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Introduction

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

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

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

Our Web site contains several resources to assist you in teaching QuickBooks and
incorporating QuickBooks instruction into your existing curriculum.

The resources section of our Web site contains exercises for each lesson of the
“QuickBooks in the Classroom” guide (including a selection of both short answer and
open-ended questions), also case studies for various industries and a range of
accounting activities.

Our Curriculum Support Library also provides Instructors with the opportunity to
share additional educational resources that they have found helpful for teaching
QuickBooks.

Visit us at www.intuiteducation.ca and select ‘Members Login’.*

* You should have received your Members Only password when you registered for the
QuickBooks Education program. If you did not receive a password, or if you have
misplaced your password, contact your Education Liaison by calling 1-888-829-8689
or e-mailing us at educanada@intuit.com.




Course objectives

After completing this guide, students should be able to do the following:
Create a new QuickBooks company.

Modify the preset chart of accounts to suit your needs.

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

Track credit card transactions.

Invoice customers.

Create sales orders.

Generate customer statements.

Receive payments from customers and make bank deposits.

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

Track fixed assets.

Enter bills into QuickBooks accounts payable.

Pay bills.

Create and customize QuickBooks reports and graphs.

Export QuickBooks reports to Microsoft Excel.

Set up inventory and build finished good with QuickBooks.

Track and pay sales tax.

Understand QuickBooks payroll features.

Create estimates and do progress invoicing.

Track time and pay nonemployees for time worked.

Customize QuickBooks sales forms.

Write letters in Microsoft Word using QuickBooks data.
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Hardware and software requirements

At the time this guide was printed, the hardware and requirements were the most up-
to-date. Because of updates and new releases of QuickBooks, these requirements can
change. For the most up-to-date requiements, visit our Website at
http://support.intuit.ca/quickbooks/ and search our FAQs for “requirements”.

For all QuickBooks products

To use the version of any QuickBooks product, you need the following equipment and

software:

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

m A minimum of 64 MB (megabytes) of RAM (random access memotry); 95 MB is
recommended.

m Hard disk with the amount of free disk space shown in the table below.

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

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

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

Either Windows 98, Me, 2000, or XP.

m Internet access (with a connection speed of 28.8 or higher) is required for Payroll
and all online features/services.

m  QuickBooks for Windows installation CD-ROM.

m Printer supported by Windows 98, Me, 2000, or XP.

For QuickBooks Pro, Premier, and Premier: Accountant Edition

Microsoft® Word 97, 2000, or 2002 if you plan to use the QuickBooks Letters
feature. (More RAM enhances the use of this feature.)

Microsoft® Excel 97, 2000, or 2002 if you plan to use the features in QuickBooks
Pro and Premier that integrate with Microsoft Excel. (More RAM enhances the use
of these features.)

Either Microsoft® Outlook (version 97, 98, 2000, or 2002), Symantec ACT! version
3.0.8, 4.0.2, OR Interact 2000 if you want to synchronize with contact
management software.

QuickBooks

Installation QuickBooks QuickBooks Prem!er Vi)
. Premier:

component Basic Pro

Accountant

Edition
QuickBooks Financial 230 MB 250 MB 280 MB
Software
Microsoft Internet 70 MB 70 MB 70 MB
Explorer 6.0




QuickBooks
Installation QuickBooks QuickBooks | bremier and
component Basic Pro Premier:

Accountant

Edition
Additional for Timer N/A 9 MB 9 MB

Network requirements

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

m  Windows 2000 Server, Windows XP Server, or NetWare Network File Server 3.12.
OR
m Peer-to-peer network, using Windows 98, 2000, Me, or XP.
Important: Intuit recommends you have the latest Service Pack or update for your
operating system or network software. If you are uncertain whether

you have the latest Service Pack or update, contact Microsoft, Novell,
or your network administrator.

About the exercise file

The gbcanlesson.gbb file can be downloaded from the resource section of the Intuit
Canada Education website (see instructions below). You'll use a copy of this file to
complete the lessons in this guide.

Using the exercise file in each lesson

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

Installing the exercise file

To install the exercise file on your hard disk:
1 From the Windows Start menu, choose Run.
2 Type Explorer, then click OK.

3 From Windows Explorer, select a folder under which you want to store your
training files (e.g. c:/Program Files/Intuit).

4 TFrom the File menu, choose New, then choose Folder.
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5 Type QBtrain, then press ENTER.

6 Download the gbcanlesson.gbb and payroll.gbb files from the resource section of
the Intuit Canada Education website at: http//www.intuiteducator.ca. into the
QBtrain folder you created in the previous step.

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

Exercise transaction dates

The exercise file for use with this guide was created in QuickBooks Pro with the date
set to 12/15/2007. When you open the exercise file in QuickBooks, QuickBooks
automatically sets the sample data file date to 12/15/2007. When you close the

exercise file, use your own QuickBooks company file, or exit QuickBooks, your date
will return to the current date.

Student prerequisites

No knowledge of finances or accounting is needed to use QuickBooks. Students should
however, have a basic knowledge of the computer operating system and know how to

move files around, create folders or directories, copy files to and from disks, and run
applications.
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Lesson objectives

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

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

m To see how to exit QuickBooks

Handout materials
m Handout 1: Course Syllabus
m Handout 2: Record your daily transactions on QuickBooks forms
m Handout 3: Information stored in the Customer list
m Handout 4: Register for an accounts receivable account
m Handout 5: The QuickBooks chart of accounts
m Handout 6: About assets, liabilities, and equity
m Handout 7: Sample balance sheet

m Handout 8: Sample profit & loss statement




Course introduction

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

Introducing QuickBooks

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

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

Using forms

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

+ Enter Bills
@Erewous @N&xt | %{Flnd ECﬁHl_stDry Journal
@ gl Credit

Ask a help question [Ask ¥ * How Do I?

[¥ Bill Received

. &m |

vendor  Lew Plumbing - Date 12/15/2007 M|
Bl Due 12/30/2007 |

Discount Date Amaount Cue § 463.91

Terms  Mef 15 j Rief. Mo,

Memao |

[ Expenses $0.00 ] Items $403.40 ]

Ikem Descripkion Gk Unik Cost

Flumb Fixtrs Plumbing 1
fixtures -
Ses
attached
list of
specifics

Tax Met Amt  Custorer:Job Class PO MNo.
403.40 (3 403,40 |Smallsan, Fran... |E 38 &

Lo

-

Time I

G&T |28.24
PST |32.27

Select PO I CIeaerys' Show PO

Clear Splits | Recalculate |

Save & Close

Save & New |

Clear |

10




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

Using lists

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

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

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

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

B Customer:Joh List

| & [name «  |Bslance [ notes [ JobStatus | Estimate Total |
| # | | 12 =4 |8

2+ Abercrombie, Krisky

+Family Foom

+Kitchen 5,180,793

+Remodel Bathroom 7,388,785
+Baker, Chris 0.00

+Family Foom 0.00
+Balak, Mike 0,00

+Utility Shed 0.00
+Barley, Renee 0.00 -

oh vI Ackivities ¥ | Feports = | N show 2l

QuickBooks lets you complete a variety of activities from lists, using the menu buttons
located at the bottom of each list. For example, to fill out an invoice for a customer,

first select the customer from the Customer:Job list, then choose Create Invoices from
the Activities menu button.

Using registers

In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as
you use your paper chequebook register to see a record of all the transactions in your
chequing account—cheques you've written, other withdrawals you’ve made from
your account, and deposits—a QuickBooks register contains a record of all the activity
in one account. Almost every QuickBooks account has its own register.

11



Here’s an example of the register for an accounts receivable account.

& Accounts Receivable

3 Goto,.. | @Print... | @Edi_t Transackion Q_uickReport
Date Mumber Custamer | Item Qby Rate amt Chrg amk Paid
Ex.Rate Tvpe Diescription Class Eill=d Date Due Date
12/15/2007 Roche, Diarmuid: ¢ 506,00 *|
PMT
12{15}2007 Lew Plumbing - © 45.00
PMT See Bill #20001
12115/2007 Ecker Designs: OFfi 1,000.00
PMT
1211502007 7z Robson, Darci:Rot 13,704,855
MY 12/15/2007
12152007 73 Ecker Designs: OFfi 5,393.50
IhY 01/14/2008
1211502007 74 Matiello, Ernesto:E 2,079,355
THY 01/14/2008
12/15/2007 75 Melton, Jaknry:De 1,610.00
THY 01/14)2008 -|
I L-Line [(Eheotaue Ending balance 78,519.89
Sork by IDate, Tvpe, Number,l'Refj Record I Reskore I
Do vou buy o sell products outside of Canada? Expand vour borders with QuickBooks Multicurrency! Ty,

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

Getting around in QuickBooks

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

m Find information to help you get started using QuickBooks

m  Manage your open windows

m Compare windows side by side

m Customize navigation features

Finding information to help you get started

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

Getting Started from the Help menu.

12



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

Features window, choose New Features from the Help menu.

Navigating in the working area

There are several ways to find what you need in the QuickBooks working area.

Navigators are
an easy way to

i Sample Mountain Sports Equipment - QuickBooks Premier: Accountant Edition

Fle Edit View Llists Accountent Company Customers Vendors Employess Banking Reports

window  Help

- The

workin one area
of QuickBooks.

H B R B &

Invoice  Cust Item

Oj Accountant

MemTx Wend Cheque

= B

=2
Req

aQ 2)

Find

4 @
Eill
Customer Navigator

ia]

Accnk Rmnd

o

Support  Backup  GST Liability  Purchase Order

Each Navigator H Compory Customers
shows the tasks 5 Customers
for one area of B Vendors “ = ;{g
our business. i Employocs ; > ? e
Y Banking Ez;na:ea Invoices ‘ (Rccive " Depuit
(£}, Reports = ‘ _or s g
i R e S
As you use T g her S gl
QuickBooks, the - g
. F\nl x
Open Window Search Lok Online ; _Contact s/ Ritets

list keeps a list of
the areas you've
worked in.

Get your
questions
answered with
1-2-3 Help.

-
(L Look for help In QuickBooks

By ask| «
Powered by WexTech Answerivorks

x

Search the help by entering key

Sllov-F
4 Dlaces

/MJ —
Search

"Pin’ this bopic
in place (stop
the faollow-me

help here)

Index

Using the “Follow-Me" Help

Search - Click this buttan to open
up the Help Search interface in the
Find windaw,

B

Wirte
Letters

5 05

Customers  Hems & Templates Custommer
Services Fegister

Custorner
Centre

Help Overview

fo

% Customize sales borms?

Collect and pay GST/PST?

Re d Activities
B Pt nvoises.

2 Add s Customer...
& Customer Cenhe..

88 Customer Detail Centre...

Memorized Reports _Help

Customer Solutions
FEATURED SERVICES

[ f) QuickBooks Technical
Support

W st back to business fester
and masimize your
effectiveness with
DuickBooks by getting expert
help when you need it_Learn
rore about our DuickBooks
support plans boday

Intuit Supplies
Sauve time and money with
HuickBooks cerified
cheques, business foims

stationery and accessones.

Ty Bernind me later

P Fiemind me later

Custamers f2

&¢R faing Summary
Customer Ealance
Detail

Customer Balance
Surmary

Open Invoices

Display or Frint this Group

Memorized Report List
Beport Finder

customizable
Icon bar gives
you one-click
access to the
features you
use most often.

The Customer
Navigator,
shown here,
contains
customer-
specific tasks
like creating an
invoice.

The Follow-Me Help window displays help related to what you are doing in QuickBooks.

Making navigators your starting point

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

13



Getting started

Customers

Help Overview

{@ §49 Collect and pay GST/PST?

- s
Estimat I i Recei [n it: .
atima .es nvoices . . . Paf}lc'&la\a%s eposits % Customize sales forms?
e
= Fel [+ &1 ' Related Activities
Sales ., v
Orders -2 l-:.'.._f {)
Finance  Statements Refunds B ; ;
_— res and Credits é Frint Invoices. ..
3 8 Add a Customer...
Rgcazla?psts & Customer Centre...

ff I'- . @ @ &"7 !ﬁff 03 Customer Detail Centre...

Custorners  ltems & Templates | Customer e Custémer R
Services e Reqister Letters  Centre Memorized Reports _Help |

Customer Solutions ICustomers vl

FEATURED SERVICES

f 19 g:::;l:]l':;looks Technical T Bemind me later AR Ading Surmar
&f Get back to business faster gﬁ;ﬂme{ Balance
aRd I'lt1_El!'€il'ﬁi2l3_'r'_U_tUhr Customer Balance
effectiveness wi Sumrmary

uickBooks by getting expert

; Open Invoices
help when you need it. Learn Open Invoices

miore about our QuickBooks ; .

support plans boda Dizplay or Print this Group
A Intuit Supplies ‘@ Fiemind me later . .
w Save time and money with Memorized Aeport List

HuickBooks certified Beport Finder

cheques, business forms —
stationery and accessories.

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

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

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

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

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

7| Accountant
ﬁ Company
Customers
E Vendors
g Employees
Banking
EL Reports

14



Managing your open windows

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

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

x

Create Invoices
Enter Bills
Itern List

Customer.Job List
Compary Mavigator
Reminders

Chart of Accounts

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

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

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

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

To view multiple windows:
m From the View menu, choose Multiple Windows.

Using the Menu bar

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

[Fﬂe Edit WView Lists Company Customers WVendors Employees | Banking Reports  Window Help |

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

Using the Icon Bar

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

B B B B E 4 & < B & a4

Invoice  Cust ltem  MemTx Vend Cheque Eill Reg  Accnt  Rmnd Find Backup
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In addition to deciding which features to add to the Icon Bar, you can add or remove
icons, change the order in which the icons display, insert spaces between icons, and
edit icons by changing the icon text, graphic, or tooltip.

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

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

All the accounting you need to know

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

Your chart of accounts

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

Like other lists in QuickBooks, the chart of accounts is opened through the Lists menu.
The chart of accounts for the Rock Castle Construction Company looks like this:

0 0 Ask a help question |Ask 8 % How Do 12 m
Iame 4 | Tvpe Tax Balance
-
+Barter Account Bank -1,000.00 _I
+Cash Expenditures Bank 0.00
+5avings Bank §,878.42
+Accounts Receivable Accounts Receivable 86,132.37
+Emploves Loans Other Current Asset 62,00
+Inventory Asset Other Current Asset 28,227.54
+Retainage Other Current Asset 1,906.30
+Tools & Equipment Other Current Asset 5,000.00
+IIndeposited Funds Other Current Asset 20,808.33
+Trucks Fixed Asset 24,852.91
+0riginal Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset -200.00
+Accounts Payable Accounts Payable 69,124,05 J
-
Activities ¥ | Reports ~ ||_ Shiow all

The list displays balance sheet accounts first, followed by income accounts and
expense accounts.
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About assets, liabilities, and equity

Assets

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

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

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

Liabilities

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

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

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

Equity

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

Equity = Assets — Liabilities

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

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

m  Money invested in the company by its owners
m  Net profit from operating the business during the current accounting period

m Retained earnings, or net profits from earlier periods that haven’t been distributed
to the owners
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Of course, you as the owner can also take money out of the business. Such
withdrawals, called owner’s draws, reduce the business equity.

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

Cash versus accrual bookkeeping

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

Cash basis

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

Accrual basis

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

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

How your bookkeeping method affects QuickBooks

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

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

You can see any report (except transaction reports) on a cash basis by changing the
reporting preference. (From the Edit menu, choose Preferences. In the Preferences
window, click Reports & Graphs in the left scroll box, then click the Company
Preferences tab.)
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Important: When you create reports in QuickBooks, you can switch between cash
and accrual reports at any time, regardless of which bookkeeping
method you have chosen for tax purposes.

Measuring business profitability

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

The balance sheet

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

m  What people owe you (accounts receivable)

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

m The net worth of your business (equity)

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

2 TFrom the submenu, choose Balance Sheet Standard.

The profit and loss statement

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

To see a profit and loss report:

1 From the Reports menu, choose Report Finder.

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

Click Display.

Gl A~ W N

Scroll the report window to see all parts of the report.

The statement of cash flows

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

1 From the Reports menu, choose Report Finder.

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

4 Click Display.

Exiting QuickBooks

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

To exit QuickBooks:

m From the File menu, choose Exit.
If no other applications are open, QuickBooks returns you to the Windows desktop.

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

For more information about the recommended backup routine, see Chapter 8,
“Protecting your data,” in the QuickBooks User’s Guide.

Moving between company files

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

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

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

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

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

To increase the number of company files displayed:

1 From the File menu, choose Open Previous Company.

2 Choose “Set number of previous companies.”

3 Enter the number of company files you want QuickBooks to display (up to 20).
4 Click OK.
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Student test and review

1 List the three main ways you enter data in QuickBooks.

2 List three ways to access features in QuickBooks.

3 What bookkeeping method does QuickBooks use to create most reports?
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Setting up QuickBooks

Lesson objectives

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

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

To practice using the QuickBooks Help tools

Handout materials

Handout 9: Setting up QuickBooks

Handout 10: How to choose a start date
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Creating a QuickBooks company

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

How many companies should you set up?

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

About the EasyStep Interview

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

symbol.
A

The EasyStep Interview has five sections:

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

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

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

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

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

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

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

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

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

Starting the EasyStep Interview

To begin adding a new company:
1 Start QuickBooks.

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

QuickBooks displays the EasyStep Interview window.

EasyStep Interview

1

R
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Entering company info

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

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

To create a new QuickBooks company file:
1 At the first Welcome window for the Interview, click Next to begin.

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

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

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

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

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

5 Click Next.

6 Type the following information in the Your company address window.

1239 Bayshore Road
Kelowna, BC V6E 1E1

QuickBooks prints this company address on cheques, invoices, and other forms.
7 Click Next.
8 In the Other company information window, enter the following information:

m  Make sure January is selected for the first month of the income tax year and
first month of the fiscal year. QuickBooks uses the fiscal year you choose to
create year-to-date reports.

m  From the /ncome Tax form used drop-down list, select Corporate Income Tax
(T2).

m  Set the default province to British Columbia
m Set the Business number to: 123456789

Your screen should match the following.
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Setting up QuickBooks

EasyStep Interview

Corporate Income Tax (T2}
] urnbia

123456789

;
;
1
L
1
L
l.'
- S

9 Click Next to go on.

Using a preset chart of accounts

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

The type of business you select here affects the chart of accounts that QuickBooks sets
up for you. Even if you own a type of company that isn’t specifically listed, you should
select the one that’s closest so you can get a head start on creating your own chart of
accounts. Once QuickBooks creates a chart of accounts for you, you can modify it
however you want.

To create a chart of accounts:
1 In the Select your type of business screen, select Retail: General from the Industry
list, then click Next.

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

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

3 Make sure that QuickBooks is set to save the file in the QBtrain folder in the Quick-
Books installation folder.
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4 In the Filename for New Company window, click Save to accept the default
filename of “Lockhart Design.”

QuickBooks creates the company file, then displays a list of the income and
expense accounts available in the preset chart of accounts for retail businesses.

EasyStep Interview ll
Company Info I Preferences ] Statt Date I General
Your income and expense accounts
Incarme &
J QuickBooks has chosen these accounts for retail Expenses
husinesses. : Accaunts
Do ol want ko use these accounts? Retail: . * Incame
Retained Earnings Details
Sales
Sales Discounts Onen
s pEning
" Mo, I'd like to create my own Automobile Expense Balantes
Bank Service Charges
If wou accept the displayed accounts, (Ceely Disunitis Pavral
QuickBaoks will set them up Far you il b
vk wou click Fest Depreciation Expense
¥ ' Dues and Subscriptions :
Equipment Rental What's Mext
Filing Fees LI
Tell Me Mare
Can I change these accounts? More |

Pres | Next | Leave |

Scroll through the accounts to get an idea of what is included.

5 Confirm that Yes is selected to show that you want to use these accounts, then
click Next.

6 In the Accessing your company window, leave the number of employees who will
access the QuickBooks files at 0 and click Next.

Right now, the owner is the only person who needs access to the company file.

7 Click Next until you move from the Company Info section to the Preferences
section.

If a No Password warning appears, click No to go on. You can set up a password
later, if you want one.
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Setting up QuickBooks

Setting up QuickBooks preferences

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

m Inventory

Can be activiated or inactivated depending on whether your company maintains
inventory.

m  Units of Measure

For example, 12 cans of pop bought in a case can be sold as individual cans. Quick-
Books will make the conversion.

m  Multicurrency

Turn on if you invoice, receive payments, or pay bills in a currency other than the
Canadian Dollar

m  GST/HST and Provincial Sales tax (PST/QST)
QuickBooks handles reporting information for you.

m The invoice format you want to use

m Payroll (whether turned on)

m Estimates (QuickBooks Pro and Premier only)

m Progress invoicing (QuickBooks Pro and Premier only)

m Sales orders (QuickBooks Pro and Premier only)

m  Time tracking (QuickBooks Pro and Premier only)

m Classes

m  How you want to enter bills: by entering cheques directly or by entering bills first,
then payments

m Reminders (whether to turn on)

Turning on inventory, unit of measure and multi-currency

Click Next from the Preferences section to display the Inventory section diagram.

1 Since Margaret Lockhart does have inventory, select Yes for the question, “Does
your company maintain inventory?”.

Click Next to move to Enabling Inventory Section.
Select Yes for the question, “Do you want to turn on the inventory feature?”.

Click Next to move to Enable Units of Measure section.

Gl A WN

Since Margaret Lockhart will resell inventory items in different units of measure,
select Yes to the question, “Do you want to enable units of measure?”.

o

Click Next to move to Enable Multicurrency section.
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7 Since Margaret Lockhart does plan on purchasing inventory from the U.S., select
Yes for the question, “Do you want to enable multicurrency?”, then click Next.

8 Ensure “Canada Dollar” is the selected Home Currency.

9 Click Next to move to the Sales Tax setup screen.

Entering sales tax information

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

To set up QuickBooks to track sales tax:

1 At the GST/HST and Provincial Sales Tax window, click Yes for the question, “Do
you want to set up QuickBooks to handle any of the following?” Then click Next.

2 Select “Yes” for “Are you registered for the Goods and Services Tax or Harmonized
Sales Tax?”

3 Click Next.

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

4 Fill out the GST/HST Registration Information window as shown below.

EasyStep Interview il
%[ /Welcorne ] /Cornpany Infa I Preferences I Stark Date I General

T. GST/HST Registration Information

= Income &
L= Enter your Business Mumber: |123456?89 RT IDDDI Expenses

= Incarme

o Agency ko which you pay GST/HST: IReceiver pEm—— Details

=] Reporting period: |QU bty ﬂ g‘;zﬂ?egs

= Ending: Inpr,l'JuI,l'Oct,l'Jan ﬂ

= i ) Payrall

T Return dus IF daw(s) after the reparting period ends

= wWhat's Mext
ag Tell Me Mare

ag ‘Wwhat do I need this information for? More |

Pres | Nexk | Leave |

Click Next.

Choose “Yes” for Provincial Sales Tax.
Click Next.
Choose “Yes” for PST Registration and click Next.

© 00 N O O

Fill out the PST Registration window as shown below.
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Setting up QuickBooks

EasyStep Interview x|
%[ /Welcome ] ./'Company Info I Preferences I Stark Date I General
= PST Registration Information
Income &
Enter vour PST number: 123456789 Expenses
Income
Agency ko which wou pay PST: IMinister prr=m— Details
i ind: Jpenin
Reporting Period: IQuarterlv ﬂ B;Iancegs
Ending: |.¢\|:ur,|'JuI,|'Oct,|'Jan ﬂ T
Fayraol
Return due IF day(s) after the reporting period ends C
‘What's Mext
Tell Me Mare
‘what do I need this information For? More |

Prew | Next | Leave |
10 Click Next
11 Choose “Yes” to PST Tracking and click Next.
12 Your Tax Codes screen should look like this:

EasyStep Interview

Welcame Company Info Preferences Start Date
é / / o / General

Choose the tax code used mast often i your business as the default tax code. What's Next

Tell Me More

What about ather tax codes?
-

13 Click Next

g Tax Codes
Income 8
QuickBoo as set up the Following tax codes which will be used For calculating tax on sales an
E | kBooks b he fall d hich wiill b d feul I d Expensas
purchases,
a Income
Detail
= Default  Code Description GST PsT PiggyBack. erale
9 i S Standard 7.0% 7.5% M Opening
G |GST Orly 7.0% - il BelEmEEs
a P PST Only - F.5% M
Z Zero Rated i i} M
= | E  |Tax Exempt - - i Payrall
E |
= |
E |
= |
=

14 Choose “No” to assign a default tax code to your Customers.

If you have regular customers who have special tax status (for example, who are
exempt from paying the GST or PST), you may want to assign them a customer tax
code that will override all other sales tax codes on forms. However, the Customer
Tax Codes option in the EasyStep interview will assign a default tax code to all new
customers you create -- not just the ones with special tax status. For this reason,
you should only select Yes here on the advice of your accountant.

15 Click Next to go on.

32



Choosing an invoice format

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

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

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

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

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

format.

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

To select the invoice format for Lockhart Design:

m In the Invoice Format window leave Service selected, then click Next.

Tracking sales orders

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

Choosing remaining preferences

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

For this item...

Do this...

Employees

Enter 5 Employees on Payroll and click
Next.

Payroll Service

Click No and click Next.

Estimates (QuickBooks Pro and Premier only)

Click Yes and click Next.

Progress invoicing (QuickBooks Pro and
Premier only)

Click Yes and click Next.

Time tracking (QuickBooks Pro and
Premier only)

Click Yes and click Next.

Classes

Click Yes and click Next.

How to deal with bills and payments

Select “Enter the bills first, then enter
the payments later” and click Next.
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Setting up QuickBooks

For this item... Do this...

How often would you like to see your Select “At start up” and click Next.
Reminders list

This completes the Preferences portion of the EasyStep Interview. All that remains of
the General section is to specify a start date.

Choosing a start date

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

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

Continue clicking Next as you move through the Start Date section of the Interview
until you get to the Select a start date window.

To set the company start date:
1 Select “I want to start entering detailed transactions as of” selection.

2 Enter 12/31/2003 as Lockhart Design’s start date.
3 Click Next.

The General Section is now complete. Click Next to proceed to the Income and
Expenses section.
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Setting up income and expense accounts

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

To complete Income and Expense Accounts sections:
Press Next until the Adding an income account screen is displayed.
In the Account Name field, enter Design Consulting and press Next.
In the Add another income account screen, select No.

Press Next until the Expense Accounts screen is displayed.

Select No instead of More Details and press Next.
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In the “Here are your expense accounts” screen, select No to “Do you want to add
an expense account now?”. Press Next.

7 Click Next until you get to the Income Details section.

Providing details about your income

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

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

To complete the Income Details section:

1 In the Income Details section window, click Next until the Receipt of payment
screen is displayed.

2 For the question, “Do you receive full payment at the time (or before) you provide
a service or sell a product?” make sure “Sometimes” is selected, then click Next.

3 For “Statement charges,” select No, then click Next until the Service Item screen is
displayed.

4 In the Items section, click No on the three screens that ask if you want to set up
Service Items, Non-Inventory Parts, or Other Charges.

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

5 Click Next until the Income Details: Inventory screen is displayed.

o

Read about Income Details:Inventory, then Click Next.

7 Click “No” to Adding an Inventory Item to complete the Inventory tab.
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Entering opening balances

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

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

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

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

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

1 Read the Opening Balances: Introduction and Information to have on hand
screens, then click the Accounts tab. (Skip the Customers and Vendors tabs.)

Tell Me More

what is a balance shest account? More |

Prev

EasyStep Interview x|

é [ U/Introduction l Zustomers ] Yendors I Accounts I /General

: > Opening Balances: Accounts e

As N This section will help you enter the balances of wour balance sheet Expenses

T el accounts as of your stark date. See Tell Me More below For & definition

= of balance sheet accounts, I‘ICDI'TB

Dretai

= The balance sheet accounts vou'll set up here include credit cards, laans, el
watious bank accounts, asset accounts, and equity accounts, Opening

T Balances

= Payroll

= Shat's Mext

Leave |

2 Click Next until the Credit card accounts screen is displayed.

3 Click No when QuickBooks asks if you want to set up credit card accounts, lines
of credit, and loans and notes payable.

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

5 Type Chequing as the name of the account, then click Next.

If QuickBooks asks if you want to use computer cheques with this account, click
No for now.

6 For Statement Ending Date, enter the same date you used for Lockhart Design’s
start date (12/31/2003).

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

If QuickBooks asks if you want to use computer cheques with this account, click
No again.

8 When QuickBooks asks if you want to add another bank account, make sure No is
selected. Then click Next.

9 To the question “Do you intend to print cheques or deposits slips from Quick-
Books?”, select No .

The rest of the Opening Balances and Payroll sections lets you add asset and equity
accounts, and payroll information. In the interest of time, these sections are to be
skipped in the interview.
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Setting up QuickBooks

Finishing the Interview

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

m  To leave the EasyStep Interview and save your changes, click Leave.

After you have completed the EasyStep Interview, Intuit recommends that you not
use the Interview to make changes to your company file. Instead, use the infor-
mation in the help options described in the next section of this chapter to help
you make changes and adjustments to your company file.

Completing the company setup process

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

If you have upgraded from an earlier version of QuickBooks, choose New Features
from the Help menu. For more information, choose Help & Support from the Help
menu.

Getting help while using QuickBooks

QuickBooks provides extensive help that you can access in several ways. When you
have questions, QuickBooks provides:

m Follow-Me Help. This type of help "follows" you as you work in QuickBooks and
displays information that is related to what you are doing.

m Step-by-step instructions. These are available via the How Do I menu, a search
engine that finds answers to questions you enter, and an index.
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Help main menu

P QuickBooks Premier Edition

Search the Help

How Do I? menus: List help

topics related to each window.

File Edt View Llists Company

Customers Vendors Employees Banking Reports Window Help

H B & @

Invoice Cust  Item  MemTx

|

vend  Cheque

4 @

Bill

4
Reg

B B 4 ?

Accnt Rmnd  Find  Support Backup

B Create Invoices

\

sk 2 help question | Ask]l| ¥ How Do n

Wprevious [Pext €gprint -~ CdEmal | TyFind [@Aspeling ThHistory = Jound &5 Time[Costs. .

Customer: Job

Invoice

Find: Use this

window to getN
your questions Seqrch _ Look Onie ) _Contact s

/1 Look for help In QuickBooks

Eilasn) 4

Powered by WexTech fosweriliorks

answered.

Search the help by entering key

d \, h
Follow-Me Help: Wﬁé’&i’ﬁ?ﬁfﬁﬁi"ﬁ:ﬁ. P
«

This window d qu‘\gﬂ
tracks your moves
and displays help L
about what you 5
are doing.

From the Customers menu,
JPU— | L
. Filinthe niame of the

customer or job

I mulicurrency s turned an,

-]

Template _ Customize
Intut Service Invoice ™ |
Dats

Iy
06/07j200¢ M| |1

Customer

the aurrency that is assigned
Message

to the customer determines
the turrency that is used in
the Form. For example, If the
invoice i for an Amrican

I

GST 0,00
-

Total

customer, then the dollar
wvalues reflected on the form
wilbe in U.5. dollars,

¥ To ba printsd

3. (Optional) Enter the class
iFovmatinn oo e b

=

Follow-Me Help

Memao

Balance

Save & Close Save & New Clear

Follow-Me Help "follows" you as you work in QuickBooks and displays topics that are
related to what you are doing. For example, if you have an Invoice form open, you will
see help on how to create an invoice with "How Do I?" links listed underneath.

Index: opens the
Index in the Find
(1-2-3 Help) window

Search: opens the search
engine in the Find (1-2-3
Help) window.

Print: prints the help topic.

Back/Next: moves —MM
backwards or forward
through help topics that
have already been
displayed in this window.

Topic information:

The [# (plus) icon means
that there is help content
hidden. When you click
the plus icon, the help
topic expands so you can
read it.

E'~LJQ|J":'

| 2l

|l Creating an invoice

EHowDol..

Create an invoice (Show-Me Video
Handle GSTIPST

Create invoices

Invaice For reimburssble time ar
Edit an irvoice

Custarnize my Forms {Show-Me vid
Customize my invoices

Print inwoices

Send invoices via email I
# Receive pavments and handle r
I Track salas |nf0rmat|0n

Make sure the help you
want printed is expanded
(i.e., click [ to expand
the text before you print
it).

Pin: stops the help from
following your activities.

This tool is useful when
you need to open several
windows, but want the
help to remain on one
topic.
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Setting up QuickBooks

The Follow-Me Help sidebar window is located, by default, at the bottom of the sidebar
area on the left-hand side of the QuickBooks work space. You can move this help
window anywhere you like by dragging it to the position you want. When you drag
it back to the sidebar window area, the window automatically docks in the sidebar.
You can also close the Follow-Me Help window altogether.

To close and open the Follow-Me Help window:

m To close the Follow-Me Help window, click the x in the upper right-hand corner
of the window.

m  To open the Follow-Me Help window, go to the View menu and select Follow-Me
Help.

m  To reset the sidebar area to the default layout, go to the View menu and select
Reset Sidebar Windows.

How Do I? menus

Throughout QuickBooks, you'll find windows with a How Do I? drop-down menu in
the upper-right corner. These menus provide quick access to information and
instructions for the window you’re working in. The help topic is usually displayed in
the Follow-Me Help window.

Using the Help or F1 key

You can get explanations about most windows by pressing the F1 key or the Help key
on your keyboard. The help topic is displayed in the Follow-Me Help area.

Some windows also have a Help button. When you click a Help button, the help is
usually displayed in a separate help window and not the Follow-Me Help window.
Finding answers to questions

In most windows, next to the How Do I? drop-down menu, there is an Ask field where
you can type a question to search the in-product help system.

You can also use the 1-2-3 Help to search both the help system and the KnowledgeBase
on the QuickBooks Web site. The KnowledgeBase is a grouping of Frequently Asked
Questions (FAQs) that come from other customers.
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search ¢ Click Search, type your question in the box, then
click Ask. The search engine searches all the in-product
help topics and displays the results underneath the box.

/@ Look Online / Click Look Online, type your question in the

_ box, then click Search. The search engine searches all the
Search: Fowsinegy JEaieailts FAQs on our Web site and displays the results in the
/ . . .
1 Look for help in QuickBooks QuickBooks workspace in a separate window.
[ Bask

Powered by WexTech Answerilions
Contactlsy As a last resort, if you still haven’t found the

Search the help by entering key answer you're looking for, click Contact Us to display a list
words or a question, such as "how

da I reset my cheque numbers?" of contact numbers for Intuit Canada. Note that service
and then clicking Ask. charges may apply.

The 1-2-3 Help is located in the Find window. The Find window, by default, appears
above the Follow-Me Help sidebar window. You can move this window anywhere you
like by dragging it to the position you want. When you drag it back to the sidebar
window area, the window automatically docks in the sidebar. You can also close the
Find window altogether.

To close and open the Find window:
m To close the Find window, click the x in the upper right-hand corner of the
window.

m  To open the Find window, go to the View menu and select Follow-Me Help.

To reset the sidebar area to the default layout, go to the View menu and select Reset
Sidebar Windows.

Using the index

To find help on a particular subject, choose Help Index from the Help menu or click
the book icon on the Follow-Me Help window. The Index appears in the Find window.
Type the word that best describes what you need information on. If you can’t find
what you want from the Index, try using the 1-2-3 Help.
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Setting up QuickBooks

Student test and review

1 The section of the EasyStep Interview is where you indicate
whether you want to use certain QuickBooks features.

2 Search the onscreen Help index for information on how to turn on the inventory
feature in QuickBooks.
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Lesson objectives

To edit the company chart of accounts

To add a new customer to the Customer:Job list

To add a new vendor to the Vendor list

To learn about custom fields, and to practice adding custom fields

To see how to manage lists in QuickBooks

Handout materials

Handout 11: QuickBooks balance sheet accounts

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

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

Click Restore.

44



Using QuickBooks lists

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

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

m Contact information for vendors from whom you purchase your supplies

m  Descriptions and prices for products or services you sell again and again

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

Editing the chart of accounts

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

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

QuickBooks displays the chart of accounts for Rock Castle Construction.
B+ o vt [kl tom o v [ ]

“hart of Accounts

+Barter Account Bank
+Cash Expenditures Biark.
s Savings Fiank
@ fccounts Receivable Accounts Receivable
+Employes Loans Other Current Asset
sInventory Asset Other Current Asset
+Retainage Other Current Asset
+Toals & Equipment Other Current Asset
+Undeposited Funds Other Current Asset
+Trucks Fized Assel

+Original Cost Fixed Assst

<+Depreciation Fixed Asset
+Pre-paid Insurance (Other Asset
+Accounts Payable accounts Payable
+Cal0i Card Credit Card
+QuickBooks Credit Card Credit Card

+QBCC Dept #1 Credit Card

+QBCC Dept #2 Credit Card

+QBCC Dept #3 Credit Card
@ Gift Certificates Other Current: Liability,
s Payrall Liabilities Other Current Liabilicy,
+Dirert Deposit Liabilitiss Other Current Liability
+GST Payable Other Current Liabilicy,
+PST Payable Other Current Liability
sMote Payable Long Term Liability 3,440,683
+Truck Loan Long Term Lishility 5,556.51 ]

Account ' Activities ¥

Reports ™ [ [T Show all
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2 Scroll through the list. The chart of accounts displays balance sheet accounts first,
followed by income and expense accounts.

Editing an account

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

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

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

3 In the Description field, type The Provincial Bank.

4 In the Bank Acct. No. field, type 555-333-2222.

Your window should look like this.

-7 Edit Account Ask a help guestion | Ask® * How Do I? E3
Iype  |Bank | s |
General Info I Account Details I cancel |
Account is
inactive
Marme IChequing
™ subaccount of I—j
Description  |The Provincial Bark
Bank Acct, Mo, |555_333_222 Howi Do I choose

the right tax line?

Tagline  |<Unassigned: ﬂ

Financial Inskitutian: IOther 7

1 use pre-printed cheques For this account:

I have I cheques on hand - @rder Cheques

Femind me when I have I chegues remaining

5 Click OK.

6 If QuickBooks asks if you use computer cheques with this account, click No.
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Adding subaccounts

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

To add a subaccount:

1 In the chart of accounts, click the Account menu button, then choose New.
QuickBooks displays the New Account window.
2 In the Type field, select Expense from the drop-down list.
3 In the Name field, type Trade Pubs.
4 Select the “Subaccount of” checkbox, then select Dues and Subscriptions in the
drop-down list.
5 In the Description field, type Trade Publications.
The screen should look as follows:
Type Expense W
Mame | Trade Pubs
Subaccount of | Dues and Subscriptions |+ O Sccount is
inackive
Description | Trade Publications
Make:
TaxLing | < nassigned: v
Defaulk Tax Code -
6 Click OK.

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

+Dues and Subscriptions Expense 5

¢ Trade Pubs
+Union Dues Expense E

7 Close the chart of accounts.
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Working with the Customer:Job list

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

Adding new customers

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

To add a new customer:

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

B Customer:Job List Ask a help question |Ask§ > How Do I?

| @ ftome o JBelnce [ Motes [ JobStatus | Estimate Total
| 757.30] M| | 2,569, 5

« fbercrombie, Kristy

«+Family Room 269,50 Mok awarded 0,00 _I

+Kitchen 5,180.79

+Remodel Bathroom 7,388.75
+Baker, Chris 0.00

+Family Room 0.00
+Balak, Mike 0.00

<+ Lltility Shed 0.00
+Barley, Renes 0.00 |

Activities T | Reports + ||_ Shaw Al

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

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

QuickBooks displays the New Customer window.

Customer Name |
= How do T dskermine 0K
wrEE | 25 oF [12/15/2007 B the opening balance?
Cancel

Address Info I Additional Info I Payment Info ] Job Info I N
Mext
S Namel— et l— l—CustDmer is
Mr./Ms.1... I— Phone l— inactive
FrstMame [ ML[ Fax —
Lask Mame I— alk, Ph, l—
Ak Comtact [ |
E-mail l—

Addresses

Bill To Ship Ta
== Copy >>|
Address Details | Address Details |

The New Customer window is where you enter all the information about a new
customer, including billing and shipping addresses, contacts, credit limit, and
payment terms. QuickBooks uses the information you enter to complete invoices,
bills, and receipts. When you’re setting up your company file, you use this window
to record customers’ opening balances.
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3 Inthe Company Name field in the Address Info tab, type Godwin Manufacturing, then
press TAB.

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

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

Tip: If you are entering individual names, you may want to use last name, first
name in the Customer Name field so that your Customer:Job list displays
the names with the last name first.

4 In the Bill To field, click to the end of the company name and press ENTER. Type
376 Pine Street, then press ENTER.

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

5 On the next line of the Bill To field, type Vancouver, BC T6H OR7

o

Click Copy to have QuickBooks copy the billing address to the Ship To field.

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

m Contact: John Godwin

m Phone: 325-555-9841

m Fax: 325-555-0012

m Alt Contact: Tracy Heldt

Custamer Name IGndwin Manufacturing
How do T determine (114 |
Opening Balance |

asof [1215/2007 B| the opening balancs?
Cancel |
Address Info I Additional Info I Payment Info I Job Infa I
Mext |

Company Hame [Godwin ManuFacturing Contact  [John Godwin o
Mesfo. [ Phone  [szs-ssssedl inactive
First Mame |— M.I. |_ Fax W

LastMame | aleoph,

Alk. Contact |Tracy Heldt
E-mail

Addresses

Bill To Ship Ta

Godwin ManuFacturing Godwin Manufacturing

376 Pine Street 376 Pine Street

Wancouver, BC T6H OR7 == Copy >>| Wancouver, BC TéH OR7
Address Details | Address Details |

Note: If you use plan to e-mail invoices or statements to customers using the Send
Forms feature, use this window to enter your customers’ e-mail addresses.
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Providing additional customer information

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

To add additional information to a customer record:
1 Click the Additional Info tab.
QuickBooks displays the Additional Info tab of the New Customer window.

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

3 Press TAB.
In the Terms field, type Net 30.

E

5 In the Customer Tax Code field, leave the checkbox empty. The New customer
screen should look as follows:

& New Customer Ask a help question | Ask ® < How Do I? E3

Customer Mame |Godwin Manufacturing
= Haw do [ determine
Opening Balance | as of |12,|'15,|'2l3l3? 8| the opening balance?

oK |

Cancel |

Address Info IAdditiunaI Inful Payment Info ] Job Info ] |
et

Categorizing and Defaults Price Level I j R

Type ‘ :

[industrial j Custom Fields inactive
Contract # I—

Terms

Jruet 30 ~| B-Day —

Rep Spouse's Mame I—

[ [ | D I

Percentage I

Busingss Define Fields |
Humber I

[ Use cuskomer kax code

F

50



Providing customer payment information

The Payment Info tab is where you ent

er customer account numbers and credit limits.

QuickBooks remembers each customer’s credit limit and warns you when a customer
is about to exceed it. You can also record information about each customer’s preferred

payment method. For customers who
numbers and expiration dates.

pay by credit card, you can enter credit card

To add payment and credit information to a customer record:

1 Click on the Payment Info tab.
2 In the Credit Limit field, type 2000.
3 In the Preferred Payment Method

drop-down list, choose Cheque.

When you finish, your window should look like this.

&k Mew Customer

ask a help question | Ask | = How Do I?

Customer Mame |Godwin Manufacturing

How da T determine

Opening Balance |

as of [12115/2007 B| the opening balance?

Cancel

Account Ma, I
Credit Limnit |2J 000,00

Preferred Payment Method

ICheque j
Credit Card Mo, I Exp, Date

Address Infa I additional Info I Payment Info I

Job Infa

Mext

Customer is
inactive

i

[

MName on card |

Address |

—

Postal Code

4 Click OK to add the customer and close the New Customer window.

QuickBooks displays the Customer:Job list with Godwin Manufacturing added.

5 Close the Customer:Job list.
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Working with the Employee list

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

QuickBooks uses the information you enter in the Employee list to track sales and fill
in information on cheques and other forms.

Adding new employees
Suppose that Rock Castle Construction has hired a new employee and you want to add
her information to the Employee list.
1 From the Employees menu, choose Employee List.

QuickBooks displays the Employee list.

Ask a help question | Ask 8 * How Do I?

.. Employee List

566 123 582

786 266 564

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

2 Click the Employee menu button and choose New.

QuickBooks displays the New Employee window.

nsk a help question | Ask | ** How Do 1? m
| Information for: | oK
Address Info I Additional Info ] Payrall Info I
Cancel
M. fMs. [ I— Print As I— Mokes
Frsthame [ omL] | phee [ [ Employes i
Last Name [ Al | [t
Emal [
Address | SIN |
| Ermp. Ma. |
City | oos | =
Province Postal Code  Hired I—E
I jv Released I—E
RCECode[— 7|

The Address Info tab is where you enter basic information about the employee,
such as name, Social Insurance Number, and date of birth.
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3 In the First Name field, type Mariene.
4 In the Last Name field, type Duncalf.

Notice that QuickBooks fills in the Print As field with the information you entered
in the name fields. You can enter a different name if you want.

In the Address field, type 195 Spruce Avenue, #202.
For the City, Province, and Postal Code fields, type Vancouver, BC T2P 5L3.
In the Phone field, type 415-555-1111.
In the SIN field type 111-111-118.
In the Date of Birth field, type 7/18/82.
0 In the Hired field, type 11/25/2003.

= O 0 N O O

Edit Employee &sk a help question | Ask @ = How Do 12 *

| Infarmation for: Marlene Duncalf |
Address Info I Additional Info l Payroll Info ]

0K |
Cancel |
Mr s, f... I Print As W Notes |
First Mame W M. I I_ Phone W r Emploves is
Lask Mame |DuncaIF alk. Ph. I— inactive
E-rnail I—
Address |195 Spruce Avenue, #202 SIN W
| Emp. Mo, I—
City I\fancouver DOB Im@

Frovince Fostal Code  Hired |11."25."2UU3 E
ec =] repsz &
ROE Codel -

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

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

L288 0T11 1) ) g1:8 ) i sk & help question sk 8 How Do I? x|
SIN Mame Maokes

635 128 556 Carol L, Walker

558 605 759 Gregg Schneider

565 123 552 Lee Trace

111 111 115 |

786 256 §64 Roy O, Uchman

Emlnyee‘l Activities ‘l Reports = | [T show all

14 Close the Employee list.
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Working with the Vendor list

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

Adding new vendors

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

1

(L

© 0 N O

From the Vendors menu, choose Vendor List.

QuickBooks displays the Vendor list.

P+ Vendor List Ask. a help question | Askl “* How Do 1?

C.U. Electric 862,50 _I
Cal Gas & Electric 45,22

Cal Telephone 53.91

Caldil Comparry 0.00

City of Bayshore 10.00

Citw of East Bayshore 0.00

City of Middlefield 0.00

Custom Kitchens of Bayshore 0.00

Daigle Lighting 187.74

Davis Business Associabes 60.00

East Bayshore Auto Mall 0.00 ﬂ

Activities  * | Reports = [ [T show all

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

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

Address Info tab.
In the Vendor Name field, type Hughes Electric.

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

name.
In the Company Name field, type Hughes Electric.

Click in the Address field at the end of the first line. Notice that QuickBooks
displays the company name on the first line of the Address field. Press ENTER.

On the second line of the Address field, type P.O. Box 2316.
Press ENTER to move to the next line.

Type Nanaimo, BC V6C 2R3

In the Contact field, type David Hughes.
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10 In the Phone field, type 510-555-6666.
11 In the FAX field, type 5710-555-6667.

When you finish, your window should look like this.

# New Yendor &sk a help question | Ask @ = How Do 1?

Wendar name |Hughes Electric
: Howw do T determine
Opening Balance | as af |12||'15||'ZDD? | e opening balance?

Cancel

Address Info I Additional Info ]

LLE

Mexk

Carmpany NamelHughes Electric Contact IDavid Hughes r vendar is
Mg Phone  [510-555-6666 InacHve
First Mame I M. I Fax |51u.555.555?
Last Mame | Al Fh, |
Address Hughes Electric ale, Contact I
P.0Q. Box 2316 — I—
Manaimo, BC V6O ZR3 Bl
Print on Chegue as
IHughes Electric

Address Details |

Providing additional vendor information

The Additional Info tab in the New Vendor window is where you can enter a vendor
type (if you want to categorize your vendors), payment terms, your credit limit, the
vendor’s business number, whether this vendor is eligible for a T4A form, and your
opening balance. You'll add this information now for Hughes Electric.

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

Yendor name |Hughes Electric
- Howe do T determine 4'
Opening Balance | as of |12."15."200? =]

the opening balance?
Cancel |
Address Info I Additional Info I
Mext |

Account Mo, I Custom Fields l— [ Vendor is

Discount: Available inactive
Categorizing and Defaults

Type
| A
Terms
A
Credit Limit I
Business I—
MNumber or SIM Define Fields |

™ wendor eligible for T44
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2 In the Account No. field, type 123-445.

3 In the Type field, type Subcontractors.
Notice that when you type “sub,” QuickBooks fills in the rest.

4 In the Terms field, choose 2% 10 Net 30 from the drop-down list.
5 In the Credit Limit field, type 2000 and press TAB.

Your New Vendor window should resemble the figure below.

* New Yendor Ask a help question | Ask B =+ How Do I? E3

Yendar name |Hughes Electric
- Howe do T determine
Bl el I asal |12,|'15,|'200? B| the opening balance?

Cancel

Address Info I Additional Info I
Hext
Account Mo, |123—445 CCustom Fields I— [ Yendor is

Discaunt Awvailable inactive

i

Categorizing and Defaults

Type

|Subcontractors j
Terms

[z 10 et 30 |

Credit. Lirnit |2J 000,00
Business I—
Mumber ar SIN Define Fields I

[~ Wendor eligible For T44

6 Click OK.
QuickBooks adds the vendor and displays the updated Vendor list.

Ask a help guestion Askl “» How Do I? - :I

Fs Vendor List

TName Balance Nokes I
Harmlin Metal F70.50 =]
Holly Heating and Electric 0.00
Hopkins Construckion Rentals 205,00

ﬁmm—

Kershaw Computer Services 0.00
Keswick Insulation -1,449.50
Larson Flooring 7,7958.38 ﬂ
. ¥endor vI Activities T | Reports ™ | [T show al

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

Adding

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

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

For each customer, vendor, and employee, you can add up to seven custom fields,
including fields that overlap. For example, if you add a custom birthday field for
customers, vendors, and employees, QuickBooks counts it as one field used for each.
You can add up to five custom fields for each item your company sells.

After you add custom fields, you can use them on invoices, credit memos, sales
receipts, estimates (QuickBooks Pro and Premier only), and purchase orders.

custom fields for customers, vendors, and employees

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

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

To add custom fields:

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

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

3 Click the Customer:Job menu button, then choose Edit.
QuickBooks displays the Edit Customer window.
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% Edit Customer Ask a help guestion [Ask® + How Do I? E3

Cuskarmer Mame
= Howe do T determine
Ll e I asal |12,|'15,|'2EID? B| the opening balance?

Cancel

Address Info I Additional Info I Payment Info I

L

Motes

Company Namel Contack |Brian ar Carol Customet is

MrgMs. . o Phone  [e04-555-224a TR
Firsk Mame IBrian M.I. IK. FAx |

Last Mame |C00k alt, Ph. |555—0220

Alb, Conkact |Brian {work nurmber)

E-mail |bcook@samplename LCOm

Addresses
Eill To Ship To

Brian K. Coaok
345 Cherry Lane

Middlefield, AB TSM 149 »> Copy >>|
Address Details | Address Details |

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

& Edit Customer sk a help question | Ask |l How Do 1?7

Customer Mame  [Cack, Brian

Opening Bal P Hows do T determine DK |
REning balance I as ol |12|"15."200? B| the opening balance? |

Cancel
Address Info I Additional Info I Payment Info I

Motes |
Categorizing and Defaults Price Level | j Custamer i
Type inactive

Custom Fields

Lesidential Contract £ I—
B-Day [10/ai1960

Spouse's Mamne: ICaroI

jin} I

Percentage I

Define Fields I

Business
Mumber I

[ Use customer tax code

[

5 Click Define Fields.
QuickBooks displays the Define Fields window.
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= O 0 N O

Define Fields

To be used for K
Label Customers:Jobs Yendor  Employees

[contract#
[Discount Avaiable
[Boay
[Date of last raise
[Spouse'stame

Cancel

il

ax

Help

IPassword
IPercentage

oo o3
A e o e e o B e

AOXOATaa030°0x7%

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

Now, you'll add a custom field for pager numbers to the Customer:Job and Vendor
lists. You'll also add a custom field to the Employees list that tracks the date of
each employee’s last review.

In the first blank Label field, type Pager Number.
Click the Customers:Jobs checkbox to select it.
Click the Vendor checkbox to select it.

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

0 Click the Employees checkbox to select it.

Your Define Fields window should now look like this.

Define Fields

To be used for K
Label Customers:Jobs Yendor  Employees

[contract®
[Discourt wvailable
[Bomw
[pate of last raise |
[spouse'sMame
[pate o last review |

Cancel

Help

P

B e

IPassword
IPercentage

A e e e e A M W i R
o o3

A N e W e A e
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11 Click OK.

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

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

& Edit Customer sk 2 help question |Ask [ How Do 17 R |

Customer Mame |ka, Brian
Hows do T determine OK
Opening Balance |

asof [12/15/2007 | the opening balance?
Cancel
Address Info I Additional Info I Payment Info I |
Hotes

Categorizing and Defaults Price Level I j Customer is
Type r inactive

- Custom Fields
Residential j Contrack # l—
Terms
pren j B-Day 10f8/1960
Rep Spouse's Mame Carol
j Fager Number
jin]
Percentage

Business
Mumber

™ Use customer tax code

-

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

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

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

Adding custom fields for items

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

To add custom fields for items:
1 From the Lists menu, choose Item List.
QuickBooks displays the Item list, as shown below.

Ask a help question |Askl “# How Do I? m

On Hand Price

F Item List

hame | Description

2 Blueprint changes |

Account

<+ Concrete Slab Foundation slab - prep al i 0,00
<+Floar Plans Floor plans Canstruction:Miscellaneou 0,00
<+Framing Framing labor Canstruction:Labor 55.00
+Installation Installation labor Construction:Labor 35,00
+Labour Construction:Labor 0.00
+Planning b Planning Planning 90,00
+Removal Removal labor Canstruction:Labor 35.00
+Repairs Repair work Construction:Miscellaneou 35.00
+5ubs Subrontracted services Construction:Subcontractc 0.00

eCarpet Install carpeting Construction:Subcontracte 0.00

<Dirywal Install drywall Construction:Subcontracte 0.00

<Duck Work Heating & Air Conditionin|Service Construction:Subcontracte 0.00 &
: Ikem ™ Ackivities ™ | Reports ™ ||_ Show All

2 In the Item list, select Lk Doorknobs (a sub item of Hardware).
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3 Click the Item menu button, then choose Edit.
QuickBooks displays the Edit Item window.

Edit [tem Ask a help question |Askl “# How Do I?-E’

- T¥pe oK
Irveentory Part | Use for goods you purchase, track as inventory, and resell. I
Zancel

Custorn Fields

Ttem hamefMumber [l Subitem of .
Spelling
k Doorknobs IHardware j
~ Purchase Information —————————— - Sales Infarmatian ————————— [ Item is inactive
Description on Purchase Transactions Description on Sales Transactions
Locking interior doorknobs Part # Locking interior doorknobs
DK415
Zost 34,95 Sales Price 58.00

Purch Tax Code |5 j
COGS Account  [Cast of Goods Sold j Sales Tax Code |s j
Preferred Vendor |Davis Business Asso... j Income Account IConstructmn:MatarlaIs j

r Inventory Information )
Asset Account Reorder Point  On Hand Avg. Cost OnP.O.
[venitory sset | B m| U5 BOEEs O

4 Click Custom Fields.

QuickBooks displays the custom fields already defined for this item.
5 Click Define Fields.

QuickBooks displays the Define Custom Fields for Items window.

6 Under Use, click the first blank checkbox to select it. Then type Style in the Label
field.

7 Click OK to close the window.

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

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

elds for Lk Doorknobs | x|

Colaur Ll
Material Ichrome Cancel |
Skl IRDLIHEI— Help |
Product Mumber |
Barcode I—
Price 2 I—
Price 3 l—
Price 4 l—

Define Fields |

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

11 Close the Item list.
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Managing lists

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

Sorting lists

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

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

Sorting lists manually

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

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

QuickBooks displays the chart of accounts for Rock Castle Construction.

0 0 Ask a help question |Ask 8 % How Do 12 m
Iame 4 | Tvpe Tax Balance
-
+Barter Account Bank -1,000.00 _I
+Cash Expenditures Bank 0.00
+5avings Bank §,878.42
+Accounts Receivable Accounts Receivable 86,132.37
+Emploves Loans Other Current Asset 62,00
+Inventory Asset Other Current Asset 28,227.54
+Retainage Other Current Asset 1,906.30
+Tools & Equipment Other Current Asset 5,000.00
+IIndeposited Funds Other Current Asset 20,808.33
+Trucks Fixed Asset 24,852.91
+Original Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset -200.00
+Accounts Payable Accounts Payable 69,124,05
+Calil Card Credit Card 71.02
+QuickBooks Credit Card Credit Card 70.00
+QBCC Dept #1 Credit Card 45.00
+(QBCC Dept #2 Credit Card 25.00
+QBCC Dept #3 Credit Card 0.00
+Gift Certificates Other Current Liability 0.00
+Payroll Liabilities Other Current Liability 4,243.18
+Direct Deposit Liabilities Other Current Liability 0.00
+G5T Payable Other Current Liability 7,768.73
+PST Payable Other Current Liability 19,210.88
+Mote Payable Long Term Liability 3,440.83
+Truck Loan Long Term Liability 5,556.51 ﬂ
Activities ¥ | Reports ~ ||_ Shiow all

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

The mouse pointer becomes a four-directional arrow.
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7

Click and hold the mouse button, and drag the pointer upward until you see a
dotted line directly below Owner’s Equity.

