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QuickBooks ProAdvisor Training Objectives

QUICKBOOKS PROADVISOR TRAINING
OBJECTIVES
QuickBooks is a powerful accounting program designed to help small businesses manage their
day to day accounting and to find valuable information needed for making good decisions. It is
also critical that QuickBooks ProAdvisors, accountants, bookkeepers and consultants gain a deep
understanding of QuickBooks to be able to support their clients. At Accounting Cycle our
objectives for this Learn QuickBooks seminar are the following:


Setup your clients QuickBooks files correctly



Help your clients manage their day to day accounting data entry



Learn the best practices for using QuickBooks



Learn how to get information from QuickBooks to help you make good business decisions



Answer your tough questions about QuickBooks
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WHAT’S IN THE WORKBOOK?
This QuickBooks ProAdvisor Certification training workbook, introduces you to QuickBooks Intuit’s easy to use, powerful accounting software for small businesses. In this workbook, we
want to help you better understand the software that will improve how you manage your client
files. Specifically, we want to help you:


Setup a QuickBooks file including customers, vendors, accounts, items, etc.



Setup QuickBooks to effectively manage your business



Create sales transactions including sales receipts, invoices, customer payments etc.



Create purchase transactions including bills, cheques and credit card entries



Manage your banking information including deposits and bank reconciliations



Manage your sales tax including HST, PST and GST



Handle special transactions that you might come across in your day to day use of QuickBooks



Create the reports you need to track your clients business performance

The screen captures and step-by-step instructions in this workbook were created with
QuickBooks Premier. Your display may differ, and some instructions may vary slightly if you are
using a different edition.
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CHAPTER 1 - INTRODUCTION TO QUICKBOOKS
OBJECTIVES
Getting started in QuickBooks requires understanding how to open your QuickBooks files and
how to get around the software. Every business must setup a unique QuickBooks file and work
with that file. After setting up your file you can start to use it to record your day to day
accounting entries. Understanding how to edit preferences and company information is important
for every company when getting started using QuickBooks.
In this chapter you will learn about:


Opening QuickBooks company files



Creating a new QuickBooks company file



Getting around QuickBooks using the Home Page



QuickBooks icon bar



Company information in QuickBooks



QuickBooks preferences



Keyboard Shortcuts



Updating QuickBooks



QuickBooks Product Information
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QUICKBOOKS COMPANY FILES
When you setup your company for the first time in QuickBooks, QuickBooks creates a file for
you. The file will contain your company name and will have the extension .QBW. This stands for
QuickBooks working file. This is the file where your day to day transactions and accounting
entries will be saved. As you work in QuickBooks your information is saved in your QuickBooks
file.

OPEN AN EXISTING COMPANY FILE
To open your QuickBooks file:
1. Choose File.
2. Choose Open or Restore Company…
3. Choose Open a Company File.
4. Select Next.
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5. Locate the company file on your computer.
6. Click Open.
7. QuickBooks opens your company file.
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UPDATING QUICKBOOKS
Periodically QuickBooks releases updates for various reasons including product fixes, payroll tax
tables, and new or improved features. It is important to update QuickBooks to ensure that you
have the most updated version.
There are two ways to update QuickBooks. You can update automatically or download
immediately.

AUTOMATIC UPDATE
With this method, QuickBooks automatically downloads the updates to your computer.
QuickBooks periodically checks the Intuit Server for new updates and downloads any updates as
they become available. To setup QuickBooks to automatically update do the following:
1. Go to Help and then click Update QuickBooks.
2. Click Options.
3. Select Yes to Automatic Update.

Note: If you are working in multi-user mode you can choose Shared Download. This
feature will share the downloads with other computers on your network to ensure
that each computer has the same version and release number.

6
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UPDATE NOW
In addition to QuickBooks automatic update you have the option of updating immediately. To
update immediately:
1. Go to Help and then click Update QuickBooks.
2. Click Update Now.
3. Click Get Updates.

Note: To complete the update process you must restart QuickBooks. When you
restart QuickBooks you will be prompted to install the updates.

7
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QUICKBOOKS PRODUCT INFORMATION WINDOW
To make sure you have the latest product updates, you can open and review the product
information window. To open this window:
1.

Press CTRL + 1 or press F2.

2.

Review the top Product line for the QuickBooks version and release number.
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NAVIGATING QUICKBOOKS
Every QuickBooks screen has the Title Bar at the top. The title bar shows the name of the
company, the version of QuickBooks you’re using and may also show which window you’re
viewing.
Below the Title Bar is the Menu Bar. When you click on a menu category, a sub-menu opens up.

GETTING AROUND USING THE HOME PAGE
The Home page is the default window that displays when you open QuickBooks. The Home page
provides the big picture of how your essential business tasks fit together and flow to make your
accounting in QuickBooks easy. It makes your work in QuickBooks faster because it organizes
tasks into groups.
It helps you work faster because you can:


Click an icon to perform the task or function



See the next logical steps by following the arrows between tasks

There are five sections on the Home Page. They represent the major areas of accounting. They are
Vendors, Customers, Employees, Company and Banking.

Note: The Home Page also lets you see important account balances and view
reminders of tasks related to your accounting.
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ICON BAR
The Icon Bar contains shortcuts to the tasks, functions, and reports that you use most. You can
position the Icon Bar to the left of the QuickBooks desktop or above it. To change the position of
the Icon Bar:
1. Choose View.
2. Choose Top Icon Bar or Left Icon Bar.

Left Icon Bar
Here are the important things to remember about the Left Icon Bar:
1.

2.

Click the buttons in the control pane to switch between sections

My Shortcuts lets you customize what appears on the Left Icon Bar.
Click Customize Shortcuts to edit.

11
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3.

4.

5.

Click Open Windows to view open windows in QuickBooks. This lets
you toggle easily between tasks.

Review important tasks and due dates when you click Do Today.

The Left Icon Bar can be collapsed to maximize use of your screen.
Click the Collapse Pane symbol (<) to hide the icon bar. Expand Pane (>)
will show the icons again.

12
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Top Icon Bar
The top icon bar can also be customized for the user in QuickBooks. You can add, edit or delete
any items. You can add transactions, functions, list and reports to the icon bar. To edit the icon
bar:
1.

Click View, then click Customize Icon Bar.

2.

Choose an icon to edit in the Icon Bar Content window.

3.

Click Edit…

4.

Edit the icon and/or the title.

5.

Click OK.
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You can add icons to the icon bar as needed. Open any report, form or screen and add it to the
icon bar. For example, to add Transfer Funds to the Icon Bar do the following:
1.

Select the Banking menu and choose Transfer Funds.

2.

Open the View menu.

3.

