E
d New Save Delete @ Memonze Print Pay Oniine All;\(h Select  Enter Clear Recaiculate
1 ile PO Time Splits
Checking v ENDING BALANC 83,761.93
14
£ 04/01/2023 W
Texas Bank - 801.52
Eight hundred one and 52/100% * **# +#+#+ 4+ + 4+ assssrasasarusnssararssnssas DOLLAR
Texas Bank
8765 Bank Steet
Dallas, TX 74248
Acent# 02933-99 - Pmt# 1
Expenses $801.52 ltems $0.00
Equipment Loan 551.52
Interest Expense 250.00
Save & Close m
R
Review Loan Information
1. Select Banking:Loan Manager from the menu.
2. Select the appropriate loan in the loan list.
3. Click appropriate tab to view loan information.

LOAN LIST

Equipment Loan

Summary Payment Schedule

LENDER NAME Texas Bank
ACCOUNT NUMBER 02933-99
ORIGINATION DATE 04/01/2023
ORIGINAL AMOUNT 40,000.00

Print Loan Information

Contact Info

Print..

3944848  05/30/2023 801.52 Add 2 Loan

Loan M- 1-ner

What you need to do before you'se®Pa loan

Set Up Payrment
Edit Loan Details
Remove Loan

PAYMENT AMOUNT 801.52
INTEREST RATE 7.500%
MATURITY DATE 03/28/2028

BALLOON PAYMENT None

What If Scenarios... Close Help

Select Banking:Loan Manager from the menu.
Select the appropriate loan in the loan list.

Click the Print button.

Select the appropriate printer in the Print window.
Click Print.

o=
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Lines of Credit

What you need to do before you add a loan
LOAN LIST
Equipment Loan 39,448.48  05/30/2023 801.52 Add a Loan
Set Up Payment.
Edit Loan Details
Remove Loan
Summary Payment Schedule Contact Info
CONTACT ADDRESS
NAME Sam Snide Texas Bank
PHONE 972-775-0989 8765 Bank Steet
FAX Dallas, TX 74248
EMAIL sam@texasbank.com
Print. What If Scenarios Close Help

Use the following steps to track the use and payback of a line of credit.

1.
2.
3.

Transfer Funds to record use of the |
Pay back the line of credit

Set up Liability account to track the line of credit
ine of credit or overdraft facility

1. Set Up Liability Account to Track Line of Credit

=

| Account Type  Other Current Liability

Add New Account

-

Account Name ||ine of Credif

Subaccount of

OPTIONAL
Description

Account No

Routing Number

Enter Opening Balance...

Should | enter an opening balance?

Cancel

‘ Save & Close Save & New

=7
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2. Transfer Funds to Checking Account

=

Transfer Funds Between Accounts

- 0 %
@ Previous ® Next B Save || @ Attach
Transfer Funds DATE
04/01/2023 m
TRANSFER FUNDS FROM | | ine of Credit v | ACCOUNT BALANCE 0.00
TRANSFER FUNDS TO | Checking v ACCOUNT BALANCE 82.960.41
TRANSFER AMOUNT zoooq\
MEMO  Funds Transfer
‘ Save & Close ‘ ‘ Save & New ‘ Clear
Estimates Create I <FICA/MED Pays
Invoices «FIT Withheld

3. Write Check to Pay Line of Credit

= Write Checks - Checking = o
Main Reports HoA

¢« B B € Boeacacoy Gy | Pntlater 0 B o B B & P
Find New Save Delete QMN”O,,,O Print Pay Online Attach Select  Enter Clear Recalculate Reorder
v v File PO  Time Spiits Reminder ~ Order
Checks
BANKACCOUNT  Checking v eionceaaice 102,960.41
no.  |EFT|
DATE  04/01/2023
THE ORDER OF  Great Statewide Bank v ¢ 1,000.00
One and 00/100 *** ****evssrarereararearasercariararasraserres DOLLARS
Great Statewide Bank
Bucksville, TX 99898
Memo  Line of credit payment and interest expense
Expenses $1,000.00 Items $0.00
Line of Credit 900.00
|Interest Expense 100.00
Clear

If the payment is made with an Electronic Fund Transfer, type “EFT” in the No.

field.

Reconcile Bank Accounts

Beginning Reconciliation Balance
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What if this month’s Beginning Balance has changed from last month'’s bank
statement ending balance? In QuickBooks, the Beginning Balance is the sum of all
cleared transactions in the account. If a cleared transaction is modified or deleted, the
Beginning Balance changes. Then, the account cannot be reconciled until the
problem is corrected.

What if it doesn't match? Follow step 1 below if you use QuickBooks Premier or
Enterprise Solutions. Follow steps 2 through 5 if you use QuickBooks Pro.

1. Run Reconciliation Detail reports for prior months. Compare these reports to
the bank statements for those periods. Look for transactions that cleared on the
statements but do not appear on the Reconciliation Detail reports.

2. Run the Reconcile Discrepancy Report. This report shows any cleared
transactions that were modified or deleted since the last bank reconciliation.

3. As a first step, search for any difference in the account register.

4. Run the Audit Trail Report and look for an amount that equals the difference.
5. Compare past bank statements and reconciliation reports to the bank activity

in QuickBooks. Look for any transactions that are missing or have changed in
QuickBooks.

Locate Discrepancies

Account | ST d Last reconciled on 03/31/2023
Beginning balance is $107,174.12

Click Discrepancy Report to view changes made to

previously cleared transactions since this account i
was last reconciled. Discrepancy Report

Click Previous Reports to view transactions that were

3 et Previous Reports
cleared in a past reconciliation.

Other tips for resolving discrepancies

When you are done resolving previous reconciliation issues, click Restart Reconciliation
to continue reconciling this account.

If you would like to unclear all the cleared transactions for the last reconciliation period,
click Undo Last Reconciliation.

Undo Last Reconciliation Restart Reconciliation Cancel

nnnnnnnnnnnnnn

Review Previous Reconciliation Report

QuickBooks Premier and Enterprise Solutions let you print past reconciliation reports.
QuickBooks Pro only lets you print a copy of the last report.

1 Click the Reconcile icon on the Home page.

2 Click the Account drop-down list and select the appropriate bank account.

3. Click the Locate Discrepancies button.

4. Click the Previous Reports button.
5.
S

Select the Statement Ending Date and make other appropriate choices in the
elect Previous Reconciliation Report window.
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6.

Click Display.

04/0115

Buildem, Inc.

Reconciliation Detail
Checking, Period Ending 02/28/2015

Type Date Num Name Clr Amount Balance
Beginning Balance 106,992 94
Cleared Transactions
Checks and Payments - 1 item
Check 212812015 1003 Edagar Leasing X (2.818.82) (2,818.82)
Total Checks and Payments (2,818.82) (2,318.82)
Deposits and Credits - 1 item
Deposit 2/28/2015 X 10,000.00 10,000.00
Total Deposits and Credits 10,000.00 10,000.00
Total Cleared Transactions 7.181.18 7.181.18
Cleared Balance 7,181.18 114,174.12
7,181.18 114,174.12

Register Balance as of 02/28/2015
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Run Reconcile Discrepancy Report

Run a Reconcile Discrepancy Report to identify why the beginning balance has
changed since the last statement. This report lists all previously reconciled
transactions that were changed since the last statement date. Use this report to
identify changed amounts and changes in cleared status.

This report does not show deleted transactions. If you suspect a deleted
transaction, identify it by comparing a previous reconciliation report to the bank
register.

Run Reconcile Discrepancy Report

1 Select Banking:Reconcile from the menu.

2 Click the Account drop-down list and select the appropriate bank account.
3. Click the Locate Discrepancies button.

4 Click the Discrepancy Report button.

= Checking — 0 X
€ Go to... ‘ © Print... 1 2 Edit Transaction B QuickReport £ Setup Bank Feeds

PAY ENT v
TYPE

03/30/2023 v 3,267.09 127,686.62 4
DEP -split- Deposit

03/30/2023 9 Spendalot 10,500.00 + 117,186.62
CHK -split-

03/31/2023 1250 v 117,174.12

CHK " Bank Service Ch Service Charge

03/31/2023E 10 J_ SmithTritton Product Develo... ¥ 3,000.00 «|De 114,174.12 '
CHK Profession... ¥ 7 v
Splits ENDING BALANCE 110,136.12
1-Line
Sortby Date, Type, Number/Ref ~ | Record ‘ Restore
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Changing Cleared Status

The primary cause of beginning balance changes is when you change or delete a
cleared transaction. This includes changing the cleared status of a transaction. If this
occurs, change the cleared status in the account register.

1. Click the Chart of Accounts icon on the Home page.

2. Double-click on the appropriate bank account.

3. Click once on the transaction with the incorrect cleared status (look at the
column labeled with a check mark).

4. Click in the check mark column for the transaction until the appropriate cleared

status appears.
5. Click the Record button.
= Checking — =R

€ Go to... [ & Print... ‘ 2 Edit Transaction B QuickReport £ Setup Bank Feeds
= SEUNET »
TYPE ACCOUNT EMO

03/31/2023@ 10 ~ 10,000.00 #p Deposi 107,174.12| &
CHK Profession... ¥ Memo

04/01/2023 1011 General Carriers, Inc. 788.00 106,386.12
CHK -split-

04/01/2023 1012 Lew Plumbing 3,250.00 103,136.12
CHK Repairs:Building Bill #4558: Fix th

04/01/2023 .

Y.
Splits ENDING BALANCE 103,136.12
1-Line
Sortby Date, Type, Number/Ref ~ ’ Record Restore

Manually change cleared transactions to fix errors only. Use the Reconcile
window in QuickBooks to clear transactions.

Fix Bill Payment Errors

A common mistake is paying bills using the Write Checks feature. This leaves the
original bill unpaid and doubles the expense. There are two ways to handle this:

1. Delete Original Bill

Find the original bill and delete the transaction.

Select Reports:Vendors & Payables:Unpaid Bills Detail from the menu.
Double-click on the bill to delete.

Select Edit:Delete Bill from the menu.

Click OK.

o -
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2. Delete Original Check and Pay the Bill

Find the check and delete the transaction. Pay the bill using Pay Bills and make sure
the reconciled status and the check number of the new check matches that of the
deleted check.

= Pay Bills — 0O X%
SELECT BILLS TO BE PAID
. ) Due on or before
Show bills
@® Show all bills Filter By -
SortBy Due Date g
@ : DATE DUE ‘ VENDOR REF. NO DISC. DATE AMT. DUE DISC. USED CREDITS USED AMT. TO PAY
[T 03/15/20... Spendalot 0039 14,000.00 0.00 0.00 0.00 4
[~ 04/04/20... JoJo, Inc. 343 03/15/2023 18,748.75 0.00 0.00 0.00
[~ 04/14/20... JoJo, Inc. 343v 03/25/2023 2,999.90 0.00 0.00 0.00
‘ [/ 04/14/20... Lew Plumbing 4558 3,250.00 0.00 0.00 3‘250‘00|
v
Totals 66,582.65 0.00 0.00 3,250.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Lew Plumbing Terms Net 30 Number of Credits 0
Bill Ref. No. 4558 Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method & il a Account
int
04/01/2023 @ Check - ems fred Checking =
’\kgssign check number  Euging Balance F—
I Pay Selected Bills ‘ Cancel

Check Detail Report

Bill payments on reports and in registers usually do not show what eernses
were paid. To see what expenses were paid with a bill payment, run the Check
Detail report.
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Bill Payment in Checking Register

€ Go to... 1 & Print... \ 2 Edit Transaction

Checking

10 SmithTritton Product Developmen

uickReport 2 Setup Bank Feeds

03/31/2023 10,000.00 107,174.12 -
CHK Professional Fe¢
04/01/2023 1011 General Carriers, Inc. 788.00 106,386.12
CHK -split-
04/01/2023 1012 Lew Plumbing 3,250.00 103,136.12
BILLPMT Accounts PayablFix the Loo
1/01/2023 1 ] er |Payee ¥ |Payment Deposit .
b v
Splits ENDING BALANCE 103,136.12
1-Line
Sortby Date, Type, Number/Ref ~ Restore
Check Detail Report
Select Reports:Banking:Check Detail from the menu.
= Check Detail — 08 x
Customize Report Comment on Report Share Template Memorize |Print ¥ E-mail v Excel * | Hide Header = Refresh
Dates (IR E r C WM - From 01/01/2023 Ml To 04/01/2023 Ml Sort By Default -
Show Filters
Buildem, Inc.
iz Check Detail
January 1 through April 1, 2023
Type Num Date Name Item Account Paid Amount Original Amount
A
Professional Fees (10,000.00) 10,000.00
TOTAL (10,000.00) 10,000.00
Bill Pmt-Check 1000  01/29/2023  Walnut, Inc. Checking (7,499.75)
Bill AD2 01/12/2023 CedarD... Raw Materials Inve... (7,499.75) 7,499.75 .
TOTAL * (7,499.75) 749975
Check 1001 02202023  Supply-A-Lot Checking (12,154.15)
Cost of Assemble . (7,542 58) 7,542.58
Advertising (12500) 12500 v

Purchases & Payables: Chapter 7

Page 101



1099s/1096

Printing 1099s is a seven step process. You perform most of these steps using the
1099 Wizard.

. Turn on 1099 preference
. Select Your 1099 Vendors
. Verify Vendor Information

. Set 1099 Account Mapping

° Review 1099 Data

) Confirm 1099 Entries

. Print or E-file 1099s and 1096

. Turn on 1099 Preference
Turn on 1099 Preference
Select Edit:Preferences from the menu.
Select Tax:1099 from the list to the left.
Click the Company Preferences tab.
Select Yes next to Do you file 1099-MISC forms?.

My Preferences Company Preferences

S

Do you file 1099-MISC farms? . é‘r’esé I Mo
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Step 1: Start the 1099 and 1096 Wizard
Open 1099s/1096 Wizard
1. Select Vendors:Print/E-file 1099s:1099 Wizard from the menu.

= QuickBooks 1099 Wizard x
To prepare and file your 1099-MISC/1096 forms

Select your 1099 vendors

Select vendors to receive 1099-MISC forms.

Verify vendor information
Review and edit information for selected vendors.

Map your accounts
Choose which payments to report in each box on Form 1099-MISC.

Review vendor payments
Select debit, gift card and PayPal transactions to exclude from 1099-MISC forms.

Confirm 1099-MISC entries

Review the amounts to be reported on each vendor's Form 1099-MISC.

Order forms Get Started

Choose a filing method

- Print  1099s and 1096 on preprinted forms to file by mail.

- E-file 1099s electronically with the IRS using the 1099 E-File
Service. You can also print copies on plain paper.

000000

@ Learn more about these options

Step 2. Select 1099 Vendors and Verify Information
1. Click Get Started in the QuickBooks 1099 Wizard window.

2. Review the vendor information and make any necessary changes.
3. Click Continue.
= QuickBooks 1099 Wizard %
Select your 1099 vendors :

Select the vendors that need a Form 1099-MISC. (Changing the selections
also changes the vendors’ 1099 status in your company file.)

A

o o o o o o o 3983

American Express
Bank Of Texas
Buildings, Inc.
Chamber of Commerce
Craig's Gasoline
Dave's Cafe

Door Knob Corporation
Edgar Leasing

Electric, Inc.

Office Supplies

Dues and Subscriptions
Multiple

Multiple

Raw Materials Inventory
Multiple

Multiple

Select All
Create Form 1099-MISC  Vendor Name Account Used =
King & King Multiple
Smith & Smith
Spendalot Multiple
Supply-A-Lot Multiple

@ Need more information?

Back

Save & Close
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Step 3. Map Accounts

1. Click the drop-down arrow to the right of each account in the list and select the
appropriate 1099 box.

2. Click Continue.

QuickBooks 1099 Wizard

Map vendor payment accounts g i
Veri \ap
You used these QuickBooks accounts to track payments to your 1099 vendors. Vel Vestoes - poiets

Now, tell QuickBooks where the amounts paid from each account should appear
on Form 1099-MISC.

Show 1099 accounts v

Tip! Accounts used for 1099 Account type ‘Apply payments to this 1099 box

Most companies map the accounts they use Office Supplies Expense Omit these payments from 1099 e

to pay 1099 vendors to Box 7: Nonemployee Payroll Expenses Expense Omit these payments from 1099 bt

CompensSHe: on Roraid UK MISG. Postage and Delivery Expense Omit these payments from 1099 v

Tell me more aboutihe 1039 boxes, Professional Fees Expense Omit these payments from 1099

[] Report all payments in Box 7 Rent : Car Rental Expense Omit these payments from 1099 ¥
Rent : Equipment Rental Expense Omit these payments from 1099 v
Rent : Office Rent Expense Omit these payments from 1099 v
Subcontractors Expense Box 7: Nonemployee Compensation ¥
Taxes : Federal Payroll Expense Omit these payments from 1099 ¥
Taxes : Property Expense Omit these payments from 1099 v
Taxes : State Expense Omit these payments from 1099 ¥
Tools and Machinery Expense Omit these payments from 1099 ¥l

Show IRS 1099-MISC filing thresholds

@ Need more information? Back Save & Close
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Step 4. Review Vendor Payments and Confirm Entries
1. Review 1099 Summary

2. Review the information in the Review 1099 Summary window.
3. Click Continue.

Step 5. Choose a Filing Method
1. Click Print 1099s in the 1099 Wizard window.

2. Select the date range for 1099s in the Printing 1099-MISC and 1096 Forms
window.

Click OK.

Click Print 1099 in the Select 1099s to Print window.

Click Print in the Print 1099s window.

Click Print 1096 in the Select 1099s to Print window.

Enter appropriate information in the 1096 Information window.
Click OK.

Click Print in the Print 1096 window.

Vo N Oh®

= QuickBooks 1099 Wizard x
Choose a filing method —0—8—8—a—0
Vendors Ve Ackiunts Poyments oies Fiig.

&/ You're ready to choose a filing method!

Print E-file
Print 1099s and the 1096 on preprinted forms and mail to File electronically with the IRS using the 1099 E-File Service. Fees apply.
the IRS. (The IRS doesn't accept forms on plain paper.)
Is e-filing right for you?
Need to order preprinted forms? « The IRS requires you to e-file if you submit over 250 forms.
Our forms are designed specifically for you can print copies for vendors or yourself on plain paper.
QuickBooks and print your data directly

from QuickBooks on to the correct « When you e-file, the IRS doesn't require a 1096 summary form.
section of each form

« If your state participates in the combined federal/state e-filing program, e-filing,
your federal 1099s can simplify your state filings. Does my state participate?

orderforms R Go to 1099 E-File Service

Get forms in as
little as 3 days

5 Back Save & Close
@ Need more information?
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1099s/1096 Date Range

Printing 1099-MISC and 1096 Forms

Please specify a date range:;
This Calendar Year -

From pyo12015 E

To 1213112015 HE

Cancel

Help

Select 1099s to Print
Selectvendors to print 1099-MISC / 1096 forms:

J § VENDOF

- Spendalot

v Supply-A-Lot

1096 SUMMARY INFORMATION
Number of vendors selected: 2

Total forvendors selected: 28,125.00

3,000.00 i@
25,125.00

Preview 1099

Print 1096

Cancel

Help

Select All

Select Hone

1096 Information x

Form 1098 summarizes the 1099s.

Please fill in the additional information below to
complete your Form 1096.

Contact Name Kelsey Auldridge

This is my final return

Cancel
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Employee/Owner Purchases

When an owner or employee pays for goods or services using their own funds, the
transaction must be recorded to show that the services or goods were bought, and
that the money is owed to the owner or employee. Follow these steps to track
employee/owner purchases.

1. Set up account to track money owed to Employee/Owner
2. Record purchase using zero-based check
3. Reimburse Employee/Owner if necessary

1. Set Up Account to Track Money Owed to Employee/Owner

= Add New Account e

FETT| Account Type Other Current Liability -

Account Name ' Employee Purchases
Subaccount of

OPTIONAL
Description | For expense paid with own dollars|

Account No.
Routing Number

Enter Opening Balance... Should | enter an opening balance?

Save & Close Save & New Cancel

This may be an Equity type account for owner purchases. An accountant can help
with this decision.
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2. Record Purchase Using Zero-Based Check

Main Reports X oA
» B B XBowsow g o g B O B ”
Find New Save Delete € Memorize Print Pay Online Attach Select Enter Clear Recalculate Reorder
< v File PO Time Splits Reminder g:ce‘:s
BANKACCOUNT Checking - ENDING BALANCE 79,252.04
-
DATE | 04/01/2023 H
PAY Office Solutions v s 0.00
DOLLARS
ADDRESS
Office Solutions
78 West Howard
Dallas, TX 75838
vewo  [8374k38 - o -
Expenses $0.00 ltems $0.00
\CCOUNT AMOUNT JEMO JSTO! BILLAB
Office Supplies 50.00 Paid by Pete =
Employee Purchases -50.00 Owed to Pete
‘ Save & Close ‘ Save & New i Clear
e

Reconcile this check on your next bank reconciliation.

3. Reimburse Employee/Owner

= Write Checks - Checking -
Main Reports ¥ oA
¢ B B QQowsem, g e § B O B B W O
Find New Save Delete €@bMemorize Print | | PayOnline  Attach = Select Clear Recalculate Reorder
2 v File PO Splits Reminder |~ Order
Checks
Checking - ENDING BALANCE 79,252.04
NO. 18
DATE  |04/01/2023 ®
PAY TO THE ORDER OF Pete J Smith - s 50.00
Fifty and 00/100% * % %% % £ £ 55 £ %8 £ xR s cxREATRAARREARRA AR TR AT AR AR ETE DOLLARS
ADDRESS
Pete J Smith
36 EIm #1076
Dallas, TX 75241
wewo | Pay back for office supplies o S
Expenses $50.00 items $0.00
ACCOUNT MEMO CUSTOME: .| HILLAB
Employee Purchases 50.00
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Prepaid Expenses

You should track prepaid expenses as an asset when paid, and use a journal
entry to expense the cost in the appropriate month. Use the following steps to
record a prepaid expense. You could memorize this journal entry to
automatically record the monthly expense for the rest of the fiscal year.
Create a prepaid expense asset account
Record prepaid expense

1.
2.
3. Create journal entry for monthly expense
1

. Create a Prepaid Expense Asset Account

= Add New Account -0 %

M| AccountType  Other Current Asset -7

Account Name | prepaid Insurance]

Subaccount of

OPTIONAL
Description

Account No

Enter Opening Balance... Should | enter an opening balance?

Save & Close Save & New Cancel

2. Record Prepaid Expense

= Write Checks - Checking ==

Main Reports XA
e» B B X Qoowacn @ Lrmew B & B B =)
Find New Save Delete € Memorize Print PayOnline  Attach  Select Enter Clear Recalculate Reorder
¥ z File PO Time Splits Reminder ~ Order
Checks
BANKACCOUNT Checking v ENDING BALANCE 79,202.04
NO. 19
04/01/2023 &
PAY TO THE ORDER OF General Carriers, Inc. v $ 11,200.00
One thousand two hundred and 00/100% ** * * * ¥ ¥ * x ¥ xx s x s x xxxxxxxxxaxaxaxxxnxsrxrnns DOLLARS
ADDRESS
General Carriers, Inc.
77 Main Street
Dallas, TX 75002
JEMO
Expenses $1,200.00 Items $0.00
Brepaidlnsurance v 1,200.00 Monthly General Liability| v
S | IS o
™ )

Page 110 Mastering QuickBooks Level 2




3. Create Journal Entry for Monthly Expense

= Make General Journal Entries i e
n Main Reports XA
¢ P s E gg Create a Copy & g @
Find New Save Delete oMemorize Reverse Print Attach
¥ File
DATE 04/01/2023 & ENTRY NO 18
ACCOUNT DEBIT CREDIT MEMO NAME BILLABLE?
Insurance 100.00 Expense one month's prepaid insurance
[Prepaid Insurance v 100.00 Expense one month's prepaid insurance v
Totals 100.00 100.00
Save & Close ‘ Save & New ‘ Clear
Memorize Transaction
: 3 Memorize Transaction x
I Name  Prepaid Insurance Adjustment @
7 Add to my Reminders List How Often Monthly - Cancel
~ Do Not Remind Me Next Date 05/31/2023 @ k
@ Automate Transaction Entry Number Remaining \ 12| ‘
Days In Advance To Enter 0 )
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Vendor Deposits

To correctly track vendor deposits in a separate asset account, follow these steps:

1. Create a Vendor Prepayments asset account
2. Use the Vendor Prepayments account when the deposit is paid
3. Use the Vendor Prepayments account with a negative amount on the check/bill

when applying the deposit
Add Vendor Prepayments Account

= Edit Account

i AccountType  Other Current Asset

Account Name | Vendor Prepayments
Subaccount of

OPTIONAL

-

[pISte T M or vendor deposits)

Account No

Account is inactive

Change Opening Balance...

You can change the opening balance in the
account register.

Cancel

S——

Pay Vendor Deposit

Write Checks - Checking

Main Reporis 4
e» B B & Qoewcccy G lemewr G B & B B 7 O
Find New Save Delete @BMemorize Pint [ |PayOnline  Attach = Select Enter | Clear Recalculate Reorder
¥ = File PO Time Splits Reminder c(i::;s
BANK ACCOUNT Checking = ENDING BALANCE 78,002.04
NoO. 20
DATE 04/01/2023 H
PAY TO THE ORDER OF East Bayshore Tool & Supply v s 1,000.00
One thousand and 00/100 * ¥ % % % % % %% % % % % ¥ % X X% XA X2 XA T XAXAXAXRTRARTXRRATATRS DOLLAR:
ADDRESS
East Bayshore Tool & Supply
87 Hammer St.
Wrenchville, TX 77887
1 453
Expenses $1,000.00 Items $0.00
Vendor Prepayments v 1,000.00 Deposit on BIG Hammer
‘ Save iCIose ‘ ‘ Save & New | Clear
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Apply Vendor Prepayment

= Write Checks - Checking SNEE

Main Reports HoA
8 Print Lat = E
¢» B B R Qocwecn G UPmer 0] B T Q
Find New Save Delete o Memorize Print Pay Online Attach Select Enter Clear Recalculate Reorder
= S File PO Time Splits Reminder Order
Checks
BANK ACCOUNT Checking v ENDING BALANCE 77,002.04
NO 21
DATE | 04/01/2023 &
PAY TO THE ORDER OF East Bayshore Tool & Supply v s 2,000.00
Two thousand and 00/100% * * * * * * X ¥ A x 2 % % % X XXX A% 2% AXXXXXXAAXAXAXXAXXAARAEXXIXXAH % DOLLARS

East Bayshore Tool & Supply
87 Hammer St.
Wrenchville, TX 77887

MEMO 453
Expenses $2,000.00 ltems $0.00
Tools and Machinery 3,000.00 Big Hammer
Vendor Prepayments v -1,000.00 Apply vendor deposif v
Sﬁve & Close \ Clear
i hiagd ==
Support Schedules

Other Balance Sheet accounts can be reconciled. This can help provide a support
schedule for accounts such as deposits, retainage, or employee advances. To
create a support schedule, follow these steps:

1. Reconcile the Balance Sheet account using the QuickBooks Reconcile feature.
Clear any amounts that are “finished” (both sides of the transaction are complete).
2. Run a Custom Transaction Detail Report for the account. Total the report by

customer or vendor as appropriate. Filter the report to include only the Balance Sheet
account and uncleared transactions.
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Step 1: Reconcile Balance Sheet Account

1. Click the Reconcile icon on the Home page.

2. Click the Account drop-down list and select the appropriate balance sheet
account.

3. Enter the date of the schedule as the Statement Date.

4. Enter the Ending Balance.
This should be the same as the Beginning Balance.

5. Click Continue.

6. Click the items that have “cleared” the account (check both sides of each
cleared item).

7. Click the Reconcile Now button.

8. Select the type of reconciliation report and click Print.

Reconcile Window

Reconcile - Vendor Prepayments

For period: 03/31/2023 Hide transactions after the statement's end date
Checks and Payments Deposits and Other Credits
v i DATE CHK # PAYEE AMOUNT v | DATE = CHK # PAYEE MEMO TYPE AMOUNT
¥ 10312612023 Buildings, Inc. 2,000.00 ¥ |03/01/2023 Buildings,... CHK 2,000.00
¥ 103/28/2023 Otto Mekanix 1,300.00 03/05/2023 JoJo, Inc. CHK 5,000.00
Wosstizozs | |eneralcamers. | 121200 < foa 0 200 Otto Mek.. CHIK 1300.00
¥ (04/01/2023 East Bayshore T... 1,000.00 03/13/2023 General ... CHK 1,212.00
03/25/2023 Locks, Inc. CHK 3,000.00
¥|04/01/2023 East Bay... |Deposit on..|CHK 1,000.00
@ Highlight Marked Mark All Unmark All Go To Columns to Display...
Beginning Balance 0.00 Modify Service Charge 0.00
ltems you have marked cleared = Interes1 Earned 0.00
4 Deposits and Other Credits 5,512.00 Ending Balance 0.00
4 Checks and Payments 5,512.00 Cleared Balance 0.00
Difference 0.00
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Reconciliation Detail Report

= Reconciliation Detail -0Ox
Customize Report Memorize | Print | E-mail * Excel - Hide Header Refresh
Buildem, Inc.
04i01i18 Reconciliation Detailk
Vendor Prepayments, Period Ending 03/51/2015
Type @ Date + Num = Hame @ Clr « Amount % Balance kS
Beqginning Balance 0.00

-

Cleared Transactions
Checks and Payments - 4 items

} Check 026/2015 15 Buildings, Inc. v (2,000.00) (2,000.00) 4
Check 03/28/2015 16 Otto Mekanix W (1,300.00) (3,300.00)
Check 033172015 17 General Carriers, |... o (1,212.00) (4,512.00)
Check 0&i201s . East Bayshore Too... (1,000.00) (5,512.00)

Total Checks and Payments (5,512.00) (5,512.00)
Deposits and Credits - 4 items

Check 03012015 10 Buildings, Inc. v 2,000.00 2,000.00

Check 030872015 12 Otto Mekanix w 1,300.00 3,300.00

Check 03132015 13 General Carriers, |... ‘/ 1,212.00 4 512.00

Check 04/01/2015 20 East Bayshore Too... ‘/ 1,000.00 5,512.00

Total Deposits and Credits 5.512.00 5,512.00

Total Cleared Transactions 0.00 0.00

Cleared Balance 0.00 0.00

Step 2. Prepare Support Schedule

Review Support Schedule for Account

: Select Reports:Custom Reports:Transaction Detail from the menu.
: Click the Total by drop-down list and select customer or vendor (as
ppropriate).