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

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

19, 000.00

nikribution 25,000.00

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

To re-sort the list alphabetically, click the Account menu button, and select
Re-sort List.

QuickBooks asks you to confirm that you want to return the list to its original
order.

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

Close the chart of accounts.

Sorting lists in ascending or descending order

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

To sort a list in descending order:

1

From the Lists menu, choose Customer:Job List.

B Customer:Joh List sk a help question | Ask|8 > How Do 12 m
Mame + Motes Job Status Estimate Total

o crombi
+Family Room 0.00 _I
5,180,79

+Kitchen
+Remodel Bathroom 7,388.75
+Baker, Chris 0.00
+Family Room 0.00
+Balak, Mike 0,00
0.00

o Lltilicy Shed
0.00 o

+Barley, Renee

Activities ¥ | Reports ~ ||_ Shiow all

Click the Balance column heading.

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

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

B, Customer:Joh List Ask a help question |Askl ¥ How Do I?m

+Kitchen
+Family Room
+Remodel Bathroom

7,338.75 |
+Memeo, Jeanetke 0,00
+2nd story addition 0.00
+LUkility Shed 0,00
+Ruff, Bryan 5,155.09
+5un Room 6,155.09 ﬂ

Activities ¥ | Reports ¥ ||_ Shiow all

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

5 Close the Customer:Job list.




Merging list items

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

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

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

To merge items on a list:

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

P, Yendor List

Eiaryshore Water
.U, Electric
Cal Gas & Electric
_al Telephone
Calol Company
City of Bayshore
City of East Bayshare 0,00
City of Middlefield 0,00
Custom Kitchens of Bayshore 0,00
Daigle Lighting 187,74
Diavis Business Associates &0.00
East Bayshare Auto Mall 0,00
East Bayshare Toal & Supply 0,00
Express Delivery Service 0.00
Fay, Maureen Lynn, CA 0.00
Funds Transfer 0.00
i3allion Masonry 0.00
Great Canadian Bank 0.00
Hamlin Metal 770.50
Holly Heating and Electric 0.00
Hopking Construction Rentals 805,00
Hughes Electric 0,00
Kershaw Computer Services 0.00 ﬂ
' Activities ™ | Regorts ™ ||_ Shigw Al

2 Select Hughes Electric.

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

«» Edit Yendor sk = help question |Ask ] & How Do 17 R |

Yendor name

ughes Electric

How do T deterrning 0K
e I = |12,|'15)’2EIU7 B the opening balance?
Canicel
Address Info I Additional Info ]
MNotes
Comnparty Name |Hughes Electric Cantact IDavid Hughes r Yendor is
M (M. .. Phone  [510-555-6268 i Hive:

First Name M.I Fax IS[D-SES-GG&?
Last Name Alt. Ph. I
Address Hughes Electric Alt. Contact I

PO, Box 2316

Manaime, BC W6C 2R3 Emal |

Print on Cheque as
IHughes Electric

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

5 Click OK.
QuickBooks asks if you would like to merge the names.
6 Click Yes.

7 When QuickBooks asks if you are sure, click Yes again.

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

8 Close the Vendor list.

Note: Ifyouuse assembly items in QuickBooks Premier Edition products, you cannot
merge them with other assembly items or with any other type of item.

Renaming list items

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

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

To rename a list item in the chart of accounts:

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

Ask a help question |Ask 8 % How Do 12 m

Fu Chart of Accounts

ame ¥ | Tvpe Tax Balance I
+Cash Expenditures Bank 0.00 ;I
+Chequing Bank 51,209.19 _I
+5avings Bank §,878.42

+Accounts Receivable
+Emploves Loans
+Inventory Asset

Accounts Receivable
Other Current Asset
Other Current Asset

86,132.37
62,00
28,227.54

+Retainage Other Current Asset 1,906.30
+Tools & Equipment Other Current Asset 5,000.00
+lIndeposited Funds Other Current Asset 20,808.33
+Trucks Fixed Asset 24,852.91
+Depreciation Fixed Asset -9,000.00 ﬂ

Activities ¥ | Reports ~ ||_ Shiow all

2 In the chart of accounts, select chequing.
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3 Click the Account menu button, and choose Edit.
QuickBooks displays the Edit Account window.
Aska help quastion | Ask i ¥ How Do 1?

e feak ] x|

General Info I Account Details ] p— |

Account is
inactive
Nane |Chequing
™ subaccourt of I j
Description |The Provincial Bank:
Bank Acct, Mo, |555_333_222 How Do I choose

the right b5 line?

Taxline  [<Unassigned: ﬂ

Financial Institution: IOther =

1 use pre-printed cheques For this account

I have I cheques on hand - Crder Cheques |

Remind me when I have I cheques remaining

4 In the Name field, type Master Chequing Account.

-7 Edit Account Ask a help question | Ask 8 * How Do I?

Ivpe  |EET ~ oK |
General Info I Account Details I Cancel |

Account is
inactive
Iame |Master Chequing Account
™ subaccourt of I j
Deseription  [The Provincial Bank
Bank Acct, Mo, |555_333_222 How Do I choose

the right b5 line?

Taxline  [<Unassigned: ﬂ

Financial Institution: IOther =

I use pre-printed cheques For this account

I have I cheques on hand - Crder Cheques |

Remind me when I have I cheques remaining

5 Click OK.

If QuickBooks asks if you want to use computer cheques with this account, click
No.

QuickBooks changes the account name in the chart of accounts.

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

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

To make a list item inactive:

1

w

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

Select Natiello, Ernesto in the list. (Select his name, not the job.)
Click the Customer:Job menu button, and choose Make Inactive.

QuickBooks displays a warning message to confirm if you want to make it inactive.
Click Yes.

Notice that Ernesto Natiello (and the job for his kitchen) no longer appears on the
Customer:Job list. (The customer:job item is only removed from the list—transac-
tions associated with this customer:job will still show in reports.)

B, Customer:Joh List Ask a help question |Ask ¥~ How Do 1? m
Iame Balance Nokes Job Status Estimate Total I
+Memen, Jeanette 756,23 0.00 =]
+2nd story addition 756,23 0.00
+Lkility Shed 0.00 0.00
+Milner, Eloyse 0.00 0.00
+Room addition 0.00 Closed 0.00
+Morgenthaler, Jenny 0.00 5,815.50
+Room Addition 0,00 — Closed 5,515.50

7,034.55
+Office Remodel 0.00 Awarded 7,034.55 =]
Activities ¥ | Reports ¥ ||_ Shiow Al

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

B, Customer:Joh List Ask a help question |Ask 8 % How Do 12 m
# | Mame Balance Nokes Job Status Estimate Total I
+|ility Shed 0,00 0,00 =]
+Milner, Eloyse 0.00 0.00
+Room addition 0.00 Closed 0,00
+Morgenthaler, Jenny 0.00 5,815.50
+Room Addition 0.00 4 Closed 5,815.50
#  +Natiello, Ernesto 3,369.94 | 14,181.92 _I
% +Bathroom remodel 2,079.38
38 +Kikchen 1,290.56 Closed 14,151.92
+Melson, Wil 0
Customer:Job ¥ Ackivities = Reports ™ | [V Show
I

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

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

To print a list of customers:
1 Click the Customer:Job menu button, then choose Print List.

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

2 Click OK to bypass the List Reports message.

QuickBooks displays the Print Lists window, which displays the name of your
printer and printer port. You can select to print to a printer or to a file.

3 Click Print.
Note: This is a fairly long list, so if you don’t want to print it now, click Cancel.

4 Close the Customer:Job list.
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Student test and review

1 Match the information on the left with the appropriate QuickBooks list on the
right.

1. A subcontractor A. Customer:Job list

2. Someone who purchases the goods B. Chart of accounts
or services you sell

3. A new hire C. Vendor list

4. Chequing account D. Employee list

2 Add the following customer using the data below:

Customer Name: Alla Rozenvasser
Opening Balance: $234.00
Company Name: Rozenvasser Advertising
Contact: Alla Rozenvasser
Bill to: 300 Main Street, Suite #3, Penticton, BC V6R 2B1
Phone: 415-555-6767
Fax: 415-555-9090
Alt. Contact: Shannon Stubo
Type: Commercial
Credit Limit: $2500
Terms: Net 15
3 Add a new vendor using the data below:

Vendor: Martin Drywall

Contact: Sean D. Martin

Address: P.O. Box 76, Calgary, AB T2C 5G6
Phone: 555-5432

Fax: 555-6565

Account: 082-4343

Type: Subcontractors

Terms: Net 30

Credit Limit: 1,000.00
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Working with bank accounts

Lesson objectives

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

To learn the features common to all registers

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

To demonstrate how to reconcile a QuickBooks bank account

Handout materials

Handout 12: Registers associated with QuickBooks windows

Handout 13: Using the keyboard to move around a register

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

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

Click Restore.
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Writing a QuickBooks cheque

You can enter cheques directly into QuickBooks by using the QuickBooks Write
Cheques window. When you enter a cheque in the Write Cheques window, you can
see the address information and easily allocate the cheque between multiple accounts.

Suppose that coming back from a customer call, you purchased a new phone for Rock
Castle Construction from a phone company store. Now you should record the cheque
you wrote for the telephone in QuickBooks.

To write a cheque:
1 From the Banking menu, choose Write Cheques.

QuickBooks displays the Write Cheques window.

-« Write Cheques - Chequing Ask a help question | Ask 8 * How Do I?
iprevious Puext Hprint - | | Find Journal

Bank Accaunt I j Ending Balance  $51,209.19

Mo, 4

Date 12/15/2007 |
Pay to the Order of v| $ 0.00

Address

Expenses $0.00 I Ttems $0.00 ] I” Ta be printed
Account Tax  Met Amb Memo Customer: Job E Class :‘
-
[
G5T [0.00
PST 10.00
Clear Splits Recalculate Save & Close | Save & New | Clear |

Apply customer credits to specific invaices as you see fit Ty

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

2 Select the “To be printed” checkbox.
If QuickBooks reminds you to order computer cheques, click Close.
3 In the Pay to the Order of field, type Cal Telephone.

If QuickBooks notifies you that you have bills open for this vendor, click OK. You
are receiving this reminder because you should never use the Write Cheques
window to pay a bill you entered earlier in QuickBooks. If you enter a bill (as you
will in a later chapter), always pay it with the Pay Bills window, not the Write
Cheques window.

73



Working with bank accounts

4 Press TAB to move to the Amount field.

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

5 Type 156.91 (the amount the telephone cost), then press TAB.

Notice that QuickBooks spells out the amount of the cheque for you on the line
below the payee.

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

Your screen should resemble the following figure.

= Write Cheques - Chequing Ask a help question | Ask @ = How Do I? [ x|

Gﬂﬁrevious @Next @Print v| %{Find Journal

Bank Account |chequing j Ending Balance $51,209.19
Ma. To Prink
Date 12/15/2007 |
Pay to the Order of Cal Telephone 'l $ 156,91

One hundred Fifty-six And G1[ DO % # b # # b o o b ok o o ob ob o b oh ok o oh o o ok

Cal Telephone
P.O, Box 1100
Address | Middiefield BC w20 SR3

Memo Acck #415-555-9876-0053

Expenses $136.44 I Ttems §0.00 | I Ta be printed
Account Tax _ Met Amt [lemo Customer:Job  F Class
Utilities: Gas and Elect... |3 136.44 |Local Access B, -~
hd
QST |9.55
psT |10.92
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

Apply customer credits bo specific invoices as you see fit

The Expenses tab is where you assign the amount of the cheque to one of the
expense accounts on your company’s chart of accounts. In this case, Rock Castle
Construction assigns the cheque to its Utilities account and the Telephone subac-
count. You use the Items tab only when purchasing items you plan to stock in
inventory. Note the taxes amount is deducted from the expense amount and
displayed separately.

7 Click Save & Close.

74



8 From the Banking menu, choose Use Register.

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

ster K
Select Account I j

oK | Cancel |

9 Click OK to accept Chequing as the account whose register you want to see.
QuickBooks opens the Chequing register.
Notice that the cheque you just wrote is listed in the register as a cheque that needs
to be printed.

10 Close the Chequing account register.

Using bank account registers

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

Opening a register

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

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

QuickBooks displays the Chart of Accounts window.

0 0 Ask a help question |Ask 8 % How Do 12 m
Iame ¢ | Tvpe Tax Balance
-
+Barter Account Bank -1,000.00 _I
+Cash Expenditures Bank 0.00
+5avings Bank §,878.42
+Accounts Receivable Accounts Receivable 86,132.37
+Emploves Loans Other Current Asset 62,00
+Inventory Asset Other Current Asset 28,227.54
+Retainage Other Current Asset 1,906.30
+Tools & Equipment Other Current Asset 5,000.00
+IIndeposited Funds Other Current Asset 20,808.33
+Trucks Fixed Asset 24,852.91
+Original Cost Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance Other Asset -200.00
+Accounts Payable Accounts Payable 69,124,05
+Calil Card Credit Card 71.02
+QuickBooks Credit Card Credit Card 70.00
+QBCC Dept #1 Credit Card 45.00
+(QBCC Dept #2 Credit Card 25.00 j
Activities ¥ Reports ¥ ||_ Shiow All
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Working with bank accounts

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

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

Ask a help question | Ask 8 ¥ How Do I?
3 Goko... | @Prin;. 0o | @Edi_t Transaction Q_uickReport
Date Mumber Payee Payment S Deposit Balance |
Ex.Rate Type Account | Memo
11/28}2007 S 93,42 49,375.42 |
DEP Interest Income Interest
1z{01/2007 reat Statewide Bank 15, 000,00 34,378,42
CHO Mote Payable Advanced payment on
12{05/2007 25,000,00 9,378.42
TRAMSFR |[Chequing Funds Transfer
12{16/2007 500,00 §,875.42
TRAMSFR. |[Chequing Funds Transfer
B rumber ||Paves T llPavment Cieposit |
Account LI [emo -|
Splits | Ending balance 8,878.42
[ i-line
Sort by IDate, Type, Mumber/Ref * Record | Restore
Improve emploves satisfaction by depositing their pay cheques directly inko their accounts on payda: ‘@

Common features of QuickBooks registers

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

m The register shows every transaction that affects an account’s balance and lists
them in chronological order (though you can change the order by choosing a
different option from the Sort by drop-down list). For example, in a chequing
account, the register shows cheques you've written (either with QuickBooks or by
hand), deposits to the account, and withdrawals from the account.

m  The columns in the register give specific information about the transaction. The
first column is the date. The second column shows a reference number (a cheque
number or a vendor’s P.O. number) and a type (to tell you whether the transaction
represents a cheque or a bill payment, for example). The next column lists the
payee, the account to which you’ve assigned the transaction, and any descriptive
memo you choose to type. The final columns for a bank account show the trans-
action amount (either in the Payment or Deposit column) and whether the trans-
action has cleared the bank (indicated by a checkmark in the column).

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

To complete the exercise:
1 Close the Savings register window.

2 Close the chart of accounts.

76



Entering a handwritten cheque

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

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

To enter a handwritten cheque in the chequing account register:
1 From the Banking menu, choose Use Register.

QuickBooks displays the Use Register window.

Select Account I j

0K | Cancel |

2 Click OK to accept Chequing.
QuickBooks displays the register for the Chequing account.

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

4 Type 1204, then press TAB.
5 In the Payee field, type Bayshore Office Supply, then press TAB.

QuickBooks displays a message telling you that Bayshore Office Supply is not on
the Name list.

6 Click QuickAdd.
QuickBooks displays the Select Name Type window.

Select which type of name bo add then click
kL

) Employee
' Other

oK | Cancel |

Bayshore Office Supply is a vendor, so you can accept the displayed choice.
7 Click OK. QuickBooks adds the new vendor to the Vendor list.
In the Payment field, type 99.95, then press TAB.

(<]

9 In the Account field, type Of, then press TAB. QuickBooks fills in Office Supplies.
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Working with bank accounts

10 In the Memo field, type Office Chair.

The Chequing account register on your screen should resemble the following
figure.

& Chequing Ask a help question | Ask 8 * How Do I?
2 Goto... | ZHprint... | BAEdit Transaction =] QuickRepart

Date Mumber Payee Payment S Deposit Balance |
Ex.Rate Type Account | Memo

12/15/2007 TaPrint  |[Receiver General 277.18 51,226,690 *|
LIAR CHE ||-split-

12{15/2007 ToPrint  [|Cal Telephone 156.91 51,069.75
CHO -split- Acck #415-555-9576-5

12{16/2007 SEMD 500,00 51,569.75
TRANSFR. [[Savings

12{19/2007 300 Wheeler's Tile Etc, 517.50 51,052.25
BILLPMT  |[Accounts Payable H-18756

12152007 | 1204 Bayshore Office Supply Fi99.95 Deposit |
CHY Cffice Supplies ¥ | Office Chair !%|

Ending balance 51,052.28

[ i-line
Sort by IDate, Type, Mumber/Ref * Record Restore

Find software solutions for your business that work with QuickBooks, T

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

You can easily record that you have transferred money between the accounts at your
financial institution using the QuickBooks Transfer Funds Between Accounts window.
Rock Castle Construction wants to record that is has transferred $5,000.00 from

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

QuickBooks displays the Transfer Funds Between Accounts window.

Transfer Funds Between Accounts Ask a help question | Ask |l == How Do I?

Gaﬁre\u'u:u_ls @M&xt | Juurnal

Transfer Funds

Date 12/15/2007 E

Transfer Funds From I j Ending Balance 50,952,353
Transfer Funds To I j

Transfer Amt §

Memo |Funds TransFer

Save & Close | Save & New I Clear I

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

3 In the Transfer Amount field, type 5000.00, then press the Tab key.
Your screen should resemble the following figure.

Transfer Funds Between Accounts #isk. a help question | Ask [l = How Do I?7
ﬂEreviDus @mext | Journal

Date 12/152007 E

Transfer Funds From  |Chequing j Ending Balance 50,952.33
Transfer Funds To Savings j Ending Balance §,876.42
Transfer Amk § 5,000.00
Memo IFunds Transfer
Save & Close Save & New Clear

4 Click Save & Close.

QuickBooks decreases the balance in the chequing account by $5,000 and increases
the balance in the savings account by $5,000.
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Working with bank accounts

Reconciling chequing accounts

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

An overview of reconciliation

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

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

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

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

m The amount of interest, if any, you've received for this statement period
m  Any service charges assessed by the bank for this statement period

m Cheques that have cleared the bank

m  Deposits you've made to the account

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

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

Marking cleared transactions

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

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

QuickBooks displays the Begin Reconciliation window.
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Select an account to reconcile, and then enter the ending balance From your account statement.,
Account Wj last reconciled on 12/15/2007,
Statement Date m@

Beginning Balance 85,667.13 What if my beginning balance doesn't match my statement?
Ending Balance I

Enter any service charge or interest earned,

— Service Charge

Service Charge Date |01.|’31,|’2008 @ Account || j
Cl_assl j

r Interest Earned

Interest Earned 0.00 Date [01/31/2008 | B Accourt | |
Clagsl j

Locate Discrepancies | Continue | Cancel | Help |

In the Account field, make sure Chequing is selected.
In the Ending Balance field, type 106,803.13.
In the Service Charge field, type 14.00.

Gl A~ WN

In the Service Charge Account field, select Bank Service Charges from the drop-
down list.

Your screen should resemble the following.

Select an account to reconcile, and then enter the ending balance From your account statement.,
Account Wj last reconciled on 12/15/2007,
Statement Date m@

Beginning Balance 85,667.13 What if my beginning balance doesn't match my statement?
Ending Balance I 106,803,135

Enter any service charge or interest earned,

— Service Charge

Service Charge 14,00 Date |01.|’31,|’2008 @ Account IBank Service Char j
Cl_assl j

r Interest Earned

Interest Earned 0.00 Date [01/31/2008 | B Accourt | |
Clagsl j

Locate Discrepancies | Continue | Cancel | Help |

6 Click Continue.
QuickBooks displays the Reconcile - Chequing window.
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Working with bank accounts

& Reconcile - Chequing Ask a help question | Ask 8 * How Do I? -

Reconciling For the period ending 01/15/2008

I Show only transactions on or before the statement ending date!

Cheques, Payments and Service Charges

Deposits and Other Credits

5 Date Chg # Payee Arnournt 5 Date Chg # Memo Amount

014/23/2006 Carol L. Walker 1,002,07 |« |f+ [01/01/2006 [Sale 107.00 |
J[11/30/z007 McClain Appliance] 2,279,75 J [o1/01/z008 1,000.00
< |1z10/z007 MiddleField Dryva| 360,00 < |o3gz1)z008 |2 100,00
¥ |12/10fz007 Washuta & Son P 172.50 03/28/2006 |6 100,00
< |1z11}z007 Teschner, Anton: 1,200.00 < |1z/05}z007 25,000,00
12/15/2007 Daigle Lighting 726,62 < |1z/05/2007 |Se321 5,000,00
12/15/2007 Perry Windows & 7,041,561 12/10{2007 |2 109,25
12{15/2007 Sergeant Insuran| 675,00 LI 12{16/2007 |SEND 500,00

Mark All | Unmark Al | GoTo | Columns ko Display. .. |

Beginning Balance 85,667.13 Modify | Service Charge -14,00

Items you have marked cleared — Interest Earned 0.00

5 Deposits and Other Credits 31,207.00 Ending Balance 106,803.13

& Cheques, Payments and Service 6,280.25 Cleared Balance 110,593,588

Charges Difference -3,790.75

Reconcile Now | Leave |

7 In the Cheques, Payments and Service Charges section, select cheque # 265 from
Reyes Properties for $1,200.00, and cheque #266 from Larson Flooring for

$2,700.00.

QuickBooks places a checkmark to the left of both items.

8 In the Deposits and Other Credits section, select the Cheq# 9 deposit
dated12/10/07 for $109.25.

Your screen should resemble the following figure.

“E Reconcile - Chequing Ask a help question | Ask  + How Do I? I - |E|| XI

Reconciling For the period ending 01/15/2008

™ Show only transactions on or before the statement ending date

Cheques, Payments and Service Charges Deposits and Other Credits
5 Date Chg # Payee Arnournt | 5 Date Ref # Memo Amount
12/15/2007 5,000.00 || [01/01/2006 [Sale 107.00
12/11/2007 |DED  |Bad Check Charg 10,00 < |o1/01/z008 1,000,00
01/01z006 |3 Keenan, Bridget s75.00 | < |o3gz1)z008 |2 100,00
12/15/2007 |4 al Telephaone 156,91 03/28/2006 |6 100,00
01/11/2006 (100 |East Bayshare 595,35 < |1z/05}z007 25,000,00
+ |12/01}2007 |265 Reyes Properties 1,200.00 12/05/2007 [S6321 5,000,000
 1Z/01/7007 |266  |Larson Flaaring Z,700.00 | /|12 17 |9
12{01/2007 |267 Roy O, Uchman 62,00 = 12{16/2007 |SEND 500,00
Mark All | Unmark Al | GoTo | Columns ko Display. .. |
Beginning Balance 85,667.13 Modify | Service Charge -14,00
Items you have marked cleared — Interest Earned 0.00
& Deposits and Other Credits 31,316.25 Ending Balance 106,803.13
g Cheques, Payments and Service 10,180.25 Cleared Balance 106,803.13
Charges Difference 0.00
Reconcile Now | Leave |

Tip: The Go To button allows you to select a transaction that needs a correction,
jump to the actual transaction in the register to make an adjustment, then
return to the reconciliation window.

9 Click Reconcile Now.

Wait a few moments while QuickBooks examines and reconciles the account.

10 If QuickBooks prompts you to consider using Online Banking, click OK to

continue.

QuickBooks displays the Select Reconciliation Report window.
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Select Reconciliation Reporkt |

¥our account is balanced, All marked items have been
cleared in the account register,

Select what type of reconciliation report vou'd like to run,

" Summary

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

Qisplarl Print. .. | Cancel |

11 In the Select Reconciliation Report window, select “Detail”, then click Display.
Click OK at the message that QuickBooks displays.

[ifiReconciliation Detail Ask a help question | Ask | = How Do I?
Modify Feport, .. Memorize. .. | Prink. .. | E-mail | Expott,., Hide Header Refresh
1251 PM Rock Castle Construction
121507 Reconciliation Detail
Chequing, Period Ending 01/15/2008
Type 4 Date + Hum = Hame +CIr « Amount 4 Balance 4
Beginning Balance 85,667.13 ﬂ
Cleared Transactions
Cheques and Payments - § items
P Bill Pt -Cheque 11/30i2007 MeClain Appliances g -227975 227a75 4
Cheque 1201 12007 265 Revyes Properties S -1,200.00 -347375
Bill Prrt -Checue 124001 2007 2BE Larzon Flooring S -2,700.00 617975
Bill Pt -Chegue 121052007 Micldiefield Cryaeall S -360.00 -G,539.75
Bill Pt -Chedgue 121052007 Wazhuta & SonPa.. 17250 -6 71225
Invoice 1212007 70 Teschner, &rtoniS.. -1,200.00 T a22s
Bill Pt -Checue 121452007 299 Timberlaft Lumber S -2,254.00 -10,166.25
Chegue 01431 /2008 g -14.00 -10,180.25
Total Chegues and Paymerts -10,180.25 -10180.25
Deposits and Credits - 6 iterns
Deposit 01101 12006 Tranzfer from Sav... S 1,000.00 1,000.00
Deposit 01401 /2006 Sale Jacohsen, Doug S 107.00 1,107.00
General Journal 0352112006 2 S 100.00 1,207 .00
Transfer 1200552007 g 25,000.00 26 207.00
Payment 1200352007 6321 Teschner, &ntons... 2,000.00 31,207.00
Sales Receipt 12052007 9 Keenan, Bridget:S. . S 109.25 3 3625
Total Deposits and Credits 31,316.25 31,316.25
Total Cleared Transactions 21 136.00 21 136.00
Cleared Balance 2 136.00 106 80313 LI

QuickBooks displays the reconciliation detail report. It’s a good idea to print each
reconciliation report, but for the purposes of this lesson viewing the report is suffi-
cient.
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Working with bank accounts

Because QuickBooks Basic and QuickBooks Pro only store information for the
latest reconciliation, you may want to print the report to a file if you think you
will want to print the reconciliation report again. QuickBooks overwrites the
previous reconciliation report with data from the latest reconciliation.

If you're using QuickBooks Premier, you can print the reconciliation reports for all
previous reconciliations.

In addition, if you're using QuickBooks Premier, you have two additional report
options: the reconcile discrepancy report and the reconciliation summary report.
The reconcile discrepancy report lists the transactions that have changed since
you last reconciled an account. This report is useful when the beginning balance
that QuickBooks shows is different than the ending balance from the bank
statement for the previous period. The reconciliation summary report provides a
quick look at the overall totals for deposits/credits and cheques/payments for a
reconciliation period.

12 Close the report window.

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

Viewing cleared cheques in the register

Open the Chequing account register to see the cleared cheques.

To viewed cleared cheques in the register:

1

From the Banking menu, choose Use Register.
QuickBooks displays the Use Register window.
Click OK to accept Chequing.

Scroll through the register to view the cleared items (cheques numbered 265 and
266).

Your register should resemble the figure below.
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& Chequing Ask a help guestion | Ask @ = How Do I?

:@:to... |§Prin;... ||ﬁEdi_tTransaction QuickReport

Date Tumber Payes Payment S Deposit Balance
Ex.Rate Type Account | Merno

11/30/2007 Matiello, Ernestaikitchen J 3,014.04 80,429.55 = |
PMT Accounts Receivable

11/30/2007 Thomas Kitchen & Bath 1,368.00| o 79,061.55
BILLPMT [lAccounts Pavable R 55-501

11/30/2007 McClain Appliances 2,279.75| 76,761.80
BILLPMT | Accounts Payable 85-93117

11/30/2007 264 Great Statewide Bark 1,304.45 75,477.35
CHG -split-

1zj01jz007 | ze5 Reves Properties 1,200,00( o 74,277.35 |
CHG Renk

12/01/2007 266 Larsan Flaoring 2,700.00{ 71,577.35
BILLPMT ||Accounts Payable -|

Splits | Ending balance 45,938.33

[ 1-Line

Sart by |Date, Tvpe, Number,l'Refj Record Restore

Save time and money by depositing ermploves pay cheques directly inta their bank accounts T,

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

4 Close the Chequing account register.
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Working with bank accounts

Student test and review

1 Use the chequing account register to enter a handwritten cheque for $76.95. Use
the next available cheque number and make the cheque payable to Express
Delivery Service, for delivery of a new sign. Assign the cheque to the Freight &
Delivery expense account.

2 Write a QuickBooks cheque to Bayshore Water for $143.87 to pay this month’s
water bill. Assign the cheque to the Utilities:Water expense account.
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Using other accounts in QuickBooks

Lesson objectives

To introduce the other account types available in QuickBooks
To learn how to track credit card transactions in QuickBooks
To reconcile a credit card account

To see how to make a credit card payment

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

To introduce the subject of equity and QuickBooks equity accounts

Handout materials

Handout 14: Determining the value of a fixed asset
Handout 15: Tracking asset cost and depreciation

Handout 16: Understanding QuickBooks equity accounts

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

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

Click Restore.
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Using other account types in QuickBooks

In this lesson, you'll learn about these types of QuickBooks accounts:

Credit card accounts—Used to track transactions you pay for with a credit card.

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

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

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

Tracking credit card transactions

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

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

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

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

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

To enter a credit card charge:
1 From the Banking menu, choose Enter Credit Card Charges.

QuickBooks displays the Enter Credit Card Charges window.

¥_ Enter Credit Card Charges - CalDil Card Ask a help question | Ask 8 * How Do I?
iprevious | [ ext | | Find Journal

Credit Card | SRl j Ending Balance $71.02
Purchased From = | Ref Mo,
& Charge DATE 12/15(2007 |
© Credit

AMOUNT 0.0a

Memo

Expenses $0.00 I Items $0.00 I
Account Tax  Met Amb Memo Customer: Job E Class :‘
-
[
G5T IU.DD
PST |0.00
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

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

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

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

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

4 Click in the Amount field, then double-click to select the entire amount.
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5 Type 30.00, then press Tab.

(<))

Click the Expenses tab (if it’s not already selected).

7 In the detail area, click in the Account column and assign the charge to the
Automobile:Fuel expense account, as shown in the figure below. (Automobile is
the account; Fuel is the subaccount.) Leave the tax column empty for now.

r_ Enter Credit Card Charges - Caloil Card Ask a help question | Ask @ = How Do I?
Gﬂlﬁrevious @ﬂext | %{Find Journal
Credit Card ICaIOiI Card j Ending Balance $71.02
purchased From  Bavshore CalOil Service > | Ref Mo,
& Charge DATE 12/15/2007 |
 Credit
AMOUNT 4 30,00
Memo ||
Expenses $30.00 ] Ttems 40.00 ]
Account Tax et Amt Memo Customer:Job [ Class
Autornobile: Fuel 30.00 -
hd|
G5T |0.00
PST |0.00
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

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

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

Reconciling a credit card statement

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

To reconcile a credit card statement:
1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Click CalQil Card in the list once to select it.
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3 Click the Activities menu button, then choose Reconcile Credit Card.
QuickBooks displays the Begin Reconciliation window.

Select an account to reconcile, and then enter the ending balance From your account statement.,

Account [~ aloil Card] j last reconciled on 11/25{2007,

Statement Date |12,|’25,|’200? @

Beqinning Balance 135.80 ‘What if my beginning balance doesn't match my statement?
Ending Balance I

Enter any finance charge,

Service Charge

Finance Charge 0.00 Date |08,|’24,|’2005 @ Account I j
Cl_assl j

Locate Discrepancies | Continue | Cancel | Help |

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

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

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

6 Press Continue.

QuickBooks displays the Reconcile Credit Card window.

"E Reconcile Credit Card - Cal0il Card
Reconciling for the period ending 12/15/2007 [~ Show only transactions on or before the statement ending date!
Charges and Cash Advances Payments and Credits
ra Date Ref # Pavee Armount < Drate Ref # Mema Amaunt
12/03/2007 Bawshore Caldil 5 23.50 | 121022007 135.80 ]
12f12f2007 Bayshore Caldil 5 47.52
121152007 Bayshore Caldil 5 30.00
Tark all Unmark All | Go To | Columns to Display, ..
Beginning Balance 135.80 Modify | Finance Charge 0.00
Items you have marked cleared — Ending Balance i01.02
0 Payments and Credits 0.00 Cleared Balance 135.80
0 Charges and Cash Advances 0.00 Difference 34,78
Reconcile Now | Leave |

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

To mark the transactions as cleared:
1 In the Charges and Cash Advances section of the window, select all three charges.

2 In the Payments and Credits section of the window, select the 12/02/07 payment
for $135.80.

QuickBooks places a checkmark in the column to the left of each transaction you
select. Your Reconcile Credit Card window should resemble the following figure.

"E Reconcile Credit Card - Caloil card

Reconciling for the period ending 12/15/2007 [ show only kransactions on or before the stakement ending date
Charges and Cash Advances Payments and Credits
4 Date Ref # Payee Amount o Date Ref # Memao Amount
S| LEi0Eiz007 Bayshore Caldil 5 23.50 07 i
S LEzie00y Bavshore Caldil 5 47.52
 1Z/15/2007 Biavshore Caldil 5 30,00 ]
Mark. All Unmark &l | Go To | Columns to Display...
Beginning Balance 135,80 Madify | Finance Charge 0,00
Items you have marked cleared — Ending Balance 101.02
1 Payments and Credits 135.80 Cleared Balance 101.02
3 (Charges and Cash Adwvances 101,02 Difference 0.00
Reconcile Now Leave

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

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

The outstanding balance on this account is 101,02, oK |
Tao pay all or a portion of khis amount, select the
pavment type and click Ok. To leave the balance in ] |
the reconciled account, click Cancel.
Payrment Help |
% Yrite & cheque for payment nows

€ Enter a bill for payment later

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

QuickBooks displays the Select Reconciliation Report window.
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Select Reconciliation Report xl

¥our account is balanced, All marked items have been
cleared in the account register,

Select what type of reconciliation report vou'd like to run,

" Summary
™ Detail

Ta wiew this report at a later time, select the Report
meny, display Banking and then Previous Reconciliation,

gisplayl Print. .. | Cancel |

5 In the Select Reconciliation Report window, select Detail, then click Display. (If
you wanted to keep a copy of the reconciliation report, you would click Print, but
you don’t need to print the report for this lesson.)

6 Click OK at the message that QuickBooks displays.

7 Review the report, then close it.

Paying a credit card bill

To write a cheque for the bill now:

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

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

+ Write Cheques - Chequing Ask a help question | Ask | + How Do I? E3
Werevious Puext ggrrnt ~ | €Y Find Journal

Bank Account |Chequing| j Ending Balance 451,209,129
Ma.
Date 12/15/2007 |
Pay to the Order of | $ 101,02

OnehUndrEaneandDleDD**********************************

address

Expenses $101.02 I Ttems $0.00 ] I” Tobe printed
Arccount Tax et Amt flemo Customer:lob B9 Class
Calil Card 101.02 -
~|
G5T 10,00
PST |U-UU
Clear Splits Recalculate Save & Close Save & New | Clear |
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2

3

5

Click in the Pay to the Order of field and select CalOil Company as the name of
the credit card company from the drop-down list.

When QuickBooks asks if you want to autorecall the previous transaction for
CalOil Company, click No.

Click in the “To be printed” checkbox to put a checkmark in it.

If QuickBooks reminds you that you can order cheques from Intuit, click Close.
Your window should resemble this one.

= Write Cheques - Chequing Ask a help question | Ask B # How Do 12 x|
rrevious [Pret Hrring - | €| Find Journal
Bank Account |Chequing j Ending Balance $51,209.19
Mo, To Prink
Date 12/15/2007 @)
Pary to the Order of Caldil Compary '| + 101,02

One hundred one and D2/ 100% * * % % & & ok s ok ok ok ok ok ok Kok ok ok ok & Kk Kk &

Caldil Comparry
PO Box 625
Address | Middlefield BC V20 5R3

Expenses $101.02 I Ttems $0.00 I
Account Tax__ Met Amt [Memo Customer:lob B lass
Caloil Card 101,02 -
~|
G5T |0.00
PsT |0.00
Clear splits | Recalculate | Save & Close | Save & New | Clear |

Click Save & Close to record the transaction.

QuickBooks subtracts $101.02 from your chequing account and also subtracts that
amount from what you owe to the credit card company.

Working with asset accounts

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

An Other Current Asset account tracks assets that are likely to be converted to
cash or used up within one year. If you buy and sell inventory, the value of all
your inventory on hand is usually shown in an Other Current Asset account
called something like “Inventory Asset.” Other current assets might include
treasury bills, certificates of deposit, prepaid expenses (amounts already paid for
services your business has yet to receive), prepaid deposits (which will be returned
to you at a later date), reimbursable expenses, and notes receivable (if due within
one year).
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m A Fixed Asset account tracks assets your business owns that are not likely to
be converted into cash within a year. A fixed asset is usually something
necessary for the operation of your business, like a truck, cash register, computer,
or photocopier.

Setting up an Other Current Asset account

Suppose you need an Other Current Asset account to track a prepaid expense for rent.
(The landlord requires a six-month advance payment.)

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

QuickBooks displays the New Account window.

Type = oK |

General Info I Account Details I

Cancel

Mexk |

Mame | Account is
inactive
™ subaccount of I j
Description |
Bank Acct. No. | How Do 1 chaose
the right b5 line?
UeRe I <Unassigned> ﬂ &m [ entering the
Correct opening
Financial Institution: IOther - balance and date?
Opening Balance | as of |12."15."200? E

I use pre-printed cheques For this account

I have I cheques on hand - Crder Cheques |

Remind me when I have I cheques remaining

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

In the Opening Balance field, type 6000.

Click OK.

QuickBooks displays the new account in the chart of accounts.

FuChart of Accounts Ask a help question Askl b Hu

Gl A WN

Name ¢ | Twpe Tax Balance I
+Prepaid Rent Other Current Asset 6,000,00 ;I
+Employee Loans Other Current Asset 62,00 _I
+Inventory Asset Other Current Asset &), Sy
+Retainage Other Current Asset 1,906,30 ﬂ
i Account 'EI Activities  * | Reports = | [~ Show &l

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

Fixed Asset Tracking allows you to keep track of asset information, easily add new
fixed assets to QuickBooks, track disposed fixed assets, and produce fixed asset reports.
The Fixed Asset Item list provides a way for your clients to easily enter and track
information such as asset names, serial numbers, acquisition dates and disposal dates.

Setting up asset accounts to track depreciation

There is more than one way to keep track of depreciation; this is just one suggested method.
If you have students who are keeping track of asset depreciation in other ways, assure them
that they can continue using their own method.

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

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

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

In the next exercise, you'll set up an asset account to track depreciation on a new
trailer purchased by Rock Castle Construction.

To set up asset accounts to track depreciation:

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

QuickBooks displays the New Account window.

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

w

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

QuickBooks displays the new fixed asset account in the chart of accounts.
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Askl “# How Do I?-:I

| 0,00 |28

fsk a help question

fu Chart of Accounts

1 IEEE

#Trucks 24,852,91 _I
¢ Original Cost 33,852.91
+Depreciation -9,000.00 ﬂ

Activities  * | Repaorts ™ ||_ Show Al

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

To add subaccounts:

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

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

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

Gl A~ W N

Leave the opening balance blank.

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

Your screen should resemble the following figure.

-7 Mew Account Ask a help question | Ask B # How Do 12

Type |Fi>ced Asset ﬂ

Cancel

i

hame ICDSt et
¥ Subaccount of Iirrailer j Accourt is
inactive
Description |

Moke |

J How Do I choose
-

Tax Line |l inassigned> the right bz line?

Opening Balance I as of |12."15."200? @

6 Click OK.

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

71 New Account #Ask a help question | Ask | = How Do I? E
Type  |Fixed Asset | oK |
Cancel |
Marne I.D.ccumulated Depreciation Mexk |
v Subaccaunt of ITraiIer j [ Account is
inactive
Description |
Moke |
- - How Do I choose
Taxline | <\nassigned: A the right tax fine?

Opening Balance I as of |12."15."2UU? E

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

T Chart of Accounts Ask. a help question Askl # How Do I? I - |I:I| xI
I Mame I i I Type Tax Balance I
+Lindepasited Funds Other Current Asset 26,544,06 &

I

+fccumulated Depreciation Fixed Asset 0.00 _|

+Cost Fixed Asset 0.00
+Trucks Fixed Asset 24,852,91

+0riginal Cast Fixed Asset 33,852.91

+[Depreciation Fixed Asset -9,000.00
+Pre-paid Insurance COther Asset -200.00
+accounts Payable accounts Pavable 70,814,085
+Caloil Card Credit Card 0.00 -
Chccount ¥ aciies | Reports ¥ | ™ show al

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

For most fixed asset accounts found in your Chart of Accounts, you should create a
corresponding fixed asset item that describes the fixed asset.

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

QuickBooks displays the Fixed Asset Items List screen:

¥ Fized Asset Item List Ak & help question .ﬂskl % How Do I?

Mame Purchase Date Description | Accounk Cost

L

Activities ¥ | Reports ¥ | = Show &l

2 To add a fixed asset item, click the Item menu button, then choose New.

The QuickBooks New Item screen is displayed:

Type 0K |
’7 [r— | Use for property you purchase, track, and may eventually sell.

Fixed assets are long-lived assets, such as land, buildings, fearee]
furniture, equipment, and vehicles,

Mexk |
Asset Mame/humber Asset Account
| | j Custom Fields |
— Purchase Information ——————— ~ Sales Information —————————————————— Speling |

Purchase Description  Itemis © new & used | |Sales Description [ Itemis sold
I [ Irem is inactive

L5 I @ Sales Date I E
Cost I—DDD Sales Price I—UUU
WendorfPayee I Sales Expense 0,00

r— Asset Information

Asset Description
Location PO Mumber Serial Number ‘Warranty Expires
| L]
Motes

Notice the Type field is set to Fixed Asset and cannot be changed.
3 In the Asset Name/Number field, type Trailer and press TAB.

E

In the Purchase Information area, ensure the “Item is new” option is selected.

5 In the Purchase Description field, type 12 cubic meter double axle trailer and press
TAB.

6 In the Purchase Date field, type 12/15/2007.
7 In the Purchase Cost field, type 30000.
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8 In the Asset Account field, select the Trailer fixed asset from the drop-down list.
9 In the Inventory Information area, type SN12345 in the Serial Number field.

The New Item screen should look as follows:

Ask a help guestion | Ask ® =+ How Do I?

— Tvpe

1] 4
- Use for property wou purchase, track, and may eventually sell. —I
Fixed Asset | = = ==
Fixed assets are long-lived assets, such as land, buildings, ol |
furpiture, equiprment, and wvehicles.
MHexk |

Asset Marne/MNumber Asset Account
Trailer | Traier j Custom Fields |
r Purchase Information ——————— ~ Sales Information Spelling |
Purchase Description Iremis © new ( used | | Sales Description [ Ttem is sold

. - [" Itemis inactive
|12 cubic meter double axle trailer |

Date 1271502007 & — I =l
Cost I 30,000,00 Sales Price I LLAE]

Yendor/Payes I Sales Expense 0,00

r Asset Information
Asset Description

Location PO Number Serial Number Warranky Expires

I I [aniza4s I =
Maotes

10 Click OK to create the fixed asset item.
The updated Fixed Asset Item List is displayed with the added item:

#. Fixed Asset Ttem Liskt Ask a help guestion | Ask B % How Do 12

purchase Date

+Trailer ic meker|Tra 30,000.00

Ackivities ¥ Reports ¥ ||- Shiow Al
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11 To add another fixed asset item follow the steps below:
- Click the Item menu button, then choose New
- In the Asset Name/Number field, type Pickup Truck and press Tab.
- Select the “Item is used” checkbox.
- In the Purchase Description field, type 2000 1-Ton Pickup and press Tab.
- In the Purchase Date field, type 12/31/2007.
- In the Purchase Cost field, type 18602.91.

- In the Asset Account field, select the Trucks fixed asset from the drop-down
list.

- In the Serial Number field, type SN2000.
- Click OK to create the fixed asset item.
12 To add a third fixed asset item follow the steps below:
- Click the Item menu button, then choose New
- In the Asset Name/Number field, type Utility Truck and press Tab.
- Select the “Item is used” checkbox.
- In the Purchase Description field, type 1999 1/2 Ton 4WD and press Tab.
- In the Purchase Date field, type 12/31/2007.
- In the Purchase Cost field, type 12250.

- In the Asset Account field, select the Trucks fixed asset from the drop-down
list.

- In the Serial Number field, type SN1999.
- Click OK to create the fixed asset item.
The updated Fixed Asset Item List is displayed with the added item:

#. Fixed Asset Ttem Liskt Ask a help question Askl “* How Dm
Marne Putchase Date Description | Account Cost I

+Pickup Truck, 1213102007 2000 1-Ton HTrucks 18,602,91

+Trailer 121542007 12 cubic met | Trailer 30,000,000
2 kliky Truck, 1999 1/2 Tor 5 -m

Ackivities ¥ Reports ¥ ||- Shiow Al
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Reporting fixed asset item information

Suppose you're viewing the Fixed Asset Item list, and you want to see a summary
report of all the fixed asset items.

To generate a fixed asset item summary report:

1 From the Fixed Asset Item List, click the Reports menu button, then select Fixed
Asset Listing.

The following report is displayed:

FiFixed Asset Listing
Modify Report... IMemorize. .. | Print. .. | E-mail | Export. .. Hide Header Refresh | Sort By |Default hd
9:09 AM Rock Castle Construction
12807 Fixed Asset Listing
December 15, 2007
@ Hem <+ FAM Humber < Purchase Date < Purchase Description < Account £ Cost @
b Pickup Truck 12431 2007 2000 1-Tan Pickup Trucks 1560291 4
Trailer 121 512007 12 cubic meter double a...  Trailer 30,000.00
LHility Truck 12031 2007 199912 Ton $HWD Trucks 12,250.00

The Fixed Asset Listing report provides a one line summary of all fixed asset items.

2 Close the report and you return to the Fixed Asset Item List screen.

Working with liability accounts

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

liabilities:

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

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

Tracking a loan with a long-term liability account

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

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

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

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

Your screen should resemble the figure below.

hewaccowt " [EEETEEIT] RAITIY MIES)
Tvpe ILong Term Liability = 0K |
Name |Trailer Loan et |
I” subaccount of | j [~ Account is
inactive
Description |
Bank Acck, Mo, |
= - How Do I choose:
Taxline |<Unsssigned:> = the right tape fine?

Opening Balance | as of |12."15."200? @

5 Click OK.

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

Tu Chart of Accounts Ask a help question | Ask 8 * How Do I? I _ |E|| XI
ame I ¥ | Tvpe Tax Balance I
+Payroll Liabilities Other Current Liability 4,243.18 ;I
+Direct Deposit Liabilities Other Current Liability 0.00
+G5T Payable Other Current Liability 7,768.73
+P35T Payable Cther Current Liabilit 19,210,585
|
+Mote Payable Long Term Liability 3,440.83
+Truck Loan Long Term Liability 5,556.51
+Opening Bal Equity Equity 15,243.39
+Owner's Equity Equity 19,000.00
+Owner's Contribution Equity 25,000,00 ﬂ
Activities ¥ | Reports ~ ||_ Shiow &l

Because this is a new loan, you are either receiving money to deposit in your bank
account or receiving a new asset. In this example, you received an asset (the new
trailer), so you need to show an increase in the asset’s Cost account.

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

QuickBooks displays the Trailer:Cost register.

= Trailer:Cost sk 2 help question |Ask [ ¥ How Do 17 (RS |
& Goto,., | gGPrint... | EAedit Transaction  {=|QuickRepart

Date Ref Payes Decrease Increase Balance
Type Account | Memo
1| Paver ¥ ||Decrease Increase
Account LlMemo

Splits | Ending balance 0,00

|- 1-line
Sort by [Date, Type, Number(Ref ¥ Record Restare |

&pply customer credits bo specific invoices as vou ses fit
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2 In the Increase field, type 30,000.

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

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

Your screen should resemble the following.

& Trailer:Cost Ask a help question | Ask 8 % How Do I?

:goto... |®PrinL... ||ﬁEdi_tTransaction QuickRepDrt

Date Ref Payee Decrease S Increase Balance
Type Account | Mermo
12i1siz007 B Ref Paves ¥ ||Decrease 30,000.00
GEMIRML [|[Trailer Loan LI Termo

Splits | Ending balance 0.00

[ 1i-Line

Sart by [Date, Type, Number,l'Refj Record Restore

Apply customer credits bo specific invoices as vou see fir T,

4 Click Record.
5 Close the register window.

6 Close the chart of accounts.

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

Recording a payment on a loan

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

To record a payment on a loan:
1 From the Banking menu, choose Write Cheques.

QuickBooks displays the Write Cheques window.
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Using other accounts in QuickBooks

2 In the “Pay to the Order of” field, type Great, then press Tab.

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

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

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

5 Inthe Net Amt column highlight the amount that QuickBooks prefilled, then type
225.00.

6 On the next line, assign the remainder of the expense (275.00) to the Trailer Loan
long-term liability account.

-+ Write Cheques - Chequing Ask a help question | Ask 8 % How Do 17 E3
irrevious [Puext HPring - | €y Find Journal
Bank Account |Chequing j Ending Balance $51,108.17
Ma. Ta Prink
Date 12/15/2007 @)
Pay to the Crder of Great Canadian Bank. hd | $ 500,00

Five hundred and OOFLOO% % * # o % & ok s & ok sk ok ok o ok ok ok ok ok ok ok ok Kk ok o K ok

Great Canadian Bank
P.0, Box 522
Address | Bavshore BC Wa0 3RS

Expenses $500.00 I Ttems £0,00 ] ¥ Ta be printed
Account Tax fet Amt Memo Zustomer: Job ﬁ Class
Interest Expense:Fin. .. 225.00 S
Trailer Loan x| = 275,00 | i
~|

55T |0.00

PsT {0.00
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

Do wou buy o sell products outside of Canada? Expand yaur harders with QuickBoaoks Multicurrency! T

7 Click Save & Close to record the payment.

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

m In your chequing account, QuickBooks subtracts the amount of the cheque from
your balance.

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

m In the Trailer Loan liability account, QuickBooks subtracts the principal amount
from the current value of the liability (reducing the amount of your debt).
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Depreciating and selling fixed assets

Entering depreciation transactions

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

To enter a transaction for depreciation:

1
2

In the chart of accounts, select the Trailer: Accumulated Depreciation subaccount.
Click the Activities menu button, then choose Use Register.

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

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

Your register should resemble the following figure.

& Trailer:Accumulated Depreciation Ask a help guestion [Ask® * How Do 12

:@:to... |®Prin§... ||ﬁEdi_tTransaction QuickRepDrt

Date Ref Payee Decrease Vi Increase Balance
Type Accaunk | Memo
12i1siz007 B Rer Paves X |[1,300.00 Increase
GEMIRML | Depreciation Expen: LI Memo

Splits | Ending balance 0.00

[ 1-ine
Sortby |Date, Type, Number,l'Refj Record I Restore

Improve employee satisfackion by depositing their pav chegues directly inta their accounts on pavda %

5 Click Record.

6 Close the register window.

7 Close the Chart of Accounts window.

When you record the transaction, QuickBooks does the following:

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

Enters the depreciation amount as an increase to your company's depreciation
expense in the expense account that tracks depreciation.
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Disposing of fixed assets

When managing your own fixed assets, you can record the disposal of fixed assets
using sales receipts/invoices when you receive money or the promise of money from
the purchaser of the asset or using general journal entries when you don't receive
money for the asset.

In the following exerice, we will record the disposal of a fixed asset created in a
previous exercise by updating the fixed asset item sales information, generating a sales
receipt recording payment at the time of the sale, then flagging the fixed asset item as
as inactive.

To update the sales information for a fixed asset item:

1 From the Fixed Asset Item List, select the Trailer fixed asset, click the Item button,
then select Edit to display the Edit Item screen.

2 In the Sales Information section, select the Item is sold checkbox.

QuickBooks automatically fills in the Purchase Description field from the Sales
Description field.

3 In the Sales Date field, type 12/15/2007.
4 In the Sales Price field, type 28000.
This Edit Item screen should look like the following:

Ask a help question | Ask® =+ How Do I?
Type oK
’7 [ — - | Use for property you purchase, track, and may eventually sell.

Fixed assets are long-lived assets, such as land, buildings, Cancel
Furniture, equipment, and wehicles.

Custom Fields

ik

Asset Mame/MNumber Asset Account
I [Trailer j Speling
r— Purchase Information —————— ~ Sales Information [ Item is inactive
Purchase Description  Irem is ' new (' used | | Sales Description [V Them is sold
12 cubic meter double axle trailer |12 cubic meter double axle trailer

Date 1271572007 ) Saespate  |12/15i2007 |
Cost I 30,000,00 Sales Price I 28,000,00

Wendor/Payes I Sales Expense 0,00

r— Asset Information

Locatian PO Number Setial Murmber Warranty Expires

[ SH1Z345 I =
Maotes

Assek Descripkion

B Press OK to save the changes and return back to the Fixed Asset [tem List screen.
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To record the sale of a fixed asset:
Now that the fixed asset sales information has been updated, it’s time to generate
the sales receipt.

1 From the Fixed Asset I[tem List, press the Activities button, then select Enter Sales
Receipts.

This displays an empty Sales Receipts screen (note that the next lesson will go into
more detail about creating sales receipts and invoices):

B4 Enter Sales Receipts Ask a help question | Ask @ = How Do I?

Gﬂﬁrevious @Next @Print - @E-mail |ﬁFind Spelling l:‘:hHi_sI:Dry - Journal @Time[(:osts...
Customer; Job Class Template Customize I

I j I j |Custom Sales Receipt j

Sales Receipt 12/15/2007  ®@| |2

——

-
Ikem Drescripkion by Lnik R.ate Amounk Tax
-
=
Custarner - GET 0.00
Message
PaT 0.00
Tikal 0.00
[ Tobe printed Memo |

e crun b e undepnsEed fnds l_fga ™ Frocess credit card payment when saving

" Deposit To IPrepaid Rent ﬂ Save & Close | Save & New Clear
OuickBooks Backup Service is automatic which saves vou time T,

2 In the Customer:Job field, click the drop-down list arrow.
QuickBooks shows you a list of Rock Castle Construction’s existing customers and
jobs.

3 Choose Smith, Lee for the customer and job. Because this name has already been
entered on the Customer:Job list, QuickBooks knows the billing name, the
address, and the payment terms and updates the sales receipt form.

4 Click in the Item field.
5 Click the down arrow to display the list of items. Select Trailer, then press Tab.
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QuickBooks automatically fills in the Amount field with the selling price of the
Trailer fixed asset item. The Sales Receipt screen should look as follows:

B4 Enter Sales Receipts Ask a help guestion | Ask @ = How Do I?
previous B Hext @ - @ | %‘{ [#4 speling QbHi_storv - [E] 30urnal @Time[ﬂ:osts...
Customer: Job Class Template Customize I
|SmiI:hJ Lee j || j |Custom Sales Feceipt j
Sales Receipt ans;zum- B 2.

Lee M Smith
431 Hampshire Blvd
East Bayshore BZ W1H 2X6

5 Unik Rate Arnounk Tax
Trailer 12 cubic meter 28,00... | 28,000.00 S o
double axle trailer LI
Customer - GaT 1,960.00
Message
P57 2,240.00
Tokal 32,200.00
™ Tobe printed Memo |

P dit card £ b i
¥ Group with other undeposited Funds ™ Process credit card payment when saving

” Deposit To IPrepaid Rent j Save & Close | Save & New I Rewvert I

Writing or printing employee pay chegues on payday? With Direct Depasit, manual entry is qone %

6 Record the sale by clicking Save and Close. You are returned to the Fixed Asset
Item List.

To flag a fixed asset item as inactive:
Now that the fixed asset has been sold, it should be marked as inactive.

-t

From the Fixed Asset Item List, select the Trailer fixed asset, click the Item button,
then select Edit to display the Edit Item screen.

2 Select the Item is inactive checkbox to the right of the Sales Information section.
3 Press OK to return to Fixed Asset Item List.

Note that the Trailer fixed asset is no longer displayed in the list.
4 To see the inactive Fixed Asset Items, click the Show All checkbox.

QuickBooks re-displays the Fixed Asset Item List and includes the inactive items:

¥ Fined Asset Item List Ask a help question | Ask 8 = How Dn
% | Hame Purchase Date Descrip. .. | Accounk Cosk I

@ Pickup Truck 12/31/2005 2000 1-Ton|Trucks 18,602,91

i o Trailer 126156200? 12 cubi Trailer 30,000.00

Ikem 'l Ackivities 'l Reports 'lpf;éhow AII

5 Close the Fixed Asset Item list.
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Understanding equity accounts

Equity is the difference between what you have (your assets) and what you owe (your
liabilities). If you sold all your assets today and paid off your liabilities using the
money received from the sale of your assets, the money you’d have left would be your
equity.

A balance sheet shows your company assets, liabilities, and equity on a particular date.
Because equity is the difference between total assets and total liabilities, it’s also true
that total assets equal the sum of total liabilities and equity.

As you enter the opening balances of your assets and liabilities, QuickBooks calculates
the amount of equity and records it in an equity account called Opening Bal Equity
(Bal stands for Balance).

In addition to the Opening Bal Equity account, QuickBooks sets up another type of
equity account for you called Retained Earnings. This account tracks your company's
net income from previous fiscal years. QuickBooks automatically transfers your profit
(or loss) to Retained Earnings at the end of each fiscal year.