Choose Add “Transfer Funds Between Accounts” to Icon Bar…

14
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CHAPTER 2: HOW YOUR CLIENTS USE
QUICKBOOKS PART 1
OBJECTIVES
QuickBooks is a powerful tool for tracking and reporting on sales. After you have setup items
you can now start selling to your customers. This chapter includes the details of setting up and
selling to customers.
In this chapter you will learn about:


Setting up Customers



Adding multiple customers from Excel



Creating Invoices



Customizing Invoices



Printing and emailing Invoices



Creating Credit Memos



Receiving Customer payments



Undeposited Funds account



Dealing with NSF cheques



Creating Sales Reports
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ITEMS IN QUICKBOOKS
In QuickBooks, an item is “anything that your company buys, sells, or resells in the
course of business, such as products, shipping and handling charges, discounts, and sales
tax (if applicable). You can think of an item as something that shows up as a line on an
invoice or other sales form.
Items help you fill out the line item area of a sales or purchase form quickly. When you
choose an item from your Item List, QuickBooks fills in a description of the line item and
calculates its amount for you” (QuickBooks Help: Item)
Items let small business users of QuickBooks use the terminology that they are familiar
with while still doing the accounting entries on each transaction. Items are linked to
accounts and are the key component to handling the double entry accounting transactions.
Many QuickBooks reports are also created using Items.
Basic Item Types
Service – Item used to sell services that are charged in fees, hourly rates, labour or service calls.
Other Charge – Used to track other charges such as freight, shipping & handling, fees, etc.
Non Inventory Part – used to buy and sell items that are usually used in jobs for customers.
Subtotal – Used to separate groups of items together when using discounts, or surcharges. Also
makes the Invoice more organized in appearance
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SETTING UP SERVICE ITEMS
To create a Service item:
1. Go to the Home Page, click Items & Services.
2. Choose the Item button, and then choose New. The New Item window
displays.
3. Complete the necessary information:

a. Enter the Item Name/Number.
b. Enter the Description (this description will appear to the customer).
c. Enter the Sales Rate of this service.
d. Enter the appropriate Tax Code.
e. Enter the Account that will be used to track the sales of this item. This will always be
an Income account.
4. Click OK.

Note: If you will purchase the service from a sub-contractor, check the box This
service is used in…. This will open up the purchase side of the
transaction. Enter the cost of the service and the expense account here.
18
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NON-INVENTORY PARTS
You can create non-inventory parts to sell job related supplies, materials or parts. To create a
non-inventory part in QuickBooks do the following:
1. On the Item List, press CTRL + N.
2. Choose the Type, Non-Inventory part.
3. Enter the Item Name/Number.
4. Enter the Description.
5. Enter the Amount. You can leave this field empty if the prices are different for

each customer.
6.

Enter the Tax Code.

7. Enter the Income Account that the sale of this item will track to.

Note: If you will purchase the product from a vendor, check the box This service
is used in…. This will open up the purchase side of the transaction. Enter
the cost of the product and the expense account here.

Note: Sub-items can be created. First create the parent or general group item.
Then create the sub-items for more detail.
19
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SETTING UP OTHER CHARGE ITEMS
To Setup an Other Charge:
1. On the Item List, press CTRL + N.
2. Choose the Type, Other Charge.
3. Enter the Item Name/Number.
4. Enter the Description.
5. Enter the Amount or %. The other charge item can be either an amount or a %

of other items on the transaction.
6. Enter the Tax Code.
7. Enter the Account that the sales of this item will track to.
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GROUP ITEMS
If you often enter the same group of items when you record a sale, you can setup items in groups.
This is helpful for packages or bundles of products and services. Instead of entering each item
individually when you complete a sales form, you can choose the group items. QuickBooks then
fills in the details for all of the items in the group. To create a group item:
1. Go to the Home Page and then click Items & Services.
2. Click Item and then click New.
3. Choose Group.
4. Enter the Name.
5. Enter a Description of the Group.
6. In the Item column, select the items you want to include in this group.
(maximum 20).
7. Enter the Quantity of each item.
8. Click OK.
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Subtotal

The Subtotal item is a calculated field. The sub-total item is used to total all items above it on a
sales transaction.
You can use more than one Subtotal item on a form. They appear in the body of the invoice and
not at the bottom of the invoice. To create a Subtotal item:
1. On the item list, press CTRL + N.
2. Choose the type Subtotal.
3. Enter the Item Name/Number of the subtotal.
4. Click OK.
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OBJECTIVES
After completing this chapter you should have an understanding of:


Items in QuickBooks



Basic Item Types



Setting up Items

SETTING UP CUSTOMERS
Customers are businesses or individuals who buy your products and services. Recording customer
information in the customer centre lets you easily choose from a list of customers when you
create sales transactions. To set up an individual Customer:
1. Go to the Customer Centre, choose New Customer & Job drop down menu.
Choose New Customer.
2. Enter the Company Name.
3. Enter the customer contact information.

Chapter 2: how your clients use quickbooks part 1

You can edit the customer’s payment settings including payment terms, delivery method,
preferred payment method, and other important customer information.

If you have customers that you charge different rates, you can use price levels to manage their
pricing. In QuickBooks Pro you can give fixed percentage discounts to customers. To setup a
price level on a customer record, you can do the following:
1.

Click the Price Level drop down arrow.

2.

Click Add New.

3.

Enter the Price Level Name.

4.

Enter the discount percentage.

5.

Click OK.
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ADDING MULTIPLE CUSTOMERS FROM EXCEL
Many small businesses have different sources of data. Many businesses have customer data in
Excel, email programs, and other sources. You can import or copy and paste from different
sources. If you have an Excel sheet with customer data, you can copy and paste information
directly into the customer centre. To add customer information from Excel:
1.

Open the Excel file.

2.

On the customer centre, click New Customer:Job

3.

Click Add Multiple Customer:Jobs

4.

Copy columns from your Excel sheet directly into QuickBooks columns. You can add
one column or multiple columns at the same time.

5.

Click Save Changes.

CREATING INVOICES
Invoices are the most common type of sales transaction in small business. Creating an invoice
creates an entry in accounts receivable which will get paid at a later time. QuickBooks tracks the
accounts receivable until it is paid in full.
1. Go to the Home Page, click Create Invoices.
2. Choose the Customer:Job.
3. Choose the Class.
4. Enter the Date and Invoice #.
5. Enter the Customer P.O., Terms, and other information as needed.
6. Choose the Item the customer is purchasing, and enter the Quantity to be
sold.
7. Choose a Tax Code.
8. Select the Print Later checkbox if you want to print at a later time.
9. Click Save & Close.
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The Transaction Ribbon
You can use the transaction ribbon to perform a variety of tasks related to customer invoicing
including printing, emailing and much more. There are four tabs that make up the ribbon.
Clicking the different tabs gives you access to the different features. Here are some of the
highlights of the ribbon:


Use the Find buttons to find invoices



Use the Copy button to create a duplicate invoice.



Click memorize to save the invoice as a template for future use



Mark as pending to suspend the invoice



Mark the transaction to print or email later



Attach a file



Receive payments



Create a credit memo
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EMAIL INVOICES
QuickBooks lets you send invoices via email. You can send directly from QuickBooks after
setting up your email program to work with QuickBooks.

SETUP EMAIL
To setup your email to work with QuickBooks do the following:
1.

Choose Edit, then choose Preferences.

2.

Choose Send Forms, then choose My Preferences.

3.

Click Add and choose your email provider to setup the email defaults. After completing
this process, you are now ready to send invoices from QuickBooks.

27
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EDIT EMAIL TEMPLATES
1. From the Edit > Preferences menu choose Send Forms.
2. Click Company Preferences to edit the email template.
3. Edit the Subject line and the body of the email as required. You can also
add a Bcc email.
4. Click OK.

5.

On the invoice form click Email to email the invoice. You can send a batch or send
individual emails.
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VIEW SENT EMAILS
QuickBooks tracks when a form has been emailed. This can be viewed in the Customer Centre.
1.

Open the Customer Centre.

2.

Select a Customer on the left.

3.

Click on the Sent Email tab on the right.

30

Chapter 2: how your clients use quickbooks part 1

CUSTOMIZING INVOICES
QuickBooks lets you customize invoices and other forms to include your logo, company
information and more.

BASIC CUSTOMIZATION
To customize the invoice do the following:
1. Click Lists.
2. Choose Templates
3. Click Template and then click New.
4. Select Invoice then click OK.
5. The Basic Customization window lets you add a logo and other
customization options.
6. Select Use logo to add a logo to personalize your invoice. Find the logo
on your computer and it to your template.
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7. To change the font on your template, click Change Font…
8. Select the Company & Transaction Information to include on the
template. As you edit the information the changes will be displayed in the
preview
window.
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ADDITIONAL CUSTOMIZATION
The additional customization window lets you customize the header, footer and
columns information on the invoice template. There are five tabs that contain
different customization options.
1. Click Additional Customization…
2. Click the Header tab.
3. Select the items that you want to display on your screen and select the
items that you want to print on the copy for the customer.
4. You can edit the Title of any of the fields.
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5. Click Columns.
6. Select the columns required for your template.
7. The column order can be changed.