Click the Dates drop-down list and select All.

Click the Filters tab.

1
2
a
3
4,
5. Click Account in the list of filters to the left.
6
7/
8
9
1
1

Click the Account drop-down list and select the appropriate account.

Click Cleared in the list of filters to the left.
Select No to the right.
Click the Header/Footer tab.

0. Rename the Report Title as appropriate.
1. Click OK.

Modify Custom Transaction Detail Report
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Modify Re

Display Filters Header/Footer

CHOOSE FILTER

Search Filters Cleared

FILTER )
d= @ Either

. R Mo
’k‘(es

Amount
Billing Status
Class

Customer Type

CLEARED FILTER

Fonts & Numbers

CURRENT FILTER CHOICES

FILTER SETTO

Account

Choose whether or not you want to include cleared fransactions

(that have been reconciled against your bank or credit card
statement).

Tell me more..

Cancel

Vendor Prepayments

Revert

Help

Vendor Prepayments Support Schedule

Customize Report Comment on Report Share Template Memorize Print ¥ E-mail ¥ Excel + Hide Header Refresh
Dates Al ~ From B To I8 Total By ~ Sort By Default
Report Basis: (@ Accrual () Cash Show Filters
Buildem, Inc.
b Custom Transaction Detail Report
Accrual Basis All Transactions
Type Date Num Name Memo CiIr Amount Balance
JoJo, Inc.
» Check 03/05/2023 11 JoJo, Inc 83848 5,000.00 5,000.00 4
Total Jodo, Inc. 5,000.00 5,000.00
Locks, Inc.
Check 03/252023 14 Locks, Inc. 43437G 3,000.00 3,000.00
Total Locks, Inc 3,000.00 3,000.00
TOTAL 8,000.00
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Vendor Refunds
Method 1-Credit Already Entered in QuickBooks

If a credit has already been entered in QuickBooks, use the Make Deposits
window to deposit the refund. Enter the vendor’s name in the Received From
field and Accounts Payable in the From Account field. Next, apply the vendor
credit against this deposit in the Pay Bills window.

. Deposit vendor check

. Apply credit to refund

Deposit Vendor Check

Make Deposits

I @ Previous ® Next EJ Save & Print ~ | &2 Payments Bl History | @ Attach

Deposit To  Checking v Date 04/01/2023 @ Memo Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

RECEIVED FROM FROM ACCOUNT MEMC CHK NO. i PMT METH AMOUNT
Smith & Smith ~ Accounts Payable ~ Refund check 898 Check v 100di -
Deposit Subtotal

To get cash back from this deposit, enter the amount below. Indicate the account where
you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total

‘ Save & Close | ’ Save & New \ Clear
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Apply Credit to Refund

1. Click the Pay Bills icon on the Home page.

2. Click the deposit amount which is listed among the bills.
3. Click the Set Credits button.

4. Select the appropriate credits and amounts to apply in the Discount and
Credits window.

5. Click Done.

. e . . . . .
6. Enter remaining information in the Pay Bills window.
7. Click Pay Selected Bills.
= Pay Bills =i =] e
SELECT BILLS TO BE PAID
Show bills Due on or before
@ Show all bills Filter By -
SortBY Due Date -
= ATE DUE ENDOR REF. NO IS ATE IT. DUE IS SE CREDITS USE AMT. TO PAY
[T 03/15/2023 Spendalot 0039 14,000.00 0.00 0.00 0.00 4
[~ 03/30/2023 Fort Worth Homes-V 398 10,000.00 0.00 0.00 0.00 '
| ~ Smith & Smith 1,000.00 0.00 0.00 1,000.00‘
[ 04/04/2023 JoJo, Inc. 343 03/15/2023 18,748.75 0.00 0.00 0.00
v
Totals 66,082.65 0.00 0.00 1,000.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Smith & Smith Terms Number of Credits 1
Bill Ref. No Sugg. Discount 0.00 Total Credits Available 1.000.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method o Baniniad Account
040172023 @ Check g @ lobeprined Checking -
© Assign check number Ending Balance J——
: Pay Selected Bills ‘ Cancel
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Method 2-Credit Not Entered in QuickBooks

If a credit has not been entered in QuickBooks, enter the deposit using the original
expense account as the From Account.

= Make Deposits =) 5
‘ @ Previous ® Next EJ Save &) Print ~ ‘ &2 payments (@ History I @ Attach
‘ < 1

Deposit To  Checking v Date 04/01/2023 @  Memo Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Smith & Smith ~ Freight & Delivery ~ Refund for bad service 399 Check v 100d}

Deposit Subtotal

To get cash back from this deposit, enter the amount below. Indicate the account where
you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount

Deposit Total

1 Save & Close ! @ Clear

Trading A/R & A/P Account Balances

Do you have a balance in accounts payable (money you owe) that you would like to

offset against a balance in accounts receivable (money owed to you)? Examples of
this include:

1. You have a customer who is also a vendor.

2. You receive a 3 party check (customer, vendor, and you), which you endorse

and forward to the vendor. You must show that the customer has paid you AND you
have paid your vendor.

3. You accept something in trade. First, you enter a bill for what you received.
Then you offset that with the money the customer owes you.
In these and other similar situations, use the following steps.

1. Set up clearing/trade bank account
2. Offset the receivable
3. Offset the payable
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Set Up “Clearing/Trade"” Bank Account

1. Click the Chart of Accounts icon on the Home page.
2. Click the Account button.

3. Select New from the menu.

Select Bank as the Type.

Click Continue.

Enter Clearing/Trade as the Account Name.

Click Save & Close.

= Add New Account

No ok

555 Account Type Bank -

Account Name: [ Clearing/Trade]

Subaccount of

OPTIONAL
Description

Bank Acct. No.

Routing Number

\-J Remind me to order checks when | reach check number

Order checks | can print from QuickBooks Learn more

Enter Opening Balance... Should | enter an opening balance?

Cancel
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Offset the Receivable
Click the Receive Payments icon on the Home page.

job.

Click the Received From drop-down list and select the appropriate customer or

3. Enter the amount to clear against the payable as the Amount.
4. Click on the individual invoices to offset against the payable.
5. Click the Deposit to drop-down list and select Clearing/Trade.
6. Enter remaining information in the Receive Payments window.
7. Click Save & Close.
= Receive Payments = S
Main Reports Payments %A
& P a g@ 8 = @ (iEP] @ @ Process payment O
Find New Delete Print  Email Attach Look up Un-Apply Discounts And ’
% i File Customer/Invoice Payment Credits Adgrg;z'slig:rd
Customer Payment
RECEVEDFROM | Fort Worth Homes v B E = s
PAYMENT AMOUNT 10,000.00
CASH CHECK Discove... e-CHECK
DATE  04/01/2023 ] b/
REFERENCE # DEPOSIT TO ]E@i‘ng_rﬁade v.‘
/ | DATE NUMBER ORIG. AMT AMT AYMENT
v 022172.. 6 2583271 25,832.71 10,000.00 |~
03/28/2... 13 7,167.29 7,167.29 0.00
Totals 33,000.00 33,000.00 10,000.00
UNDERPAYMENT AMOUNTS FOR SELECTED INVOICES
$15,832.71.
WHEN FINISHED: Al INT DU 25.832.71
i 10.000.00
DISCOUNT AND CREDITS
0.00
VIEW CUSTOMER CONTACT INFORMATION
MEMo Save & Close ‘ Save & New ‘ Clear
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Offset the Payable

1. Click the Pay Bills icon on the Home page.
2. Click the Payment Method drop-down list and select Check.
3. Click the Payment Account drop-down list and select Clearing/Trade.
4. Click on the individual bills to offset against the receivable.
5. Enter the amount to offset as the Amt. To Pay.
6. Enter remaining information in the Pay Bills window.
7. Click Pay Selected Bills.
= Pay Bills - 0
SELECT BILLS TO BE PAID
Show bills  Due on or before
® Show all bills Filter By -
SortBy Due Date v
r 031152023 sééﬁdalot w03 14,000.00 0.00 000 000 4
= 03/30/2023 Fort Worth Homes-V 398 10,000.00 0.00 0.00 10,000 oo]l
™ 04/04/2023 JoJo, Inc. 343 03/15/2023 18,748.75 0.00 0.00 0.00
™ 04/14/2023 JoJo, Inc. 343v 03/25/2023 2,999.90 0.00 000 0.00
Totals 65,082.65 0.00 0.00 10,000.00
Clear Selections
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Fort Worth Homes-V Terms Net 30 Number of Credits 0
Bill Ref. No. 398 Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Discount Set Credits
PAYMENT
Date Method ~ ) Account
04/01/2023 Check # To be printed [Clearing/Trade -
2 Assign check number Ending Balance oo
Pay Selected Bills Cancel
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Void a Prior Period Check-Simple

Void prior period checks using the built-in void feature if the check only used
Expense type accounts (simple check).

Void a Simple Check

1. Display the appropriate check.

2. Click the Delete button and select Void.

3. Click Save & Close.

4. Click Yes in the QuickBooks window.

5.

Click Yes (Recommended) to have QuickBooks make the appropriate journal
entries.

.
Simple Check
=2 Write Checks - Checking =R
Main Reports H oA
¢ P 2 B X Qi Createacopy | G [ PrntLater 0 B & B ) Q
Find New Save Delete @B Memorize Print PayOnline  Attach  Select Enter Clear Recalculate Reorder
\é 3 File PO Time Spiits Reminder =~ Order
Checks
BANK ACCOUNT Checking - ENDING BALANCE 77,002.04
6
E03/13/2022 &
THE ORDER OF Electric, Inc. v s 0.00
Electric, Inc
7838 Conductor Bivd.
Irving, TX 73848
VOID:
Expenses $0.00 ltems $0.00
Utilities:Electricity v 0.00
igve & Close Save & New Revert

Void a Prior Period Check-Alternate

Void checks using this method if the check used Items and/or included Asset or
Liability accounts (non simple check).

Voiding a check in QuickBooks deletes the financial statement impact of the original
check. This changes the financial statements for the original accounting period. To
avoid this, follow these steps:

1. Find the original check and run the Transaction Journal report. Note the Date,
Debit and Credit amounts, and the Accounts in the entry.

2. Make a journal entry that reverses (does the opposite of) the original check.
Date the journal entry in the current period.

3. Clear the original check and journal entry the next time you reconcile the bank
account.
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Run Transaction Journal Report
1. Display the appropriate check.
2. Press Ctrl+Y on your keyboard.

Transaction Journal

Memorize Print ¥ E-mail ¥ Excel ¥ Hide Header Refresh

Customize Report Comment on Report Share Te

Dates (YT - From W To B Sort By Defaut -

Show Filters

Buildem, Inc.

04/01/23 Transaction Journal
All Transactions

Trans # Type Date Num Name Memo Account Class Debit Credit
> 79 Check 03/10/2022 5 Edgar Leasing Checking 1,700.00
Edgar Leasing Materials 1,700.00
1,700.00 1,700.00
TOTAL 1,700.00 1,700.00
Reversal Journal Entry
1. Select Company:Make General Journal Entries from the menu.
2. Enter appropriate information in the Make General Journal Entries window.

3. Click Save & Close.

Make General Journal Entries

Main Reports HoA
& P s E % Create a Copy a g @
Find Mew  Save Delete ﬁMemonze Reverse Print Attach
= File
DATE 04/01/2023 = ENTRY NO 20
ACCOUNT DEBIT CREDIT MEMO NAME BILLABLE?
Checking 1,700 .00 To vaid check #5 (3/13/2022)
|Materia\s - 1,700.00 To void check #5 (3/13/2022) -
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Cash Flow Projector

Use the cash flow projector to predict your cash flow for the next six weeks.

QuickBooks walks you step-by-step through the process. When complete, you can
view a report that shows available cash.

1.
2.
3.

Select Company:Planning & Budgeting:Cash Flow Projector from the menu.
Enter appropriate information in the windows displayed by QuickBooks.

Click Finish Projection in the last Cash Flow Projector window.

Project Cash Receipts

Cash Flow Projector

[ casn [P How do I?
0 Receipts " Expersss ecide which [

Choose a method for projecting your cash receipls and add any additional cash
receipts. You can also manually adjust your sales receipts summaries

ITEMIZED CASH RECEIPTS my cash receipt s
Choose a projection method | want to project cash receipts manually

04/02/2023 Fort Worth Homes 45,000
0411512023 Smith Hardware 25,000
[oarz62023 Orlando Homes [20000 ]

CASH RECEIPTS SUMMARY

45,000 25,000 0 20,000 0
‘ 0 0 |
45,000 25,000 0 20,000 0
Previoug I Preview Projection Close Help

Project Business Expenses

Cash Flow Projector

° Business Accounts How do I?
Expenses Puyable Enter memorized transact
Choose an E‘\S(‘ﬂ’) account or type an expense description and enter any non-accounts x
payable business expenses. You can enter detalled expenses or a summary of muitipie e
expenses in a single row
BUSINESS EXPENSES
Payroll Expenses 04/11/2023 Semi-Monthly 4500
Rent Office Rent 04/30/2023 Monthly 2,500
Loan Payable * 04/22/2023 Monthly 5,000
[ |
BUSINESS EXPENSES SUMMARY
0 4 500 5.000 4 500 2.500 4 500
0 0 0 C C D
0 4,500 5,000 4,500 2,500 4,500
Previoug | Next | Preview Projection Close Help
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Cash Flow Projection Report

Projection - Cash Flow Projector

Buildem, Inc.
Weekly Cash Flow Projection
April 02 through May 13, 2023
Current Week 4/2123 419/23 4/16/23 4123123 4/30/23 511123
Cash:
Beginning Cash 83,290 83,290 95,541 109,791 104,791 119,206 81.707
Cash Receipts 0 45,000 25,000 0 20,000 0 0
Adjustments 0 0 0 0 0 0 0
Total Cash 83,290 128,290 120,541 109,791 124,791 119,206 81,707
Business Expenses:
Payroll Expenses 0 0 4,500 0 4,500 0 4,500
Rent:Office Rent 0 0 0 0 0 2,500 0
Loan Payable 0 0 0 5,000 0 0 0
Adjustments 0 0 0 0 0 0 0
Total Business Expenses 0 0 4,500 5,000 4500 2,500 4,500
Cash Available for Disbursement 83,290 128,290 116,041 104,791 120.291 116.706 77,207
Accounts Payable:
Spendalot 0 14,000 0 0 0 0 0
JoJo, Inc. 0 18,749 3,000 0 1,085 0 0
King & King 0 0 3,250 0 0 0 0
Sella Doors, Inc. 0 0 0 0 0 14,999 0
Adjustments 0 0 0 0 0 20,000 0
Total Accounts Payable 0 32.749 6.250 0 1,085 34,999 0
Ending Cash Balance 83.290 95,541 109,791 104,791 119,206 81,707 77,207
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Review

To ensure proper processing of transactions and accurate reporting, enter

transactions in the order presented on the Home page.

Home
ENDORS
E B ® 2 &
Purchase Receive Enter Bills See Funding Manage
Orders Inventory Against Options Sales
Inventory Tax
® %
Enter Bills Pay Bills
cusToMERS
L] &
Sales = Create Sales
Orders Accept Receipts
Credit Cards
Estimates Create Receive
Invoices Payments
= %} & B
Statement Finance Statements Refunds
Charges Charges & Credits
EMPLOVEES
& ®° a 1 = &-
Payroll Enter Pay Pay Process HR Essentials
Center Time Employees Liabilities Payroll and Insurance
Forms

Employee Center

Chart of Inventory
Accounts Activities
& =
Items & Order
Services Checks
Turn on Time Calendar

Tracking
&l &
Record Reconcile
Deposits
7 =
Write Check
Checks Register
b} =

Print
Checks

Enter Credit
Card Charges

@ New Employee. @. Manage Employee Information ¥

5 Print ¥ O Enter Time ~

Excel ¥

Word ¥

Employee Information @

L3

&

sHow Al Transactions = oate This Calendar Year -

M TYFE DA

0113142013

-

Paycheck Checking

REFCATS FOR THIS EX

Active Employees - >

FullMame Mary B Auldridge Main Phone 214-515-0577 QuickReport
! MAM ; Address [;ilnanryEElA;Hgﬂlnlj_ge Al Phone 214-515-0580 Payroll Summary
. ast Collins ; -
PEACATiTE . Dallas, TX 75243 fotie B00-554-2653 Paid Time Off Report
i Main Email mary@buildem.com
Pete ] Smith @ Payroll Transaction Detail
Thelma | Crabtree Map | Directions
Transactions To Do's Notes Sent Email

01/01/2013 - 12/31/2013

1,500 95
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Payroll ltems

QuickBooks uses Payroll Items for anything that affects the amount on a payroll
check and for company expenses related toCFayroll. After turning on QuickBooks
Payroll, you can add payroll items as needed.

In QuickBooks, you add payroll items in 2 ways:

1. EZ Method-Uses the Payroll Setup Interview to create new payroll items. This
method allows you to quickly set up common payroll items. After you add the item,
you must edit the item to supply/dit information.

2. Custom Method-Use for less common payroll items and for additional state
and other taxes.

Payroll Item Types

Item Type Description Example
/_ Compensation Hourly or salary wage, Straight Time, Salary,
commission, or bonus paid to Sales Commission, Bonus
employee
Insurance Benefits Taxable and pre-taxable Health Insurance, Sec 125
Insurance benefits Insurance, Dental Insurance
Retirement Benefits | Employee benéefits related to 401(K) Plans, Simple IRA
retirement
EZ Method
I'n Paid Time Off Vacation and sick time Vacation Salary, Vacation Hourly,
Sick Hourly
\ Other Additions Other common additions to a Mileage Reimbursement,
paycheck Employee Advance
Other Deductions Other common deductions Wage Garnishments, Union
from a paycheck Dues
Custom Payroll items not falling within State Income Tax, State
Custom another type Unemployment Tax
Method
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EZ Method

1. Select Employees:Manage Payroll tems:New Payroll Item from the menu.

2. Select EZ Setup and click Next

3. Select one of the top payroll item types and click Next.

4. Enter remaining information in the Add new payroll item windows.
Click Finish.

Bonus

Add New x

Tell us how you compensate your employees
Choose all that apply:

[ salary

D Hourly wage and overtime

/| Bonus, award, or one-time compensation

Other compensation

[ ] Commission
[Tips
[ Piecework Explain

Can I make changes later?

How do I set up wages for special situations?

Cancel Next >

Medical Insurance
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Add New x

Set up the payment schedule for vision insurance

Payee (Vendoroa\fas Medical ~ | Explain

Account # 51233
(The number the payee uses to identify you. Example: 99-39399X)

Payment frequé’_) Weekly, on ‘ Monday

@ for the previous week's liabilities
Monthly, on the

O Quarterly, on the 15 day of the month for the previous month's liabilities
(O Annually, on I
day of the month for the previous quarter's liabilities
OI don't need a regular payment Eclweuule it T
‘January 1

for the previous year's liabilities

UPS7

Cancel

< Previ

Next >
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Edit Payroll Items

1. Select Employees:Manage Payroll ltems:View/Edit Payroll Item List from the
menu.

2. Select payroll item to edit.

3. Click the Payroll Item button.

4. Select Edit Payroll Item from the menu.

5. Enter remaining information in the Edit payroll item windows.

6. Click Finish.

Edit payroll item (Deduction:Vision Insurance) X

Agency for employee-paid liability

@

P Enter name of agency to Tovas Medical =
é o Which liability is paid:
e
Enter the number that 51233
identifies you to agency:
Liability account AR =
{ambilcyas pald) |Payroll Liabilities| J_

This liability account tracks deductions to be paid. You can change this
account at any time.

Back Next Finish Cancel

Custom Method

Enter remaining information in the Add new payroll item windows.
Click Finish.

1. Select Employees:Manage Payroll ltems:New Payroll Item from the menu.
2. Select Custom Payroll Item Setup.

3. Click Next.

4. Select appropriate payroll item type.

5. Click Next.

6.

7.
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Add new payroll item (FL-State Unemployment Tax) x

] r,'— Company tax rates for 2019

<X
ég?\oh Enter the tax rate specified by your state agency, as a percentage. For example, enter three
é ot and a quarter percent as 3.25% (not .0325). Your tax rate can change at the beginning of any
<3 ¢ quarter.
é Company rate

y
3 Year For 1/1 - 3/31: ‘

2019
b For 4/1 - 6/30: 2.7%
] For 7/1 - 9/30: 2.7%
g Explain these rates
£ For10/1-12/31: 2.7%

3 Back ’ Next Finish Help Cancel

Mapping Payroll Items

QuickBooks suggests using just one liability account for payroll-related liabilities
(Payroll Liabilities), and one expense account named Payroﬁ Expenses. However,
mapping payroll items to appropriate subaccounts provides more meaningful
financial statements. For proper payroll item mapping, follow these steps:

. Create subaccounts of Payroll Liabilities for each type of payroll liability

. Create subaccounts of Payroll Expenses and Taxes to track these expenses in
detail

. Map payroll items to the appropriate subaccount

This change is retroactive so adjusting history is not necessary

1. Create Payroll Liability Subaccounts
= Edit Account — 0O %

T AccountType Other Current Liability v

Account Name  Federal Withholding

¥/ Subaccount of | Payroll Liabiliies| | -
1

OPTIONAL
Description

Account No.
Routing Number

You can change the opening balance in

Change Opening Balance... \Hisiaccount tegister,

Account is inactive Set Up Bank Feeds... | savesClose [N

2. Create Payroll Expenses/Taxes Subaccounts
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= Edit Account
m Account Type Expense -
AccountName  Hourly Wages
+ Subaccountof Payroll Expenses -
OPTIONAL k
Description

Account is inactive

MNote

Save & Close

Cancel

x
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3. Map Payroll Items to Subaccounts

/ Edit payroll item (Federal Withholding) X

i

P R

-

Liability account
(employee-paid):

Enter name of agency to
which liability is paid:

Agency for employee-paid liability

Internal Revenue Service v

Payroll Liabilities:Federal Withholding v

This liability account tracks federal withholding tax to be paid. You can
change this account at any time.

Back

Cancel

Finish * Help

Mapping Problems

Financial statements typically show problems with incorrectly mapped Payroll Items.
Look for the financial statement lines “Payroll Liabilities-Other” or “Payroll Expenses-
Other”. This indicates that a Payroll Item is mapped to a parent account instead of a

subaccount.

Run the Payroll Item Listin

payroll items are incorrectly mapped.

Review Payroll Item Listing Report

1. Select Reports:List:Payroll tem Listing from the menu.

Show Filters

Customize Report Comment on Report Share

Payroll item
Salary
Sick Salary
Vacation Salary
Overtime
Sick Hourly Rate
Straight Time
Vacation Hourly Rate
Bonus
Expense Reimb
Piecework
401(k) Emp.
Dental Insurance
Health Insurance
Vision Insurance
Advanceg@rmed Income Credit
Federal Unemployment
Federal Withholding
Medicare Company
Medicare Employee
Social Security Company
Social Security Employee
FL - Unemployment Company
TX - Unemployment Company
Medicare Employee Addl Tax

Payroll Item Listing

Memorize Print v E-mail v Excel v Hide Header Refresh Default

Buildem, Inc.
Payroll Item Listing

Type Amount Limit Expense Account Liability Account Tax Tracking
Yearly Salary Payroll Expenses Salaries Compensation
Yearly Salary Payroll Expenses Salanes Compensation
Yearly Salary Payroll Expenses Salaries Compensation
Hourly Wage Payroll Expenses Hourly Wag Compensation
Hourly Wage Payroll Expenses:Hourly Wag. Compensation
Hourly Wage Payroll Expenses Hourly Wag Compensation
Hourly Wage Payroll Expenses Hourly Wag Compensation
Bonus 0.00 Payroll Expenses Bonuses Compensation
Addition 0.00 Miscellaneous None
Addition 10.00 Payroll Expenses Compensation
Deduction 5.0% Payroll Liabilities 401k Payab... 401(k)
Deduction 20.00 Payroll Liabilities:Dental Insur... ~ None
Deduction 95.00 Payroll Liabilities None
Deduction 15.00 Payroll Liabilities Vision Insur..  None
Federal Tax Payroll Liabilities Advance EIC Pay.
Federal Tax 06% 7,000.00 Taxes:Federal Payroll Payroll Liabilities:Federal Un. FUTA
Federal Tax Payroll Liabilities:Federal Wi Federal
Federal Tax 145% Taxes:Federal Payroll Payroll Liabilities:Medicare P. Comp. Medicare
Federal Tax 145% Payroll Liabiities:Medicare P. Medicare
Federal Tax 62% 132,900.00 Taxes Federal Payroll Payroll Liabilities Social Secu.. Comp. SS Tax
Federal Tax 62% 132,900.00 Payroll Liabilities Social Secu.. SS Tax
State Unemploymen 27% 7.000.00 Taxes:State Payroll Payroll Liabilities FL Unemplo.. Comp. SUI
State Unemploymen. 27% 900000 Taxes State Payroll Payroll Liabilities Texas Unem.. Comp. SUI
Other Tax 09% Payroll Liabilities Medicare Addl Tax

report and review the account columns to see which

0O x

You can also use this report to check the tax table rates and limits QuickBooks uses
for Payroll Items.
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Paycheck Issues

Order of Payroll Items

The order of Other Payroll Items on a paycheck could be important. If an Other Payroll
ltem Eerforms calculations, the calculation includes only those items appearing above
itin the list. Therefore, Payroll ltems that perform calculations should be last in the list.