If your company is a sole proprietorship (an unincorporated company with only one
owner), you don’t have to add any more equity accounts to your chart of accounts. All
the equity belongs to the company’s sole owner.

You can get as involved in tracking equity as you want. Some people like to track
owner investments, owner’s draws, and retained earnings prior to their QuickBooks
start date by putting them in separate equity accounts. If your business is a
partnership, you'll probably want to set up separate equity accounts for each partner.

To learn more about equity and to learn how to set up equity accounts for your
business, search the onscreen Help index for equity.
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Student test and review

Assume that the owner of Rock Castle Construction has taken out a loan and
purchased a computer system for $15,000. He wants to track the accumulated
depreciation and cost of the system in two separate fixed asset accounts.

1 Create a fixed asset account called Computer System and two subaccounts—one
for Cost and one for Accumulated Depreciation.

2 Create a long-term liability account to track the loan.

Enter the amount of the loan as an increase in the asset’s Cost account. Assign the
transaction to the loan liability account.
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Entering sales and invoices

Lesson objectives

m To learn about the different formats available for sales forms

m To practice creating a new invoice

m To learn the purpose and use of the QuickBooks Item list

m  To see how QuickBooks records the information you enter on sales forms
m To memorize an invoice transaction for reuse

m  To add a new item to the Item list

m To add a new price level to the Price Level list

m To associate a price level with a customer

m  To generate customer statements

m To create sales orders

Handout materials

m Handout 17: Create Invoices window
m Handout 18: Enter Sales Receipts window
m Handout 19: Choosing a format for sales formss

m  Handout 20: Types of QuickBooks items

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

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

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

3 Select the gbcanlesson.gbb file, then click Open.

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

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

6 Click Restore.
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Using sales forms in QuickBooks

Any time you make a sale in your business, you record it in QuickBooks on a sales
form. A sales form can be an invoice (when you expect payment to come later), a sales
receipt (when you expect payment at the time you make the sale), or a credit memo.

When to use different types of sales forms

The type of sales form you use depends on whether you expect payment in the future
or at the time of the sale.

For payment in the future

If you expect to receive payment at some future date, you enter an invoice. The

invoice lists the customer’s name and address, along with an itemized list of how
much that customer owes.

To display a completed invoice form in QuickBooks:
1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.

2 Click Previous to display the previously created invoice.

B Create Invoices Ask a help question | Ask ® <+ How Do I? E3

lprevions et &5 - EalEmail |%‘ #opeling ByHistary  E] Journal £ Time{Casts...

Custamet: Job Class Template Customize I

Elkon, Johnmy:Dental affice j I j |Intuit Service Invoice j

Invoice 12152007 & |75

Johnry Melkan, DDS
300 Main Sk, Suite 3
Bayshore BC %3R 5¥7

Terms

Ikem by Linit

Amaunt Class
Reimb Group &
Installation 40 Installation labar 35.00 1,400.00 S _I
-
Cuskarner - G3T 33,00
Message
PST 112,00
Tokal 1,610.00
[ To be printed Balance 1,610.00
Memo I Save & Close I Save & New Revert

Yiou built your Business, now probect it with QuickBooks Backup Service %
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If you own a business that sells products, like Rock Castle Construction, your
invoice lists the products purchased by the customer, the amount charged for each
item, and any sales tax you need to apply. Notice that Rock Castle Construction’s
invoice charges for both products and services (such as labour).

A business that sells mainly services, such as a consulting firm, might use a
different type of sales form than the one shown previously. QuickBooks lets you
choose from three different preset formats for your sales forms, or you can create
your own customized forms.

3 Close the Create Invoices window.
For payment at the time of sale

If you receive payment at the time you make a sale—either by cash, cheque, or credit
card—you fill out a sales receipt instead of an invoice. Like the invoice, the
QuickBooks sales receipt includes information about the items or services purchased,
but it also includes information about how payment was made.

To display a completed sales receipt in QuickBooks:
1 From the Customers menu, choose Enter Sales Receipts.
QuickBooks displays the Enter Sales Receipts window.

2 Click the Previous button to view the previously entered sale.

B4 Enter Sales Receipts Ask a help question | Ask 8 * How Do I?
iprevious Puet &5 - B3 | € #speling ByHistory - Journal &5 Time{Costs. .

Customer; Job Class Template Customize |
Bridget: Sun Room| j I j ICustom Sales Receipt j

Sales Receipt mem = m

Bridget Keenan
213 Fern Lane
East Bayshore BC ¥ST 475

K EEnan,

Cheque Mo, *ayment Method
1245

Drescription by Linik Rate 5
Fluorescent Ceil,.. |Florescent 1 95,00 95,00 5 -

Lights
|
Customet |Thank you For your © GaT i
Message |business. PST 7.60
Total 109.25
™ Tobe printed Memo I

P dit: card b i
" Group with other undeposited funds I Process credit card payment when saving

& Deposit Ta IChequing ﬂ Save & Close | Save & New | Revert
FREE! Get the first 30 days free when you sign up for QuickBooks Backup Service T

The sales receipt is similar to the invoice—both forms display customer infor-
mation and describe the items and services purchased. However, because payment
is made at the time of sale, the sales receipt has deposit information at the bottom
of the window.

3 Close the Enter Sales Receipts window.
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Choosing a format for sales forms

QuickBooks has four different formats for invoices: Service, Professional, Product, and
Custom.

m  Use the Service format if you primarily sell services but occasionally sell goods.

m  Use the Professional format if you sell services and need a lot of room for
descriptions of your services.

m  Use the Product format if you sell parts or products and need fields relevant to
shipping.
m  Use the Custom format if you want to tailor a form to your type of business.

Each format has an onscreen version and a printed version. This lets you record all the
sales detail you need, but print only what you want customers to see. For example, if
you use the Professional format, the onscreen version shows the number of hours
you're billing the client as well as your hourly rate; the printed version shows only the
Description and the Amount fields. You'll learn how to customize forms in Lesson 15,
“Customizing forms and writing QuickBooks Letters.”

Filling in a sales form

Suppose Rock Castle Construction wants to bill a customer for a portion of a kitchen
remodeling job. Because they expect payment to be made in the future (rather than
cash on the spot), they need to create an invoice.

Filling in the customer information

Filling in an invoice is just like filling in a paper form; you enter the customer
information first, followed by a description of the charges.

To enter customer information on an invoice:

1 From the Customers menu, choose Create Invoices.
Notice that the new invoice already has the current date (12/15/2007 in the
sample file) entered in the Date field, and the next invoice number assigned in the
Invoice # field.

2 In the Customer:Job field, click the drop-down list arrow.

QuickBooks shows you a list of Rock Castle Construction’s existing customers and
jobs.
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3 Choose Jacobsen, Doug:Kitchen for the customer and job. If QuickBooks reminds
you that you have recorded billable time or costs for this customer, click OK.
Because this name has already been entered on the Customer:Job list, QuickBooks
knows the billing name, the address, and the payment terms. It provides this
information for you on the top half of the form.

B Create Invoices Ask a help question | Ask |+ How Do I?
ﬂErevious @ﬂext @ - @Email | ﬁ Spelling E‘:h History Journal Eé Time/Costs, .,
Customer; Job Class Template Customize I
||,'Iacobsen, Doug:Kitchen j I—j |Custom Irrvoice j
- Dake Invoice #
Invoice

L2isiz0n @

Ship To

Doug Jacobsen
6345 Ocean View
Bayshore, BC Y1M ZX6

Ikem Cuankiky Lnik Description Price Each  Amount

het 30 v |[oLi14/2008 E@|[1097-01-DIAC
TAY
-

Filling in the line item area

On the bottom half of the invoice, you list each service or product you're selling on
its own line, along with the amount the customer owes for that item. Because
information about individual items is on separate lines, the lines are called line items.

In QuickBooks, you enter line items using the Item list, so you don’t have to type and
retype lines for services or products you sell frequently. For example, an architect
would have one item for design and another for construction supervision.

But items are not just products you sell or services you provide to clients. Line items
can be anything you might want to put in the detail area of an invoice, like a discount,
a subtotal line, a markup, or a sales tax calculation.

Rock Castle Construction has already entered the items for which it bills customers on
its Item list.

To complete the line item area of an invoice:
1 In the Item field, type the letters rem (for Removal).

QuickFill is an alternative to choosing from a list. Whenever you're in a field
where you'll use a list item, you can start typing the first letter or two of the list
item you want, and QuickBooks fills in the field with the item that matches the
letters you're typing.

2 DPress TAB.
When you press Tab to accept a QuickFill entry, QuickBooks fills in other
information about the item, like its description and rate. In this case, QuickBooks
displays “Removal labour” in the Description column and a rate of $35 per hour.
All you have to do is enter the number of hours.
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3 Type 40 in the Quantity column.
4 Press Tab to have QuickBooks update the invoice total.

B Create Invoices

sk & help question | Ask | How Do 1?7 [ x|
4ﬂllﬂrewous @mext @ - @Ema\\ | a Spelling Qﬁ Histary Jaurnal @ Time/Costs...
Customer:Job Class Template Custamize
[1acobsen, Dougitchen | 7| | | [custom mvoce 7|
Invoice Date Invoice #

iy

Doug Jacobsen
6845 Ocean View
Bayshare, BC WL 246

Quankity Uniit
Remaval

Custamer - G5T 98.00
Message I—l
PsT 11z.00

Takal 1,610.00
¥ To be printed Balance 1,610.00
Mema I Save & Close Save & New | Clear I

Improve emploves satisfaction by depositing their pay cheques directly nto their sccounts on pavday T

Completing the sales form

If you want to check the form before you print it, you can use the print preview feature
in the Create Invoices window.
To complete and record the invoice:

1 On the Create Invoices window toolbar, click the Print drop-down arrow, then
choose Preview.

If QuickBooks reminds you that you can print shipping labels, click OK.
2 Click No when QuickBooks reminds you to save your invoice.

QuickBooks displays the invoice page as it will look when printed.

Radk Castle Construtian Invoice
1735 Coumtry Road
Byure, B V31617 [ror | e |
T 2 T
Eory—
4543 o Ve
Berbare B V1018
[(rome | wme | vewsw | s | cormers
| | wa it | 14wz | [ | e
lem awnty [— [ —— ciass
[ o [Fomr e EDTEE
Tl 05T ™
[t —
Ted T o
Total 1,410 00
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3

4
5

Click Zoom In and use the scroll bars to see the invoice items at greater magnifi-
cation.

Click Close.
In the Create Invoices window, record the sale by clicking Save & Close.

QuickBooks records the invoice in your accounts receivable register. If this were a sales
receipt, QuickBooks would record the sale in your Undeposited Funds account until
you deposit the money at the bank, or record a deposit in the bank account you
specified in the Enter Sales Receipts window.

The accounts receivable register keeps track of how much money your customers owe
you.

To see the Accounts Receivable register:

1

E

From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.

In the chart of accounts, double-click the Accounts Receivable account.
QuickBooks displays the accounts receivable register.

% Goto... | @Prin;. . | @Edi_t Transaction Q_uickReport
Date Mumber Customer | Item by Rate Amk Chrg Amt Paid
Ex.Rate Type Description Class Billed Date Due Date
12/15/2007 Ecker Designs: OFfi 1,000,000
PMT
12/15/2007 72 Robson, Darci:Rot 13,704.55
INY 12/15/2007
12{15/2007 73 Ecker Designs: OFfi 5,393,580
Y 01/14/2008
12/15/2007 74 Matiello, Ernesto:E 2,079.38
INY 01/14§2008
12M15/2007 75 Melbon, Johnny:De 1,610.00
Y 01/14/2008
12[15(2007 6745 Yialette, Mike:Wor 4,735.73
PMT
12/15/2007 g5 Jacobsen, Doug:k 1,610,00
Y 01/14/2008
TEIEENE B rumber |[Customer LI Item | 817} Rake Ak Chrg
Description Class ™ =] ET
[ 1-Line [™ Show open balance Ending balance 62,006 64
Sort by [Date, Type, Momber/Ref ™ | Record Restore |
FREE! Get the first 30 days Free vihen vou sign up for QuickBooks Backup Service %

Select the sale we just recorded in the register (for Doug Jacobsen).
Double-click the entry.

When you double-click an entry in a register, QuickBooks displays the original
form (in this case, the invoice).

Keep the invoice window open, you’ll use it in the next exercise.
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Memorizing a sale

Many of the sales you make in your business are ones you repeat again and again. For
example, you may have a standing monthly order from a customer, or you may
perform essentially the same services for more than one client. QuickBooks lets you
memorize sales forms so that you don’t have to retype the information.

To memorize the invoice:
1 Make sure you have the invoice you want to memorize displayed on your screen.
2 TFrom the Edit menu, choose Memorize Invoice.

Note that if the transaction is already in the memorized transaction list, Quick-
Books displays a message asking you if you would like to replace it or add a new
one. Select Add.

QuickBooks displays the Memorize Transaction window.

x4
0K |
¥ Remind Me How Often [Mever | LCEII
" Dot Remind Ma Next Date | B
" Automatically Enter Humber Remaining I
{7 With Transactions in Group Days In Advance To Enter ID
Group Hame [ <hone = =]

3 In the name field, type a description that helps you recognize the memorized
invoice.

Enter “Kitchen - Removal Labour”. Notice that you can also have QuickBooks
remind you when to use the memorized transaction (for an invoice you always
send at the end of the month, for example).

4 Click OK.
5 From the Window menu, choose Close All.

When you memorize an invoice, QuickBooks adds it to the Memorized Transaction
list.

To recall a memorized sale:
1 From the Lists menu, choose Memorized Transaction List.

QuickBooks displays the Memorized Transaction List window.

#rMemorized Transaction List Ask a help question | Ask 8 * How Do I?
4 | Transaction Mame = Type Source Account Arnounk Frequenc: Auto Mexk Date I
+Kitchen Invoice Accounts Receivable 6,399, 75 |Mever

+Kitchen - Removal Labor Invoice Accounts Receivable 1,610,000 |Mewver

Enter Tramsackicn
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Entering sales and invoices

2 Double-click the transaction you just added.
QuickBooks displays the Create Invoices window, with the information you
memorized displayed on the form. It gives you a new invoice number and displays
the current date. You can modify the information as you want, or just save the
invoice as is.

3 Click Save & Close to record the invoice.

4 Close the Memorized Transaction list.

Entering a new service item

When you begin using your own QuickBooks company file, you’ll need to create your
own line items to include on your invoices. In the next exercise, you’ll see how to add
information to the Item list.

Rock Castle Construction already has a service item called Repairs that it uses when it
wants to charge for general repair work. Suppose Rock Castle wants to add a subitem
for plumbing repairs to the Item list. (The company charges a higher rate for plumbing
repairs, so it wants a separate item for it on its Item list.)

To create a new service item:
1 From the Customers menu, choose Item List.

QuickBooks displays the Item list for Rock Castle Construction.

I U —— e e
E. Item List
+Blueprint changes Construction: Miscellaneau
+Concrete Slab Faundation slab - prep a Serwce Construction:Labor D a0 _I
+Floor Plans Floor plans Service Construction: Miscellaneou 0.00
+Framing Frariing labor Service Construction: Labor 55.00
+Installation Installation labor Service Construction: Labor 35.00
+Labaour Service Construction: Labor 0.00
+Plarning Job Planning Service Planning 90,00
+Remaval Removal labar Service Construction: Labor 35.00
+Repairs Repait work, Service Construction: Miscellaneou 35.00
+5ubs Subcontracted services |Service Construction: Subcontract: 0.00
+Carpet Install carpeting Service Construction: Subcontract: 0.00
+Dirywall Install drywaall Service Construction: Subcontract 0.00 ﬂ
Betivities  * | Reparts = | N show &l

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

If you’re using a QuickBooks Premier product, you’ll also see Assembly Item listed
as an item type.
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3 In the Type field, select Service from the drop-down list.

Ask a help guestion [Ask® * How Do I?

1] 4
Use For services wou charge For or purchase, like —l
specialized labour, consulting hours, or prafessional Cancel |
fees.
Mext |
Item MamefMumber [™ Subitem of 1 sell this item in )
I I j | Custom Fields

Speliing
[ This service is performed by a subcontrackor, owner, or partner

Description Rate [ Itemis inactive

| 0.00 per

Sales Tax Code
EA
Accounk

A

In the Item Name/Number field, type Plumbing.

Click the “Subitem of” checkbox to select it.

In the drop-down list below the “Subitem of” field, select Repairs.

In the Description field, type Plumbing repairs and maintenance and press TAB.
In the Rate field, type 55.

In the Sales Tax Code drop-down list, leave the selection at <S> (Standard,
meaning that you charge both GST and PST on this service).

O 0O NO O b~

Now you need to assign this line item to one of Rock Castle Construction’s income
accounts.

10 In the Account field, select Construction:Labour from the drop-down list.
Your screen should look like the following figure.

Ask a help guestion | Ask® * How Do I?

Type oK

I—Service - | Use for services vou charge for or purchase, like

specialized labour, consulting hours, or prafessional

Cancel
fees.
Mext
Item MamefMumber v Subitem of 1 sell this item in )
Custom Fields
IPIumbing IRepairs j I

Ll

Spelling
[ This service is performed by a subcontrackar, owner, or partner

Description Rate [ Item is inactive

Plumbing repairs and maintenance | s5.00 per

Sales Tax Code
(EA
Accounk

I,Lionstruction:Labor j

11 Click OK to add the new item to Rock Castle Construction’s Item list.
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Marne Description Tvpe Account On Hand Price:
+Labour Service Construction:Labor 0,00 ;l
+Flanning Job Planning Service Flanning 20,00
+Remaval Removal labor Service Construction:Labor 35.00 _|
+REpairs Repair work, Service 55,00
g Phimbing repairs and mail service :
+5ubs Subcontracted services  |Service Construction: Subcontracte 0,00
+Carpet Install carpeting Service Construction: Subcontracte 0,00
+Drywall Install dryweall Service Construction: Subcontracte 0,00
+Duct Work, Heating & Air Conditionin | Service Construction: Subcontractc 0,00
+Electrical Electrical work, Service Construction: Subcontracte 0,00
+Insulating Install insulation Service Construction: Subcontracte 0,00
+Metal Wrk Tekal Work Service Construction: Subcontracte 0,00
#+Painking Painting Service Construction: Subcontracte 0,00
+Plumbing Plumbing Service Construction: Subcontracte 0,00
+Roofing Roofing Service Construction: Subcontracte 0,00 |
i Ttem 'EI Activities | Reports  + ||- Shiow &l

12 Close the Item list.

Now that the new item is on the Item list, Rock Castle Construction can invoice for
plumbing repairs separate from its general repair work. It can also create sales reports
that show sales for general repairs separate from sales for plumbing repairs.

Using multiple price levels

In the last exercise, you set up a new service item for Rock Castle construction and
assigned a price to that item. Sometimes businesses want to vary an item's price based
on who they are selling to. For example, Rock Castle Construction charges different
prices depending on whether it is selling to a residential or a commercial customer.

You can associate price levels with specific customers so that each time you create an
invoice (or other sales form) for that customer, QuickBooks uses the appropriate price
level when calculating rates and amounts on the form. Price levels make it easy to use
different rates on sales forms without having to calculate percentage amounts
manually. Price levels affect amounts for service, inventory, and non-inventory part
items only.

In this section, you’ll create a new price level, associate it with one of Rock Castle’s
customers, then create an invoice for that customer.

Note: The ability to create multiple price levels is not available in QuickBooks
Basic. You must be using QuickBooks Pro or Premier to complete the rest
of this lesson.

Creating new price levels

Rock Castle Construction charges its residential customers the base sales price it set up
on its Item list. The company charges its commercial customers 10 percent less than
the base sales price. In this exercise, you'll create a new price level for Rock Castle
Construction to use to reduce the sales amount for its commercial customers.
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For each price level you create, you assign a name and percentage increase or decrease
to the item'’s base sales price. You can create up to 20 price levels to use on invoices,
sales receipts, and credit memos.

To create a new price level:

1 From the Lists menu, choose Price Level List.

O A~ W

¥ Price L

Hame T

Distributar
whalesale

evel List

Fixed %

i Price Level

Reports ||_ Shiow Al

From the Price Level menu button, choose New.

This displays the New Price Level screen:

m: New Price Level E3

[ Price Level is inactive

This pric

Price Level Mame ||

Price Level Type IFixed % = | Use this type of price level to apply a fixed percentage

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

e level will Idecrease v | item prices by ID,U%

oK | Cancel

In the Price Level Name field type Commercial.

QuickBooks Pro only allows the Price Level Type field to be fixed percentage.

From the Price Level drop-down list, make sure “decrease” is selected.

In the Item Priced By field type 10 (e.g. 10% decrease).

Always

enter the percentage as a positive number.

Click OK.
Your screen should now resemble the following.

#. Price Level List

Commercial

Whalesale

Diiskribukar Fixed

Fixed %

Reporks ™ |7 Shiow 4l

Close t

he Price Level list.
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Associating price levels with customers

When you assign price levels to customers, QuickBooks calculates rates and amounts
on sales forms based on the price level associated with that customer.

To associate a price level with a customer:
1 From the Customers menu, choose Customer:Job List.
2 TFrom the Customer:Job list, choose Lew Plumbing - C.

3 From the Customer:Job menu button, choose Edit, then click the Additional Info
tab.

4 From the Price Level drop-down list, choose Commercial.
Your screen should look like this.

R S . [TTT T, [T cm . [ . Ca e

% Edit Customer

Cuskomer ILew Plumbing - ©

Current Balance @ 208.00 Howe do I adjust the current balance? oK |

Cancel
Address Info I Additional Info I Payment Info I Job Info ]

Mokes |
Categorizing and Defaulks Frice Level ICommerciaI j =
Type = =
|Commercial j Custam Fields DACHE

Contract # I

Terms
[ret 30 = [Fo |
Rep Spouse's Name I
| [ | 0 r

Percentage I

Business Define Fields I

Mumber I
[ Use customer Eax code
[ E

5 Click OK to close the Edit Customer window and save your changes.
6 Close the Customer:Job list.
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Using price levels on sales forms

In this section, you’ll create an invoice for the customer with whom you just
associated the Commercial price level to see how the price level affects amounts on
the form.

To use a price level associated with a customer:
1 From the Customers menu, choose Create Invoices.
2 From the Customer:Job drop-down list, choose Lew Plumbing - C.

Notice that QuickBooks displays the name of the price level associated with this
Customer:Job in parentheses above the Customer:Job drop-down list. (This infor-
mation will not be printed on the form.)

= Create Invoices

{@PFrevious EpNext b ~ B3 = [

Customer;Job  [Commercial]

ILew Flurnbing - j

Invoice

Lew Plumbing
221 Cld Bayshore Rd
Bayshore BC %3R 5¥7

3 Click in the Item column and choose Framing from the drop-down list.
4 In the Quantity field, type 8.

5 Click below Framing in the Item field and choose Wood Door:Exterior from the
drop-down list.

6 In the Quantity field, type 2, then press Tab.
Your screen should look like this.

Ask a help question | Ask 8 “# How Do I?
iprevious Puext & - EEmai | £, #speling By History Journal &5 Time{Costs. .
Customer;Job  [Commercial] Class Template Customize |

Date Invaice #

Invoice

Ship To

Lew Plumbing
221 Cld Bayshore Rd
Bayshore BC %3R 5¥7

Terms Due Date

I - 01142008 @

Quantity Lnit Jescripkio Price Each  Amount

Framing
Wood Door:...
Cuskomer - &E5T 42,54
Message
PST 45,96
Total 703,50
¥ To be printed Balance 703.80
Memo I Save & Close Save & New Clear

Learn about online banking T

127



Entering sales and invoices

7 Keep the invoice open and choose Item List from the Lists menu.

8 In the Item list, go to Framing. Note that the price for framing is $55.00, but the
rate on the invoice is $49.50—10 percent less than the base sales price.
QuickBooks has automatically reduced the rate on the invoice by 10 percent.
Note: You can set up QuickBooks to round rates up to the next whole dollar.

From the Edit menu, choose Preferences. Choose Sales & Customers from
the scroll list, then click the Company Preferences tab. Click the “Round all
sales prices up to the next whole dollar” checkbox and click OK.

¥ Ttem Lisk Ask a help question Askl ¥ How Do I

Marne Description Tvpe Account On Hand Price l
+Blueprint changes Service Construction: Miscelaneou: 0.00 &
+Concrete Slab Foundation slab - prep ar|Service Construction:Labor 0.00 _I
+Floor Plans Floor plans i Construction: Miscellaneou: 0.00

Construction:Labor _

+Installation Installstion labar Construction:Labor 35.00
+Labour Service Construction:Labor 0.00
+Planning Job Planning Service Planining 90,00
+Removal Removal labor Service Construction:Labor 35.00
+Repairs Repair work. Service Construction: Miscellaneou: 35.00
+Plumbing Plumbing repairs and mair |Service Construction:Labor 55.00
+Subs Subconbracted services  |Service Construction: Subcontractc 0.00
+Carpet Install carpeting Service Construction: Subcontractc 0.00 ﬂ

Ackivities | Reports  * ||_ Shiow Al

9 Scroll to the Wood Door:Exterior item and note that the base sales price is $120 —
10 percent greater than the rate listed on the invoice using the Commercial price
level.

10 Close the Item list.
11 Record the invoice by clicking Save & Close.

Assigning price levels to individual line items

In addition to associating price levels with customers, you can also use price levels on

an individual basis on sales forms. The following are some examples of when you

might want to do this.

m  You've associated a price level with a customer, but want to charge the base sales
price for an item on a sale to that customer.

m  You want to use a price level for one or more items, but you don’t want to assign
a price level to the customer for whom you're recording the sale.

To apply a price to a single line item:

m Click in the Rate column and select the price level you want to use from the
drop-down list that displays.

When you move out of that field on the form, QuickBooks recalculates the
amount and balance due.
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Using statements to bill customers

Another option for billing customers is to send statements. Statements are ideal if you
want to accumulate charges before requesting payment, or if you assess a regular
monthly charge. Billing statements list the charges a customer has accumulated over a
period of time.

You enter statement charges one by one, as you perform services for the customer.
Later, you print a billing statement that shows the previous balance, details of all new
charges, payments received, and the new balance. Billing statements are appropriate
if you want to send monthly statements that show the detail of new charges as well as
the previous balance and payments received.

If you bill the same charge to a group of customers on a regular basis, you can set up
QuickBooks to enter the charges automatically when it's time to send out your
statements. Any business that bills a recurring charge on statements can use this
feature. For more information, search the onscreen Help index for memorized
transactions, for statement charges.

Reminder statements summarize a customer's account with your company by listing
recent invoices, credit memos, and payments received. You use reminder statements
when you bill through invoices but want to remind your customers about delinquent
payments.

Reminder statements are different than other “forms” in QuickBooks such as invoices,
sales receipts, or cheques. Because QuickBooks already has all the information you
need to create reminder statements, you don't have to fill them out. Instead, you
review the information that will appear on each statement, decide whether to add
finance charges, and print them.

Understanding statement limitations

In QuickBooks, statements have the following limitations:

m  You can't record sales tax, percentage discounts, payment items, or group items as
a separate charge on a billing statement. To bill for any of these, you must use an
invoice.

m  You cannot group related charges together and subtotal them (you can group and
subtotal charges on an invoice).

m A charge on a billing statement can represent only one item (in contrast, an
invoice can represent many items). This means you must enter a separate
statement charge for each service or product you sell.

m  You cannot add custom fields (for lists or items) to the statement form.
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Entering sales and invoices

Customer statements are available in all QuickBooks editions, however,

QuickBooks Pro and Premier editions have additional functionality. For example, in
QuickBooks Pro and Premier editions, you can include invoice detail on statements
and include all open transactions as of a certain date.

Note: To complete the following exercises, you must be using QuickBooks Pro
or Premier.

Generating customer statements

Rock Castle uses invoices to bill its customers, but it sends reminder statements to
customers with overdue invoices. In this exercise, you generate statements to send to
customers with outstanding balances.

Rock Castle wants to send reminder statements to all customers who have balances
more than 30 days past due.

To generate reminder statements:
1 From the Customers menu, choose Create Statements.

QuickBooks displays the Create Statements window.

Create Statements Ask a help question | Ask B # How Do 12 x|
—Enker Statement Date and Tvpe — Select Additional Options
Statement Date Template Customize I
(&' Statement Period From|11/16/2007 @] To [12/15/2007 @] | | Jintut Standard Statement hd

" all open transactions as of Statement Date

I™ Include only fransackions over ISD days past due date Create One StatementIPer Customer h

[ Show irvaice iterm details on statements

— Select Customers r Print statements by biling address postal
code
* Al Cuskomers V¥ Print due date on transactions
('“ Multiple Customers Do nok create skatements:

[~ with a zero balance

[ with a balance less than ID.DD

[~ with no account ackivity

" One Customer
" Customers of Type

|_ Far inactive customers

Yiew Selected Cuskomers. .. I Assess Finance Charges. .. I

Presview | Prink | E-mail | Close | Help |

2 In the Enter Statement Date and Type section of the window, select the “All open
transactions as of Statement Date” option.

3 Click to select the “Include only transactions over” checkbox.

E

Leave the number of days past due field entry at 30.
5 In the Select Customers section, leave “All Customers” selected.
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6

8

9

Create Statements Ask a help question | Ask 8 ¥ How Do I?

In the Select Additional Options section, click to select the “Show invoice item
details on statements” checkbox, and click to deselect the “Print due date on trans-

actions” checkbox.
Your screen should look like the following graphic.

r— Enter Statement Date and Type — Select Additional Options

Statement Date |12||'15I|’200? @ Template Cuskamize |
" Statement Period From[11/16/2007 | Ta [12/15/2007 | [iriuit Standard Statemert ~ |

' Al open transactions as of Statement Date

¥ Include only transactions over ISD days past due date Create One StatementIPer Custarner hd

[¥ show invoice ikem details on statements
— Select Customers - Print statements by billing address postal
o

& all Customers Print due date on transactio

" Mulkiple Customers eate statements:

™ with a zero balance

[~ with a balance less than ID.DD

™ with no account ackiviky

7 One Customer

' Customers of Type

[ For inactive customers

‘Wiew Selected Customers, .. | Assess Finance Charges, .. |

Previ_ewl Print | E-mail | Close | Help |

Click Assess Finance Charges.
QuickBooks displays the Assess Finance Charges window.

If QuickBooks reminds you that the customer has unapplied payments, click OK

to continue.
Click Unmark All.

10 In the Assess column, click to put a checkmark in the row for the 155 Wilks job
for Pretell Real Estate (finance charges were assessed against Pretell Real Estate on

12/15/07).
Your screen should look like the following graphic.

i, Assess Finance Charges Ask a help question | Ask 8 ¥ How Do I?

Click the assess column For each customer For whom you wish to create a finance charge invoice,

Assessment Date  Template Cuskamize I
[12/15/z007 @ |Finance Charge j
Assess Lask FiC Customer Overdue Bal, Finance Charge J
Prentice, Adelaide 0.00 o
Hippodrome playhouse 475,53
Pretell Real Estate 0.00
75 Sunset Rd. 14,274.00
Ruff, Bryan 0.00 _I
*3un Room 2,123,929
Smallson, Fran 0.00
[
Mark all | Unmark Al | [V Mark Irvoices "To be printed"

Customers with *s have payments or credit memos which have not been
applied ko any invoice. The overdue balance does not include these
credits,

Settings... | Collection History | Assess Charges Cancel
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11 Click Assess Charges.

12 Answer Yes if QuickBooks displays the message telling you that finance charges
have already been assessed today.

QuickBooks creates a finance charge invoice for Pretell Real Estate in the amount
of $48.98. This amount does not display on the current statement, but you can
send the finance charge invoice with the reminder statement.

13 Click Preview.

QuickBooks displays reminder statements for the fifteen customers whose
balances are 30 days or more past due—including the details from the original
invoices.

14 Click Close.

At this point you could generate and send the reminder statements to your
customers.

15 Close the Create Statements window.
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Student test and review

1 From which list (or lists) does QuickBooks get the information for A, B, and C in
the graphic below?

B Create Invoices Ask a help question | Ask ¥~ How Do I? ‘
{@PFrevious EpNext b ~ B - | g Speling %y History Joumnal &5 Time/Costs...
Customer; Job Class Template Customize |
= Date e #
Invoice

Ship To

Matthew Cuddiby

8321 5. Flower
E. Bayshore, BC Y1N 2¥6 A

Terms Due Date COMNTRAC
Met 15 TR =

Cuankity Drescription Price Each Arnounk
Exterior wood door
Locking interior doorknobs

Wood Door:Ext...
Hardware:LkD...

Frarming Framing labor

Subtotal Subtotal

Discount 10% Discount C

Installation Installation labor 5 LI

Customer [irhank you for your - G5T 17.36

Message |business.

Total 244.06
[+ To be printed Ealance 244,06
Memo |
Save & Close Save & New Clear

Apply today and stark sccepting credit cards within 2 business davs

2 List the item types used in the line item area of the invoice above.

3 Create an invoice for Rock Castle Construction that uses the new
Repairs:Plumbing line item. Create the invoice for a new customer by adding
information to the Customer list “on the fly.”

4 Filling out a sales receipt is similar to filling out an invoice form. Create a sales
receipt for a customer of Rock Castle Construction. After you create the sales

receipt, open the Undeposited Funds account register to see the transaction
QuickBooks created automatically.
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Receiving payments and making deposits

Lesson objectives

m  To learn how to record customer payments in QuickBooks

m To learn how to handle customer discounts, partial payments, overpayments, or
down payments

m  To see how to record a deposit in QuickBooks, and learn how QuickBooks treats
the deposit behind the scenes

m To learn how to enter cash back from a deposit in QuickBooks

Handout materials
m Handout 21: Receive Payments window

m Handout 22: Make Deposits window

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

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

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

3 Select the gbcanlesson.gbb file, then click Open.

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

5 In the File name field of the Restore To window, type lesson 7, then click Save.

6 Click Restore.
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LESSON 7

Recording customer payments

If you're receiving payment at the time of a sale, and you fill out a sales receipt,
QuickBooks records a customer payment. When you invoice a customer, and you

receive payment later, you enter the payment in the QuickBooks Receive Payments
window.

The Receive Payments window lets you match up payments you receive with invoices
you've written. You'll be working with the Receive Payments window in this lesson.

Recording a payment in full for a single job

The simplest case is when a customer has one outstanding invoice for one job and
sends you a payment for the full amount. Suppose that Rock Castle Construction
receives a cheque for $475.57 from Mike Violette for his workshop. Here’s how you'd

enter the payment.
To record a payment in full:
1 From the Customers menu, choose Receive Payments.

QuickBooks displays the Receive Payments window.

#: Receive Payments

Ak a help question | Ask | # How Do 17
WWerevious PHext | I:thHi_story - Journal | @Print Credit Mema
Customer Payment
Received From x | Customer Balance: 000
Pt tethod =] Date |12i15/2007 |
Card Mo, Exp. Date __ | Amaunk 0.00
Memo Ref | Chg Mo,
Applied To: ™ show discount and credit infarmation
J Diake Murnber orig, AmE, Amk, Due Payrent J
-
=
Totals 0,00 .00 000 |
Set Discount | | Seb Credits At Al o 70 P LEL
= = oy = Unused Credits 0.00

The first step is to enter the name of the customer from whom you've received a
payment.

In the Received From field, select Violette, Mike:Workshop from the drop-down
list.

QuickBooks displays the outstanding invoice for Mike Violette in the Applied To
section of the window.

3 Press TAB twice to move to the Amount field.
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4 In the Amount field, type 475.57 and press TAB.

QuickBooks changes the Total Payment to 475.57, and applies the payment to the
one outstanding invoice.

5 In the Ref./Cheque No. field, type 6745, then press TAB.
6 In the Pmt. Method field, select Cheque from the drop-down list.
7 Click “Group with other undeposited funds” if it is not selected already.

#: Receive Payments
<‘alﬁnavinus Eﬁext | Ett. Histary - Journal | @Pr\nt Credit Mema
Customer Payment
Received From Yiolette, Mike:Warkshop 7| Customer Balance: 47557
Prrk.Method fhemee x| Date | 121502007 |
Amaunt __ 475&7
Memo Ref | Chg Ma. 6745
Applied To! I™ Show discount and eredit information
i Date Mumber Orig. Ak, Amt, Due Paymment
s 12}05j2007 66 6,211.30 475.57 475,57
=l
Totals 6.211.30 475,57 475,57 ‘
Set Discount Set Credits Clear Selections Go To Unused Payment 0.00
Urused Credits 0.00
& Group with cther undeposited funds I Process credit card payment when saving
" Deposit To ICheuuing j Save & Close | Save & New Clear
Learn about QuickBooks Software Add-Ons Ty

8 Click Save & New.

This records the payment and clears the window so you can enter another one.

Entering a partial payment

Rock Castle Construction has also received a cheque for $1,000 from Ecker Designs.
Ecker Designs has two outstanding invoices and owes more than $6,000.
To enter a partial payment:

1 IntheReceived From field, select Ecker Designs:Office Repairs from the drop-down
list.

In the middle of the window, QuickBooks shows you the invoices still outstanding

for the job. In this case, there are two. Next, you need to enter the amount of the
payment in the Amount field.

2 DPress TAB twice to move to the Amount field, then type 1000. Then press TAB again.
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QuickBooks automatically applies the payment you’ve entered to Ecker Design’s
oldest invoice.

Applied Ta: I™ Show discount and credit information
¥i Date Mumber Orig. Amk, A, Due Paryment
Vi 11{30{2007 62 1,606.55 1,606.55 1,000.00 =
12{15/2007 73 5,393.50 5,393.50 0.00
=l
Totals 7.000.05 7.000.05 1,000.00 |
" : . Unused Payment 0.00
Set Discount Set Credits Clear Selections Go To
= I = I I = Unused Credits 1.000.00
% Group with ather undeposited funds I™ Process credit card payment when saving
C Deposit To [Chequrg = Save B Close | Save & New | Clear |
| Learn about CuickBooks Software Add-Ons LY

However, we want to apply this payment to a different invoice, not the oldest.
3 Click Clear Selections.

4 In the Payment column, type 1000 as the amount you want to apply to the second
invoice, then press TAB.

Applied Ta:

I™ Show discount and credit information
Murnber Orig, Amt, Amt, Due Payment

L
Totals 7.000.05 7,000,085 1,000.00 |
et Credits I Clear Selections I G0 To EHUSES Pca}f‘;"_'tﬁnt ; I][Ig-gg
inused Credits .000.

& Group with other undeposited funds % I™ Process credit card payment when saving

C Deposit To [Chequrg = Save & Close | Save & New Clear

| Learn about CuickBooks Software Add-Ons LY

5 In the Pmt. Method field, select Cheque from the drop-down list.

o

Make sure that “Group with other undeposited funds” is selected.

7 Click Save & New to record the partial payment and clear the window.
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Applying one payment to multiple jobs

Rock Castle Construction is working on several jobs for a customer, Brian Cook. Brian
has payments outstanding for four invoices. He wants to write one cheque to cover all
outstanding payments.

In this exercise, you'll apply this single payment to invoices for multiple jobs.

To apply one payment to multiple jobs:

1 Inthe Receive Payments window, select Cook, Brian from the Received From drop-
down list.

QuickBooks lists the open invoices for all of the jobs associated with Brian Cook.

#: Receive Payments sk a help question | Askl % How Do 17
ﬂﬁreviuus @N&xt | Eth Histary = Journal | @Print Credit Memo

Customer Payment

Received From ook, Brian hd | Customer Balance: 13.126.23
Pk, Mathod =l Date | 12415/2007 =
Card Mo, Exp. Date __f Amount 0.00
Memo Ref | Chg Mo,
Applied Ta: ™" Show discount and credit information
[ Job Humber Crig. Amt. fimt, Dug Payment

2nd story addition 15,

Kitchen 0
11/25(2007  [Kitchen 57 1,750.88 1,750.88 0.00

11/25f2007  |2nd stary addition 5 5,796.00 5,796.00 0.00
12/11/2007  [Kitchen FC 6 5.95 5.95 0.00
Totals 25,711.23 13,126.23 0.00 ‘
Set Discount | Set Credics Auto Appl Go To Unused Payment (=00
= = £ = Unused Credits 4,500.00
& Group with other undeposited funds m I Process credit card payment when saving
" Deposit To [Chequing =l Save & Close | Save & New Clear

Al Learn about QuickBooks Software Add-Ons £

Mzr. Cook is paying us for all jobs except the last one, the Kitchen job.
2 DPress TAB twice to move to the Amount field.
3 In the Amount field, type 8,626.23, then press TAB.

Notice that QuickBooks applies the payment to the oldest outstanding invoices
first.

4 In the Ref./Cheque No. field, type 575, then press TAB.
5 In the Pmt. Method drop-down list, select Cheque.
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Your window should look like this.

&: Receive Payments sk a help question | Askll # How Do 12 B _ O] x|
erevious P Mext | By Histary = Journal ‘ &5 Print Credit Mema
Customer Payment
Received From Cook, Brian *|  customer Balance: 13,126.23
Prt.Method Chemue  v| Date 12f15/2007 |
Amcur _ semas
Mema Ref | Cha N, 575
Applied To: [™ show discount and credit information
[/ Drabe Jobr Mumber i 8 Ak, Due Payment
J [10j30f2007 |2nd stary addition
17 |Kitchen 0o 3 a
< [11j2512007 [Kitchen 57 d 1,750.88 1,750.58
o |11/25/2007 [2nd story addition 8 d 5,796.00 1,301.95
12{11{2007 |Kibchen FC& d 5.95 0.00
[
Totals 25,711.23 15,128.23 5,626.23 |
Set Discount Set Credits Clear Selections Go To Unused Payment 0.00
— = — Unused Credits 4.500.00
' Group with other undeposited Funds
" Depasit Ta IChequing j Save & Close | Save & New | Clear |

At the bottom of the Payment column, you can see that this customer also has a
$4,500 credit available. This credit was issued for the first job in the job list (the
2nd story addition) and we will apply it now.

6 Click the first job (the 2nd story addition) once to select it.

7 Click Set Credits.

iscount and Credits x|
r— Invaoice
Customer:Job  Cook, Brian:2nd story addition
Mumber 49 Amount Due 5,191.40
Date 10302007 Discount Used 0.00
Original &mE.  15,191.40 Credits Used 5.95
Balance Cue 5,185.45
[ Discount I Credits ]
S Ciate Credit Mo, Credit Art, Ak, To Use  Credit Balance
7 52.95 4,494.05 |
-
Tokals 4,500,00 5.95 4,494.05
Of all the credits issued to this customer, only unused credits For
. s : ; Clear
this specific customer:job are displaved above,

Done Cancel | Help |
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Receiving payments and making deposits

8 Confirm that the $4,500 credit is selected, then click Done.

The credit will now be applied to this job. Note that the Unused Credits line now
reads 0.00 and the Unused Payment line reads 4,500.00. Now we will apply the
remaining $4,500 of the customer’s payment to the remaining jobs.

9 In the Payment column for the first job, change 691.40 to 5191.40 and press TAB.

Notice that the Unused Payment and Unused Credit areas now both show 0.00.
All of Mr. Cook’s outstanding invoices except the last are paid in full.

10 Make sure that “Group with other undeposited funds” is selected.
11 Click Save & New.

Entering overpayments

If a customer sends you an overpayment, you simply enter the amount in the Receive
Payments window, and QuickBooks keeps track of the additional payment. When the
customer has future invoices, you can apply the overpayment to those amounts.

Suppose that Rock Castle Construction has received a payment of $14,300.00 from
Pretell Real Estate for the 75 Sunset Rd. job. The outstanding invoice for that job is
$14,274.00.

To enter the payment:

1 In the Received From field of the Receive Payments window, select
Pretell Real Estate:75 Sunset Rd. from the drop-down list.

QuickBooks displays an invoice dated 12/15/2007 for $14,274.00.
2 DPress TAB twice and type 74300 in the Amount field.
3 DPress TAB again.

& Receive Payments fisk & help question | Ask ]+ How Do 12
Gﬂlﬁrawﬂus E‘P’uaxt ‘ Qh Histary - Journal | @Print Credit Memo
Customer Payment
Received From Pretel Real Estate:7S Sunset Rd. =|  Customer Balance: 14.274.00
Pt bethod | Dare | 12/15(2007 __ H]
Card Mo, Exp.Date _ | Amaount 14,300.00
Memo Ref | Chg Mo, |
Applied Ta: I™ Show discount and credit information
S [ate Humber Orig, Amk, Amt, Dug Parvment
\ 12f01j2007 A3 14,274.00 J
Tokals 14,274.00 14,274.00 14,274.00 |
Set Discount Set Credits Clear Selections Go To Unused Payment 26.00
Unused Credits 0.00

& Group with other undeposited funds m ™ Process credit card payment when saving

" Deposit To Ichaqumg j Save & Close I Save & New Clear
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QuickBooks shows an Unused Payment amount of $26.00. QuickBooks keeps
track of the overpayment amount for you, and you can apply it to any future
invoices for the customer. The next time you invoice Pretell Real Estate and receive
a payment, the Receive Payments window will show $26.00 in unused credits.

Select Cheque from the drop-down list in the Pmt. Method field.
Make sure “Group with other undeposited funds” is selected.

Click Save & New.

N O a h

When QuickBooks displays a message telling you that the customer will have a
credit if you proceed, click OK.

Handling dovwn payments or prepayments

If a customer makes a payment before you've invoiced him for services (for example,
he may be making a down payment or paying a retainer fee), you can still record the
payment at the Receive Payments window. However, because you don’t have any
invoices to which to apply the payment, QuickBooks records the payment as an
unused payment (just like an overpayment).

QuickBooks holds the unapplied amount with the customer’s name. The next time
you enter that customer in the Receive Payments window, QuickBooks displays the
credit amount in the Unused Credits area. The customer’s balance also reflects the
credit amount.

Suppose Sonya Bristol wants Rock Castle Construction to build a utility shed for her.
She’s sent Rock Castle Construction a cheque for $1,000 as an initial payment, but the
company hasn’t invoiced her yet.

To enter the down payment you‘ve received:

1 In the Received From field, select Bristol, Sonya:Utility Shed from the
drop-down list.

2 In the Pmt. Method field, select Cheque from the drop-down list.
3 Highlight the numbers in the Amount field and type 7000. Then press TAB.
QuickBooks displays the payment as an Unused Payment.

SEf DiSEEUNT I SELErEES I GG | 50 TG I Hnusej an;?fnt 1’003'33
nused Credits 2
) Group with other undenosited funds IF Process credit card payment when saving
) Depasit T |Chequing j Save & Close | Save & New | Clear |

4 Click “Group with other undeposited funds” if it is not selected already.
Click Save & Close.

6 When QuickBooks displays a message telling you that the customer will have a
credit if you proceed, click OK.

(5]
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Receiving payments and making deposits

Later, Rock Castle Construction is ready to prepare its invoices and needs to invoice
Sonya for the labour the workers have already completed on the job.

To create an invoice for a customer who made a down payment:
1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.

2 In the Customer:Job field, select Bristol, Sonya:Utility Shed from the drop-down
list.

3 If you have QuickBooks Pro or Premier, QuickBooks displays the Available
Estimates window. You don’t want to create this invoice from the estimate listed,
so click Cancel.

4 Click in the Item column, select Installation from the Item drop-down list, then
press TAB.

5 In the Quantity column, type 40 and press TAB.

B Create Invoices sk a help question | Ask | = How Do 17 ¥ _ [T x|
previous T next &5 - B Emall | oY apeling Sy Histary Journal 3 Time/Casts...

Custamer: Job
|Bristol, Sonya: Uty Shed j

Class

| M

Customize I
|Custorn Irvvaice j

12/15/2007  @| |85

Template

Invoice

Sonta Bristal
5920 N, Lighthouse
Bawshore, BC WSE W3

Terms Due Date CONTRACT #
I X ~ |Di/14f2005 @] B03-123456769

Quankity

Unik Description Price Each  Amount

Mema I

Installation ¥ |40 {rstallation labor 35,00 1,400,00 hdl
=|
Cuskomer - G5T 93,00
Message
P3T 112.00
Tokal 1.610.00
IV Ta be printed Balance 1,610.00
Save & Close I Save & New | Clear |

6 Click Save & Close to record the invoice and to close the Create Invoices window.

Now you can go to the Receive Payments window and see how QuickBooks applies the
payment Sonya made earlier.
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To view a down payment:
1 From the Customers menu, choose Receive Payments.

2 In the Received From field, select Bristol, Sonya:Utility Shed from the drop-down
list.

QuickBooks shows Unused Credits of $1,000.
3 Click in the Payment column, then Click Set Credits.

In the Discounts and Credits window, notice that QuickBooks has applied the full
credit amount to the invoice, which is what you wanted. If there were other
invoices to which you wanted to apply part of the credit amount, you would use
this window to apply the credits to the appropriate invoices.

4 Click Done.

QuickBooks applies the existing credit to the new invoice. Select the Show
discount and credit information option so you can see what has happened:

#: Receive Payments Ask a help question | Ask 8 =+ How Do I? I - ||:|| xl
W previous T Next | Eth History = Journal | E% Print Credit Memo
Customer Payment
Received From Bristel, Sonya:Utiity Shed *|  Customer Balance: 1.610.00
ProtMethed 7] Date 12/15/2007 |
Card Mo, Exp, Date __ | Amount 0.00
Memo Ref [ Chg Mo,
Applied To; [V Shaw discount and credit information
J Dk Tumber Orig, Amk. Disc, Date Amt, Due Discount Credits Pavment
2/15): 1,610.00 1,610.00 | -
=
Totals 1,610,00 1,610.00 0.00 1,000,00 0.00 ‘
) ) Unused Payment 0.00
Sek Discount Set Credits (|1 Auto Appl fi Go To
— — PO —I Unused Credits 0.00
* Group with other undeposited funds
" Deposit To Chequing j Save & Close Save & hew Clear

5 Click Save & Close to record the credit used.

The next time you receive a payment from Sonya, QuickBooks will show that she
owes only $610.
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Making deposits

When you use the Enter Sales Receipt window (for a sales receipt where you receive
payment on the spot), the Receive Payments window (for payments on invoices), or a
payment item on an invoice, QuickBooks keeps track of the money you’ve received
until you deposit it in the bank.

Selecting payments to deposit

At your office, you might hold payments in a locked cash drawer or a cash register
until you can get to the bank; QuickBooks holds the amount in an asset account called
Undeposited Funds. When you're ready to take your payments to the bank, you can
record the deposit in QuickBooks, print a deposit slip to bring with you, and enter cash
back amounts.

To select payments to deposit:
1 From the Banking menu, choose Make Deposits.

QuickBooks displays the Payments to Deposit window, which lists the payments
you have not yet deposited.

Payments to Deposit sk a help question .ﬂsk| ¥ How Do I?| xl
- Select Yiew
Yiew payment method type What are pavment method views?
— Select Payments to Deposit

4 Date Time  Type Mo, Payment Method  Mame Amount
1125 /200 PMT 15785 Cheque Pretell Rieal Estate: 155 ‘Wil £,248.73 |
12/02{2007 PMT Robson, Darci:Robson Clin 511,75
12/10/2007 PMT 321 Cash wiolette, Mike:Workshop 1,000.00
12/11/2007 PMT G602 Cheque Pretell Real Estate: 155 wil 1,200.00
12/12{2007 PMT 306 Cheque Teschner, Anton:Sun Roor 3,500.00
12/12{2007 PMT 10586 Cheque Mguyen, Tuan:Garage 2,200.00
12/12{2007 PMT YISA Mguyen, Tuan:Garage 3,641,85
12/14/2007 PMT 956 Cheque Jacobsen, Doug:kitchen 2,000.00
12/15/2007 PMT Cash Roche, Diarmuid: Garage re 506,00
12/15/2007 PMT 745 cheque wiolette, Mike 4,735.73
12/15/2007 PMT Cheque Ecker Designs:Office Repa 1,000,00
12/15/2007 PMT 6745 Cheque violette, Mike:workshop 475,57
12/15/2007 PMT Cheque Ecker Designs:Office Repa 1,000,00
12/15/2007 PMT 575 cheque Cook, Brian 8,676,23
12/15/2007 PMT Cheque Pretell Real Estate: 75 Sun: 14,300,00
12/15/2007 PMT Bristol, Sonva:Utiity Shed 1,000.00

0 of 16 payments selected for deposit Payments Subtotal 0.00

Select Al Seleck [Home
oK | Cancel | Help |

2 Ensure that the payment method type drop_down list is set to “All types”.
3 Click to select the payments you want to take to the bank.
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For this exercise, select the payments from Pretell Real Estate (6,248.73), Mike
Violette (1,000.00), Pretell Real Estate (1,200.00), Anton Teshner (3,500.00), and
Tuan Nguyen (2,200.00).

Payments to Deposit ask a help question Askl ¥ How Do I?| x|
— Select View
View payment method bvpe IF\II types j wwhat are payvment method views?
— Select Payments to Deposit
4 Date Time  Type Mo, Payment Methad — Mame Amaunt
< 11252007 FMT 15785 Cheque Pretell Real Estate: 155 Wil 6,245.73
12i02¢2007 PMT Robson, Darci:Robson Clin 511.75
121042007 PMT 8321 Cash Widlette, Mike:Warkshop 1,000.00
< 120112007 PMT G602 Cheque Pretell Real Estate: 155 Wil 1,200.00
< 12i1zj2007 PMT 306 Cheque Teschner, Ankon:Sun Roor 3,500.00
4 12012/2007 PMT 10586 Cheque MNouven, Tuan:Garage 2,200.00
1211242007 PMT WISA fguyen, Tuan:zarage 3,641.85
1211442007 PMT 936 Cheque Jacobsen, Doug:Kitchen 2,000.00
1211542007 PMT Cash Roche, Diarmuid:Garage re 506.00
12/15/2007 PMT 6745 Cheque Yidlette, Mike 4,735.73
1211542007 PMT Cheque Ecker Designs: Office Repa 1,000.00
1211542007 PMT 6745 Cheque Wiolette, Mike:Workshop 475.57
1211542007 PMT Cheque Ecker Designs: Office Repa 1,000.00
12/15/2007 PMT 575 Cheque Cook, Brian 8,626.23
1211542007 PMT Cheque Pretell Real Estate: 75 Sun: 14,300.00
12/15/2007 PMT Bristal, Sonya:Utility Shed 1,000.00
5 of 16 payments selected for deposit Payments Subtotal 14,148.73
Select Al Select Mone
0K Cancel Help
4 Click OK.

QuickBooks displays the Make Deposits window, which shows the payments you
just selected.

it Make Deposits Ask a help guestion | Ask® * How Do 12
ﬂﬁrevious Eb&ext @Print - | Pavments Journal
Deposit Ta | j Date |12,|'15,|'ZDD? | Memo IDestit
Click Payments to select customer payments that vou have received, List any other amounts to deposit below,
Feceived From From Account Memo _hg Mo, Pmk Meth, Class Amounk
Pretell Real Estate, .. [Undeposited Funds 15785 heque 6,248.73 ~
Winlette, Mike:Wor, .. [Undeposited Funds B321 Cash 1,000.00
Pretell Real Estate... [Undeposited Funds aa0z2 Cheque 1,200,00
Teschner, dnkon:... |Undeposited Funds 306 Cheque 3,500.00
Mguven, Tuan:@a,.. |Undeposited Funds 10586 heque 2,200.00
~|
Deposit Subtotal 14,148,753
To get cash back from this deposit, enter the amount below, Indicate the account
where wou want this money to go, such as your Petty Cash account,
Cash back goes to Cash back memo Cash back amount
| [ & |
Deposit Total 14,148.73
Save & Close Save & MNew Clear
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5 In the Deposit To field, make sure that Chequing is selected.

Note: If you have money to deposit that is not the result of a payment you
received for a sale, you can enter it in the detail area of the window. For
example, if you received a premium refund from your insurance vendor,
you could enter it here.

QuickBooks updates the deposit total at the bottom of the window automatically.
If you wanted to print a deposit slip to take to the bank, you would click Print.
(The Printable Deposit Slips that you can order to work with QuickBooks work
only with deposits of cash and cheques.)

6 Click Save & Close to record the deposit.

How QuickBooks handles the deposit

QuickBooks updates the Undeposited Funds account to show that you've made a
deposit. It also adds the deposit to your chequing account register.

To view the Undeposited Funds account:

1 From the Lists menu, choose Chart of Accounts.

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

: Ga ko, | @Pring. " | @Edi_t Transaction QuickReport
Date Ref Payes Decrease J Increase Balance
Type Account | Merno

12/15/2007 306 Teschner, Anton:Sun Room 3,500.00( 34,608,33
DEP Chequing [split]

12/15/2007 575 Caok, Brian 13,126.23 47,734.56
PMT Accounts Receivable

1z/15/z007 (8321 Violette, Mike:Warkshop 1,000,00( 46,754 .56
DEP Chequing [split]

12/15/2007 6745 Violette, Mike 4,735.73 51,470.29
PMT Accounts Receivable

1z/15/2007 6745 Violette, Mike:Warkshop 475,57 51,945,586
PMT Accounts Receivable

12/15/2007 602 Pretell Real Estate: 155 Wilks Blvd. 1,200.00( 50,745,586
DEP Chequing [split]

12/15/2007 10586 Mouyen, Tuan:Garage Z,200.00( o 45,545.86
DEP Chequing [split]

12/15/2007 157585 Pretell Real Eskate: 155 Wilks Bhvd. £,248.73[ 42,297.13 _I
DEP Chequing [split] [ -|

[ L-Line Ending balance 42,297.13

Sart by |Dal:|3J Tvpe, Number,l'Refﬂ

Increase your effectiveness and get mare out of QuickBooks with our support offerings. T,

QuickBooks displays your deposits and reduces the balance in the account by the
amount of the deposits.