34
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8. Click Footer to customize the footer information of the template.
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LAYOUT DESIGNER
The Layout Designer is used to position the fields on the form. The 2 shaded boxes at the top left
show the window position on an envelope. The dotted line around the edges shows your printer
margins. Use these guidelines to layout the form.
1. Click Layout Designer to edit the layout of the form.
2. Using the layout designer you can reposition any fields, change the
properties of the fields, change column width, margins and much more.
3. Click OK three times to save the template.

From the Layout Designer you can do the following:
1. Move fields. Drag and drop a box. Press Shift + click the boxes to select a
group of boxes to move in groups.
2. Change the sizing and position of boxes.
3. Click the Properties button to edit the font, alignment and look of the
fields.
4. Use the Copy format button to copy formatting from one field to another.
5. Click the Add button to add other fields and images.
36
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RECEIVING CUSTOMER PAYMENTS
Customer payments are recorded using the Receive Payments window. By using Receive
Payments, QuickBooks assigns the payment to the customer’s invoice, marks it as paid, and
clears it from accounts receivable.
To receive a customer payment in QuickBooks:
1. Go to the Home Page, click Receive Payments.
2. Choose the Customer.
3. Enter the Amount of the customer payment.
4. Enter the Payment Method, Date and Cheque #.
5. Select the invoices that are being paid.
6. Click Save & Close.
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UNDEPOSITED FUNDS
By default, customer payments are posted to the Undeposited Funds account. This acts as a
holding account. When you’re ready to prepare the bank deposit, payments in Undeposited
Funds are grouped together to total the bank deposit and one entry is posted to the bank account.
This way, the QuickBooks bank account will match the deposit on the bank statement and it will
be easy to reconcile the two at month end. This default can be changed. To change customer
payment preferences:
1. Go to the Edit Menu, then choose Preferences.
2. Click Payments, then choose Company Preferences.
3. Uncheck Use Undeposited Funds as a default deposit to account
4. Click OK.
5. This will create a new field on various forms where you can choose which account to post the
payment to. This affects the Receive Payments form, Sales Receipts and the Deposit Funds
screen.

Note: It is recommended that the Undeposited Funds account be kept as the default
deposit to account.
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MAKING DEPOSITS
Receiving payments and entering deposits are two separate steps. Keeping them separate ensures
that the payments received are applied correctly to the outstanding invoices and the deposit that is
posted in QuickBooks matches the actual deposit in your bank account. The deposit entry follows
the Receive Payment entry and uses the deposit slips and related payments as supporting
information.
To make a deposit:
1. Go to the Home page, click Record Deposits.
2. Deposit each type of payment method separately. Cheques and cash will
be deposited together to the bank. Visa, MasterCard, AMEX and Debit will
all be deposited separately when your POS machine is closed out.
3. Click OK.
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4. Verify the accuracy of the deposit including the payments that you
selected to deposit.
5. Review the Deposit To account, and the Date.
6. Click Save & Close to complete the Deposit.
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SALES RECEIPTS IN QUICKBOOKS
Sales Receipts are different than Invoices. Sometimes your business may get paid at the time of
the sale so there’s no need to use an invoice and post to accounts receivable. When you receive
payment at the time of the sale you record the sale using a Sales Receipt. To create a Sales
Receipt:
1. Go to the Home Page.
2. Click Create Sales Receipt.
3. Enter the name of the customer if necessary. The Sales Receipt does not require the
customer name. You may want to create a customer called Cash Sales for sales that don’t
go through accounts receivables.
4. Enter the Payment Method.
5. Click Save & Close.

Note: When you record a Sales Receipt you are also recording a payment from the
customer. By default this is going to the Undeposited Funds account.
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DEPOSIT SUMMARY
Prior to making the deposit you can print a Deposit Summary slip.
To print the deposit Summary:
1. On the Deposit window, click the Print drop down arrow.
2. Choose Deposit Summary.
3. Click Preview.
4. Click Print.
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CREATING CREDIT MEMOS FOR CUSTOMERS
Use the Create Credit Memo/Refunds window to issue a credit or refund cheque when a
customer returns inventory items or for other service related refunds.
To Create a Credit Memo:
1. Go to the Home Page, click Refunds & Credits
2. Enter the following:

a. Date & Credit No. if necessary.
b. Choose the Item that is being returned or refunded.
c. Enter the Quantity.
d. Enter the Description.
e. Enter the Tax Code.

7.

When you save the Credit Memo you will need
to select one of three options:
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APPLY CREDIT MEMO TO AN INVOICE
To apply the credit memo to an invoice, do the following:
1.

Choose Use credit to apply to invoice.

2.

Choose the invoice you want to apply the credit to. If there is only one invoice,
QuickBooks chooses the invoice for you.

3.

Click Done.

Note: Credit Memos that have been applied to an invoice will not appear on Open
Balance Reports.
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ISSUE A CUSTOMER REFUND
If you want to issue a refund for the credit to the customer:
1. Create a Credit Memo and then Save.
2. Select Use credit to give refund.
3. Review the Issue a Refund window. Make any adjustments needed. You
can issue the refund by cheque, cash, credit card, debit or any other
payment type you’ve setup.
4. Click OK.

RETAIN AS AN AVAILABLE CREDIT
You can also leave the credit memo as an available credit. It will appear on Open Balance reports
and Customer Statements. The credit memo can be applied to an invoice on the Receive
Payments screen when the customer payment is received.

45

Chapter 2: how your clients use quickbooks part 1

CUSTOMER STATEMENTS
QuickBooks has a feature to create statements for your customers. This is an important task at
month end to help keep your Accounts Receivable current. To create a statement:
1. Go to the Home Page.
2. Click Statements.
3. Enter the Statement Date.
4. Choose the type of statement you want to create. You can create a period statement that
includes all transactions in a specific time period or a statement that includes all open
transactions as of the statement date.
5. Select the customers you will send statements to.
6. Choose a Template.
7. Choose the options for your statements.
8. Click Preview to view the statements.
9. Print or Email the statements.
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COLLECTIONS CENTRE
To help small businesses manage their customer receivables, specifically overdue accounts,
QuickBooks has a tool called the Collections Centre. To view the Collections Centre it must first
be selected as an option from the Preferences menu. To access the centre:
1.

Go to the Edit > Preferences menu.

2.

Choose Sales & Customers on the left and the Company Preferences tab on the right.

3.

Select Enable Collections Centre.

4. Go to the Customer Centre, then click Collections Centre.
5. Click the Overdue tab. QuickBooks displays the customers with overdue balances. It
also includes details about the transactions to the customer.
6. You can use this centre to manage the process using the Phone number and you can add
Warnings/Notes.

Note: Click the Almost Due tab to see information about customer invoices that are
coming due.
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CHAPTER 3 - HOW YOUR CLIENTS USE
QUICKBOOKS PART 2
VENDOR CENTRE
The Vendor Centre displays information about all of your vendors and suppliers and their
transactions in a single place. Vendors are those individuals or companies you buy things from.
To open the Vendor Centre:
1.

Go to the Home Page.

2.

Click the Vendors link.