Review Paycheck %X

Thelma | Crabtree PAYPERIOD  |01/31/2019 [ - 01/31/2019
Earnings Use Direct Deposit
ITEM NAME RATE {OURS | CUSTOMER:JOB
[Straight Time 10,00 90:00 SIGIAIABLE =00
BV 15.00 800 VACATION AVAIL 12:00
SICKACCRUED 2:00
VAC.ACCRUED 4:00
Do not accrue sick/vac
TOTALS 1,02000  98:00 S
Other Payroll Items Employee Summary How are these items calculated?
ITEM NAME RATE QUANTITY ITEM NAME AMOUNT YTD
Dental Insurance -20.00 *  Straight Time 900.00 2,700.00 ¢
Piecework 10.00 10.00 Overtime 120.00 360.00
1401(k) Emp. -5.0% \ Dental Insurance -20.00 -60.00
Piecework 100.00 100.00
|401(k) Emp. | Fs6.00 -56.00
Company Summary How are these items calculated? :\:A::::TNE“::;:;: - -4322 -1 3222
g ) !
HERHGE o Social Security Em... 69.44 195.92
Social Security Co... 69.44 195.921 B Eraves 16.24 45.82
Medicare Company 16.24 45.82
Federal Unemploy... 6.72 18.96
TX - Unemploymen... 30.24 85.32
Check Amount: 911.32
‘ OK ‘ Cancel Help @ Lock Net Pay () Unlock Net Pay Enter net/Calculate gross
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Tracking Benefits/Taxes to Classes/Jobs

QuickBooks lets you track wages, payroll taxes, and benefits by class and/or
customer:job. To do this, several options must be set:

. Class tracking must be turned on
. The proper payroll preferences must be set
. The Payroll ltem needs to be set up to track expenses by job

Step 1. Turn Class Tracking On

1 Select Edit:Preferences from the menu.

2 Click the Accounting icon in the list to the left.
3. Click the Company Preferences tab.

4 Check the box next to Use class tracking.

5 Click OK.

Step 2. Set Payroll Preferences

1. Select Edit:Preferences from the menu.

2. Click the Payroll & Employees icon in the list to the left.

3. Click the Company Preferences tab.

4. Check the box next to Job Costing, Class and Item tracking for paycheck
expenses.

5. Click OK.

Step 3. Set Up Payroll Item

Addition and Company Contribution payroll items must be set up to Track Expenses
By Job.

Edit payroll item (Addition:Piecework) X

Name used in paychecks and payroll reports

P?‘?’
\QF Enter name for addition:

é

('
Piecework
For example, if you are creating an addition for an employee loan, you may
want to call it 'Employee Loan'.

ETrack Expenses By Job

Yo track expenses by customer and job, by class, and by service item, select the
checkbox. For more information, click Help.

Payroll item is inactive

To hide this item on the Payroll Item list, select the checkbox.

' Next J Finish Help Cancel

TEMBDIoVITIEnt .. Z T 7 700000 Comp. SuT SEE or el TI99999
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Job Cost for Salaried Employee

What if you need job costing for a salaried employee? This is confusing because the
employee is not paid based on the number of hours worked. QuickBooks handles
this by automatically allocating the salary based on the number of hours worked on
each job. To job cost a salaried employee, do the following:

1. In the Payroll and Compensation Info section of the Edit Employee window,
select Use time data to create paychecks

2. Use the Weekly Timesheet or Time/Enter Single Activity windows to enter
time for the salaried employee

3. Process the paycheck in the normal fashion

Job Cost on Paycheck

Review Paycheck

Pete J Smith PAYPERIOD 01/16/2019 [ - 01/31/2019 I
Eamings Use Direct Deposit
ITEM NAME E H CUSTOMER:JOB CLASS SERVICE ITEM
‘Salary v 145.83 brandall Contractors... ¥ v v |A SICKAVAILABLE L
Salary 583.33) 32:00 [Fort Worth Homes:Ma... l VACATION AVAIL 10:00
Salary 291.67) 16:00 fColumbia Managemen... SICKACCRUED 1:40
Salary 145.83 8:00 [Crandall Contractors:C... VAC. ACCRUED 2:00
Salary 291.67§ 16:00 fFort Worth Homes:Lak... - Do not accrue sickivac
TOTALS 1,458.33 80:00 "
Other Payroll Items Employee Summary How are these items calculated?
ITEM NAME RATE QUANTITY ITEM NAME AMOUNT YTD
Dental Insurance -20.00 Salary 145.83 2,916.66
Salary 583.33 2,916.66
Salary 291.67 2,916.66
Salary 145.83 2,916.66
Salary 291.67 2,916.66
Company Summary How are these items calculated? ;eezt,ilalrr:;:nre -20.00 -40.00
ploye... 0.00 0.00
T Ex“ NAME ' AMOUNT YTD _ Federal Withholding -148.00 -297.00
Social Security Co... 90.41 180.83 el e iy v -90.41 18083
Meticars Gompary el 4229 Medicare Employee -21.14 -42.29
Federal Unemploy... 8.75 17.50
TX - Unemploymen... 39.38 78.75
Check Amount: 1,178.78
OK ‘ Cancel Help @® Lock NetPay ) Unlock Net Pay Enter net/Calculate gross
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Void Paycheck

What happens if a paycheck is lost or damaged? The paycheck should be voided in
QuickBooks. However, the new paycheck must be recreated from scratch.
1. Select Employees:Edit/Void Paychecks from the menu.

2. Enter the appropriate date range and sort order in the Edit/Void Paychecks
window.

3. Select the appropriate paycheck.
4. Click the Void button.
5. Click Done.

Edit/\oid Paychecks

Important!  Avoid costly mistakes. Voiding paychecks cannot be undone. The only common reason to void a paycheck is if you

created it by accident. Other situations should be handled differently. Tell me how to handle other situations.

Show paychecks dates from  01/31/2019 W through 03/31/2019 W Sort By Paycheck Date -

> .

01/31/2019 2 Mary B Auldridge

01/31/2019 14 (Thelma | Crabtrae §77.97 I

01/31/2019 15 Thelma | Crabtree 211.32

0113112018 17 Pete J Smith 1.178.78

01/31/2019 16 Mary B Auldridge 2,184 .54

______________________________________________________________________________________________________________ v
i

This paycheck is dated in a previcus guarter. Voiding it will reduce the payroll taxes you owe. If you've already filed tax forms
reflacting those taxes, you should file amended tax forms.

The cnly commaon reason to void an issued paycheck is that you created it in error and the employes did not eam the wages on
the check. & commen exampla is that you accidentally created a duplicate paychack.

SIBI_E ment Financ taterments

Refunds

Void/Reprint Paycheck-A Faster Method

To save time, you can void and reprint a ﬁaycheck without recreating the
paycheck. There are several ways to do this. This is the suggested method:

1. Reprint the original check with the next available check #
2. Void a new check using the old check #
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Step 1. Reprint Original Paycheck

P

=2
¥y A

1. Display the appropriate paycheck in the Paycheck window.
2. Click Print.
3. Enter the next available paycheck number in the Print Paycheck window.
4, Click OK.
5. Select the Check Style in the Print Checks window.
6. Click Print.
7. Click OK in the Print Checks - Confirmation window.
8. Click Save & Close.
) Paycheck - Checking
Main  Reports
ko 8 & EQ* P 0] i T O
i e e " "’ e Reminder | Oer
Checks
BANK ACCOUNT | Checking v EnONGBALANCE  30,334.23
o ([ |
DATE 01/31/2019 H
PAY TO THE ORDER OF  Mary B Auldridge v 5 2,164.54
Two thousand one hundred sixty-four and 54/100* * * * ¥ *x#** ks rrrr bk rardhbrerr DOLLARS

ADDRESS  Mary B Auldridge
100 East Collins
Dallas, TX 75248

Step 2. Void New Check

Click the Write Checks icon on the Home page.

Enter the employee’s name as the Pay to the Order of.
Select Edit:Void Check from the menu.

Enter the original paycheck number as the No.

Enter remaining information in the Write Checks window.
Click Save & Close.

cunhkwbd-~
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= Write Checks - Checking — 0 %
N

Main  Reports 2
@ P B E % g Create a Copy E Print Later @ EH % E I%l (”)
Find New Save Delete Q Memorize Print Pay Online Attach Select Clear Recalculate Reorder
% ¥ File PO Splits Reminder Order
Checks
BANKACCOUNT  Checking S ENDING BALANCE  30,334.23
NO. 1002
DATE 1 01/31/2019
PAY TO THE ORDER OF Mary B Au|d"dge - s 0.00

DOLLARS

ADDRESS
Mary B Auldridge

100 East Collins
Dallas, TX 75248

MEMO | VOID:
Expenses $0.00 ltems $0.00

Voided C... 0.00

| save &iose | save & New } Revert

QuickBooks requires an account on voided checks. Create and use an Asset account

called Voided Checks. This creates a register of all voided checks.

Track Employee Loans

Employee loans can be a tricky area in QuickBooks payroll. This example assumes
that the loan is not taxable. An effective way to handle this follows.

Set up Employee Loans Account

1. Click the Chart of Accounts icon on the Home page.
2. Click the Aecount button.
3. Select New from the menu.

4. Click the Other Account Types drop-down list and select Other Current
Asset.

5. Click Continue.

6. Enter Employee Loans as the Account Name.
7. Click Save & Close.
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= Edit Account

22| Account Type  Other Current Asset

-

Press to exit full screen

Account Name Emlo ee Loans

Subaccount of

OPTIONAL
Description

Account No.

Account is inactive

Enter Opening Balance...

Should | enter an opening balance?

| Saye & Close Cancel

]

Write Check to Employee

If the loan is]Paid on a paycheck, add an Addition payroll item. This item should not
the loan is paid on a regular check, use the Employee Loans account.

be taxable. |

abs W=

Click Save & Close.

=

100 East Collins
Dallas, TX 75248

Expenses $1,000.00 Items $0.00

Click the Write Checks icon on the Home page.
Click the Pay to the Order of drop-down list and select the employee name.
Click the Account drop-down list and select Employee Loans.
Enter remaining information in the Write Checks window.

Employee~ 1,000

Save & (‘Ikose m Clear

Write Checks - Checking -— R
Main  Reports 3 A
s B B X Qoowoow @ B B @ % O
Find New Save Delete @BMemorize Print Select Clear Recalculate Reorder
- - PO Splits Reminder
Checking - 30,334.23
1008
E 01/31/2019 W
Mary B Auldridge - s 1,000.00
One thousand and 00/100% * *# + + *## + 4 s 224 asrssssasassssssssrsssrsssnssns
Mary B Auldridge
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Add Employee Loan Repayment Payroll Item

If the loan is repaid via paychecks, add a Deduction payroll item. This item should not
be taxable.

N ORODN =

AAA\O
N o

Select Lists:Payroll Item List from the menu.

Click the Payroll Item button.

Select New from the menu.

Select Custom Payroll Item Setup.

Click Next.

Select Deduction as the Payroll item type.

Click Next.

Enter a name for the new payroll item.

Click Next.

Select the Employee Loans asset account as the Liability account.
Make additional selections in remaining windows.
Click Finish.

Add new payroll item (Deduction:Employee Loan Repayment) X

}f,’_ Agency for employee-paid liability
N7

S
é oo Enter name of agency to
é oV Which liability is paid:
S
Enter the number that
identifies you to agency:

Liability account

(employee-paid):
This liability account tracks deductions to be paid. You can change this
account at any time.

Employee Loans v

Back ! Next ' Finish Cancel
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Edit Employee Setup

Add the relevant information to the employee setup for the repayment of the loan.
1. Click the Employees icon.

2. Select the employee in the list to edit.

3. Click the Edit Employee button.

4. Click the Change tabs drop-down list and select Payroll and Compensation
Info.

5. Add the Employee Loan Repayment payroll item, amount, and limit below
Additions, Deductions and Company Contributions.
6. Enter appropriate information in the Edit Employee window.
7. Click OK.
= Edit Employee — 0O %
INForMATION For - Mary B Auldridge
i PAYROLLSCHEDULE | Semi-Monthly Regular ~| @ Direct Deposit Taxes...
Address & Contact PAY FREQUENCY
Sick/Vacation...
Additional Info A v
Payroll Info
EARNINGS ADDITIONS, DEDUCTIONS AND COMPANY CONTRIBUTIONS
Employment Info ITEM NAME OURL \UAL RATE ITEM NAME AMOUN LIMIT
, Salary 70,000.00‘ Health Insurance -95.00
Worker=icomp ‘Employee Loa.. ¥ -200.00 k ”
Use time data to create paychecks Employee is covered by a qualified pension plan
Employee is inactive | OK Cancel Help
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Balances/Limits

You can determine an employee’s loan balance by running a QuickReport from the
Employee Loans account register.

Determine Employee’s Loan Balance

1. Click the Chart of Accounts icon on the Home page.
2. Double-click on the Employee Loans account.
3. Click on any entry for the selected employee.

4. Click the QuickReport button.

You must decide how to treat the Employee Loan Repayment limit. Make this decision
when setting up the Payroll ltem deduction. You can click the This is an annual limit
box to tell QuickBooks this is an Annual Limit. If you DO click the box, the amount
paid toward the limit is reset to zero at the beginning of each year. That means you
have to edit the employee record each year, and change the employee limit to reflect
their unpaid balance.

If you do NOT click the box, QuickBooks continues deducting the repayments until
the limit is reached.

What if an employee receives a second loan during the same year? One approach is
to create separate payroll items for the repayment of each loan. A more efficient
approach is to change the Limit to the sum of the first and second loan.
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Company & Employee Expenses

What if a payroll liability payment includes amounts deducted from paychecks
plus amounts not deductecj/from paychecks? Consider an insurance pén in
which an employee’s premium is paid by the company. However, the cost for
dependents is paid by the employee through payroll deductions. There are two
ways to handle this situation.

1. Add the company-paid portion to the payroll liability check

2. Link the payroll deduction item to an expense account. Then, record the
employee and the company-paid portions on a regular bill or check.

Method 1-Pay as a Liability Check

Click the Pay Liabilities icon on the Home page.

Select Create Custom Payments at the bottom of the window.

Enter appropriate dates in the Select Date Range For Liabilities window.
Click OK.

Click on the individual payroll items to pay.

Click the button indicating you will review the liability check.

® N U AW

Enter remaining information in the Pay Liabilities window.
9 Click the Create button.

10.  Enter company-paid expenses on the Expenses tab in the Liability Check
window.

11.  Click the Recalculate button.
9. Click Save & Close.
10.  Click Yes to confirm the change.

= Liability Payment - Checking x
Payment 1 of 1 & Print
Bank Account Checking v Ending Balance 82,536.53

No. To Print
Date 01/31/2019 M

Pay to the Order of Dental Insurers, Inc. v 200 00|
TWO hundred and 00/00* * * * * ¥ ¥ ¥ £ 4 & % % %k k¥ kK £ 4 % KKk kKKK AR AKX KKK ARRRR KKK KR A AR Dollars

Dental Insurers, Inc.

Whitey Teeth
Address 938 Clean Road £

Lewisvile, TX 75883 =ia

Memo  REG-3399

Period: 12/01/18 - 12/31/18

Expenses $160.00 Payroll Liabilities $40.00 ! To be printed
COUNT
Insurance:... 160.00
Recalculate Save & Close Cancel
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Method 2-Pay with Bill/Check

This method records the deduction on the paycheck as a credit to an expense

account. Then, the bill or check includes the full amount of the payment as an

expense. Therefore, the resulting net expense will equal the gross expense less the
employee-paid payroll deductions.

1. Select Lists:Payroll Item List from the menu.

2. Click the Payroll Item button.

3. Select New from the menu.

4, Select Custom Payroll ltem Setup.

5. Click Next.

6. Select Deduction as the Payroll item type.

7. Click Next.

8. Enter an appropriate name for the deduction.

9. Click Next.

10. Enter an appropriate expense account as the Liability account.
11.  Enter remaining information in the Add new payroll item windows.
12.  Click Finish.

Payroll Item Linked to Expense

Edit payroll item (Deduction:Dental Insurance) x

]’_ Agency for employee-paid liability

<
&
é?\"" Enter name of ogoncy Dental Insurers, Inc. -
o\ Which liability is paid
e
Enter the number that
identifies you to agency:
labilly account Insurance:Dental Insurance A

(employee-paid):
This liability account tracks deductions to be paid. You can change this
account at any time

Cancel

Enter Bill/Check for Full Amount Owed

@ Enter Bills -0 x
Mal Reports ®x A
¢ B B R Qowoey & § B O
Foa | New Swve Dells @iar Atoch  Seloct Ent
s File PO
SUMMARY £
X Dental Insurers, Inc. - 01/31/2019 W
Phone 972.555-9425

Dental Insurers, Inc. 890

Whitey Testh
938 Clean Road
Lewisville, TX 75883

240.00

011312019 W

Dueonre.. v

Expenses $240.00 Kems $0.00

Insurance:Dent 240.00

save s ooe | I o

Open balance
POs to be received

RECENT TRANSACTION

NOTES

0.00
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W-2s and W-3

1. Click the Process Payroll Forms icon on the Home page.

2. Select Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal from the
list.

3. Click File Form.

4, Make the appropriate selections in the Select Payroll Form window.
5. Click OK.

6. Select the employee forms to review.

7. Click Review/Edit.

8. Click the Next button until the interview is complete.

9. Click the Check for errors button.

10.  Afterall errors are corrected, click Print forms to print W-2 and W-3 forms.
11.  Click Print.

12. Click Close Window.

13. Click Save & Close.

Process W-2s

m | Select Employees for Form W-2/W-3 x
Employses with last names A through Z (3 of 3 employses) Help
Employee S3SN Review... Printed?
Auldridge, Mary B 449-29-4444 No Mo
Crabtree. Thelma | 355-26-8544 No No
Srith, Pete J 123-45-6789 No No
ab Payroll Tax Form O %
L Interview 2 FormW-2 3. Form -3 4. Printing Instructions
with lasthames 2  through 2 A
Tax Form for EIN: 75-1234567 3 of 3 selected
Step 2: Form W-2 Worksheet 2018
Displaying: AULDRIDGE, MARY B Employee 1 of 3
Emolover's Mame(s) as Shown on Form; Federal ID Number
I KELSEY AULDRIDGE DBA BUILDEM, INC I 75-1234567
a Employae's SSN 449-29-4444 1 Wages, tips, other 2 Federal income
b Employer's ID number 75-1234567 tax withheld
€ Employer's name, address, and ZIP code 2,916.67 439.00
KELSEY AULDRIDGE DBA BUILDEM, INC 3 Social security wages 4 Social security tax withheld
BUILDEM, INC. 2,916.67 180.83
123 1BJ FREEWAY, #100 5 Medicare wages and tips 6 Medicare tax withheld
2,916.67 42.29
DALLAS State TX | 7 Secial security tips 8 Allocated tips
75248
d Control number 9 10 Dependent care benefits
11 Nongualified plans 12 Box 12 instrs.
€ Employee’s name a __
First MARY MIB_Suffix 13 Statutory employes > [ b
Last AULDRIDGE Retirement plan ... > O ¢
Third-party sick pay = ] d__
f Employee's address and ZIP code. 14 Other *
100 EAST COLLINS descr Amt
DALLAS State TX descr Amt
75248 descr Amt
descr Amt
15 Employer's state 16 Statewages, |17 State 18 Local wages, |19 Local 20 Localiy
State  identification no. tips, etc income tax tips, ete income tax Name
v
View detalls sboutthis form BeloctEmplayees | [ <<« Pravious | [ Noxt >
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Manually Adjust W-2s & W-3

1. Click the Process Payroll Forms icon on the Home page.

2. Select Annual Form W-2/W-3 - Wage and Tax Statement/Transmittal from the
list.

3. Make the appropriate selections in the Select Payroll Form window.
4. Click OK.

5. Click on individual employees to select for W-2 purposes.

6. Click the Review/Edit button to review the forms.

7. Click Next twice to get to Step 2: Form W-2 Worksheet.

8. To enter information in empty fields, click on the field.
To edit existing information, right-click on the amount and select Override from the
menu.

9. Enter appropriate information in the Payroll Tax Form windows.
10. Click Next until all forms are reviewed.

11.  Click Print forms to print the appropriate form.

12. Click Close Window after printing all forms.

13. Click Save & Close.

Employee W-2
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Payroll Tax Form

1 Interview 2. FormW-2

3. Form W-3

4. Printing Instructions

Tax Form for EIN: 75-1234567

Employees with lastnames 2

through z

1 of

3 employees selected

Step 2: Form W-2 Worksheet

Displaying:

CRABTREE, THELMA T

Employee 1

of

2018

Employer's Name(s) as Shown on Forms
EELSEY AULDRIDGE DBA BUILDEM, INC

Federal ID Number
75-1234567

2 Federal income

[ N

a Employee's S5N .. ....355-26-8544 1 Wages, tips, other

b Employer's ID number 75-1234567 compensation tax withheld

¢ Employer's name, address, and ZIP code 1,020.00 44.00
FKELSEY AULDRIDGE DBA BUILDEM, INC 3 Social security wages 4 Social security tax withheld
BUILDEM, INC. 1,020.00 63.24
123 LBJ FREEWAY, #100 5 Medicare wages and tips 6 Medicare tax withheld

1,020.00 14.79

DALLAS State  TX | 7 Social security tips 8 Allocated tips
75248

d Control number 9 10 Dependent care benefits

L3

Employee's name

11 Nongualified plans 12 Box 12 instrs.
200| a_
MII_Sufix___ |13 Ijm—m'_m 0 b
Retirement plan . .. O c
d

First THELMA

Last CRABTREE _
Third-party sick pay ™ O _

f Employee's address and ZIP code 14 Other

6700 EERTBARC descr Amt

DALLAS State T descr Amt

75993 descr Amt
descr Amt

Workers Compensation

The QuickBooks Enhanced Payroll service includes a Workers Compensation Setup
wizard that walks you through the process of setting up workers compensation. If you
have not started using QuickBooks workers compensation, you should use the
wizard.

Set Up Workers Compensation

1.
menu.

2.
3.
4.

Select Employees:Workers Compensation:Set Up Workers Comp from the

Click Yes to turn on the Workers Compensation feature (if prompted).
Enter appropriate information in the Workers Compensation Setup windows.
Click Finish when complete.
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Workers Compensation Setup

Welcome to the Workers Compensation Setup Wizard

You will need the following information to complete the setup:

The name of your workers compensation insurance carrier
Your policy number (optional)

* Your job classification codes and rates
I .

Your experience modification factor (if applicable) What's this?

Employe

If you don't have this information available, contact your workers compensation insurance carrier and
request this information before continuing.

Can | start using this feature in the middle of my insurance coverage period?

Click Next to continue.

Workers Compensation Setup-Finish

Workers Compensation Setup

Completing the Workers Compensation Setup Wizard

You have successfully completed the Workers Compensation Setup wizard.

Workers
C e

Setup information
Employe :

Experience Modification Factor: Qg.d%, effective as of 01/01/2007

Workers Comp payroll item: Workers Compensation
Overtime Premium: Excluded from Workers Comp calculation

Employee default job codes:
8742 - Mary B Auldridge
5553 - Pete J Smith
5645 - Thelma | Crabtree

isplay the workers compensation overview when | click Finishg

To close the wizard, click Finish.
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Workers Compensation Preferences

. Select Edit:Preferences from the menu.

. Click the Payroll & Employees icon in the list to the left.

Click the Company Preferences tab.

Click the Workers Compensation button below Set preferences for.
Make appropriate selections in the Workers Comp Preferences window.
. Click OK.

NOoOuUAWN=

. Click OK in the Preferences window.
Preferences
®  Accounting A My Preferences Company Preferences E
& Bills QUICKBOOKS DESKTOP PAYROLL FEATURES T PREFERENCES FOR cancel
8 Calendar ® Eull payroll Pay Stub & Voucher Printing
= - ' Help
Checking No payroll E
-3 Deskiop View Workers Con:pensatlon —
E hiranceChalgs ) Online payroll Sick and Vacation
& General Also See:
& Integrated Applications General
i ltems & Inventory Copy earnings details from previous paycheck
B Jobs & Estimates + Recall guantity field on paychecks + Recall hour field on paychecks Tax:1099
L] Multtiple Currencies Job Costing and Item tracking for paycheck expenses
& Payments
S
FeRReIngesS Changing the employee name display preferences will cause all QuickBooks
alt Reports & Graphs Desktop windows to close. Please finish paying your employees before you do
. i
B Salés & Clistomeis DIiPLAY EMPLOYEE LIST BY:
o) L) i )
B Sales Tax First Name Last Name Employee Defaulits...
I Search Mark new employees as sales reps
% Send Forms Display employee social security numbers in headers on reports
% Service Connection
Spelling
v

Workers Comp Preferences

Workers Comp Preferences

+# Track Workers Comp @
+ Display message to assign codes Cancel

« Exclude overtime premium from Workers Comp calculation. Help
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Set Up Workers Compensation Codes

Select List:Workers Comp List from the menu.

Click the Workers Comp Code button.

Select New from the menu.

Enter appropriate information in the New Workers Compensation Code window.
Click OK.

I

Workers Comp Code List

= Workers Comp Code List - 0 %
Experience Modification Factor Start Date

NAME DESCRIPTION RATE EFFECTIVE DATE
5645 Carpentry 10.81 01/01/2007

8742 Salesperson-Outside 1.22 01/01/2007

8810 Clerical 1.00 01/01/2007

Exempt 0.00 09/21/2005

‘ Workers Comp COdi v| Experience Modification * Reports ~

New Workers Compensation Code

= New Workers Compensation Code — 0 %
Code 5646 Code is inactive @
Description i
P! Light Carpentry Cancel
Rate 8.00 1

Enter rate per $100.00 of gross wages. Next

Example: enter 2.10 for two-dollars-ten-cents.

Start using rate on ‘W
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Use Workers Compensation Codes

1. Start paying employees in the normal fashion.

2. To enter or change Workers Compensation Codes, click the employee’s name
in the Review and Create Paychecks window.

3. Enter workers comp codes in the WC Code column.

Enter remaining information in the Review Or Change Paycheck window.
Click OK.

Click the Create Paychecks button.

Click Close.

NOo s

Review and Create Paychecks

Review and Create Paychecks

©  Review & Create
Paychecks
How do | pay my
PAYROLL INFORMATION emplovees?
YEES PAY PERIOD EM BANK ACCOUN Checking -4
1 \TE B 17,074.94
Explain Printing Options
CHECK OFTIONS
@ Print paychecks on check stock First Check#
) Handwrite & Assign check numbers
Open Paycheck Detail...
Employee Gross Pay Taxes Deductions  NetPay Employer Taxi Contributions Total Hours Direct Dy
Pete J Smith 1,458.33 -259.57 -20.00 1,178.76 159.69 24314
145833 -259.57 -20.00 1,178.76 159.69 24314 0:00
< Back Finish Later Create Paychecks

Enter WC Codes

Review Paycheck

| Pete J Smith 01/16/2019 W - 01/31/2019 W
Eamings Use Direct Deposit
[Salary 145833 5553 i LA -1:40
ACAT 12:00
1:40
2:00
Do not accrue sick/vac
145833 0:00 "
4 Other Payroll Items Employee Summary How are these items ca
9 Dental Insurance -20.00 |Salary 1,458.33 2,916.66 4
E Dental Insurance -20.00 -40.00
E Medicare Employe... 0.00 0.00
Federal Withholding -148.00 -297.00
Social Security Em... -90.41 -180.83
the Medicare Employee -21.14 -42.29
Company Summary
)| Social Security Co... 920.41 180.83
Medicare Company 21.14 4229
Federal Unemploy... 8.75 17.50
TX - Unemploymen... 39.38 78.75
[Workers Compens... Ims 14 48628
e = i Check Amount: 1,178.78
“ Cancel Help 7 Lock Net Pay ® Unlock Net Pay Enter net/Calculate gross
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Net to Gross Calculation
Subscribers of QuickBooks Enhanced Payroll can easily create “net” bonus checks

usin

QuickBooks calculate the correct gross check amount.

Click the Pay Employees icon on the Home page.
Click the Unscheduled Payroll button.
Click in the check mark column next to the appropriate employee’s name.

1.

TS0 NOo O RWDN

- O

Click Continue

the Net to Gross calculation feature. You enter the net check amount and let

Click the employee’s name in the Review and Create Paychecks window.
Enter the Item Name under Earnings.
Click the Enter net/Calculate gross box.
Enter the Check Amount.

Press Tab to see the gross amount in the Rate field.
Click Save & Close.
Click the Create Paychecks button.

Preview Paycheck x

Other Payroll Items

Employee Summary

Pete J Smith PAYPERIOD  |12/17/2018 H - 12/31/2018 H

Earnings Use Direct Deposit

ITEN E HOURS : WC CODE

[Bonus T 121062 5553 SICKAVALABLE g

XL 14:00
SICK ACCRUED 1:40
VAC. ACCRUED 2:00
Do not accrue sick/vac
TOTALS 1,000.00 0:00 "

IN‘

| ch}ms

1,210.62 1,210.62

Medicare Employe... 0.00 0.00
Federal Withholding -118.00 -415.00
Social Security Em... -75.06 -255.89
Medicare Employee -17.56 -59.85
How are these items calculated?