3 Close the Undeposited Funds window.

Now you can look at the deposit transaction in the chequing account.
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4 In the chart of accounts, double-click the chequing account.

& Chequing
3 GO koL, | @Prin;... | @Edi_t Transaction Q_uickReport
Date Murber Payee Payment S Deposit Balance
Ex.Rate Type Account | Merno

12114f2007 296 Perry Windows & Doors 931,50 63,533,12 ~|
BILLPMT  [|Accounts Payable

12/14/2007 297 .1, Electric 225.00 63,3058.12
BILLPMT  ||Accounts Pawvable

12114/2007 295 Patbon Hardware Supplies 373,75 6Z,934,37
BILLPMT  [|Accounts Payable RC 93

12142007 299 Tirmberlaft Lumnber 2,254.00( 60,680.37
BILLPMT  ||Accounts Pawvable 1890-76

12/15/2007 14,145.73 ?4,829.10_'
DEP -split- Deposit -|

Spiits | Ending balance 65,357,92

[ 1-Line

Sort by [Date, Type, Number,l'Refj Record Restore

Learn about GuickEooks Software Add-Ons T,

QuickBooks has entered the deposit as a transaction in the chequing account
register and has updated the balance of your chequing account.

5 Close the chequing account register and the chart of accounts.

Getting cash back from a deposit

In the Make Deposits window, you can enter information about any cash you took out
of the deposit when you are recording the deposit.

To record getting cash back from a deposit:
1 From the Banking menu, choose Make Deposits.

QuickBooks displays the Payments to Deposit window. Notice that the deposits
you made in the last exercise are no longer listed.

2 In the Payments to Deposit window, select the payment from Doug Jacobsen.
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Payments to Deposit Ask a help question Askl ¥ How Do I?| ll
Select View
’7View payment method type IAll types | ‘what are payment method views? ‘
— Select Payments to Deposit
& Date Time — Type Mo, Payment Method  Mame Amount
12/02}2007 PMT Robson, Darci:Robson Clin 511.75
12/12/2007 FMT VISA Mguyen, Tuan:Garage 3,641.85
< 12/14/2007 PMT 956 Chegue Jacobsen, Doug:kitchen 000,00
12/15/2007 PMT Cash Roche, Diarmuid: Garage re 506,00
12/15/2007 PHT 6745 Cheque vidlette, Mike 4,735.73
12/15/2007 PMT Cheque Ecker Designs: Office Repa 1,000.00
12/15/2007 PMT 6745 Cheque Violette, Mike:Workshop 475,57
12/15/2007 PMT Cheque Ecker Designs: Office Repa 1,000.00
12/15/2007 PHT 575 Cheque Caak, Brian 8,626.23
12/15/2007 PMT Cheque Pretell Real Estate: 75 Sum: 14,300.00
12/15/2007 PHT Bristal, Sonva:Utiity Shed 1,000.00
1 of 11 payments selected for deposit Payments Subtotal 2,000.00
Select Al Select Mone
0K Cancel Help

3 Click OK.

4 [n the Make Deposits window, type Petty Cash in the “Cash back goes to” field and
press TAB.

5 When QuickBooks displays a message telling you that Petty Cash is not on the
account list, click Set up.

QuickBooks displays the New Account window with the name preset to
Petty Cash.

77 Mew Account Ask a help question Askl % How Do I?| ﬂ
Type e oK |

General Info I Account Details I el

Mame [Fetry Cash Account is

inackive
[ subaccount of I j

Description |

Bank Acct, Mo, | How Do I choose
the right kax line?

Tax Line |<Unassigned> j & I entering the

correct opening

Financial Institution: IOther - balance and dater

Cpening Balance I as of |12."15."200? E

I use pre-printed cheques for this account

I have I cheques on hand

Remind me when I have I cheques remaining

6 Make sure Bank is selected in the Type drop-down list, then click OK to return to
the Make Deposits window.
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7 If QuickBooks asks whether you want to use computer cheques with this account,
click No to continue.

8 In the “Cash back amount” field, type 200 and press TAB.

QuickBooks displays the deposit subtotal amount ($2000.00) and the total less the
cash back amount ($1800.00).

it Make Deposits
previous Prest  Herint - | EApayments Journal

Ceposit To IChequing j Date |12||'15,|'2EIEI? E Iema IDeposit

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

Ask a help question | Ask § =+ How Do I? E3

Received From
Jacohbsen, Doug:...

From Accounk Merno Chg Mo,
Undepasited Funds 986

Prik Meth.
Cheque

Class

Arnount
2,000,00 =

hd
Deposit Subtakal 2,000,00
To get cash back from this deposit, enter the amount below, Indicate the account
where vou want this money to go, such as wour Petty Cash account,
Cash back goes ta Cash back memo Cash back amount
Petty Cash = ] I 200.00
Deposit Tatal 1,800,00
Save & Mew Clear

9 C(Click Save & Close.

QuickBooks records the Deposit Total amount in your chequing account and the
cash back amount in your Petty Cash account.

10 To see the effect on these accounts, choose Chart of Accounts from the Lists menu.

Fu{Chart of Accounts #sk a help question nskl “+ How Do I?- :i
200,00 S
65,957.92
+Barter Account Bank -1,000,00
+Cash Expenditures Bank 0,00
+3avings Bank &,678.42
+fAccounts Receivable Accounts Receivable 86,630,337
+Employee Loans Other Current Asset 62,00
+Inventory Asset Other Current Asset 28,227.54
+Retainage Other Current Asset 1,906.30
+Tools & Equipment Other Current Asset 5,000.00
+Undeposited Funds Other Current Asset 6,559.60
@ Trucks Fixed Asset 24,552,91
e Criginal Cosk Fixed Asset 33,852.91
+Depreciation Fixed Asset -9,000,00
+Pre-paid Insurance Other Asset -200,00
+fAccounts Pavable Accounts Pavable 69,124,05
@ CalCil Card Credit Card 71.02 El
ccounkt 'EI Ackivities = | Reports = ||_ Show All

11 Close the chart of accounts.




Receiving payments and making deposits

Student test and review

1 Create an invoice for Bryan Ruff’s utility shed job.

Add items to Rock Castle Construction’s Item list as needed.

2 After you invoice Bryan, record a payment from him in the Receive Payments
window.

3 Record Rock Castle Construction’s deposit of the payment.
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Entering and paying bills

Lesson objectives

To discuss the different ways you can handle bills in QuickBooks
To learn how to enter a bill in QuickBooks
To use the Pay Bills window to pay a bill in QuickBooks

To learn how to enter a discount on a bill from a vendor

Handout materials

Handout 23: Handling expenses in QuickBooks

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbbcanlesson.qbb):

1

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

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

Select the gbbcanlesson.gbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 8, then click Save.

Click Restore.
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Handling bills in QuickBooks

When you have a business expense, you can handle it in one of the following ways:

®  You can write a cheque manually and enter the information into a QuickBooks
cheque register later. This doesn’t take advantage of features in QuickBooks, but
sometimes it’s necessary. For example, if you purchase supplies at a retail store,
they expect payment on the spot, and you may not know the amount in advance.

m  You can use QuickBooks to write and print a cheque. When you receive a bill for
which you want to make immediate payment, you can write a QuickBooks cheque
more quickly and accurately than you can by hand, and you receive an additional
advantage: QuickBooks makes the entry in your chequing account register for you.

m  You can use the QuickBooks accounts payable feature to track the amounts you
owe to vendors, track your cash flow needs, and handle bills you want to pay later.

m  You can pay by credit card and enter the credit card receipt into QuickBooks later.

Lesson 4, “Working with bank accounts,” shows you how to enter a handwritten
cheque and a QuickBooks cheque. In Lesson 5, “Using other accounts in QuickBooks,”
you learn about credit card accounts. This lesson shows you how to use QuickBooks
for accounts payable.

Using QuickBooks for accounts payable

Some business owners, especially if they own smaller, home-based businesses, pay
their bills when they receive them. Most business owners, however, find it more
convenient to pay bills less often. (They also like keeping the cash in the company for
as long as possible.) If you don’t plan on paying your bills right away, QuickBooks can
help you keep track of what you owe and when you owe it.

The money you owe for unpaid bills is called accounts payable. QuickBooks uses the
Accounts Payable account to track all the money you owe. Like any QuickBooks
balance sheet account, the Accounts Payable account has a register where you can
view all your bills at once.

To see the Accounts Payable register:
1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
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2 Double-click Accounts Payable in the list to open the register.
QuickBooks displays the Accounts Payable register.

= Accounts Payable Ask a help question | Ask @ = How Do I?
: Go k.., | @Prinl;... | @Edi_t Transaction Q__uickRepDrt

Date Tumber Yendor Due Date Bill=d S Paid Balance
Ex.Rate Type Account | Merno
12/15/2007 Sergeant Insurance 01142008 2,000.00 69,500.47 =
BILL Insurance;Lia
12/15/2007 Thomas Kitchen & Bath 01/14/2005 1,690.00 71,190.47
BILL Inventary &s:
12/15/2007 3-Dec Cal Gas & Electric 12(30jz2007 141.08 71,331.55
BILL -split- Acck #560-52
12/19/2007 300 Wheeler's Tile Etc, S17.50 70,814.0%
BILLPMT [hequing
| umber |vendor ~lloue Date  E|Riled Paid |
fccount 7] Memo -|

Splits | Ending balance 70,814.05

[ 1-ine [ Show open balance

Sort by |Date, Tvpe, Number,l'Refj Record Restare

Find safbware solukions for wour business that work with QuickBoaks. %

The register keeps track of each bill you have entered, shows you the due date, and
keeps a running balance of all the bills you owe. As a business owner, this helps
you forecast your cash flow, and the QuickBooks reminder system helps you pay
your bills on time.

3 Press ESC twice to close the open windows.

Using accounts payable to pay your bills involves two steps: entering the bill and
paying the bill. You'll practice both steps in this lesson.

Entering bills

When you receive a bill from a vendor, you should enter it into QuickBooks as soon
as you can. This keeps your cash flow forecast reports up to date and doesn’t give you
the chance to set aside a bill and forget about it.

Rock Castle Construction received a bill from the company that created its new
brochures. The bill includes a charge for courier delivery. Rock Castle Construction
doesn’t plan to pay the bill until close to its due date, but the company wants to keep
an eye on the accounts payable total, so it enters the bill now.




To enter a bill:
1 From the Vendors menu, choose Enter Bills.

QuickBooks displays the Enter Bills window.

s« Enter Bills Ask a help guestion | Ask® =+ How Do I? E3
4ﬂlErevious @uext | %.Find EthHi_story Journal
@Bl Cred v Eill Received
Verdor | Date 12/15/2007 |
BilDue 12/25{2007 |
Amount Due $ 0.00
Terms j Ref. Ma.
Memo
Expenses £0.00 I Items $0.00 ]
Account Tax et Amt Memo Customer:Job Class :‘
-
~|
5T |0.00
PST |0.00
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

The top half of the window is where you enter the bill. The bottom half is the
detail area where you can assign the bill amount to different expense accounts,
customers, or jobs.

Notice that the Bill Received checkbox has a checkmark. The only time the Bill
Received checkbox should be cleared is if you're using QuickBooks for inventory
and you want to record items you've received that you haven’t actually been billed
for yet.

2 In the Vendor field, type Willis Advertising, then press TAB.

w

In the Amount Due field, type 71500.
4 Click in the Bill Due field.

Notice that QuickBooks supplies a date for you in the Bill Due field. The date
displayed is ten days from the date in the Date field. You can change the date if
you want. If your Vendor list had payment terms entered for this vendor, Quick-
Books would have used those terms to calculate the bill’s due date.

5 Click in the Account column on the Expenses tab and type Printing.

QuickFill completes the entry for you, and displays Printing and Reproduction as
the account. QuickBooks lets you assign transactions to more than one account,
so you can keep close track of where your company spends its money. Rock Castle
Construction wants to assign the majority of this bill to a printing and repro-
duction expense account, and the rest to a freight delivery expense account.
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Entering and paying bills

6
7

8
9

Press TAB to accept Printing and Reproduction as the account.

In the Tax drop-down list, select Not Used and press TAB. (We are ignoring sales
tax for this example.) Press TAB again.

Type 1450 to change the amount from 1,500 to 1,450.

Click in the Account column below Printing and Reproduction.

10 From the drop-down list, choose Freight & Delivery and press TAB.

11 In the Tax drop-down list, select Not Used and press TAB.

QuickBooks automatically assigns the remainder of the bill amount ($50.00) to
Freight & Delivery.

Your screen should resemble the figure below.

ﬂErevious @Hext | %{Find E‘:hHi_sl:ors.f Journal
Bl Credi I¥ Bill Recsived
. 6&n_________ |
Vendor  Wills Advertising | Date 12{15/2007 |
Bill Due 12/25/2007 |
Amount Due $ 1,500.00
Tetms A Ref. Ho,
Memo
Expenses $1,500.00 | tems $0.00 |
accounk Tax  MNet Amt Memo Customer:lob B Class 4‘:‘
Printing and Reprodu... |. 1,450.00 o
Freight & Delivery ¥ [, = | 50.00 | o
=
GsT IE
PST |0.00
Clear Splits | Recalculate | Sg\-’e&closel Sawe & New | Clear |

12 Click Save & Close to record the bill.
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Paying bills

When you start QuickBooks or open a QuickBooks company file, a Reminders window
appears that tells you if you have transactions to complete, such as bills to pay or
money to deposit.

Tip: If you don’t see the Reminders window when you start QuickBooks, you
can turn it on by choosing Preferences from the Edit menu. Click the
Reminders icon in the left-hand menu, click the My Preferences tab, and select
“Show Reminders List when opening a Company file.”

When QuickBooks tells you that you have bills due, you can display the Pay Bills
window and select the bills you want to pay.

To pay a bill:
1 From the Vendors menu, choose Pay Bills.

QuickBooks displays the Pay Bills window.

- Pay Bills

r Select Bills ko be Paid

o
chowbils " Dz anor befored (1272572007 @)
™ Show all bills Sort Bills By IDiscount Date T
J Date Due Yendar Ref. Mo, Disc, Date Amk, Due  Disc, Used  Credits Used Amt. To Pa
03/14/2006 |Davis Busine. .. 30.00 0.00 0.00 0.00 =~
03/19/2006 (City of Bays... 10.00 0.00 0.00 0,00
04/01/2006 |Davis Busine. .. 30.00 0.00 0.00 0.00
04fz20/2006 |Cal Telephone 140,70 0.00 0,00 0.00
12/20{2007 |Hopkins Con... 632,50 0.00 0.00 0.0o
12/23/2007 |Hopkins Con... 172,50 0.00 0.00 0,00
122412007 |Middlefield D... 1,350.00 0.00 0.00 0.00 -
Tokals 3,895.70 0.00 0.00 0.00
r— Discount & Credit Information For Highlighted Eill
VYendar Terms Mumber of Credits 1]
Eill Ref. Mo, Sugg, Discount 0.00 Tokal Credits Available 0.00
G b Bill | Set Discaurnt | Set Credits |
—Payment Account ————— ~Payment Method ————————— ~ Payment Date
Chequin || ||Cheque = | &% Tabe printed
I auind =] |Ichea hd et [1zj151z007 B
Ending Balance 51,209.19 " Assign cheque no,

Select All Bills | Pay & Close | Pay & New | Clear |

Learn about online banking

The Pay Bills window shows your unpaid bills as of any date you enter. You can
pay by cheque, credit card, or with an online payment (if you are set up to make
online payments).

For this exercise, you'll pay a bill using a QuickBooks cheque (rather than a
handwritten one).

2 In the Payment Method area, that the “To be printed” option is selected.

By selecting this option, you are telling QuickBooks that you will print this cheque
later.
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Entering and paying bills

3 Scroll down to the Willis Advertising bill and select it by clicking in the column to
the left of the bill.
QuickBooks displays a checkmark next to the bill and changes the amount in the
Ending Bank Balance to reflect a payment of $1,500.00. If you want to make a
partial payment, you can enter the amount you want to pay in the Amt. To Pay
column.

Your screen should resemble the figure below.

- Pay Bills Ask a help guestion | Ask 8 * How Do I?

r Select Bills to be Paid
= |—
=haw bils Due on or befare |1225/2007 E
= Shaw 4l bills Sort Bills By IDiscount Date =
J  Date Due vendar Ref. Mo,  Disc. Date  Amk. Due  Disc. Used  Credits Used Amt, To Pa J
City of Bays... 10,00 0,00 =~
Davis Busing. .. 30.00 0.00
al Telephone 140,70 0,00
Hopkins Con... 632,50 0,00
Hopkins Con... 172,50 0.00
Middlefield 0. .. 1,350.00 0.0o0
1,500.00 0.00 0.00 1,500.00
| Takals 3,895.70 0.00 0,00 1,500.00
— Discount & Credit Infarmation For Highlight=d Bill
vendor Willis Advertising Terms Mumber of Credits 1]
Bill Ref. Mo, Sugg. Discount 0.00 Total Credits Available 0.00
G0 to Bl | Set Discount | Set Credits |
—Payment Account ——————— —Payment Methad ————————— —Payment Date
Chequir A Cheque = | % Tobe printed
Icheaung Il Teres =] = [tzji5/z007 |
Ending Balance 49.709.19 " Assign cheque no.

Clear Selections | Pay & Close | Pay & New | Clear |

Learn about onling banking %

4 Click Pay & Close.

How QuickBooks records your bill payment

When you pay a bill through the Pay Bills window, QuickBooks makes an entry in the
accounts payable register, showing a decrease of $1,500 in the total payables. It also
creates a cheque from your chequing account to pay the bill.

To see the entry in the accounts payable register:
1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 In the chart of accounts, double-click the Accounts Payable account.
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QuickBooks displays the accounts payable register.

= Accounts Payable Ask a help question | Ask ® =+ How Do I? E3
& Goto.. | SPrint... | @Edi Transaction =] Quickrepart

Date Murnber Vendar Due Date Eilled e Paid Balance
Ex.Rate Type Account | Memo

12/15/2007 Thomas kitchen & Bath 01/14/z008 1,6%90.00 69,690,47 &
BILL Irreenkary Bs:

12152007 willis Advertising Paid 1,500.00 71,190.47
BILL -split-

12152007 FDec Cal Gas & Electric 12/30/2007 141.06 71,331.55
BILL -split- Acck #560-52)

12192007 300 wheeler's Tile Ebc. 517.50 70,514.05
BILLPMT  ||Chequing

B rumber |[vendor ¥ lCue Date  E)(Rill=d Paid
Account LI Memo || -|

Spiits | Ending balance 70,814.05

[ 1-Line [~ Show open balance

Sort by [Date, Type, Number,l'Refﬂ Record Restore

Find software solutions For vour business that work with CuickBooks. T,

The register now shows the bill payment to Willis Advertising.

3 Close the accounts payable register.

At the same time QuickBooks recorded the entry in your accounts payable register, it
made an entry in your Chequing account.

To see the entry:
1 In the chart of accounts, double-click Chequing.

QuickBooks displays the chequing account register.

& Chequing &sk a help question | Ask @ = How Do 1?

:@:to... |§Prin;... ||ﬁEdi_tTransaction QuickReport

Date Tumber Payee Pavment S Deposit Balance
Ex.Rate Type Account | Merno

12/15/2007 TaPrint  |Receiver General 277.18 51,226,69 |
LIAE CHQ [|-split-

12/15/2007 ToPrint  |\willis Advertising 1,500.00 49,726.69
BILLPMT _|[Accounts Payable

12/16/2007 SEND 500,00 50,226,869
TRAMSFR | Savings

12/19/2007 300 ‘heeler's Tile Etc. 517.50 49,709.19
BILLPMT [lAccounts Pavable H-15756
Mumber  ||Pavee T ||Pavment Deposik _|

Arccount = temo 0 -|

Splits | Ending balance 49,709,19

[ 1i-Line

Sort by |Date, Tvpe, Number,l'Refj Record Restare
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Entering and paying bills

Notice that the third to the last entry in the register is the cheque for the payment
to Willis Advertising.

2 Select the Willis Advertising transaction.

QuickBooks highlights the Willis transaction with a thick border to show that it is
selected.

3 On the toolbar, click Edit Transaction.
QuickBooks displays the Bill Payments (Cheque) window.

= Bill Fayments{Cheque) - Chequing Ask a help question | Ask @ = How Do I?
previous Prext cfprint ~ | Eyfind Ty History Journal

Banl Account I j Ending Balance  $49,709,19
Mo, To Prink
Date 12/15/2007 |
Pay to the Order of willis Advertising v| $ 1,500.00

One thousand five hundred and Q0] LOO% & & & & s ook ook ok ook o ook o o ok b ook ok ook ok

Willis Advertising

Address
Crder Cheques
Eill Payment Information: ¥ Ta be printed
Pay  Date Due Wendor Ref, Mo, Bill Ak, Amt. Due  Disc, Date  Amt, Paid
J/ |12{25/2007 |wills Advertising 1,500.00 | 1,500.00 | 1,500.00 B

[

Clear Splits Recalculate Discounts | Save & Close Save & New Revert |

Apply cuskomer credits ko specific inwvoices as vou see fit %

This cheque is called a “Bill Payment Cheque” and differs from the cheque form
that you use to enter cheques directly into the chequing account. (That form
shows expenses directly on the cheque voucher portion, while the bill payment
form shows the bills paid by the cheque.)

4 Press Esc to close the Bill Payment Cheque window.

5 From the Window menu option, choose Close All to close all the open QuickBooks
windows. If QuickBooks asks if you want to save the transaction, choose No.

Applying vendor discounts to bill payments

If you take advantage of discounts for early payment offered by some vendors, you can
record the discounts directly in the Pay Bills window. You can set up QuickBooks to
track the discount amounts.

In this section, you’ll apply a discount for early payment to one of Rock Castle
Construction’s vendors.
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To apply a discount for early payment:
1 From the Vendors menu, choose Pay Bills.
QuickBooks displays the Pay Bills window.
2 In the “Due on or before” field, type 1/16/08 and press TAB.

QuickBooks displays all of Rock Castle Construction’s bills due on or before
1/16/08.

3 From the Sort Bills By drop-down list, choose Discount Date, if necessary.

Your screen should look like this.

¢ Pay Bills Ask a help question | Ask | = How Do I?

r— Select Bills ko be Paid

{*
chow ills Due on or before IUl.flE'.foUB E
" Shaw all bills Sort Bills By [

J Date Due Yendar Ref. No. Disc. Date  Amk, Due  Disc. Used  Credits Used Amk. To Pa
03/14/2006 |Davis Busine. .. 30.00 0.00 0.00 0.00 *
031192006 |City of Bays... 10.00 0.00 0,00 0,00
04012006 |Davis Busine, .. 30.00 0.00 0,00 0.00
0420/2006 |Cal Telephone 140,70 0.00 0.00 0.00
12131§2007 [Timberloft Lu. .. 121112007 92,58 0.00 0.00 0.0o
12/20/2007 [Hopkins Con... 532,50 0.00 0,00 0,00
01/10/2008 |Hamlin Metal 12/z1{z007 F70.50 0.00 0,00 0.00

-
Totals  25,004.41 0.00 0,00 0.00
— Discount & Credit Information for Highlighted Bil
wendor Terms Murnber of Credits 0
Eill Ref, Ma. Sugg. Discounk 0.00 Tokal Credits Available 0.00
&0 ko Eil | Set Discount | Seb Credibs |

— Payment Account ————————— — Payment Method ————————— —Payment Date

Chequin v Cheque - | ¥ To be printed

| o | | Ichea 4 == [t2fi5/2007 |

Ending Balance 49.709.19 " Assign cheque no.

Select all Bills | Pay & Close | Pay & New | Clear |

FREE! Gek the first 30 days Free when vou sign up For QuickBooks Backup Service %

4 Click to put a checkmark next to the bill for Hamlin Metal with a due date of
1/10/08.

QuickBooks displays the discount and credit information for Hamlin Metal.

5 Click Set Discount.
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Entering and paying bills

6

7

8

QuickBooks displays the Discount and Credits window prefilled with information
about Rock Castle’s terms with Hamlin Metal, and the amount of the discount
based on those terms (in this case, two percent of $770.50, or $15.41).

iscount and Credits x|
Bl
vendor Hamlin Metal
Ref. Mo, Amount Due 770,50
Date 12f11/2007 Discount Used 15.41
Criginal Amt, 770,50 Credits Used 0.00
Amk. To Pay 755.09
Discount I Credits I

Discount Date 12/21/2007

Terms 2% 10 Met 30

Suggested Discount 15,41

Amount of Discount 15,41

Discount Account I j

Discount Class | j

Done | Cancel | Help |

From the Discount Account drop-down list, choose Construction:Discounts
Received to track the discount amount.
Click Done.

The Pay Bills window is redisplayed with the Amount To Pay for Hamlin Metal
reduced by the discount:

& Pay Bills Ask a help question

r— Select Bills to be Paid

i
Show bille Due on or befare IUI."16.I'2008 @
L Sl bk Sart Blls By [Discourt Date |+

J/ Date[Due Wendor Ref, Mo, Disc, Dake  Amb, Due  Disc, Used  Credits Used Amt, To Pa J
e

Davis Busine. .. 30,00 0.00
City of Bays... 10,00 0.00

Davis Busing. .. 30.00 0.00
al Telephone 140,70 0.00
Timberloft Lu... 12f11/2007 92.58 0.00
Hopkins Con... 0.00

Metal (2007 770.50 0.00 755.09
| Totals 2500441 15.41 0.00 755.09
r— Discount & Credit Information For Highlighted Eil
Wendor Hamlin Metal Terms 2% 10 Het 30 Mumber of Credits 0

Eill Ref. Mo, Sugg, Discount 15.41 Total Credits Available n.0n

G ko Bill | Set Credits |

—Pavment Accounk —————— —Payment Method ———————— — Payment Date
Chequin * || ||Cheque > | &% Tobe printed

| aung =] | Ichea A == [12/15/2007 |
Ending Balance 48,954 10 ™ Assign cheque no.

Clear Selections | Pay & Close | Pay & Mew | Clear |

FREE! Get the first 30 days Free when you sign up For QuickBinoks Backup Service ¥
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9 Click Pay & Close.

Note: You can set up QuickBooks to always use discounts and credits from
vendors. If you always track discounts from vendors in the same account,
you can set up a default account. From the Edit menu, choose Preferences.
Click Purchases & Vendors, then click the Company Preferences tab. Select
the “Automatically use discounts and credits” checkbox and choose the
account in which you want QuickBooks to track the discounts you receive
from vendors.
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Entering and paying bills

Student test and review

1 Write a cheque to a vendor, assigning the amount to more than one expense
account.

2 Enter a bill in the Enter Bills window, then view the bill transaction in the
accounts payable register.

3 Pay the bill using the Pay Bills window.
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Analyzing financial data

Lesson objectives

To discuss some of the tools QuickBooks gives you for analyzing
financial data: QuickReports, preset reports, and graphs

To create a QuickReport

To add a column to a report

To learn how to move a column in a report

To learn about the types of preset reports QuickBooks offers

To practice creating reports and viewing them onscreen

To customize a report by changing how it looks and the data it covers (filtering)
To learn how to process reports in batches

To learn how to export a report to Microsoft Excel

To practice filtering reports in Microsoft Excel

To learn about the types of graphs QuickBooks offers

To create and customize several graphs

Handout materials

Handout 24: Creating a QuickReport from a list, register, or form
Handout 25: Preset report types in QuickBooks
Handout 26: Seeing more of an onscreen report

Handout 27: QuickInsight graph types

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk. The steps that follow will restore the exercise file
to its original state so that the data in the file matches what you see on the screen as
you proceed through each lesson.

To restore the exercise file (qbcanlesson.qbb):

1

2

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 9, then click Save.

Click Restore.
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Reports and graphs help you understand your
business

So far, you’ve been learning ways to track your data in QuickBooks. In this lesson,
you’ll work with two of the most valuable tools in QuickBooks: reports and graphs.
Reports and graphs give you insight into your finances; they’re two of the most
important benefits of tracking your data in QuickBooks.

Often, people’s perceptions of their business profitability don’t match the facts. If you
enter your data in QuickBooks, but don’t take the time to analyze the data, your
business decisions are based on incomplete knowledge. Reports let you summarize
your financial data so you make decisions based on analysis of the numbers.

Reports give you the bottom line—you can see exactly how profitable your business
is. If it’s not doing as well as you’d hoped, you can create reports that show you which
areas need improvement. QuickBooks has dozens of preset reports, but if you have
specific reporting needs, you can customize any QuickBooks report to show exactly
the data you want. And if you're interested in getting quick information, you can use
a QuickReport that lets you summarize information from your lists, forms, or registers
with one click of a button.

Some people find it easier to see a visual picture of their financial data. If you're
interested in learning more about trends or patterns in your business data (for
example, what proportion of your income comes from consulting services as
compared to product sales), QuickBooks offers six types of QuickInsight graphs.

Creating QuickReports

One of the fastest ways to see a report on your QuickBooks data is to create a
QuickReport. QuickReports are predesigned reports that give you information about
the items you’re currently viewing onscreen. Whenever you have a list, a register, or a
form displayed, you can click a button to have QuickBooks create a QuickReport.

When to use a QuickReport

Suppose you're viewing the Vendor list, and you want to see a history of all
transactions for a certain vendor. Select the vendor’s name, click the Report menu
button, then select QuickReport. You'll see a report listing information about each bill
for that vendor.

Suppose that Rock Castle Construction wants to see what it owes to Patton Hardware.
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Analyzing financial data

To see what you owe a vendor:
1 From the Lists menu, choose Vendor List.

QuickBooks displays the Vendor list.

! amme Balance Motes

i Bayshore Caldil Service 0,00 [a]

llEay shore water 0.00 _I
C.J, Electric 862,50

4l Gas & Electric 45,22 |

jor ~|  actiities '| FEEEES 'lrShQW =

2 Select Patton Hardware Supplies.
3 Click the Reports menu button, then select QuickReport:Patton Hardware

Supplies.
Fiivendor QuickReport Ask a help question | Ask 8 * How Do I?
Modify Report... Memorize... | Print... | E-mail | Export... Hide Header | Refresh |
(S50 | This [Month-to-date > | From [1z701 72007 @ To |12/15/2007 @ Sort By |Default ]|
12:10 AM Rock Castle Construction
12501 Vendor QuickReport
December 1 - 15, 2007
@ Type £ Date + Hum_ + Memo £ Account +CIr + Split £ Amount £
Patton Hardware Supplies
» Bill 120252007 Accounts Payahble -SPLIT- -15,743.25 4
ftem Receipt 12052007 Received ite...  Accounts Payahle -SPLIT- -3,975.08
Bill Pt -Checue 12052007 274 RC 93 Cheguing Accounts Pa.. -5,325.00
Chegue 121042007 279 Cheguing Job Materials -197.59
Bill 121 282007 Accounts Payahble -SPLIT- -931.50
Bill Pt -Checue 121452007 285 RC 93 Cheguing Accounts Pa.. -37375

A vendor QuickReport shows all transactions for this month to date for the

selected vendor, Patton Hardware Supplies. The transactions shown can include

purchase orders, item receipts, bills, bill payments, and credits received from the

vendor.

Note: If you want to see only unpaid bills and unapplied credits for the selected
vendor, select Open Balance from the Reports menu button on the Vendor
list.

Zooming in on a QuickReport

All QuickReports contain a summary of individual transactions. To help you better
understand the information presented in reports, QuickBooks lets you trace report
data to the individual transaction level using QuickZoom.

When you position the mouse pointer over a number in a report and you see the
QuickZoom symbol (a magnifying glass with a Z in it), you can double-click the
number to display the original transaction in QuickBooks.

Suppose you want more detail about the item receipt shown in the report. (You use an
item receipt in QuickBooks when you want to record that you've received inventory
items, but you haven't yet received a bill.)

170



To see more detail about an item:
1 Position the mouse pointer over the item receipt dated 12/05/07.
The arrow pointer turns into a magnifying glass with the letter Z (z for zoom).
2 Double-click the item receipt.
QuickBooks displays the Create Item Receipts window for the selected transaction.

« Create Item Receipts Ask a help question | Ask § % How Do I?
4ﬂlﬁrevious @Next | %{Find %Hi_story Journal
& gl Credt [ Bill Received
vendor ENOTNRET | Date 12j05/2007 |
L}
Receipt Total  $3,978.08
0111]/‘ Ref. MNo.
Memo |Received items {hill ko Follow)
[ Expenses $0.00 ] Items $3,459.20 ]
Ikem Descripkion Gk Linik Cosk Tax Met Amb  Customer:Job E Class
Cabinets:Cabi... |Cabinet 50 1.75 (3 87.50 -
Fulls
Cabinets:Light ... |Light pine 2 1,500.00 |5 3,00...
kitchen
cabinet
wiall unit
#CLD-
1235-p El
Seleck PO I Receive &l I Show PO Tirne |
GST [242.14
PST |276.74
Clear Splits | Recalculate | Save & Close | Save & New | Revert |

3 Click Save & Close to close the window.
QuickBooks returns you to the QuickReport.

Customizing QuickReports

Each QuickReport window has a buttonbar at the top of the report for customizing
report content and layout.

Fijivendor QuickReport Ask a help question | Ask @ = How Do 1?

Modify Report. .. Memorize. .. | Print. .. | E-mail | Export. .. Hide Header Refresh

Dates | This Month-to-date | Fram [12i01j2007 | 8| Ta [12/15/2007 | 8| Sart By [Defauk -

In this exercise, you'll customize the QuickReport you just created to display
transaction numbers in the report.
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Analyzing financial data

To add a column to a report:
1 In the QuickReport window, click Modify Report.
QuickBooks displays the Modify Report window.

Modify Report: ¥endor QuickReport sk a help question Askl * How Do I?| x|

Display I Filters I HeaderFooker I Fonts & Mumbers ]

— Report Date Range

[E1=CR This Month-to-date

From [12j01/2007 @) 1o [12/15/2007 &

From the First day of the current month through today

r Columnns Uniks of Measure
- (left margin) ﬂ St by |DeFauIt ﬂ Show Qty and Unit in:
Trans #
 Type & ascending arder i 8 ¢ Invenkory Uit

&
Z

- Sork i

Eggteﬁggi-f‘?gagﬁd'ﬁed erin Descending order 54

SDate ™ Selling Unit
 Mum
Adj
PO #
Mame
Source Mame
Mamne Address
Mame Streetl

% purchasing Unit

Mame Strestz Put a check mark next ta _each column
Mame City ;I that wou wank ko appear in the repart. Revert |
114 | Cancel | Help |

Use the Display tab of the Modify Report window to select the columns to include
in the report and the date range of the report.

2 In the Columns list, select Trans #.

QuickBooks displays a checkmark next to Trans # to indicate that it’s selected.
3 Click OK to accept the changes.

QuickBooks displays the customized vendor QuickReport.

Fiivendor QuickReport Ask a help question | Ask 8 * How Do I?
Modify Report... Memorize. .. | Print... | E-mail | Export... Hide Header Refresh |
Dates | This Month-to-date x| From [12/01/z007 8| To [12/15/2007 8|50t By [DeFault ]|
12:23 AM Rock Castle Construction
12501 Vendor QuickReport
December 1 - 15, 2007
+ Trang # « Type £ Date + Hum_ + Memo £ Account +CIr + Split £ Amount £
Patton Hardware Supplies
409 il 120252007 Accounts Payahble -SPLIT- -15,749.25
» 179 tem Receipt 120572007 Received ite...  Accounts Payahle -SPLIT- -3975.03 4
413 Bill Pt -Chegue 120572007 274 RC 93 Checuing Accounts Pa.. -5,325.00
181 Chegue 121042007 279 Cheguing Job Materials -197.59
196 il 121 282007 Accounts Payahble -SPLIT- -931.50
JEO  Bill Pmt -Chegue 121452007 285 RC 93 Cheguing Accounts Pa.. -37375

Notice that the item receipt from Patton Hardware Supplies is now listed as Trans-
action #179.

Next, you'll move the Trans # column to a new position in the report.
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To move a report column:

1 Position your mouse pointer over the Trans # column that you added to the Quick-
Report.

The mouse pointer changes shape to look like a hand.

2 Hold down the left mouse button and drag the Trans # column to the right until
you see an arrow between the Date Column and the Num column.

3 Release the mouse button.

QuickBooks places the Trans # column between the Date column and the Num

column.
Il vendor QuickReport
Modify Report. .. Memorize. .. | Print. .. | E-mail | Export... Hide Header Refresh
Dates |This Month-to-date | From [1z/01/2007 | B To [12/15/z007 8| 50rt By [oeFault =
12:23 AM Rock Castle Construction
12507 Vendor QuickReport
December 1 - 15, 2007
'y Type £ Date «Trang # + Hum < Memo k3 Account +CIr & Split k3 Amount @
Patton Hardware Supplies
Bill 1202/2007 408 Accounts Payable -SPLIT- -15,748.25
» ftem Receipt 12005/2007 179 Received ite...  Accounts Payshble -SPLIT- -3978.05 4
Bill Pt -Chedue 1205/2007 413 274 RC 93 Cheguing Accounts Pa.. -5,325.00
Chedgue 12M10/2007 181 279 Cheguing Job Materials -197.59
Bill 121272007 196 Accounts Payable -SPLIT- 83150
Bill Prmt -Chegue 121 4/2007 TEO0 298 RC 93 Cheguing Accounts Pa.. 37375

Next, you'll use the QuickReport buttonbar to customize the report header.

To change information in the report heading:
1 In the QuickReport window, click Modify Report, then click the Header/Footer

tab.
[ Display ] Filters I Header/Footer I Fants & Mumbers I
r—Show Header Information —————————— [~ Page Layout
¥ Company Name:  [Rock Castle Constructian Alignment
F ReportTtle  [Vendor quiddepet || | |oendard =l
¥ Subtite [December 1 - 15, 2007 Tme  tompany
ate

[¥ Date prepared  [12/31/01 < Basis o htitle

¥ Time Prepared

Hay 133

[V Print header on pages after first page

r~ Show Footer Information

¥ Page Mumber Page 1 = o
v Extra Footer Line Extra Line

[¥ Print faoter on first page

Rewvert

0K | Cancel | Help |

On the Header/Footer tab, you can change the company name, report title,
subtitle, and date and time prepared. You can also specify whether to print the
header on all pages or on just the first page. The Header/Footer tab is the same for
all QuickBooks reports.

Use this window to change the report title from Vendor QuickReport to Vendor
History Report.
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2 Inthe Report Title field, select the text for “Vendor QuickReport,” and type Vendor
History Report to replace the title.

3 Click OK to close the Modify Report window.
QuickBooks changes the title of the report and displays the new report.

Tl vendor QuickReport
Modify Repart. .. Memorize. .. | Print. .. ‘ E-mail | Exzport... Hide Header Refresh
Dates |This Month-to-date | From [1zjo1jz007 @] 7o [12/15/2007 8| s0rt By [oefaut Ea
12:29 AM Rock Castle Construction
1zns07 Vendor History Report
December 1 - 15, 2007
@ Type k3 Date «Trang # « Hum_ = Memo k1 Account s CIr o Split @ Amount k3
Patton Hardware Supplies
Bill 12i02/2007 409 Accounts Payable -SPLIT- -15748.25
b ttem Receipt 12i05/2007 179 Receivedite...  Accounts Payable -SPLIT- -397E.08 4
Bill Pt -Cheque 12i05/2007 #3274 RC 93 Cheguing Accounts Pa... -5,325.00
Cheque 121052007 181 279 Cheguing Job Materials -187 .59
Bill 121272007 196 Accounts Payable -SPLIT- -831.50
Bill Pmt -Chegue 121452007 TED 293 RC 93 Cheguing Accounts Pa... -37375

4 Close the QuickReport window and close the Vendor list.

Creating and customizing preset reports

In addition to QuickReports, QuickBooks has dozens of preset report formats. You can
create profit and loss reports, balance sheet reports, accounts receivable reports, sales
reports, accounts payable reports, inventory reports, and many other types of reports.

The Reports menu categorizes the preset reports into 12 major categories:

Company & Financial reports include the following:

m Profit and loss reports give you a global view of your company’s income, expenses,
and net profit or loss over a specific period of time.

m Balance sheet reports show the financial position of your business by listing assets,
liabilities, and equity.

m Statement of cash flows reports show the net change in your cash during a period
of time.

Customers & Receivables (accounts receivable) reports give you information about
the receivables side of your business: which invoices are due (or overdue), how much
each customer owes your company, and so on.

Sales reports give you information about what you have sold and to whom.

Jobs & Time reports (QuickBooks Pro only) give information about the status and
profitability of the jobs/projects you track in QuickBooks.

Vendors & Payables (accounts payable) reports give you information about the
payables side of your business, including which bills are due, your sales tax liability,
and your current balance with each vendor.
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Purchases reports give you information about your purchases.

Inventory reports give you information about status (such as the quantities you have
on hand or on order) and the value of your inventory.

Employees & Payroll reports summarize the information you need to pay your
current payroll liabilities and fill out your tax forms. QuickBooks has these payroll
reports: summary, employee earnings, liabilities, item detail, transaction detail, and
transactions by payee.

Banking reports include cheque detail, deposit detail, and missing cheque reports.

Accountant & Taxes reports include income tax summary, income tax detail, general
ledger, trial balance, journal, transaction journal, and audit trail reports.

Budget reports show how your income and expenses compare to the budgets you've
set up.

List reports let you report on any information stored in a QuickBooks list.

Creating a balance sheet comparison report

The balance sheet comparison report compares the current year against the previous
year in both dollar amount and percentage.

To create a balance sheet comparison report for Rock Castle
Construction:

1 From the Reports menu, choose Company & Financial. Then choose Balance Sheet
Prev Year Comparison.

The report on your screen should resemble the following figure.

[iiBalance Sheet Prev Year Comparison #isk. a help question | Ask [ = How Do I7
Modify Reporl Memotize... | Print... | E-mail | Export... Hide Headsr | Collapse | Refresh I
[BEICER | This Fiscal Year-to-date | &sof IIZJ‘ISJZDU? E Columps |Tota| only j Sork By IDefauIt j
12:31 AM Rock Castle Construction
f2nsmi Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2007
< Dec 15, 07 + Dec 15, 06 + % Change k3 % Change +
ASSETS o
Current Assets
Checking/Savings
Chequing » 5122660 4 -417.80 51,644 49 12361 1%
Barter Account -1,000.00 -1,000.00 0.0 00%
Savings 937842 29,510.00 -20,131.58 -8 2%
Total Checking/Savings 59,605.11 28,092.20 3151291 1122%
Accounts Receivable
Accounts Receivable 80,396 B4 10,303.53 70,093.11 B80.3%
Total Accounts Receivable 80,396 B4 10,303.53 70,0931 B80.3%
Other Current Assets
Employee Loans g2.00 0.00 62.00 100.0%
Inventory Asset 33,187 32 -424.90 3358222 TH036%
Retainage 1,906.30 o.oo 1.908.30 100.0%
Tools & Equipment 5,000.00 5,000.00 0.0 00%
Undeposited Funds 26,544 06 28,740.28 -2,196.22 -7 E%
Total Other Current Assets 66,669 B8 33,315.38 3335430 100.1%
Total Current Assets 206,671 .43 7111 134 960 32 188.2% LI

175



Analyzing financial data

2 Scroll the report window to see more of the report.

Notice that the buttonbar at the top of the report is the same buttonbar you saw
in the QuickReport window.

3 Keep the report displayed on your screen. You'll use it in the next exercise.

Filtering reports

You can customize preset reports the same way you customize QuickReports. In this
exercise you'll customize the balance sheet comparison report and filter it to include
only the transactions you specify.

Report filters let you set custom criteria for the transactions you want included in a
report. When you filter a report, QuickBooks includes only those transactions that
match the rules you create.

To filter a preset report:

1 With the balance sheet comparison report displayed, click Modify Report on the
report buttonbar, then click the Filters tab.

QuickBooks displays the Filters tab of the Modify Report window.

Sheet Prev Year Conl ol Ll | A 1?-3

Display Filters I Header/Footer I Fonts & Mumbers I

- Choose Filter - Current Filker Choices
Fileer Account Filter Set ta
| - | IA\I accounts j Date This Fiscal Year-ta-dat,

Amnounk _I ) )

Date Include split detail

Item Lol

Mema € ves

Mame ¢ For detail accounts matching

Murnber

TransactionType [ I*’\" accounts j

Remove Selecked 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 repart (Ealance Sheet

accounts only),

Tell me more, ..
Revert
(1[4 | Cancel | Help |

Suppose you want to see only the asset accounts on the comparison balance sheet.
You can filter the report by account.

2 In the Filter scroll box, make sure Account is selected.

Notice that QuickBooks provides a description of the selected filter below the list
of filters. If you need more information about how applying a particular filter will
affect the report, click Tell me more.

3 In the Account field, choose All assets from the drop-down list.
4 Click OK.

QuickBooks displays the customized balance sheet comparison report. If you scroll
to the bottom of the report, you'll see that QuickBooks removed the liability and
other accounts from the report.
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fjiBalance Sheet Prev Year Comparison sk & help question | Ask [l % How Do 17
Memorize... | Print... | E-mail | Export... Hide Header | Callapse I Refresh |
= | asof [12115/2007 E Columns  [Total only j Sort By |Default j
12:34 AM Rock Castle Construction
12807 Balance Sheet Prev Year Comparison
Accrual Bagis As of December 15, 2007
@ Dec 15, 07 ¢ Dec 15, 06 + $ Change 3 % Change ¢
Tools & Equipment 5,000.00 5,000.00 o.oo 0.0% ;I
Undeposited Funds 26,544 06 28,740 28 -2,196.22 -7 E%
Total Other Current Assets BE 669 BS 33,315.38 33,354.30 100.1%
Total Current Assets 206 67143 M 134,960.32 188.2%
Fized Assets
Trucks
Original Cost 338529 33,8529 ooo 00%
Depreciation -9,000.00 -£,000.00 -3,000.00 -50.0%
Total Trucks 2485291 2785291 -3,000.00 -108%
Total Fixed Assets 2485291 2788291 -3,000.00 -108%
Other Assets
Pre-paid Insurance -200.00 -200.00 0.00 0.0%
Total Other Assets -200.00 -200.00 0.00 0.0%
TOTAL ASSETS 231,324.34 99,364.02 131,960.32 132.8%
LIABILITIES & EQUITY ooo ooo o.oo 0.0% j

5 Close the report window.

6 Click No if QuickBooks asks if you want to add this report to the Memorized
Report list.

Creating and customizing a sales report

In this exercise, you'll create a QuickBooks sales report, which you will then customize
by changing the date range it covers.

To create a sales report:

1 From the Reports menu, choose Sales, then choose Sales By Customer Summary
from the submenu.

QuickBooks displays the sales by customer summary report.

Fijisales by Customer Summary sk a help question | Ask | = How Do 1?
Modify Repott... Memorize,.., | Prnk... ‘ E-mail | Export,.. Hide Header | Collapse Refresh |
=] From [12/01/2007 | B8] To [12/15/2007 8| Columns [Tetal orly =] sort By [oefau =]
1237 AM Rock Castle Construction
1ansn Sales by Customer Summary
Accrual Basis December 1 - 15, 2007
s Dect-1507 o
Abercrombie, Kristy ﬂ
Kitchen » _1,400.00 4
Total Abercrombie, Kristy 1,400.00
Cook, Brian
Kitchen 585
Total Cook, Brian 585
Ecker Designs
Office Repairs 4 630.00
Total Ecker Designs 4,590.00 ;I

The Dates field in the report buttonbar shows that the report covers “This
Month-to-date.” Customize the report so you can see all your sales.
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To customize dates in a report:
1 In the Dates field, select All from the drop-down list.
QuickBooks updates the report and displays the new data.

FiiSales by Customer Summary Ask a help question | Ask 8 * How Do I?
Modify Report... Memorize... | Print... | E-mail | Export... Hide Header | Collapse Refresh |
Dates > | From | E Ta | E Columps [ Total only j Sort By |Default j
12:40 AM Rock Castle Construction
12501 Sales by Customer Summary
Accrual Basis All Transactions
@ Dec 19, 07 @
Abercrombie, Kristy ﬂ
Family Room » 235.00 4
Kitchen 1,400.00
Remodel Bathroom 652650
Total Abercrombie, Kristy 5461 .50
Baker, Chris
Family Room 59573
Baker, Chris - Other 72.00
Total Baker, Chris 6,029.31
Balak, Mike
UHility Shed 1,999.00
Total Balak, Mike 1,999.00 LI

Using QuickZoom in a preset report

As with all QuickBooks reports, you can QuickZoom any item in the report to see more
detail.

To QuickZoom on a report item:

1 Position the mouse pointer over the $11,105.00—the amount for Anton
Teschner’s sun room.

The arrow pointer turns into a magnifying glass with a Z in it.
2 Double-click $11,105.00.

QuickBooks displays a QuickZoom report showing sales by customer detail.

Efisales by Customer Detail fisk & help question | Ask ]+ How Do 12
[Modify Report.,.. Memorize... | Prink... | E-mail | Export... Hide Header Refresh
E To | Eﬁﬂl’t By [Default =]

12:42 A Rock Castle Construction

fansi Sales by Customer Detail

Accrual Basis All Transactions

© Type @ Date < Hum_ < Memo @ Name o Mhem < Oty @ Unit + Sales Price < Amount @ Balance
Teschner, Anton B
Sun Room
[3 Invoice 10572007 a0 Removal lab...  Teschner, &ntonS..  Removal 56 3500 1,960.00 1,960.00
Invoice 110282007 B0 Window Teschner, Anton: S, Window 4 150.00 600.00 2,560.00
Invoice 114282007 B0 Doors Teschner, Anton:S...  Wood D 1 1,950.00 1,850,000 4,510.00
Invoice 1172872007 B0 Locking inte...  Teschner, &ntonS..  Harchwa... 1 45.00 45.00 4,555.00
Invoice 110282007 B0 Rough lumber  Teschner, Anton: S, Lumber: 1 1,400.00 1,400 .00 5,855.00
Invoice 114282007 B0 Trim lumber Teschner, Anton:S...  Lumber.... 1 27500 27500 §,230.00
Invoice 1172872007 B0 Decking lum...  Teschner, &ntoncS...  Lumber:... 1 7000 1000 6,340.00
Invoice 110282007 B0 Removal labor  Teschner, Anton: S, Remaoval 12 45.00 54000 7,480.00
Invoice 114282007 B0 Framing labor ~ Teschner, Anton:S...  Framing 40 £0.00 2,400.00 9,580.00
Invoice 121172007 o Check return Teschner, &ntonS...  Bad Che 1 1,200.00 1,200.00 11,080.00
Invoice 12112007 70 Setvice cha Teschner, Anton: S, Bad Che 1 2500 2500 11,105.00
Total Sun Room 11,105.00 11,105.00
Total Teschner, Antan 11,105.00 11,105.00
4 »
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To QuickZoom further to display the original invoice for a
transaction:

1 Position the mouse pointer over the first item on the report (invoice #40 dated
10/05/2007 for Removal labour).

2 Double-click anywhere in the first line.

QuickBooks displays Invoice #40 for Anton Teschner’s sun room.

B Create Invoices Ask a help question | Ask 8 * How Do I?
iprevious Puext & - EEmai | € [#speling By History Journal &5 Time{Costs. .

Customer; Job Class Template Customize |
eschner, Anton:Sun Room| I j IIntuit Service Invoice j

Invoice 10/05/2007 @) |40

Ankon Teschner %? A
2424 Lisa Lane .
Bayshore, BC V1N 2X6

Terms
Met 15 -
Ikem by Linik Descripkion Arnount

Removal Remaoval labor,
removed shed
and graded area
for sun room
Customer [Thank vau For your - G5T 137.20
Message |business. psT

156,580

Tatal 2,254.00

™ To be printed Balance 0.00

Memo I Save & Close | Save & New Revert

Automate your data backup with QuickBooks Backup Service T

Notice that QuickBooks puts a paid stamp on invoices for which payment has
been received in full.

3 TFrom the Window menu, choose Close All.

4 Click No if QuickBooks asks if you want to memorize the report.

What you see when you QuickZoom in a report depends on the type of report
displayed:
m If the report shows summary figures (like the sales by customer summary report

we just displayed) and you QuickZoom an amount, QuickBooks displays a
transaction report that includes the transactions which contribute to that amount.

m If the report shows transactions and you QuickZoom a transaction, QuickBooks
displays the invoice, bill, or other form for the requested transaction.
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Saving report settings

After you have customized a report to provide the information you need, you can have
QuickBooks memorize the settings so you can quickly produce the same report in the
future. (QuickBooks memorizes a report’s settings, not the actual data.)

If you use one of the QuickBooks Premier products, you can export the settings for
memorized reports as report templates. A report template lets you specify all of a
report’s settings in advance—for example, report date, format, and filters. Report
templates can be imported into other QuickBooks data files, then accessed from the
Memorized Report list.

Creating memorized report groups

In addition to saving report settings, you can create memorized report groups that you
can use to organize your memorized reports in a way that makes sense for your
business and to allow you to quickly process a group of reports at once.

QuickBooks comes preset with a number of memorized report groups each containing
common reports for each area. You can add your own reports to these groups, modify
the groups to meet your needs, and even create your own groups.

In this exercise, you’ll create a memorized group called “Year End” to which you will
add some memorized reports. Later, you learn how you can batch process memorized
reports.

To create a memorize report group:

1 Choose Memorized Reports from the Reports menu, then choose Memorized
Report List.

QuickBooks opens the Memorized Report list.

ST L gL BT sk A help question | Ask [l How Do 12

s Professional Services
+0pen Balances by ClientfProject _I
«Lnbilled Expenses by Project
+Project Costs Detail
+Time by Mame and Project with Billable Status

+LContractor
+Time by Mame with Billable Status
+Job Costs Detail
+Job Status

«Inventary Yaluation Detal- Andrew

+Accountant
+Retained Earnings
+Trial Balance
+General Ledger
+Profit & Loss
+Balance Sheet
= Journal Entries EnterediModified Today

<Banking
+Cheque Detall
+Deposit Detail

+Company
+Balance Sheet
+Profit & Loss
+Statement of Cash Flows

+Customers
+& /R Aging Summary
+Customer Balance Detail

+Customer Balance Summary

+Cpen [nvoices
<Employees

+Payrall Trem Detai

[

H“ﬁéﬁaﬂ‘:' e Display,.. Pring,.. EZporti. |

180



2 In the Memorized Report list, click the Memorized Report menu button, and
choose New Group.

3 In the Name field of the New Memorized Report Group window, type Andrew’s
Reports.

Your window should look like this.

ENew Memorized Report Group

Mame: |Andrew's Reports

1] 4 | Cancel

4 Click OK.
QuickBooks adds the new group to the Memorized Report list.

Memorizing preset reports

Now, you’ll memorize a report and add it to the memorized report group you just
created.

To memorize a report:

1 From the Reports menu, choose Accountant & Taxes, then choose
Income Tax Summary.

2 On the report buttonbar, click Memorize.
QuickBooks displays the Memorize Report window.
x|

Mame: |Inc0me Tax Summary

™ Save in Memorized Report Group:: |Andrew's Reports ﬂ

1] 4 | Cancel |

3 Leave the name of the report as is.

4 Click the “Save in Memorized Report Group” checkbox to select it, and if necessary
choose Andrew’s Reports from the drop-down list.

Your window should look like this.

x

Mame: |Inc0me Tax Summary

[V Save in Memorized Report Group:: |Andrew's Reports ﬂ

1] 4 | Cancel |

5 Click OK to memorize the report and add it to the “Andrew’s Reports” memorized
report group.

6 Close the income tax summary report.
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Adding reports to memorized report groups

Now, you'll add a previously memorized report to the Andrew’s Reports group.

To add memorized reports to a memorized report group:

1

2

In the Memorized Report List window, select the report called
“Inventory Valuation Detail-Andrew”.

Click the Memorized Report menu button, then choose Edit.
QuickBooks opens the Edit Memorized Report window.
Leave the report name as is.

Click the “Save in Memorized Report Group” checkbox to select it, and if necessary
choose Andrew’s Reports from the drop-down list.
Click OK.

QuickBooks moves the “Inventory Valuation Detail-Andrew” report to the
Andrew’s Reports memorized report group.

T L (1111 g =1 B4 M sk a help question | Ask | < How Do 17

Report Mame

+Professional Services

+0pen Balances by ClientfProject

+Unbilled Expenses by Project

+Project Caosts Detail

+Time by Mame and Project with Billable Status
+Contractor

+Time by Mame with Billable Status

+Job Casts Detail

+Job Status
+Accountant

+Retained Earnings

+Trial Balance

+General Ledger

+Profit & Loss

+Balance Sheet

+Journal Entries EnteredfModified Today =

i Memorized Report ~|  Digplay... | Print... | Export...

Once a report is memorized, you can easily display it from the QuickBooks Memorized
Report list.

To display a memorized report:

1
2

In the Memorized Report list, select “Inventory Valuation Detail - Andrew.”
Click Display.
QuickBooks displays the report.

Leave the report open.
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Printing reports

Any time you have a report displayed in the report window, you can print it by
clicking the Print button in the report buttonbar.

To print a report:
1 With the Inventory Valuation Detail - Andrew report displayed, click Print.
If QuickBooks prompts you to learn more about how to format reports, click OK.

QuickBooks displays the Print Reports window.

Print Reports sk a help question | Ask || = How Do 17 x|
Settings Margins
Print to: LI
(ol h\BHPRINTSRVHUSD Main Floor on Ned1: j Options. .. Cancel |
 File:
File: [4SCIT text file d b |
Mote: To install additional printers ar to change port i
assignments, use the Windows Control Panel, Preview |
Orientation: ———~PageRange: ———————————————
" Portrait * al
" Pages:
* Landscape ges:
a From: |1 To: |9
— Page Breaks:
W Smart page breaks {widowjorphan control) |Mumber of copies: |1
I Page break after each major grouping

¥ Fit report ko |1 page(s) wide ™ Print in colour {colour prinkers anly)

In the Print Reports window you can select the print orientation and tell
QuickBooks where you would like the pages to break in multi-page reports.