In the Vendor Centre you can edit Vendor Information, review their Transactions, add
Contacts, To Do’s, Notes and view Sent Emails.
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Setting Up Vendors

You can setup vendors one at a time or import them from other sources such as Excel. To setup a
new Vendor:
1. Go to the Vendor Centre, then click New Vendor
2. Enter the Vendor Name in the Company Name Field. Entering it in this
field first copies it to the Vendor Name and the Billed From window.
3. Enter the appropriate contact information. You can customize the contact
information you enter. You can choose from several contact options
including Facebook, Linked, Mobile, etc.
4. Use the Edit button to complete Address Details for the Vendor.
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In addition to the Address Info tab you can also add Payment Settings and Account Settings to
make your purchases easier to enter in QuickBooks. To add additional information you can click
the tabs to the left of the Vendor window.
Clicking Payment Settings lets you add details to the Vendor setup. You can add details like,
Payment Terms and Credit Limit.
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You can click Account Settings in the New Vendor window. You can assign expense accounts
that you usually associate with this vendor. This can make your bookkeeping faster and more
accurate. Click OK to save the new vendor.

Note: You can add as much detail as your business requires. It is a best practice to add as much
detail to the vendor list as you can. If you want to print labels, envelopes, or run contact
reports, it is helpful to have complete vendor information.
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ENTERING EXPENSES
There are three forms that can be used to enter expenses into QuickBooks. Each form is used for
a different type of transaction: Accounts Payable, Credit Card and Bank Account.

Enter Bills

Enter Credit Card Charges

Write Cheques

Enters transaction to Accounts
Payable

Enters transaction to the credit
card account

Enters transaction to a bank
account or petty cash

Use for all vendor bills

Use for all credit card
transactions

Use for cheques, debit
purchases, electronic
payments, automatic
withdrawals, petty cash, etc.

Use to enter bill credits

Use to enter credit card
refunds

Cannot enter refunds
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ENTERING BILLS
Entering Bills is the process that you use in QuickBooks to record entries in your Accounts
Payable. This means that you are receiving a bill today to be paid at a later time. This is common
practice in small business.
To Enter a Bill:
5. Go to the Home page and then click Enter Bills.
1. Enter the Vendor Name.
2. Enter the date, Ref. No. (Bill#).
3. Enter the Amount Due.
4. On the Expenses Tab, select the Account to track the expense.
5. Enter the Tax code, Amount and Memo (always useful to remind you of
notes about a particular purchase).
6. Enter the Class.
7. Click Save & Close.
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ENTER BILLS DETAILS
There are several tools on the Enter Bills window. These tools are located on the transaction
ribbon at the top of the window. This ribbon lets you do the following:


Locate other bills using the blue arrows



Find other bills



Create new bills



Save the transactions



Print the transactions



Attach a File



Pay the Bill
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BILLS & ACCOUNTS PAYABLE PREFERENCES
There are several preferences that you can setup before entering bills. To edit the preferences:
1.

Choose Edit, then choose Preferences.

2.

Click Bills, then choose Company Preferences.

3.

Review the preferences and configure to your company’s needs.

4.

Click OK.
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THE A/P AGING SUMMARY REPORT
The A/P Aging report displays the amount that you owe to your vendors.
To view this report:
1. Choose Reports.
2. Choose Vendors & Payables.
3. Choose A/P Aging Summary.
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UNPAID BILLS DETAIL REPORT
This report show all the unpaid bills related to each vendor. It lists all bills that are due, overdue
and the number of days that the transactions have been aging.
To view this report:
1. Choose Reports.
2. Choose Vendors & Payables, then choose Unpaid Bills Detail.
3. Click Print to print the report.
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PAYING BILLS
When the time comes to pay bills in QuickBooks you will use the Pay Bills feature to complete
the bill payment. To Pay Bills:
1. Go to the Home Page, click Pay Bills.
2. Select the Show all Bills option to display.
3. Select the Bills that you are paying by selecting them with checkmarks in
the left hand column.
4. Enter the Payment Date, Payment Method. Select the cheque printing
option if necessary.
5. Choose the Account used to pay these bills.
6. Click Pay Selected Bills.
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7.

You can now Pay More Bills, Print Cheques or click Done.

8. Click Print Cheques and enter the first Cheque number.
9. Click OK to print. Choose your printer, and then click Print.
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BILL PAYMENT METHODS
It is common for small business to use a variety of payment methods. You can pay bills in
QuickBooks using different payment methods. To be able to use different payment methods you
will have to go through the pay bills process for each payment method.
1. Go to the Home Page, click Pay Bills.
2. Select the Show all Bills option to display.
3. Select the Bills that you are paying by selecting them with checkmarks in
the left hand column.
4. Enter the Payment Date.
5. Choose the Payment Method.
6. Choose the Account used to pay these bills.
7. Click Pay Selected Bills.
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BILL CREDITS
There are times when you need to enter a credit from a vendor. After you have
created the bill credit, QuickBooks will save the credit on the vendor account. You
must go to the pay bills window to apply the credit to the vendor account.

To create a Bill Credit:
1. Go to the Home Page, click Enter Bills.
2. To create a credit, select the Credit option button. QuickBooks displays
the Credit label at the top of the window.
3. Create the bill create as necessary including the Vendor, Date, Ref. No,
Expense Account, Tax Code and Memo (provide details to explain the
credit).
4. Click Save & Close.
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APPLYING BILL CREDITS
After creating Bill Credits we need to apply the credits to outstanding bills from Vendors.
To apply a Bill Credit:
1. Go to the Home Page, click Pay Bills.
2. Sort the Bills by Vendor by selecting the Sort By drop down arrow, then
choose Vendor.
3. Select the Bill that you would like to apply the credit to.
4. Click Set Credits.
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5. QuickBooks automatically applies the credit to the appropriate bill.
6. Click Done.
7. Click Save & Close.
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PRINT BILL PAYMENT STUB
If you hand write cheques, you can still send your vendor a bill payment stub which shows the
bills that have been paid.
To print a copy of the bill payment stub:
1.

From the File menu choose Print Forms.

2.

Select Bill Payment Stubs…

3.

Select the date range so the bill payment displays in the list.

4.

Use the check mark to select the bill payment stubs to preview or print.

5.

Click OK.

CREDIT CARDS
Most small businesses use credit cards. The Credit Card is a specific type of account in
QuickBooks. The advantage of using a credit card in QuickBooks is that it allows you to
reconcile your credit card account just like your bank account and allows you to track purchases
and how they affect your cash flow during the month.

CREDIT CARD ACCOUNT
Setup a credit card account for each credit card in the business. To setup a credit card:
1. Go to the Chart of Accounts window, click the Account button.
2. Click New.
3. Select Credit Card, and then click Continue.
4. Enter the Account Name.
5. Click Save & Close.
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ENTERING CREDIT CARD CHARGES
It is a best practice to enter your credit card transactions when they are incurred. This lets you
report on the credit card and see how it is affecting your company cash flow. To enter Credit Card
Charges:
1. Go to the Home Page, click Enter Credit Card Charges. The Enter Credit
Card Charges window displays. This is very similar to the Enter Bills
window.
2. Enter the Vendor.
3. Enter the Date, Ref. No.
4. Enter the Amount.
5. Click the Expenses Tab; choose the correct Account, Tax Code.
6. Enter a Memo if necessary.
7. Click Save & Close.
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Note: Each credit card transaction should be entered individually so your
QuickBooks entries will match your Credit Card statement.

CREDIT CARD REFUNDS
When you return something purchased by credit card, you will be issued a refund back onto your
credit card. These refunds are also entered on the Enter Credit Card Charges screen.
1. Open the Enter Credit Card Charges screen.
2. Select the credit card that the refund will be going to.
3. Select the option button for Refund/Credit.
4. Enter the vendor, date, amount, account and sales tax code.
5. Enter a memo.
6. Click Save & Close.
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OTHER EXPENSE TRANSACTIONS IN QUICKBOOKS
Any expense or purchase that is not related to a bill or credit card should be entered using the
Write Cheques window in QuickBooks. These include transactions like manual cheques, debit
cards, automatic withdrawals, etc.

