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In this chapter, you’ll learn how QuickBooks handles advanced transactions and tasks in 
QuickBooks. Growing businesses need additional features and functions to manage the new 
tasks they’re required to manage. You’ll learn how QuickBooks handles the year-end and what 
tasks you’ll need perform.

Lesson Objectives
In this chapter, you’ll learn how to:

• Customize form templates

• Setting for communicating with customers

• Setup and use class tracking

• Setup budgets

• File annual sales tax return

• Enter year-end journal entries

Customize Form Templates
As your business grows you may want to add more customization in QuickBooks. You can 
customize the style of invoices, sales receipts, and estimates, plus you can control which data 
entry fields are available on sales forms. QuickBooks lets you add, remove, and customize items 
like the logo, column widths, fonts and much more.

You can add new templates as needed. You may need to customize a template for a customer, or 
industry type of customer or for whatever specific need your company requires.

To add a new style or customize an existing one:

1. Click the Gear icon.

2. Click Custom Form Styles.

3. Click New Style.
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Create a New Custom Form Style
You can create a new form style for the Invoice, Estimate and Sales Receipts. To create a new 
custom form style:

1. Click New Style.

2. Choose the custom form style. QuickBooks opens the customization window. There are four 
areas that you can customize.
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3. Click Design to edit one of 5 areas.

4. On the Design tab you can start with a template that QuickBooks provides for you. Click Dive 
in with a template.

5. Edit the template name.



 Company Activities Part II  5

6. Choose your template style. After choosing your template, QuickBooks displays the 
corresponding template on the right side of the window.

7. Click Make logo edits.

8. Add a logo from your computer. Choose your Size and Placement for your company logo.

9. Click Splash on some colour to change the colors on your template.
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10. Click your color and the template preview will reflect your selection. Alternatively, you can 
enter a color # in the field to match your template with a specific colour.

11. Click Get choosy with your font.

12. Choose your font.

13. Click When in doubt, print it out.

14. Edit the Page Margins.

After editing the Design elements, you can edit the Content. To edit the content settings do the 
following:
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1. Click Content. The template displays on the right-side of the window in a grayed out format. 
There are three sections to edit: Header, Body and Footer.

2. Click the Header to edit the content in that section.

3. Select the options available to add to the Header. Uncheck any items to remove them from 
the Header portion of the template.

4. In the Form section you can edit the title of the form.
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5. In the Display section, select or deselect all the information you want to display on 
the template.

 NOTE You can add up to three custom fields to a template. For example, you could 
track a Sales Rep on the sales invoice, or add other important information that you need to 
track on a sales form.



 Company Activities Part II  9

6. Click the Body of the template to edit the body of the form. QuickBooks displays a new set of 
customization options. In this section you can add or remove columns, reorder columns (left 
to right) and edit the column labels and widths.

7. Select the column options on the left-hand column. Drag and drop the icon next to the 
Column title to reorder the columns.
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8. Click Edit Labels and Widths. Edit the title of the column. Drag the slider option to edit the 
width of the column. The template will adjust accordingly.

9. Finally, click the Footer to edit the footer information on the template. Edit the fields to 
display the messages and other information for the customer.
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10. To edit the email settings when sending emails to customers, click the Emails link.

11. Edit the Subject and Message to Customer and any other email information.

Click Preview PDF to view a preview of the template. Click Done to complete the 
customization.
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Communicating with Customers Settings
QuickBooks makes it easy to communicate with your customers. You can email forms directly 
from QuickBooks making it easy for your customer view and pay their invoices. There are several 
important settings you can use to manage the email communication. To review these settings, 
go to Account and Settings and then click Sales and then click Messages.

Edit the email details for the default email messaging. You can setup a default for estimates, 
credit memos, sales receipts, statements, and refund receipts.
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Edit the Email message as needed for each form. You can choose to email yourself a copy by 
selecting Email me a copy at….

Click Save. Click the Reminders section to edit the default email message went with reminders.
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Send Reminders
You can send reminders for overdue/outstanding invoice form the Customer centre.