2 Click Preview to see how the report will look when you print it.
QuickBooks displays a preview of your report onscreen.
3 Click Close to close the Print Preview window.

4 Close the Print Reports window (click Cancel), then close the report.

Processing reports in groups

Organizing your memorized reports in groups makes it fast and easy to process several
reports at once. Now, you'll process the reports you added to the Andrew’s Reports
report group you created in the previous exercise.

To batch process reports:
1 In the Memorized Report list, select Andrew’s Reports.
2 Click Display.
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QuickBooks opens the Process Multiple Reports window. You can use this window
to display or print the selected reports. You can also change the date range for

reports in this window before you display or print them by clicking in the From or
To columns.

Process Multiple Reports x|

Select Memorized Reports From |l

Choose the reparts to process, then press Display or Print,

D Date Range From To
Sritory Valuation Detai- Andrew ! | | B

01f01j2006  |12)51/2006

f [Income Tax Summary Last Tax Year

Display | Prink | Cancel | Help |

3 Leave both reports selected and click Display. QuickBooks opens the two reports
in the Andrew’s Reports group.

4 TFrom the Window menu, choose Close All.

Exporting reports to Microsoft Excel

Occasionally, you may want to change a report’s appearance or contents in ways that
aren’t available in QuickBooks, filter report data in ways that you can’t in QuickBooks,
or run what-if scenarios on your QuickBooks data.

You can send QuickBooks Pro or Premier reports to Microsoft Excel. Since the changes
you make in Excel don’t affect your QuickBooks data, you're free to customize reports
as needed, and even change data to run what-if scenarios.

Note: To proceed with this exercise, you need QuickBooks Pro or Premier and
Microsoft Excel 97, 2000, or 2002. If you don't have Excel, proceed to
“Creating QuickInsight graphs” on page 189.

Sending a report to Microsoft Excel

When exporting a report to Microsoft Excel, you indicate whether or not you want to
preserve the formatting from your QuickBooks report. You also have the option of
turning on or off several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Microsoft
Excel, and turns on the following Excel features:

m  AutoFit sets column widths in Excel wide enough to display your data without
cutting off words or numbers.

m  Freeze panes allows you to scroll through data while keeping the row and column
headers in view.
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Show Gridlines turns on gridlines in Excel.

In this exercise, you learn how to select which QuickBooks report formatting options
you want to preserve in Excel, and how to turn on and off certain Excel features from

within QuickBooks.

To send a report to Microsoft Excel:

1 From the Reports menu, choose Company & Financial, then choose

Balance Sheet Standard.
2

On the Report buttonbar, click Modify Report.

QuickBooks displays the Modify report window.

Modify Report: Balance Sheet Ask a help question Askl ¥ How Do I?

Display I Eilters

] HeaderjFooter ] Faonts & Mumbers I

X

r Report Date Range

2ar-to-date

From [01/0t/2007 | To [12115/2007 |

From the first day of the current Fiscal year through today

— Report Basis

& accrual " Cash

This setting determings how this report calculates income and expenses.

i~ Columns

Display calumns by |Total only ~ | across the top.

Add subcolurans For

Sart by IDeFau\t -
2
" Descending order 54

" pscending order
Sort in

™ Previous period I Previous ¥ear ™ % of Row ™ % of Calumn
I 4§ change [T & change
I™ = change [ % change
Adwvanced, .. | Revert |
oK | Cancel | Help

3

the $ Change and % Change checkboxes.

Your screen should resemble the following.

Modify Report: Balance Sheet Ask a help question Askl # How Do I?

Display I Filters

] HeaderFooter ] Fonts & Mumbers I

In the “Add subcolumns for” area, click the Previous Period checkbox, then click

x|

— Report Date Range

Dates |This Fiscal Year-to-date

From [01jojz007 B | 1o [12115/2007 |

ﬂ From the First day of the current Fiscal year through koday

— Report Basis

& accrual " Cash

This setting determines how this report calculates income and expenses.

 Columns

Display columns by | Takal only ¥ | across the kop.

Add subcolurmns For

Sort by IDeFau\t hd
% ascending order

24
Sort in :
" Descending order 53

[¥ Previous Period I Previous Year I % of Row I % of Calumn
¥ 4 = & Change
[T % Change
Advanced... | Rewert |
0K Cancel | Help
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Analyzing financial data

4 Click OK.

Your balance sheet should now look like this.

[iiBalance Sheet

Madify Repart...

Mernatize. ..

Print. .. | E-rnail | Expatt. ..

* | Asof |12,|'15,l'20EI? @ Columns  [Total only

Hide Header | Collapse

Ask a help question | Ask 8 * How Do I?

Refresh

j Sort By |Default j

1:02 AM
121507

Accrual Basis

ASSETS
Current Assets
Checking/Savings
Chequing
Barter Account
Savings
Total Checking/Savings

Accounts Receivable
Accounts Receivable
Total Accounts Receivable

Other Current Assets
Employee Loans
Inventory Asset
Retainage
Tools & Equipmenit
Undeposited Funds

Total Other Current Assets

K

Rock Castle Construction

Balance Sheet
As of December 15, 2007

Dec 15, 07 & Dec 31, 06 £ $ Change k3 % Change
-
5122669 4 30,959.21 20,267 48 65.5%
-1,000.00 -1,000.00 0.00 0.0%
937842 2951000 -20,131.58 -B5.2%
29 60511 a9 46921 1335.90 0.2%
50 396 654 10972.32 69 424 .32 B32.7%
50,396 G4 1097232 69,424 52 532.7%
52.00 upali] 62.00 100.0%
3315732 -424 90 33,582.22 7 903 .6%
1,906.50 upali] 1,906,530 100.0%
5,000.00 5,000.00 0.00 0.0%
26 544 .06 0.00 26 544 .06 100.0%
BB BES.ES 457510 B2 094 .55

1,357.2%
=
_>I_I

5 On the Report buttonbar, click Export.

QuickBooks displays the Export Report - Basic options tab window.

Export Report sk a help question | Ask|| = How Do 17 =

Basic Advanced

Export QuickBooks report to;

" a pew Excel workbook

" an existing Excel workbook

€ use an existing sheet in the workbook

Erowse, .. |

ISeIect 3 sheet

& reate anew sheet in the workbook

worksheet linking

r Include a news worksheet in the workbook that explains Excel

B

Export |

Cancel | Help |

6 Make sure that the Export QuickBooks report selection is set to “A new Excel

workbook”.
7 Click the Advanced tab.

QuickBooks displays the Export Report to Excel - Advanced options window.
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8 Under Formatting options, click the Colours checkbox to clear it.

The title font will remain blue in QuickBooks, but display in black in Excel.
9 Under Excel features, select the Auto Filtering checkbox.

Your screen should now resemble the following.

Export Report #isk & help question | Ask || = How Do I? | x|
Basic I Advanced

Preserve the Follawing QuickBooks report Formatting options:

v Eoris " Space behween columns
" Colours I Row height

Turn on the following Excel Features For this report:
[ AutoFit (set column width ko display &l data)
[ Freeze panes (keep headers and labels visible)
[ Show Gridlines
™ Auto Outline (allows collapsing | expanding)

[V Ao Filkering (allows custom data Fikering):

Printing options
= Send header to Page Setup in Excel
¢ Sand header to screen in Excel

[ Repeat row labels on each page

Expork | Cancel Help

10 Click Export.

QuickBooks starts Excel (if it’s not running already) and sends the report to a new

spreadsheet.
=
AEIEEE F G H [ J \ |
1 Rock Castle Construction 1:05 AM
12| Balance Sheet 12152007
| 3 | As of December 15, 2007 Accrual Basis
4
| 5 | Dec 15,0 «| Dee 31, (+| $ Changi | % Changi~|
| B |ASSETS
| 7 | Current Assets
| 8 | Checking/Savings
|2 | Chequing 5122669 3085921  20,267.48 65.47%
|10 | Barter Account -1,00000  -1,000.00 0.00 0.0%
|11 Savings 937842 2951000 -204131.58 -68.22%
112 | Total Checking/Savings 5960511 5546921 135.90 0.23%
| 13 | Accounts Receivable
|14 | Accounts Receivable 6039664 1097232  F942432 £3272%
|15 | Total Accounts Receivable 5039564 1097232 6942432 63272%
| 16 | Other Current Assets
1 Employee Loans 6200 0.00 62.00 100.0%
| 18 | Inventory Asset 3316732 42480 3358222 790356%
119 | Retainage 1,906 30 0.00 1,906.30 100.0%
| 20 | Tools & Equipment 500000 5,000.00 0.00 0.0%
|21 | Undeposited Funds 26 544 .05 000 26,544.05 100.0%
|22 | Total Other Current Assets E6G6068 457510 6209458 1,357.23%
| 23|  Total Current Assets 20667143 7501663  131,654.80 175.5%
W[4 [¥ [¥i}\Sheett ' Shestz [ Sheetd 7 (K| 4

11 Leave the report open in Excel; you'll use it in the next exercise.

If you wanted to save the report, you would choose Save from the Excel File menu.
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Analyzing financial data

Filtering a report in Microsoft Excel

Within Microsoft Excel, you can filter on any column of data using a drop-down list
at the top of the column. Using the drop-down list, you can apply a number of preset
filters or create your own custom filter.

To find out if any of Rock Castle Construction’s account balances have decreased since
the previous period, you'll filter the balance sheet report you just created.

To filter a report in Microsoft Excel:

1 In the Excel window, click the down arrow in the $ Change column of the balance
sheet report, and choose (Custom...) from the drop-down list. Excel displays the
following window.

Custom AutoFilter

2 In the $ Change field, choose “is less than” from the drop-down list.
3 In the field to the right, type 0. Your screen should resemble the following.

Custom AutoFilter J 3

T | |

4 Click OK. Excel filters the $ Change column for negative amounts and displays the

results.
=
AlB|C|D|E F G H | J =

|1 Rock Castle Construction r05aM |
2 Balance Sheet 121572007

EX As of December 15, 2007 Accrual Basis

|4

15 Dec 15, 0 | Dec 31, (| $ Changi=| % Chang:~
11 Savings 037642 2951000 -204% 58 _BiE 2

77| Depreciation -9,00000  -6,000.00 -3,000.00 50.0%

E Total Trucks 2485291 2785291 -3,000.00 -10.77%

E Total Fixed Assets 2485291 rasze -3,000.00 -1077%

? Pre-paid Insurance -200.00 3,850.00 -4,050 00 -105. 2%

ﬁ Total Other Assets -200.00 3,850.00 -4,050.00 -105.2%

3 Hote Payable 3440083 2050000 1705917 -83.22%

E Truck Loan 5,556.51 11,3584 46 -5,527 .85 -51.19%

ﬁ Total Long Term Liabilities 5,997.34 3188446 -22,88712 -71 . 78%

El Opening Bal Equity 1224339 13,50569 1,262.30 -9.35%

E Owner's Draw -6,000.00 0.00 -6,000.00 -100.0%

|63 Total Owner's Equity 1900000 2500000 -6,000.00 240% @ WRm
\:I «[» [pi[\Sheet1 {Sheet? 7 Shests / 14

5 Close Excel without saving the report.

o

Close the balance sheet report in QuickBooks.

7 Choose No if you're prompted to memorize the report.
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Creating Quicklnsight graphs

A report gives you numbers that are essential if you want to stay on top of your
business finances. But when you want a visual picture to plan current or future
business decisions, a graph is another invaluable tool.

A QuickInsight graph shows your data pictured as either a bar graph or a pie chart. The
bar graphs and pie charts are simply different views of the same company financial
information.

Refer to Handout 27, “QuickInsight graph types.”

QuickBooks has six types of graphs, providing up to 15 different views of your data:

m Income and Expenses graphs show your income and expenses for the period you
specify.

m Sales graphs show your company’s sales income for the period you specify.

m  Accounts Receivable graphs show how much your customers owe.

m  Accounts Payable graphs show how much you currently owe your vendors.

m  Net Worth graphs show changes in your company’s net worth.

m  Budget vs. Actual graphs let you see the variance between your budgeted
amounts and the actual amount you earned or spent.

To create a QuickInsight graph, select the type of graph you want from a report
submenu.

Creating an Income and Expense graph

If you want your business to be profitable, you need to keep an eye on your expenses.
The income and expense graph shows you exactly what you're spending and where.

You should be especially concerned with the proportion you're spending relative to
the income you receive. As a simplistic example, if you're earning only $20,000 in
income, you don’t want to spend $30,000 in expenses.

189



Analyzing financial data

To create an income and expense graph:

1 From the Reports menu, choose Company & Financial, then choose

Income & Expense Graph.

QuickBooks displays a graph depicting your income and expenses.

QuickInsight: Income and Expense G. R aRaiaala B4 [ gl sl el g g

Print. .. Refresh

Income
M Expense

Dates... By fwccount | By Customer | By Class

Income and Expense by Month
January 1 through December 15, 2007

Mext Group

$in 1,000's
60
S0
40
30
20
10
u]
Jan 07 Apr 07 Jul 07 Cick 07
Feb 07 Mary 07 Aug 07 Moy 07
Mar 07 Jun 07 Sep 07 Decl-15, 07
Expense Summary o

January 1 through December 15, 2007 ™ ils?j;cg::ses Io;fg:gg

Cost of Goods Sald 5.23

B Automobile 2,13

B Tools and Machinery 1.97

B Depreciation Expense 1.55

Rent 1.24

B Utilities 1.05

B Interest Expense 0.59

B Payroll Expenses 0.53

W Cther 0.43

Tokal $193,708,91

By Account

Income I IExpense |

Showe on Pie Chart:

In the top portion of the graph window, QuickBooks displays a bar graph and
legend showing total income and expenses. In the lower portion of the window,
QuickBooks displays a pie chart and legend showing expense percentages by
account.

QuickBooks can display only 10 accounts at a time. To display more accounts,
click the Next Group button at the top of the graph window.

Features of Quickinsight graphs

These features are common to all QuickInsight graphs:

Every graph window, except for the Net Worth and the Budget vs Actual graphs,
shows a bar graph in the top part of the window and a pie chart in the bottom half.

The bar graph usually shows totals. For example, the Income and Expense graph
shows the total for income and the total for expenses in each month of the period.

The pie chart shows a breakdown of the information shown in the bar graph; each
pie slice in the Income and Expense graph represents a type of income or expense.
The legend to the right of the pie chart shows you which income or expense
account corresponds to the colour shown in the pie chart; it also shows you what
percentage of the pie each slice represents.
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m Every graph window has a buttonbar with buttons you can click to customize the
graph. For example, you can change the time period shown in the graph by
clicking the Dates button. If you want the pie chart to show a breakdown by
customer or class rather than a breakdown by account, just click By Customer or
By Class.

m Justas you can use QuickZoom in a report to get more detail on the numbers, you
can use QuickZoom in a graph to see the numbers behind the picture. When you
position the mouse pointer over a bar or pie slice and double-click, QuickBooks
shows you the numbers represented by that graphic image. For example, the pie
chart legend tells which income/expense accounts are represented by each pie
slice, and tells you what percentage of the whole is represented by each slice.
When you zoom in on a pie slice, you can find out exactly how much you received
or spent (in dollars) for each account.

Customizing graph data

To display income accounts instead of expense accounts:
1 Click Income at the bottom of the graph window.
2 Click By Customer.

QuickBooks changes the pie chart to display income by customers.

QuickInsight: Income and Expense G..ERELGE T GOIE Y R TN i

Dates... By Account | By Customer | By Class Mext Group Prink. .. Refresh
Income and Expense by Month Ihcome
January 1 through December 15, 2007
$in 1,000
&0
S0
40
30
20
10
o]
Jan 07 Apr 07 Jul 07 Ok 07
Feb 07 May 07 Aug 07 Mow 07
Mar 07 Jun 07 Sep 07 Dec 1 -15, 07
Incame Summary Pretell Real Estat %1631
January 1 through December 15, 2007 ™ CLBD: Br.ia:n stare 011I81
s .
Memeo, Jeanekte 7.96
M Matiello, Ernesto 6,04
M Melton, Johnny 4,77
M Robson, Darci 4,58
Abercrombie, Kristy 3,36
M Teschrer, Ankon .29
M Jacobsen, Doug 321
M Teichman, Tim 2,92
W Other 35.74
Total $242,259.26

By Customer

Shaow on Pie Chart: I Income I Expense
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Using QuickZoom with graphs

To help you better understand the information shown in the graphs, QuickBooks lets
you trace graphical data using QuickZoom graphs.

To display the sales for Anton Teschner:

1 Position the mouse pointer over the Teschner, Anton slice of the pie chart.
(Use the Key on the right side of the window.)
The pointer changes to a magnifying glass with the letter Z inside.

2 Double-click the Teschner, Anton slice.
Note: If a slice is too small to click, click on its legend representation instead.

QuickBooks displays a QuickZoom graph depicting sales for Anton Teschner by
month.

Ask a help question | Ask 8 ¥ How Do I?

Teschner, Anton
January 1 through December 15, 2007

QuickZoom Graph

[exk Group Prink...

$inl's
5,000
5,000
4,000
3,000
2,000
1,000

Mo 07
Dec 1 - 15, 07

To display a report describing the transactions for a given month:
1 Position the mouse pointer over the bar representing November 2007.

The pointer turns into the QuickZoom symbol.
2 Double-click the bar.

QuickBooks displays the custom transaction detail report for the month of
November 2007.

FjiCustom Transaction Detail Report sk a help question | Ask ll = How Do 12
Modify Repart. .. Mematize. .. | Print... | E-mail | Expart... Hide Header Refresh
Dates | From [1101/2007 | 8|10 [11/30/2007 | B|1atal By [Total anly =] sort By [Defautt |
1:22 AM Rock Castle Construction
121507 Custom Transaction Detail Report
Accrual Basis Hovember 2007
Date < Hum < Hame 3 Memo £ Account e _Clagg +CIr Split £ Amount & Balance 3
» 110282007 &0 Teschrer, Anton:S...  Window Materials Acoounts Re... 600.00 B00.00 4
1112852007 [=n] Teschrer, Arton:S...  Doors Materials Accounts Re... 1,950,000 255000
1112852007 (0] Teschrer, Anton:S...  Doors Cost of Goods Sold Accounts Re... -1,890.00 660.00
1112852007 (0] Teschrer, ArtorcS...  Locking inte...  Materials Accounts Re... 45.00 705.00
1112852007 [=n] Teschrer, Anton:3...  Locking inte...  Cost of Goods Sold Accounts Re... -40.54 66416
1112852007 [=n] Teschner, Anton:3 Rough lumber  Materials Accounts Re. 1,400.00 206416
1112852007 (=] Teschner, Antan:s THim lumber Materials Accourts Re. 275.00 233916
1142852007 [=n] Teschner, Anton:S...  Decking lum...  Msterials Accounts Re.. F10.00 304916
1102852007 B0 Teschrer, Anton:S...  Removal lsbor Labor Accounts Re.. 540.00 358916
1102852007 B0 Teschner, Anton:s...  Framing labar Lakaor Accounts Re.. 2.400.00 598916
5,989.16 5,989.16
4] v

You may need to scroll to the right to see the entire report.
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To display the first transaction in the report:

1 Double-click any of the lines in the report for Invoice #60.

QuickBooks displays the invoice.

B Create Invoices Ask a help question | Ask

* How Do I?

4ﬂlﬁrevious @N&xt @ - @Email |ﬁ Spelling E‘:hHi_stor':.f Journal @Timei(:osts...

Customer: Job Class

Template Custaomize |
|Intuit Service Invoice j

eschner, fnton:Sun Room j

Invoice

| A

11/28i2007 B |60

Anton Teschner
2424 Lisa Lane
Bayshore, BC V1N 2¥6

Mema |

Itemn Ciby Linit Diescription Rate Arnount
Window 4 Window 150,00 &00.,00 S .
wood Door 1 Doors 1,950.00 1,950.00 5
Hatdware:Lk D... |1 Lacking interior 45,00 45,00 S
doarknaobs LI
Custamer - GaT 554.40
Message
PST 633,60
Total 9,105.00
[~ Tobe prinked Balance 1,662,00
Save & Close Save & New I Rewert

Increase vour effectiveness and get more out of QuickBooks with our support offerings. ‘@

2 TFrom the Window menu, choose Close All.

Customizing how graphs display

You can customize graphs to control what data they include and how the data is

displayed. In this exercise, you’ll change the display from three-dimensional (3D) to

two-dimensional (2D) graphs.

To change from 3D to 2D:
1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.

2 In the left scroll box, click Reports & Graphs.
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QuickBooks displays the Preferences window for Reports and Graphs.

Preferences Ask a help question Askl ¥ How Do I?| ll

- My Preferences I Company Preferences I 0K |
Purchases Reports and Graphs Graphs Only cancel |
& Vendors
cs ‘When a report or a graph needs to [™ Draw graphs in 2D (faster) Help |
\ be refreshed: I~ Use patterns o
Reminders " Prompt me ko refresh e
% Refresh automatically
" Don't refresh Also See:
‘Wwhen a data change makes a report General

or a graph inaccurate, QuickBooks
adjusts the report or graph if it can
do so quickly, Refreshing {creating
Sales & the report or graph again from
Customers scrakch) is necessary only when a
quick adjustment. can't be made,
Refreshing is often slow,

Speling

@ [ Display Modify Report window automatically

Time
Tracking =

3 Click “Draw graphs in 2D (faster).”

A checkmark appears in the checkbox to indicate that Draw graphs in 2D (faster)
is selected.

4 Click OK.
5 From the Reports menu, choose Sales. Then choose Sales Graph.

QuickBooks displays the sales graph in 2D.

QuickInsight: Sales Graph Ask a help question | Ask | =+ How Do I7
Dates. .. By Item | By Customer | By Rep Mexk Group Print... Refresh
Sales by Month Dollar 54l
January 1 through December 15, 2007 olar ales
$in 1,000's
]
50
40
30
20
10
1]
Jan 07 Apr 07 Jul 07 Qck 07
Feb 07 May 07 Aug 07 MNov 07
Mar 07 Jun 07 Sep 07 Decl- 15, 07
Sales Summary = %3115
January 1 through December 15, 2007 =1 L:Imfjer 012:06
Frarning 10.47
W Window 5.37
W Removal 5.03
M appliance 4,73
Labour 4,63
W Materials 4,42
M Installation 3.91
B Flurnb Fixtrs 365
M Cther 14.51
Tatal $272,246.11
By Item

Displaying graphs in 2D often allows your computer to draw them on your screen
faster than displaying them in 3D.

6 Close the graph.
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Student test and review

1 Create a QuickReport on an item in one of Rock Castle Construction’s lists.

2 Rock Castle Construction wants to create a report that shows how much they have
spent on lumber for projects during the month of November, 2003. Create an item
summary purchase report, covering the date range from 11/01/2003 to
11/30/2003. Filter the report to show only Rock Castle Construction’s purchases
for Lumber.

3 Batch process the balance sheet, profit and loss statement, and statement of cash
flows using the Process Multiple Reports window.
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LESSON 10 Setting up
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Lesson objectives, 198

Handout materials, 198

To start this lesson, 198
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Entering products into inventory, 199
Tracking Units of Measure (Pro & Premier only), 200
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Creating purchase orders, 204
Getting a report of purchase orders, 205

Receiving inventory, 207
Entering a bill for inventory, 209
Manually adjusting inventory, 211

Student test and review, 213
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Setting up inventory

Lesson objectives

To get an overview of inventory in QuickBooks

To practice filling out a purchase order for inventory items
To track the receipt of the inventory items in QuickBooks

To adjust inventory manually, to enter a stock loss or increase

To create and build inventory assemblies (finished goods)

Handout materials

Handout 28: Inventory in QuickBooks

Handout 29: Paying for inventory items

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 10, then click Save.

Click Restore.
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LESSON 10

Turning on the inventory feature

The QuickBooks inventory feature is turned on in your exercise file, but you'll review
how to turn on this feature so you become familiar with QuickBooks preferences. If
you need to track inventory for your company, you can turn the feature on while
completing the EasyStep Interview. If you want to turn on the inventory feature after
you’ve completed the EasyStep Interview, follow this procedure.

To turn on the inventory feature:
1 From the Edit menu, choose Preferences.
2 Select Purchases & Vendors from the scroll box.
3 Click the Company Preferences tab.
Note: Only the QuickBooks Administrator can change company preferences.
4 Click the “Inventory and purchase orders are active” checkbox to select it.
A checkmark shows that the inventory feature is turned on.
5 Click the “Units of Measure are active” checkbox to select it.

Note that if Units of Measure is already selected, QuickBooks does not allow it to
be unselected.

6 Click OK.

Entering products into inventory

Many small businesses that stock inventory don’t know the number of units they have
on hand or on order at any given time, and have no way of getting that information
quickly. Using QuickBooks to manage your inventory, you'll be able to track the
number of items in stock and the value of your inventory after every purchase and
sale. As you order inventory items, receive the items, and later sell the items from
inventory, QuickBooks tracks each inventory-related transaction. You will know the
status of your inventory and will have a more accurate picture of your business’s
assets.

To track inventory, you must enter each product into the Item list as an inventory
part. Once you enter a product, QuickBooks tracks it as you sell or reorder the product.
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Setting up inventory

Tracking Units of Measure (Pro & Premier only)

With this version of QuickBooks, you can set up a different unit of measure than the
one you purchased it in. For example, you can buy soda pop in case with 12 cans to a
case, and sell them by the can. Then, when you sell one can, QuickBooks understands
this transaction to mean 1/12 of a case.

The association between an item’s units of measure cannot be changed once a
transaction involving the item is recorded. Once units of measure are set up for an
item, the item’s appropriate unit of measure is then displayed on business forms. Sales
forms show the selling units, and purchasing forms show purchasing units. On forms,
you cannot switch to a different unit of measure. You can, however, change the
reports to display in the units you want through the Modify Report window.

What happens when Units of Measure is turned on?

When the units of measure preference is turned on, you’ll see the following changes
in QuickBooks.

m A Units of Measure button is added to the Inventory Part and Inventory Assembly
type items window. This button opens the Define Units of Measure window where
you can set up different units of measure for these items.

m A field is added to the Service and Non-Inventory Part items window where you
can assign a descriptive label that represents the unit of measure used when
dealing with the item.

m A Unit column is added to all forms. This new column displays the item’s unit of
measure associated with the type of transaction. For example, the selling unit is
used on sales forms such as invoices and sales orders, and the purchasing unit on
purchase forms such as bills and purchase orders.

m A Unit column is also displayed on some windows such as “Adjust Quantity/Value
on Hand” and “Change Item Prices”.

m A Unit column is added to display an item’s units of measure on reports to do with
the item list; and purchases, sales and inventory transactions.

You will practice using Units of Measure in this exercise.

To enter a product into inventory:

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

2 Click the Item menu button, then choose New.

QuickBooks displays the New Item window.
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LESSON 10

X

Ask a help question | Ask 8 How Do 17 8 _ |

oK
Use For services wou charge For or purchase, like

specialized labour, consulting hours, or professional

Cancel
fees.

Inwentary Part
Inventary Assembly Tek
Maon-inventory Park Subitem of I sell this item in X
Other Charge j I Custom Fields
Subtatal )
Group speling |
Discount d by a subcontractor, owner, or partner
Payment — =
Rate [" 1remis inactive
| 000 per

Sales Tax Code
ENA
Account

A

You'll enter one new item into your inventory.
3 In the Type field, choose Inventory Part from the drop-down list.

QuickBooks changes the New Item window to accept information for an
inventory part.

Mew Item Ask a help question | Ask B % How Do 12
Type oK |
y s For goods ywou purchase, track as inventory, and resell,
Cancel |
Mext |
Item Marne/Mumber Subiterm af
! e . Custom Fields |
I I j Units of Measure
Spellin
r— Purchase Information —————— [~ Sales Information Al
Description on Purchase Transactions Description on Sales Transactions

[ 1remis inactive

Cost IW per Sales Price IW per
Purch Tax Code IS_j
OGS Accounk Imj Sales Tax Code Ig_j

Preferred Yendor I—j Income Account I—j

— Inventory Information

Asset Account Rearder Point  On Hand Total value A of
[irwentary asset =] [ooo [ oo | .00 [12/15/2007 &

4 In the [tem Name/Number field, type Door Hinge 120 (120 is the style number).
5 Select the “Subitem of” checkbox, then choose Cabinets from the drop-down list.

6 In the Description on Purchase Transactions field, type Cabinet Door Hinge 120
Degree, then press TAB to move to the Cost field.

Notice that QuickBooks fills in the Description on Sales Transactions field with the
same description you entered for the purchase side. You can leave the sales
description the same or change it later.

201



Setting up inventory

7 In the Cost field, type 3, then press TAB.

8 Choose “Yes” when the pop-up Window for the Setup of Units of Measure
appears.

9 When the Define Units of Measure for Door Hinge 120 appears, type case in the I
stock this item in field of the Inventory Unit section.

10 In the Sales Unit section, clear the box titled “Same as Inventory” and type hinge
in the I sell this item by field.

11 Type 10 in the first field of the Association to Inventory section.

12 Click the down arrow and select “hinge per case” from the drop down list. Leave
the Purchasing Unit section as is.
Your screen should look like this.

— Inventory Unit

I stock Ehis item in Icase

— Sales Lnit
[~ Same as Irventory

I sell this itern by Ihinge

Association to Inventory Wl hinae per case

Cancel

i

Help

— Purchasing Unit
V¥ Same as Irventory

I purchase this item by Icase

Associakion bo Inventory | 1 |case PEr Case j

* Once a transaction has been created using this item, units of
measure cannot be changed

13 Click OK to close this window.

14 In the Preferred Vendor field, choose Thomas Kitchen and Bath from the
drop-down list.

Or, type the first few letters of your selection and QuickBooks fills in the rest.
15 In the Sales Price field, type 4.

Notice that the cost per case is listed on the Purchase Information section and the
Sales Price per hinge is seen on the Sales Information side.

16 Leave the Tax Code setting as is.

If you wanted to assign a different tax code, you could select a different code from
the drop-down list when setting up the item.

17 In the Income Account field, choose Construction:Materials.
18 Press TAB to move to the Asset Account field.

Inventory Asset was filled in when you selected Inventory Part as the type of item.
Leave this default setting.

19 In the Reorder Point field, type 5.
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20 In the Qty-on-Hand field, type 10, then press TAB to move to the Total Value field.

Notice that QuickBooks has calculated the value of your item by multiplying the
number in the On Hand field by the number in the Cost field.

Your New Item window should resemble the following figure.

Mew Item ask a help question | Ask @ = How Do I?

[ %]

Type

Irvertory Part - | Use for goods wou purchase, track as inventory, and resell,

1] 4

Cancel

Mexk
Item Marne/Mumber [v subitem of

. Custom Fields
|Door Hinge 120 |Cabinets j Urits of Measure |

dlids

Spelli
— Purchase Information —————— [~ Sales Information FETE
Description on Purchase Transactions Description on Sales Transactions = =
[ 1remis inactive
Cahinet Door Hinge 120 Degres Cahinet Door Hinge 120 Degree

Cost Iw per case Sales Price IW per hinge
Purch Tax Code IS_j
Z0ES Accounk Imj Sales Tax Code Is_j

Preferred Yendor Imj Income Account mj

— Inventory Information {case)
Asset Account Rearder Point 20 Hand Total Walue  As of
[troveriory asset = I w [ so00 [12/1502007 &

21 Click OK to close the New Item window.
QuickBooks adds the new item to the Item list.

22 Close the Item list.
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Ordering products

Creating purchase orders

Once you enter your current products and vendors into the Item and Vendor lists,

you’ll need to order products to keep your inventory stocked.

In Lesson 6, you created a sales order for door frames. Now, create the purchase order
to order the items from the vendor.

To order a product using a purchase order:

1 From the Vendors menu, choose Create Purchase Orders.

QuickBooks displays the Create Purchase Orders window.

& Create Purchase Orders Ask a help question | Ask ¥ = How Do I? E3
Werevious Pust ggprne - Calemal | EyFind Speling 5y History Journal
Vendar Class Ship T Template Custamize I

| =l =l

Purchase Order

j |Custorn Purchase ... j

121502007 BB |69

Rock Castle Construction
1735 Country Foad
Bayshore, BC YST 6Y7

Ikem Descripkion by Lnit Rate Cuskomer Amount  Tax

d|
Wendar G5T 0.00
Message
PST 0.0o
Tatal
-
[ Tobe printed
Internal | Save & Close I Save & New I Clear

[Memao

Find software solutions For your business that work with QuickBoaks. %

You use the Create Purchase Orders window to enter the products you want to
order, the quantities, and the vendor. As you fill in this information, QuickBooks
automatically calculates purchase order number, item cost, and total cost.

Notice that QuickBooks has already entered today’s date and a sequential purchase
order number.

In the Vendor field, choose Thomas Kitchen & Bath from the drop-down list.

Notice that QuickBooks displays all of the information about Thomas Kitchen &
Bath in the appropriate places on the purchase order form.

In the Item column, select Cabinet: CAB 2015 from the drop-down list.
In the QTY field, type 10.

Notice that the Units column is filled automatically.
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5 In the Vendor Message field of the purchase order, type Please rush ship this order.

Your Purchase Order should resemble the following figure.

& Create Purchase Orders Ask a help guestion | Ask® =+ How Do I? E3
erevious Pust  ggrint - Cdemal | EyFind speling By History Journal
Wendar Class ship Ta Template Custarmize |
|Thornas Kitchen & Bath j | j | j |Custorn Purchase ... j
Purchase Order Mzmsmw = mg
Thomas Kitchen & Bath Rock Castle Construction
603 Main St 1735 Courkry Road
Bayshore BC Wel 1ES Bayshaore, BC YST 67

Description Cky Lnik Rate Custamer Amount Tax
Cahinets:Cab 2... [Kitchen 10 case 169.00 1,690.00 o
Cabinet #2015

hd|
Wendor  |Please rush ship this order] GaT 0.00
Hessage psT 0.00
Total 1,690.00
-
[ Tobe printed
Internal | Save & Close | Save & New Clear
Mema

Find sofbware solutions for your business Ehat work with QuickBooks. %

6 Click Save & Close to record the purchase order.

After you have created a purchase order, QuickBooks adds an account to the chart of
accounts called Purchase Orders. This is a non-posting account and does not affect
your balance sheet or income statement. The Purchase Orders account is used to

produce a QuickReport showing current purchase orders so you always know what is
on order.

Getting a report of purchase orders

To get a chronologically ordered report of all the purchase orders
you have written:

1 From the Lists menu, choose Chart of Accounts.

2 In the chart of accounts, click Purchase Orders once to select it.

3 Click the Reports menu button at the bottom of the frame and choose Quick-
Report: Purchase Orders.
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QuickBooks displays a report of all purchase orders.

i Account QuickReport Ask a help question | Ask | = How Do I?
IModify Report IMemorize. .. E-mail | Export. .. Hide Header Refresh
Dates | From [o1/01/z007 | | 7o [12/15/2007 B|50rt By [Default |

9:52 AM Rock Castle Construction

12nsaz Account QuickReport

Accrual Basis As of December 15, 2007

% Type el Date + Hum « Hame el Memo el Split £ Amount E3
Purchasze Order 1101 852007 27 Perry Windowes & .. Pretell 75 Su...  -SPLIT- -5,367 .40 ;I
Purchasze Order 11M 852007 28 Perry Windowes & .. -SPLIT- -2 48775
Purchase Crder 1102652007 30 Larson Flooring playhouse -SPLIT- -42 80
Purchasze Order 1102652007 32 Timberloft Lumber playhouse -SPLIT- -B614
Purchasze Order 11426/2007 29 Patton Harchware ... -SPLIT- -14 653 .65
Purchasze Order 1103052007 34 Patton Hardweare 5. -SPLIT- -3,701.34
Purchasze Order 12001 2007 35 Drigle: Ligghting -SPLIT- -611.31
Purchasze Order 12352007 36 Larzon Flooring -SPLIT- -5,052.50
Purchasze Order 120032007 40 Perry Windowes & .. -SPLIT- -414.00
Purchase Croer 12872007 3T Wheeler's Tile Etc. -SPLIT- -201 .59
Purchasze Order 1201 252007 38 Lewy Plumbing -SPLIT- -431 B4
Purchase Crder 1201 552007 39 Caigle Lighting -SPLIT- -69.55
Purchasze Order 1201 852007 58 Thamas Kitchen &.. Inventary Az -1,630.00
Purchasze Order 124552007 g9 Thomas Kitchen ... Inverntory As... -1 690,00
Total Purchase Orders -102 561 86
TOTAL -102,561.56 j
- -

Notice the purchase order you have just created is at the bottom of the report.
4 Close the QuickReport.

5 Close the chart of accounts.
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Receiving inventory

When you receive the items you have ordered with your purchase order, you have to
enter the items into inventory. You can receive items with a bill or without a bill.

This exercise shows you how to enter into QuickBooks inventory items you've
received when the bill for those items will follow later.

To receive inventory without a bill attached:
1 From the Vendors menu, choose Receive Items.

QuickBooks displays the Create Item Receipts window.

«# Create Item Receipts Ask a help question | Ask @ =+ How Do I?
ﬂﬁrevious @MExt | %{Find E‘:hHi_story Journal
&gl O Credit [ Bil Received
. 6&n_ |
wWendar v| Date M@
Item
Receipt Totsl  $0.00
Olll]F Ref. Ma,
Mema IRecei\red ikemns (bill o Follow )
[ Expenses $0.00 ] Items $0.00 I
Ikem Descripkion Gt Linik Ciosk Tax Met amt Customer:Job E Class:‘
-
~|
Seleck PO I Receive Al I Stiay PO Tirme: I
G5T |0.00
FST |0.00
Clear Splits | Recalculate | Save & Close | Save & New | Clear |

The Create Item Receipts window lets you enter information for inventory parts
you've received.

2 In the Vendor field, choose Thomas Kitchen & Bath from the drop-down list and
press TAB.

QuickBooks tells you that there are open purchase orders for this vendor and asks
if you want to receive against one of these orders.

3 Click Yes.
QuickBooks displays the Open Purchase Orders for Thomas Kitchen & Bath.
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Open Purchase Orders
Pl @ [Tharmas Kitchen & Bathi j K
Select a Purchase Order to receive

7 Date PO N Mems Camed!

07/14/2007 |2
10/17/2007 |19
10/20{2007 |23
12/15/2007 |89

Luke, bathroom |

Help

Abercrombie bathroom remodel

i

4 Click the fourth purchase order (#89, dated 12/15/2007) to select it.

QuickBooks places a checkmark in the left-most column for the item selected.

5 Click OK to move the information to the item receipt.

The Create Item Receipts window should resemble the following figure.

+# Create Item Receipts

ﬂﬁrevious @N&xt | ﬁFind QbHi_storv Journal

Acsk a help guestion | Ask 8 * How Do I?

Gl Credt [ Bil Received
vendor Thomas Kitchen & Bath | Date 1215/2007 |
Item
L]
Receipt Totsl  $1,690.00
Ollljf Ref. Mo,
Memo |Received items (bill ko Follow)
[E@enses 0,00 ] Items $1,690.00 ]
Ikem Diescripkior Qb Linit Cost Tax Met Amt Customer:Job E Class PO No.
Cahinets:Ca... |Kitchen 10 |case 169.00 1,69... a9 o
Cabinet
#2015

i

-

Select PO I Clear Qtvsl Show PO I

Tirne I

Clear Splits | Recalculate | Sg\re&closel Save & New |

G5T |0.00
FST J0.00

Clear

6 Click Save & Close to process the receipt.

QuickBooks processes the items and adds them to your inventory. If you display
the Item list, you'll see that you now have 10 additional cases of kitchen cabinets

on hand.
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Entering a bill for inventory

If you've entered an item receipt for inventory, but the bill hasn't arrived yet, you can
still record the bill amount in QuickBooks. Entering the bill as shown in this exercise
records the amount in your accounts payable account so you can track how much you

owe.

When the bill comes, you pay the bill just like you would pay any other bill in

QuickBooks (from the Pay Bills window).

To enter the bill:

1 From the Vendors menu, choose Enter Bill for Received Items.

QuickBooks displays the Select Item Receipt window, where you can select the

vendor and the item for which you have a bill.

’ Ask a help question | Ask N How Do 12

Yendar I j oK |

Chonose the Ikem Receipt which corresponds ko your bill Cancel

Date Ref Mo, Mema
Help |

2 Inthe Vendor field, select Thomas Kitchen & Bath in the drop-down list and press

TAB.

QuickBooks fills in the Date and Memo fields with information that corresponds

to your bill.
3 Select “Received items (bill to follow),” dated 12/15/2007.

Select Item Receipt Ask a help question Askl ¥ How Do I?| ﬂ
Yendor IThomas Kitcher ... j oK |

Choose the Item Feceipt which corresponds to your bill Cancel

| Date Ref Mo, Merno |
- - - Help |

4 Click OK.
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QuickBooks displays the Enter Bills window.

w Enter Bills Ask a help guestion | Ask® =+ How Do I? E3
Gﬂlﬁrevious @N&xt | aFind QhHi_storv Journal
& Bl O credt ¥ Eill Recsived
& |
| Date 12/15/2007 G|
Bil Due 01/14/2008 |
Discount Date Amount Due ¥ 1,690.00
Terms MNet 30 j Ref. Mo,
Mema |
[ Expenses $0.00 ] Items $1,690.00 ]
Item Descripior GE Linit Cost Taec Mek Amt Customer:Job B Class PO No.:‘
Cabinets:Ca, ., |Kikchen 10 [case 169,00 1,69,.. a9 o
Cabinet
#2015
~|
Select PO | Clear Qhys | Show PO Time I
GsT IE
PST J0.00
Clear Splits | Recalculate | Save & Close Save & New | Reevert |

5 Click Save & Close.

QuickBooks changes the item receipt to a bill in the Accounts Payable account and
lists the bill in the Pay Bills window. If you look at the Accounts Payable, you'll see
that the balance increased by $1,690.00, based on the bill entered for Thomas

Kitchen & Bath.

Because you must have inventory on hand before you can enter a sale for
inventory parts, we recommend that you enter your item receipts before entering

sales.
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Manually adjusting inventory

When you have spoilage or send out samples of your products, you can adjust your
inventory manually.

To adjust the inventory manually:

1 From the Vendors menu, choose Inventory Activities, then choose
Adjust Quantity/Value on Hand.

QuickBooks displays the Adjust Quantity/Value on Hand window.

-z Adjust Quantity/¥alue on Hand Ask a help question | Ask @ = How Do I?
L Previous & Mexk
Adjustment Date |12,|'15,I'ZDD? E
Ref. Mo, |1 Customer: Job | j
Adjustment Account || j Class | j
Ttem Description Current O Linik Tew Ot Qty Difference
Cabinets -
Cabinets!C... |Kitchen Cabinet #... 40 (case
Cabinets!C.., |Cabinet Pulls 110
Cahinets:D... |Cahinet Door Hing. .. 10 |case
Cabinets:Li... [Light pine kitchen ... 9
Hardware 0
Hardware:,,. |Standard Doorknobs 120
Hardware:L... [Lacking interior da... 115
\Widget 2
Wood Door |Doors 0
Wood Door,.. |Exterior wood door 17
Wood Door... |Interior wood door 50 _|
-
[ value Adjustment Merma
Total Yalue of Adjustment 0.00
Save & Close | Save & New | Cancel |

The Adjust Quantity/Value on Hand window lets you enter the adjustment
account, and either the New Qty or the Qty Difference. Since two wood interior
doors were damaged, you'll adjust the inventory account to remove two doors.

2 In the Adjustment Account field, type Inventory Adjustment and press TAB.

3 In the Qty Difference column for Wood Door:Interior wood door, type -2 (the
number of damaged doors), then press TAB.

21



Setting up inventory

QuickBooks calculates the value adjustment and decreases the inventory by two
items.

.z Adjust Quantity /Yalue on Hand ask a help question | Ask @ = How Do I?

ﬂﬁrevious @ﬂext

Adjustment Date |12||'15,|'ZDD? E
Ref, Mo, |2 Customer: Job | j

Adjustment Account |Inventorv Adjuskment j Class | j
Item Description Current Gk Lnit Tiew Qi Qby Difference

Cabinets Cabinets 1} i‘

Cabinets:C... |Kitchen Cabinet #... 40 [case

Cabinets:C... |Cabinet Pulls 1o

Cabingets:D... |[Cabingt Door Hing. .. 10 [case

Cabinets:Li,.. |Light ping kitchen ... a

Hardware 1}

Hardware:... |Standard Doorknobs 120

Hatdware:L... |Locking interior do. .. 115

‘Widget z

‘Wood Door |Doors 1}

‘Wood Door... |Exterior wood door 17

‘Wwood Doar... |Interior wood door

Total Yalue of Adjuskment -140.22

Save & Close Save & New Cancel |

4 Click Save & Close.
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Student test and review

1 Enter a new inventory item using the following information.

- Item Name/Number: Kitchen counter

- Purchase Description: Kitchen counter

- Cost: 280.00

- COGS Account: Cost of Goods Sold

- Preferred Vendor: Patton Hardware Supplies
- Sales Description: Same as Purchase Description
- Sales Price: 340.00

- Income Account: Construction:materials

- Asset Account: Inventory Asset

- Reorder Point: 5

- Qtyon Hand: 6

2 Create a purchase order for 20 Standard doorknobs.

3 Receive the 20 Standard doorknobs into inventory and record the bill for the
doorknobs.

4 Process the bill and pay for the 20 Standard doorknobs.
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Tracking and paying sales tax

Lesson objectives

m To get an overview of sales tax in QuickBooks (the steps involved in tracking,
collecting, and paying it)

m  To see how to set up QuickBooks to track sales tax
m  To see how to apply sales tax to a sale
m To learn how to determine a business’s sales tax liability

m To write a QuickBooks cheque to the appropriate tax agency for sales tax liability

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

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

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

3 Select the gbcanlesson.gbb file, then click Open.

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

5 In the File name field of the Restore To window, type lesson 11, then click Save.

6 Click Restore.
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Overview of sales tax in QuickBooks

Although very small businesses are exempt, the Canada Revenue Agency (CRA)
recommends that all businesses register to collect the Goods and Services Tax (GST)
or, in provinces where the provincial sales tax has been combined with the GST, the
Harmonized Sales Tax (HST). Registered businesses track the GST or HST collected
from customers on sales and paid on purchases for the business. Usually, you collect
more sales tax than you pay out and must remit the difference to the CRA.
(Occasionally, you pay out more than you collect — for example, when your business
is starting up — and claim a refund.)

When your company’s sales reach a certain level, you are required to register to collect
the GST or HST. You should check with the CRA or your accountant for detailed
information about how your business should handle the GST or HST.

Many provincial governments also require you to register to collect a provincial sales
tax (PST or, in Québec, QST). In most provinces, you track only the PST you collect
from customers (instead of both the amount you collect and the amount you pay) and
remit that amount to the government.

However, in Québec, the QST works much the same way as the GST: businesses may
be able to deduct the amount of QST paid on business-related purchases — called an
input tax credit — from the amount of QST collected from customers, then remit the
difference.

Check with your province’s Ministry of Finance or your accountant about how your
business should handle federal and provincial sales taxes.

In broad terms, collecting sales taxes in QuickBooks means

m confirming that QuickBooks is handling GST and PST the way your business and
government regulations require;

m assigning tax codes to items so that QuickBooks knows what taxes (e.g. none, GST
only, PST only, or both GST and PST) to apply to items (or services) that you sell
or purchase;

m in rare cases, assigning tax codes to customers who have special tax needs; and

m filing sales tax returns to the government and creating cheques for the amount
you owe.

Once you have confirmed that the default tax codes in QuickBooks meet your needs
or else set up sales tax codes or your own, then assigned these tax codes to the items
you sell and buy, QuickBooks automatically applies the correct taxes as you work. The
dollar amounts of the taxes appear at the bottom of sales and purchase forms. Later,
when you're ready to pay your sales tax liabilities, QuickBooks can create a return and
a cheque for the correct amount for you.
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The assumptions this guide makes about PST

Provincial sales taxes vary significantly. The examples in this lesson work on two
assumptions which may not be true in your area. Always check with an accountant or
your province’s Ministry of Finance about how your provincial sales tax works.

The examples assume that there is a provincial sales tax. They also assume that when
a company buys something to resell, it pays the PST at the time of the purchase and
is not for it reimbursed later.

However, in some provinces, companies buying goods to resell can present a PST
Exemption form to avoid paying the PST on the purchase. In this case, you would set
up the item in QuickBooks to have one tax code when you buy it (GST only) and
another when you resell it (GST and PST).

In other provinces, businesses can claim the PST they pay on purchases as an input tax
credit, like the GST. In this case, you would assign the PST you pay on business-related
items to your PST Liability account (to reduce what you have to remit to the
government) instead of to a PST Expense account.

How QuickBooks calculates the GST and PST

QuickBooks uses your company address to determine what rates of GST and PST apply
to you and assigns these rates to the default sales tax codes. You then assign these sales
tax codes to the items you buy and sell.

On sales and purchase forms, QuickBooks calculates the GST and PST separately for
each item according to the sales tax code you assigned to it. It displays the GST and
PST totals in their respective boxes at the bottom of the sales or purchase form, then
adds these amount to the cost of the goods or services. The HST, if applicable, is
calculated as one rate in the GST field.

Because QuickBooks rounds the individual tax amounts to the nearest cent, the total
may be slightly different than the total you would get if you combined the taxes into
one rate and applied it to the sale. Don’t worry about this discrepancy; QuickBooks
calculates and reports each individual tax amount correctly.

At regular intervals, you file GST and PST returns to remit the amount you owe to the
federal and provincial governments. When you do, the sales and purchases covered by
the return are marked as “filed.” Filed transactions never appear in GST or PST returns.
If you enter a backdated transaction into a previous GST or PST period after you've
already sent your return, it will automatically be included in the next return you send,
but no other transaction from that period will be.
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To use QuickBooks to track and pay your sales tax:

1

Set up your tax rates and agencies.

QuickBooks uses your company address to determine what rates of GST and PST
apply in your province, what tax accounts to set up, and the tax agencies (that is,
the government departments that administer sales taxes) you'll need. The tax rates
are set up in tax codes that combine a GST and a PST rate into a single code.

You can also set up new tax codes if you have additional tax rates or types of tax
that are applicable to your business.

Indicate what (and occasionally who) gets taxed.

For each item, indicate the tax code to be used when that item is purchased and
when it is sold. In your Customer:Job list you can also indicate whether the
Customer:Job has a specific tax code. The customer tax code will override item tax
codes in a transaction.

Apply tax to each sale or purchase.

When you fill out an invoice, sales receipt form, or purchase form, QuickBooks

applies the appropriate sales tax. If the item does not have a tax code assigned you
can add a tax code. QuickBooks uses the tax code to calculate the appropriate sales
tax for the transaction. If necessary, you can override the tax amount calculated.

Find out what you owe

As you record taxable sales, QuickBooks keeps track of the tax you've collected in
your GST or PST Payable account. When you’re ready to pay your sales tax, you
can open the Sales Tax Payable register to see how much you owe, or you can
create a sales tax liability report.

File your sales tax return.

To file your sales tax return to the applicable tax agency, go to the File Sales Tax
window. QuickBooks will show the amount you owe (or have owing to you) and
you will be able to create a cheque and print out a return to assist in completing
your tax return for the tax agency. If you have a refund due to you, QuickBooks
will create an invoice for the amount that you are claiming as a refund on your
return.

This lesson walks you through each of these steps.
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Setting up your tax rates

QuickBooks creates sales tax codes, tax accounts, and tax agencies based on the
province of your company file. Tax codes are assigned to items, then used in
transactions to calculate the tax. The sales tax is then tracked to the GST Payable and
PST Payable liability accounts.

Now we need to make sure the default sales tax codes set up by QuickBooks meet your
needs and assign a tax code to each item the company buys and sells.

Reviewing the default sales tax codes

In rare cases, a business may need to adjust the default sales taxes that QuickBooks sets
up. For example, if your province charges an increased amount of sales tax on a
particular item your business sells, you may want to set up a new sales tax code that
takes the higher rate into account.

To create a new sales tax code:
1 From the Lists menu, choose Tax Codes List.

QuickBooks displays the tax code list.

E Tax Code List w HowDol? @ _[Ofx

| Mot Used: | e

Tax Exempt
GST Only
PST Only
Standard
Zero Rated

Pigay

Mmoo mB

Reports = || Shov 4l

2 Click the Tax Code menu button at the bottom of the window, then choose New.

In this example, we will assume that Rock Castle Construction is going to start
offering insurance policies to customers to cover weather damage to the building
while it is under constructions, and that the provincial government charges 14%
PST on insurance policies instead of the usual 8%.

3 In the Tax Code field, enter / (for insurance).

4 In the Description field, type Insurance Policies (to remind use that this is a special
tax code for use only with insurance items).

5 In the GST Rate (%) field, type 7.
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6 In the PST Rate (%) field, type 14.

Your new tax code should resemble the following figure:

E Mew Tax Code [_ (O] x|
Tax Code II_ 0K |
Dezcription Cancel |
|Insulance Policies

GST— PST— et |
Rate Rate Tax Code

| T0% I 14.0% e
™ Tax E xempt I Tax E xempt

[™ Calculate Provincial Tax on GST [PiogyBack)

7 Leave the Tax Exempt and Calculate Provincial Tax on GST checkboxes clear.

m If either the GST or PST does not apply to a new tax code you're setting up,
select the Tax Exempt box. Note that selecting this box is not the same as
leaving the percentage at zero! (See “What the Zero Rated (Z) tax code is for”
on page 221.)

m Insome provinces, on a sale, you calculate the GST first, add it to the purchase
price of the item or service, then calculate the PST based on this new total. If
this is the case in your province, you would select the “Calculate Provincial
Tax on GST (Piggyback)” checkbox when setting up a new tax code.

8 Click OK.
Your new “I” tax code now appears in the Tax Code List.
Ei Tax Code List w HowDol? -0 %]
Tax Code Description GST Pigay

. <Mot Used: 0.0%
E Taw Exempt 0.0
G GST Ol 70%

| | |lnswance Palicies | rox| I
P PST Only 0.0%
5 Standard 7.0%
z Zero Rated 0.0

{Tax Code ¥ Repots ~ |I_ S Al

9 C(Close the Tax Code List window

What the Zero Rated (2) tax code is for

Under the GST, certain goods and services are taxed at a rate of 0% instead of the usual
7%. These items are called Zero Rated. Zero Rated items are not tax exempt, and
should not be assigned the Exempt tax code (E).

If you sell a Zero Rated item, you charge your customers 0% GST on it. This means that
you do not collect any GST to remit to the government. However, because the item is
taxable, you can claim input tax credits (the GST you paid on the materials you needed
to produce the item) for it. When you file your GST return, you receive a refund based
on these credits.
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Zero Rated items usually fall into these categories. (However, you should always check
with the CCRA for the status of a specific item!)

m Prescription drugs and medical devices

m Basic groceries

m Products destined for export

m DProfessional farming and fishing goods

m International travel and transportation services

m Financial services

Using QuickBooks to track and pay your sales tax

In this lesson you will learn how to set up your tax rates, tax accounts, and tax
agencies. Assume Rock Castle Construction uses the Standard (GST + PST) sales tax
most often, and it wants to set that up as the default sales tax.

To set up a default sales tax:
1 From the Edit menu, choose Preferences.
QuickBooks displays the Preferences window.

2 In the Preferences window, click the GST/PST icon in the left scroll box, then click
the Company Preferences tab.

Preferences sk a help question Askl % How Do I?|

My Preferences I Company Preferences I oK

\;(‘No

x

Do you wish ko set up kaxes? (o

Cancel
Goods and Services Tax Preferences
Are vou registered For the G5T? ez (Mo Business Mumber Help

Record G5T separately on purchases? F ves 0 Mo IBN123456? rT [ooot

Fzge e e IQuarterIy j‘ Government Tax Sgency
gi | Ending I.D.pr,l'JuI,l'Oct,l'Jan - IReceiver General j Also See:

Integrated Return due |15 dav{s) after the reporting period ends
Bpplications

Defaulk

General

b

Prowincial Sales Tax Preferences
ir' Are you registered for @ PST? % ves Mo Registration Mumber

Tobs & Record tax separately on purchases?  Yes (¢ Mo |P123456?89
Estimates Reporting Period Ir.‘.-|,:,|-,t|-,|\{f - Government Tax Agency

% IMinister of Finance j
Orline Return due |15 day(s) after the reporting period ends
[~ Mark kaxable amounts when printing Default Tax Code IS j
Payrall & IV Allow customer tax codes. Default customer Tax Code IS j

Employees ;l

3 In both the Goods and Services Preferences and the Provincial Sales Tax Prefer-
ences, be sure that the Yes option buttons are chosen for registration and
recording taxes.

4 Confirm that your Business Number is entered properly to ensure this is printed
on your sales invoices, and that the reporting periods match the months in which
you file GST and PST returns.
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5 In the Default Tax Code, make sure S (for Standard) is selected.

QuickBooks will assign this tax code to all new items you create (although you can
change it if you want).

6 In the Default Customer Tax Code fields, make sure the “Allow customer tax
codes” option is selected, then select <Not Used> from the drop-down menu.

If you have a customer with special tax status, you can check this box. You will
then be able to assign a tax code to him or her. On sales forms, the tax code you
assign to a customer overrides all the tax codes you assign to items. For example,
suppose you supply goods to a government agency that does not pay the GST. You
could assign the government agency an E customer tax code (for tax exempt).
Then, on invoices to this customer, QuickBooks will not calculate sales tax even if
the items you are selling have tax codes showing they should be taxed.