WRITE CHEQUES
Cheques are sometimes used to purchase products or services without going through accounts
payable. These cheques, whether hand written or printed from QuickBooks, need to be entered
using the Write Cheques window. Remember, if a bill has been received, follow the procedure
for entering and paying bills explained previously.
1. Open the Write Cheques window.
2. Select the Bank Account.
3. Enter the Cheque Number. This may be the number from the cheque book or from the
pre-printed cheques if you’ll be printing from QuickBooks.
4. Enter the cheque details including Payee, Date, Account, Tax, Amount, etc.
5. Print the cheque if using pre-printed cheques.
6. Save & Close.
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DEBIT CARD TRANSACTIONS
Debit card transactions are common transactions in small business. It is important that they are
recorded accurately in QuickBooks. To record debit transactions in QuickBooks:
1. Go to the Home Page, click Write Cheques.
2. Click the drop down arrow and choose the Bank Account.
3. Clear the checkmark from the Print Later checkbox.
4. Enter the transaction label in the No. field.
5. Enter the Pay to the Order of information. Enter the Date and Amount.
6. On the Expenses tab, select the Account, and Tax code. Enter the Amount

and Memo
7. Click Save & Close.
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AUTOMATIC WITHDRAWALS & ADDITIONAL PAYMENT TYPES
Some expenses in your business may be paid using direct withdrawal. This type of transaction is
recorded using the write cheques window. Follow the instructions:
1. Go to the Home Page, click Write Cheques.
2. Click the drop down arrow and choose the Bank Account.
3. Clear the checkmark from the Print Later checkbox.
4. Enter the transaction label in the No. field.
5. Enter the Pay to the Order of information. Enter the Date and Amount.
6. On the Expenses tab, select the Account, and Tax code. Enter the Amount

and Memo
7. Click Save & Close.
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Note: You can set up labels for different types of transactions like Debit, EP (electronic
payment), Fees, Wire transfers, and other types of transactions.

MEMORIZED TRANSACTIONS
To speed up your bookkeeping QuickBooks can automate transactions. QuickBooks can also
remind you to enter important transactions according to a schedule that you setup. This can be
used for regular entries like rent payments, lease payments, recurring invoices, and much more.
Most transactions can be memorized. To memorize a transaction:
1. With the transaction open in your QuickBooks window, press CTRL + M.
The Memorize Transaction window displays.
2. Enter the Name of the transaction. i.e. Monthly Rent Payment or some
name that clearly identifies the transaction.
3. For recurring payments select Automate Transaction Entry. For
transactions that are not consistent you can choose Add to my
Reminders List.
4. Choose How Often you want it to enter and the Next Date.
5. Enter the Number Remaining.
6. Enter the Days in Advance to enter.
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TRANSFER FUNDS
The Transfer Funds screen is used to create transactions where you are moving money from one
bank account to another bank, credit card, or other balance sheet account. To transfer funds:
1. Go to the Banking Menu, and then click Transfer Funds.
2. Enter the Date.
3. Choose the Transfer Funds From account.
4. Choose the Transfer Funds To account.
5. Enter the Transfer Amount.
6. Click Save & Close.
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RECONCILIATIONS AND ONLINE BANKING
OBJECTIVES
In this chapter you will learn:


How to reconcile any balance sheet account



Downloading transactions through Bank Feeds



Reconciling downloaded transactions

RECONCILING A BANK ACCOUNT
As you record your day to day transactions in your business like cheques, deposits, bank charges
and other items, each of these transactions should be recorded in QuickBooks. Then you should
match these transactions against your bank statement. Reconciling your accounts will ensure that
your accounting records are accurate. To reconcile your bank account:
1. Go to the Home Page, and then click Reconcile.
2. Choose the Account.
3. Enter the Statement Date from the bank statement.
4. Click Continue.
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5.

The Cheques and Payments display on the left side of the window. Select
the transactions that appear on your bank statement.

6. Deposit and Other Credits display on the right side of the window. Check
each one off as they appear on your bank statement.
7. When the Difference is $0.00 click Reconcile Now. Always ensure that the

Difference is $0.00. This ensures that the account’s cleared balance in QuickBooks
matches the bank statement ending balance
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RECONCILIATION REPORTS
After completing your bank reconciliations you can view and print two reports that are useful for
your historical records. They provide summary and detailed information about the bank
reconciliation. To review and print these reports do the following:
1. Select Both.
2. Click Display.
3. Click Print to print the Reconciliation Summary report.
4. Click ESC to close the report.
5. Print the Reconciliation Detail Report.
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RECONCILIATION SUMMARY REPORT
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RECONCILIATION DETAIL REPORT
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ONLINE BANKING
To begin using online banking in QuickBooks you must set up the bank feed to an account. The
easiest way to do this is to log into your bank’s website. e.g., for the Royal Bank, visit
www.royalbank.com.
1. Log into your bank’s website with your card number/username and
Password.

2. Locate the link for Account Services, or download transactions.
3. Choose QuickBooks.

79

CHAPTER 3 - HOW YOUR CLIENTS USE QUICKBOOKS PART 2

4. Select the date range and click Continue or OK.

5. QuickBooks will automatically open to the last file that you had opened, or
if already open you will see this message. Choose the option you need and
click OK.

6. Select or create your new bank account and click Continue.
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7. This confirmation message will appear. Click OK.

8. Choose the Financial Institution and then click review statement.
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9. You will now be on the Match Transactions window. The entries already
posted in QuickBooks are listed on the top half of the screen. The
downloaded bank transactions are listed in the bottom half of the screen.
QuickBooks automatically matches transactions that are the same. To
manually match any transactions select it at the top and then click the
matching transaction at the bottom, then click Match.

10. You may also add transactions to QuickBooks that you may have missed.
Select the transactions you wish to add. Then Enter the Payee, and
account.
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11. If there is no matching Payee, QuickBooks will ask you to add the name or
create an Alias. Create the alias for business as they appear on the bank
statement. This way you can combine multiple vendor locations into one
vendor name; e.g., your favorite coffee house.

12. As you match them they will appear on the register.

13. You may also add Deposits or Sales. Before adding the transaction you
need to know whether the deposit is a sale including sales tax, a deposit
that does not include sales tax or a payment to accounts receivable.
Choose the correct option for the circumstance.
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14. Downloading transactions from the bank will make the bank reconciliation
easier. When you enter the reconcile window, you can now click Matched,
and then enter the statement date. QuickBooks will show all matched
transactions as reconciled.
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HANDLING RETURNS TO VENDORS WORKAROUNDS
Occasionally you have to return products to your vendors and you receive money back for the
return. This is a tricky transaction in QuickBooks. There are several steps to handle this type of
transaction:
Let’s suppose you have purchased office supplies using the company debit card that need to be
returned for a full refund. Since there is no credit/refund option on the Write Cheques screen, we
have to use a work around to record the debit return. To handle the return do the following steps:

Step 1
1. Go to the Home Page, then click Enter Bills.
2. Click Credit. Enter the necessary information. It is a best practice to use
the same account that was used on the original transaction.
3. Click Save & Close.
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Step 2
1. Go to the Home Page and then click Record Deposits.
2. Enter the bank account in the Deposit to field and the Date.
3. Choose the Vendor Staples in the Received From drop down arrow.
4. Choose the From Account as Accounts Payable.
5. Enter the Amount.
6. Click Save and Close.
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Step 3
1. Go to the Home Page and then Click Pay Bills.
2. Select the Staples bill.
3. Click Set Credits, and then apply the Credit.
4. Click Done.
5. Click Save & Close. This completes the return of the goods and the
deposit into the bank of the returned funds.