Company Summary

ITEM NAME Al T YT

Social Security Co... 75.06 255.89

Medicare Company 17.56 59.85

Federal Unemploy... 7.26 2476

TX - Unemploymen... 32.69 111.44

Workers Compens... 201.84 688.12
Check Amount: 1,000.00

‘ Save & Close 1 Cancel Help + Enter net/Calculate gross

How are these items calculated?
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Time Reports by Billed Status

Follow these steps to see the billing status on the time reports.

Display the appropriate time report from the Reports menu.

Click the Customize Report button.

Click the Billed, Unbilled, and Not Billable boxes below Add subcolumns for.
Click OK.

W=

Modify Report: Time by Name Window
Display Filters Header/Footer Fonts & Numbers

REPORT DATE RANGE

Dates Custom ¥  The date range you specify in the From and To fields

From 01/01/2018 @ To 01/31/2018 @@

COLUMNS
Display columns by Total only ¥ across the top. Sort by v/
Display time grouped by Time by Name by Job ~ as row data. ® Ascending order

() Descending order
Add subcolumns fer

Previous Period Previous Year Year-To-Date % of Row % of Column
+ Billed + Unbilled
+ Not Billable Estimated
Advanced... Revert

Time by Name Report With Billed Status

= Time by Name — 0O %
Customize Report Comment on Report Share Template Memorize Print |'* E-mail » Excel * Hide Header | Collapse Refresh
Dates Custom ~ From 01/01/2019 B To 01/31/2019 B Columns Total only v Sort By Default v

Show Filters 3

Buildem, Inc. P
Time by Name

January 2019 E
Billed Unbilled Not Billable Jan 19 Ir
¢
Mary B Auldridge
Columbia Management:Seattle School » 0:00 « 0:00 24.00 24.00 ;
Crandall Contractors:Cheyenne 2 0:00 0:00 16:00 16:00 e
Total Mary B Auldridge 000 000 4000 4000
Pete J Smith
Cecil's Lawn & Garden 0:00 28:00 0:00 28:00
Crandall Contractors:Cheyenne 1 0:00 0:00 5:00 5:00
Total Pete J Smith 000 2800 500 3300
Thelma | Crabtree * i
Fort Worth Homes:Madison Developm... 0:00 0:00 2400 24:00 ¢
Home & Hardware Stop #10 0:00 0:00 16:00 16:00
Total Thelma | Crabtree 0:00 000 4000 40.00

E— E—— — = 1
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®
Summarize Payroll Data in Excel

QuickBooks allows you to send payroll data to Excel in powerful preformatted
Pivot Tables.

1. Select Reports:Employees & Payroll:Summarize Payroll Data in Excel from the
menu.

2. Click Enable Macros in the Security Warning window (if asked).
3. Select appropriate dates in the QuickBooks Payroll Workbook window.
4. Click the Get QuickBooks Data button.

You can use the drop down arrows = to change which views of your data you want.
Select the worksheet tabs at the bottom of the Excel window to view the different
reports. Click the Get QuickBooks Data button to update Excel with current payroll
information.

The following reports are available:

. Employee Journal by Check

. Employee YTD Summary

. Employee YTD Recap

o Hours

. Rates & Hours Worked

. State Wage Listing

. Compensation & Deferred Compensation by Tax Tracking Type
. Quarterly Employee Summary

. 943 Worksheet

. Federal Form 8846-Social Security & Medicare Credit Worksheet
. Effective Rates by ltem & Employee
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Employee Journal

Al - I Employee Journal by Check
A B (© D E F G H [ L M N |
 [Employee Journal by Check
2 Name Type [Employee |
3 |Paid by |Employee Ei
4
5  Summary Item Type |-f Pay ltem =
Compensati Social
6 + on +/Federal Tax| + Security | + Med| =/ None Total/Net
Dental Health
7 |SSN -1 ~1|Date ~1|Num |~1|Period Start ™ |Period End ™
8 |- 123-45-6789 = Pete J Smith 21/15/2019) =1008 21172019 115/2019 1,458.33 -149.00 -90.42 -21.15 0.00 -20.00 0.00 1,177.76
9| =1/31/2019] =1008 51/16/2019 1/31/2019 1,458.33 -149.00 -90.41 2114 0.00 -20.00 0.00 117778
10 Pete J Smith Total 2,916.66 -208.00  -180.83 -42.29 0.00 -40.00 0.00 2,355.54
11
12 | 366-26-8644 — Thelma | Crabtree | 1/152019] =1007| 21172019 115/2019 1,020.00 -44.00 -63.24 14.79 0.00 -20.00 0.00 877.97
| 1312019 =1010)  =1/1602018 1/31/2019 1,020.00 -44.00/ -63.24. 1479 0.00 -20.00 0.00 87787
Thelma | Crabtree Total 2,040.00 -88.00  -126.48 -29.58 0.00 -40.00 0.00 1,755.94
440-20-4444 = Mary B Auldridge | =1/15/2019] 1008 51112019 115/2019 2,916.67 -439.00|  -180.83 -42.29 0.00 0.00 -95.00 215955
| =1/312019] -1008]  =1/16/2018 113172019 2,916.67 -439.00  -180.84 4229 0.00 0.00 -95.00 2,159.54
Mary B Total 5,833.34 -878.00  -361.67 -84.58 0.00 000  -190.00 4,319.09
20 | TotallNet 10,780.00 1,264.00  -668.98  -166.45 0.00 -80.00 __ -190.00 _8,430.57,
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Chapter 10

Reports



Budgets & Forecasts

QuickBooks makes it easy to enter your budgets and financial forecasts. QuickBooks
can create a budget based on last year’s actual numbers. QuickBooks Premier and
Enterprise Solutions also have a forecast tool. Once entered, you can compare your
actual results against your budget and forecast.

1. Select Company:Planning & Budgeting:Set Up Budgets or Company:Planning
& Budgeting:Set Up Forecast from the menu.

2. Click the Create New Budget or Create New Forecast button.

3. Specify the year and type for the new budget/forecast.

4. Continue making appropriate selections in the Create New Budget or Create
New Forecast windows.

5. Click Finish in the last window.

6. Enter or modify budget/forecast amounts as appropriate for each account.
7. Click Save.
8 Click OK when the last account’s budget/forecast is entered.

Select Budget Year and Type

Create New Budget

Create a New Budget

Begin by specifying the year and type for the new budget.

=
2024 B

Choose the bu&_]el type

@ Profit and Loss (reflects all activity for the year)

7 Balance Sheet (reflects ending balance)

Back Bl - Cancel

Create New Budget

Create New Budget x

i
con? -~ Choose how you want to create a budget
offe®

® Create budget from scratch)
This option lets you markally enter amounts for each account that you want to track

™ Create budget from previous year's actual data.

This option automatically enters the monthly totals from last year for each account in
this budget

Back Next = Elﬁish U Cancel
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Set Up Budgets Window

=2 Set Up Budgets —
Budget
FY2024 - Profit & Loss by Account v Create New Budget
ACCOU! ANNUAL TOTAL | JAN24 FEB24 APR24 MAY24 24 JuL24 AUG24 124 NOV24 DEC24
Sales 132,000.00 11,000.00 11,000.00  11,000.00 11,000.00 11,000.00 11,000.00 11,000.00 11,000.00 11,000.00 11,000.00  11,000.00 11,000.00 A
Parts Sales
Service Income
Freight Income
Uncategorized Income
Construction Labor
Cost of Sales
Materials
Advertising 2,850.00 MM 12500 15000 17500 20000 22500 25000 27500 30000 32500 35000 375.00
Automobile Expense
Bank Service Charges
Building Supplies
Cleaning
Contributions v
Copy Across Adjust Row Amounts Clear Save m Cancel Help
Set Up Forecast Window
= Set Up Forecast - R
Forecast
FY2023 - Profit & Loss Forecast by Account hd Create New Forecast
ANNUAL T JAN2: FEB2 MAR? APRYZ MAY UN2 123 AUG2 SEF ( NOV23 EC2
Sales 360,000.00 30,000.. 30,000.. 30,000... 30,000.. 30,000.. 30,000.. 30,000.. 30,000.. 30,000.. 30,000.. 30,000.. 30,000.00\‘
Parts Sales 240,000.00 20,000... 20,000... 20,000... 20,000... 20,000.. 20,000.. 20,000.. 20,000.. 20,000.. 20,000.. 20,000.. 20,000.00
Service Income 12,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00
Freight Income 60,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5000.00 5,000.00
Uncategorized Inc...
Construction Labor ~ 24,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00 2,000.00
Cost of Sales 240000 20000 20000 200.00 20000 20000 20000 20000 20000 20000 200.00 20000 200.00
Materials 3,600.00 300.00 300.00 30000 300.00 300.00 300.00 300.00 30000 300.00 300.00 300.00 300.00
Advertising 12,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00
Automobile Expe... 2,400.00 200.00 20000 200.00 200.00 200.00 20000 200.00 200.00 200.00 200.00 200.00 200.00
Bank Service Ch... 240.00 20.00 20.00 20.00 2000 20.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00
Building Supplies 540.00 45.00 45.00 45.00 45.00 45.00 45.00 45.00 45.00 45.00 4500 4500 45.00
Cleaning 348.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00 29.00
Contributions 480000 400.00 40000 40000 400.00 40000 400.00 40000 400.00 40000 400.00 40000 400.00
Copy Across Adjust Row Amounts Clear Save n' Canckeli‘ Help
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Review a Budget/Forecast Overview

1. Select Reports:Budgets & Forecasts:Budget Overview or Forecast Overview from

the menu.

2. Make appropriate selections in the Budget Report or Forecast Report windows.
3. Click Finish in the last window.

Profit & Loss Budget Overview

Customize Report ~ Commenton Report ~ Share late  Memorize Print v E-mail v Excel v HideHeader Collapse Refresh
Dates ~ From 01/01/2023 B To 04/01/2023 [ Show Columns Month ~ Sort By Default -
Report Basis: @ Accrual Cash Show Filters
Buildem, Inc.
s Profit & Loss Budget Overview
Accrual Basis January 1 through April 1, 2023
TOTAL
Jan 23 Feb 23 Mar 23 Apr1,23 Jan1.Apr1,23
~ Ordinary Income/Expense A
~ Income (|
Sales 27.500.00 27.500.00 27,500.00 916.67 83.416.67
Parts Sales 38,000.00 38,000.00 38,000.00 1.266.67 115,266.67
Service Income 4,070.00 4,070.00 4,070.00 135.67 12,345 67
Freight Income 1,000.00 1,000.00 1,000.00 3333 3,033.33
Uncategorized Income 0.00 0.00
Total Income 70,570.00 70,570.00 70,570.00 235234 214,062.34
¥ Cost of Goods Sold
Construction Labor 30.000.00 30.000.00 30,000.00 1,000.00 91,000.00
Cost of Sales 8,000.00 8.000.00 8.000.00 266.67 24,266.67
Materials 8.000.00 8.000.00 8.000.00 266.67 24,266.67
Total COGS 46,000.00 46,000.00 46,000.00 153334 139,533.34
Gross Profit 24,570.00 24,570.00 24,570.00 819.00 74,529.00
~ Expense
Advertising 200.00 200.00 200.00 667 606.67
Automobile Expense 50.00 50.00 50.00 167 151.67
Bank Service Charges 25.00 25.00 25.00 083 75.83
Building Supplies 50.00 50.00 50.00 167 151.67
Cleaning 75.00 75.00 75.00 250 227.50
Contributions 100.00 100.00 100.00 333 303.33
Depreciation Expense 250.00 250.00 250.00 833 758.33
Dues and Subscriptions 83.00 83.00 83.00 mn 25177

Review a Profit & Loss Budget Performance Report
1. Select Reports:Budgets & Forecasts:Profit & Loss Budget Performance from

the menu.

2. Make appropriate selections in the Budget Report windows.
3. Click Finish in the last window.

Profit & Loss Budget Performance

Customize Report ~ Comment on Report  Sh Memorize Print v E-mail v Excel v HideHeader Expand  Refresh
IsZIC| ast Month ~ From 03/01/2023 & To 03/31/2023 & Show Columps Total only ~ Sort By Default v

Report Basis: ®Accrual ()Cash  Show Filters
Buildem, Inc.
vz Profit & Loss Budget Performance
Accrual Basis March 2023
Mar23 Budget  Jan Mar2  YIDBudget Annual Budget
~ Ordinary Income/Expense A
~ Income 0
Sales » 9.698.70 ¢ 27,500.00 9,762.70 82,500.00 330,000.00
Parts Sales 173965 3800000 6606314 11400000 45600000
Service Income 39,102.95 4,070.00 106,667.73 12,210.00 48.840.00
Freight Income 22357 1,000.00 346156 3,000.00 12,000.00
Total Income 60,764 87 70,570.00 185,955.13 211,710.00 846,840.00
~ Cost of Goods Sold
Construction Labor 105000 3000000 6550000 9000000  350.000.00
Cost of Sales 1.450.00 8,000.00 8,992.58 24,000.00 96.000.00
Materials 5,097 63 8,000.00 37,146.28 24,000.00 96,000.00
Total COGS 17,047 63 46,000.00 111,638.86 138,000.00 552,000.00
Gross Profit 4371724 24,570.00 74,316.27 73,710.00 294.840.00
~ Expense
Advertising 3475.00 200.00 3,600.00 600.00 2.400.00
Automobile Expense 0.00 50.00 10.29 150.00 600.00
Bank Service Charges 1250 2500 25.00 75.00 300.00
Building Supplies 98.22 50.00 257.09 150.00 600.00
Cleaning 160.00 75.00 32000 22500 90000
Contributions 0.00 100.00 10.00 300.00 1.200.00
Depreciation Expense 600.00 250.00 1,800.00 750.00 3,000.00
Dues and Subscriptions 128.55 83.00 141.05 249.00 996.00
Equipment Rental 3,601.55 83.00 8,883.10 249.00 996.00
Freight & Deivery 14455 2000 16279 87.00 800
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Types of Reports

Reports in QuickBooks can be classified into three types.

. Transaction Summary Report-summarizes and subtotals data
. Transaction Detail Report-shows every transaction that makes up a subtotal
. List Report-presents information stored on a list

To get more detail about an amount on a report, QuickBooks offers a powerful
feature called QuickZoom®.

QuickZoom on Reports/Graphs

1. Display the appropriate report/graph from the Reports menu.

2. Move the cursor directly over the appropriate item (cursor changes to a
magnifying glass).

3. Double-click.
= Sales by Customer Summary -
Ct mize Report C nt on Report Share Template Memorize Print ¥ E-mail v Excel v Hide Header Collapse Refresh
[DL:1CI3 This Month-to-date v From 04/01/2023 & To 04/01/2023 & Show Columns Tofal only ~ Sort By Default v
Report Basis: (@ Accrual Cash Show Filters
Buildem, Inc.
iz Sales by Customer Summary
Accrual Basis April 1, 2023
Apr1,23
~ Chicago Hotel Builders
Lake Michigan » 1,515.9
Total Chicago Hotel Builders 1,515.93
* Overnight, Inc.
Dallas Motor Inn 2,997.70
Total Overnight, Inc. 2,997.70
* Rio Grande Homes
Jackson Residence 10,597.99
Total Rio Grande Homes 10,597.99
Smith Hardware 2385
TOTAL 15,135.47

QuickZoom produces different results on different types of reports.

1. On Transaction Summary Reports, it produces a transaction report showing the
detail supporting the amount

2. On Transaction Detail Reports, it displays the transaction
3. On List Reports, it displays the edit window for the list entry
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Custom Reports

You can modify any of the hundreds of reports available in QuickBooks. In addition,

two custom reports are available that provide different levels of detail. These are
excellent starting points for creating new reports.

Open Custom Summary Report

Select Reports:Custom Reports:Summary from the menu.

Modify Report Window

Display FEilters Header/Footer  Fonts & Numbers

REPORT DATE RANGE

Dates This Month-to-date v From the first day of the current month through today

From 04/01/2023 & TJo 04/01/2023 @&

REPORT BASIS
@ Accrual O Cash This setting determines how this report calculates income and expenses
COLUMNS
; Display columns for
Display columns by  [SVS (gl ~ across the top. ® Amount Sortby Default -
Display rows by Income statement ~ down the left © Quantity Sorti @ Ascending order =2
ortin =
™ Both ™ Descending order 8
Add subcolumns for
Previous Period Previous Year Year-To-Date % of Row % of Column
Advanced... Revert

Custom Summary Report

= Custom Summary Report SN
Customize Report Comment on Report Share Template Memorize Print ¥ E-mail v Excel » Hide Header Collapse Refresh

Dates '. From 04012023 1 To 04012023 M Show Columps Customertype ~ Sort By Default k
Report Basis: () Accrual Cash Show Filters

Buildem, Inc.

04101123 Custom Summary Report

Accrual Basis

April 1, 2023
e Private i Builder i i TOTAL i
~ Ordinary Income/Expen...
¥ Income

Construction Inc... » 1.453.90 ¢ 0.00 0.00 1,453.90
Parts Sales 3,059.73 9,999.00 19.90 13,078.63
Freight Income 0.00 598.99 3.95 602.94
Total Income 451363 10,597.99 2385 1513547

¥ Cost of Goods Sold
Materials 817.16 4.130.41 0.00 4,947 57
Total COGS 817.16 4.130.41 W 4,947 .57
Gross Profit 3,696.47 6.467.58 ZE 10,187.90
Net Ordinary Income 3,696.47 6,467.58 ZE 10,187.90
Net Income 3,696.47 6,467.58 285 10,187.90
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Open Custom Transaction Detail Report

Select Reports:Custom Reports:Transaction Detail from
Modify Report Window

the menu.

y Report: Custom Tra

Display Filters Header/Footer  Fonts & Numbers

REPORT DATE RANGE

a1 (== This Month-to-date x

From the first day of the current month through today

From 04/01/2023 @ Jo 04/01/2023 @&
REPORT BASIS
@ Accrual © Cagh This setting determines how this repart calculates income and expenses
COLUMNS
Search Columns Totalby  Total only =
s
 (left margin) A Sortby Default =
Trans # ' — @ Ascending order E
© Descending order &
o« [hpe ) Advanced...
EmcrediLastModined Put a check mark next to each column that
L you want to appear in the report. Revert
Cancel Help

Custom Transaction Detail Report

Ci mize Report Ci nt on Report Share Template Memorize Print v E-mail v Excel v Hide Header Refresh
Dates ~ From 04/01/2023 [ To 04/01/2023 & Total By Total only ~ Sort By Default -
Report Basis: @ Accrual Cash Show Filters
Buildem, Inc.
v Custom Transaction Detail Report
Accrual Basis April 1, 2023
Type Date Num Name Memo Account Class Cir Split Amount Balance
Apr1,23 A
» Invoice 04/01/2023 24 Ovemight, Inc.:Da Dallas Moto. Accounts Receiva -SPLIT- 324501 3245014

Invoice 04/01/2023 24 Overnight, Inc.:Da Deluxe Bras Parts Sales Accounts Re (199.80) 3,045.21
Invoice 04/01/2023 24 Ovemight, Inc.:Da. Deluxe Bras Inventory Accounts Re. (143.80) 2.901.41
Invoice 04/01/2023 24 Ovemight, inc_:Da. Deluxe Bras Materials Accounts Re. 143.80 3,045.21
Invoice 04/01/2023 24 Ovemight, Inc.:Da Install New Construction Income Accounts Re. (300.00) 274521
Invoice 04/01/2023 24 Ovemight, Inc.:Da Old-fashione. Parts Sales Accounts Re. (1.998.00) 747.21
Invoice 04/01/2023 24 Overnight, Inc.:Da Old-fashione Inventory Accounts Re (182.31) 564.90
Invoice 04/01/2023 24 Ovemight, Inc.:Da. Old-fashione. Materials Accounts Re. 182.31 74721
Invoice 04/01/2023 24 Ovemight, Inc.:Da Install Oak . Construction Income Accounts Re. (499.90) 247.31
Invoice 04/01/2023 24 State Of Texas Sales TaxR. Sales Tax Payable Accounts Re. (247.31) 0.00
Invoice 04/01/2023 25 Smith Hardware Accounts Receiva -SPLIT- 2582 25.82
Invoice 04/01/2023 25 Smith Hardware Deluxe Con. Parts Sales Accounts Re (19.90) 5.92
Invoice 04/01/2023 25 State Of Texas Sales Tax R Sales Tax Payable Accounts Re. 1.97) 395
Invoice 04/01/2023 25 Smith Hardware Shipping Fees  Freight Income Accounts Re. (3.95) 0.00
Invoice 04/01/2023 26 Chicago Hotel Bui Our first pat Accounts Receiva -SPL- 1.515.93 1,515.93
Invoice 04/01/2023 26 Chicago Hotel Bui Out-of-state Sales Tax Payable Accounts Re. 0.00 1.515.93
Invoice 04/01/2023 26 Chicago Hotel Bui Deluxe, cus Parts Sales Accounts Re. (791.98) 723.95
Invoice 04/01/2023 26 Chicago Hotel Bui Deluxe, cus Inventory Accounts Re. (399.90) 324.05
Invoice 04/01/2023 26 Chicago Hotel Bui Deluxe, cus. Materials Accounts Re 399.90 723.95
Invoice 04/01/2023 26 Chicago Hotel Bui Installation Construction Income Accounts Re. (590.00) 133.95
thoctas Auindinnns  ac PRI Gaio tomhean Aoan Oatan e hs en ne cann
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Modify Reports

Filters

Filters let you change what is included on the report. Filters can be applied
individually or in combination.

Filter Report

1. Display the appropriate report from the Reports menu.

2. Click the Customize Report button.

3. Click the Filters tab.

4 Change appropriate information in the Modify Report window.
5 Click OK.

Modify Report: Custom Transaction Detail Report

Display Filters Header/Footer  Fonts & Numbers
CHOOSEFILTER CURRENT FILTER CHOICES
Account 2 :

FILTER Account All accounts receivable
Account el ’ec'_e:'ab'e 7l Date This Month-to-date
Aging | Incfd:ospln detail? TransactionType  |Invoice
Amount D Yes
Billing Status 7 For detail accounts matching

Class

v

Remove Selected Filter
ACCOUNT FILTER

Choose the types of accounts or a specific account from the

drop-down list. Indicate whether or not you want st detail to
appear in the report (Balance Sheet accounts only}.

Tell me more...

Revert

Troubleshoot Filters
To better understand filters, or if a filter doesn’t work, try the following:

1. An explanation of the filter appears in the bottom left corner of the Modify
Report:Filters window.

2. Forfurther explanation of a filter, choose the filter, and then click the Tell me
more button on the bottom left of the Modify Report:Filters window.

3. On Transaction Detail reports, add the desired filter as a column (on the Modify
Report:Display window). If no information appears in the column, then applying
the filter will not work.

4. Apply the same filter to a more detailed report.
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Display

The display tab allows you to change:

J Report Date Range
J Report Basis

. Columns

. Column Sort Order
Modify Report Display
1.

2.

3.

4. Click OK.

Sort Report

1.

2.

3.

4.

5. Click OK.

Display the appropriate report from the Reports menu.
Click the Customize Report button.
Change appropriate information in the Modify Report window.

Display the appropriate report from the Reports menu.
Click the Customize Report button.

Click the Sort by drop-down list and select the appropriate sort field.

Click the appropriate Sort In button.

Modify Report: Custom Transaction Detail Report b 4

o REPORT DATE RANGE

Dates All
From |

REPORT BASIS

® Accryal ™ Cash

COLUMNS

Search Columns

v

<+ Name Contact
| # Name Phone #

Name Fax #
Name E-Mail

Display Eilters

Header/Footer  Fonts & Numbers

~ Al dates in your company file
H

This setting determines how this report calculates income and expenses.

Total by 5

A Sortby Default -

|. : k @ Ascending order 58
| Sortin * 2
Descending order 4
Advanced...

Put a check mark next to each column that
v you want to appear in the report. Revert

OK “ Cancel Help
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Header/Footer
The Header/Footer tab allows you to add or change:

. Report Title

. Date Prepared Format
J Extra Footer Line

J Page Layout

. Time Prepared

o Report Basis

Change Header/Footer

Display the appropriate report from the Reports menu.

Click the Customize Report button.

Click the Header/Footer tab.

Change appropriate information in the Modify Report window.
Click OK.

abkhwbh =

Fonts & Numbers
The Fonts & Numbers tab allows you to do the following:

1 Change font size and color for various report elements
2. Change how QuickBooks displays negative numbers
3

Divide all numbers by 1000

4. Show amounts without cents
This option is not always desirable because it removes the cents from each row and
totals without rounding. This can cause a report to not “foot” correctly.

5. Exclude zero amounts from report (on transaction summary reports only)
When the Advanced button on the Modify Report:Display window is set to display
all rows, this option displays blank spaces instead of zero amounts.

Change Fonts

Display the appropriate report from the Reports menu.

Click the Customize Report button.

Click the Fonts & Numbers tab.

Select the appropriate report element in the Change Font For list.
Click the Change Font button.

Enter appropriate information in the window.

Click OK.

Select whether to change all related fonts.

Enter remaining information in the Modify Report window.

0. Click OK.

SV ONO O WN =
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Column Width & Order

1. Display the appropriate report from the Reports menu.
2. Click and drag the divider between column headings to the left or right.

Change Column Order (Transaction Detail & List Reports Only)
1. Display the appropriate report from the Reports menu.

2. Place the cursor over the column heading you want to move. A hand appears.
3. Click and drag the column title until the red arrow is positioned where you
want the column.
4. Release the mouse button.
Custom Transaction Detail Repoxt;
Customize Report Comment on Report Share Template Memorize Print ¥ E-mail v Excel v Hide Header Refresh
Dates Al ~ From B To B Total By Customer type ~ Sort By Amount v | i
Report Basis: @ Accrual Cash Hide Filters Account: All accounts receivable X  Amount: >=2,000.00 X  Paid Status: Open X
TransactionType: Invoice X
Buildem, Inc.
Open Invoices Over $2000
Accrual Basis By Customer Type
Type Date Num Name Name Contact Name Phone # Class Amount
Commercial-Government
» Invoice 03/22/2023 Jupiter Homes:Ru Fred Ellis 214-555-4155 31,406.49 4
Invoice 03/27/2023 22 Orlando Homes:D. Pat West 456-555-1833 15,727.50
Invoice 03/05/2023 10 Orlando Homes:D. Pat West 456-555-1833 344732
Invoice 03/25/2023 20 Dallas Hardware a Eddie Sinclair 214-555-4747 337469
Invoice 03/21/2023 16 Sun Valley Builde. Reggie Gibbs 245-555-5488 3,178.00
Total Commercial-Government 57,134.00
Commercial-Private
Invoice 04/01/2023 24 Ovemight, Inc..Da Josephine Patranella  214-555-8765 3.245.01
Total Commercial-Private 3.245.01

Memorize and Manage Reports

Memorizing Reports

Memorizing a report saves the current settings for the report, but not the report data.
When memorizing a report, pay attention to the Dates memorized with the report.
When using a relative c?ate, such as “Last Month”, the report date will change based
on when you run the report. When using a “Custom” date, the report date does not
change based on when you run the report.

Memorize a Report

Display the appropriate report from the Reports menu.
Make appropriate changes to the report.

Click the Memorize button.

Enter the report name in the Memorize Report window.
Click OK.

oL =
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Run a Memorized Report
1. Select Reports:Memorized Reports:Memorized Report List from the menu.

2. Select the appropriate report in the Memorized Report List window.
3. Click the Display button.

Report Groups

QuickBooks lets you display/print multiple reports at one time. To do so, setup a
Memorized Report Group. Once a group is added, you can click and drag
memorized reports to make them part of a group.

Add a Memorized Report Group

Select Reports:Memorized Reports:Memorized Report List from the menu.
Click the Memorized Report button.

Select New Group from the menu.