1. Click Sales and then click Customers.

2. Choose a Customer with an overdue balance and click the drop-down arrow next to 
their name.

3. Click Send Reminder.

4. Click Send.
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Class Tracking
Classes provide a system for categorizing transactions that goes beyond the basic ways of 
assigning transactions to expense or income accounts. A common accounting term used is 
“departments”. Class tracking lets you track your income and expenses by department, business 
unit, separate properties you own, or any other meaningful breakdown of your business.

With classes, you can categorize each detail line on a transaction. This lets you write one cheque 
to the office supply store for things bought for two different classes and still track the business 
unit for those purchases.

For example, suppose you have a consulting business and an installation business. Class 
tracking is ideal for you if it is typical to have purchases and sales that include both types of 
work. By specifying the appropriate class on each detail line, you can run a Profit and loss by 
Class report that will tell you if your consulting business is more or less profitable than the 
installation business.

Examples of how people use classes are:

• Departments

• Enterprises

• Properties

• Construction industry standard categories 
(General, Site Work, Concrete, Masonry, 
and so on)

• Manufacturers

• Partners

• Product lines

 NOTE Classes are only available in the QuickBooks Online Plus version of QuickBooks.

Using Classes Overview

1. Turn on class tracking (in Account and Settings).

2. Add classes that are meaningful to your business.

3. When you enter invoices, cheques, credit card charges, or other transactions, assign a class 
to the transaction (or detail lines of the transaction), if it makes sense.

4. Create Class Reports.

Here are some general tips for using classes:

• Set up classes according type of reporting that you want to do, and consider how you want 
to see your business segmented on reports.

• Set up a class such as “other” that you can use to deliberately classify transactions that 
don’t fit into any specific class that you’ve defined.
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• Don’t use classes for two different purposes. For example, don’t create classes for tracking 
office residential/commercial business in addition to tracking partners.

• Consistently enter the class information on your forms and registers to ensure that Class 
information is valid and useful.

Enable Class Tracking
To enable class tracking:

1. Click the Gear icon.

2. Click Account and Settings.

3. Click Advanced and then click Categories.

Choose the appropriate options for tracking classes.

1. Select Track Classes.

2. Select the option labeled Warn me when a transaction isn’t assigned a class. This option 
makes sure you don’t forget to add class information to every transaction by reminding you 
to add class tracking to sales, expenses, and other transactions.

3. Choose the Assign Classes option. You can choose one of the two following options:

a. One to entire transaction. This means that you’re going to assign one class 
per transaction. Choose this option is you never make purchases or sales with 
multiple classes.

b. One to each row in transaction. Choose this option if you want to assign more than 
one class per transaction. For example, if you purchase supplies at Home Depot you will 
assign a portion of the supplies to Class A and another portion to Class B. This option 
requires more work, but may be required for accurate class tracking in your business.
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4. Click Save.

Add Classes
Now you’ll add classes that apply to your business. You can add classes as you go, but it’s a good 
practice to set them up in advance. To add classes, open the Class list.

1. Click the Gear icon.

2. Click All Lists.

3. Click Classes. QuickBooks displays the Class list.

4. Click New.

5. Enter the Name of the class.
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6. Click Save.

 NOTE QuickBooks Online allows you to setup sub-classes under classes. To do this 
add the new class and sub class enter it in the following format: Construction: Residential. 
The colon is required to identify the sub-class.

Tracking Classes on Transactions
After setting up classes you must ensure that every transaction in QuickBooks includes a class. 
This means that every income or expense transactions must include a class. QuickBooks labels 
that transaction with the class you choose and then reports on classes in the Profit & Loss report.

Classing Sales Transactions
After turning on classes you will see a class field on every transaction. Depending on your 
setting you may have one field for every transaction or you may see class on every line item on 
transactions. To track classes on sales transactions:

1. Click Create.

2. Click Invoice.

3. Enter the details of the transaction as you normally would.

4. Choose the Class on the transaction.
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5. Click Save. QuickBooks labels the transaction (sales amount) to be added to Class reports.