Note: This is also the procedure for receiving a vendor refund cheque.
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SETUP PETTY CASH
Many small businesses require a petty cash account to track small business related purchases. The
petty cash is often kept in a cash box. Most businesses keep track of all purchases made using the
petty cash. This requires detailed tracking in QuickBooks.
To setup a Petty Cash account:
1. Go to the Home Page, and then click Chart of Accounts.
2. Press CTRL + N. The New account window displays.
3. Select Bank as the type.
4. Click Continue.
5. Enter Petty Cash in the name field.
6. Click Save & Close. This creates the Petty Cash account.
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Petty cash needs to be replenished from time to time. Replenish the petty cash using the Write
Cheques window. To replenish the petty cash:
1. Go to the Home Page, then click Write Cheques.
2. Choose the Bank Account from the drop down menu. This will be the
account where the money is being transferred from.
3. Enter the Date. (Leave the Pay to the Order of Field blank)
4. Enter the Amount to be entered into Petty Cash.
5. Clear the Print Later checkbox
6. Enter the type of transaction in the No. field. i.e. Withdrawal, transfer,
cheque, etc.
7. Click the Expenses Tab, then choose the Petty Cash account.
8. Click Save & Close.

NOTE: You make purchases from the Petty Cash account using the Write Cheques window.
Ensure that you choose the Petty Cash account in the account name.

NOTE: You can put a border around the Write Cheques window to help distinguish one bank
account from another. Go to Edit > Change Account Colour.
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REIMBURSING EMPLOYEES
Employees may use their own funds to make business purchases. If you have employees that do
this on a regular basis you may want to create an Employee Expense Report template for the
employee to fill in and submit along with the receipts. An employee expense report captures any
reimbursements that need to be made to an employee for business expenses they made with their
personal funds. This transaction requires several steps to setup and a regular entry in QuickBooks
to record the repayment to the employee.
NOTE: The employee should not be reimbursed through the payroll feature. Since it is not a
payroll transaction, we recommend using the Enter Bills → Pay Bills feature in
QuickBooks.

Employee Expense Report
The employee expense report should capture critical information such as the type of expense,
amount of expense, sales tax amounts, customer project and other details as needed.
The steps to setup an employee expense report are as follows:
1. Create a template to record employee expenses. These can be found
online or within Microsoft Word, Excel or other programs.
2. Setup the employee as a vendor.
3. Enter a bill from the employee (vendor).
4. Pay the Bill and make a payment to the employee (vendor).

NOTE: Prior to entering the Employee Expense Report into QuickBooks the categories such
as Travel, Accommodation, Office Supplies, etc. should be subtotaled to simplify the
data entry.

92

Setup the Employee as a Vendor
Since you will be paying the employee through the Enter Bills → Pay Bills window you must
setup the Employee as a vendor. To setup the employee as a Vendor:
1. Go to the Vendor Centre.
2. Click New Vendor…
3. In the Vendor Name, enter the employee name followed by an (e) or (v) in
brackets. Since QuickBooks does not allow duplicate entries on any lists,
you are required to differentiate one of the names.
4. Enter the necessary contact information.
5. Click OK.
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Enter the Expense Report in QuickBooks
After completing the expense report, you are ready to enter it into QuickBooks.
1. Go to the Home Page, then click Enter Bills.
2. Choose the employee (v) from the drop down arrow.
3. Enter the Date. This should be the last day of the month to ensure
reporting accuracy is maintained.
4. Enter the Amount Due.
5. On the Expenses tab enter the first category from the Expense form.
6. Enter the Amount of the category. Add a line for each category.
7. Enter the Tax. Make sure this calculates to match the actual sales tax
paid.
8. Click Save & Close.
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Pay the Bill

The final step is to Pay the Bill to the employee.
To Pay the Bill:
1. Go to the Home Page.
2. Click Pay Bills.
3. Select all the employees to be reimbursed.
4. Select the Date, Payment Method and Payment Account.
5. Click Pay Selected Bills.
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OWNER’S PURCHASES
Many small business owners spend their personal funds in their small business. This may be in
the form of cash, debit and credit card charges. They may also use company funds for personal
expenses. All of these transactions get recorded to a Shareholder Loan account.

SETUP A SHAREHOLDER LOAN ACCOUNT
The shareholder loan account is a common type of account needed to track the cash of the
shareholders in your small business. A shareholder loan is setup for each shareholder in the
business and all entries regarding the shareholder will be made to that account. To create a
Shareholder Loan account:
1. Click the Chart of Accounts, click Account, and then click New.
2. Select Other Account Types, and then select Other Current Liability.
3. Click Continue.
4. Enter the Name of the account. Typically this account is labeled Due To…
5. Click Save & Close. This will setup the account to track all distributions or
contributions made to the company’s shareholders.
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SETUP OWNER’S CASH ACCOUNT
It is always best in QuickBooks to use a form to enter transactions. This ensures that the sales tax
is tracked properly. The best form to use to track the owner’s cash is the Enter Credit Card
Charges screen. This allows us to enter purchases and refunds without going through Accounts
Payable. In order to use this form, we’ll set up an Owner’s Cash account as a credit card. To
setup the owner’s cash account:
1. Go to the Home Page, then click Chart of Accounts.
2. Press CTRL + N.
3. Select Credit Card and then click Continue.
4. Enter the Account Name – Owner’s Cash.
5. Click Save & Close.
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MAKING PURCHASES USING OWNER’S CASH
To make purchases using owner’s cash you will use the Enter Credit Card Charges window.
To make an owner’s cash transaction:
1.
2.
3.
4.

Go to the Home Page.
Click Enter Credit Card Charges.
Choose the Owner Cash account from the drop down arrow.
Complete the transaction form for the rest of the purchase.
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Clearing Owner’s Cash

After making purchases using the owner’s cash account, you can transfer the balance to the
shareholder loan account at month end or year end. To record this transaction do the following:
1.
2.
3.
4.
5.
6.
7.

Click Banking, then click Transfer Funds.
Enter the Date.
Choose Shareholder Loan in the Transfer Funds From drop down arrow.
Enter the Owner’s Cash account in the Transfer Funds To drop down arrow.
Enter the Transfer Amount.
Enter a memo.
Click Save & Close.
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CHAPTER 4: SETTING UP CLIENT FILES
In this chapter you will learn about:


The Chart of Accounts



Setting up accounts



Depositing loan proceeds



Editing accounts



Setting up sub-accounts



Setting up and using classes

CREATE A NEW COMPANY FILE
To create a new QuickBooks file:
1. Choose File.
2. Choose New Company…
3. Choose Express Start.
4. Enter your Company Name.
5. Enter your Industry. Click on Help me choose to get a list of industries.
6. Select your Company Type from the drop down arrow list.
7. Enter your CRA Business Number and PST/QST account numbers. These
can also be added later.
8. Select Continue.
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9. Enter your Province.
10. You can enter the rest of the contact information now or at a later time.
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11. Select Preview Your Settings and select the tab Company File
Location to save your QuickBooks File in the location of your choice.

12. Click OK and then Create Company File to continue.
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13. Select Start Working. Additional information can be added as we begin
working in our QuickBooks file.

14. Exit from the Quick Start Centre to go to your QuickBooks Home Page.
15. Your new QuickBooks company file has been created and you’re ready to
start!
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CHART OF ACCOUNTS
The Chart of Accounts is a list of your company’s accounts and their balances. The Chart of
Accounts is made up of sixteen types of QuickBooks accounts. They are arranged with the
Balance Sheet accounts on top and the Profit and Loss accounts at the bottom of the Chart of
Accounts.
Accounts provide the foundation for your accounting in your small business. Every transaction is
recorded using a QuickBooks account. QuickBooks uses the double entry accounting system.
Each entry is recorded in two accounts using the list of accounts.