Enter the Name in the New Memorized Report Group window.
Click OK.

g wWwN =

New Memorized Report Group

Name: |Boss' Reports|

R

Add Memorized Report to Group

1. Select Reports:Memorized Reports:Memorized Report List from the menu.

2. Move the cursor over the diamond to the left of the report that will become
part of the group.

3. Click and drag the report below the appropriate Group.
4. Click and drag the report to the right.

Memorized Report List - R
oB;SS' Reports A
bcall List for Big Invoices .

o+ Nonprofit
‘ Statement of Functional Expenses (990)
Statement of Financial Position
?S(a(ement of Financial Income and Expense
$Programs/Projects Report
»Donors/Grants Report
SBudget vs. Actual by Program/Projects
LBudget vs. Actual by Donors/Grants
Biggest Donors/Grants
+Accountant
Balance Sheet
rGEneral Ledger
pJournal Entries Entered/Modified Today
bProfit & Loss
bTrial Balance
+Banking
Lcheck Detail
‘rDeposn Detail
o C?mpany

Memorized Report v  Display... Print... Export...
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Display/Print a Memorized Report Group

1. Select Reports:Process Multiple Reports from the menu.
2. Select the reports to display/print in the Process Multiple Reports window.
3. Change the From and To dates of the report as appropriate.
4. Click Display or Print.
@ Memorized Reports 7 Commented Reports
Select Memorized Reports From  [FRESIGE - I - |
Choose the reports to process, then press Display, Print or Email.
[~ OIg;)enIrr;mices Today . 04101:12023 04/01/2023
. CallListfor Big Invoices All |
-~ Daily Sales Today 04/01/2023  04/01/2023

dreport(s) selected @ Print Email Cancel Help

Report Shortcuts
You can create a button on the lcon Bar for reports you access often.

Display the report to be added to the lcon Bar from the Reports menu.

1. Select View:Add (Report Name) to Icon Bar... from the menu.
2. Enter appropriate information in the Add Window to Icon Bar window.
3. Click OK.

Add Report to Icon Bar

Add Window to Icon Bar x
ﬁ A Label Boss' Calls oK [N

Description Call List for Big Invoi... Cancel

Help
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Report Added to Icon Bar

A Home

&® My Company
W income Tracker
& Bill Tracker

il calendar

o Customers

& Vendors
B Employees
B Docs

ﬁ Reports
® rond

W Feedback

W User Licenses

B Boss calis

g
Receive
Inventory
Enter Bills
=
Ei
Create
Invoices
&
Statement
Charges

Home

/ENDORS

Enter Bills See Funding
Against Options
Inventory

CUSTOMERS

=]
= Create Sales
Receipts
Accept
Credit Cards

2

Receive
Payments

Finance Statements
Charges

EMPLOYEES

=

Turn On
Payroll

B

Manage
Sales
Tax
%
Pay Bills
Refunds
& Credits

Chart of
Accounts

eg
ftems &
Services

=)

Turn on Time
Tracking

Record
Deposits

&

Write
Checks

4

Print
Checks

Inventory
Activities

Order
Checks

Calendar

&

Reconcile

=

Check
Register

=
Enter Credit
Card Charges
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Report Considerations
Reports will not provide needed information unless you enter transactions with
the following considerations.

Customers & Receivables Reports

Only transactions that affect Accounts Receivable (invoices, statement charges,
customer payments, and credit memos) appear on these reports. This is not true for
the Unbilled Costs by Job, Transaction List by Customer, and List reports.

Sales Reports

. Must use Invoice, Sales Receipt, Credit Memo, or Statement Charge. Other
transactions will not appear on these reports.

. All invoices appear on these reports, including non-sales invoices used for
deposits or other tricky transactions.

. Rep field must appear on the sales form for the Sales by Rep reports to work
correctly.

Jobs & Time

. Must use Items on all job related transactions (including payroll) or detail
report will display amount as “No item".

. Item Profitability report only works when a customer is specified on the

purchase form. This is not necessary for inventory items because cost information is
recorded at the time of invoicing.

. Profit & Loss by Job only displays information if the Customer:Job field was
used. Therefore the Profit & Loss by Job total will not match the Profit & Loss
Standard report.
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Vendors & Payables

. Only transactions that affect Accounts Payable (bills, credits, or bill payments)
appear on these reports. This is not true for the Transaction List by Vendor, Sales
Tax Liability, Sales Tax Revenue Summary, and List reports.

. All invoices and sales receipts affect the Sales Tax Liability and Sales Tax
Revenue Summary reports. This includes invoices used to handle special situations.
Purchase Reports

Only transactions using items will appear on these reports.

Employees & Payroll

Only transactions using payroll items will appear on transaction based reports. List
reports are based on information you enter on lists.
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Special Fields

QuickBooks has numerous fields available to track additional information and
improve report customization. However, before using a field, confirm that the field is
available and can be used on the desired reports.

Class

Use class tracking to track divisions or profit centers of your companﬁ/. Classes can be
linked to specific transactions. However, class tracking does not work for balance
sheet transactions. Also, classes cannot be linked to list entries.

. Select Lists:Class List from the menu.

Class ¥ Reports v

Classes-Use

= Write Checks - Checking = S 4
Main Reports H oA
i & ’ E 8@ a Create a Copy é Print Later @ E& Y @ Q @ C )
Find New Save Delete Memorize Print PayOnine  Aftach | Select Clear Recakulate Reorder
v hd File PO Spiits Reminder | Order
Checks
BANKACCOUNT = enpinG BaLance  38,996.76
NO. 49
DATE 1 04/01/2023
PAY TO THE ORDER OF - s 0.00
DOLLA
RES
MEMC
Expenses $0.00 Items $0.00
Save & Close m Clear

Page 176 Mastering QuickBooks Level 2



Customer Type

Use customer types to categorize your customers into meaningful groups. This is
useful for tracking customer or job related expenses and income. Mailing labels can

be selected by Customer Type.

. Select Lists:Customer & Vendor Profile Lists:Customer Type List from the

menu.

Customer Type List

» From advelisement
+Referral
s Residential

Customer Type ¥ Reports v

Customer Type-Assign

1z Baker, Chris

CURRENT

Address Info
Payment Settings
Sales Tax Setlings

Additional Info

Customer is inactive

AnCE 0.00 How do | adjust the current balance?

ve [From advertisement

BIRTHDAY | 07/12

Define Fields

= Edit Customer P = g

Customer Type-On Report
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Customize Report

Show Filters

04/01/23

Comment on Report

Memorize

Customer

Print v E-mail v Excel

Buildem, Inc.

Customer Phone List
April 1, 2023
Main Phone

v

Hide Header Refresh

Chicago Hotel Buiders

Chicago Hotel Builders:Lake Michigan
Fort Worth Homes

Fort Worth Homes:Lake Worth Homes
Jupiter Homes

Jupiter Homes:Fannin Residence
Jupiter Homes:Rucker Residence
Overnight, Inc.

Overnight, Inc.:Dalias Motor nn

Rio Grande Homes

Rio Grande Homes.Jackson Residence
Rio Grande Homes:Valley Savings Deve.
Baker, Chris

Dalias Hardware and Tools

312.555-1251
312-555-8621

214.555-4155
214-555-4155
214-555-4155
214556111

214-555-8765
214.585-7777
214.585-7777
214-885-7777
972-357-3333
214-555-4747

Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
Commercial
From advertisement
From advertisement

° Customer Type °

<

Default
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Job Type

Job types are similar to customer types. Use job types to group your customer’s jobs
into meaningful categories. This is useful for job related expenses and income.

. Select Lists:Customer & Vendor Profile Lists:Job Type List from the menu.

Job Type List

= Job Type List

- New Construction
«Remodel k

Job Type * Reports -

Job Type-Assign

= Edit Job | =T

JOB Naye | Family Room i cusToner  Baker, Chris -

CURRENT BALANCE 0.00 How do | adjust the current balance?

Address Info

JOB DESCRIPTION
Payment Settings R
£ |Remodel -
Additiopal Info

s None -
Job Info

Jobis actve EEE ot

Report Filtered By Job Type

] A/R Aging Summary = R
Customize Report Comment on Report Share Template Memorize Print v E-mail v Excel v Hide Header Expand Refresh

Dates v 04/01/2023 [ Interval (days) 30  Through (days past due) 90 Sort By Default v
Show Filters

Buildem, Inc.
ke AIR Aging Summary
As of April 1, 2023
Current 1-30 31-60 61-90 > 90 TOTAL

+ Chicago Hotel Buil... 151593 0.00 0.00 0.00 0.00 151593
! Fort Worth Homes  » 0.00 411,003.68 2583271 0.00 0.00 36,836.39
+ Jupiter Homes 0.00 32,770.28 0.00 0.00 0.00 3277028

TOTAL 1,515.93 43,773.96 25,832.71 DE OE 71,122.60
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Customer Custom Field

Use custom customer fields to track additional information about customers. Custom
field data entry is manual. This can result in inconsistent data entry and inconsistent
results on reports.

Define Customer Custom Fields

Click the Customers icon.

Click the Customers & Jobs tab.

Click the Edit Customer button.

Click the Additional Info tab.

Click the Define Fields button.

Enter appropriate information in the Define Fields window.
Click OK.

Click OK.

Custom Customer Field-Define & Assign

© N AW =

B Edit Customer - 0O x
1= Chicago Hotel Builders
£1,515.93 How do | adjust the current balance?
Address Info CUSTOM FIELDS
Payment Settings ! Smith
2! ¢ AA
Sales Tax Settings
# 1312-555-0011
Additional Info 10115
I
)
Define Fields
Customer is inactive ﬁ Cancel Help
i
m ield
Custom Customer Field-On Report
= Customer Phone List Eal = 3
Customize Report Comment on Report Share Template Memorize Print ¥ E-mail ¥ Excel v Hide Header Refresh Default v
Show Filters
Buildem, Inc.
ooz Customer Phone List
April 1, 2023
Customer Main Phone Birthday
» Baker, Chris 972-357-3333 07/12 4
Baker, Chris:Family Room 972-357-3333
Chicago Hotel Builders 312-665-1261 1015
Chicago Hotel Builders:Lake Michigan 312-565-8621
Columbia Management 405-555-3540 05/25
Columbia Management:Seattle School 405-555-3540
Columbia Management:Spokane Civic C 405-555-3540
Crandall Contractors 845-555-1235 07/04
Crandall Contractors:Cheyenne 1 845-555-1235
Dallas Hardware and Tools 214-555-4747 10/30
Fort Worth Homes 817-555-8989 10/01
Fort Worth Homes:Lake Worth Homes 817-555-8989
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Vendor Type

Use vendor types to categorize vendors into meaningful groups. Mailing labels can

be selected by vendor type.
Open the Vendor Type List

1. Select Lists:Customer & Vendor Profile Lists:Vendor Type List from the menu.

Vendor Type List

- Adminisirative
o Consultant
«Equipment
«Materials

« Subcontractors
e Supplies

Vendor Type List

Versar'_rype ¥ Reports ¥

Vendor Type-Assign

American Express

Additional Info

Edit Vendor

CUSTOM FIELDS

CURRE! ce 0.00 How do | adjust the current balance?
Address Info
£npor TvPE | Administrative
Payment Settings
Tax Seftings
Account Settings k

Vendor is inactive

Define Fields

Vendor Type-On Report

=

Show Filters

04/01/23

Customize Report Comment on Report Share Template Memorize

Vendor Phone List

Print v E-mail ¥ Excel v Hide Header Refresh

Buildem, Inc.

Vendor Phone List
k April 1, 2023

Vendor
> Dallas Doors
Door Knob Corporation
Hinges Corporation

Walnut, Inc

214-555-1212
214-565-2451
781.555-2152

Locks, Inc. 512-565-9575
Sella Doors, Inc 214-555-8462
Sliding Doors, Inc. 214-555-8751
Supply-A-Lot, Inc. 214.555-9845

486-555-0024

Main Phone
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Vendor Custom Field

Use custom vendor fields to track additional information about vendors. Custom field
data entry is manual. This can result in inconsistent data entry and inconsistent results
on reports.

Define Vendor Custom Fields

Click the Vendors icon.

Click the Vendors tab.

Click the Edit Vendor button.

Click the Additional Info tab.

Click the Define Fields button.

Enter appropriate information in the Define Fields window.
Click OK.

) Click OK.

Custom Vendor Field-Define & Assign

Edit Vendor

© NN =

VENDOR NAlE | Dave's Landscaping
CURRENT BALANCE 0.00 How do | adjust the current balance?
Address Info CUSTOM FIELDS
ENDOR TYPE <
Payment Settings DISCOUNT AVAILABLE
LIABILITY CERT EXPIRES | 4/2024
Tax Settings

Account Settings

Additional Info

Deﬂk} Fields

Vendor is inactive ﬁ Cancel Help

Custom Vendor Field-On Report

= Vendor Phone List e =
Customize Report ~ Commenton Report | Share Template ~Memorize  Print v E-mail v Excel v Hide Header  Refresh Default -
Show Filters
Buildem, Inc.
oz Vendor Phone List
April 1, 2023
Vendor Main Phone Liability Cert. Expires
> American Express 800-363-8585 None ‘

Buildings, Inc. 214-555-1254 None,

Chamber of Commerce 972.652-3535 NcmeQ

Contractor, Connie 972:355-6500 22024

Craig's Gasoline 9723156212 None

Dallas Doors 214.555-1212 None

Dave's Landscaping 9722331366 412024

Door Knob Corporation 214-555.2451 None

Door Tools, Inc 214-555-9923 None

Edgar Leasing 8176553491 None

Electric, Inc. 214-555-T111 None

General Cartiers, Inc 214.655.9999 Hone
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Item Custom Field

Use custom item fields to track additional information about items and services.
Custom field data entry is manual. This can result in inconsistent data entry and
inconsistent results on reports.

Define Item Custom Fields

Click the Items & Services icon on the Home page.

Click the Item button and select Edit Item from the menu.

Click the Custom Fields button.

Click the Define Fields button.

Enter appropriate information in the Define Custom Fields for Items window.
Click OK.

Click OK in the Custom Fields window.

Click OK in the Edit Item window.

Custom Fields in Enterprise Solutions

QuickBooks Enterprise Solutions offers advanced custom fields capabilities. You can
format fields for specific types of data such as numbers, dates, phone numbers, or
multiple choice lists.

© N AW =

Set up Custom Fields for Names x
Use for. Required on: "
Label Cust Vend Empl What kind of data? Trans List " OK ‘
[Service Person v Any text x I~ Cancel
Credit Rating v Any text k
Pager # v Any text Help
Birthday & Any text

Work with Microsoft® Excel®

QuickBooks lets you create custom reports in Excel without having to re-enter the
data. This feature requires Excel 2000, 2002, 2003, 2007, or 2010.

Export a Report to Excel

1. Display the appropriate report from the Reports menu.

2. Click the Excel button.

3. From the menu, select whether to send the report to a new or existing
spreadsheet.

4. Click the Advanced button to modify the transfer options.

5. Click OK.
6. Click Export.
7. QuickBooks automatically runs Excel and displays the report.
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Export Report-Update Report

QuickBooks makes it easy to update report data in Excel if the QuickBooks data
Ehanges after export. The first time you do this, your QuickBooks Company File must
e open.

Update Report in Excel

1. Save the report in Excel.
2. Click the QuickBooks tab and select Update Report.
3. Click Browse to select the location of your company file (if necessary).
4. Click the drop-down arrows to change the date range for the report (if
necessary).
5. Click Update.

Update Report (==

Choose company file

| My Docs\E drive’2013QBOX\BOX Files\currentMQB Buildem D2CHO6.gbw Browse

Please select the date range for which you would like to update this report

From | ¥ 1015 x| 1o | 43002015 |

Mote: QuickBooks must dose Excel to update the report. When the update is complete,
QuickBooks restarts Excel for you. If your company file is big, this may take a few minutes.

Updabei I Cancel |

Export Report-Best Practices
If you make changes to your exported report, Excel only keeps certain changes:

Renamed report titles
Font formatting in row and column headers
Resized columns

2

3

4, Renamed column and row headers

5 Inserted rows and columns with information entered
6

: Formulas (the updated report must contain the row associated with the
formula)

1
7. Inserted text

Any of the following changes you make to your exported report will have to be
updated manually when the report is updated:

Font formatting in non-header cells

Formatting other than changes to Font

Moved data cells

Renamed date columns

Inserted rows or columns that are left empty

Sorted columns

ScCubkwnd -
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If you entered a formula in your Excel report and you receive an error when you
update the report, you have two choices:

1.
2.

Close the workbook without saving to retain the report before the update.
Save the report on Sheet1to keep the updated report without the formula.

Updated Report-Formula Error

", 5 Bookb - Mi ft Excel =
( g H £} (u 00 icroso cel = x
Home Insert Page layout Formulas Data Review View Acobat  QuickBooks @ - o X
| H20 - (> fe | =G2073
alel[c|p|E F G H 1 J k
10 Freight Income 22357
11 Total Income 90,813.52
12 Cost of Goods Sold
13 Construction Labor 10,500.00
14 Cost of Sales 1,450.00
15 Materials 11,847.55
16 Total COGS 23,897.55
17 Gross Profit 66,915.97
18 Expense
19 Legal Fees 600.00
20 Advertising 3,625.00
21 Automobile Expense
22 Fuel Expense 64.95
23 Car Repairs 42750
24 Total Automobile Expense 492.45
4 4 v ] “Alert | Sheetl log .~ Sheetl Original -~ Shed [l m
Ready | ‘

Auto Filter-Audit Trail

lr e F G H [ J K L M N o P R
Num | ~ | Entered/Last Modified ~ | Last modified by| ~ State| - | Date/| - | Name = Memo | Account
4] | sotatoz
| il sortzton
|AD285 0 Sort by Color » | Latest 02/2872023  {Walnut, Inc. Accounts Payable
5 Walnut, Inc. Matural Cedar Door Inventory
®
>
AD285 0 i Prior 02/28/2015  {Walnut, Inc. Accounts Payable
Ted Fikers : Walnut, Inc. Matural Cedar Door Inventory
] (Select Ally
AD285 o : } g::::‘e’ user] Prior 02282007 |Walnu, Inc | Accounts Payable
[ david (admin) Walnut, Inc. Natural Cedar Door Inventory
[
lap2ss 0 Pstaris) Prior 02282010 Wainu, Inc. {accounts Payable
Walnut, Inc INatural Cedar Door Inventory
.ADEEE 04 Prior 02/28/2004 Walnut, Inc. Accounts Payable
Walnut, Inc. Natural Cedar Door Inventory
r
14556 0 Latest 12/31/2022  iKing & King Advertising Budget Accounts Payable
King & King iAdvertising
r
Iasss 0171172011 15:03:24 david {Admin) Prior 12/3172014 King & King Advertising Budget Accounts Payable
King & King Advertising
r
4558 01/10/2011 15:24:31  david (Admin) Prior 12/31/2015  iKing & King Advertising Budget iAccounts Payable
King & King iAdvertising
r
4858 04/01/2007 19:55:51  david Prior 03/15/2007  iKing & King Advertising Budget Accounts Payable
King & King EAdvertising
r
4858 03/28/2007 15:08:41 david (Admin) Prior 03/1572010  :King & King Advertising Budget iAccounts Payable
Kinn & Kinn EAdvarising
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Using Excel” to Graph

QuickBooks graphs are limited to those available from the Reports menu.
However, Excel allows you to graph numeric data from any report.

Graph Data in Excel

1. Display the appropriate report from the Reports menu.

2. Click the Export button.

3. From the menu select whether to send the report to a new or existing
spreadsheet.

4, Click the Export button.

5. QuickBooks automatically runs Excel and displays the report.

6. In Excel highlight the data you want to graph.

7. Click the Insert tab in Excel.

8. Select a graph type from the Charts group.

40,000.00

3500000

30,000.00 +~

25,000.00

>
i 2000000 +

15,000.00 7

1000000

500000

0.00

;[1'7
2|

Jan23 Feb23 Mar 23 Apri1,23

®
Combine Reports in Excel

QuickBooks Enterprise Solutions lets you combine financial statements from
multiple company files. You do this in a few easy steps.

There are seven reports that you can combine from different company files:
Balance Sheet Standard, Balance Sheet Summary, Profit & Loss Standard,
Statement of Cash Flows, Trial Balance, Profit & Loss by Class, and Sales by
Customer Summary.
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Combine Reports from Multiple Companies

cCOaRr W=

Companies window.
7. Click the Combine Reports in Excel button.

8. QuickBooks Enterprise Solutions automatically runs Excel and displays the
combined report.

Add Company Files

Lookin Company Files ~ @F @
* Name N Date modified
FAM18 4/22/19 7:53 AM
Quick access My Company.qbw.Searchindex 4/5/19 2:03 PM
QuickBooks Letter Templates 4/22/19 7:54 AM
- QuickBooksAutoDataRecovery 4/5/19 2:04 PM
Desktop =) currentPMQB Buildem Ch_11-QBES HammerConst 4/25/19 9:34 AM
E5)l currentPMQB Buildem Ch_11-QBES NailConst 4/25/19 9:34 AM
M £ My Company 4/8/19 3:14 PM
Libraries My Company.qbw.ND 4/8/19 3:114 PM
l‘ My Company.qbw.TLG 4/8/19 3:14 PM
This PC
Network
File name: currentPMQB Buildem Ch_11-QBES HammerConst
Files oftype: QuickBooks Files (".QBW.*.QBA)

® Add Company Files

Type

File folder

File folder

File folder

File folder
QuickBooks Compa...
QuickBooks Compa...
QuickBooks Compa...
ndFile

tigFile

Select Reports:Combine Reports from Multiple Companies from the menu.
Click Add Files to combine financial statements for additional company files.
Click Open.
Repeat steps 2 and 3 until all appropriate company files are included.

Select appropriate reports to combine below Select reports for combining.
: Enter remaining information in the Combine Reports from Multiple

Size

10,520 KB
10,540 KB
14,340 KB
1KB
5696 KB

j—Open ‘

‘ Cancel J

Combine Reports From Multiple Companies

\WMac\Home\.. \currentPMQB Buildem Ch_11-QBES Builde.

C:\...\currentPMQB Buildem Ch_11-QBES HammerConst.qgbw
C:\..\currentPMQB Buildem Ch_11-QBES NailConst.qbw

Select reports for combining: Set report date range:
v F Erom: 01/01/2023 ® To
~ Profit & Loss Standard % Select report basis
Trial Balance

Excel Options... | Combine Reports in Excel Cancel

Combine Reports From Multiple Companies x
Choose additional company files to create combined reports:

Add Files...

Remove File

04/302023 ®

v Company name to be shown on reports:

Kelsey's Construction Companies|

Help
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Combined Report in Microsoft Excel

AutoSave (8 0ff) By B & -

File m Insert Draw  Pagelayout Formulas Data Review View Help 0 Tell me whatyou
& cut Arial i A A E=E 9 BwepTe Text
n} Copy ~ —_ — =
§ o st Paitingr Iu S A - = = EMergesicCenter - | $ % 9 9 N

Clipboard ~ Font m Alignment & Number

Al v s Kelsey's Construction Companies
Al B|C|D|E F | G H | A K L M N
1 @Isc]‘s Construction Companies
2 Combined Balance Sheet 0410112023
3 As of April 30, 2023 Accrual Basis
4 Buildem Const Hammer Construction Nail Construction TOTAL
5 ASSETS
6 Current Assets
7 Checking/Savings
8 Checking 17,792.13 40,051.40 3.825.59 61,669.12
9 Money Market Account 4,528.39 4,528.39 4,528.39 13,585.17
10 Total Checking/Savings 22,320.52 44,579.79 8,353.98 75,254.29
11 Accounts Receivable
12 Accounts Receivable 78,229.14 38,145.07 61,249.19 177,623.40
13 Total Accounts Receivable 78,229.14 38,145.07 61,249.19 177,623.40
14 Other Current Assets
15 Prepaid Expenses 1,620.00 1,620.00 (180.00) 3,060.00
16 Employee Loans 800.00 0.00 800.00 1.600.00
17 Inventory 51,530.74 55,279.64 51,530.74 158,341.12
18 Total Other Current Assets 53,950.74 56,899.64 52,150.74 163,001.12
19 Total Current Assets 154,500.40 139,624.50 121,763.91 415.878.81
20 Fixed Assets
21 Furniture & Fixtures
22 Furniture & Fixtures Cost 17,268.29 9,389.75 4,689.75 31,347.79
23 Accumulated Depreciation (4,200.00) (2.100.00) (600.00) (6.900.00)
24 Total Furniture & Fixtures 13,068.29 7,289.75 4,089.75 24,447.79
25 Office Equipment
26 Office Equipment Cost 9,500.00 4,250.00 12,500.00 26,250.00
27 Accumulated Depreciation (2,200.00) (800.00) (2,350.00) (5.350.00)
28 Total Office Equipment 7,300.00 3,450.00 10,150.00 20,900.00
29 Total Fixed Assets 20,368.29 10,739.75 14,239.75 45,347.79
30 TOTAL ASSETS 174,868.69 150,364.25 135,993.66 461,226.60
31 LIABILITIES & EQUITY
Balance Sheet Standard Profit & Loss Standard Statement of Cash Flows Sheet1 (-i{_;

QuickBooks Statement Writer

The QuickBooks Statement Writer, available in Premier Accountant and Enterprise
Solutions editions*, helps you create custom, professional statements. Because it
works directly with QuickBooks data, you can customize a statement without havin
to reformat the statement each time it is produced. Create multiple statements an
suF()jporting documents, including cover letters, engagement letters, disclosures,
and more.
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QuickBooks Statement Writer

1. Select Reports:QuickBooks Statement Writer from the menu.

2. Choose Create New Report.

3. Select or enter an appropriate Report Date range.

4. Select Cash or Accrual as the Basis.

5. Below Statement and Document Templates, select the desired statement,

template or related document, and click the right arrow to add it to your selection.
Repeat this step for each desired report.

6. Enter an appropriate Report Name.

7. Click OK.

8. Use the Document Actions pane to further customize your reports.

9. To save the report template, select Statement Writer:Save Report below
Document Actions.

10.  To generate a PDF version of the report, select Statement Writer:Save
As:PDF.

11.  To review or customize the report later, open QuickBooks Statement Writer
and select Open Existing Report.

il QSW Report Designer

2 Colomns 3-Rows/Accounts 4~ Headers &Formatting 5~ Review & Fnsh
{
1 - Design Report Content, Date Range, Name
B Create your report layout with the  Select report date and bass, add statements and documents, & provide a report name. S
signer.

Selected Period: From: To: Basis:
Report Date: |This Fiscal Year v y 23 O~ ||123123 @ @® Accrual O Cash

* Balance Sheets are based on the To date cnly.

Statement and Document Templates Financial Report Contents

~| Balance Sheets 7
7] selected Year

T.| Selected Year Two Column

7.] Selected and Prior Year

- | Selected and Prior Year with Vari

] Selected and Prior Year with V:

7| Selected Year with %
7.] Selected and Prior Year with %

\
= Income Statements

] Selected Period ‘
.| Selected Period with %
Selected and Prior Period
Selected and Prior Period with % {
1. Selected and Prior Period with Variance and %
Selected Period and Year-to-Date [
Selected Period and Year-to-Date with %

7| Four Quarters of Fiscal Year
< >

Show: | All statements and documents v

Report Name:

Save Location: \\Mac\HomeDocuments\Intuit\Statement Writer \Buidem, Inc.

Next>> |, Gancel

*QuickBooks Statement Writer included with QuickBooks Enterprise Solutions. Sold
separately for QuickBooks Premier: Accountant Edition. 30 day free trial included
with Accountant Edition. Requires Excel and Word 2003 or 2007 (sold separately).
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Scheduled Backups

QuickBooks lets you schedule an unattended backup. Run the Backup Wizard to
create the backup schedule.

Schedule Backups

Select File:Backup Company:Create Local Backup from the menu.
Select Local backup.

Click Next.

Select Only schedule future backups.

Click Next.

Click New to create a backup schedule.

Select when to back up.

Click OK.

Enter your Username and Password if necessary, and click OK.
0.  Click Finish.

Schedule Backup x

DESCRIBE THE BACKUP TASK YOU WANT TO SCHEDULE:

SO0 ONO WD =

Description Weekly

Location  c.\ysers\Jason RuvaldtiDocu...  Browse...

+ Number of backup copies to keep 3

SELECT THE TIME AND DAY YOU WANT TO SAVE THE BACKUP:

Starttme 02 ~ 100 ~ AM v

Run this task every 4 « weeks on:

v Monday‘% Tuesday Wednesday
Thursday Friday Saturday
Sunday Store P_assw*... ‘
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Condense Data

QuickBooks stores all transactions in your company file. After time passes, you
may not need details of the transactions in your company data file. The
Condense Data feature lets you delete the transactions you no longer need.
Once the detail is deleted, you can delete list entries that are no longer in use.
You also have the option to condense uncleared bank and credit card
transactions, transactions marked to be printed or to be sent, and transactions
containing unbilled costs.