The “<Not Used>" code means that new customers you create will not have a tax
code assigned to them by default. You will have to assign each customer tax code
manually by editing the customer’s profile in the Customer:Job list.

To have QuickBooks assign a default tax code to all new customers you create, you
can choose tax code from the “Default customer tax code” list. However, because
customer tax codes override all item codes on all sales forms, it’s usually best to do
this only on the advice of your accountant. Instead, assign customer tax codes
only as you need them.

7 Click OK.

You can use the codes that come preset with QuickBooks, or define your own. You can
manage sales tax codes using the Sales Tax Code list, which is available on the Lists
menu when the sales tax feature is turned on in a company data file.

Indicating the tax rates on Items

The next step in setting up sales tax is to indicate what the tax rates apply to each item.
For each item that you set up in the Item list, you should indicate the tax code to be
used when that item is purchased and when it is sold. The tax code determines the rate
of GST and PST that QuickBooks applies.

In the next exercise, you’ll take a look at an item on Rock Castle’s Item list to see how
to indicate the tax code that is being used.

To assign or change a tax code to an item:
1 From the Lists menu, choose Item List to display the list of items.

2 Select Doorknobs Std (under Hardware).
3 Click the Item menu button, then choose Edit.
QuickBooks displays the Edit Item window.
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Ask a help question | Ask 8 % How Do 17
Type oK

Trvenbory Part | Use for goods you purchase, track as inventory, and resell,

Cancel

Cushom Fields
Itern Marne/Mumber [+ Subitem of

soorkniobs Skd IHardw are j Urits of Measure |

dis

Spelling

r— Purchase Information r— Sales Information [ Item is inactive
Description on Purchase Transactions Description on Sales Transactions
Doorknobs Part # DK 3704 Standard Doorknobs

Cosk IW per Sales Price Im per
Purch Tax Code IS_j
Z0GS Accounk Imj Sales Tax Code |5_j

Preferred Yendor Imj Income Account Imj

— Inventory Information
Asset Accounk Reorder Point  ©n Hand Awg, Cost  OnP.O,
|Tventory Asset j |50 120 23.16 0

The tax code in the purchase tax code field tells you how QuickBooks will calculate
sales taxes on this item when you purchase it from a vendor. When you include
this item on a purchase form (bill), QuickBooks knows the rate of tax to apply to
the item and automatically calculates the tax amount for it.

The code in the sales tax code field tells you the rate of GST and PST to calculate
on a sales transaction. When you choose the item to be included on a sales form
(invoice or sales receipt), QuickBooks knows the rate of tax to apply to the item
and automatically calculates the tax on that item.

4 Click OK to close the Edit Item window.
5 Close the Item list.

In the same way that you can specify the tax rate on an Item by attaching a tax
code to the item, you can indicate the tax rate in a particular customer's record by
attaching a tax code. On a sales form, the tax code of the customer will override
the tax code of the item.

To see an existing customer record:
1 From the Lists menu, choose Customer:Job List.
QuickBooks displays the Customer:Job list.

2 Select Jimenez, Cristina.
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3 Click the Customer:Job menu button, then choose Edit.

QuickBooks displays the Edit Customer window.

& Edit Customer ask a help question | Ask @ = How Do I?

Customer Mame
- How do I determine
Opening Balance | as of |12.|'15,|'200? B| the opening balance?

Cancel

Address Info I Additional Info l Payment Infa I
Motes

s

Compary Name| Contact |Cristina Jimenez Custamer is

=
M. Phone  [s04-555-5747 inaetive
First Mame  [Christine M [ Fax [

LastMame  [Jimenez A ph |
Alt. Contact |
E-mail |chrissv-j@samplename =
Addresses
Bill To Ship Ta

Christine Jimenez
B642 W, Skyling Dr

Anytaown, OM MZE 1R1 == Copy >>|
Address Details | Address Details |

4 Click the Additional Info tab.

& Edit Customer ask a help question | Ask @ = How Do I?
Customer Mame |Jimenez, Cristina
= How do I determine 0K
SRR | asof 1201502007 B e opening balance?
Cancel |
Address Info I Additional Info I Payment Infa I
Motes |
Categorizing and Defaults Price Level | j Custamer is

Type { c
- Custaomn Fields inactive

Lesidential Contract # I—
Terms
[et 30 L | |
Rep Spouse's Mame l—
| | I r—
Percenkage I—

Business Define Figlds |
Mumber I

V¥ Use customer tax code

F =

5 Note that the Use customer tax code box is checked. That means it is possible for
you to assign a tax code to this customer.
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6 Note that S (for Standard tax code) from the drop-down list is selected.

This code means that this customer will always pay both GST and PST on items
she buys from you regardless of whether the items are tax exempt (such as
groceries) or should have only GST or PST (but not both) charged on them. In the
real business world, this situation would not likely arise.

More likely, in the unlikely event that you need to assign a tax code to a customer,
it will be because he or she is tax exempt, and you would select E from the drop
down list.

7 Click OK.
8 Close the Customer:Job list.

Applying tax to each sale

When you fill out a sales invoice, or receipt, each item will normally have a tax code
assigned. If an item does not have a tax code assigned, you can enter it directly on the
form. QuickBooks uses the tax code to calculate the amount of tax for the transaction.

To apply tax to a sale:
1 From the Customers menu, choose Create Invoices.
QuickBooks displays the Create Invoices window.

2 In the Customer:Job field, choose Jimenez, Cristina:Utility Shed from the drop-
down list. (Select both the customer and the job.)

3 Click in the Item column and select Doorknobs Std from the drop-down list.

The Create Invoices window should resemble the figure below.

B Create Invoices Ask a help question | Ask @ =+ How Do 17 | _ (O] x

& previous [ Next @ - @ Ernail | %{ Spelling E‘:h Histaory Journal @ TimefCosts. .,

Customer; Job Class Template Customize I

IJimenez, Cristina:tility 5., j l—j ICustom Invoice j
Date Irvaice #

Invoice

EEE

Ship To

Christine Jimenez
6642 W, Skyline Dr
Bayshore, BT WIN ZX6

Met 30 ¥ ||01)14/2008 B

Cuankity Lnit Description Price Each Arnounk Class T
Hardware:Door ¥ Standard 30.00 ¥ 30,00 rlsx> |«]
Doorknobs
=|
Cusktomer - GE5T 2.10
Message
PsT 2,40
Tokal 34,50
¥ Tobeprinted  Customer Tax Code |S Balance 34,50
Mermo I Save & Close Save & New Clear
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When you enter an item, QuickBooks displays the tax code associated with that
item (in this case, the S tax code) in the Tax column, which appears to the right of
the Amount column. QuickBooks then calculates the sales tax and shows the
amounts in the GST and PST boxes below the items area.

[Note that even if you had assigned a different tax code to this item, in this case,
QuickBooks would have displayed the S tax code anyway because this is the sales
tax you assigned to the customer, Cristina Jimenez.]

Tip: You can select a different tax code from the list to change the tax that is
calculated for each item.

4 In the Quantity column, type 4, then press TAB.

The Create Invoices window should resemble the following figure.

& Create Invoices &sk a help question | Ask @ = How Do I?
Wprevious Puext &5 - EPemal | T @speling TyHistory B Journal 3 Timejcosts...

Customer: Job Class Template Customize |

|Jimn3n|32J Cristing: tilicy 5., j I j |Custom Invoice

Invoice 12152007 | |85

Christine Jimenez
a642 W, Skyline Dr
Bayshore, BC W1N 286

Met 30 | 01)14/2005 B

Ttem Guantity Lnit Eion Price Each  Amount
Hardware:D... = |4 ptandard Dootknobs | 30.00 = 120.00 L g
=
Customer v @37 8.40
Message
PsT 9,60
Takal 133,00
¥ To be printed Customer Tax Code |5 Balance 135.00
Merma I Save & Close I Save & New Clear

Automatically increase and decrease the prices af items with multiple price levels %

5 Click Save & Close.
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Determining what you owe

If you are registered for GST, you are required to file periodic returns to the Receiver
General to report the tax that you have charged on your sales and paid on your
purchases. If you are registered for PST, you are required to file periodic returns to your
provincial treasurer to report the tax that you have charged on your sales. Registrants
in Quebec, need to report the tax charged on your sales and paid on your purchases
to the Quebec treasurer.

QuickBooks can help you determine what you owe, or have owing from, these tax
agencies and assist you in preparing the returns that need to be filed. QuickBooks gives
you three ways to determine the amount of your sales tax liability: the GST or PST
liability report, the GST or PST Payable register, and the Pay Sales Tax window.

Creating a sales tax liability report

The sales tax liability report provides complete information about the sales tax your
company owes for a particular period of time. The report is designed to display the
amounts you need to complete your sales tax return for the tax agencies involved and
to provide details to support the numbers on your sales tax return.

To create the GST liability report:
1 From the Reports menu, choose Vendors & Payables, then choose GST Liability.

Your report should resemble the following figure.

FiGST Liability Ask a help question | Ask 8 “* How Do I?
Modify Report. .. Memorize. .. | Print. .. | E-rnail | Export... Hide Header Refresh
Dates ¥ | Asaf |12,|'15,|'2IZIIZI? E Sork By |Default j
10:50 AM Rock Castle Construction
1211507 GST Liability
Accrual Basis As of Decemhber 15, 2007
+ Dec 15, 0F «
Sales and Other Revenue(excluding tax) Li... F 30371969 4
Purchases (excluding tax) 228 19695
GST
Tax Collected and Collectible Lin... 220423
Tax paid on purchase (Input Tax credits) ... 14 224 32
Het Tax Payvable {(Refundable) i,769.11

The GST liability report shows all transactions up to the report date that are not
marked as filed. The report will calculate the amount of GST recorded as tax on
sales and tax on purchases that have not been previously filed.
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2 To view the GST Detail report, double-click on any of the dollar amounts listed in
the far right column.

3 Close the GST Detail report. If QuickBooks asks if you want to memorize the
report, click No.

4 Close the GST Liability report.

Tip: To view a PST liability report, choose PST Liability from the drop down list under

Reports > Vendors & Payables.

Using the sales tax payable register

Each time you write an invoice or sales receipt that includes sales tax, QuickBooks
enters the information in the sales tax payable register. The tax liability register

displays all the transactions that are recorded to the sales tax account and provides a
running balance of the account. The register also allows you to see what transactions
have been filed in the File Sales Tax process. If necessary, the user can edit the filing
status of these transactions in the register.

To see the sales tax payable register:

1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.
2 Click GST Payable once to select it.

3 Click the Activities menu button and select Use Register.

QuickBooks displays the GST Payable register.

= GST Payable

Ask a help question | Ask 8 ¥ How Do I?

3 Goto,.. | @Prin;. " | @Edi_t Transaction Q_uickReport
Date Number Vendor Due Date Increase | Decrease Balance |
Type Account Memo
12/15/2007 73 Ecker Designs: Office Repairs  (|01f14/2008 328,30 6,765,465 * |
IV Accounts Rece Total GST
12/15/2007 7z Rabson, Darci:Robson Clinic || 12/15/2007 534,19 7,599,565
IV Accounts Rece Total GST
12/15/2007 74 Matiello, Ernesto:Bathroom ren(|01f14/2008 126,57 7, 726,22
IV Accounts Rece Total GST
12/15/2007 75 Melton, Johnny:Dental office (|01f14/2008 93,00 7,824.22
IV Accounts Rece Total GST
12/15/2007 a5 Jimenez, Cristina:Utiity Shed {|01/14/2008 5,40 7,832.62
IV Accounts Rece Total GST
12/15/2007 ¥eswick Insulation 12{30{2007 * 46,90 7,785.72
BILL Accounts Paya Tokal GST
12{15/2007 3-Dec Cal Gas & Electric 12430/2007 * §.59 FFTRS
BILL Accounts Paya Tokal GST
[12/15}2007 |
| | V%I
™ 1-line Ending balance 7,777.13
Sort by IDate, Type, Mumber/Ref * Record Restore |
Ewer run out of stock?_Don't miss out on your customer's order! Use the Sales Order feature
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Each entry in the register is a single tax transaction. Taxes you record on invoices
and sales receipts appear as increases, and payments you make to tax agencies
appear as decreases. The ending balance of the register is your current tax liability.
The “checkmark” column between the Increase and Decrease columns is used to
show two things. The white area shows whether you have reconciled the trans-
action yet. It shows nothing for not reconciled, an asterisk (*) for pending (when
you pause a reconciliation), and a checkmark for reconciled.

The light brown area shows whether the transaction has been reported on a GST
return. If it has, it is marked with an “F”.

4 Close the register.

5 Close the chart of accounts.

Filing a sales tax return

When it's time to file a sales tax return, you use the File Sales Tax window to calculate
the amount of tax owing or refundable. You will also use this window to prepare your
sales tax return to send to the tax agency and to create a cheque if necessary.

To make a sales tax payment:

1 From the Vendors menu, choose Sales Tax, then choose File Sales Tax from the
submenu.

QuickBooks displays the File Sales Tax window.

File Sales Tax Ask a help question Askl ¥ How Do I?| ll
Show Sales Tax through Illlfgglfzggjr E
[Pay Date Due ‘endor Tax Cn Sales Tax On Purchases Due (Refund)
02/15/2003 |Receiver General 18,924 .48 11,338.587 7,585.61 ~

|12/15/7007 |Minister of Finance 0.00 |

-
Totals 37,272,598 11,338.57 25,933.71
Payment Account ————— —Payment Method ——————— [~ Pavment Date
[cheauing =|| [cheque x| & Tobe printed [kzitsrz0r =
Ending Balance 51.209.19 ™ Assign cheque no.
Adjust Sales Tiax | Hepark | fexk | Cancel | Help

2 Confirm that the “To be printed” checkbox is selected.
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3

In the “Show sales tax due through” field, type 06/30/07, then press TAB.

QuickBooks displays your tax agencies and the amounts you owe to them. To
mark the Receiver General for payment (i.e. to pay your GST liability), click in the
Pay column on the line for the Receiver General.

The File Sales Tax window should resemble the figure below.

File Sales Tax Ask a help question Askl ¥ How Do I?| 5[
Show Sales Tax through IUE'."3U."ZUU? E

Wendor Tax On Sales
R er General 5,611.07

07/15/2007 |Minister of Finance

Tax On Purchases

~|
Totals 12,060.55 1,997.08 10,063.77 |
Payment Account ———— —Pavment Method ——— ~ Pavment Date
[cheauing || |[cheque v | % Tobe printed [1zit5/z007 | m)
Ending Balance 47.595.20 1~ fssign cheque na.
Adjusk Sales Tax | Report | Mext | Cancel | Help |

Note: If you have an amount refundable to you, QuickBooks will create an
invoice for the amount refundable.

Click Next.

QuickBooks opens the sales tax return for the tax selected. Review the return.

*_ File Sales Tax x|

.

GOODS AND SERVICES TAX | HARMONIZED SALES TAX (GSTIHST)
RETURN FOR REGISTRANTS

Bugineszs Mumber Mame
Bh123456739 Rock Castle Construction
Reporting Period Due Date
From: 2007-5-1 Te: 2007-7-31 2007-8-15
Sales and ather revenue | 86500.94 |
GST and HST collected and collctible 103 se11.07 | Adjust |
Addjustment 104 |
— m 2611.07
GETHST paid (input tax credits) 106 1897.03 Adjust |
Adjustmert 107 |

—» m 159708
et tac /1398

Instalments ||
GSTHST Rebste ||

Total other credits —# m 0.00

GSTHST due on the acouisition of taxakle real property m“

GETHST to be self-assessed ||

Total ather debits —b- | 113 | 0.0

REFUML PAYMENT —

114 m 3613.99

Adjustments to lines 103 and 106 must be made through the adjust button.
Other amounts can be edited directly on the form above. LI
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5 Click Next.
6 Read the Important Information window, then click OK.

7 Click Print when the Return for Registrants reappears.

If you have an amount due, QuickBooks records a cheque to the tax liability
account (GST Payable or PST Payable). If you have an amount owing to you from
the tax agency, QuickBooks records an invoice.

From the printed return, you must complete your final return for the tax agency
and mail it to the agency.

After completing the File Sales Tax window, QuickBooks automatically marks all
the transactions that were a part of the return as filed. If you receive a refund
cheque back from the tax agency, record it as a Receive Payment and apply it to
the outstanding invoice from the tax agency.

Tip: In some situations, you may have to change the amount on the cheque
payable to the tax agency. If you need to edit the amount of the cheque
after you have completed the File Sales Tax window, use the Find function
to search for the cheque and make an adjustment directly on the cheque.

8 Click Done.
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Student test and review

1 Create an invoice for Pretell Real Estate’s 155 Wilks Blvd. job, for 10 interior wood
doors and 2 exterior wood doors.

2 After you record the invoice, open the GST payable register to see how QuickBooks
has recorded the tax due from the invoice.
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Lesson objectives

To gain an overview of payroll in QuickBooks

To learn more about payroll setup

To set up employee payroll information

To practice writing and printing a payroll cheque

To learn how QuickBooks tracks your payroll tax liabilities

To practice payroll tax liabilities

Handout materials

Handout 30: Overview of payroll tracking
Handout 31: Items on the Payroll Item list
Handout 32: Tracking payroll expenses and payroll liabilities

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 12, then click Save.

Click Restore.
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Overview of payroll tracking

This lesson is designed to demonstrate some of the QuickBooks payroll features. The
way you process payroll for your company may differ from this lesson depending on
which (if any) payroll features you use.

Because payroll information is already set up in the exercise file, you will not go
through the payroll setup process in this lesson. For information about setting up
payroll for your company in QuickBooks, see “Setting up payroll” in the QuickBooks
User Guide.

To calculate payroll, QuickBooks uses tax tables. The exercise file includes the tax
table needed to complete this lesson. To get the tax tables to use with your own
QuickBooks company data file, you need to become a member of the QuickBooks
Payroll Service. To learn about the payroll service, from the Employees menu,
choose Set Up QuickBooks Payroll Service, then choose About Payroll Services from
the submenu.

QuickBooks calculates each employee’s gross pay, then calculates taxes and
deductions to arrive at the net pay. With QuickBooks, you can write the pay cheque,
record the transaction in your QuickBooks chequing account, keep track of your
payroll tax liabilities, and pay them.

You, as the employer, must subtract taxes and other deductions before issuing an
employee’s pay cheque. Some typical pay cheque deductions are Income Taxes,
Canada Pension Plan/Quebec Pension Plan (CPP/QPP), and Employment Insurance
(EI). You may also deduct for benefits such as Registered Retirement plans (RRSP) or
contributions to your company’s medical/dental plan.

Then you must submit regular deposits of the withheld tax money (biweekly or
monthly, depending on the size of your payroll), and file annual forms that list the
total amounts you withheld from each employee’s pay cheque.
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Calculating payroll with QuickBooks

To do its payroll calculations, QuickBooks needs four kinds of information:

Information about your company

Besides the company name and address, this includes your Business Number from
the CRA. You enter this information in the payroll preferences when you set up
your payroll system. (Note that your Business Number should appear in all of
these places: the Company Information window, the GST/PST preferences, and
the payroll preferences.)

Information about your employees

The Employee list stores general information about each of your employees as well
as specific information related to payroll (such as the employee’s Social Insurance
Number, date of birth, salary or hourly pay rate, Federal and Provincial TD1
amounts, and miscellaneous additions, deductions, and company contributions).
You can store payroll information that most employees have in common in the
employee defaults. Whenever you have a new employee to add, simply enter
information that’s specific to that employee (name, address, and so on).

Information about your payroll items

When you create any kind of payroll transaction in QuickBooks—whether it’s a
pay cheque or a payroll tax payment—you use payroll items to do it (in the same
way that sales forms use service and inventory items). When you specify you want
to use payroll, QuickBooks creates a number of payroll items for you. You add
others as you need them.

Tax tables for federal and provincial withholdings

To calculate payroll, QuickBooks uses a table of all federal and provincial payroll
taxes. This tax table is accurate when Intuit manufactures your software, but the
government changes tax regulations often, so it becomes outdated. You then need
a new tax table so that QuickBooks can continue to withhold the correct amount
of tax from each employee’s pay cheque. To receive updated tax tables whenever
they are needed, you must become a member of the QuickBooks Payroll Service.

Once you've set up your company, employee data, and payroll items, all you do
to run payroll is enter the number of hours worked during the pay period for each
employee. QuickBooks calculates the gross wages for the employee, then refers to
its tax tables and the company and employee information you entered to calculate
all withholdings and deductions and arrive at the net pay amount. QuickBooks
also calculates your company payroll expenses (for example, your contributions to
CPP and EI) and, if you want, prints the pay cheques.
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Setting up for payroll

By default, the QuickBooks payroll feature is turned off. This exercise will show you
how to turn it on.

To turn payroll on in a company data file:
1 From the Edit menu, choose Preferences.

2 Click Payroll & Employees from the scroll box on the left, then click the Company
Preferences tab.

3 Notice that Full payroll features is selected in the QuickBooks Payroll Features
section.
In this sample data, the payroll features are already active. In your own company
file, you would select that option. (The “Payroll reports only” option is intended
for people who use an outside payroll service or who prefer to perform payroll
manually, without the automatic payroll features.)

4 Take a moment to examine the other settings in this window. You can
m change how employee names are displayed.
m set what information appears on pay cheque vouchers and pay stubs.

m set up employee defaults (see “Using the employee defaults to store common
information” on page 243).

m set advanced options.

5 In the first field of the Business Number area, enter 123456789, then 0001 in the
second field.

6 Click OK.

Understanding payroll items

QuickBooks maintains a list for everything that affects the amount on a payroll
cheque and for every company expense related to payroll. This list is called the Payroll
Item list. There are payroll items for compensation, taxes, other additions and
deductions, and employer-paid expenses. QuickBooks uses payroll items to track
individual amounts on a pay cheque and accumulated year-to-date wage and tax
amounts for each employee.

QuickBooks adds some items to the list for you, and you can add others as you need
them. For common payroll items, such as compensation and benefits, QuickBooks
provides extra assistance so you can set them up quickly and accurately.

You work directly with payroll items as you do payroll tasks. Behind the scenes,
QuickBooks tracks your payroll liabilities in the Payroll Liabilities account (an Other
Current Liability account) and your payroll expenses in the Payroll Expenses account.
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To view the Payroll Item list:

1 From the Employees menu, choose Payroll Item List. (You must have payroll
turned on to see this choice.)

QuickBooks displays the Payroll Item list.

Salary ]
Sick Salary Yearly Salary
‘acation Salary Yearly Salary
Hourly Hourly Wage
Sick Hourly Rate Hourly Wage
‘acation Hourly Rate Hourly Wage
WacPay-Accrual Paid Out Wacation Pay
VacPay-Accrued Yacation Pay
acPay-Paid Ouk Yacation Pay
Bonus Addition
Union Dues Deduction
Federal Income Tax Payroll Taxes
PP - Comparry Payroll Taxes
PP - Employes Payroll Taxes
EI - Company Payroll Taxes
EI - Emplovee Payroll Taxes
QFF - Comparry Payroll Taxes
QFF - Employes Payroll Taxes
Cuebec Income Tax Payroll Taxes
Payroll Item 'EI Activities = | Reparts  + ||- Shiow Al

You've already used the QuickBooks Item list, so this list should look familiar. Just
like the regular Item list, each payroll item has a Name and a Type.

The names of the payroll items are what you'll see on pay cheques and in payroll
reports.

2 Close the Payroll Item list.

You won't add a new payroll item in this lesson, but if you need to add an item after
you've set up payroll in QuickBooks, you can use the following procedure.

To add a payroll item:

1 From the Employees menu, choose Payroll Item list.
2 Click the Payroll Item menu button, then choose New.

3 QuickBooks displays the Add new payroll item window, which steps you through
the payroll item setup process.

o
= Payroll item type

Select the type of payroll item you want to create,
Wage (Hourly, Salary, Commission, Bonus)
Addition

Company Contribution
Other Tax

Erey | MNext | Einiir | Cancel |

4 Press Cancel to terminate payroll item setup process.
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Setting up employee payroll information

Before you can create a pay cheque for an employee, QuickBooks needs certain basic
information: his or her address, social insurance number, and date of birth; the rate of
pay; completed federal and provincial TD1 forms; what taxes and deductions apply to
the employee; and how his or her vacation pay and sick time should be calculated.
This information is stored in the Employee list. General information about the
employee is stored here, too.

(Of course, to create a pay cheque, QuickBooks also needs how many hours he or she

worked, but that information is entered elsewhere.)

What information does QuickBooks store?

You're going to add a new employee to Rock Castle Construction payroll in a moment.
First, look at the information QuickBooks stores in the Employee list.

To view information stored in the Employee list:
1 From the Employees menu, choose Employee List.

L8 0T ) (g1 Ask & help question | Ask(S = How Do 12 m

Lee Tracey
Reynaldo Lopez
Roy O, Uchman

Activities ¥ | Reports ~ ||_ Shiow All

2 Select Roy O. Uchman in the list, then choose Edit from the Employee menu
button.

QuickBooks displays the Edit Employee window for Roy O. Uchman.

Edit Employee Ask a help question | Ask§ ¥ How Do I? ﬂ

| Information For: Roy O, Uchman |
Address Info I Additional Info l Pawroll Info I

0K |
Cancel |
(VRN PritAs  [roy 0. Uchman | Notes |
First Marme IRoy— M.I, IO_ Phione W m Employee is
Last Name |Uchman alk, Ph, I ] inactive
Emal [
Address |331 Poplat Rd SIM W
| Emp. Mo, I—
City IBayshore DCE IWE
Province Postal Code  Hired I—E
IBC ﬂ I Released I—E
ROECade[ -]

241



Doing payroll with QuickBooks

The Address Info tab contains some payroll information about Roy Uchman, such
as his name, social insurance number, and date of birth. This is also where Quick-
Books stores employees’ addresses, telephone numbers, and other contact infor-
mation.

Click the Additional info tab.
The Additional Info tab lets you add custom fields to the Employee list.
Click the Payroll info tab.

QuickBooks displays the Payroll Info tab of the Edit Employee window. This is
where QuickBooks stores most payroll information.

Edit Employee Ask a help question |Ask B How Do I m
Infarmation for: Ray O, Uchman | oK |
Payroll Info ]
Cancel |
— Earnings

Ikem hName Hourly Annual Rab Pay Period (S0 Motes |

-~ Employes is

r inackive
|| Class I j

[ Use time data ko create pay cheques
-~ Additions, Deductions, and Company Contributions

Item Mame Amount Limnit :‘ Pavroll Taxes. . |
a

Union Dues -14.00 -100,00
Accrual Hours

Vacation Pay... |

LI Direck Deposit |

The Payroll Info tab contains an employee’s specific salary or hourly rate, and any
additions, deductions, or company contributions that apply to him or her. You
can see tax information for this employee (the type of information required for a
T4) by clicking the Payroll Taxes button.

Click Payroll Taxes.

QuickBooks displays the Taxes for Roy O. Uchman window.

Taxes for Roy 0. Uchman |
Tax Table Erritish Columbia (I% |
— Subiject to . |
[V Federal Income Tax Federal TD1 I?,412.DD —lance
Additional Tax 0.00 Help |
¥ Employment Insurance EI Factar |1-4

[V Canada Pension Flan Provincial TD1 IB,DDD.DD

— Other Taxes

Item Mame Amaunt Lirnit
s
~|
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The checkboxes show the types of taxes the employee should have deducted from
each pay cheque. For example, a checkmark in the Employment Insurance
checkbox indicates that this employee should have Employment Insurance
premiums deducted from his earnings. The EI Factor shows that the employer’s
portion of ElI tax will be 1.4 times the amount the employee pays (which is the
usual amount).

You also enter the employee’s federal and provincial TD1 amounts in this window.
6 Click OK to return to the Edit Employee window.
7 Click OK again to return to the Employee list.

Using the employee defaults to store common information

QuickBooks stores a wealth of information about each employee, but it doesn’t require
you to enter the same information over and over. When you have information that
applies to most of your employees, you can enter it into your employee defaults. Then,
when you add an employee, QuickBooks automatically fills in the information stored
with the defaults. You just need to add or change any information that is different for
a particular employee.

To view employee defaults:

1 With the Employee list displayed, choose Employee Defaults from the Employee
menu button.

QuickBooks displays the Employee Defaults window.

;Z'_Ask a help question |Ask | How Do I? -zl

Earnings oK
: - |
Item Mame Hourlyfannual Rate J £
Hourly 12.00 = Class I j Cancel |

LI Help |

Additions, Deductions and Company Contributions

Item Mame Amounk Lirnit Payrall Taxes... |
Union Dues -14.00 -100.00 (=

Accrual Hours. .. |

Vacation Pay... |

[[] Use time data to create pay cheques

[

Use this window to set up the payroll information that most new employees will
have in common. QuickBooks saves the information so you won’t have to re-enter
it when you set up the payroll record for an individual employee. For example, all
Rock Castle Construction employees have the same biweekly pay period, so it is
entered in the employee defaults.

In addition, most new employees we hire will be eligible for a company perfor-
mance bonus of $50 per pay period. You can add it now.
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2 In the Additions, Deductions and Company Contributions area, click in the Item
Name column below the Union Dues item, then choose Bonus from the drop-

down list.

3 In the Amount column, type 50 and press TAB.

4 Confirm that the “Use time data to create pay cheques” checkbox is selected. This
option lets you pay for time entered using the time tracking feature (available in
QuickBooks Pro and Premier products only).

Your screen should look like the following.

Employee Defaults Ask a help question Askl ¥ How Do I? | x|
Earnings
coypero ey =] x|
Item Mame HourlyfAnnual Rate Bay Perind [Biweekly hd
Hourly 12,00 = Class I j Cancel

1

LI Help

¥ Use time data to create pay cheques

Additions, Deductions and Company Contributions

Iterm Mame Amount
Union Dues -14.00
Eonus = 50,00

Limit Payroll Taxes... |
-100.00 =

Accrual Hours., |

Yacation Pay... |

=

5 Click Payroll Taxes.
QuickBooks displays the Taxes Defaults window.

Taxes Defaults

Tax Table Eritish Columbia

0K

— Subject to
V¥ Federal Income Tax

i Employment Insurance

¥ (Canada Pension Plan

Federal TO1 I?,412.DD Canecel
EI Fackor I 1.4 Help

Provincial TO |?,426.DD

i

— Other Taxes

Item Mame

Armount Lirnik
-
=

The withholding taxes that should be deducted from each employee pay cheque
are entered in this window.

6 Click Cancel to close the Taxes Defaults window.

7 Click Vacation Pay.
QuickBooks displays the Vacation Defaults window.
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’_

— Vacation

(o Retain e Pay every period oK |
Percentage |4,|3% Cancel |
Eatnings that accrue wacation Help |
+ Payrall Tterm
=

Sick Salaty

Wacation Salary _I

Hourly

Sick Hourly Fate

Information regarding vacation pay is entered in this window. QuickBooks can
keep track of vacation pay accrued for each pay period.

8 Click Cancel to close the Vacation Defaults window.
9 Click OK to close the Employee Defaults window.

10 When QuickBooks asks whether you would like to apply changes to all matching
employees, click Yes.

The new default you created will now appear in all employee records if the
employee record has not been changed from the defaults.

Adding a new employee

Suppose you have a new employee on the payroll, and want to add him to your
records.

To add a new employee:

1 With the Employee list displayed, choose New from the Employee menu button.
QuickBooks displays the New Employee window.

2 On the Address tab, enter the employee data as shown below.

New Employee Ask a help question |Ask|§ 7 How Do I? m

| Information For: Michael M, White |
Address Info I Additional Info I Bayraoll Info I

Cancel

Mt o [, | Print&s  [riichael o, white | Hest
First Mame W M.I, IM_ Phone W Employee is
Last Mame IWhite alt. Ph, |415-555-56?8 inackive
E-mal IW
Address |153 ‘Wesk Main Street SIM W

HRE

| Emp, Mo, I
ity [Baryshare poe  [oyjz1/1975 ||

Province Postal Code  Hirad |11|,'23|,'2003 E
[ec = fvecisz | oo ——
RCE Codel ¥
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3 Click the Payroll Info tab. Notice that the Regular Pay item is displayed already.

4 In the Hour/Annual Rate column for the Regular Pay payroll item, type 15. Then
press TAB.

The Payroll Info tab should look like the following.

New Employee Ask a help question | Ask ® =+ How Do I? E3
| Infarmation For: Michael M. White | oK |
I Address Info I Additional Info I Payroll Info I

Cancel |
Earnings Mext |
Tkem Mame HourlylAnnual Rate Pay Period IBiweekl'y' ~ —
Hourhy 15.00 = r Employes is
inactive
| Class || j

[V Use time data to create pay cheques
Additions, Deductions, and Company Contributions

Item Mame Amount Limit Payrall Taxes... |
Union Dues -14.00 -100.00 =

Eonus 50,00 accrual Hours, |

Vacation Pay... |

LI Direct Deposit |

5 Click Payroll Taxes.
QuickBooks displays the Taxes for Michael M. White window.

QuickBooks automatically calculates the correct amount of income tax to
withhold based on the information an employee has entered on their TD1 form.
You need to copy the total claim amounts from the federal and provincial TD1
forms into QuickBooks using this tax window for each employee.

6 Click OK.
QuickBooks returns to the New Employee window.

7 Click OK. When QuickBooks asks whether you want to set up additional payroll
information, click Leave As Is.

QuickBooks returns to the Employee list, where the new employee’s name is now
displayed.
8 Close the Employee list.
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Writing a pay cheque

QuickBooks lets you print payroll cheques in a batch or one at a time. You may want
to process the pay cheques of salaried employees in a batch, and do payroll for the
hourly employees one at a time.

To run a pay cheque:
1 From the Employees menu, choose Pay Employees.

QuickBooks displays the Select Employees To Pay window.

2, Select Employees To Pay Ask a help question | Ask® =+ How Do 17 E3
Cheque Options
(o Enter haurs and previews cheque (O |
Bank Account |Chequing j befare creating.
= Print Pay Chegues |
& = First Chegue Mumber Create cheque without preview
* Ta be printed |4 using hours below and last quantities. Print Paystubs |
To be handwritten
or direct deposited Leave |
Cheque  |WIEIENN B|  Pay Period Ends [12/29/2004 ) Mark Al
Send Cireck Deposit |
J Employes Pay Period Rate Hours Last Date
Carol L. ‘Walker Biveekly 12,00 g0:00 12/15/2004 o
Gregg Schneider Bitneekly 12.00
Lee Tracew Bivueekly 576.92
Michael M. White Biveeekly 15,00 0;00
Reynaldo Lopez Biveekly 12,00 0:00
Row Q. Uchrman Bitneekly 0.00 0:00
=

2 In the Period Ends field, type 12/15/2007.
3 Click in the column to the left of Michael M. White’s name.
QuickBooks places a checkmark next to the name.
4 Make sure that “Enter hours and preview cheque before creating” is selected.
5 Click Create.

When QuickBooks warns you that it is using a sample tax table and payroll calcu-
lations will be inaccurate, click OK to continue.
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QuickBooks displays the Preview Pay Cheque window. Now you can enter the
time Michael worked.

Preview Pay Cheque Ask a help question Askl ¥ How Do I?| ll
Michael M. White Pay Perind [12/02/2007 @[~ [12/15/2007 @]
Earnings [ Use Direct Deposit

Item Mame Rate Hours Customer:Job Class Service Ikem
- - - - |a
Sick Awail, (hrs) 0:00
Vacation Avail, 0.00
Sick. Acc, (hrs) 0:00
Wac, Accrued () 0.00
[™ Do not accrue
=]

Other Payroll Tkems Employee Surmmary

Ikem MNarme Rate CQuankit Ikem MNarme Arnounk YT
Union Dues -14.00 i‘ Union Dues -14.00 -14.00 i‘
Bonus 50.00 Bonus 50.00 50.00
CPP - Employee 0.00 0.00
EI - Employee -2.50 -2.50
LI Federal Income Tax 0.00 0.00
Company Summary
Item Mame Armount YTD
WacPay-Accrued 0.00 0.00 i‘
CPP - Company 0.00 0.00
EI - Company 3.50 3.50
[~
LI Cheque Amount: 33,50 |
Create | Cancel | Help |

6 In the Item Name field, select “Hourly” from the drop-down list. QuickBooks auto-
matically fills in the employee’s Rate field.

7 In the Hours column, type 80 and press TAB.

QuickBooks fills in the Employee Summary area of the Preview Pay Cheque
window, showing the gross regular pay and all of the deductions from Michael’s
pay cheque. The net amount of the cheque appears at the bottom.

Preview Pay Cheque Ask a help question Askl ¥ How Do I?| ll
Michael M. White Pay Perind [12/02/2007 @[~ [12/15/2007 @]
Earnings [ Use Direct Deposit

Item Mame Rate Hours Customer:Job Class Service Ikem
Hourly hd 15.00| 80:00 || hd hd v -
Sick Awail, (hrs) 0:00
Vacation Avail, 0.00
Sick. Acc, (hrs) 0:00
Wac, Accrued () 0.00
[™ Do not accrue
=

Other Payroll Tkems Employee Surmmary

Ikem MNarme Rate CQuankit Ikem MNarme Arnounk YT
Union Dues -14.00 i‘ Hourly 1,200,00 1,200,00 i‘
Bonus 50.00 Union Dues -14.00 -14.00
Bonus 50.00 50.00
CPP - Employee -55.77 -55.77
LI EI - Employee -62,50 -62,50
Federal Income Tax -360.80 -360.80
Company Summary
Item Mame Armount YTD
VacPay-Accrued 0.00 0.00 i‘
CPP - Company 55,77 55.77
EI - Company §7.50 §7.50
[~
LI Cheque Amount: 756,93 |
Create | Cancel | Help
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Because payroll tax rates change regularly, your numbers may vary from this
illustration.

The Company Summary area of the window shows company-paid taxes and
contributions that don’t affect the amount of the pay cheque (company-paid
benefits).

8 Click Create.

QuickBooks writes a payroll cheque for the correct net amount, showing the
deductions in the voucher area.

QuickBooks displays the Select Employees To Pay window.
9 Click Leave.

Viewing the pay cheque

QuickBooks records payroll cheques in your QuickBooks chequing account register.
You can see the cheques by going to the register.

To view the pay cheque from the register:
1 From the Lists menu, choose Chart of Accounts.
2 Double-click “Chequing.”
QuickBooks displays the Chequing account register.

3 Select the pay cheque transaction for Michael M. White, and click Edit Trans-
action.

QuickBooks displays the Pay Cheque — Chequing window for Michael. Notice that
the Pay Cheque Summary shows a summary of the cheque’s deductions. If you
want to see the deductions that make up this total, you can click the Pay Cheque

Detail button.
+ Pay Cheque - Chequing Ask a help guestion | Ask | =+ How Do I?
@Erevious @ﬁext @Print - | ﬁFind
Bank Account I j Ending Balance 50,452.26
Mo. To Print
Date 12/15/2007 |
Pay to the Crder of Michael M, White Yl $ 756,93

Seven hundred Fifby-six grid D) £ Q0H s s sk ok ok ok ok ok o ok ok koo ook okok ok ok ok ok ok ok ok s

Michael M. 'White
153 Wesk Main Skreet
Address | Bavshore, BC WaC 152

Order Cheques

V¥ To be prinked

— Pay Cheque Summary:
Earnings 1,200,00 Pay Period  12/02/2007 - 12/15/2007
Additions 50,00 Hours Worked  80:00
Taxes -479.07
Deductions -14,00 Pay Cheque Detal... _ |
Save & Close Save & New | Revert
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4 Click Save & Close to close the Pay Cheque — Chequing window.

5 Close the chequing account register, but leave the chart of accounts open.

Printing pay cheque stubs

You can print pay cheques as you would any QuickBooks cheque. If you use voucher
cheques, QuickBooks prints the payroll item detail in the voucher area. If you don't
use voucher cheques, you can print a paystub to give to your employees.

To print a pay cheque:

1

From the File menu, choose Print Forms, then choose Pay Cheques.

QuickBooks displays the Select Pay Cheques to Print window.

Select Pay Cheques to Prink

Bank Account I j First Cheque I 1

Select Pay Cheques to print; then click OK.
There are 3 Pay Cheques to print For $2,582.27.

S Date Employes Amounk oK |
< [04/2317002 [Carol L, Walker 1,002.07 |

< [12/15)2003 |Caral L. Walker 733,27 Cancel |

¥ [12/15)2007 |Michael M. white 756,95

Help |

Select Al |

Select Mone |

Shiow: & Both " pay cheques ¢ Direct Deposit | Preferences |

In the First Cheque Number field, type 296.

Make sure all pay cheques you want to print have checkmarks beside them, then
click OK. (In this case, all the names should be checked.)

From the Print Cheques window, click Print.

When QuickBooks warns you that you have created two pay cheques with the
same number (296), click Keep Number (for this example).

When QuickBooks asks if the cheques printed properly, click OK.
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Tracking your payroll liabilities

As an employer, you need to track both payroll expenses and payroll liabilities.

Expenses include items like:
m  Employees’ gross pay
m Company-paid payroll taxes, such as the employer portions of EI and CPP/QPP.

m  Company-paid benefits for employees, such as company-provided dental plans.

QuickBooks uses an expense account called Payroll Expenses to track these costs to
your company. (The funds you deduct from employee pay cheques aren’t considered
an actual cost because they’re monies you're holding for the government; they don’t
come from your company assets but from the employees’ money.) Whenever you run
your payroll, QuickBooks keeps track of your company’s expenses for each employee.
You can then see totals for these expenses on the payroll summary by employee report
and on the profit and loss statement.

Liabilities are amounts you owe but have not yet paid to an agency. Payroll liabilities
include items like:

m Federal or Quebec income tax withheld from employees’ pay cheques
m Employee-paid payroll taxes, such as the employee portions of CPP/QPP and EI.

m  Benefits for which the company collects premiums from employees (like some
group insurance plans).

QuickBooks uses the Payroll Liabilities account (an Other Current Liability account)
to track what you owe to the government. When you do your payroll, QuickBooks
calculates how much you owe for each tax, deduction, or company contribution
payroll item and records that information as a transaction in the liability account. This
produces a record of how much tax you owe at any time, so you can plan to have the
cash available for payment. When you pay your payroll taxes or other payroll
liabilities, QuickBooks decreases the balance of the liability account.

Look at the payroll expense and liability accounts, so you can see how QuickBooks
recorded expenses and liabilities related to Michael White’s pay cheque.

To display the payroll expenses QuickReport:
1 In the Chart of Accounts window, select the Payroll Expenses account.
2 TFrom the Reports menu button, choose QuickReport: Payroll Expenses.

QuickBooks displays the QuickReport. You can see the expense items paid by the
company for Michael White’s pay cheque.

251



Doing payroll with QuickBooks

Il Account QuickReport Ask & help question | Askl + How Do 17 @ _ (O] x|
Modify Repart, .. Memorize. .. | Print. | E-mail | Export... Hide Header Refresh
[S=-T8 This Fiscal Vear-to-date =] From [ojn1/z007 8| 1o [1z/15/2007 8| sort By [oefak |
235 PM Rock Castle Construction
SHE -
1zasiot Account QuickReport
Accrual Basis January 1 through December 15, 2007
# Type # Date + Hum Hame & Memo B Split “ Amount &
Payroll Expenses
» Pay Cheque 121552007 2 Carol L. Walker Cheguing 96000 4
Pay Cheque 121 552007 2 Carol L. Walker Cheguing 3219
Pay Chegue 1201 552007 2 Caral L. Walker Cheguing 32.26
Pay Cheque 1201 552007 2 Caral L. Walker Cheguing 0.00
Pay Chegue 1201 552007 Michael M. vyhite Chequing 1,200.00
Pay Chegue 12M 52007 Michael M. White Cheguing 50.00
Pay Chegue 121 552007 Michael M. Vyhite Cheguing 8577
Pay Chegue 1201 552007 Michasl M. Vyhite Cheguing ar.an
Pay Chegue 1201 552007 Michael M. Vyhite Chequing 0.00
Total Payroll Expenses 24772
TOTAL 2, MT.72

3 Close the QuickReport.
4 In the chart of accounts, double-click the Payroll Liabilities account.

QuickBooks displays the register for the account. The register shows a separate
transaction for each item from Michael’s pay cheque. The running balance shows
an increase for every liability.

: Goto... | @ Print. .. | @ Edit Transaction QuickRepart
Date Ref Payvee Increase J Decrease EBalance
Type Accaunk | Merno

12{15/2003 Receiver General 157,50 4,243,158 ~|
LI&E CHQ [|Chequing [split]

12/15/2007 Michael M, White 55,77 4,298,95
P CHOQ [|Chequing [split]

12/15/2007 Michael M. YWhite B5.77 4,354.72
P CHOQ [|Chequing [split]

12/15}2007 Michael M. YWhite 87.50 4,442,22
PAY CHQ ||Chequing [split]

12/15}2007 Michael M. Yhite 62,50 4,504,772
PAY CHQ ||Chequing [split]

12/15}z007 Michael M. Yhite 360,50 4,865.52
PaY CHO [|Chequing [split]

12/15}2007 Michael M. Yhite 0.00 4,865.52
Py CHOQ [|Chequing [split]

12152007 || ref Pavee T l|lincrease Decrease

Account =] vema -|
Splits | Ending balance 4,865.52
r 1-line
Sort by m Record Restare

5 Close the register.

6 Close the chart of accounts.
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Paying payroll taxes

As long as you are a member of the QuickBooks Payroll Service, QuickBooks uses
current tax tables to keep track of your tax liabilities as they accrue, so you know how
much you owe at any time.

Figuring out what you owe

If you're about to pay your payroll taxes, the Payroll Liabilities report shows you how
much to pay and to whom. Suppose you are ready to make a payroll tax payment and
you want to see how much you owe.

To create a payroll liabilities report:

1

2

From the Reports menu, choose Employees & Payroll, then choose Payroll
Liability Balances.

Click Modify Report, select “Display columns by Year across the top,” be sure that
the end date is 12/31/2007, then click OK.

QuickBooks displays a report that shows what you owe for each payroll item.

Tl Payroll Liability Balances Ask a help question | Ask  + How Do I? I — |EI| XI

Memarize. ..

Modify Report... Print... | E-mail | Export... Hide Header Refresh

Dates > | From [01/01 72007 @ To |12/31/2007 @ Columps  |vear x| sart By [Default ]|
2:59PM Rock Castle Construction
12501 Payroll Liability Balances

January through December 2007
+ BALANCE -«
Payroll Liabilities
Federal Income Tax p 518.30 4

CPP - Employee 57 .96
CPP - Company 57 .96
El - Employee 8554
El - Company 11976
Het Vacation Accrued 0.00
Union Dues 25.00
Total Payroll Liabilities 927.52

3 Close the report.

If QuickBooks asks if you'd like to memorize the report, click No.

Writing a cheque for payroll taxes

When it’s time to pay payroll taxes, use the Pay Payroll Liabilities window to fill out a
QuickBooks cheque.

Note: Don’tjust open the Write Cheques window and write a cheque from there.

QuickBooks can’t properly adjust your Payroll Liabilities account unless you
use the Pay Liabilities feature.
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To pay payroll liabilities:
1 From the Employees menu, choose Process Payroll Liabilities, then select Pay
Payroll Liabilities item from the submenu.

QuickBooks displays the Select Date Range For Liabilities window.

Select Date Range For Liabilities x|

Select the date range fFor the payroll liabilities vou wank to pay.

Dates

From [01/01/2007 @] Through [11/30/2007 |

"Show Paytall Liabilities

1] 4 | Cancel | Help |

2 In the “Through” field, type 12/31/2007.
3 Click OK.
QuickBooks displays the Pay Liabilities window.

Z. Pay Liabilities

Pay By Chegue |
Create |
o Review liabiity cheque ta
enter expenses/penalties Cancel |
Chequing Account T
I—. Create liability cheque Report |
Chequing j C withaut reviewing
Payment Date FD7A |
|12,I'15,I'200? E — Show Payroll Liabilities
Sork By IPayabIe To S EEES |Custom ﬂ From IDI-"DI-'IZ'JU? E Through |12."31."20'3? E
Vi Payrall Tkem Payable To Ak, Due &k, To Pa
Union Dues Great Canadian Bank 25.00 0.00 =
CPP - Company Receiver General §7.96 0.00
CPP - Employes Receiver General 87.96 0.00
EI - Company Receiver General 119.76 0.00
EI - Emploves Receiver General 85.54 0.00
Federal Income Tax Receiver General 518,30 0,00
Ll
92752 ooo |
I™" Show all liabilties |Ending Bank Balance 50,4952.26 |

4 Click in the column to the left of the CPP - Company payroll item.

QuickBooks places checkmarks in the column for both Company and Employee
to show that the items will be paid. It also places checkmarks next to EI and
Federal Income Tax items.

Now your Pay Liabilities window should look like the following.
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i Payrall Item Payable To Ak, Due Ak, To Pa
Union Dues Great Canadian Bank 23.00 0.00 *
Wil |CPP - Company e net: 5
J |CPP - Emplovee Receiver General a7.96 57.96
J |EIL - Company Receiver General 119.76 119.76
J |EI - Employes Receiver General 85.54 85,54
Jf |Federal Income Tax Receiver General 518.30 518,30
~|
927,52 89952 |

5 Make sure “Review liability cheque to enter expenses/penalties” is selected, then
click Create.

If QuickBooks reminds you that you can order cheques for this account, click
Close to continue.

QuickBooks displays the Liability Cheque window, with your cheque displayed.

=+ Liability Cheque - Chequing

A previous [ Next @Print - | %{ Find Qb Histary: Journal

Bank Account I j Ending Balance 49,552.74
Ma. To Prink
Date 12{15/2007 |
Par to the Order of Receiver General | $ 89952

Eighthundredninet _nineand52!100******************************

Receiver General

address

Payment for payroll liabilities through |12."31."200? E v Tao be printed
Expenses £0.00 ] Payroll Liabilities $899.52 I

Payroll Tkem Amnount IMemo Class
PP - Company 87,96 o
CPP - Emploves 87,96
EI - Company 119.76 LI
Cleat Splits Recalculate Save & Close Save & New | Rewvert |

You should use a separate cheque for each vendor that you are paying.
6 In the Memo field, type BN 123456789 as a reference number for the CRA.
7 Click Save & Close to record the cheque.
8 Click Yes if QuickBooks asks if you want to save changes made to this transaction.

Whenever you make a payment and record your cheque this way, QuickBooks
decreases the balance of the Payroll Liabilities account.
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Preparing PD7A, T4, T4 Summary, and Relevé 1 forms

Along with your liability cheque, you’ll need to submit a PD7A (Current Source
Deductions Remittance) form to the CRA. On this form, you report the federal income
tax amounts, EI premiums, and CPP contributions you withheld from your
employees’ pay cheques over the past month. To help you prepare this form,
QuickBooks provides a PD7A Summary Report.

Creating a PD7A Summary Report
1 From the Reports menu, choose Employees & Payroll, then PD7A Report.
2 In the “To” field, type 12/31/2007, then press TAB.

QuickBooks displays a summary of the income tax, pension plan contributions,
and Employment Insurance premiums that you’ve withheld from employee pay
cheques.

Your screen should look like this:

Il PD7A Report sk a help question | Ask 8 =+ How Do I? @ _ (O] x|
Memarize. .. | PFirE. .. | E-rnail | Export. .. Hide Header Refresh
Dates [ Custam | From [11jorjz007 8| 1o [12i31/2007 B
3:08 PM Rock Castle Construction
2507 PD7A Report

November through December 2007

Gross payroll for period » 224000 4
Ho. of employees paid in period 2
Remittance for period
Tax deductions 518.30
Total CPP contrilntions
CPP - Employee 57 96
CPP - Company 57 96
Total CPP contrilntions 175892

Total El premiums

El - Employee 8554

El - Company 119.76
Total El premiums 205.30
Remittance for period 59952

You would use the figures in the report to fill in your PD7A form.

3 Close the report.
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Preparing T4 slips

At the end of the year, you’'ll need to provide T4 slips for your employees and the CRA.

QuickBooks can help yo

To create a T4 slip

u create these.

1 Click the Employees menu, then Process T4s. QuickBooks shows the Process T4s

window.

2 Check that the Year drop-down menu is showing the correct year (for this

example, 2007 -- though usually, you would want the year that just finished).

3 Click in the checkmark column to the left of Michael M. White.

FE Pprocess T4s

Ask a help question | Ask 8 % How Do 17 |8 _ [ x

Mark &l | Print T4 | ¢ Done |
Year |2DD? 5
Review T4 | E-File T4 |
[ Emnployves SN Reviewed Printed E-File Submission ID

Carol L, Walker

o |Michas! m, vihite

635 125 556 -
111 111 118

[

4 Click the Review T4 button to see Michael’s T4.

Employee T4 #Ask a help question Askl * How Do I?|

|

Emplover's name
Riock Castle Construction

14 Employment income
1,250.00

22 Income tax ded,
360.80

153 West Main Street
Bavshore, BC

VaiZ 152

54 Business number 10 Prowince |56 Emploves no. 16 CPP contributions 24 EI insurable earnings
123456759RP0O0O0OL BiC 5577

12 5.L.N. 29 Emp. code |25 Exempk 17 QPP contributions 26 CPPJOPP pens, earn,
111111 118 [T crrigrr [ EI

Employee's name and address 15 ET premiums 44 |nion dues
Surname First name Iniial 62,50
WHITE Michael M

20 RPP contributions

46 Charitable donations

52 Pension adjustment

50 Pension plan no,

30 Housing)/Board

31 Special work site

32 Trawel in zone 33 Medical travel

34 Use of auto

35 Per km, allow,

36 Interest benefit

37 Home relocation |38 Stock opkions

39 StockfShare ded.

40 Other tax.benfs, |41 StockfShare ded. 42 Emp. commissions |53 Stock Options{Def.y |70 Cfficer expense

71 Status Indian 7Z Emp. out, Canada |73 Dawvs auk, 74 Past serv, cont, 75 Past sery, nok cont.

76 Emerqg. vol, ded, |77 WCE Repaid 97 Stockfoptions 95 Stock)Share ded. 99 Stock)Share ded.
Prev Mext 0K Cancel Help
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8

9

Notice that the information on the T4 matches the information from the pay
cheque you created for Michael.

If you're not sure what a box on this form is for or how amounts should be
entered, click the Help button, then you can find out more about individual
boxes. The online help contains a good deal of information about how T4 slips
should be completed.

Double-click the EI Premiums box (Box 18).

Adjustments to box 18, EI premiums |
Calculated Amount: 62.50 0K |

Descripkion Arnount J Cancel
-

-l

Mew Armount: 62.50

In the Adjustments window, you can adjust amounts on the T4 slip, if necessary,
and enter a memo to remind you why you made the adjustment (the Description
field). The amount you enter is added to the one already showing on the T4 (the
Amount field). To decrease the amount on the T4, you would enter a negative
number.

Click Cancel.
In the Employee T4 window, click OK.
You are returned to the Process T4s window.

Click Print T4.

10 In the Print T4s window, choose the printer you want to use and whether it is a

single-sheet printer (like an inkjet or laser printer) or a continuous-feed printer
(like most dot-matrix printers).

Then you can choose whether to print on blank paper (the default if you have an
inkjet or laser printer) or pre-printed, multipart forms from the CRA. Finally, you
select who you are printing the forms for: the CRA, your own records, or to give
to the employee.

For this example, print CRA forms on blank paper. (Note that the Printer Name
area will be different from this illustration as it will show your printer’s name.)
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Ask a help question .ﬂsk' ¥ How Do I?| 1[

11 Click Print, then read the information message and click OK to continue.

Settings Fonts

Printer nare: |h'1_','F'rinter j Options. ..

Printer type:  |Page-oriented (Single shests) ﬂ

Mote: To install additional printers or to change port
assignments, use the Windows Control Panel,

Prink on:

T4 Form Type: % Single Sheet
&' Canada Custams and Revenue Agency Copies
" Emplover Copies
" Employes Copies (Mo Business Number Printed)
€ multipart (Impack) Forms

[ Print Company (Legal) Addrass

Prink |
Cancel |
Help |

12 In the Process T4s window, click Done.

Preparing a T4 Summary report

When you file the T4s you created for your employees, you need to include a T4

Summary that totals the amounts on all the T4 slips. You can use a report to fill in your
T4 Summary form quickly.

To create a T4 Summary report:

1

From the Reports menu, choose Employees & Payroll, then T4 Summary.

QuickBooks displays a summary of your T4s.

For this example, make sure that the Dates field reads, “This calendar year.”

When you work with your own company file, you will likely want to select “Last

Calendar Year” when you use this report.

You can now use the information in the report to fill in the T4 Summary form.

If you want to print the report, click Print in the report button bar.

Close the report.
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Student test and review

1 Add a salaried employee to the employee list. Use SIN 111 111 118 and a date of
birth of 10/12/76, and assume that he or she is using the default TD1 amounts.
Enter the employee’s personal information, tax information, and at least one addi-
tional pay cheque deduction (for which you will have to create a payroll item).

2 Process a pay cheque for the new employee. Then, view the cheque in QuickBooks.

Open the payroll liability account register to see how the pay cheque changed the
account’s balance.

3 Select the payroll expense account from the chart of accounts. Create a Quick-

Report for it.
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Lesson objectives

To learn how to create job estimates

To find an estimate in a data file

To learn to duplicate an existing estimate
To create an invoice from an estimate

To display project reports for estimates
To update a job’s status

To make an estimate inactive

Handout materials

Handout 33: Creating an estimate

Handout 34: Creating invoices from an estimate

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

Note: To proceed through this lesson, you must be using QuickBooks Pro or

Premier. Estimates are not available in QuickBooks Basic.

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 13, then click Save.