SETTING UP ACCOUNTS
The first account that needs to be setup is a Bank account. To setup a bank account:
1.

Go to the Home Page and click Chart of Accounts.

2.

Click Account, then click New.
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3. Select Bank as the type of account.
4. Click Continue.
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5. Choose your bank account name. Enter the Description and Bank Account
No. if you want.
6.

Click Save & Close.

Note: Only use the Opening Balance field when transferring all of your
bookkeeping records from a previous system or program into a new
QuickBooks file.

Note: Account numbers can be used in QuickBooks. Go to Edit > Preferences
and choose Accounting on the left side. On the Company Preferences
tab, select Use account numbers.
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SETTING UP & DEPOSITING A BANK LOAN
Most businesses need start-up capital. These may be bank or shareholder loans which require
detailed tracking in QuickBooks. There is a process that can be followed to setup the loan account
and deposit the funds into the company bank account. Shareholder Loans will be covered in a
later chapter.

SETUP A LOAN ACCOUNT
To setup a bank loan account do the following steps:
1. Go to the Chart of Accounts, select Account.
2. Click New.
3. Click Loan.
4. Click Continue.
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5.

Enter the Account Name.

6. Click Save & Close.

Note: A Current Liability is used for loans due within a year. Long Term
Liabilities are for obligations not due within a year.
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DEPOSIT THE LOAN PROCEEDS
The next step in this process is to receive the funds from the bank and to setup a
loan balance in the loan account. To do this:
1. Go to the Home Page and click Record Deposits.
2. Click the Deposit to drop down arrow, choose the Bank Account.
3. Enter the Date of the deposit and a Memo if necessary.
4. Using the From Account drop down arrow, choose the appropriate Loan
account.
5. Enter the Amount of the loan that is being deposited.
6. Click Save & Close. This will make the deposit and create a liability balance
for the principal of the bank loan.
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EDITING AN INCOME ACCOUNT
Whenever you create a sale for products and services in your business, it must be recorded to an
income account. QuickBooks will automatically create an income account when you set up your
company file. You can edit this account and create additional income accounts. To edit an
income account in QuickBooks:
1.

Open the Chart of Accounts and select the Sales Income account.

2.

Click Account, then click Edit Account. (Shortcut key CTRL+E)

3.

Make the changes as required.

4.

Click Save & Close.
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SETTING UP EXPENSE ACCOUNTS
Expense accounts are a common type of account in small business. Expense accounts track your
general and administrative purchases. To create an expense account in QuickBooks:
1.

On the Chart of Accounts, click Account and then New. (CTRL+N)

2.

Select Expense.

3.

Click Continue.

4.

Enter the Account Name.

5.

Choose the Tax Code from the drop down arrow.

6.

Click Save & Close.

Note: Choosing the tax code when setting up the account ensures you add the
sales tax code on the transactions that use this account.
For example, if you go to Staples to purchase office supplies QuickBooks
will know that there are sales taxes applied to the transaction because you
have attached the sales tax to the account setup.
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SETTING UP SUB ACCOUNTS
When you use sub accounts, you can group and subtotal similar accounts in your Chart of
Accounts. This feature is helpful for Balance Sheet and Profit & Loss reports. These reports have
the Collapse/Expand option so you can choose expand to see the detail in the sub accounts or
collapse to only see the parent accounts. To create sub accounts in the QuickBooks Chart of
Accounts:
1. On the Chart of Accounts, click Account and New.
2. Select the account type.
3. Click Continue.
4. Enter the Account Name.
5. Select the Subaccount of checkbox and select the account using the drop
down arrow.
6. Choose the appropriate tax code if necessary.
7. Click Save & Close.

SALES TAX
Most small businesses in Canada are required to collect and remit sales taxes to the CRA or
Minister of Finance. QuickBooks uses the province entered during company file setup to create
the tax items and codes used in your province. In this chapter we will review what has already
been setup. You will learn about:
 Sales Tax Vendors
 Sales Tax Items
 Sales Tax Codes

Managing Sales Tax
QuickBooks manages the sales tax setup and tracking automatically. To view a map of the setup:
1.

Go to the Sales Tax menu and choose Manage Sales Tax.

2.

View the Sales Tax Agencies in the top part of the screen.

3.

Sales Tax Codes are listed on the left side of the screen. Each sales tax code is mapped
to Tax Items on the right.

4.

The Tax Items are divided into Sales Tax Items on the top and Purchase Tax Items on
the bottom. You can see which line of the tax return each Tax Item is linked to.
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Sales Tax Vendors
Tax vendors are the agencies to whom you pay sales tax including the Federal and
Provincial tax agencies. To review the tax agencies:

Go to the Home Page and click the Vendor Centre.
2. Double click to open the Receiver General.
3. Click the Sales Tax Settings tab.
1.
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Note: You can setup your business Reporting Period and Period Ending in this screen.
If you want to track your sales tax collected and purchases in separate accounts,
you can set it up in this vendor window as well.

Sales Tax Items
QuickBooks uses Sales Tax Items to track your sales taxes. These can include items for GST,
HST, PST and others. QuickBooks sets up most of the sales taxes you will need in your business.
To review the QuickBooks tax item setup:
Go to the Home Page, then click Items & Services.
2. Select the sales tax item.
3. Click Item, and then Edit to view or change the item setup. (CTRL+E)
1.
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Note: If the tax rate changes occur, you will edit the % rate in this window to reflect the
changes.

Note: You can see that QuickBooks sets up the Tax Rate, Tax Agency and tells you
which Sales Tax Return Line the item will track to.
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Sales Tax Codes
In addition to setting up sales tax items, QuickBooks also sets up sales tax codes. The sales tax
codes are used on sales forms (invoices, sales receipts) and purchase forms (bills, cheques) when
posting your transactions. The sales tax codes are linked to the sales tax items.
Do the following to review the sales tax codes:
1.
2.
3.
4.

Choose Lists.
Choose Sales Tax Code list.
Select a code for review.
Click Sales Tax Code and then Edit. (CTRL+E)

Note: QuickBooks sets up a list of common sales tax codes for you based on your
province. The sales tax code can be used on sales and purchase transactions. Based
on the transaction type, QuickBooks will track to the correct sales tax item.
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CHAPTER 5 - ADVANCED FEATURES IN
QUICKBOOKS
OBJECTIVES
Estimates and quotes are also important parts of many small businesses. Many small businesses
create estimates or quotes for their customers and then use those same estimates to invoice their
customers. QuickBooks helps you create estimates and then convert those estimates to invoices.
This will help improve your efficiency and accuracy when entering transactions in QuickBooks.
In this chapter you will learn:


Non-Posting Transactions



Overview of Estimating



Entering Estimates



Reporting on Estimates



Closing an Estimate



Entering an Invoice from an Estimate

NON POSTING TRANSACTIONS
There are several types of non-posting transactions in QuickBooks. Estimates are one of those
non-posting transactions.
Each of these transactions, when recorded, does not affect the financial statements of your
company. However, non-posting transactions increase accuracy and save time since you can enter
posting transactions based on the same information later.
For instance, an Estimate can be copied either fully or partially to an Invoice. A Sales order or
Estimate can be used as a starting point to create a Purchase order. The Purchase order can then
be received via bills, credit cards, or cheques.
To find non-posting transactions on most reports you will need to filter the report for the nonposting setting. There are additional reports specifically for non-posting transactions such as open
estimates, open purchase orders, pending sales, and open sales orders.
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TURN ON ESTIMATES IN QUICKBOOKS
You must enable the estimate feature in QuickBooks.
To enable estimates:
1. Go to Edit, then choose Preferences.
2. Click Jobs & Estimates.
3. Click Company Preferences.
4. Under Do you Create Estimates? Choose Yes.
5. Click OK.
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ENTERING ESTIMATES INTO QUICKBOOKS
QuickBooks Help defines an estimate as “a description of work you can do or products
you can provide for customers. QuickBooks refers to this as creating an estimate, but you
can give the form your own title such as bid, grant, or proposal”.
To create an Estimate:
1. From the Home Page, click Estimates. QuickBooks displays the estimate
window.
2. From the Customer:Job window, select the customer or job for whom you
would like to create the estimate.
3. Enter the Date.
4. Select the Items from the Item drop down arrow.
5. Enter the Quantity of each item that will be estimated.
6. Enter a Markup % or fixed amount if necessary.
7. Click Save & Close.
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REPORTING ON ESTIMATES
The preset reports for estimates are found under the jobs, time and mileage menu. The first report
that we will run is estimates by job.
To view this report:
1.