This consists of the following:

Create a backup copy of your file in case you need summarized detail
Delete transactions that are no longer needed for your current records
Add monthly transactions that summarize the deleted transactions
Delete list items you no longer need (optional)

Certain entries are not condensed during this process. These include:

N =

e

Transactions that have an open balance

Transactions linked to other transactions that can't be closed

Payroll transactions in the current year

Transactions considered “open”, including all credits, payments, and journal

ntries that are not applied to the respective invoices
5.
6.
/.

Transactions containing Unbilled costs (can be overridden)
Uncleared/unreconciled bank and credit card transactions (can be overridden)
Transactions marked To be printed or To be sent (can be overridden)

Condense Company Data File

© Nk wWN =

Select File:Utilities:Condense Data from the menu.

Click Yes in the Budget Data May Be Affected window (if applicable).
Click the Remove transactions as of a specific date button.

Enter appropriate information in the Condense Data windows.

Click the Begin Condense button.

Click OK in the QuickBooks Information window.

Complete the backup of the company file.

Click OK in the final QuickBooks Information window.
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Choose a Condense Option

How Should Inventory Be Condensed?

Help me choose

Removes all condensable inventory transactions and replaces them with inventory
adjustment(s).

-

) Keep inventory transaction details

Keep most of the inventory transactions. This reduces the number of transactions
QuickBooks can remove.

Back @ Begin Condense Help Cancel

Select Additional Criteria for Removing Transactions

Do You Want To Remove The Following Transactions?

QuickBooks recommends that you remove the following transactions:
« Uncleared (unreconciled) bank and credit card transactions|

+ Transactions marked 'To be printed'

-3

+ Invoices and Estimates marked ‘To be sent'
+ ALL Estimates, Sales Orders, Purchase Orders, and Pending Invoices
+ ALL Time and Mileage activities

+ Transactions containing unbilled expenses and items

k Select None
Back m Begin Condense Help Cancel

TR

Select Unused List Items To Remove

% Do You Want To Remove Unused List Entries?

After condensing, some list entries will not be used in transactions. QuickBooks
recommends removing the unused entries for the following lists:

¥ Accounts v ltems
| Customers and Jobs ! 'Done’ To Do notes
¥ Vendors k ¥ Classes

« Other Names

Select None

Back m Begin Condense Help Cancel
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Improve Performance

As the size of your data file increases, QuickBooks becomes slower and slower. There
are some techniques that you can use to improve the performance of QuickBooks.

Within QuickBooks

1. Turn off these preferences in QuickBooks:

2. Auto recall last transaction

3. Refresh reports automatically

4. Warnings about duplicate estimates, purchase orders, checks, invoices, and
sales orders as well as transaction date warnings (these warnings can be important)
5. For multi-user systems, perform processor intensive tasks in Single-user Mode,
such as:

6. Running long reports

7. Pay employees, payroll liabilities, or sales taxes

8. Reconcile accounts

9. Change inventory prices

10.  Adjust the value or quantity of inventory

11.  For multi-user systems, place the data file on the most powerful computer
available

12.  Setup "hosting” of multi-user access on the same computer as the data file
13.  Perform regular company file backups

Within Windows

1. Turn off all unnecessary programs that run in the background when Windows

starts. These programs reduce the amount of memory available for other programs
such as QuickBooks.

2. Quit other programs before starting QuickBooks

3. Check your hard drive space and virtual memory. Also, check your hard drive
by running utilities such as ScanDisk and Defrag.

4. Add more RAM to your computer
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Upgrade to QuickBooks Enterprise Solutions

If the above recommendations do not improve the performance of your level of
QuickBooks, consider upgrading to QuiCEBooks Enterprise Solutions. Enterprise
Solutions is intended for companies that are outgrowing other QuickBooks
editions. Enterprise Solutions allows up to 30 concurrent users, removes names
list limits, and improves the performance of entering transactions and running
reports in a larger file. For more information about Enterprise Solutions, visit the
QuickBooks website at quickbooks.intuit.com.

Corrupt Data Files

Th(larzare several reasons why a QuickBooks file might become damaged. These
include:

. Your computer experienced a power fluctuation
. Your hard drive is damaged
. You experienced network interference while working in a multi-user

environment

. Your computer is infected with a virus
If you suspect your file is damaged, here are a few techniques to try:

1) Restart Computer
Restarting the computer commonly solves many unusual computer problems.

2) Current Version

If you have multiple versions of QuickBooks installed on your computer, make
sure the most current version and maintenance release is being used.

3) Problems with Program

There could be a problem with the QuickBooks program rather than your file.
Try opening the file on another computer. Or, try opening a QuickBooks sample
file from your computer. If there is a problem with the QuickBooks program, re-
install the program from the CD-ROM.
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4) Verify & Rebuild Data

Try the Verify Data and Rebuild Data functions. These are explained in the next
section.

5) Memorized Transaction Problem

If there is a problem opening the data file, change the system date to one year
ago and re-open the file. If tﬁis works, this indicates that a damaged memorized
transaction is set to enter automatically. Delete the memorized transaction.
Change the system date back to the current date. Open the data file and re-
create the memorized transaction.

6) Problem Updating QuickBooks

If there is a problem updating to a new version of QuickBooks, run the Verify Data
and Rebuild Data features in the earlier version of the software. A data file
problem can keep the data file from converting to a new version. Running Verify
Data and Rebuild Data in the earlier version may fix the damage.

7) Restore from Backup

Restore from the most recent backup that is not damaged. However, this means
you will lose the work since the backup was made.

8) Intuit Data Recovery Service

As a last resort, use the Intuit Data Recovery Service. This service may be able to fix
the file. Service fees apply. Check the QuickBooks website or QuickBooks help
system for more information.
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Verify/Rebuild Data Files

Use Verify Data and Rebuild Data when your data file is damaged. The Verify Data
feature often detects the damage in the data file. The Rebuild Data feature often fixes
the damage. Intuit recommends that you rebuild data only when directed to do so by
Intuit Technical Support. This is because Rebuilding Data could create additional
problems in the data file.

Verify Data File

1. Select File:Utilities:Verify Data from the menu.

2. Click OK in the Verify Data window.

3. Click OK in the QuickBooks Information window.

Rebuild Data File

Select File:Utilities:Rebuild Data from the menu.

Click OK in the Rebuild Data window.

Click OK in the QuickBooks Information window.
Complete the backup of the company file, then click OK.
Click OK in the QuickBooks Information window.

abRwNd =

View Results of Verify/Rebuild Data

1. Press F2 to display the Product Information window.

2. Press F3 to display the Tech Help window.

3. Click the Open File tab.

4. Select QBWIN.LOG below Select a file to open.

5. Click the Open File button.

6. Scroll to the end of the document.
| QBWin.log - Notepad = EaE =<
File Edit Format View "Help
verify.c (14047) : CHECKPOINT: 7920: wed Apr 01 10:01:38 Testing for duplicate IDs A

verify.c (14137) : CHECKPOINT: 7920: Wed Apr 01 10:01:41 Duplicate ID test completed
verify.c (665) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Beginning Transaction Verify/Rebuild

verify.c (14741) : CHECKPOINT: 7920: Wed Apr 01 10:01:41 Check for inventory targets on targets with
verify.c (14778) : CHECKPOINT: 7920: Wed Apr 01 10:01:41 COMPLETED check for inventory targets on te
verify.c (741) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Ending Transaction verify/Rebuild

verify.c (829) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Beginning Verify/Rebuild onlineBanking Aliase
verify.c (842) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Ending Verify/Rebuild onlineBanking Aliases.

prefuser.c (24687) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Permissions Analysis Starting..
prefuser.c (24723) : CHECKPOINT: 7920: wed Apr 01 10:01:41 Permissions Analysis Finished.
DHPortFile.cpp (387) : CHECKPOINT: 7920: Wed Apr 01 10:01:41 DHCanRunColumnOrderCheck: flag value is
verify.c (14335) : CHECKPOINT: 7920: Wed Apr 01 10:01:41 column order check skipped in VerifyRebuilc
verify.c (931) : CHECKPOINT: 7920: Wed Apr 01 10:01:41

END REBUILD LOG *

verify.c (1170) : CHECKPOINT: 7920: wed Apr 01 10:01:43 Rebuild completed: RB 04/01/2015
formwin.c (2559) : CHECKPOINT: 7920: Wed Apr 01 10:01:44 Creating form: formID=7000, itID=10

1 [m

< 11 3
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Between QuickBooks Files

QuickBooks allows you to transfer lists and templates between QuickBooks files.
You can also export memorized reports from QuickBooks Premier and
Enterprise Solutions. However, you cannot export transactions out of
QuickBooks, unless you use a data-transfer utility which you can find at
marketplace.intuit.com.

Lists
Export Lists

1. Select File:Utilities:Export:Lists to IIF Files from the menu.
2. Click the appropriate boxes to select lists to export.

3. Click OK.

4. Enter the File name: and location in the Export window.
5. Click Save.

6.

Click OK in the QuickBooks Information window.

Select the lists that you would like to export.

Chart of Accounts Payment Terms List ﬁ

 [Customer Lis{ Payment Method Ljst Cancel
Vendor List Shipping Method List
Employee List Customer Message List Help
Other Names List Budgets
Customer Type List To Do Notes
Vendor Type List Sales Rep List
Class List Price Level List
Job Type List Sales Tax Code List
Item List
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Import Lists

1. Open the company importing the list.
2. Select File:Utilities:Import:IIF Files from the menu.
3. Select the appropriate file to import in the Import window.
4. Click Open.
5. Click OK in the QuickBooks Information window.
QuickBooks 201£I ! VIP Classes 4/2/19 1:57 PM File folder
VIP Classes & Lists 4/1/23 429 PM QuickBooks Impo... 11KB
& OneDrive
@ This PC k
3D Objects
m Desktop
% Documents \/
File name: |Lists > |IIF files (*.iif) %
Open Cancel
Templates

There is a different process for exporting and importing templates (customized
forms).

Export Template

Select Lists:Templates from the menu.

Click to select the template for export.

Click the Templates button.

Select Export from the menu.

Enter the File name and location in the Specify Filename for Export window.
Click Save.

RN i o

VENDORS

Templates

N/ TYPE
Attorney's Invoice Invoice

- >

Customized Invoice Invoice

Fixed Fee Invoice Invoice

Intuit Packing Slip Invoice

Intuit Product Invoice Invoice

Intuit Professional Invoice Invoice

Virs
Templates ¥ Open Form n
—)

New Ctri+N
Edit Template CHri+E & A;C?:Pt
Delete Template Ctrl+D recit. Can
Duplicate

E Make Template Inactive

Customize Columns...

Import... ] D
mF,mem Finance

Download emplates... rges Charges

Create Form Design...

Use Ctrl+U EMPLOYEES

Find in Transactions...

Print List... Ctri+P
Enter
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Import Template

© N h WD =

0

10.

Open the company importing the template.

Select Lists:Templates from the menu.

Click the Templates button.

Select Import from the menu.

Select the template file to import in the Select File to Import window.
Click Open.

Click the Manage Templates button in the Basic Customization window.
Enter the form’s name as the Template Name.

Click OK.

Click OK.

Memorized Reports and Report Groups

Report templates (memorized reports) and report groups can be exported using
QuickBooks Premier and Enterprise Solutions. These reports and group templates
can then be imported into QuickBooks Pro, Premier, or Enterprise Solutions.

Export Report Template or Group

oA =

Select Reports:Memorized Reports:Memorized Report List from the menu.
Click the memorized report or report group to export.

Click the Memorized Report button.

Select Export Template from the menu.

Enter the File name and location of the report template or group.
Click Save.

Export Report Template

Memorized Report List

+ Daily Sales i
- Deposits-All Bank ACs
* Edit Memuorized Report Ctrl+E

Mew Group

Delete Memorized Report Ctrl+D

Customize Columns...

Print List... Cirl+P
Re-sort List

Import Template...

M| Export Template... |-

Memorized Report Display... Print... Export...
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Specify Filename for Export

Savein | | QuickBooks 2019 x o2va~
Date modified
b 4/5/19.12:51 PM
Quick access 4/5/19.12:51 PM
= 4/5/19.12:52 PM
4/5/19.12:57 PM
Desk(k» 4/5/19 12:50 PM
4/5/19.12:51 PM
n 4/5/19 12:51 PM
Uibraries product tour 4/5/1912:51 PM
= 1) budgetbydonors 11/14/17 147 PM
J budgetbyprogram 11/14/17 147 PM
LS A Nonprofit Group AT 1AL PN
@
Network
File name
Saeastype  |QuickBooks Report Fles (" QBR)

.
QuickBooks Report Te.
QuickBooks Report Te.
QuickBooks Report Te.

9KB
9KB
44%8

Specity Filename for Export x

Cancel

Help

Import Report Template or Group

Open the company importing the report template or group.

Select Reports:Memorized Reports:Memorized Report List from the menu.

Select Import Template from the menu.

1

2.

3. Click the Memorized Report button.
4

5

window.

6. Click Open.

7. Enter the report template or group name as the Name.

8. Click OK.
Import Report Template

Lookin: | B Deskiop - ef

* L@, oo a Austin Ditrich

Quick access

[y treces & Network
Dasktop ~_

Fila nama: Daposs All Bank ACs

Fhas of type: QuickBooks Repor Files [ Q8R)

Select File to Import

[:. This PC

—5 " Deposits-All Bank ACs

Select the report template or group file to import in the Select File to Import

Name Memorized Report

= Memorize Report

Name: Deposits-All Bank ACs

Share this report template with others

.

v Save in Memorized Report Group: v
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QuickBooks and Other Programs

Export Lists to Other Programs

QuickBooks can export lists from QuickBooks to other programs. To export a list,
follow the instructions shown in the last section. You cannot select which fields to
export, specify the sort order, or filter the list information during the export process.
However, the export file can be opened in a spreadsheet program and modpiﬂed to
meet the requirements of the other software program.

Export Transactions to Other Programs

QuickBooks cannot export transactions. An alternative is to create a transaction report
and print/save it as a tab-delimited file, or export the report as a comma separated
values (.CSV) file. However, important internal transaction information cannot be
added to QuickBooks reports. Therefore, the tab-delimited file or CSV file cannot be
imported back into QuickBooks without modification. You can also export a list of
transactions from the Transaction Tab of the Centers. First display the transactions you
want. Then click the Excel drop-down list and select Export Transactions.

Import Lists/Transactions from Other Programs

QuickBooks can import lists and transactions from other programs not on the list of
integrated applications, if the data is formatted correctly. If you are converting from
another accounting system, it may be possible to import lists and transactions from
the other system. To do so, the other program must allow you to export a tab or
comma-delimited text file.

There are 4 options for importing lists or transactions:

Create an lIF file from scratch
Reformat an existing file to IIF format
Write a computer program to reformat data to IIF format

o -

Use a data transfer utility”

For the first two options, it is suggested that a spreadsheet program be used to
create/reformat the data to IIF format. There are two considerations.

First, creating IIF files can be extremely difficult and complex. It is recommended only
for users with programming experience.

Second, unless you are importing a very large file (more than 200 transactions), it is
likely more efficient to enter the data directly into QuickBooks.

"You can also use a data-transfer utility to automatically transfer transactions. To find
these solutions, visit marketplace.intuit.com and type “lIF” or “"data transfer utility” in
the search field.

To build the IIF file using another program, follow these instructions:
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Import Lists or Transactions from Another Program

1. In the other program, export the list or transactions to a tab or comma-
delimited file.

2. Open the file in a spreadsheet program.

3. Insert a column to the left so that the first column is blank.

4. Insert a row at the top so that the first row is blank.

5. Enter the List Type in cell A1.

6. Fill in the remaining cells of the first column using the List Type from Step 5.
7. Add the column headings to the first row.

These headings can be found in QuickBooks Help. Look in QuickBooks Help for
importing data:IIF file format. Select the help topic titled Reference Guide to
Import files. Click the appropriate List Type in the QuickBooks Help window.

8.

Verify that the column headings match the information in the columns.

The spreadsheet columns might require modification.

9. Save the spreadsheet as a tab or comma-delimited file, with the .iif extension.
10.  In QuickBooks, open the company importing the file.
11.  Select File:Utilities:Import:IIF Files from the menu.
12.  Select the appropriate file to import in the Import window.
13.  Click Open.
14.  Click OKin the QuickBooks Information window.
invoice_sales_tax_charged.iif - Microsoft Excel - =3 x
E"“n ) —
/l Home Insert Page Layout Fermulas Data Review View Add-Ins 2 o & 2
= s
| A19 - fe | 1TRNS
A B C D E F G H I J K B
19[TRNS _ [TRNSID  TRNSTYPEDATE ~ ACCNT NAME  CLASS  AMOUNT DOCNUM MEMO  CLEAR
20 |1SPL SPLID  TRNSTYPEDATE  ACCNT NAME  CLASS  AMOUNT DOCNUM MEMO  CLEAR
21 IENDTRNS
22 |TRNS INVOICE 1-Apr Accounts | Customer 220.89 1 N
23 |SPL INVOICE 1-Apr Construction:Labor -55 Framing e N
24 |sPL INVOICE 1-Apr Construction:Materials -120 Exterior w N
25 |SPL INVOICE 1-Apr Construction:Materials -30 Standard [N
26 |SPL INVOICE 1-Apr Sales Tax |Sales Tax Vendor -15.89 1 N
27 ENDTRNS
M 4 b ¥ | invoice_sales_tax_charged %1 0 || | _ _)M
Ready ||@ @ | 100% @ m @ RE
Page 204 Mastering QuickBooks Level 2



QuickBooks & Integrated Applications

QuickBooks can integrate other programs’ data with QuickBooks data”. To find an
integrated application for your industry, follow these steps.

Find Integrated Applications
Click Help:Add QuickBooks Services

QuickBooks Products and Semvices

Customize QuickBooks for Your Business

Add these recommended services

QuickBooks offers many services that help you manage your business more efficiently. Based on
the information you provided, QuickBooks recommends the following optional integrated services.

« Salesforce- Sell more, save time and stay organized with the #1 CRM
Sales App. Learn More

+ QuickBooks Financing- Get the money you need to grow your
business. Learn More

+ Intuit App Center- Get web & mobile apps that work seamlessly with
QuickBooks. Learn More

"Additional fees apply. Terms, conditions, pricing, features and service offerings
subject to change. Internet access may be required.
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QuickBooks and Excel®

You can import selected lists from Excel into QuickBooks. Those lists include
Accounts, Vendors, Customers, and ltems.

Import Lists from Excel

Select File:Utilities:Import:Excel Files from the menu.

Enter the name of the import file in the Import a file window.

Click the Browse button to change the file name or import file location.
Click Open.

Add or select a data mapping (if necessary).

Click Import.

) Click OK in the QuickBooks Information window.

Map Excel List Data

Mapping name:  Chart of Accounts

N AW N

Importtype:  Account e

Type Account Type
Number Account Number

Description

Bank Acct. No./Card No./Note
Opening Balance k i
As Of (Date)
Remind Me To Order Checks ...
Track Reimbursed Expenses
Income account for reimb. exp...
Is Inactive

Import a File
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Import a file b 4

Setup Import  Preferences
[
SELECTAFILE:

File: C:\WMy Docs\E drive\2013\PBOX\data files\Com... Browse...

Choose a sheet in this Excel workbook:

Select a sheet v

¥ This data file has header rows

DATA MAPPING:
QuickBooks uses mappings to match the input data columns from the file
to be imported to the destination QuickBooks fields.
Choose amapping:  Add or Select a Mapping -

Mappings... Learn more about using mappings

Preview m Cancel Help

Add/Edit Multiple List Entries

Select Lists:Add/Edit Multiple List Entries from the menu.
Click the Lists drop-down list and select Customers.
Click Customize Columns.

N -

) Add, remove, or reorder columns so the QuickBooks columns match the Excel
columns.
5. Click OK.
6. Copy the records to be imported from the Excel document.

7. Paste the records to be imported into the Add/Edit Multiple List Entries
window.

8. Clean up, add or edit data as necessary.
9. Click Save Changes.

B Add/Edit Multiple List Entries -0Ox
Select a list ©  customize columns to display ©  Paste from Excel or ype to add to or modify your list
Hst - Customers *  View Activs Customers ~  Find |T} Customize Columns
Currently Editing:

T NaME COMPANY NAME MRS FIRST HAME LAST NAME E-MAIL BILLTO
FrankAuleta Frank Auleta Mr. Frank Auleta Frank Auleta 64 Myw™
Bahn's Music Shop Bahn's Music Shop Mr. Eric Bahn Bahn's Music Shop 4 John
Mike Balak Mike Balak Hr. Mike Balak Wike Balak 62 Gas
Lucy Beard Lucy Beard Ms. Lucy Beard Lucy Beard 15050
Carr's Pie Shop Carrs Pie Shop Mr. Steve Carr Carr's Pie Shop 100 Rh'
Steve Cook Steve Cook Hr. Steve Cook Steve Cook 480 Na
Dave Duncan Dave Duncan Hr. Dave Duncan Dave Duncan 3250%
Lynn Evans Lynn Evans Mrs. Lynn Evans Lynn Evans 5501L
Fair Designs Fair Designs Mr. Scott Fair FairDesigns 1001W
Jennifer Fisher Jennifer Fisher Ms. Jennifer Fisher Jennifer Fisher 10218
Kirby Freeman Kirby Freeman Mr. Kirby Freeman Kirby Freeman 501 En
Gordon Johnsan Gordon Johnsaon Hr. Gordon Johnson Gordon Johnson 1310K
Brad Lamb Brad Lamb Hr. Brad Lamb Brad Lamb 102 Sh
Larsen's Pet Shop Larzsen's Pet Shop Mr. Jeff Larsen Larsen's Pet Shop 205 Ba
“ |

Close Help
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Journal Entries

1. Select Company:Make General Journal Entries from the menu.
2. Enter appropriate information in the Make General Journal Entries window.
3. Click Save & Close.

Below are some special considerations before making journal entries.

. You must specify a name for entries to accounts receivable, accounts payable,
and sales tax payable accounts. This way, QuickBooks can assign the entry to the
proper name in the subledger.

. You can only use one accounts receivable or accounts payable line per journal
entry. Make multiple journal entries if you need to adjust multiple accounts
receivable, accounts payable, or sales tax payable accounts.

. Journal entries to accounts payable or accounts receivable will affect the sub-
ledgers but still need to be applied.

. Journal entries can affect 1099s, but they can also create unexpected results.
. Journal entries to accounts receivable will affect customer statements printed

for customers.

. Journal entries made to any payroll tax liability accounts will not affect the
liabilities shown in the built-in payroll system and payroll reports.

Reversing Journal Entry
It's easy to reverse a journal entry in QuickBooks Premier and Enterprise Solutions.

Reverse Journal Entry

1. Display the journal entry to be reversed.
2 Click the Reverse button.
3. Check the accuracy of the reversing entry Date.
4 Click Save & Close.
= Make General Journal Entries -0 %
Main Reports 2 oA
* P ﬁ E g’g a Create a Copy & ; @
Find New Save De\'ete aMemorwze RC\%E Print I\:Ia‘ch

T I04/01/2023 | ENTRY NO. 7R

Accrued Expenses T12,368... Reverse of GJE 7 -- Accrue expenses at ... T ‘A

Cost of Sales 1,450.00 .
Advertising 22500

Bank Service Charges 12.50

Building Supplies 98.22

Cleaning 160.00

Contributions 0.00

Depreciation Expense 600.00

Dues and Subscriptions 78.55

Freight & Delivery 144,55

Insurance:Property In... 50.00

Insurance:Worker's C... 0.00

Totals 12,368... 12,368...

Save & Close Save & New Clear
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Year-End Procedures

You can keep as many years of data in QuickBooks as you wish. However, there
are certain procedures you should follow at year-end. In this chapter, you learn
six steps to complete in QuickBooks at year-end.

1. Consult the QuickBooks Year-End Guide and an accountant to build a
complete list of tasks you need to perform at year-end

2. Set a closing date and password to restrict users from a prior period

3. Provide your accountant with your QuickBooks financial information using a
method such as the Accountant’s Copy

4. Incorporate changes from accountant

5. Clean up company data files to delete a prior period’s detail transactions

6. The automatic year-end transfer of net income (loss) to retained earnings

Set a Closing Date

The second year-end procedure involves restricting user access to prior
accounting periods and setting a closing date and password. To make a change
to a prior period, a user must have access and must know the closing date
password.

Set a Closing Date & Password

1. Select Company:Set Closing Date from the menu.
2. Click the Set Date/Password button.
3. Enter the Closing Date in the Set Closing Date and Password window.
4. Enter the password as the Closing Date Password:
S. Enter the password as the Confirm Password:
6. Click OK.
7. Click OK.
A My Preferences Company Preferences oK
% Bills ACCOUNTS Cancel
[ Calendar Use account pumbers + Require accounts
= Checking Help
e Deskiop View A Default
%] Finance Charge
Use class tracking for transactions
&4 General Also See:
B integrated Applications Gonaral
%9 ltems & Inventory
! Payroll and
©  JoEEESimaes | Automatically assign general journal entry number Employees
& Mutiple Currencies ¥ Warn when posting a transaction to Retained Earnings
=] Payments DATE WARNINGS
= Payroll & Empioyees Warn if transactions are 90 day(s) in the past
~ Reminders . .
Wl Reports & Graphs Warn if transactions are 30 day(s) in the future
B sales & Customers CLOSING DATE
B sales Tax Date through which books are closed: (not set)
£ searen Set Date/Password
= Send Forms 7*
% Senvice Connection
Spelling
v
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Accountant-Client Scenarios

At least once a year, your accountant \orobably reviews your file. What is the best way
for your accountant to work on your file? In this section, you learn common real world
scenarios.

1. Accountant Travels to Your Office

With this scenario, you do not transfer data or files back and forth. The
disadvantage is this can result in lots of travel time. Plus, the accountant’s time
on your computer might mean unproductive time for you.

2. Accountant’s Copy Sent/Changes Received

You send an accountant’s copy of the data file to your accountant. The
accountant makes the adjustments and returns the adjustments to you. With this
option, both the accountant and the client can work on the data file at the same
time. You learn more about the Accountant’s Copy process on Page 204.
These are the steps involved:

1. Client creates an accountant’s copy and specifies an appropriate Dividing Date
2. Accountant opens the accountant’s copy

3. Accountant makes adjustments to the accountant’s copy. Meanwhile, the client
continues to work with the original file.

4. Accountant creates export file of adjustments

5. Client imports adjustments into the original file

3. Data File Sent/Data File Received Back

You send a copy of the data file. The accountant makes changes directly to
the data file and sends the data file to you. In order to make this effective, you
and your accountant must have the same version and release of QuickBooks.
The following is a summary of the steps involved:

1. You create a portable company file

2. You send the accountant the portable company file

3. Accountant opens the portable company file and saves it to their hard drive
4. Accountant makes necessary adjustments to the data file. Because this is not
the accountant’s copy, the accountant is not restricted to journal entries.

5. When complete, the accountant creates an updated portable company file

6. Accountant sends you the portable company file

7. You open the portable company file and save it to your hard drive. If you save

the file using the original filename and location, you will overwrite your existing file.

You will not be able to continue making entries in your data file while the
accountant is reviewing your file. Accountant changes cannot be merged into
your existing file.
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4. Data File Sent/Report of AJE's Received

In this scenario, you send a portable company file to your accountant. Your
accountant makes the appropriate changes and entries. Then, your accountant
prepares a report of changes which is sent back, so you can enter the changes into
the original data file. One possible problem with this method is that you are
responsible for entering the adjustments. However, you can continue working on
your data file while the accountant determines any necessary adjustments. The
following is a summary of the steps involved with this method:

. You close the period for which your accountant is making adjustments by
setting the closing date and password.

. You create a portable company file.

. You send the accountant the portable company file.

. Your accountant opens the portable company file and saves it to their hard

drive. To open the file, the accountant will need to have the same (or higher) version
and release of QuickBooks.

. The accountant makes the adjustments as needed to the data file. Because this
is not the accountant’s copy, the accountant is not restricted to journal entries. It is
suggested that the accountant make only general journal entries for the adjustments.
This way, he/she can easily generate a report of the adjustments for you.