Classing Expense Transactions
You’ll add classes to expense and purchase transactions in the same way.

1. Click Create.

2. Click Expense.

3. Enter the details of the transaction as you normally would.



 20  Chapter 12

4. Choose the Class on the transaction.

5. Click Save. QuickBooks labels the transaction (expense amount) to be added to Class reports.

Class Reporting
This report shows how much you are making or losing within each segment of your business, as 
defined by the QuickBooks classes you have set up. To create a Profit and Loss by Class report:

1. Click Reports.

2. Click Business Overview.

3. Click Profit and Loss by Class.



 Company Activities Part II  21

QuickBooks displays the Profit and Loss broken down by classes.



 22  Chapter 12

 NOTE There is a NOT SPECIFIED column on the report. This means that these 
transactions have not been assigned a class. If you have a lot of information in this 
column it typically means that your reports will not be accurate. You should review these 
transactions and add a class to each one to ensure that each transaction include a class. To 
drill down on any transaction, click the amounts on the report.

Budgets in QuickBooks
You can use a budget to estimate future income and expenses. Then, as time goes by, you can 
compare actual income and expense activity with your budget.

A basic budget includes a row for each of your income and expense accounts. There is a 
column for each month. Additionally, you can track an amount in the intersection of each row 
and column.

A subdivided budget lets you be even more specific about what you track. You can track monthly 
account amounts for each class, each department/location, or each customer.

 NOTE Budgets are only available in QuickBooks Online Plus.
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To create a budget in QuickBooks:

1. Click the Gear icon.

2. Click Budgeting.

3. Click Add budget.

QuickBooks lets you create a budget in 2 different ways:

Actual amounts from—This method of budgeting will pull actual amounts from the 
selected period.

No Amounts. Create budget from scratch—You will create the budgets from scratch.
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1. Enter a Name.

2. Choose the Fiscal Year.

3. Choose your Interval. This means the monthly, quarterly or other time periods for 
the budget.

4. Choose to Pre-fill data.

5. QuickBooks let you subdivide the budget by Classes, Customers, or Location. This is helpful 
when budgeting for large projects or locations.

6. Click Next.

Reporting on Budgets
QuickBooks includes two important reports for budgeting. To review your budget, you can 
create the Budget Overview report.

1. Click Reports and then click Business Overview.
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2. Click Budget Overview.

To view your progress against your budget, open the Budget vs. Actuals Report. This report 
compares the budgeted amount to the actual amount in income or expensed. QuickBooks also 
provides you with % of budget and amounts over budget.
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File Sales Taxes
Filing sales tax is a two-part process. First, prepare your sales tax return in QuickBooks. Second, 
close your filing period in QuickBooks and record the payment to the CRA.

Step 1 – Prepare your return

1. In the navigation bar, click Sales Tax.

2. Click the Returns tab.
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3. Click Prepare Return.

4. (Optional) To make an adjustment to a line on the sales tax return, click Adjust. Make the 
adjustment and then click Save.
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5. After reviewing your sales tax return, if you’re ready to file the return in QuickBooks click 
Mark as filed. QuickBooks marks all the transactions in the period.

6. Click Continue.

7. Click Record Payment to pay the sales tax liability in QuickBooks.
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 NOTE This does not record the sales tax payment with the CRA or Minister of 
Finance (or other provincial authority).

8. Enter the Payment information including the Payment Date, Payment amount and Memo if 
necessary.

9. Click Save to complete the sales tax filing process.
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Make Journal Entries
At the end of your fiscal year, QuickBooks automatically closes out your income and expense 
accounts and make the necessary adjustments to the Retained Earnings account. If you need to 
do additional journal entries, you can make them using the Journal Entry window.

1. Click Create.

2. Click Journal Entry.

3. Enter the date.

4. Enter the Debit and Credit amounts.

5. Enter any memo.

6. Repeat for each line of the entry.

7. Click Save.