Click Restore.
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Creating jobs and estimates

An estimate is a description of work or products you propose to sell to a current or
prospective customer. You can create multiple estimates for each name (customer or
customer:job combination). If the customer accepts an estimate, you can turn the
estimate into an invoice, modifying it as necessary. When you have actual costs and
revenues, you can compare them to your estimated costs and revenues to see if you
were over or under the estimate.

Estimates are “non-posting” transactions—they do not affect any financial reports or
income and expense balances. QuickBooks allows you to create invoices from
estimates either by transferring the entire estimate to an invoice or by allowing you to
choose a percentage or selected items to invoice from the estimate. The ability to bill
for only a percentage of the estimate or selected items on an estimate is called progress
invoicing.

When you create a new QuickBooks company using the EasyStep Interview,
QuickBooks asks you if you use estimates and/or progress invoicing. If you respond
yes, QuickBooks turns on these features for you. If you respond no, you need to turn
on these features in order to use them. Rock Castle Construction already has estimates
and progress invoicing turned on, but you'll review how to do this so you become
familiar with QuickBooks preferences.

Turning on estimates and progress invoicing

To turn on estimates and progress invoicing:

1 TFrom the Edit menu, choose Preferences.

Click Jobs & Estimates in the left scroll box.

Click the Company Preferences tab to display the job and estimate preferences.

Click Yes for “Do You Create Estimates?”

Gl A~ WN

Click Yes for “Do You Do Progress Invoicing?”
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The Jobs & Estimates preferences window should look as follows

Ask a help question v

Finance
Charge

GSTIPST

@

General

Also See:

General

Sales and
Customers

i1
&
Integrated
Ppplications

Time Tracking

6 Click OK to record your selections and close the Preferences window.

Creating a new job

Now that you've turned on the estimates feature, you can add a new job for a
bathroom remodel project for your customer, Ernesto Natiello. Then you'll create an
estimate for the job.

To create a new job:
1 From the Customers menu, choose Customer:Job List.

2 In the Customer:Job list, select Natiello, Ernesto.
3 Click the Customer:Job menu button, then choose Add Job.
QuickBooks displays the New Job window.
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4
5

~N

B New Job
Job Mamme |

Opening Balance |

Address Info I Additional Info l Job Info I

a5 of How da T determine 0K
|12."15."200? B the ppening halance?

Cancel

i

Mexk

Custamer Ir\IatielloJ Ernesto j Contack |Ernesto I Matiella

Carmpany Namel Phore |504.555.9311

[ Job is inactive

Mr Ms.) IMr, Féit |

First Mame IErnesto M.I, IM alt, Ph, |

Last Mame |Natiello Alt, Conkack |Bert
E-mail Iernie@samplename.com
Addresses
Bill To Ship To

Ernesto M Matiello

376 Pine Sk, #5E
Anytown, ON MZE 1R1 ml
Address Details | Address Details |

In the Job Name field, type Bathroom Remodel #2.

Click the Job Info tab.

QuickBooks displays the Job Info portion of the New Job window.

Job Mame |Bathr00m Remadel #2
- How do I determine
Cpering Balance | as of |12."15."200? B| the opening balance?

[ Address Info l Additional Info I Job Info I

Job Status Start Date Projected End End Date

[T ~ | [05/23/z000 B[ [09/23/2000 B [05/23/2000 |
Job Description Job Type

| [ A

(114 |
Cancel |
Mexk |

[T Jobis inactive

The New Job window is unique to QuickBooks Pro and Premier. Dates appear in
the date fields from a previous job done for this customer.

In the Job Status field, select Pending from the drop-down list.

In the Start Date field, type 1/4/08.
In the Projected End field, type 2/28/08.
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9 Press TAB to move to the End Date field, then press DELETE (on the keyboard) to
clear this field.

10 In the Job Description field, type Remodel bathroom #2.
11 In the Job Type field, choose Remodel from the drop-down list.

Job types give you a way to classify your jobs so you can group and subtotal similar
jobs on your reports. By using them, you'll be able to determine which kinds of
jobs are the most profitable for your business.

Your screen should look like the figure below.

Jab MName |Bathroom Remodsl #2
= How da T determine 114 |
SRR | as of [12115/2007 B| the opening balance?
[ Address Info I Additional Info I Job Info I Cancel |
Mext |
Job Status Stark Date Projected End  End Date [~ Jobis inactive
[Pending | [o1josjzo0e | @| [ozizarzos @) | =
Job Description Job Twpe
|Rem0del bathroom #2 IRemUdeI j
12 Click OK.

QuickBooks returns you to the Customer:Job List.

«Matiello, Ernesto Canada Dollar 3,369.94 ] 14,181.92 |
+Bathroom remodel Canada Dollar 2,079,385

+Bathroom Remodel #2 0,00
+Kitchen Canada Dollar 1,290,586 Closed 14,181.92

Notice that the new Bathroom job is listed as a pending job for Natiello, Ernesto.
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Writing an estimate

Now that you've created a new job for the bathroom remodel, you can create an
estimate for it.

To create an estimate:
1 In the Customer:Job list, select Natiello, Ernesto:Bathroom remodel #2.
2 Click the Activities menu button, then choose Create Estimates.

QuickBooks displays the Create Estimates window for this customer and job. You
learned in Lesson 6 how to fill out an invoice form, so this form should look
familiar.

3 Press TAB to accept Natiello, Ernesto:Bathoom remodel in the Customer:Job field.

Notice that QuickBooks enters the customer’s name and address in the
appropriate area of the form.

4 Make sure that Custom Estimate is selected in the Template field.
5 Click in the Item column in the middle of the form. A Down Arrow appears, indi-
cating that a drop-down list of choices is available.

The Item list, which contains all the services and goods your business provides, is
the same list that is available to you on invoice forms and throughout Quick-
Books.

6 Type Installation.

Before you can finish typing, QuickBooks has filled it in for you, and QuickBooks
fills in the default description for this item.

7 Press TAB twice to move to the QTY column.
8 Type 10in the QTY column, then press TAB.
The total amount is calculated by QuickBooks when you move out of this field.
9 Click the line under “Installation” in the Item column.
10 Type Framing.
11 Press TAB twice to move to the QTY column, then type 40.
12 In the line under Framing in the Item column, type Rough.
QuickBooks completes the field with the item Lumber:Rough.
13 Press TAB three times to move to the Cost column, then type 2500.
14 Press TAB to move to the Markup column.
15 Type 15%, then press TAB twice.

Your estimate should look like the following figure.
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ll:real:e Estimates Ask a help question | Ask 8 % How Do I? E2
4ﬂlErevious @Eext @Print - @Email | ﬁFind SDBIIing E‘:hHi_stors.f Create Invnice

Customer: Job [ Estimate Class Template Customize I

INatiello, Ernesto:Bathroo. ., j Active | j ICustom Estirnate j

Estimate 1Zj1572007  m@| |22

Ernesto M Matizllo
576 Pine St, #5E
Anykown, ON MZE LR1

Description QFy  Unit  Cost Arnounk Matkup
Installation Installation (10 35.00 350.00 350.00 5 o
labor
Fraring Fraring 40 55.00 2,200,00 2,200,00 5
labor
Lumber:Rough = [Rough Zynn Z,500.00 15,0%: Z,675.00 x5 j
lurnber LI
Cuskamer M G5T 37975
Message PaT 434,00
Tokal 5,050,00 375.00 6,238.75
Memo | Save & Close Save & New Clear

Dowinload bank and credit card transactions directly into QuickBooks T,

Notice that QuickBooks has filled in most of the information for the estimate
based on the items selected.

16 Click Save & Close to save the estimate.

QuickBooks returns you to the Customer:Job list. Notice the Estimate Total
column for the Pending Bathroom remodel job for Ernesto Natiello now has a
balance of 6,238.75.

Creating multiple estimates

Just as you've completed the estimate for this customer, he calls and asks you to
prepare a second estimate for the same job. He’d like you to price a couple of different
options.

Finding estimates

Because you just created the estimate, you can open the Create Estimates window and
press Prev and that will take you to the correct estimate. However, when you don’t
know where an estimate is, there are a couple of methods you can use to locate the
estimate you want quickly. You'll use one of them here.

1 From the Customers menu, choose Create Estimates.
2 From the Edit menu, choose Find Estimates.

QuickBooks displays the Find Estimates window.
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1d Estimates I
Customer:Job Find |
A ~ =
Date Cancel |

| To =
I J I J Advanced |
Estimate #
Amnount

3 In the Customer:Job drop-down list, select Natiello, Ernesto:Bathroom remodel
#2.

4 Click Find.

5 Click No to “You have not recorded the new transaction. Do you want to record
it now?”.

QuickBooks displays the estimate that you've already created for this job (Estimate
#22).

ll:real:e Estimates Ask a help question | Ask 8 * How Do I?
4ﬂlﬁrevious @Next @Prin; - @Email | %{Find Spelling %Hi_story Create Invoice

Customer:Job 7 Estimate Class Template  Customize I

<to:EBathroom Remodel #2] j Active | j |Cust0m Estimate j

Estimate 12j15}2007  m@B| |22

Ernesta M MNatielo
376 Pine S, #5E
Anykown, ON M2EB 1R1

Description Oty Unit  Cosk Armount Markup Tatal
Installation 350,00
labar

Installation

Framing Framing 2,200,00 5

labar
Lurnber:Rough Rough 15.0%: 2,875.00 5

lurnber LI
Custamer - G5T 37975
Message PsT 434.00

Total 5,050.00 375.00 6,235.75
Memo Save & Close | Save & New | Revert

“Wiriting or prinking emplovee pay cheques on payday? With Direct Deposit, manual entry is gone ‘@

6 Keep the estimate open, you'll use it in the next exercise.

Duplicating estimates

Your customer wants you to prepare a second estimate for the bathroom remodel job
because he is considering buying the cabinets from you in addition to having you do
the installation work.

First, you'll create a duplicate of the original estimate, then make the modifications
necessary for the second bid.
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To create a duplicate of an existing estimate:

1 Right-click to the right of Name/Address and choose the Duplicate Estimate menu
item from the displayed menu.

QuickBooks duplicates the estimate and displays the new version on your screen.
Notice that QuickBooks assigns the next available estimate number to the new

form.
lEreate Estimates Ask a help question | Ask | =+ How Do I? E3
ﬂﬁrevious @ﬂext @Prin; - @Email | %{Find Spelling E‘:h History Create Irrenice
Custamer: Job v Estimate  Class Template Custonize I
|sto:Bathroom Remodel 42| j Active | ﬂ |Custom Estimate ﬂ

Estimate 12/15/2007  @@| |23

Ernesto M MNatiello
376 Pine 5k, #5E
Arrvbown, ON M2B 1R1

Description  Qbty  Unit  Cost Amounk Tarkup Tatal

Installation 350,00 350,00
labor
Framing
labor
Raough
lurnber

Installation

Framing

2,200,00 2,200,00

Lurnber:Raough 2,500.00 2,875.00

Customer M G5T 379.75
Message paT 434.00
Total 5,050,00 375.00 6,238.75

Memo | Save & Close I Save & New I Clear

Wtiting ar printing erploves nay cheques on pavday? With Direct Deposit, manual entry is aone T

2 Highlight the number in the QTY column on the line for Installation.

w

Type 18.

4 Click in the Item column in the line below Lumber:Rough, and select
Cabinets:Light Pine from the drop-down list.

B Press TAB twice and type 6 in the QTY column.

6 Click in the Item column in the line below Cabinets:Light Pine and select
Cabinets:Cabinet Pulls from the drop-down list.

7 Press TAB twice and type 12 in the QTY column.

(]

Press TAB and type 10 in the Cost field.
9 Press TAB.
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Your estimate should look like the following figure.

ll:real:e Estimates Ask a help guestion | Ask 8 * How Do I?
ﬂErevious @Hext @Print - @Email | %{Find Speling E‘:h Hiskory Create Invoice
Customer: Job [ Estimate Class Temnplate Customize |
INatieIID, Ernesta:Bathroo. ., j Active | j |Cust0m Estimate j
Estimate 121502007 B |23
Ernesto M Matizllo
576 Pine St, #5E
Arevbown, ONMZB 1R1
=] De Lion ) Unit  Cosk Armolnt TMarkup Takal =5
Installation Installation 35.00 630.00 £30.00 5
labor
Framirg Framing labor |40 55.00 2,200.00 2,200.00 S
Lumber:Rough Rough Z,5... 2,500.,00 15,0%: 2,875.00 3
Cabinets:Light ... |Light pine & 1,5.. 9,000,00 | 19.93333% 10,794.00 3
kitchen
cahinat wall
unit
Cabinets:Ca,.. = |Cabinet Pulls |12 10,00 120,00 | 120,00 >ls ﬂ_l
-
Cuskomer M 3T 1,163,933
Message psT 1,329.52
Tokal 14,450.00 Z,169,00 19,111.85
Memo | Save & Close | Save & New Clear

Shiriting or printing employves pay chegques on payday? With Direck Deposit, manual entry is gone %

10 Click Save & Close.

Creating an invoice from an estimate

Once you have created an estimate and the customer has approved it, you can use the
estimate to invoice the customer. In this exercise, you'll be using the QuickBooks
progress invoicing feature.

Progress invoicing (also known as progress billing), lets you invoice for jobs that you
work on and complete in phases. When using progress invoicing, you start by creating
an estimate for the job (you don't have to give this estimate to the customer). Then,
as you complete each phase, you can easily transfer items from the original estimate
to an invoice. You can specify which items to include on each invoice and change
estimated amounts or percentages. When you use estimates to create progress
invoices, you can run reports to help you track your estimated versus actual costs.
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To create an invoice from an estimate:

1
2

In the Customer:Job list, select Natiello, Ernesto:Bathroom #2 remodel.
Click the Activities menu button, then choose Create Invoices.
QuickBooks displays the Create Invoices window.

Press TAB to leave the Customer:Job field.

QuickBooks displays a list of estimates created for this job.

i
(RN (el T e o | Erricsto: Bakhroomn Remodel #2] j oK |
Select an estimate ko invaoice

Date Mum Customer: Job Amaunt Cancel |
21512007 |22 Nat!ello. Ernesto:Bathroom R 6, 535,75 Help |
12/15/2007 (23 Matiello, Ernesto:Bathroom R 19,111,885

4 The customer accepted the second estimate you created, so select the line

containing Estimate #23, and click OK.

QuickBooks displays the Create Progress Invoice Based On Estimate window.

X

ss Invoice Based On Estimate

Specify what to include on the irvaice.

% Create invoice For the entire estimate (IDD%).E

" Create invoice For a percentage of the entive estimate,

% of estimate I

" Create invoice for selecked items or for different percentages of each item.

oK | Cancel | Help |

Rock Castle Construction typically bills for one-third of the job before starting
work, one-third when the project is one-third complete, and the final one-third
when the job is completed.

Select “Create invoice for a percentage of the entire estimate.”
Type 33.333 in the “% of estimate” field.

If you need to invoice for only selected items on an estimate or for varying
percentages or amounts for different items, select the option “Create invoice for
selected items or for different percentages of each item.” QuickBooks then displays
a table of all items on the estimate and allows you to select which items you want
to include and the amounts for each item.

Click OK.

In the Template drop-down list in the upper right corner of the Create Invoice
screen, be sure that the Progress Invoice is selected.
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QuickBooks completes the invoice for one-third of each item on the estimate.
Your invoice should resemble the following figure.

B Create Invoices Ask a help question | Ask | = How Do I?
ﬂErevious @mext @F‘rin; - @Email | %{Find Spelling Qﬁ Hiskory Journal @ Time/Costs. .. Eprogress
Customer: Job Class Template Customize I

Invoice 12152007  @| |85

Ermesta M Matiello
376 Pine Sk, #5E
Anyvkown, ONMZE 1R1

Terms
Met 30 -

Description Est Amk Prior Amt Qby Linit Late % Amount  Tax

Installation Installation 630,00 33.33%
labor
Framing Framing labar 2,200,00 33.33% 3
Lumber:Rough Rough lumber Z,675.00 . |33.33% 3
Cabinets:Light ... |Light pine 10,794.00 L 133.33% S
kitchen cabinet
wall unit
Cabinets:Cabin, .. [Cabinet Pulls 120,00 . S LI
Customer - GaT 357.77
Message
P5T 443.17
Tokal 6,370.55
¥ Tobe printed Balance 6,370,585
Merna I Save & Close Save & New Clear

Have a QuickBooks question? Help is available with QuickBooks Suppark, %

Notice that QuickBooks changed the invoice template to Progress Invoice and
added fields for Estimate Amount and Total %. QuickBooks also tracks that one-
third of the Natiello bathroom remodel job has been invoiced and that two-thirds
has not yet been invoiced.

Note: If you don’t want your customers to see this level of detail on the invoice
you send them, you can customize the invoice to remove some of these
columns from the printed form. See Lesson 15, “Customizing forms and
writing QuickBooks Letters,” for more information.

9 C(Click Save & Close to record the invoice.

10 Close the Customer:Job list.
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Displaying reports for estimates

QuickBooks provides five reports on estimates, as described in the following table. You
can create these reports from the Jobs & Time submenu of the Reports menu.

Report Description

Job Estimates vs. Actuals Summary Compares estimated cost to actual cost and esti-
mated revenue to actual revenue for all custom-
ers and jobs.

Job Estimates vs. Actuals Detail (for For a particular customer or job, compares esti-
one job) mated costs to actual costs and estimated reve-
nues to actual revenues.

Job Progress Invoices vs. Estimates Compares each estimate with progress invoices
based on the estimate.

Item Estimates vs. Actuals For each item, compares estimated cost to
actual cost and estimated revenue to actual rev-
enue.

Estimates by Job Lists all estimates by job.

Displaying the job progress invoices vs. estimates report

Because you've just completed a progress invoice, you can see how QuickBooks
records this on the job progress invoices vs. estimates report. This report shows job
status, estimate total, total invoiced from the estimate on progress invoices, and the
percentage of the estimate already invoiced on progress invoices.

To display the job progress invoices vs. estimates report:
1 From the Reports menu, choose Jobs, Time & Mileage.

QuickBooks displays a submenu of project reports that deal with customer jobs
and estimates.

2 Choose Job Progress Invoices vs. Estimates.
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QuickBooks displays the job progress invoices vs. estimates report.

Il Job Progress Invoices vs. Estimates
Modify Report... Memorize... | Print... | E-mail | Export... Hide Header
[BETR (Tis Fiscal Year-to-date ~ | From [01/01/2007 @ To [12115/2007 @ Sort By |Default ]
235PM Rock Castle Construction
1245007 Job Progress Invoices vs. Estimates
January 1 through December 15, 2007
B Type % Date + Mum -+ Estimate Active + Estimate Total < Progress Invoice + % Progress
Hatiello, Ernesto =]
Bathroom Remodel #2
Estimate 124552007 2 S 5,235.75 upali] 0.0%
Estitnate 124552007 23 J 19,111.85 B,370.55 33.33%
Kitchen
Estimate 10052007 9 N4 14,181,892 0.oo 0.0%
Helson, Wilma _I
Office Remodel
Estitnate 124052007 19 J 7 034.55 upali] 0.0%

Notice that the progress invoice you completed for Ernesto Natiello is listed in the
Prog. Invoice column. The % Progress column shows how much of the total
estimate you’ve invoiced for so far.

3 Close the report window.

Updating job status

Every time you change the status of a job, you should update its job status in the
Customer:Job list. For example, the estimate for the bathroom remodel is no longer
pending: Ernesto Natiello awarded you the job and you have started work.

To update the status of a job:

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

2 In the list, select Natiello, Ernesto:Bathroom remodel #2.

3 Click the Customer:Job menu button, then choose Edit.
QuickBooks displays the Edit Job window.

4 Click the Job Info tab.
QuickBooks displays the Job Info portion of the Edit Job window.

5 In the Job Status field, select “In progress.”

Your screen should look like this.
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Estimating and progress invoicing

B Edit Job E
Job Mame |Bathroom Remedsl #2
Current Balance :  6,370.55 How do T adjust the current balance? [ |
[ Address Info ] Additional Info I Job Info I Cancel |
Maotes |
Job Skatus Stark Date Projected End  End Date [ Jobis inactive
~] [orjo4jz007 | [ozizerzo0r E| | =
Job Description Job Twpe
IRemodeI bathroom #2 IRemodeI j
6 Click OK.

QuickBooks returns you to the Customer:Job list. The Customer:Job list now
shows this project as being in progress.

7 Close the Customer:Job list.

Making estimates inactive

Now that the customer has accepted one of the estimates for the bathroom remodel
job and you have started work, you might want to make the unaccepted estimate
inactive. When you make an estimate inactive QuickBooks keeps a record of it, but
does not use the numbers in reports.

To mark an estimate inactive:

1 From the Reports menu, choose Jobs, Time & Mileage.
2 Choose Estimates by Job from the submenu to display the estimates by job report.

3 Scroll to the section of the report that displays the estimates for Ernesto Natiello.
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FiEstimates by Job

Ask a help question | Ask | = How Do I?

Modify Report... Memarize... | Print... | E-mail | Export. .. Hide Header Refresh
Dates I ¥ | From I E Ta | ESert By |Default =
24 PM Rock Castle Construction
12n5m2 Estimates by Job
All Transactions
B Type S Date + Hum « Memo + Egtimate Active « Amount £
Hatiello, Ernesto -]
Bathroom Remodel #2
Estimate 12Ma2007 22 S 5,235.73
Estimate 12152007 23 J 19.111.85
Total Bathroom Remodel #2 2535060
Kitchen
Estimate 100082007 g S 14151.92
Total Kitchen 14181.92
Tatal Matiello, Ernesta 3953252
Helson, Wilma _I
Office Remodel
Estimate 12M 052007 19 S 7.034.55
Taotal Office Remadel T 034.55
=l

4 Double-click anywhere on the line for Estimate #22.

QuickBooks displays the Create Estimate screen.

| Create Estimates sk a help question | Ask = How Do 12
ﬂﬁrevious Dﬂext @Print - WEmail | %{Find Spelling QhHi_story Create Invoice

Customer: Job [ Estimate Class Terplate  Customize I
esto:Bathroom Remaodel #2] j Active | j |Custom Estimate j

Estimate 12f15fz007 @ [z

Ernesto M Matiello
376 Pine 3k, #5E
Anybown, OM M26 1R1

Item Description Oty Unit Cost Arnount Markup Tokal
Installation 350,00

Framing 2,200.00
hd
Cuskamer Ij GST TS
Message PaT 434.00
Tokal 5,050,00 375,00 6,236,753
Memo Save & Close Save & New Rewvert

CuickBooks Backup Service is automatic which saves wou kime %

5 Click to clear the checkmark in the Estimate Active checkbox.

Click Save & Close.

o

7 If QuickBooks asks if you want to save the changes you made to the transaction,
click Yes.

8 Close the report.
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Estimating and progress invoicing

Student test and review

1 Create an estimate for the 75 Sunset Rd. job for Pretell Real Estate. The estimate is
for 6 hours of installation labour, 18.5 hours of plumbing work, and 4 hours of
drywall work.

2 Create a progress invoice for 50% of the estimate just created for the 75 Sunset Rd.
job for Pretell Real Estate.
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LESSON 14 Tracking time
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Lesson objectives

To learn how to track time worked on a project

To learn how to invoice a customer for time worked on a project

To create project reports for time tracking and learn about other project reports
To learn how to set up items used to track time worked by owners or partners

To learn how to pay nonemployees for time worked

Handout materials

Handout 35: Invoicing customers for time worked

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

Note: To proceed through this lesson, you must be using QuickBooks Pro or

Premier. Time tracking is not available in QuickBooks Basic.

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 14, then click Save.

Click Restore.
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Tracking time

QuickBooks provides time tracking for any job. Time tracking lets you keep track of
the time a person spends on each job (including sick and vacation time and time spent
for general overhead). The person whose time you track can be an employee, an owner
or partner, or a subcontractor.

You can use time data to do the following:

m Invoice the customer for the time spent doing a job.

m Provide hours worked on an employee's paycheque, or a cheque to a nonemployee
(vendor, owner, or partner).

m Track the cost of employees’ gross pay by job.

m Report on the number of hours worked—by person, by job, or by item.

Turning on time tracking

To turn on time tracking:

1 From the Edit menu, choose Preferences.

2 Click Time Tracking in the left scroll box. Then click the Company Preferences tab.

QuickBooks displays the Time Tracking Preferences window.

Preferences Ask a help question 4 x|
Purchases
& Wendors

®

Reminders

L

Also See:

Reports &

General
Graphs

Sales and
Customers

Sales &
Customers

Jobs and
Estimates

3 Make sure Yes is selected as the answer to the question “Do You Track Time?”

4 Click OK to save the preference setting.
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Entering time data

There are three ways to get time data into a company file:

m Enter time directly onto a weekly timesheet or single activity form in QuickBooks.

m  Use the Stopwatch to time an activity while you are performing it.

m  Use the QuickBooks Timer program to track time, then import the time directly
into QuickBooks. (The Timer is available in QuickBooks Pro and Premier only.)

When you track time with QuickBooks, you have a choice of two forms to enter time:
Weekly Timesheet or Time/Enter Single Activity window. If you want to enter time for
multiple jobs or multiple days, then the Weekly Timesheet is the best choice.

& Weekly Timesheet

Ask a help question | Ask 8 ¥ How Do I?

Dprevious Pruext gpring ~ | BEEdE Single Activity

Mame = |

Week Of Dec 10 to Dec 16, 2007

Timesheet

M Tu w Th F

Customer:Job Service T Payroll It Motes  Class 10 11 12 13 14

Sa  Su
15 16

Tatal
-

Taotals

0:00 0:00 0:00 0:00 0:00 0:00 0:00

0:00

1

[V wrap text in Motes Field

Set Date ... | Copy Last Sheet |

Save & Close | Save & New |

Clear |

If you tend to enter a lot of detailed notes about your activities, or you prefer to enter
time data as you complete an activity, use the Time/Enter Single Activity window

instead.

& Time/Enter Single Activity

Ask a help question | Ask 8 * How Do I?

Werevious [ pext | @ opeling I Timeshest

Not Billed
Date 12{15}2007 @ [¥ Eillable
Mame j Payroll Ikem j
Customer:Job j Class _j
Service Tkem M | Motes

Duration
ﬁj [ 0:00

Start |

Stop I Fause I

Save & Close | Save & New |

Clear |

Information you enter in the Time/Enter Single Activity window displays in the
Weekly Timesheet, and vice versa. They’re different views of the same information.
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The Timer program is useful when you have employees or subcontractors who need
to track their time but don’t need or want to run QuickBooks. When time is imported
into QuickBooks from the Timer application, you view the imported time data on the
same timesheets you would use if you did the data entry directly into QuickBooks.

If you have employees who don’t have access to a computer, you can print blank
copies of the weekly timesheet for your employees to fill out by hand.

To print a blank timesheet:

1 From the Employees menu, choose Time Tracking, then choose Use Weekly
Timesheet.

QuickBooks displays the Weekly Timesheet window.

£ Weekly Timesheet Ask a help question | Ask @ * How Do I?
Werevious Puext gBprint « | BFEE Single Activity

Mame & |

week Of Dec 10 to Dec 16, 2007

Timesheet

M Tu W Th F Sa  Su
Customer:Jok Service I Payroll Ik Mates  Class 100 11 12 13 14 15 16 Total [F
-

=

Totals 000 00 ;00 0:00 0:00 000 0:00 0:00

¥ Wrap text in Motes Fisld

Set Date ... | Copy Last Sheet | Save & Close I Save & New I Clear I

2 From the Print drop-down menu, choose Print Blank timesheet.

3 In the Print Timesheets window, click Print.

Recording employee time on a weekly timesheet

In this exercise, you'll complete a weekly timesheet for Gregg Schneider. In a later
exercise, you'll learn how to invoice a customer for the time Gregg spent working on
a job for that customer.

To enter information on a weekly timesheet:

1 In the Name field of the time sheet, select Gregg Schneider from the drop-down
list.

2 When QuickBooks displays the message asking if you would like to set this
employee to use time data during pay cheque creation, click Yes.

QuickBooks will track the time you enter for this employee and display it when
you are ready to pay employees.
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3 Click in the Customer:Job column, then choose Melton, Johnny:Dental office
from the drop-down list.

QuickBooks will associate the time that you enter in this window with the office
repairs being completed for Johnny Melton.

4 In the Service Item column, type Installation.

After you type a few characters, QuickBooks fills in the rest of the item for you.
The Item list, which contains all the services and goods your business provides, is
the same list that is available to you on invoice forms and throughout Quick-
Books.

5 DPress TAB. Notice that QuickBooks fills in the information in the Payroll Item
column for you.

Gregg Schneider is paid by the hour. QuickBooks has his houtly rate stored in the
Employee list, on the Payroll Info tab.

Tip: If you try to select a payroll item that is not associated with this employee,
QuickBooks displays a warning message. For example, if you try to select
Salary as the payroll item for Gregg Schneider, QuickBooks tells you that you do
not have that type of payroll item set up for the employee. (It still lets you make
the selection, but it warns you that the Salary is set up with a $0.00 rate.)

6 Click in the M 10 column.

M stands for Monday and 10 for the date, Monday, the 10th of December, 2007.
Note that you can change the first day of your workweek in the QuickBooks time
tracking preferences. (From the Edit menu, choose Preferences, then click Time
Tracking.)

7 Type 8 to enter the number of hours worked on Monday.

8 In the Tu field, type 8.

9 In the W field, type 8. As you enter hours for each day, the Total column displays
the total hours for the week.

10 In the Th field, type 8.
11 In the F field, type 8, then press TAB. Your screen should resemble the figure below.

& Weekly Timesheet ask a help question | Ask | = How Do 17 [ x|
WWerevious 5 pext @Prin; vl @Edit Single Activity
Mame Greqgq Schneider - -
| Timesheet
week OF Dec 10 to Dec 16, 2007
M Tu W Th F S5Sa 3u
Customer:Jok Service I Payroll It Motes  Class 10 11 12 13 14 15 16 Totd [
Melton,... > |In... ¥ [Ho... = | ¥ |G&:00 |8:00 |6:00 8:00 |5:00 40:00 2] ~ I
-
Tokals 500 5:00 £:00 5:00 5:00 0:00 0:00  40:00
|
¥ wrap text in Notes fisld
Set Date ... Caopy Last Sheet Save & Close Save & New Clear |
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The invoice icon to the right of the Total column tells QuickBooks if the time will
be transferred onto an invoice. In its current setting, you're telling QuickBooks
that you do want to invoice the customer for time worked.

If you do not plan on invoicing the customer for time worked, you can click the
invoice icon and QuickBooks displays a red “X” over it.

12 Click Save & Close to record the Weekly Timesheet. QuickBooks records the time
for Gregg Schneider and for Johnny Melton’s dental office job.

This time can now be transferred onto an invoice for Johnny Melton’s dental office
job or used to create a paycheque for Gregg Schneider.

Invoicing a customer based on time
Refer to Handout 35, “Invoicing customers for time worked.”

Now you can invoice Johnny Melton for the time Rock Castle Construction’s
employee, Gregg Schneider, spent on the dental office job.

1 TFrom the Customers menu, choose Create Invoices.
2 Select Melton, Johnny:Dental office as the customer:job.

3 If you're using QuickBooks Pro or Premier, QuickBooks displays the Available
Estimates window. Click Cancel.

4 If QuickBooks reminds you that this customer has billable time/costs, click OK to
continue.

5 In the Date field, type 12/17/2007.
6 Click Time/Costs on the taskbar at the top of your screen, then click the Time tab.
QuickBooks displays the Choose Billable Time and Costs window.

Choose Billable Time and Costs Ask a help question | Ask| = How Do 1?| zl
Time and Costs For: Melton, Johnny:Dental office
[ Ttems £0.00 ] Expenses $0.00 I Time $0.00 ]
Select Al Click on Options. .. to customize how information from
BRI timesheets is brought into GuickBooks invoices
Lise Date Employee Service Item Hours Rate Amount Descripkion Hide
12/10/2007 |Gregq Schreider stallatio 8:00 35.00 280,00 |Installation labor [
12/11/2007 |Gregq Schreider Inistallation 8:00 35.00 280,00 |Installation labor
12/12/2007 |Gregq Schneider Inistallation 8:00 35.00 280,00 |Installation labor
12/13/2007 |Gregq Schreider Inistallation 8:00 35.00 280,00 |Installation labor
12/14/2007 |Gregq Schneider Inistallation 8:00 35.00 280,00 |Installation labor
=l
™ Print selected time and costs as one invoice item | Takal billable Hrne and cosks 0.00 |
ok | Cancel | Help |

QuickBooks displays the Time information entered on the timesheet for Gregg
Schneider for the Johnny Melton dental office job.
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Note: By default, QuickBooks combines time for activities that have the same
service item, and lists them as one line item on the invoice. If you prefer to
have each individual line from the timesheet displayed as a line item on the
invoice, click the Options button and select “Do not combine activities.”

7 Click in the Use column to select each of the lines that represents time worked by
Gregg Schneider.

QuickBooks places a checkmark in the Use column to the left of each entry to
indicate it is selected.

8 Click OK.

The invoice should resemble the figure below.

B Create Invoices Ask a help question | Ask® =+ How Do I? E3

Werevions BPuee &5 - CEmai |§ Mepeling ByHistory  E] Journal £ TimefCosts. ..
Custarmer: Job Class Template Custarize I

|MeltonJ Johnry:Dental a... j I j |Custom Invoice j

Invoice 1217j2007  [@| |85

Johnny Melkan, DOS
300 Main Sk, Suite 3
Bawshore BC ¥3R 5¥7

TErms Due Date ACT #
L |metao ~ ||0t/16/2008 | 1197-01-MELT
Quankity Unit kion Price Each  Amount s )

Installation Installation labor

=
Customer - GaT as,00
Message
PaT 11z.00
Tatal 1,610.00
¥ To be printed Balance 1,610.00
Mema I Save & Close I Save & New Clear

wou built vour business, now prokect it with QuickBacks Backup Service Ty

9 C(Click Save & Close to record the invoice.
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Displaying project reports for time tracking

QuickBooks provides four reports on time, as described in the following table. You can
create these reports by choosing Jobs, Time & Mileage from the Reports menu.

Project report

Description

Time by Job
Summary

Shows hours worked subtotaled first by customer or job,
then by service item.

Time by Job Detail

Lists each time activity (that is, work done by one person for
a particular customer or job on a specific date), and shows
whether the work is billed, unbilled, or not billable. The
report groups and subtotals the activities first by customer
and job, then by service item.

Time by Name Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed
the work, then by the customer or job the person performed
the work for.

Time by Item Shows the hours worked, subtotaled first by service item,

then by customer or job.

Displaying the time by job report

The time by job summary report summarizes the total hours for each job, and the time
by job detail report breaks down those summary figures into hours for each service
item and hours for each customer:job.

To create a time by job report:

1 From the Reports menu, choose Jobs, Time & Mileage.

2 From the submenu, choose Time by Job Summary. QuickBooks displays the time
by job summary report.

3 Scroll the report until you see the time worked for the Melton, Johnny:Dental

office job.

fiTime by Job Summary

Madify Report...

Ask a help question | Ask | = How Do 12

Memorize. .. | Print. .. | E-mail | Export...

Hide Header ‘

Dates | This Fiscal Year-to-date =] From [arjotzon? @ To [12/15¢2007 @

Planning

Installation

Framing

Removal

TOTAL

42 PM Rock Castle Construction

12507 Time by Jab Summary
January 1 through December 15, 2007

-
Abercrombie, Kristy:Family Room j
Total Abercrombie, Kristy:Family Ro... g:00
Melton, Johnmy:Dental office
Total Melton, Johnny:Dental office 50:00

Teschner, Anton:Sun Room

Total Teschner, Anton:Sun Room 50:00

+ Jan 1 - Dec 15, 07 =

&:00

b 8000 1

40:00
40:00
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Viewing time data in more detail

Like all QuickBooks reports, you can QuickZoom any of the numbers in a report to see
more detail. Suppose you want to see who worked the eight hours on installation for
Johnny Melton. You can point to that number in the report and double-click to get
more information.

1 Position your mouse pointer over the 80 hours for Installation on the
Melton, Johnny:Dental office job, then double-click.

When you position your mouse pointer over the number, the pointer changes into
a magnifying glass with a Z in it. After you double-click, QuickBooks displays a
time by job detail report for the time data you selected. (This functionality is called
QuickZoom.)

Ask a help question | Ask | =+ How Do I?

i Time by Job Detail

Print. .. | E-mail | Export... Hide Header Refresh

~| From [o1jotjz007 | B 1o [1zj15/2007 B

Modify Report. .. Memarize. .

Dakes

7:26 PM Rock Castle Construction

121807 Time by Job Detail
January 1 through December 15, 2007
< Date @ Hame + Billing Stat... + Duration @

Melton, Johnny:Dental office

Installation
» 121072007 Roy ©.Uchm... Billed 00 4

121052007 Gregy Schn...  Billed 00
121172007 Roy . Uchm... Billed g:00
120112007 Gregy Schn...  Billed 500
1212/2007  Roy O. Uchm... Billed g:00
121252007 Gregy Schn...  Billed 00
1213/2007  Roy . Uchm... Billed g:00
121 32007 Gregy Schn...  Billed 500
1214/2007  Roy O.Uchm... Billed g:00
121452007 Gregy Schn...  Billed 00
Tatal Installstion g0:00
Total Mefton, Johnny:Dental affice o000
TOTAL 80:00

You can see that Gregg Schneider and Roy Uchman did the work and the time has
already been billed to the customer.

Because the report ending date is December 15, it displays all the hours that you
entered on Gregg’s timesheet. If you want to reduce the number of hours
displayed on this report, you can change the date range it covers. In the To field
(on the Report buttonbar), type 12/12/07 and press Tab. QuickBooks redisplays the
report to cover the new date range.

2 Close the time by job detail and the time by job summary reports.

If QuickBooks asks if you want to memorize the report, click No.
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Displaying other project reports

In addition to the estimate and time reports, QuickBooks provides several project
reports to track job profitability, as described in the following table.

Project report Description
Job Profitability Compares the actual cost to the actual revenue for all
Summary customers and jobs. The report subtotals the data first

by customer, then by job.

Job Profitability Detail | For a particular customer or job, compares actual costs to
(for one customer:job) | actual revenues and shows the difference between the two
amounts. The report subtotals the data first by item type,
then by item.

Item Profitability For each item, compares the actual cost to actual revenue
and shows the difference between the two amounts. The
report subtotals the data first by item type, then by item.

Paying non-employees for time worked

You can easily pay owners, partners, subcontractors, and other non-employees for
time spent on projects and jobs. When you track time for a non-employee, you assign
a service item to each time activity so that you can pay the non-employee for time
worked. Then QuickBooks can transfer time data for a specified date range to a cheque.
QuickBooks prefills the Items tab of the cheque with information from the time data,
including hours worked and rate.

To pay a subcontractor, owner, or partner for time worked, the person must be on one
of the following lists:

m Vendor (appropriate for subcontractors, especially if you must report payments to
them to the CRA)

m  Other Names (appropriate for owners and partners)

If the company is a sole proprietorship or an unincorporated partnership, owners
and partners are not treated like regular employees. They should not be on the
business' payroll. Instead, owners and partners take money out of the business by
drawing on their equity. In accounting terms, these owner's draws are not business
expenses -- they are a transfer of some of the value in the business to the owner.
An owner's draw is a "regular" cheque drawn from an equity account. If you track
time for an owner or partner, you can base the owner's draw on the number of
hours worked.

Note: To pay an ordinary employee for time worked, use the payroll feature to
write a paycheque.
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Creating service items for subcontractors, owners, or
partners

When you use service items for subcontractors, QuickBooks records expenses and
income for the work in separate accounts. You can use such items on both purchase

forms and sales forms.

In this section, you learn how to do the following:

m Set up a service item to use to track work performed by an owner or partner
m Enter time worked for an owner or partner

m Prepare a cheque to pay an owner or partner for time worked

To set up a service item for owners or partners:
1 From the Lists menu, choose Item List.

Click the Item menu button, and choose New.

2
3 In the Type field of the New Item window, choose Service from the drop-down list.
4 In the I[tem Name/Number field, type Plan.

5

Select the “This service is performed by a subcontractor, owner, or partner”
checkbox.

QuickBooks changes the window to display fields for sales and purchase

information.
Mew Item Ask a help question | Ask @ =+ How Do I?
Type oK |
IS.—E Use for services you charge for or purchase, like
ervice . ? :
specialized labour, consulting hours, or professional Eamee] |
fees,
Mexk |
Itemn Mame/Mumber Subitem of I buryfsell this item in
f LS i Custom Fields |
IPIan | j |
. Spelling |
[V This service is performed by a subcontrackor, owner, or partner:

r Purchase Information ———————————— [~ Sales Information [~ Irem is inactive

Description on Purchase Transactions Description on Sales Transactions

Cosk IW per Sales Price IW per
Furch Tax Code |5_j
Expense Account I—j Sales Tax Code |5_j

Preferred Yendor I—j Incorme Account I—j

6 In the Description on Purchase Transactions field, type Job Planning and press TAB.
QuickBooks copies the text into the Description on Sales Transactions field.

7 In the cost field, type 50 and press TAB.
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8 From the drop-down list in the Expense Account field, choose the equity subac-
count called Owner’s Draw.

If you pay owners (or partners) for time worked, you need a service item that
records the cost of the work as a draw against equity, rather than an expense.

9 In the Sales Price field, type 90.
10 In the Sales Tax Code drop-down list, select E for Exempt.

11 In the Income Account field, type Plan and press TAB. Note that QuickBooks
expands this to Planning.

Your screen should now look like this.

Ask a help question | Ask § <+ How Do 17 x
Type 7
{m Use For services wou charge for or purchase, like

specialized labour, consulting hours, or professional el

fees.
et |
Custam Fields |
Spelling |

Item MamefMumber [ sSubitem of I buy/sell this item in
|Plan | j |

W This service is performed by a subcontrackor, owner, of partner

r Purchase Information r Sales Information [T Itemis inactive
Description on Purchase Transactions Description on Sales Transactions
Job Planning Job Planning
Cost IW per Sales Price lm per
Purch Tax Code Is—j
Expense Account Wj Sales Tax Code IE_j
Preferred Yendor l—j Incame Account Wj

12 Click OK to close the New Item window.

13 Press Esc to close the Item list.

In the next section, you learn how to use the Planning item you've just created to track
time performed by the owner of Rock Castle Construction.

Recording nonemployee time worked

You record data for time worked by nonemployees the same way you enter it for
employees.

To enter time for nonemployee time worked:

1 From the Employees menu, choose Time Tracking. Then choose Time/Enter Single
Activity.

QuickBooks displays the Time/Enter Single Activities window.

291



$ Time/Enter Single Activity Ask a help question | Ask 8 ¥ How Do I?
4ﬂlﬁrevious @Next | Speling [ Timeshest
Not Billed
Date 12/15}2007] = ¥ Billable
Mame j Payroll Ikem j
Customer:Job j Class j
Service Ikem M | Mates
Duration
' 0:00
?’1 -
Start I Stop I Fause I
Save & Close | Save & New | Clear |

2 In the Name field, choose Tom Ferguson from the drop-down list.

Note: When you selected the owner’s name, QuickBooks removed the Payroll
Item field from the window. (When class tracking is on, this field is
replaced with the class field.) Owners and partners should be set up on the
Other Names list, or on the Employee List with the Type set to “Owner”
because they are not paid with payroll cheques.

In the Customer:Job field, choose Abercrombie, Kristy:Family Room.
In the Service Item field, select Planning from the drop-down list and press TAB.

Type 8 in the Duration field and press TAB.

o a h~ W

From the Class drop down list, choose Remodel.

Your screen should resemble the following.

$ Time/Enter Single Activity
Previous Mexl o Speling imesheel
Eprevi & next Spelli Timesheet
Not Billed
Date 12}15(2007 ]| ¥ Eillable
Mame Tom Ferguson - |
Customer:Job Abercrambie, kristy:... = | Class Remadel -|
Sepvice ke Planning - | Mokes
Duration
CB [ 8:00
Stark I Shop | False |
Save & Close Save & Mew Clear

7 Click Save & Close.
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Preparing a cheque to pay for nonemployee time worked
In this section, you’ll learn how to create a cheque to reimburse an owner for time
worked on a specific job.
1 From the Banking menu, choose Write Cheques.

QuickBooks displays the Write Cheques window.

-« Write Cheques - Chequing Ask a help question | Ask 8 * How Do I?
iprevious Puext Hprint - | | Find Journal
Bank Accaunt I j Ending Balance  $51,209.19
Mo, 4
Date 12{17/2007 |
Pay to the Order of -| $ 0.0

Address

EXpenses $0.00 I Items $0.00 I [ Tobe printed

Account Tax  Met Amb Memo Customer: Job E Class :‘
-
[
G5T [0.00
PST 10.00
Clear Splits Recalculate Save & Close Save & New | Clear |

Do you buy or sell products outside of Canada? Expand vour borders with QuickBooks Multicurrency! T

2 Make sure that Chequing is selected in the Bank Account field.
3 Click to put a checkmark in the To be printed checkbox.

If QuickBooks reminds you that you can use computer cheques with this account,
click Close to continue.

4 In the Pay to the Order of field, choose Tom Ferguson from the drop-down list.

5 Click Yes at the message QuickBooks displays asking if you want this cheque to
pay for time worked.

QuickBooks displays the Select time period window.

Select time period For which you want to pay. oK |

Start Date: End Dake: cancel |

[ | &l |
Help

6 Type 12/15/07 in the Start Date field and press TAB.
7 Type 12/19/07 in the End Date field and click OK.
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QuickBooks prefills the Items tab of the cheque with information from the time
data, including hours worked and rate.

-« Write Cheques - Chequing

Ask a help question | Ask 8 * How Do I?
iprevious Puext Hprint - | | Find Journal

Bank Account |Chequing j Ending Balance $51,209,19
Mo, To Print
Date 12{17/2007 |
Pay to the Crder of Tom Ferguson A | $ 460,00

Four hundred sixcty ard DO/ LO0% % % i s s s s sk ok sk o ok ook ok ok 30 o ook kK oo ook kK o ook

Address

Memo (12/15/2007 - 12/19/2007)

Expenses 40,00 ] Items $400.00 ] IV Ta be printed
Ikem Descripkion QF Linik Cosk Tax Met Ambt  Customer:Job Class
Flanning Job g 50,00 |5 400,00 [Abercrombie, ... E Re... =
Flanning
=
Seleck PO Receive &l Show PO Tirne |

G5T |25.00
PST 132.00
Save & Close | Save & New | Clear |
Do you buy or sell products outside of Canada? Expand vour borders with QuickBooks Multicurrency! T

CIearSpIitsl Recalculate |

8 Click Save & Close in the Write Cheques window.

Notice that time activity is marked unbillable so that it is not billed twice—as a
time activity and an item.
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Student test and review

1 Create a single activity timesheet for Gregg Schneider, for eight hours worked on
the Anton Teschner Sun Room job.

2 Transfer the time you just entered for Gregg Schneider onto an invoice for the
Teschner Sun Room job.

3 Display a time by name job report to see how many hours Gregg Schneider has
worked for each job.
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Customizing forms and writing QuickBooks Letters

Lesson objectives

To learn how to modify a preset invoice form

To design a custom invoice form

To see how to print invoices

To learn how to prepare a collection letter for overdue customers

To learn how to edit a prewritten letter in QuickBooks

Handout materials

Handout 36: Types of QuickBooks forms you can customize

Handout 37: QuickBooks Layout Designer

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gbcanlesson.gbb) on your hard disk.

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

To restore the exercise file (qbcanlesson.qbb):

1

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

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

Select the gbcanlesson.qgbb file, then click Open.

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

In the File name field of the Restore To window, type lesson 15, then click Save.

Click Restore.
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About QuickBooks forms

Each form you use in QuickBooks has its own layout—that is, its own arrangement of
fields and columns for entering information. If the layout of a particular form doesn’t
meet your needs, you can create your own custom layout and use your version instead
of the QuickBooks version.

In Lesson 6, you learned about the three preset formats for invoices: professional,
service, and product. If these formats don’t precisely meet your needs, you can create
your own invoice templates. You can also create templates for other sales and
purchase forms.

For each form, you can decide which fields and columns to include, what they are
called, and where to place them. Once you have created your forms, you can save the
new layouts as templates—to use whenever you want, and to modify whenever you
want. The forms you can customize in QuickBooks are the invoice, sales receipt, credit
memo, statement, purchase order, estimate (QuickBooks Pro and Premier only), and
sales order (QuickBooks Premier editions only).

Note: You can create custom forms in all QuickBooks products, but some of the
customization and layout options described in this lesson are available
only in QuickBooks Pro and Premier products. For example, adding
coloured backgrounds, using rounded borders on fields, and using fields on
forms multiple times are available only in QuickBooks Pro and Premier
products.

Customizing invoices

QuickBooks lets you customize an invoice form to suit the needs of your business, but
there may be times when you want to design a completely different invoice form.
QuickBooks lets you do that, too. You can use the Layout Designer to create a new
form design for your business. In the Layout Designer, you can move, resize, or change
the width of columns, turn on or off borders around fields, and control font type and
size for each field.

In the following exercises, you'll use both the customize forms and Layout Designer
features in QuickBooks to create a custom invoice.

Note that these features affect only the printed forms; you cannot customize the
onscreen version of QuickBooks forms.
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Customizing forms and writing QuickBooks Letters

Creating new templates

To create a new invoice template:

1 From the Lists menu, choose Templates.

QuickBooks displays the Templates list.

U5 Templates #Ask a help question | Ask 8> How Do I?

Zustam In ] i

Finance Charge Invoice _I
Inkuit Product: Irvoice Invoice

Inkuit Professional Invoice Invoice

Intuit Service Invoice Invoice

My Invoice Invoice

Progress Invoice Invoice

Custom Credit Memo Credit Memo

Custom Sales Receipt Sales Receipt

Custom Purchase Order Purchase Order

Inkuit Standard Stakement Statement i
: - Open Form = show all

2 Click the Templates menu button, then choose New.

QuickBooks displays the Select Template Type window.

_' emplate Type E

Please select the type of
template wou are creating:

) Credit Memo
) Sales Receipt
" Purchase Order
{7 Statement

) Estimate

OK | Cancel |

3 Click OK to select the invoice form.

QuickBooks displays the Customize Invoice window, which uses multiple tabs to
display several sets of formatting options. Each area of the form is represented by

a tab. To display the available formatting options, click the tab for the area of the
form you want to change.

4 In the Template Name field, type My New Invoice.
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This is the name you'll use for the new template. Your window should look like
this.

Customize Invoice

Template Mame Iy Mew Invoice:

!
I
g
i
]
‘

{m I B B By
193

[ Template is

inactive

Notice that the Header tab is currently selected. The Header tab displays the
formatting options you have for the top part of the invoice form. For each field,
you can specify the title you want and whether you want the field displayed
onscreen, on paper, both, or neither. You can enter a new title by highlighting the
current title text and typing your new one.

If you want to track information about a particular invoice, but don’t want your
customer to see this information, select the Screen checkbox and clear the Print
checkbox.

5 Click the Fields tab. The Customer Invoice Fields tab screen is displayed:

zl
Template Name MMy Mew Irevoice 0K
Header Fields I Columns I Prog Cols ] Footer ] Company. I Farmat ] Printer ] cancel

Screen Print  Title m
P.0. Mo, Fits W —
[rems Layout Designer
[ovepate
Rep
[occoure®
FOE [ Template is
[Froee inactive
forher
[Contrace®
A
[Spouses Hame
E—

5.0. Mo.
Terms

Due Date

REP

Account Number
Ship Date

Ship Via

FOB
ProjectiJob
Other
Cantract #
B-Day
Spouse's Name
o}

i o e s e e e e e e s (o e O e B0
i e e W s < e W e s e e O i I

Percentage
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Customizing forms and writing QuickBooks Letters

The Fields tab is where you select which fields you want to appear on screen and
on paper. You can specify your own title (label) for each field.

Suppose you want to remind customers of payment due dates at the time you send
the invoice. You can customize the invoice form to display the Due Date field.

6 To have the Due Date field display both on screen and on the printed form, click
the Screen and Print columns for Due Date to select both checkboxes.
Checkmarks appear in both checkboxes.

7 Clear the Screen and Print checkboxes for the P.O. field to remove the field from
the form.

Changing field order on forms

The lower half of the standard QuickBooks invoice form is where you enter details
about the items or services purchased by the customer. You can change the order of
these fields as they appear on your invoices.

The Order column on the Columns tab shows you how fields display from left to right
on the invoice form. Currently, Item is the first column and Amount is the last
column. Suppose you want the Qty field to appear after the Item field, and before the
Description field.

To change the order of fields on a form:
1 Click the Columns tab.
The Custome Invoice Columns tab screen is displayed::

zl

Template Name |My New Invoice oK

[ Header ] Fields lgulumns I Prog Cols ] Footer ]CUmpanz] Format ] Printer ] Cancel

Screen Print Order  Title Default |

Serviced
Help |
Item

W Layout Designer |
Qty
fate

l— =
Class r i'rnzrgglia;e is
l—

[coowr
[Waterid
[rodoctumber
[Barcode
[Preez

Service Date
Item
Descripkion
Quantity
Unit

Rate

AAAAR
JCURIC B U C R B |

Amount

Class
Other 1
Other 2
Colour
Makerisl
Product

Barcode

aooaoooanq

J e o i B I A |
RN RS

Price 2

2 Double-click the Order column in the Quantity row to select the number.
3 Type 2.

4 Double-click the Order column in the Description row to select it.
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LESSON 15

5 Type 3. Your screen should look like the following figure.

Customize Invoice

Template Mame My Mew Invoice

I
|

I B N N B |

CEEEEEEEE T

Template is
inactive

O 001000010000 =R s ST

ILIRCINCIRCIRC I I |

If you use progress invoices or sales orders, use the Prog Cols tab to customize the
columns on those forms.

6 Click the Footer tab.

The Footer tab contains information that you usually find at the bottom of the
form. It also provides a place for you to enter free-form text, such as a disclaimer,
on your form. In the next exercise, you'll learn how to move fields on forms.

7 Click the Company tab.

Use the Company tab to specify which pieces of company information to include
on your sales and purchase forms.

8 Select the Print Phone Number checkbox. Your window should look like the
following graphic.

Customize Invoice

Template Name My Mew Invoice

{m Sl i

Template is
inactive
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Customizing forms and writing QuickBooks Letters

If you wanted to add your company logo to the form, you would select the Use
Logo checkbox and tell QuickBooks which file to use. QuickBooks supports BMP,
JPEG, TIFF, and GIF graphic formats.

9 Click the Format tab.

Use the Format tab to change the fonts for various textual elements on the form.
If your forms print on multiple pages, use the checkbox on this tab to indicate
whether or not you want to print page numbers.

If you don’t want QuickBooks to print the status stamp (paid, pending, etc.) on
forms, clear the Print Status Stamp checkbox on this tab.

10 Click the Printer tab.

The Customize Invoice Printer tab screen is displayed:

Customize Invoice

Ternplate Name |My Hew Irrvoice|

Si Letter (8 152 % 11 in) -

Template is
inactive

Use the Printer tab to associate print settings with individual form templates. For
example, if you print most forms in Portrait mode, but have one form that you
print in Landscape, you can associate the Landscape print setting with that form’s
template. When you send the form to the printer, QuickBooks knows to print it in
Landscape.

11 Click OK to record the changes. Click Cancel if the error message box appears.
12 Close the Templates window.
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Displaying your customized form

LESSON 15

Now display the customized form to see the changes you made in the previous
exercise.

To display the custom form:

1 From the Customers menu, choose Create Invoices.

2

QuickBooks displays the Create Invoices window with the Custom Invoice

template displayed.

Invoice

rﬁ Ship To

F.0. Mo, Terms Due Date COMTRACT #
] cJenseaws

[Gerestemvoces (TR AT M|

W previous T Next @ - 8 Email | %_ Spelling Qh Histary Journal @ Time/Costs...

Customer: Job Class Template Customize

] S m— Fotor e 7|
Date woice

=l
Customner - GST 0.00
Message
PsT 0.00
Total
¥ Tobe printed Balance 0.00
Memo I Save & Closs | Save & New | Clear I

In the Form Template field, choose My New Invoice from the drop-down list.

& Create Invoices sk a help question [Askll = How Do 1z B _ 1O}
W previous [ et 5 + B3 Email | oY Speling & Histary Journal  £E Time/Costs...

Customer: Job Class Template Customize I
[ [ I

Invoice

]

[~
Custamer - 65T 0.00
Message
PST 0,00
Total
¥ Tobe printed Balance 0.00
Mema I Save & Close | Save & New | Clear I

Notice how this form reflects the changes you made in the Customize Invoice

window.

The phone number field that you added to the form only shows on the printed

form, so you do not see it onscreen.

3 Leave the Create Invoices window open; you’ll use it in the next exercise.
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Designing custom layouts for forms

With the QuickBooks Layout Designer, you can change the design or layout of a form.
In the Layout Designer, you can move, resize, change the width of columns, turn on
or off borders around fields, add coloured backgrounds, and control the font type and
size for each field.

Here are a few examples of what you can do with a custom layout:

m  Give your company name, address, and logo special treatment on the form. For
example, you could center your logo at the top of the form and put your company
name and address in a special font immediately below the logo.

m Enlarge a custom field so that it can display more information.

m Position the customer’s billing address so that it coincides with the address
window in the envelopes you use.

m Change the borders on fields, add background colours, and add extra text fields.

m  Add multiple graphics to a form.

Changing the position of fields on forms

Next, you'll use the Layout Designer to move the Phone # and Bill To fields, and to
decrease the width of the Quantity column.

To move fields on forms:
1 In the Create Invoices window, click Customize.

QuickBooks displays the Customize Template window.