. The accountant prints a journal report of adjustments for the client. For the
accountant to create this report, the accountant should complete the following steps:

1. Select Reports:Accountant & Taxes:Journal from the menu.
Enter appropriate Dates to include on the report.

Click the Customize Report button and click the Filters tab.
Click Transaction Type in the list of Filters to the left.

Click the Transaction Type drop-down list and select Journal.

. Click Entered/Modified in the list of Filters to the left, then enter
appropriate dates to the right.

7. Click OK.

8. Also, the accountant could enter their initials in the Entry No. or Memo
fields on their adjustments and add an appropriate filter to include only their
journal entries.

9. The accountant sends the report to you.
10. You enter the adjustments into the data file.

oG AW
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Accountant’s Copy-Step by Step

The Accountant's Copy is an easy way to work with accountants that use
QuickBooks. The full Accountant's Copy process involves five steps. See Scenario
(2) on Page 202 for an overview. There are some client and accountant restrictions
during the Accountant’'s Copy.

What You Can Do

While your accountant is working with the Accountant's
Copy, you can continue to work in the current period (after
the dividing date). To prevent your work from conflicting
with your accountant's work, there are limitations to what

n Lists (other than Chart of Accounts):

= ‘You can edit, sort, and make list items
inactive,

you can do after creating an Accountant's Copy.
= Transactions:

= You can work only on transactions dated
after the dividing date.

= Accounts:

= You can add a new account, but you
cannot add a new subaccount to an
existing account.

m Existing accounts: You cannot edit, merge,
or make an existing account inactive.

= New accounts: You can edit an account or
make any account inactive that you
created while your accountant has
the Accountant's Copy.

m ‘You cannot delete or merge list items.
= Reconciling:

m You can recondle your accounts while your
accountant has an Accountant's Copy.

m  All recondliations that indude transactions
in the current period (after the dividing
date) are saved and will not be undone.

= To prevent conflicts with your
accountant's changes, recondliations that
indude transactions dated on or before
the dividing date will be undone when you
import your accountant's changes.

m If your accountant has recondled or
undone a recondiliation for any peried, any
reconciliations you did will be undone when
you impart your accountant's changes.

What Accountant Can Do

Ag an accountant working in an Accountant's Copy, you can
work on transactions dated on or before the dividing date.
Your dient continues to work in the company file on
transactions dated after the dividing date. To prevent your
work from conflicting with your dient's work, there are
limitations to what you can do in an Accountant's Copy.

Mote: If the restrictions on using an Accountant's Copy
won't accommodate your situation, you can convertit to a
regular company file, If you do this, your dient will not be
able to automatically import your changes. He or she will
have to enter your changes manually in the company file.

How do I know what I can do?

An Accountant's Copy prevents you from making any
changes that may conflict with your dient's work. Some field:
may be disabled in an Accountant's Copy. In other areas,
you may see fields with a highlighted background.

B Highlighted background. Information you enter
in fields with a highlighted background will be
included in changes you send back to your dient.

B Without highlighted background. For fields
without the highlighted background, you can change
the information in the field if it helps you with your
work, but that information will not be induded in
the changes you send back to your dient.

Sent back to client?

Rate 0,00 4=MNo

L] 4=ves

Transaction restrictions in Accountant's Copy

Tax Code | Tax

In an Accountant's Copy, you can add, edit, void, and delet:
most transactions. However, you can't add, edit, void, or
delete the following transactions:

B Payrol

B Nonposting transactions (such as estimates, sales
orders)

B Transfer of funds between accounts
B Build assemblies

B Sales tax payments

You can add or delete, but not edit or void:
W Eill payments by credit card
You can add, delete, and edit, but not void:

B Payments received

Reconciliation restrictions in Accountant's Copy

‘fou can recondle any period that ends before the dividing
date, and your changes will be sent back to your dient. Also
if you change the recondile status of a transaction in the
register, the change will go back to your dient.

You can also recondle periods ending after the dividing date
if it helps you with your work, but those changes won't be
sent back to your dient. You can unrecondle any period.

List restrictions in Accountant's Copy

Mote: The chart of accounts has no restrictions. You can
work with the chart of accounts as you would in a regular
QuickBooks file.

Generally, you can only view lists in an Accountant's Copy,
but there are exceptions. You can edit and delete list items,
and make any list items you create in the Accountant's
Copy inactive. For lists with items dated before the
Accountant's Copy was created, you can only view the
lists. You can edit the following lists:

W Item lists
B Yendor lists
Also, you can add items to the following lists:

Class list
Customer list
Vendor list
Employee list
Ttem list

Fixed asset item

Sales tax code list {you can't edit or inactivate items
on this list)

Other names lists
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Step 1-Create Accountant’s Copy (Client)

1. Select File:Send Company File:Accountant’s Copy:Save File from the menu.
2. Click Next.

3. Enter the Dividing Date.

4. Click Next.

5. Click OK in the Close All Windows window.

6. Change the Save in location and File name if necessary.

7. Click Save.

8. Click OK'in the Accountant’s Copy Created window.

9. Deliver the Accountant’s Copy to your accountant by email, CD, or other
method.

Accountant's Copy Created

You have successfully created an
W Accountant's Copy file.

File: C:\Users\Jason Ruvaldt\Desktop\Company
Files\currentPMQB Buildem Ch_14
(QuickBooks2019 Acct Transfer Apr 01,2023 09
46 AM).QBX

Dividing Date: 12/31/2022

Deliver this file to your accountant
using e-mail, CD, or some other method.

Click Help for more information about sending the
Accountant's Copy to your accountant.

ﬁ Help

Step 2-Open Accountant’s Copy (Accountant)

1. Save the Accountant’s Copy file you received from your client to your
computer.

2. From the menu select File:Send Company File:Accountant's Copy:Open &
Convert Transfer File from the menu.

3. Click Next.
4. Click Next.

S. Select the Accountant’s Copy file in the Open Accountant’s Copy Transfer
File window.

6. Click Open.

7. Change the Save in location and the File name in the Save As Accountant’s
Copy window.

8. Click Save.

9. Click OK.
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Step 3-Make Adjustments (Accountant)

1. Select Company:Make General Journal Entries from the menu.
2. Enter adjustments in the Make General Journal Entries window.
3. Click Save & Close.
= Make General Journal Entries =l
Main ~ Reports oA
€« B H 2 Boewcacny ¢ - ] (=} =
Find New Save Delete @BMemorize Reverse Print Attach Hide Send
¥ File List GJEs
£ 12/27/2022 H ENTRY NO 9 /| ADJUSTING ENTRY
Checking 1,000,... — éood News!!!
Sales 1,000,... Good News!!!

Totals 1,000,... 1,000,...

List of Selected General Journal Entries:  Last Month -

03/31/2023 7 |Accrued Expenses Accrue expenses at month-... -12,368.55
03/01/2023 5 Service Income -7,650.00
03/01/2023 4 Retained Earnings -5,401.18

Step 4-Export Changes from Accountant’s Copy (Accountant)

1. Select File:Send Company File:Accountant’s Copy:View/Export Changes for
Client.

2. (Optional) Enter a Note for your client.

3. Click Create Change File.

4. Select the Save in location and change the File name if necessary.
5. Click Save.

6. Click OK.

7.

Deliver the Change File to your client by email, CD, or other method.
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® Save Accountant Change File to... ®
Savein Reviewed Files - GfFr@Av

i Name Date modified Type Size

No items match your search.
Quick access

Desktop
m
Libraries
This PC
Network
File name: Accountants Copy-working file (Acct Changes) - G
Save as type Accountant's Change File (*.QBY) ~ { Cancel
“ Help
s TP T

Step 5-Import Accountant’s Changes (Client)

1. Select File:Send Company File:Accountant’s Copy:Import Accountant’s
Changes from File from the menu.

Select the appropriate file in the Import Accountant’s Changes window.
Click Open.

Click Incorporate Accountant’s Changes.

Click OK to close all the windows.

Click OK to create a backup of the data file.

Click Save.

Click OK in the QuickBooks Information window.

Click Close.

V®NOo AW

Incorporate Accountant's Changes — 0O %
Accountant's Changes - Not Yet Incorporated

Review and print these changes for your records. Dividing date: 12/31/2022
Select Incorporate Accountant's Changes to bring these changes into your file.
Quickbooks will backup your existing data before incorporating your accountant's changes.

Note from your Accountant

| Only one change this year...congrats!

\ Action Type Num Date Name ‘Account Memo Amount Currency
B Added Journal Entry 9 12/27/2022
Expand All Collapse All Save as PDF Print
Incorporate Accountant's Changes I Close | Help
Turn On Alacka B Aol Akacans

Condense Data

QuickBooks allows you to delete unnecessary detail from past years through a
process called Condense Data. It is suggested that you choose a condense date
that keeps at least one year of detail in your data file.
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This is not a required task at year-end. However, there are some benefits. For
instance, once the detail is deleted, QuickBooks lets you delete list items that are
no Ionger in use.

What Does Condensing Company Data Do?
o Creates a Backup copy of your file before transactions are deleted

e Deletes transactions no longer needed for your current records

e Adds monthly transactions that summarize the deleted transactions

The backup file name contains the date you clean up data, your company name,
and the label "Archive Copy". This file coexists with your regularflle and should
not be used for entering a||y transactions.

What Transactions are Not Deleted?
Various transactions are not deleted during this process. These include:

1. Transactions that have an open balance

2. Transactions linked to other transactions that can't be closed

3. Payroll transactions dated in the current year

4. Transactions considered “open”, including all credits, payments, and journal
entries that are not applied to the respective invoices

5. Transactions containing Unbilled costs (can be overridden)

6. Uncleared/unreconciled bank and credit card transactions (can be overridden)
7. Transactions marked To be printed or To be sent (can be overridden)

Condense Data
Complete the following steps to Condense Data.

Clean Up a Company Data File

Select File:Utilities:Condense Data from the menu.

Click Yes in the Budget Data May Be Affected window (if applicable).
Click the All transactions button.

Click the Next button.

Click Yes in the Condense Data window.

Click the Begin Condense button.

oA =

Year-End Closing Entry
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Most accounting software programs make an entry at year-end to transfer the current
year's net income (loss) to the equity accounts. QuickBooks automaticall?/ transfers
the current year's net income (loss) to Retained Earnings. This can be called a virtual

Balance Sheet

Customize Report Comment on Report are T Memorize Print v E-mail v Excel v Hide Header Collapse Refresh

Dates Al ~ Asof B ShowColumns [N - Sort By Default -

Report Basis: @ Accrual Cash Show Filters

Buildem, Inc.

Balance Sheet
Accrual Basis All Transactions
Dec 31,21 Dec 31,22 Dec31,23
Total Fixed Assets 51,700.00 42,100.00 4050000 A
~ Other Assets
Organization Costs 12,000.00 12,0000 12,0000
Total Other Assets 12,000.00 12.00000 12,000 00
TOTAL ASSETS 247,076.33 306,474.83 368,396.81
~LIABILITIES & EQUITY
* Liabilities
~ Current Liabilities
~ Accounts Payable
Accounts Payable 52,856 88 30,897.00 30,897.00
Total Accounts Payable 52,856 88 30,897.00 30,897.00
* Credit Cards
visA 25000 __25000 25000
Total Credit Cards 25000 25000 250.00
Total Current Liabilities 53,106.88 31,147.00 31,147.00
* Long Term Liabilities
Building Loan 112,000.00 112,000.00 112,00000
Vehicle Loan 28577.00 28577.00 28577.00
Total Long Term Liabilit. 140,577.00 14057700 140.577.00
Total Liabilities 193,683.88 171,724.00 171.724.00
~ Equity
Capital Stock 500000 5,000.00 500000
Aditional Paid In Capital 20,000.00 20,000.00 20,000.00
Retained Earnings 000 2830245 109,750.83
NetIncome 2830245 @ 8135838 5192198

Total Equity 5339245 13 83 18667281
uimee 2 Ean .

entry because QuickBooks makes the entry for report purposes only.

04101123

Closing Entries

QuickBooks makes the transfer of net income (loss) to Retained Earnings for report
purposes only. There are no actual entries made to the Retained Earnings account.
Also, Retained Earnings does not have an account register like other Balance Sheet
accounts. Changes to a prior period will change the Retained Earnings balance.
However, it is difficult to find these changes.

Retained Earnings-A Better Way

In this section, you learn a better way of handling Retained Earnings. There are two
benefits to this method:

1. You use Retained Earnings like any other QuickBooks account. This means you
can see year-end closing entries in the account register.

2. It will be easier to find changes made to prior year's balances.

Remember that QuickBooks does not make the actual journal entry at year-end. With
this method, you make the journal entry that QuickBooks does not make. This
method includes the following steps:

3. Change the name of the account titled Retained Earnings to Prior Period
Adjustments. Later, only changes made to the prior year will be shown in this account.
4. Add a new Equity account titled Retained Earnings to the chart of accounts.

5. As of the Start Date of the company, make a journal entry to transfer the

balance in the “Prior Period Adjustments” account to the new “Retained Earnings”
account. The amounts for the journal entry can be found by running a Balance Sheet
as of the Start Date.
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6. As of the first day of each new fiscal year, make a journal entry to transfer the
last year’'s net income from Prior Period Adjustments to Retained Earnings. In other
words, you are making the journal entry that QuickBooks does not make! The amount
of the entry can be found by running a Balance Sheet as of the first day of the next
year.

(1) Change Account Name

=l Edit Account - =%

Account Type

Account Name  prior Period Adjustments
Subaccount of

OPTIONAL
Description QuickBooks Default Retained Earnings Account

Note

Tax-Line Mapping  <Unassigned> « How do I choose the right tax line?

Enter Opening Balance... Should | enter an opening balance?

Accountis inactive ‘ save & Close Cancel

(2) Create New "Retained Earnings” Account
= Add New Account =

T Account Type  Equity b

Account Name Retained Earnings
Subaccount of

OPTIONAL
Description User-created Retained Earnings Account.

Note
Tax-Line Mapping <Unassigned> v Howdo | choose the right tax line?

Enter Opening Balance... Should | enter an opening balance?

Save & Close. Save & New Cancel

(3) Journal Entry as of Start Date
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Make General Journal Entries

Totals 28,39...

Main Reports

* B B X Boweow ¢ @ @

Find New Save Delote @BMemorize Reverse Print Attach

v File

oate  01/01/2022

ACCOUN DEB RE { A |
Prior Period Adju... 28,39... Transfer 2021 Net Income to Retai...
I v 28,39... Transfer 2021 Net Income to Retain... v

28,39...

Clear

Balance Sheet After Entry

lance Sheet - =%
Customize Report Comment on Report Si plate Memorize Print ¥ E-mail ¥ Excel ¥ Hide Header Collapse Refresh
Dates Custom v Asof 01/01/2022 [ Show Columns Total only ~ Sort By Default v
Report Basis: (® Accrual () Cash Show Filters
Buildem, Inc.
bz Balance Sheet
Accrual Basis As of January 1, 2022
Jan1,22
Total Office Equipment 32,500.00 A
Total Fixed Assets 51,700.00
~ Other Assets
Organization Costs 12,000.00
Total Other Assets 12,000.00
TOTALASSETS 247,076.33
“LIABILITIES & EQUITY
~ Liabilities
~ Current Liabilities
~ Accounts Payable
Accounts Payable 52,856.88
Total Accounts Payable 52,856.88
~ Credit Cards
VISA 250.00
Total Credit Cards 250.00
Total Current Liabilities 53,106.88
~ Long Term Liabilities
Building Loan 112,000.00
Vehicle Loan 28,577.00
Total Long Term Liabilities 140,577.00
Total Liabilities 193,683.88
~ Equity
Capital Stock 5,000.00
Additional Paid In Capital 20,000.00
Retained Earnings 28,392.45
Total Equity 53,392.45 *
TOTAL LIABILITIES & EQUITY 247,076.33 '
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(4) Annual Journal Entry

Main Reports 2 oA ‘
@ P a E $8 B createacopy & E @
Find New Save Delete §BMemorize Reverse Print Attach
& File

pate 01/01/2023

A NT DEE CRE MEMO NAME |
Prior Period Adju. 81,35... Transfer 2022 Net Income to Retai
Retained Eami... ¥ Reliels] Transfer 2022 Net Income to Retain... b v

Totals 81,35... 81,35.

Save & Close Clear

Balance Sheet After Journal Entry

Balance Sheet

Customize Report Comment on Report Share Ter e Memorize Print ¥ E-mail v Excel ¥ Hide Header Collapse Refresh
Dates Custom v Asof 01/01/2023 [ Show Columns Total only ¥ Sort By Default v
Report Basis: ® Accrual () Cash Show Filters
Buildem, Inc.
P Balance Sheet
Accrual Basis As of January 1, 2023
Jan1,23
Total Office Equipment 21,700.00 A
Total Fixed Assets 42,100.00
~ Other Assets
Organization Costs 12,000.00
Total Other Assets 12,000.00
TOTALASSETS 306,474.83
“LIABILITIES & EQUITY
~ Liabilities
~ Current Liabilities
~ Accounts Payable
Accounts Payable 30,897.00
Total Accounts Payable 30,897.00
~ Credit Cards
VISA 250.00
Total Credit Cards 250.00
Total Current Liabilities 31,147.00
~ Long Term Liabilities
Building Loan 112,000.00
Vehicle Loan 28,577.00
Total Long Term Liabilities 140,577.00
Total Liabilities 171,724.00
~ Equity
Capital Stock 5,000.00
Additional Paid In Capital 20,000.00
Retained Eamnings 109,750.83
Total Equity 134,750.83
TOTAL LIABILITIES & EQUITY 306,474.83 .

Working with Accountants: Chapter 14 Page 221



Retained Earnings Account Register

Now, the balance in Retained Earnings acts like any other balance sheet account. You
can double-click on the account to see the transactions. Transactions now appear on
reports such as the General Ledger.

= Retained Earnings —lE] "
€ Go to... | & Print... | @ Edjt Transaction B QuickReport
v

01/01/2022 28,392.45 28,392.45
GENJRNIL Prior Period Adjustments Transfer 2021 Net Income to Retained Eamings

01/01/2023 81,358.38 109,750.83
GENJRNL Prior Period Adjustments Transfer 2022 Net Income to Retained Eamings

dpidplps] @ Number Payee ¥ Increase Decrease *

Account * Memo
Splits ENDING BALANCE 109,750.83
1-Line
Sortby Date, Type, Number/Ref ~ Restore

Find Prior Year Changes

The method shown in the last section allows you to see changes to prior year's
balances. The changes appear in the Prior Period Adjustments account. This section
focuses on finding prior period changes.

Closing Date Exception Report

QuickBooks Premier and Enterprise Solutions provide a “Closing Date Exception
Report” which lists changes made to transactions dated before the closing date. This
report works even if the Audit Trail feature is not enabled. The Closing Date
Exception Report does not show deleted transactions.

Display Closing Date Exception Report
1. Select Reports:Accountant & Taxes:Closing Date Exception Report from the menu.

Finding Changed Transactions
To see the changes made to the prior year’s balances, follow these steps:

1. Run a Balance Sheet as of the current date. If a balance appears in the Prior
Period Adjustments account, this is the amount of prior year's changes.

2. To find the changes, run an Audit Trail report. Modify the report so that it
shows transactions entered or changed with a transaction date in the prior period.
Also, modify the report to show transactions entered since you made the annual
retained earnings adjustment. QuickBooks Premier and Enterprise Solutions users
should run the Closing Date Exception Report.

3. Make necessary adjustments to correct the prior year's balances.
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The suggested method does not find changes that were not specific changes to

transactions. For instance, changing the Income Account for an ltem woul

appear on the Audit Trail or Closing Date Exception Report.
(1) Current Balance Sheet

Balance Sheet

not

Working with Accountants: Chapter 14

Customize Report Comment on Report Share Template Memorize Print ¥ E-mail ¥ Excel v Hide Header Collapse
Dates ~ Asof 03/31/2023 M Show Columns Total only ~ Sort By Default
Report Basis: (® Accrual () Cash Show Filters
Buildem, Inc.
pl Balance Sheet
Accrual Basis As of March 31, 2023
Mar 31,23
~ Other Assets
Organization Costs 12,000.00
Total Other Assets 12,000.00
TOTALASSETS 355,915.02
“LIABILITIES & EQUITY
~ Liabilities
¥ Current Liabilities
~ Accounts Payable
Accounts Payable 30,897.00
Total Accounts Payable 30,897.00
~ Credit Cards
VISA 250.00
Total Credit Cards 250.00
Total Current Liabilities 31,147.00
¥ Long Term Liabilities
Building Loan 112,000.00
Vehicle Loan 28,577.00
Total Long Term Liabilities 140,577.00
Total Liabilities 171,724.00
~ Equity
Capital Stock 5,000.00
Additional Paid In Capital 20,000.00
Retained Earnings 109,750.83
Prior Period Adjustments 10,500. OOQ
Netincome 38,940.19
Total Equity 184,191.02
TOTAL LIABILITIES & EQUITY 355,915.02
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(2) Audit Trail Report
Identify Prior Year's Changes

1. Select Reports:Accountant & Taxes: Audit Trail from the menu.
2. Click the Customize Report button.

3. Enter a date before the Start Date of the data file as the From below Report
Date Range.

4. Enter the last day of the prior year as the To.

5. Enter the date of the last Retained Earnings adjustment as the From below
Days Entered/Last Modified.
6. Enter the current date as the To.

7. Click OK.
Modify Report Window

Madify Report: Audit Trail

Display Eilters Header/Footer Fonts & Numbers

REPORT DATE RANGE

Dates Custom ~  The date range you specify in the From and To fields
From 01/01/2021 @ To 12/31/2022 |

DAYS ENTERED / LAST MODIFIED

Dates Custom *  The date range you specify in the From and To fields
Frop |WMPGIPOPE] | To 03/31/2023 W

COLUMNS
+ Show Deleted Transactions
o
(left margin) A
Trans # . Put a check mark next to each column
Typa that you want to appear in the repaort.
J Enterad/Last Modified v Revert

ﬁ Cancel Help

Audit Trail Report Showing Changes

Audit Trail

Customize Report Comment on Report Share Template Memorize Print ¥ E-mail v Excel v Hide Header Refresh

Date Entered/Last Modified (S i - From 02128/2023 M To 03/31/2023 WM

Show Filters

Buildem, Inc.

Audit Trail
Entered/Last Modified February 28 through March 31, 2023
Num Entered/Last Modified : Last modified by - State Date Name Memo Account Split Amount
Transactions entered or modified by [Deleted User] Al
Check 129
» 129 03/31/2023 12.08.42 admin Deleted 000«

129 04/02/2019 11:00.59 admin Prior 02/28/2022  Spendalot, Inc Manhattan Bank Equipment R -10,500.00

Spendalot, Inc Equipment Rental Manhattan B. 10,500.00

Recepr |
Credit Cards
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Report Issues

Cash Basis Balance Sheet

A common problem is the inclusion of Accounts Receivable and/or Accounts Payable
balances on a cash basis balance sheet. This is because of the way QuickBooks
handles certain transactions on a cash basis balance sheet.

Review Balance in Cash Basis A/R or A/P

Click OK.

Click the Filters tab.

© N AW =

9.
10.  Click OK.

Modify Report Window

Select Reports:Company & Financial:Balance Sheet Standard from the menu.
Click the Customize Report button.
Click the Cash button below Report Basis.

Double-click the balance in Accounts Receivable or Accounts Payable.
Click the Customize Report button.

Click Paid Status in the list of filters to the left.
Select Open below Paid Status.

Modify Report: Transactions by Account *

Display Filters
CHOOSE FILTER
Search Filters Paid Status
- o Either
Paid Status A )
0 Closed

Paid Through

Pay Period Begin Date @ Open
Pay Period End Date . *
Payment Method

Payroll Item v

PAID STATUS FILTER

inveices and bills.

Header/Footer

Cheose whether or not you want to include fully-paid

Tell me more...

Fonts & Mumbers
CURRENT FILTER CHOICES
Account Accounts Receivable
Paid Status Open

Remove Selected Filter

Revert

Cancel Help

Transactions by Account: Cash Basis A/R

Transactions by Account

| T

Buildem, Inc.

Transactions by Account
All Transactions

Name

Fannin Residence
Lake Michigan De
Columbia Manage.

=
Customize Report Comment on Report Share Template Memorize
Dates Al ~ From
Report Basis: Accrual ® Cash Show Filters
Cash Basis
Type Date Num
Accounts Receivable
» Invoice 032172023 17
Invoice 032772023 21
Payment 037302023 2621
Total Accounts Receivable
TOTAL

Working with Accountants: Chapter 14

x
Print v E-mail v Excel v Hide Header Refresh

Il Total By Account list ~ Sort By Default

Memo Cir . Paid Amount Balance
Your deposit 5,000.00 5,000.00 ¢
Natural Ced. 2,999.90 7,999.90
2,621.25) 537865
537865 537865
5,378.66 5,378.66
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What's Included on a Cash Basis Balance Sheet?

Accounts Receivable

For Accounts Receivable, the following transactions are included on a cash basis
balance sheet:

1. Using an item linked to a balance sheet account on an invoice. A cash basis
balance sheet will include the following entry:

(dr) Accounts Receivable XXX
(cr) Balance Sheet Account XXX

Create Invoices

Main  Formatting  Send/Ship  Reports o oA
@ P s B gg B Create a Copy <@ a = Print Later m [ Add Time/Costs () &) Create a Batch
Find New Save Delete @BMemorize Mark As Print  Email Email Later Attach @ Apply Credits Receive B Refund/Credit
X g Pending s File Payments
— e in Fesidenc
. DATE ST
I n \/ O I Ce See History 03/21/2023 M Jupiter Homes SUMMARY L
INVOICE # 4822 Neptune Road
Dallas, TX 75111 Phone 214-555-4155
17 Preferred delivery method E-mail
Open balance 5,000.00
TEMS Active estimates 0
Net 30 = Sales Orders to be invoiced 0
TEN QUAN N § AX
I:ustomar.u Your deposit 5,000.00 5,000.00 Non &
CUSTOMER PAYMENT L4
YYour customer can not pay online
Edit customer preferences
v
RECENT TRANSACTION e
©  Your customer can pay this invoice onine A% Dallas County ~ (8.25%) 0.00 03121123 Invoice 5,000.00
Tum on TOTAL 5,000.00
STOMER MESSAGE > 0.00
Thank you for your business. 5 5,000.00 NOTES L4
% Tax Y Save & Close Revert

2.
following entry:

(dr) Accounts Receivable
(cr) Inventory XXX

XXX

] Create Invoices - 0O %
Main  Formatting  Send/Ship  Reports i A
¢« B BH L Boowacny @ & @ | PrntLeter RyrcaTmecosts B @ Croato a Batcn
Find New Save Delete oMemonze Mark As Print  Email Email Later Attach Q/\w\y Credits Receive I Refund/Credit
X x Pending ¥ i Payments
VS GIEWI Lake Michigan .. ~ TEMPLATE m lopm
I H DATE BLLTO
n VO I Ce See History 04/01/2023 M Lake Michigan Developm SUMMARY L4
WORE R 677 Lakefront
Green Bay, WI 24883 Phone 778-555-7887
24 Preferred delivery method E-mail
Open balance 4,999.50
£0.16. TERMS Credit Limit 40,000.00
15 Net 30 2 Active estimates 0
M , AT AOUNT e Sales Orders to be invoiced 0
Cedar Door 10 Natural Cedar Door 499.95 4,999.50 Non |4 Unblied e and sxpenses:, 120,50
CUSTOMER PAYMENT L
Your customer can not pay online
Edit customer preferences
v
RECENT TRANSACTION e
©  Your customer can't pay this imoice onine % Out of State ~ (0.0%) 0.00 03/27/23 Invoice 4,999.50
! L 4,999.50
STOMER MESSAGE 0.00
Thank you for your business. ) 0.00 NOTES <
~ Save & Close Revert

Selling inventory on an invoice. A cash basis balance sheet will include the
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3. Unapplied payments in Accounts Receivable. A cash basis balance sheet will
include this entry:

(dr) Bank Account/Undeposited Funds XXX
(cr) Accounts Receivable XXX

Receive Payments

Main  Reports  Payments £ A
oH - =z > = s
«» B R @& = 0 &l =
Find New Delete Print  Email Attach Look up Record b
v v File  Customer/invoice Bounced Check A
Customer Payment
RE 4 Columbia Management ~ B
J s = MORE
2.621.25) CASH cHECK | Gt ecHECK
03/30/2023 m M
2621.25 Where does this payment go?
v
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTS FOR SELECTED INVOICES
$2,621.25.
0.00
0.00
0.00
VIEW CUSTOMER CONTACT INFORMATION
save&Close [ Save & New ! Revert

Accounts Payable

For Accounts Payable, the following transactions are included on a cash basis balance
sheet:

1. Using an item linked to a balance sheet account on a bill
2. Buying inventory on a bill
3. Using a balance sheet account on the expense tab of a bill

A/R Reports Do Not Match Balance Sheet

What if Accounts Receivable on the Balance Sheet does not match Accounts
Receivable reports like the Open Invoices report? There are three reasons why this
might occur.

1. The reports are run at different times (easy to distinguish with the Time
Prepared header option).
2. The Balance Sheet is run on a cash basis (easy to distinguish with the Report

Basis header option).

3. The A/R report is aging based on the wrong date. This is usually caused by
reports run using a date in the past.

Working with Accountants: Chapter 14 Page 227



Change Date Used for A/R Aging Option

1. Run the appropriate report from the Reports menu.
2. Click the Customize Report button.

3. Click the Advanced button.

4. Click the Report Date button below Open Balance/Aging in the Advanced
Options window.

5. Click OK.
6. Click OK.
INCLUDE OPEN BALANCE / AGING
DAl ) Current (faster)
® |nUse ® Report Date

P —

Cancel  Help

General Ledger for a Few Accounts

You may need to print the general ledger report for only a few accounts. If you filter
for just these accounts, the report still prints the other accounts with zero balances!
Use the following advanced display feature to solve the problem.

Select Reports:Accountant & Taxes:General Ledger from the menu.

Click the Customize Report button.

Click the Filters tab.

Click Account in the list of filters to the left.

Click the Account drop-down list and select Multiple accounts.

Choose the appropriate accounts from the list.

Click OK.

Click the Display tab.

9. Click the Advanced button.

10.  Click the In Use button below Include in the Advanced Options window.
11.  Click OK.

12.  Click OK.

N AW =
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Transaction Journal

QuickBooks makes the journal entries when you enter checks, invoices, or other
transactions. To see the journal entry made by QuickBooks, display the original

transaction and run the Transaction Journal report.

Review the Transaction Journal

1. Display the original transaction.
2. Select Reports:Transaction Journal from the menu, or press Ctrl+Y.
=2 Transaction Journal S| o e 4
Customize Report Comment on Report Share Template Memorize Print v E-majl v Excel v Hide Header Refresh
Dates _ ¥ From | To B Sort By Default v
Show Filters
Buildem, Inc.
ioethiced Transaction Journal
All Transactions
Trans # Type Date Num Name Memo Item Item Description Account Class Sales Price Amount
» 44 Invoice 033002023 23 Myers & Assoicates Accounts Receva Dafas 10067 «
Myers & Assoicates  Hinges serv. Repair-..  Hinges service an. Service Income Daffas 2495 (24.95) k
State Of Texas Sales TaxR. Dallas C... Sales Tax Rate in Sales Tax Payable  Dallas 8.25% 577)
Myers & Assoicates Fullbagof2., Bag Of Fullbag of 2" nails.  Parts Sales Dalas 69.95 (69.95)
0.00
TOTAL 0.00
TETTTR TN

Working with Accountants: Chapter 14
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Entry Journal

To generate a report Iistin? transactions entered during a specific period, regardless
of the transaction dates, follow these steps:

Generate an Entry Journal Report

Select Reports:Custom Reports:Transaction Detail from the menu.

Click the Filters tab.

Click Entered/Modified from the list of filters to the left.

Enter the dates for which you want to see transactions entered or modified.
Click OK.

Display Filters. Header/Footer Fonts & Numbers

oW =

CHOOSE FILTER CURRENT FILTER CHOICES

Search Filtars Entared/Modified ER

FILTER Detail Level Summary only
Dus Date & ET - Entered/Madified Today
Entered/Modified ] From 04/01/2023 W

Estimate Active To 04101/2025 W

FOB

Inactive Inventory Items

Is Adjustment v

Remove Selected Filter
ENTERED/MODIFIED FILTER

Choose a date range for the date of the last change to a
transaction from the drop-down list.

Tell me more...

* Revert

Page 230 Mastering QuickBooks Level 2



Chapter 15

Multicurrency

PPPPPPP



Set Up Multiple Currencies

To use multiple currencies in your company file you must do the following:

1.

2.
3.
4

Turn on the multiple currencies preference

Activate the foreign currency (or currencies) for your transactions
Download the latest exchange rates or enter the exchange rates manually
Assign a foreign currency to each foreign customer

Turn on Multiple Currencies

Nooakrwdd=

Select Edit:Preferences from the menu.

Click the Multiple Currencies icon in the list to the left.
Click the Company Preferences tab.

Click Yes, | use more than one currency.

Click Yes.

Select your Home currency.

Click OK.

Accounting A My Preferences Company Preferences “

B Bis

Track multiple currencies in this company file?
(=} Calendar P ARy

i

Cancel

D 1 I
= Checking No, | use only one currency Help
M ® Yes. T use more than cne currency]
Desktop View ¢! [fes. | use more than one currenc

@ Finance Charge

Default

3 Select the home currency you use in transactions
B e Also See:
B yiegrated Appiications US Dollar -

== Mems & Inventory How do | use the multicurrency feature?

General

= Jobs & Estimates
Multiple Currencies

I

Payments

Payroll & Employees

a g W

Reminders

all Reports & Graphs
B Sales & Customers
8 Sales Tax

P Search

= Send Forms

& Service Connection

E Speliing
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Activate Foreign Currencies
1. Select Lists:Currency List from the menu.
Check the box to Include inactive.

2
3. Click to remove the X from the currency you want to use.
4 Uncheck Include inactive to show only the active currencies.

= Currency List —

Exchange rate: 1 unit foreign currency = x units home currency
Example: 1 EUR (foreign) = 1.500000 USD (home)
% | CURRENCY (1 UNI 0Dk XCHANGE RATE
% Dominican Peso DOP A
3¢ East Caribbean Dollar XCD
#¢ Egyptian Pound EGP
% El Salvador Colon svC
9 Eritrea Nakfa ERN 0
3¢ Estonian Kroon EEK
3¢ Ethiopian Birr ETB
3¢ Falkland Isfands Pound FKP
#¢ Fiji Dollar FJD
3% Gambia Dalasi GMD
#¢ Georgian Lari GEL
#¢ Ghanaian Cedi GHC
v
Currency ¥ Activities ¥ Reports ¥ ¥ Inciude inactive

Download Current Exchange Rates

1. Select Lists:Currency List from the menu.
2. Select the currency you want to update exchange rates for.
3. Click Activities:Download Latest Exchange Rates from the menu.

= Currency List S fiff

Exchange rate: 1 unit foreign currency = x units home currency
Example: 1 EUR (foreign) = 1.500000 USD (home)

CURRENCY (1 UNIT

CODE EXCHANGE RAT
UR
US Dollar usoD

Euro E 1.5/04/01/2015

AS OF DATE

Currency v Activities ¥ Reports v Include inactive

Home Currency Adjustment... [ =

Download Latest Exchange Rates nance Statements
Make Foreigi\ Payments narges

L

Refunds
& Credits

Multicurrency: Chapter 15
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Assign Foreign Currency to Customer

1. Click the Customers icon.
2. Edit a customer or add a new customer.
3. Click the Currency drop-down list and select the customer’s payment
currency.
4. Click OK.
= New Customer L= B
STOMER avE Central Paris Homes
| How do | determine the opening balance? CURRENCY Euro ~ @
Address Info
Payment Settings F NAME | Mr./Ms Firs A Las!
Sales Tax Settings il
Main Phone  ~ Main Email v
Additiopal Info -
Work Phone ~ CC Email v
Job Info Mobile v Website -
Fax v Other 1 v
ADDRESS DETAILS
U4 +
Copy >>
Customer is inactive m Cancel Help

Foreign A/R Account

When assigning a foreign currency to a customer, QuickBooks automatically creates
an accounts receivable account for that currency.

= Chart of Accounts ] B

Look for account name or number

m R(:St'!

§  TYPE JE ¥ TA
»Checking Bank uUsD 29,954.53 A

sMoney Market Account Bank usD 4,500.00 .
«Petty Cash Bank usD 0.00
sAccounts Receivable Accounts Rec... USD 283,768.73
Accounts Receivable - EUR | Accounts Rec... 5,500.00
oFinished Goods Inventory Other Current ... USD 9,749.75
sInventory Other Current ... USD 130,844.29
»Raw Materials Inventory Other Current... USD 0.00
sRetainage Receivable Other Current ... USD 10,724.50
sUndeposited Funds Other Current ... USD 0.00
+Computer Equipment Fixed Asset usD 2,500.00
sFurniture & Equipment Fixed Asset usbD 13,037.83
sAccumulated Depreciation Fixed Asset UsD -4,200.00
oFurniture & Equipment Fixed Asset usD 17,237.83
oAccounts Payable Accounts Paya... USD 59,598.90

Account v Activities ¥ Reports ¥ Attach
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Foreign Price Level

1. Click Lists:Price Level List.
2. Click Price Level:New.
3.
4.
5.
6. Click OK.
New Foreign Price Level
=

Price Level Name  Euro Price
Price Level Type  Per ltem .

Currency Euro
v
Garage Door
Glass Door
Hinges
Lock
Oak Door

D Patio Locks
Regular Door

Mark All

How do | print a report?

New Price Level

Select the Currency you want to use for the price level.
Assign a foreign price for each Item as appropriate.

Click Price Level Type drop-down list and select Per Item.

| =198

Price Level is inactive

Use this type of price level to set custom prices for individual items when
setting up prices for different customers or jobs.

-

749.95
199.95
15.00
29.95
749.00
50.00
49.95

1,5699.95
395.99
25.00
148.00
1,000.00
99.95
69.95

100.00
1,000.00

Help

Assign Price Level to Customer

Multicurrency: Chapter 15
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= Edit Customer

x

Multiple Currency Transactions

Invoice Customer

vable - EUR

¢ Central Paris Homes

8aLancE EURO0.00 How do | adjust the current balance? ¥

Address Info m
ACC N REDIT LN
Payment Settings o - PRICE LEVEL | Euro Price >
Sales Tax Settings
U el .. E-mail -
Additional Info
Job Info
Can | save the Card Security Code?
Customer is inactive Cancel Help

CUSTOMER

. IATE ——
Invoice sorzzs m
INVOICE &
21
o
M 1 JESCRIPTION RATE AMOUNT
Lock A Lock with Kryptonite key 100.00 = 100.00| *
v
15 usD usp 150.00
ror EUR 100.00
& pavI 0.00
- 100.00
150.00
Save & Close Clear

Main Formatting Send/Ship Reports
«* B B & Bouweaow @ = = [ PontLater @) | EacaTmercoss B} FPRetundCredit
Find New Save Deleio @niemorize Mark As Pnl Email | | Email Later | Attach | @ Apply Credits Receive
- i Pending & i File Payments

Customer

SUMMARY

Preferred delivery method
Open balance
Active estimates

RECENT TRANSACTION

NOTES

E-mail
0.00

Receive Payment
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= Receive Payments e ¢
Main  Reports  Payments g A
e B X @ = 0 = ®" P a
Find New  Delete Print  Email Attach Look up Un-Apply Discounts And »
¥ Y, File Customer/Invoice Payment Credits A";
Customer Payment
RE Central Paris Homes ¥ o — ARACCOUNT  Accounts Receivable... ¥
L E - MORE
AYME OUNT m 100.00 ReH i CDREEBL:’IrT ek
S C04/01/2023 @ b
Ke EPOSIT Undeposited ... ~ ACH. TE1EUR= ({5 USD!
¢ DATE NUMBER RIG. AM AMT. DU PAYME! *
» 04/017.. 21 100.00 100.00 100.00
) v
Totals EUR 100.00 100.00 100.00
AMOUNTS FOR SELECTED INVOICES
Al T DUE EUR 100.00
AF EUR 100.00
HE EUR ite
AMOUNT RECEIVED USD 150.00
o Save & Close Save & New Clear

Profit & Loss Statement after Customer Payment

} = Profit & Loss
Customize Report Commenton Report Share Template Memorize Print ¥ E-majl v Excel v Hide Header
LIS This Month-to-date ~ From 04/01/2023 B To 04/01/2023 M Show Columns Total only
Report Basis: ® Accrual () Cash Show Filters
Buildem, Inc.
s Profit & Loss
Accrual Basis April 1, 2023
Apr1,23
* Ordinary Income/Expense
~ Income
Parts Sales » 150.00 <
Total Income 150.00
~ Cost of Goods Sold
Materials 29.95
Total COGS 2995
Gross Profit 120.05
Net Ordinary Income 120.05
* Other Income/Expense
~ Other Expense
Exchange Gain or Loss
Total Other Expense
Net Other Income
Net Income

Collapse Refresh

~ Sort By Default

Record Deposit

Multicurrency: Chapter 15
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Make Deposits

@ Previous # Next B Save & Print ~ | @ Payments @ History | @ Attach

Deposit To  Cheacking "' Date 04/01/2023 @ Memo Deposit
Currency  Eure bl EXCHANGE RATE 1 EUR 2 ||£Q~g‘

Click Payments to select customer payments that you have received. List any other amounis to deposit below.

EIVED FROM FROM ACCOUM MEC HK PMT METH Al il (EUR
~ Undeposited F... = Check - 100.00| +

Deposit Subtotal EUR 100.00
To get cash back from this deposit, enter the amount below. Indicate the
account where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
= EUR
Deposit Total EUR 100.00
uso 200.00
Learn about making foreign payments Save & Close Clear
= L=
Reports/Activities
Report Realized Gains/Losses
1. Select Reports:Company & Financial:Realized Gains & Losses from the menu.
= Realized Gains & Losses ity =ik
Customize Report Comment on Report Share Template Memorize Print ¥ E-mail v Excel v Hide Header Refresh
Dates _ v From B To B Sort By Default v
Report Basis: ® Accrual () Cash Show Filters
Buildem, Inc.
s Realized Gains & Losses
Accrual Basis All Transactions
Type Date Name Realized Amount (USD) Exchange Rate Realized Gain/Loss
»  Deposit 0410112023 000 2 50.00 ¢
Total Realized Gains & Losses 50.00 k
Report Unrealized Gains/Losses
1. Select Reports:Company & Financial:Unrealized Gains & Losses from the

menu.
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2. Enter the appropriate information in the Enter Exchange Rates window.
3. Click Continue.

= Unrealized Gains & Losses e
Customize Report Comment on Report Share Template Memorize Print v E-mail v Excel v Hide Header Collapse Refresh
Total By [(SLICENFEGREET RGN v
Show Filters
Buildem, Inc.
s Unrealized Gains & Losses
Accrual Basis As of April 30, 2023
Currency Foreign Bal: ge Rate . Adj d Bal. Current Gain/Loss
" Accounts
Accounts Receivable - EUR EUR 24,300.00 2 48,600.00 36,450.00 12,150.00
Total Unrealized Gains & Lo... 12,150.00 k

Rates: EUR 2;

Home Currency Adjustment

A Home Currency Adjustment adjusts your financial statements to reflect the amount
of realized gain/loss you would have if your customers paid remaining balances at the
current exchange rate. Perform a Home Currency Adjustment when you prepare your
financial statements.

Home Currency Adjustment

Click Lists:Currency List.

Click Activities:Home Currency Adjustment.

Click the Currency drop-down list and select the currency to adjust.
Click Calculate Adjustment.

Select the customers you want to adjust.
Click Save & Close.

cuhkwd -

Calculate Adjustment
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Home Currency Adjustment

Enter adjustment information and then click the Calculate Adjustment button to view open balances.
Date  04/30/2023 W Currency Euro - Exchange Rate 1 EUR =
v [ [
Total
Clear All Me...

When and how should | use a home currency adjustment?

Cklcula!e Adjustment

uso

Help

Home Currency Adjustment

Home Currency Adjustment

Enter adjustment information and then click the Calculate Adjustment button to view open balances. When and how should | use a home currency adjustment?
Date  04/30/2023 @  Currency  Euro - Exchange Rate 1EUR= > Calculate Adjustment
¢ i TYPE NAME f
+ Customer Big Ben Homes 5,500.00 8,250.00 11,000.00 2,750.00 ~
+ Customer Central Paris Hom... 4,000.00 6,000.00 8,000.00 2,000.00
« Customer Croissant Investm... 10,300.00 15,450.00 20,600.00 5,150.00
~ Customer Munich Mansions 2,000.00 3,000.00 4,000.00 1,000.00
Customer Piazza Custom De... 2,500.00 3,750.00 5,000.00 1,250.00§
Total usbD 12,150.00
Clear All Me... kASave & Close Help

Balance Sheet after Adjustment
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= Balance Sheet

Customize Report Commenton Report Share Template Memorize Print ¥ E-mail ¥ Excel v Hide Header Collapse

Dates This Fiscal Year-to-date v Asof 04/30/2023 B Show Columps Total only ~ Sort By Default
Report Basis: ® Accrual () Cash Show Filters

Buildem, Inc.

Balance Sheet
As of April 30, 2023

04130123

Accrual Basis

Apr 30, 23
“ASSETS
~ Current Assets
~ Checking/Savings
Checking » 2995453 <
Money Market Account 4,500.00
Total Checking/Savings 3445453
~ Accounts Receivable
Accounts Receivable 283,768.73
Accounts Receivable - EUR 48,600.00
Total Accounts Receivable 332,368.73

i o S

| Refresh

- >
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Price Levels vs. Advanced Pricing

1 Select Edit:Preferences from the menu.

2. Select Sales & Customers:Company Preferences.

3. Choose Enable Price Levels or Enable Advanced Pricing.

4. If Enable Advanced Pricing is turned on, choose rounding preferences.
5. Select OK.

Below are some special considerations when deciding between Advanced Pricing
and Price Levels.

. Both additional pricing features can automatically adjust the prices of the items
you sell by a fixed percentage up or down, or by a specific amount for each item. You
can assign these levels to your customer.

. Price Levels are available for QuickBooks Premier or higher.

. Price Levels apply to every customer labeled with that price level, and
customers can only have one price level.

. Price Levels are explained in Chapter 5 of this manual.
. Advanced Pricing is only available for QuickBooks Enterprise Solutions.

. Advanced Pricing uses multiple conditions like customer, class, item, sales rep,
or date range to automatically calculate price adjustments.

. Advanced pricing automates volume discounts.
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Price Rule List

1. Select Lists:Price Rule List from the menu.

Sales Rep Offer-MA

Price Rule List

End of Summer Sale August 10th - September 5th

Friends and Family 10% off for referrals

Government Contracts Set price to 25% above cost

Installation Bundle: 15% discount for door, knob, hinges, locks, and installation

$10 installation for commercial customers

-20.0% 08/10/2021 09/05/2021

-10.0% 01/01/2022
25.0% 08/01/2021
-15.0% 12/01/2021

01/01/2022

Price Rule ¥ Reports ~

Note: After turning on Price Rules, selecting an item in the Lists:Items List give

additional buttons.

Edit tem

TYPE

- Usefor goods you purchase, frack as inventory, and resel

ftem Name/Number Subitem of
Door Knob

Barcode Number

37562

UNIT OF MEASURE

Enable...

PURCHASE INFORMATION SALES INFORMATION

Description on Purchase Transactions

Standard Door Knob Deluxe Brass Door Knob

Cost 3595 Sales Price 4995
Landed Cost na Tay Code Tax

COGS Account Cost of Goods Sold ~  IncomeAccount | Parts Sales
Preferred Vendof  Sella Doors, Inc. -

ARemate Vendor Manage

INVENTORY INFORMATION
Glol

|
Asset Account Reorder Pt Max TotalQty ~ Calculated

Description on Sales Transactions

o

Cancel

New Note

Manufacturer's Part Number

Custom Fields
Spelling

Edit Markup...

A .oty Discount

B, Price Rules

ftemis inactive

Markup 3894%

T Margin 28.03%

x

onHand  Average
Inventory * 100 450 184 3595 Inventory Site Info
. A: Qty Discounts gives options for volume discounts.
. B: Price Rules shows which price rules are in effect for this item from the Price

Rules List.

Chapter 16: Advanced Pricing
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Set up Customer Type Price Rule

A Customer Type price rule is useful to differentiate one group of customers
from another and assign custom prices based upon that criteria.

2. Select Lists:Price Rule List from the menu.

3. Select Price Rule:New.

4. Enter a name for this rule.

5. Enter any additional information about the rule in the description field.

6. Select the + Button. From the dropdown menu, select Customers. This adds a

condition to the price rule so it only applies to customers.

Note: If no conditions are added, the price rule applies to all customers, items,
classes, and sales reps.

7. Select Customer Type from the second menu.
8. Select the customer type to apply the rule to from the third menu.
9. Add the date range. In the From field, enter the date the price rule goes into

effect. In the To field, enter the date the price rule expires. If there is not an expiration
date for the price rule, leave the To field blank.

10.  Set the price. Enter the number by which the price should change. Select
whether this should change by percent or amount, and if the price should be lower

or higher by the value you entered. Select whether this change should affect the base
price or cost of the item.

11.  (Optional) If some item prices will be different than the rule, set Price
Overrides on specific items.
12. (Optional) If this rule should not combine with other Price Rules, select the

Exclusive Rule checkbox.
13.  Once all conditions for this rule are set, select OK.

] Edit Price Rule -0 x
Friends and Famihyj Price Rule is inactive
10% off for referrals
Q@ wHENTH i
NOTE: If nditions are added, the rule applie all custome ems and sales reps
A
Customers ~  Customer Type =  Friends and Fam... = e O I
v
(2] HE I FROM " 01/01/2022 B 1 | :Fromdatelsrequlred

@ ET THE PR 10 percent *  lower *  THANTHE base price v

OPTIONS

Exclusive Rule (Do not combine this rule with any other rules )
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Set up a Temporary Price Rule

Some price rules may only apply to items for a specific time. For example, a
seasonal sale.

Select Lists:Price Rule List.

Select Price Rule:New.

Enter a name for this rule.

Enter any additional information about the rule in the description field.

Leave the conditions area blank if this rule should apply to all items and
customers.

Note: Select the + Button to add conditions if applicable.

b wh =

6. Add the date range. In the From field, enter the date the price rule goes into
effect. In the To field, enter the date the price rule expires.
7. Set the price. Enter the number by which the price should change. Select

whether this should change by percent or amount, and if the price should be lower
or higher by the value you entered. Select whether this change should affect the base
price or cost of the item.

8. Click OK.

Edit Price Rule

End of Summer Sale Price Rule is inactive

August 10th - September 5th

NOTE: If no condiitions are added, the rule applies to all customers, items and sales reps

v

© oTHE ' FROM * 08/10/2021 W 10 09052021 B " From date is required

© sermHeer 3 20 percent ~ lower ~ THANTHE baseprice =

OPTIONS

Exclusive Rule (Do not com
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Price Overrides

Price overrides change the price of a specific item based upon multiple conditions if

all conditions are met.

oW =

Select Lists:Price Rule List.
Select Price Rule:New.

Enter a name for this rule.
Enter any additional information about the rule in the description field.
Select the + Button to add desired conditions.

Note: Price overrides work best when applied to specific conditions; for example, if a
customer buys a certain item, from a certain sales rep, and they fall within a certain

customer type. If all conditions aren’t met, this rule will not apply.

6. Add the date range. |
effect. In the To field, enter t
date for the price rule, leave

n the From field, enter the date the price rule goes into
he date the price rule expires. If there is not expiration

the To field blank.

7. Select price overrides.

8. Enter a custom price to charge when all conditions are met.
9. Click OK.

10.  Click OK.

(1)

NOTE: If

Sales Reps
Customers

ltems

©

® i

OPTIONS

Exclusive Rule (Do not combine this rule with any othe

Sales Rep Offer-MA Price Rule is inactive
$10 installation for commercial customers
A
v [MA v e o l
v  Customer Type ~  Commercial - e 9
v ltem Name v Multiple (1) e O
v
FROM * 01/01/2022 | T B " From date is required

percent *  lower ¥  THANTHE base price

Price Overrides.

1 Custom Prices
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Use Price Rules
Price rules can be used on sales transactions like invoices and sales receipts.

1. Click the Create Invoices icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer or
job.

3. Enter the date this transaction occurred.

4. (Optional) Enter any additional information about the transaction, like the sales
rep, terms, shipping information, etc.

5. Enter the items the customer purchased.

6. If a price rule is available to be set, select the B icon in the Rate column.

7. Check the checkbox next to the applicable price rule for this item.
8. Select OK.
Note: Most price rules will calculate automatically.

9. When all information is entered on the transaction, select Save & Close.
Fomating  SendShp  Reports  Search %A
P ’ E >4 Qorseacor @ - @ Y Ptiser
Pog || New Swe Ol @buemome  MakAe | PN Emet [lomeiaer | m vt | R Wt
. ShipTo 1
INVOICE seeticen 01012022 M Amy's Bird Sanctuary Amy's Bird Sanchuary
Amy Sparrow Amy Sparrow
654 PelicanAve. 654 Pelican Ave.
63 Dallas, TX 75240 Dallas, TX 75240
827‘97 Net 30 * MA * 01012022 | UPS ~ Buld-Em
Oak Door Old-fashioned varnished oak door 5 99900 99900 Dalas Al 499500 Tax
Door Knob Dehxe Brass Door Knob 5 4995 424575 Dalas D1 21229 Tax
Installation « Installation labor for fountains, spnnklers and other products. 42 50@ v v 4250 Non -
Lock Repairs Lock R Repair by senior specialist Mary. 5 2495 2495 12475 Non
TEM NAME = Installation
( Instaliaton labor for fountans, sprinklers and other products.
4250
v
L ibeds S scom oo o higes b 150% Of e Prco (i)
25 000
5,804.14
cose | BEEEIEE  ree
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Quantity Discounts

With quantity discounts, QuickBooks calculates a discount rate for different
quantities of an item a customer purchases. Quantity discounts don't use
customer type or any other Price Rule conditions, instead only calculating
based on how many the customer buys.

Set up Quantity Discounts

1. Select Lists:Item List.

2. Double click on the desired item to open its settings.

Note: Make sure the item has a default sales price entered. This is the amount
QuickBooks uses to calculate the discount.

3. Select the Quantity Discount button.

4. In the Quantity From field, enter the minimum number a customer must

purchase to receive a discount.

5. Set the Discount % to reduce the price by a percentage, or a New Price to
enter a flat rate item price for this quantity discount.

Note: Additional quantity discounts can be created for the item by clicking on the
next available blank line and repeating steps 4-5.

6. Confirm the effective date of the quantity discount.

7. Select OK.

Quantity Discount x

ltem: Door Knob

50 3595 49.95 10.0% 4496 2504868% 20.03%
100 3595 49.95 200% 3996 11.15438%  10.04%

Discounts effective as of
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Use Quantity Discounts

1. Click the Create Invoices icon on the Home page.

2. Click the Customer:Job drop-down list and select the appropriate customer or
job.

3. Enter the date this transaction occurred.

4. (Optional) Enter any additional information about the transaction, like the sales
rep, terms, shipping information, etc.

5. Enter the items the customer purchased.

6. Enter the quantity of the items the customer purchased. If the quantity is large

enough, the discount will automatically calculate.

Note: Quantity discounts may need to be manually adjusted per site if multiple
inventory sites are being used.

7. When all information is entered on the transaction, select Save & Close.

Man  Formatting  Send/Ship  Reports Search H oA
P 5 8 B creaea - @@ Y Ptiater 1] B Aa g B
Find New Save Delete @@Memonze Mark As Print  Emal | |Emailater  Amach @ App Receve E@F
. v encing - - Flle Piasuzated
(SIS S =0l Cassie's Dog Grooming ~ ~ RN S Advinv Productinv.. ~
. _ shipTo1 -
I n VO l Ce 017262022 M Cassie's Dog Grooming 125 Dillon Dr.
a 125 Dilion Dr. Dallas, TX 75240
Dallas, TX 75240
65
~ 01262022 W UPS ~ Build-Em
Door Knob Dallas D1 100 eluxe Brass Door Knob 3996 39.96 3,996.00 Tax
O Your customer canl pay this invoice online Dallas v (825%) 32967
432567
000
= L 4,325.67
W™ - svescoe  JEDTIEE o
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