© |
r Select a template: ————————— ~ Select an action:
ustom Invoice Edit the selected
inance Charge Edit template,

[Irtuit Product Invoice
[Intuit Professional Invoice
[ntuit Service Invoice

Invoice Create a new

My Mew Invoice [ew template based on
Frogress Invoice o thesslscted
template,

o to the template
G0 ko Lisk list. for advanced
opkions.

Cancel | Help |

2 Make sure that My New Invoice is selected and click Edit.

306



QuickBooks displays the Customize Invoice window that you used to customize
the form.

Customize In

Template Marne

I
{
|
]
{

<R R A
i NG B

Template is
inactive

Now, you’ll use the Layout Designer to change the design of the form.
3 Click Layout Designer.
QuickBooks displays the Layout Designer window.

Layout Designer - My New Invoice 1[
Make same ——————— [~ Center Undo/Redo Zoom
n =

&l w | M P4 | im| & s4 “| » Q| |
Propetties... Add Copy Remave Height: “ijdth Size. Horz Undo Redo In out

Wbt fhaan b B e B bt B Tt Bt b n Bt ot Bt o Bt o Bt b b =
=
N:
Dﬁ:
= Duié Date
w:
m:
E | [ e e S S S S R i [F BRI _’l_l
Label figld For Irvoice |Znnm: 100% | 4.25, 0.50 | 3,75 0.44
Margins... | [ arid.. ||-Shnuanve\npewindnw Cancel Help

By clicking the Zoom buttons, you can zoom out to see an overall view of the form
or zoom in for a closer look at a small section of the form.
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4 Click the Bill To field.
5 Press and hold the Shift key.

Holding down the Shift key when clicking on an object allows you to select
multiple fields at the same time. Having multiple fields selected lets you move the
fields together.

6 Click the field directly below the Bill To field (the field containing the words “This
is sample text”).

Notice the four-directional arrow that appears when you move the cursor over the
selected fields. The selected fields on your screen should look like this.

7 Release the Shift key.

8 With the cursor over the selected fields, press and hold the left mouse button.
9 Drag the selected fields down about one inch.

10 Release the mouse button.

Your screen should now look like this.

Gl b Mt Bl B b e B ot B bl B b Bt it Bt

11 Select the field containing Rock Castle’s address.
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12 Move the mouse over one of the dark squares on the bottom of the field, then hold
the mouse button while you drag the bottom of the field up to a point just below
the address.

13 Scroll to the bottom of the screen and select the Phone # field.
14 Click Remove.
15 Select the field containing the numbers 555-555-5555.

16 Holding down the mouse button, drag the field so that it sits just below Rock
Castle’s address.

Changing field widths

In the next exercise, you’ll change the font size for Rock Castle’s phone number to
make it match the address, but first you want to make the field wider so that the phone
number isn’t cut off.

To change the width of a field:
1 Select the field containing the telephone number and drag the right border further
to the right while holding down the mouse button.

The fields should resemble the figure below.

Rock Castle Construction rarely enters a quantity greater than two characters, so
you want to make the QTY column smaller. Decreasing the width of the QTY
column also increases the width of the Description column.

2 In the Layout Designer window, scroll until the Qty column is visible.

3 Click the Qty column to select it.

Your screen should resemble the figure below.

D.I|||I|||I|||I||1.I|||I|||I|||I||2.I|||I|||I|||I||3.I|||I|||I|||I||‘.‘I|||I|||I|||I||5.I|||I||
Anple

||I|||I|||I||.5I|||I|||I|||

Notice that when the cursor is positioned between the QTY and DESCRIPTION
columns, it turns into a two-directional arrow.
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I|||I|||I|||I|| I|||I|||I|||I|| I|||I|||I|||I|| I|||I|||I|||I|| I|||I|||I|||I|| il
Siali

4 Click and hold the left mouse button on the line separating the Qty and
Description columns.

5 While holding down the mouse button, drag the column line to the left (to the
one-inch mark on the ruler).

6 Release the mouse button.

The forms area on your screen should resemble the figure below.

Changing fonts, borders, and colours
Using the Properties window in the Layout Designer, you can change font size and
style, text justification. You can also add, remove, or change the borders around fields.
1 With the phone number field selected, click Properties.
QuickBooks displays the Properties window.

2 On the Text tab, select Left for horizontal justification.

Data field for Phone #

Text I Border l Background I

r— Justification
Harizontal Ve
& (i Indent First Line T
R [ of Text =
€ pight 7 Battom
5 Center % Center

0K | Cancel | Help
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Click the Font button.

In the Size area, enter 12, then click OK.

Click the Border tab.

Click to remove the Top, Bottom, Right, and Left checkboxes.
Click OK to save your changes in the Properties window.

Click OK to save the changes in the Layout Designer.

© 0N O GO A~ W

Click OK to close the Customize Invoice window.

This exercise covers only a portion of the changes you can make with the
customization and layout tools. For example, if you wanted to add a background
colour to the field, you could do so using the Background tab. You could use the Add
button to add empty fields into which you can enter your own text—or to add data
fields that you forgot to select in the Customize window. If you want a field to appear
on a form more than once, select the field and click Copy.

We encourage you to experiment with the tools available to create your own custom
forms. For examples of what you can achieve, visit the forms library at
http://templategallery.quickbooks.com/forms/.

If you are using QuickBooks Pro or QuickBooks Premier, you can download templates
from the forms library to use in your own business.

Previewing new forms

Notice that the invoice form displayed by QuickBooks doesn’t show the changes you
just made in the Layout Designer. This is because changes made in the Layout
Designer only affect the printed invoice and not the invoice QuickBooks displays
onscreen for data entry.

To preview the invoice:

1 To see how the printed invoice form will look, click the Print drop-down list on
the Create Invoices window toolbar, then choose Preview.

QuickBooks displays the Print Preview window.
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Eock Castle Canstnaction

1735 Comiry Road
Bepdhore, BC WAT 697

G04-555 L34

Bl T

Invoice

Dae

Fucke §

| eelScin?

25

Tems

e ok

Proied

lelseom?

ak

besaipkn

Rake

Total

000

Fayrments/Credits

000

Balance Due

o0

The invoice displayed in the Print Preview window shows exactly how the printed
invoice will look. Notice that the changes you made in the Layout Designer are

reflected in this preview.

2 When you are finished looking at the preview, click Close.

3 Press Esc to close the Create Invoices window without saving.
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Using QuickBooks Letters

From time to time, you may need to send a letter to a customer or vendor (or someone
on your employee list or other names list), or to another list of people. With
QuickBooks Pro and Premier, you can easily add the pertinent QuickBooks data (such
as name, address, and balance information) to a letter without having to re-type it.

QuickBooks provides a number of business letters focusing on collections, news, and
announcements. You can edit these letters as needed to suit your business and style of

communication.

Note: To proceed with this lesson, you must be using QuickBooks Pro or Premier
and Microsoft Word 97 or higher. The QuickBooks Letters feature is not

available in QuickBooks Basic.

Preparing collection letters

In this exercise, you'll learn how to prepare a collection letter to send to customers
with overdue payments.

To prepare a collection letter:
1 From the Company menu, choose Write Letters.

2 If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the
QuickBooks letters from your installation directory to your QBtrain folder.

QuickBooks opens the Write Letters wizard.

Lal- i i

pressHilRd | Choose What You Want to Work on
e Ol HER.349

“Select cUstomers based on how late their pavments are, and
choose the letter vou want ta send them.

rs. Kristy Sbhercy

' Prepare Another Tvpe of Letker
Choose from announcements, thank vous, and other letters that
wou'd like to send.

£ Design QuickBooks Letters
Create a new kype of letter, edit an existing one, or mavecopy
thern.

Eres | Mext | Help | Cancel |

3 Make sure that “Prepare a Collection Letter” is selected and click Next.
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4 When QuickBooks prompts you to choose who you want to write to, make the
following selections:

m  For number 1, choose Active.
m For number 2, choose Customer.
m For number 3, choose 31 days or more.

Your screen should look like this.

ETCTRT T

pressHillRd | Choose Who You Want to Write to
e ON HAR 349

1. Include listed customers or jobs that are:
(o Active

rs. Knsty Lherey ) Inactive

' Both

2, Create a letter For each:
{*) Customer

 Iob
3. Limik letters ko customers or jobs with payments overdue by
1 day or more 1 -30days
31 - 60 days
61 days or more 7 61 - 90 days
91 days or more
Prev | MNext Help Cancel

5 Click Next.
6 If QuickBooks reminds you that some customers have unapplied payments or
credits, click OK to continue for this example.

(In general, you would not send a customer a notice of overdue payments if you
had not applied all of the credits he or she has on file or payments he or she has
already made.)

QuickBooks displays a list of all active customers with payments 31 days or more
past due.

_I

A8 L Lis LB gL
pressHilRd | Review and Edit the List of Recipients
re OLf HOR 349
These active customers have overdue payments of 31 daws or
1s. Kristy Ahercy Custlomerl Marme Amt, Overdue
- +/_|Abercrombie, Krist 790,43~
o |Baker, Chris 77.04
o |Batley, Renes 460,00
+ |Balinski, Rafal £5.00
+ |Burch, Jason 45.25
< |Easley, Paula 1,000.00
< |Jacobsen, Doug 6,399.75
< |Lamb, Erad 1,245.20
o |Luke, Moelani 833.55
S |Mermen, Jeanatte TEE.23
< |Mguyen, Tuan 79.54
+ |Ruff, Bryan 2,123.99_|
-
Full Mame:
Abercrombie, Kristy
Prew Next Help | Cancel |
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7 Leave all names selected and click Next.

8 When QuickBooks prompts you to choose the letter you want to use, click
“Friendly collection” and click Next.

9 In the Name field of the next screen, type Tom Ferguson. In the Title field, type
President.

Your screen should look like the following.

O T TR

pressHillRd | Enter What You Want at the End of the Letter
fre ON HoR.349

For letters with Fields For signature {name) and title, enter how you
want to sign off.

15, Kristy Shercy

Marne ITom Ferguson

Title IPresidentl

= Infarm me if QuickBooks information needed to create the
letters is missing.

Irnportant

Each letter will begin on a new page in a single Microsaft Word
document, Scroll the document o wiew vour letters, Editing
your letters in Microsoft Word will not affect the original
QuickBaooks Letter.

Prew | NexE | Create Letters Help Cancel

10 Click Create Letters.
11 If QuickBooks displays a message about missing information, click OK.

QuickBooks starts Microsoft Word (if it’s not running already) and displays
collection letters for the customers that you selected
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Customizing forms and writing QuickBooks Letters

JEiIe Edit Wiew Insert Format Tools Table Window Help LI|
DEH ey =l oo - ? | hormal sz L|# AL 2
N T T R R R R~

1735 Country Road [

Bayshore, BC VAT 677

December 15, 2007

Eristy Abercrombie
3647 Cypress Hill Bd
Anytown, O M2E 1R1

Dear Eristy,

Just a friendly reminder that vou have & overdue invoice(s). with an overdue balance of
$790.43 If vou have any questions about the amount you owe, please give us a call and
we'll be happy to dizcuss it If you've already sent vour payment, please disregard this
reminder.

“We appreciate your continuing business, and we look forward to hearing from you
shortly.

Zincerely,

Tom Ferguson a
President ]
Eock Castle Construction hd
HEEE »

[Page 1 Sec 1 114 [ato7 il coll [REC [TRE] [E4T [ovR [ 3K 4

You can scroll through the Microsoft Word document to see the letters. Notice
that QuickBooks entered Tom Ferguson’s name and title at the end of each letter.

12 Close the Microsoft Word file without saving the letters.

When you do save letters you've created using QuickBooks Letters, don't save
them to the QuickBooks Letters folder. The QuickBooks Letters folder should only
be used to store the original QuickBooks Letters installed with the QuickBooks
software program.

To print the letters, you would choose Print from the Microsoft Word File menu.

Editing QuickBooks Letters

You can make changes to individual letters using Microsoft Word, or you can make
global changes by editing the QuickBooks Letter used to generate a specific letter.

In this exercise, you'll edit the collection letter you prepared in the last exercise
(Friendly collection). However, instead of working with completed letters with
customer information already filled in, you’ll work with the underlying QuickBooks
Letter used to create the letters.
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LESSON 15

To edit a QuickBooks Letter:
1 From the Company menu, choose Write Letters.

2 Click Design QuickBooks Letters, then click Next.

Write Letters ]

i L L L

e 0N HOR.340

rs. Knsty Sbercy

pressHilRd | Choose What You Want to Work on

Select customers based on how late their payments are, and
chaoase the letker you wank ko send them.

= Prepare another Type of Letker

Choose from announcements, thank vous, and other letters that
wou'd like to send.

" Design QuickBooks Letters

Create a new type of letter, edit an existing one, or move/copy
them,

Bres: |

Next | Help | Cancel

3 In the screen that appears, make sure “View or edit existing letters” is selected and

click Next.

4 When QuickBooks prompts you to choose the QuickBooks Letter you want to view
or edit, click Overdue customers (collection letters), then select “Friendly

collection” from the list of available letters.

Your screen should look like this.

<

OCICIOITOIT
pressHillRd | Choose a QuickBooks Letter to View or Edit
e O HAR.349
QuickBooks Mame Lists: Letters available for the selecked lisk:
) &l Names ormal collection
e, Kristy Lherey & Qverdue customers ormal collection for job

{collection letters)
Customers: Jobs !
{other than collection letters) arsh collection

5 0 arsh collection For job

' Employees

£ Other Mames

Important

As Microsoft Word launches, a QuickBooks toolbar appears for you
to inserk data fields, YWhen you choose Save in Word, the letter is
saved in the letter Folder For the Mame List you selected above.

NEHE: | Edit Letter Help Cancel

5 Click Edit Le

tter.
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Customizing forms and writing QuickBooks Letters

QuickBooks opens Microsoft Word (if it’s not running already) and displays the
QuickBooks Letter (Friendly collection) and a toolbar (QuickBooks Collection
Letter Fields) that you'll use to add information from QuickBooks to the letter in
Word. If the QuickBooks Collection Letter Fields toolbar is not visible, select the
Toolbars menu item from the View menu and select QuickBooks Collection Letter
Field toolbar.

i Friendly collection - Microsoft Word

m

kbyCompanyames
allyCompanydddiBlocks

«LetterDates

«hddrBlocks
Dear ¢FirstMames,

Tust a friendly rerainder that o have «CrverduelrsCounts overdue irvoiceds), with an
overdue balance of ¢CreerduelrnTotals. If o have any questions about the amount you
owe, please give us a call and we Il be happy to discuss . If you've already sent your
payment, please disregard this reminder.

We appreciate your continning business, and we look forweard to hearing from you
shorthy.

Sincerely,

«3ignatures
«Titles

«llyCormparyarmes

Note that you can move the toolbar by clicking it with your mouse pointer and
dragging it to a new location. Now, you’ll enter more text and use the toolbar to
insert data from QuickBooks into the “Friendly collection” letter.

6 Click your mouse pointer after the period at the end of the first sentence and the
press the Space bar once. (You'll insert a sentence into the paragraph.)

7 Type Our records show that your balance is past due.

8 Click your mouse pointer after the word “is” in the sentence you just typed, and
press the Space bar again.
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9 From the Insert Collection Info. Fields drop-down list on the QuickBooks
Collection Letter Fields toolbar, select Range(days) of Overdue Invoices.

i Friendly collection - Microsoft Word

allyCompanytlames
allyCompanydddiBlocks
QuickBooks Collection Letter Fields

«LetterDatey

eddrBlocks

Dear ¢FirstMames,

eyl Chr records show that ynu.r balance iz
«OverdueR.ange» past due. Ifynu e any questions shout the amount won owe, please
aive us a call and we’ Il be happry to discuss it. If youve alreadsy sent your payment,
please disregard this reminder.

We appreciate your continning business, and we look forweard to hearing from you
shorthy.

Sincerely,

«3ignatures
«Titles

«llyCormparyarmes

QuickBooks Collection Letter Fields

eddrBlocks

Dear ¢FirstMames,

el . Owr records show that ynu.r balance iz
«OverdueR.ange i past due. Ifynu e any questions shout the amount won owe, please
aive us a call and we’ Il be happry to discuss it. If youve alreadsy sent your payment,
please disregard this reminder.

We appreciate your continning business, and we look forweard to hearing from you
shorthy.

Sincerely,

«3ignatures
«Titles

«llyCormparyarmes

When you create letters using this modified QuickBooks letter, QuickBooks will
replace the <<OverdueRange>> field with the number of days each customer you
create a letter for is past due.
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Customizing forms and writing QuickBooks Letters

10 From the Word File menu, choose Save As.

11 Navigate to the Qbtrain\QuickBooks Letters\Collection Letters folder and click
Save.

If you save the file to your QuickBooks directory (instead of the Qbtrain folder you
created to use with this guide) without changing the filename, you will overwrite
the original QuickBooks Letter.

12 To see how this change affects the final letter output, close the letter file in
Microsoft Word and go through the “Preparing collection letters”exercise again.

When you’re done, your letters should resemble the following.

JEiIe Edit Wiew Insert Format Tools Table Window Help LI|I

DEH ey =@ oo - ? | hormal -z.|l2 A 2

EE---|---1---|---2---|---3---|---4---|---5---|---d§
Eock Castle Construction

1735 Country Eoad
Bayshore, BC VAT 677

December 15, 2007

Eristy Abercrombie
3647 Cypress Hill Bd
Anytown, O M2E 1R1

Dear Eristy,

Just a friendly reminder that vou have & overdue invoice(s). with an overdue balance of
$790.43 Our records show that your balance is 31 days or more past due. If you have any
questions about the amount you owe, please give us a call and we'll be happy to discuss
it. If you've already sent your payment, please disregard this reminder.

“We appreciate your continuing business, and we look forward to hearing from you
shortly.

Zincerely,

Tom Ferguson :

President 5

Fock Castle Construction =
EEEEEN »

[Page 1 Sec 1 114 [Acz2® n9 colt  [REC [TRK [E4T [ovR [ 3 4
13 Close Microsoft Word.

Unless your instructor tells you otherwise, do not save your work.
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LESSON 15

Student test and review

1 Customize the Sales Receipt form to change the default title on the header from
“Sales Receipt” to “Cash Sale.”

2 Using the Layout Designer, make the columns for QTY and Rate narrower so the
Description field is wider.

3 Customize the P.O. form to include the Terms field.
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Customizing forms and writing QuickBooks Letters
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APPENDIX A Course Handouts

Using the course handouts

In this section, you'll find copies of all the handouts referenced in this guide.
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HANDOUT 1

Course Syllabus

Introduction

LESSON 1:

LESSON 2:

LESSON 3:

LESSON 4:

LESSON b5:

Getting started

Course introduction

Introducing QuickBooks

Getting around in QuickBooks

All the accounting you need to know
Exiting QuickBooks

Moving between company files

Setting up QuickBooks

Creating a QuickBooks company
Entering company info

Setting up QuickBooks preferences
Choosing a start date

Setting up income and expense accounts
Providing details about your income
Entering opening balances

Finishing the Interview

Getting help while using QuickBooks

Working with lists

Using QuickBooks lists

Editing the chart of accounts
Working with the Customer:Job list
Working with the Employee list
Working with the Vendor list
Adding custom fields

Managing lists

Working with bank accounts
Writing a QuickBooks cheque

Using bank account registers

Entering a handwritten cheque
Transferring money between accounts
Reconciling chequing accounts

Using other accounts in QuickBooks
Using other account types in QuickBooks
Tracking credit card transactions

Working with asset accounts

Working with liability accounts
Understanding equity accounts
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HANDOUT 1

Course Syllabus (continued)

LESSON 6: Entering sales and invoices
Using sales forms in QuickBooks
Filling in a sales form
Memorizing a sale
Entering a new service item
Using multiple price levels
Using statements to bill customers

LESSON 7: Receiving payments and making deposits
Recording customer payments
Making deposits

LESSON 8: Entering and paying bills
Handling bills in QuickBooks
Using QuickBooks for accounts payable
Entering bills
Paying bills

LESSON 9: Analyzing financial data
Reports and graphs help you understand your business
Creating QuickReports
Creating and customizing preset reports
Saving report settings
Printing reports
Exporting reports to Microsoft Excel
Creating Quickinsight graphs

LESSON 10: Setting up inventory
Turning on the inventory feature
Entering products into inventory
Ordering products
Receiving inventory
Entering a bill for inventory
Manually adjusting inventory

LESSON 11: Tracking and paying sales tax
Overview of sales tax in QuickBooks
Setting up your tax rates
Applying tax to each sale
Determining what you owe
Filing a sales tax return
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HANDOUT 1

Course Syllabus (continued)

LESSON 12: Doing payroll with QuickBooks
Overview of payroll tracking
Setting up for payroll
Setting up employee payroll information
Writing a pay cheque
Tracking your payroll liabilities
Paying payroll taxes

LESSON 13: Estimating and progress invoicing
Creating jobs and estimates
Writing an estimate
Creating multiple estimates
Creating an invoice from an estimate
Displaying reports for estimates
Updating job status

LESSON 14: Tracking time
Tracking time
Invoicing a customer based on time
Displaying project reports for time tracking
Paying non-employees for time worked

LESSON 15: Customizing forms and writing QuickBooks Letters
About QuickBooks forms
Customizing invoices
Designing custom layouts for forms
Using QuickBooks Letters

APPENDIX A: Course Handouts

327



HANDOUT 2

Record your daily transactions on QuickBooks
forms

Some examples of forms you use in QuickBooks include the following:
m Invoices
m  Purchase orders

m  Cheques

The Write Cheques window looks just like a cheque.

=« Write Cheques - Chequing Ask a help question | Ask | = How Do I?
Wiprevious [P et ﬁprint - | %{Find Journal

Bank Accaunt I j Ending Balance  $51,209.19

Mo
Date 12/15/2007 )
Pay ta the Crder of "| £ 0,00

Expenses $0.00 ] Ttems $0.00 | I™ To be printed
Account Tax  Mek Amk Mermo Customer: Job E Class :‘
F
~|
G5T |0.00
PST 10,00
Clear Splits Recalculate Save & Close | Save & New I Clear |

&pply customer credits ko specific invoices as vou see fit T

You fill out most forms by choosing from lists.
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HANDOUT 3

Information stored in the Customer list

Here’s an example of the information stored in customer records in the Customer:Job
list.

k= New Customer

Ask a help question | Ask @ = How Do 17 E3
Customer Mame |Godwin ManuFacturing
= How do T determine OK |

Opening Balance | as of |12."15J'2'3':'? B| the onening balance?

Cancel |
Address Info I Additional Info I Payment Info ] Job Info I

Mexk |
Cormpary NamEIGdein Manufacturing Conkack IJDhI'I Godwin [ Customer is
Mr st Phore  [325-555-9a41 Esh

First Name | M| Fas |325-555-0012

Last Mame | At Ph, |

Alt. Contact [Tracy Held:

E-mnail I
Addresses
Bill To Ship To
Godwin Manufackuring Godwin Manufackuring
376 Pine Street 376 Pine Street
Yancouver, BC TeH ORF =5 Copy ;:.;;l Vancouver, BC TeH ORY

Address Details | Address Details |
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HANDOUT 4

Register for an accounts receivable account

Registers show all the activity in one account.

& Accounts Receivable Ask a help question | Ask | = How Do I? | x|
3 Gota.., | @Prin;. " | @Edi_t Transaction Q__uickRepDrt
Date Mumber Customer | Ttem by Rate amt Chrg Amk Paid
Ex.Rate Tvpe Description Class Billed Date [ue Date
12/15/2007 | Roche, Diarmuid: ¢ 506,00 =
PMT
12/15/2007 Lew Plumnbing - C 45.00
PMT See Bill #20001
12/15/2007 Ecker Designs: OFfi 1,000.00
PMT
121512007 7z Robson, Darci:Rot 13,704.55
Y 12{15}2007
12/15/2007 73 Ecker Designs: OFFi 5,393.50
Y 017142008
12/15/2007 74 Matiello, Ernesto:E 2,079,358
Y 01/14/2008
121512007 75 Melkon, Johnny:De 1,610,00 _I
InY 011142003 ~|
™ 1-tine ™ Show open balance Ending balance 78,519,869
Sort by IDateJ Tvpe, Number,l'Refj Record | Restaore |
Do vou buy or sell products outside of Canada? Expand your borders with QuickBooks Mulkicarrency! %




HANDOUT 5

The QuickBooks chart of accounts

Name 4 Twpe Tax Balance |
+_hequing Bank. 113,655.60 &
sPetby Cash 553,73
4 hocounts Receivable Accounts ] 24,003.11
+Inventary Asset Other Current Asset 34,196.03
¢Undeposited Funds Other Current Asset 2,238.15 Balance
+fAccounts Payable ficcounts Pavable 8,680.17 sheet
+Visa Credit Card 312,95 accounts
#5T Payable Other Current Liahilicy 5,523.10
+Payroll Liabilities Other Current: Liabiliby 9,721.79
+P5T Payable Other Current Liabiliky 7,956,03
+0pening Bal Equity Equity 112,502.99
+Retained Earnings Equity ]
#i_ash Discounts Income -
sZonsulting Income Income
+Finance Charge Incaome Income
+5ales Income

#Lessons Income

+Retal Sales Income

#35ales Discounts Income

+Tour Design Income
sUncategaorized Income Income Income
+Cost of Goods Sold Cost of Goods Sold and
»5pecial Orders Cost of Goods Sold :’:Egﬂ;fs
#5ubcontractors Cost of Goods Sold
+Cleaning Expense 5
+Filing Fees Expense
+Franchise Fees Expense
+FreightShipping Expense 5
sInsurance Expense

+Liability Insurance Expense
+Payroll Expenses Expense
+Prafessional Fees Expense

+Accounting Expense
+P5T Expenses Expense
+Rent Expense
+5upplies Expense

#Marketing Expense

+Office Expense
+Taxes Expense —

-

Activities

b

Reportss = [ show Al
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HANDOUT 6

About assets, liabilities, and equity

Assets
m Include both what you have and what other people owe you.

m  The money people owe you is called your accounts receivable, or A/R for short.

m  QuickBooks uses a single account—the accounts receivable account—to track all
the money that different people owe you.

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

Liabilities
m  What your company owes to other people.
m  The money you owe for unpaid bills is your accounts payable, or A/P for short.

m  QuickBooks uses a single account—the accounts payable account—to track all the
money you owe different people for bills.

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

Equity
m The net worth of your company: the value you have left over after you have
collected everything that is owed to you and paid off all your debts.

m Equity equals the company’s total assets minus the total liabilities.

Equity = Assets - Liabilities
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HANDOUT 7

Sample balance sheet

5:02 PM Rock Castle Construction
1215003 Summary Balance Sheet
Accrual Basis As of December 15, 2003
+Dec 15,03 -
ASSETS
Current Assets
Chequing/Savings p 5960511 4
Accounts Receivable 8613237
Other Current Assets 5600447
Total Current Assets 201 741 B35
Fixed Assets 24 55291
Other Assets -200.00
TOTAL ASSETS 226,394.56
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable 59 641 .95
Credit Cards 141.02
Other Current Liabilities 31 ,222.79

Total Current Liabilities 101,005.36

Long Term Liabilities 5,997 34

—_—

Total Liabilities 11000270
Equity 116,351 .86
TOTAL LIABILITIES & EQUITY 226,394.56
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HANDOUT 8

Sample profit & loss statement

5:26 PM Rock Castle Construction
1215103 Profit & Loss
Accrual Basis January through March 2003

Ordinary Income/Expense

Income
Construction 1755012
Total Income b 1755012 A
Cost of Goods Sold
Cost of Goods Sold 1,560.00
Total COGS 1,560.00
Gross Profit 1599012
Expense
Automobile 1,730.89
Freight & Delivery -45.00
Insurance 2,025.00
Interest Expense 129.01
Job Expenses 10,104 42
Hilities o13.98
Total Expense 14 ,458.30
Het Ordinary Income 1.231.82

Het Income 1,531.82
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HANDOUT 9

Setting up QuickBooks

After installing the QuickBooks program, follow these steps to set up QuickBooks for
your company:

1 Choose a QuickBooks start date, and set up your company with the EasyStep
Interview.

2 Fine-tune your chart of accounts and enter historical transactions.

3 Finish entering payroll information (add new payroll items, finish entering
employee payroll information, and so on).

4 Complete customer and vendor information.

5 Complete the Item list.
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HANDOUT 10

How to choose a start date

If today is close to the end of your fiscal year, the last day of your fiscal year is an
excellent start date. You'll probably have an accurate balance sheet to enter in
QuickBooks.

If today is midway in your fiscal year, ask yourself whether you really want to enter all
transactions from the beginning of the year.

m If the answer is no, choose a more manageable start date, such as the end of the
last quarter or the end of last month.

m If the answer is yes, choose the end of your last fiscal year as your start date.
You will then have complete records in QuickBooks for the current fiscal year.

336



HANDOUT 11

QuickBooks balance sheet accounts

This account type... Tracks...

Bank account Chequing, savings, and money market accounts. Add one
bank account for every account your company has at a
bank or other financial institution. (You should also use
this type for petty cash.)

Accounts receivable (A/R) Transactions related to the customers who owe you
money, including invoices, payments, deposits of pay-
ments, refunds, and credit memos. Most companies have
only one A/R account.

Other current asset Assets likely to be converted to cash or used up within one
year, such as notes receivable due within a year, prepaid
expenses, and security deposits.

Fixed asset Long-term notes receivable and depreciable assets your
company owns that aren't likely to be converted into cash
within a year, such as equipment or furniture.

Accounts payable (A/P) Transactions related to the vendors to whom you owe
money, including your company's outstanding bills, bill
payments, and any credit you have with vendors.

Credit card Credit card purchases, bills, payments, and credits.

Current liability Liabilities scheduled to be paid within one year, such as
sales tax, payroll taxes, accrued or deferred salaries, and
short-term loans.

Long-term liability Liabilities such as loans or mortgages scheduled to be
paid over periods longer than one year.

Equity Owner's equity, including capital investment, drawings,
and retained earnings.
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HANDOUT 12

Registers associated with QuickBooks
windows

You can display the register associated with a window by choosing Use Register from
the Edit menu.

While you have this window You can display the register for this

displayed: account:

Create Invoices Accounts Receivable

Enter Bills Accounts Payable

Write Cheques The account you have displayed in the Bank
Account field on the cheque form

Receive Payments Accounts Receivable

Make Deposits The account you have displayed in the Deposit To
field, or Undeposited Funds if that option is
selected

Enter Sales Receipts The account you have displayed in the Deposit To
field

Create Credit Memos/Refunds Accounts Receivable

Enter Credit Card Charges The account you have displayed in the Credit Card
field
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HANDOUT 13

Using the keyboard to move around a register

To do this: Press these keys:
Move up or down one transaction at a time N

Move up or down one full screen at a time PgUp, PgDn

Move to beginning of previous or next month Ctrl+PgUp, Ctrl+PgDn
Move to beginning of register Ctrl+Home

Move to end of register Ctrl+End
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HANDOUT 14

Determining the value of a fixed asset

Fixed asset: Equipment or property your business owns that is not for sale (for
example, a computer system or a company vehicle).

Because fixed assets wear out or become obsolete, their value declines constantly from
the day you purchase them. The amount of this decline in value is depreciation.

The value of a fixed asset equals

the Original Cost
minus

the Accumulated Depreciation

(the total amount of depreciation

since the asset’s purchase)
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HANDOUT 15

Tracking asset cost and depreciation

1 Create a fixed asset account for each asset (or group of assets) you want to depre-
ciate.

2 Add two subaccounts to each asset account you created. One subaccount tracks
the cost of the asset, the other tracks accumulated depreciation. If you acquired
the asset after your QuickBooks start date, you enter 0.00 as the opening balance
for both accounts.

3 Create an expense account to track depreciation expense. Give the account a name
like “Depreciation Expense.”

4 When it’s time to enter an asset’s depreciation, enter the depreciation amount as
a decrease in the asset’s Accumulated Depreciation account.

5 When you take out a loan to pay for the asset, create a long-term liability account
to track the loan (with an opening balance of 0.00).

6 Enter the amount of the loan as an increase in the asset’s Cost account. Assign the
transaction to your loan liability account.
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HANDOUT 16

Understanding QuickBooks equity accounts

Equity = Assets - Liabilities

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

QuickBooks equity accounts

QuickBooks adds these accounts for you:

Opening Bal Equity

When you set up your QuickBooks company file as of a particular start date, you may
already have company assets and liabilities as of that date. As you tell QuickBooks the
opening balances of your assets and liabilities, QuickBooks automatically tracks the
amount of equity in the Opening Bal Equity account.

Retained Earnings

This account tracks your company’s net income from previous fiscal years.
QuickBooks automatically transfers your profit (or loss) to Retained Earnings at the
end of each fiscal year.
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HANDOUT 17

Create Invoices window

In QuickBooks, an invoice is a form on which you record details about a sale to a
customer who owes you money.

An invoice lists the services you are providing or the products you are selling. It also
shows the quantity and price or rate of each item (unless you choose an invoice design
that does not show them).

B Create Invoices Ak a help question | Ask @ How Do I?
erevious Prext £ - EalEmail | B Wopeling Ty History Journal  £3 Time/Costs, .
Custamer: Job Class Template Custamize |

elkon, Jobnny:Dental office j I j |Intuit Service Invoice j

Invoice 12{15/2007  @@| |75

Eill To
Johnny Meltan, DDS
300 Main 5k, Suite 3
Bayshaore BC X3R Y7

Description
Reirnb Group o
Installation 40 Installation labor 35.00 1,400.00 S LI
Cusktomer j GsT 95,00
Message
PaT 112.00
Takal 1,610,00
[ Tobe printed Balance 1,610.00
Save & Close | Save & New Rewvert

IMermno |

Yo builk your business, now probect it with CuickEooks Backup Service T,
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HANDOUT 18

Enter Sales Receipts window

To record what you sold and received full payment for at the time of sale, use the Enter
Sales Receipts window.

You can print the form to use as a customer receipt if you want.

By Enter Sales Receipts Ask a help question | Ask @ = How Do I? E3

previous [Prext £ - Cd | £, Mcopeling FyHistory + ] Joornal  £3 TimejCosts. .

Customer: Job Class

Template Customize I

j I—j |Custu:um Sales Receipt j

Sales Receipt F;wzw B m

EEnan

, Bridget:Sun Foom

Bridget Keenan
215 Fern Lane
East Bawshore BC ¥5T 475

1245 Cheque -

Tax Class
Fluorescent Ceil,.. |Florescent 1 95,00 35,00 ] &
Lights
hd|
Customer [Thank you For your j Q5T £.65
Message |business.
PST 7.60
Takal 109.25
[ Tobe printed Merma [
D T [T Process credic card payment when saving
¥ Deposit To |Chequing j Save & Close | Save & New | Revert

FREE! Gef the firsk 30 davs free when wou sign up For QuickBooks Backup Service %
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HANDOUT 19

Choosing a format for sales forms

Use this format ... Ifyou. ..
Service Primarily sell services but occasionally sell goods.
Professional Sell services and need a lot of room for descrip-

tions of your services.

Product Sell parts or products and need fields relevant to
shipping.
Custom Want to tailor a form to your type of business.
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HANDOUT 20

Types of QuickBooks items

Whether you're recording a sale or a purchase, you use items from your Item list to fill

out the form quickly. When you choose an item in the Item field on the form,
QuickBooks fills in the description, rate or price, then calculates the amount.

Items for things you sell or purchase

Type

Use when recording sales for

Service

Inventory Part

Inventory Assembly

Non-inventory Part

Services you charge for or services you purchase.
EXAMPLES: Professional fees, labour

Iltems you purchase, track as inventory, then resell.
EXAMPLES: Electrical outlets, T-shirts

Iltems you buy or produce, track as inventory, and resell.
EXAMPLES: Pre-assembled door kits, bicycles

Iltems you sell but do not purchase; items you purchase but do
not resell; items you purchase and resell but do not track as
inventory.

EXAMPLES: Custom-made slipcovers, pizza, office supplies

Other Charge Other charges on a sale or a purchase, such as freight or
finance charges.
EXAMPLES: shipping charge, delivery charge

Group Fast entry of a group of individual items already on the list.
EXAMPLES: Group of services and lab fees for office visits,
group of services and food items provided by a caterer

Items that calculate

Type Use for

Subtotal Calculating a subtotal before calculating a discount or charge
that covers several items.

Discount Calculating an amount to be subtracted from the total.
(To discount several items, use a Subtotal item first).

Payment Payment received at the time of invoicing so that amount owed

on invoice is reduced.
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HANDOUT 2

1

Receive Payments window

Use the Receive Payments window to record payments from customers. If you billed a

specific job for a customer, be sure to apply the payment to the job (not just the
customer name).

#: Receive Payments

Ask a help question |Ask J| % How Do 17 [ |

Eprevious et | By History ~ Journal ‘ &EPrint Credit Memo

Customer Payment

Received From ook, Brian hd | Customnet Balance: 13.126.23

Pt Method | Date 12152007 |

Card Mo, Exp. Date _ | Armaurk 0.00

Memo Ref | Chg Mo,

Applied Ta: ™ Show discount and credit information
[ Date Job Humber Crig. At Amt. Due Payment
10/30/2007 |2nd story addition 49 15,191.40 5,191.40 0,00 -
hen 1
11252007  |Kitchen 57 1,750,885 1,750.88 0.o00
11/25{2007  |2nd stary addition o 5, 796,00 5,796.00 0,00
12[11f2007  |Kitchen FC& 5.95 5.95 0.00
[
Totals 25,711.23 13,126.23 0.00 ‘
Sit Discount Set Credits Auto Apph Go To Unused Payment TN
= = L = Unused Credits 4.500.00
' Group with other indeposited funds ™ Process credit card payment when saving
" Deposit To Chequing j

Learn ahout QuickBooks Software Add-On; %

Save & Close |

Save & New

Clear

To open the Receive Payments window, choose Receive Payments from the Customers
menu.
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HANDOUT 22

Make Deposits window

i1 Make Deposits &gk a help question | Ask |8 * How Do 17 E1
ﬂﬁrevious @ﬁext @Prin; - | F‘ayments Journal

Depasit Ta | j Date |12,|'15,|'ZDD? @ Memo |Deposit

Click. Pavments to select cuskomer payments that ywou have received, List any other amounts to deposit below,

Received Fram Friom Account Mernn Chig Mio. Pk Meth, Class Arnount

Pretell Real Estate. .. |Undeposited Funds 15785 heque 6,245,735 =

‘Winlette, Mike:War. .. [Undeposited Funds 6371 Cash 1,000.00

Pretell Real Estate. .. |Undeposited Funds 8E02 Cheque 1,200.00

Teschner, Anton;... |Undeposited Funds 306 Cheque 3,500.00

Mguyen, Tuan:Ga... |Undeposited Funds 10586 heque Z,200.00

~|

Deposit Subkaotal 14,143.73

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

Zash back goes to Zash back memo Cash back amount

A

Deposit Tokal 14,148.73

Save & Close Save & MNew Clear

348



HANDOUT 23

Handling expenses in QuickBooks

Do this:

When:

Write a cheque manually or
pay with a credit card

Write and print a Quick-
Books cheque

Use accounts payable in
QuickBooks

You need to purchase an item and pay for it on
the spot.

You receive a bill from a vendor that you want
to pay immediately.

You receive a bill from a vendor that you want
to pay later, and you want to track the total
amount you owe to vendors.
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HANDOUT 24

Creating a QuickReport from a list, register, or
form

When you’'re in... The QuickReport shows you...
A register (with a transaction All transactions in that register for the same
selected) name

A form (invoice, bill, or All transactions for that particular customer,
cheque) vendor, or payee

A list (with an item or person  All transactions for that item or all open transac-
selected) tions for that person
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HANDOUT 25

Preset report types in QuickBooks

m  Company & Financial reports include the following:

- Profit and loss reports give you a global view of your company's income,
expenses, and net profit or loss over a specific period of time.

- Balance sheet reports show the financial position of your business by
listing assets, liabilities, and equity.
- Cash flow reports show the net change in your cash during a period.
m  Customers & Receivables (accounts receivable) reports give you infor-

mation about the “receivables” side of your business: which invoices are due (or
overdue), how much each customer owes your company, and so on.

m Sales reports give you information about what you have sold and to whom.

m Jobs, Time & Mileage reports (QuickBooks Pro and Premier only) give
you information on job profitability, item profitability, how your estimates
compare to actual costs, how much time you and your employees are spending on
various projects, and travel expenses.

m  Vendors & Payables (accounts payable) reports give you information about
the “payables” side of your business, including which bills are due, your sales tax
(GST and PST) liabilities, and your current balance with each vendor.

m  Purchases reports give you information about your purchases.

m Inventory reports give you information about the status (such as the quantities
you have on hand or on order) and the value of your inventory.

s  Employees & Payroll reports give you information about your payroll
expenses and liabilities.

m  Banking reports include cheque detail, deposit detail, and missing cheque
reports.

m  Accountant & Taxes reports include income tax summary, income tax detail,
general ledger, trial balance, journal, transaction journal, and audit trail reports.

m  Budget reports show how your income and expenses compare to the budgets
you have set up.

m List reports give you a way to display information from your QuickBooks lists.

351



HANDOUT 26

Seeing more of an onscreen report

Click... To do this...

Hide Header Hide everything in the report header (company
name, report title, date range, today's date, etc.).
This button does not affect the printed report.

Show Header Display the report header you previously hid.

Collapse Hide subaccounts, jobs, and subclasses; by sum-
marizing their amounts under the main heading.
This button affects both the onscreen and printed
report.

Expand Display the subaccounts you previously hid.
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HANDOUT 27

Quicklinsight graph types

m  Anincome and expense graph shows your income and expenses for the period you
specify.

m A sales graph shows your company’s sales income for the period you specify.

m  An accounts receivable graph shows how much your customers owe.

m  An accounts payable graph shows how much you currently owe your vendors.

m A net worth graph shows changes in your company’s net worth.

m A budget vs. actual graph lets you see the variance between your budgeted
amounts and the actual amount you earned or spent.
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HANDOUT 28

Inventory in QuickBooks

If you use
purchase orders | |

Order
inventory

Receive Select PO
inventory 5

Buying without
a purchase order

Pay for
inventory

Sell
inventory

Order

inventory

FLnmimg
aut?

Analyze
inventory
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HANDOUT 29

Paying for inventory items

If... You pay by...

You're making an Entering a cheque or credit card receipt.
over-the-counter purchase

You've entered an item receipt Entering the bill when the item receipt arrives.

for inventory, but the bill (Choose Enter Bill for Received Items from the

hasn't arrived yet Vendors menu.) You then pay the bill just like
you would any other QuickBooks bill.

You've entered a bill for inven-  Paying the bill just like you would pay any
tory you've received other QuickBooks bill. (Choose Pay Bills from
the Vendors menu.)

355



HANDOUT 30

Overview of payroll tracking

Employer responsibilities:

1

2

8
9

Calculate gross pay for the employee based on salary or hourly wages time hours
worked.

Calculate federal withholdings (i.e. income tax) for the gross pay based on the
employee’s federal TD1 form and the current tax rates.

Calculate provincial withholdings for the gross pay based on the employee’s
provincial TD1 form and the current tax rates.

Calculate the Employment Insurance premium for the gross pay.
Calculate the CPP/QPP contribution amount for the gross pay.

Calculate any other deductions, such as provincial health care premiums or
company benefit packages.

Withhold the above amounts from the employee’s pay cheque.
Write a cheque for the net pay to the employee.

Submit reports and pay the withheld tax amounts to the government.

10 Pay any other withheld deductions.
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HANDOUT 31

Items on the Payroll Item list

A payroll item is anything that affects the amount on a pay cheque. The QuickBooks
sample company has the following items for wages and federal taxes:

&sk a help question |A5kl * How Do I? -

£ Payroll Item List

Ikem Mame

Sick Salary

VacPay-focrual Paid Quk
YacPay-Accrued
YacPay-Paid Outk
Bonus

Union Dues

Federal Income Tax
PP - Company

CPP - Emploves

EI - Company

EI - Employes

QPP - Company
QPP - Employes
Cuuebec Income Tax

'farly Salary

YWacation Salary Yearly Salary
Hourly Hourly Wage
Sick Hourly Rate Hourly Wage
YWacation Hourly Rate Hourly Wrage

Vacation Pay
Yacation Pay
Yacation Pay
Addition
Deduction
Fayroll Taxes
Payroll Taxes
Pavroll Taxes
Fayroll Taxes
Payroll Taxes
Payrall Taxes
Payroll Taxes
Payroll Taxes

Ackivities =

Reparts =

[ Show all

As you need them, other items can be added to the list.




HANDOUT 32

Tracking payroll expenses and payroll liabilities

Payroll Expenses
m  Employees’ gross pay
m  Employer payroll taxes:
- The company’s portion of CPP/QPP contributions
- The company’s portion of Employment Ensurance (EI) premiums

- In some cases, health care premiums

Payroll Liabilities

Taxes you've withheld from pay cheques for:

m Federal income tax

m Provincial income tax

m  The employee’s portion of CPP/QPP contributions

m The employee’s portion of Employment Insurance (EI) premiums

m In some cases, health care premiums
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HANDOUT 33

Creating an estimate

An estimate is a description of wotk, or products, you propose to sell to a current or
prospective customer. After you create an estimate, you can use it to create one or
more invoices.

Estimates are not available in QuickBooks Basic.

l[reate Estimates Ask a help guestion | Ask ¥ * How Do 17
ﬂﬁrevinus Duext @F‘rint - EEmaiI | ﬁFind [ speling q:hHi_stnry Create Invoice

Custarner: Job " Estimate  -lass Template Customize I

|Natie|ln, Ernesto:Bathraa... j Active | j |Custnm Estimate j

Estimate 12/15(z007 ®@| |22

Ernesto M Matiello
376 Pine 5k, #5E
Anybown, ON M2E 1R1

Descripbion Qky  Unik Cosk Arnounk Markup Takal
Installation Installation |10 35,00 350,00 350,00 3 -~
labor
Frarning Frarning 40 55,00 2,200,00 2,200,000 5
labor
Lumber:Rough ¥ [Rough 2 Z,500.00 15.0% 2,875.00 xls j
lurnber LI
Custarmer j Q5T 379,75
Message PsT 434,00
Takal 5,050,000 375,00 6,235.75
Temo | Save & Close Save & New Clear

Download bank and credit card transactions directl into QuickBooks T
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HANDOUT 34

Creating invoices from an estimate

After you create an estimate, you can use it to invoice the customer.

QuickBooks Pro and Premier let you do the following:
m Create an invoice for the entire estimate (100%).

m Create an invoice for a percentage of the entire estimate (for example, 33.33% if
you want to invoice for one-third of the estimate).

m Create an invoice for selected items or for different percentages of each item.
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HANDOUT 35

Invoicing customers for time worked

To invoice a customer for time worked, click Time/Costs in the Create Invoices
window. Then, click in the Use column to select the time entries you want to want to
include on the invoice to that customer.

In this example, all of the time worked in November on Bryan Ruff’s sun room will be
added to his invoice.

Choose Billable Time and Costs il |

Time and Costs For: Ruff, Bryan:Sun Room

T
== X 6

Lse Dake Ikem Descripkion ok Unik Rate Arnount Hide

S

[1201/... |Patio Door |Received items (... |1

[ Brint selected time and casts as one invaice item ‘ Total billable tirme and costs 234.00 ‘

Notice that QuickBooks created two line items for time worked: one for all billable
time for Removal (8 hours), and one for Framing (23 hours).

Tokal % Tax
100,0%

100, 0%

Esk Amt Arnount

Cescription Priar &mt by R.ate
Remaowal labor

Frarming labor
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HANDOUT 36

Types of QuickBooks forms you can customize

m Invoice

m  Sales receipt

m Credit memo

m Statement

m  Purchase order

m Estimate (QuickBooks Pro and Premier only)

m  Sales orders (QuickBooks Pro and Premier only)

For each form, you can decide which fields and columns to include, what they are
called, and where to place them.

Once you have created your forms, you can save the new layouts as “templates”—to
use again and again.
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HANDOUT 37

QuickBooks Layout Designer

The Layout Designer lets you move, change the size, change the fonts, and turn on/off
the borders for all fields. You can also import your logo, place it anywhere you want,
and resize it in the Layout Designer.

Layout Designer - My New Invoice 1'
Make same ——————— ~Center Undo/Redo Zoom
o 1 b1
& > | O P | w | B¢ 4« » &, &
Properties. .. Add Copy Remove Height idth Size: Harz Wnda Redo In Qut
|DI|||I| |I|||I||1I|||I| |I|||I||2I|||I| |I|||I||3I|||I| |I|||I||4I|||I| |I|||I||5I|||I| |I|||I||6I|||I| |I|||I||?I|||I| |I|||I||8I|||I| |I|||I||9.I|||I|||I|||Ii|
1=
L
Gz
Ex
7
e
5 -
4 3
Label field for Invoice Zoom: 100% | 4,25, 0.50 | 3.75x 0,44
=] Margins... | | arid.., [ show envelope window : Cancel | Help |
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A

accounting
accrual basis 18
cash basis 18
accounts
adding subaccounts 47
adding to chart of accounts 47
asset 89, 95
credit card 89
editing 46
equity 89
expense 35
income 35
liability 89, 103
purchase orders 205
registers for 75, 76
setting up income and expense 35
transferring money between 79
accounts payable 11, 155
accrual basis bookkeeping 18
adjusting inventory 211
assets
accounts, described 95
depreciation 97
described 17
tracking fixed 97
automatic recall of last transaction, turning off 74

balance sheet, described 19, 36, 111
balances, opening 36
billing customers
using invoices 117
using statements 129
billing statements 129
bills
due 159
entering 156
inventory, entering for 209
paying 159
paying credit card 93
recording payments 160
unpaid 155
when to use 155
BMP 304
bookkeeping methods
accrual basis 18
cash basis 18

C

cash back, from deposits 149
cash basis bookkeeping 18
cash flow forecast reports 156
charges, entering credit card 90
chart of accounts

adding subaccounts 47
automatically created 28
creating 28
described 16, 45
editing 45
non-posting accounts 205
purchase orders 205
setting up 28
cheques
assigning to expense accounts 74
handwritten, entering 77
payroll, writing 247
preparing for nonemployee time worked 293
writing 73
closing the follow-me help 40
collection letters 313
columns, reports 173
companies
described 25
setting up files for 25
context-sensitive help 39, 40
credit cards
entering charges 90
paying bills 93
reconciling 91
credit memos, price levels on 127
custom fields
adding to lists 57
for items 60
uses for 57
customer/job list, described 48
customers
adding 48
assigning price levels to 126
down payments from 143
generating statements for 129
invoicing based on time 285
list of 48
prepayments from 143
customizing
document layouts 306
forms 299
graphs 191, 193
invoices 299
lists 57
reports 176

D

deposits

cash back 149

handling 148

making 146

payroll taxes 253
depreciation

entering transaction 107

tracking 97
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down payments 143
duplicating, estimates 269

EasyStep Interview 25
e-mailing, sales forms 49
employees

adding 52, 245

default information for payroll 243

list of 52

paying 247

payroll information for 241
equity, described 17
estimates

creating invoices from 271

described 263

duplicating 269

finding 268

reports on 274

status of 275

turning on 263

writing 267
expense accounts

payroll 251

setting up 35

F

F1 key for help 40
fields
adding to lists 57
custom for items 60
moving 306
order of 302
width of 309
find
using the index 41
finding, transactions 268
fixed assets
adding 100
described 97
disposal 108
reporting 103
tracking 97
flowcharts 13
follow-me help 39
closing 40
forms
changing field order 302
customizing 299
described 10, 299
displaying customized 305
e-mailing 49
invoices 33
sales 115

G

GIF 304
graphic formats supported for logos 304
graphs
creating 189
customizing 191, 193
described 189
details, viewing 192
income and expense 189
types of 189
GST/PST
Zero Rated tax code, about 221

H

handwritten cheques, entering 77
help 40

closing help window 40

F1 key 40

follow-me help 39

how do I menu 38

how-do-I menus 40

index 41

onscreen 38

opening help window 40

resetting help windows 40
hiding, details on invoices 301
how-do-I menus 40

Icon bar 13
Icon Bar, described 15
income accounts, setting up 35
income and expense, graphs 189
income statement, described 19
index 41
inventory
adjusting 211
bills for 209
entering products into 199
parts 199
receiving 207
invoices 117
choosing format 33
creating 117
creating from estimate 271
customizing 299
displaying 115
entering time on 285
price levels on 127
progress billing 271
saving recurring 121
when to use 115
item list 122
items
creating 122
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deleting 68

described 118

entering 118

inventory, entering 199
making inactive 68
nonemployee 290
payroll, adding 239
received, bills for 209
receiving inventory 207
service 122

tracking time 290

J

jobs
adding 264
reports on 289
status of 275
JPEG 304

L

Layout Designer, described 299, 306
layouts, customizing 306
liabilities, described 17
liability accounts
adding 103
described 103
lists
chart of accounts 45
combining 65
customer/job 48
customizing 57
deleting items from 68
described 11, 45
employee 52
inactive items on 68
items 122
managing 62
memorized transactions 121
merging items on 65
printing 69
renaming items on 66
sales tax codes 223
sorting 62
vendors 54
loans
payments, recording 105
tracking 103
logos, graphic formats supported 304

memorized sales, recalling 121
memorizing

reports 180

sales forms 121
menu bar, described 15
merging, list items 65

Microsoft Excel 184
money, transferring between accounts 79
moving, fields on forms 306

navigators 13
nonemployees
paying for time worked 289
preparing cheques for time worked 293
recording time worked 291
non-posting accounts 205

o

onscreen help 38, 40
how-do-I menus 40
Open Window list 13
opening balances
entering 36
equity account 111
ordering products 204
other current asset accounts, setting up 96
overpayments, entering 142
owners, paying for time worked 289

P

partial payments on invoices 138
partners, paying for time worked 289
pay cheques
printing stubs 250
writing 247
payments
down payments 143
in full, recording 137
loan 105
overpayments, entering 142
partial, entering 138
payroll taxes 253
prepayments 143
receiving 116, 137
recording bill 160
sales tax 230
payroll
depositing taxes 253
described 237
employee information 241
expenses, reports on 251
how QuickBooks calculates 238
items, adding 239
liability, reports 253
paying taxes 253
T4 forms, creating 257
turning on 239
writing cheques 247
PD7A Summary report 256
preferences
automatic recall of last transaction 74
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described 30

sales tax 31

setting up 30

time tracking 281
prepayments 143
price levels

associating with customers 126

entering new 124

on sales forms 127

using multiple 124
printing

lists 69

pay cheque stubs 250

reports 183

status stamps on forms 304
products

bills for 209

damaged 211

entering 199

ordering 204

receiving 207

samples 211
profit and loss statement, described 19
progress invoicing

described 271

reports on 274
purchase orders

creating 204

reports on 205

Q

questions
using the index 41
QuickBooks
described 10
exiting 20
QuickBooks Letters
editing 316
sample 313
writing 313
QuickReports
customizing 171
when to use 169

reconciling
accounts 80
credit card accounts 91
described 80
recording bill payments 160
registers
accounts payable 155
bank account 75
described 11, 76
how they work 76
opening 75

sales tax payable 229
reminder statements 129
Reminders window 159
renaming, list items 66
report columns

adding 172

moving 173
reports

balance sheet comparison 175

columns 172, 173

customizing 171, 176

described 169

details, viewing 178

estimates 274

job 289

memorizing 180

payroll expenses 251

payroll liabilities 253

PD7A Summary 256

preset 174

printing 183

profitability 289

progress invoices 274

project 289

purchase orders 205

QuickReports 169

sales 177

sales tax liability 228

sending to Microsoft Excel 184

T4 Summary 259

templates for 180

time by job 287

time tracking 287

types of 174
resetting help windows 40
restoring company data files 44
retained earnings account 111

S

salaries
employee 289
nonemployee 289
preparing cheques 293
sales forms
choosing a format 117
described 115
filling in 117
memorizing 121
price levels on 127
recalling memorized 121
types of 117
when to use 115
sales receipts
displaying 116
price levels on 127
when to use 116
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sales reports 177
sales tax
applying to sales 226
code list 223
liability reports 228
paying 230
register for payables 229
tracking 31, 219
turning on 31
sales tax codes
Zero Rated, about 221
sample data files
restoring 44
searching
using the index 41
service items
creating 122
for subcontractors or owners 290
setting up
accounts 35
chart of accounts 28
your business 25
sorting lists 62
start date, choosing 34
statements 129
status stamp, suppressing printing 304
subaccounts
adding to chart of accounts 47
creating 47

T

T4 forms, creating 257
T4 Summary report 259
tax
liabilities, tracking 251
paying 253
tax codes
Zero Rated, about 221
templates
reports 180
sales and purchase forms 300
TIFF 304
time
data, entering 282
data, viewing 288
invoicing for 285
recording for employees 283
recording for nonemployees 291
tracking 281
time by job report 287
time tracking
described 281
entering time data 282
invoicing customers 285
nonemployees 289, 291, 293
options for tracking 282

reports 287

turning on 281

uses for 281

using timesheets 283
Timer (QuickBooks Pro and Premier only), using
283
timesheets

filling out 283

recording employee time on 283
tracking

assets 95

bills 156

credit card transactions 89

debts 103

depreciation 97

loans 103

other expenses 96

payroll 237

payroll expenses 251

payroll liabilities 251

sales tax 31, 219

time 281
transactions

credit card 89

depreciation 107

marking as cleared 80
transferring money 79
turning off, automatic recall 74
turning on

payroll 239

sales tax 31

U

undeposited funds, account for 148
unpaid bills 155

\"/

vendors, adding 54

W

width of fields, changing 309
windows within QuickBooks 13
windows, viewing multiple 15
writing

cheques 73

payroll cheques 247

Z

Zero Rated tax code 221
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