Go to the Reports menu, then choose Jobs, Time & Mileage.

2.

Choose Estimate by Job.

CLOSING ESTIMATES
You are likely to create estimates that are never accepted by the prospective customer. In this
situation you can close an estimate so that it no longer appears in lists and reports. You would
also want to close estimates that you no longer want to have display on reports.
1. To close an estimate, first open the estimate.
2. Click Mark as Inactive.
3. Click Save & Close.
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ESTIMATE TO INVOICE
This is the basic way in which QuickBooks is designed, where the full details on an estimate are
transferred to the invoice. Accuracy is improved since there’s no need to re-type the approved
estimate information into the invoice.
To create an invoice from an estimate:
1. Go to the Home Page, click Create Invoices.
2. Select the customer for the Customer:Job.
3. Since an has estimate been created, QuickBooks prompts you to use the
estimate to create the invoice.
4. The Available Estimates window displays. Select the appropriate invoice.
5. Click OK.
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The estimate now converts directly to an invoice. You now have a posting transaction in your
QuickBooks file.
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CHAPTER 6 - TROUBLESHOOTING & PERIOD
END TASKS IN QUICKBOOKS
OBJECTIVES
There are some bookkeeping tasks that are only done periodically. These include quarterly tasks
like filing your sales taxes. Also, once a year you will need to send the books to the accountant
for tax filing. When the tax return is completed, you will receive adjusting journal entries that
need to be posted. In this chapter you will learn:


Filing Sales Taxes



Year End in QuickBooks



Making Year End Adjustments from your accountant

FILING GST/HST
At the end of a filing period you must file your GST/HST with the Canada Revenue Agency.
To file the GST/HST:
1. From the Sales Tax Menu, select Manage Sales Tax.
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2. Select the Receiver General and view the Summary Report.
3. After reviewing the tax report, click File Tax Return.
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4.

Click File Return

5. Choose to print your Tax Return
6. Select your option for Payment. You can Pay Now or Pay Later.
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QUICKBOOKS AT YEAR-END
Accounting principles state that at the end of each fiscal year you must enter an adjusting entry to
transfer net income or loss into retained earnings. This is commonly known as a year- end closing
entry. In QuickBooks this entry is made for you automatically.
At the end of your company’s fiscal year, QuickBooks automatically transfer any net income into
Retained Earnings. You can see the entry that QuickBooks makes below.

You can see the change to the Retained Earnings account in the New Year on the Balance Sheet
report.
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JOURNAL ENTRIES AT YEAR-END
After you have closed your year end, your accountant will make adjustments to your year-end
company file. The accountant may make those adjustments themselves or they may ask you to
complete them. If your accountant provides you with a list of entries, do the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Go to the Company menu.
Choose Make General Journal Entries.
Enter the Date as the last day of the previous fiscal period.
Choose the Debit account, then enter the amount in the debit column.
Enter the accountant’s Memo.
Choose the Credit account.
Enter a Memo.
Click Save & Close.
Repeat this process for each journal entry.
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REVIEWING TRANSACTIONS
It is important to review your work in QuickBooks on a regular basis. You can search,
review and edit transactions as needed. To review your transactions for a month you
can create a report. To create a report for your monthly transactions, do the
following:
1. Go to the Reports menu, then choose Accountant & Taxes.
2. Choose Transaction Detail by Account.
3. Choose the correct dates in the Dates drop down arrow.
4. Use this report to review transactions in your QuickBooks accounts. You
can double-click to zoom in and view any transaction on the report.
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SEARCH FOR TRANSACTIONS
QuickBooks has a powerful search feature which will check every field in a transaction for the
information you are looking for.
1.

Go to Edit > Search or press F3.

2.

Before searching click Update search information.

3.

Enter a search string in the search field. Click the Search icon or Enter.

4.

If looking for amounts, use the Amount filters on the left to enter the search string.

5.

You can also filter by Date Range.

6.

Click on any result to go to that transaction.
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EDITING TRANSACTIONS
QuickBooks is a flexible accounting program that lets you make changes to
transactions if required. To make a change to a transaction, do the following:
1. Open the transaction.
2. Edit the transaction as needed. When you save the transaction
QuickBooks will confirm that you are changing the transaction.
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VOIDING & DELETING TRANSACTIONS
You may be required to void or delete transactions for a variety of reasons. To void a transaction
do the following:
1. Open the transaction.
2. Click the Delete button, then click Void. QuickBooks voids the amounts
on the transaction, but keeps the transaction in the QuickBooks history.
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You may be required to delete transactions for a variety of reasons. To delete a transaction do the
following:
1. Open the transaction.
2. Click the Delete button, then click Delete. QuickBooks deletes the
transaction and does not keep the transaction in the QuickBooks history.

133

chapter 6 - troubleshooting & period end Tasks in QuickBooks

REPORTS IN QUICKBOOKS
Every company and industry has unique needs when it comes to their accounting software. In this
workbook we review the core accounting functions and transactions used in most small
businesses to maintain their accounting on a day to day basis. An important part of accounting is
the creation of financial reports. QuickBooks has a powerful reporting tool that creates reports of
all types. These reports and tools help you find the information you need to make good business
decisions.
In this chapter you will learn about the following reports and tools, designed to help you easily
find information about your business:


Profit and Loss (Income Statement) report



Balance Sheet report



Sales by Customer report



Sales by Item report

 Company Snapshot
QuickBooks is equipped with more than 100 preset reports and endless customization options.
QuickBooks builds the reports for you based on your day to day accounting entries. QuickBooks
gives you instant access to the valuable information you need to make good business decisions.
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PROFIT & LOSS (INCOME STATEMENT)
The Profit & Loss report is the best measure of profitability for your small business. It records all
income generated by sales of products and services, and tracks all expenses incurred by your
business including vendor purchases, payroll and overhead expenses. To create a Profit and Loss
report:
1.

Go to the Reports Menu, choose Company & Financial.

2.

Choose Profit and Loss Standard.

With a few simple clicks, you can customize this report to provide different views or even
provide more detailed information about your Profit & Loss.
You can collapse this report, which lets you display and print this report on fewer pages. To
collapse this report:
3. On the Profit & Loss Report, click Collapse.
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4. This rolls the details of each sub account into the header account and
displays a more concise view of the Profit & Loss Report.
5. The Collapse button toggles to Expand so you can see the sub accounts
again.

You can use the Profit & Loss report to compare different periods of time such as quarters,
months or years. To provide this kind of detail on the Profit & Loss report:
1. With the Profit & Loss report displayed, click the Dates drop down arrow,
then click This Fiscal Year to expand the date range of the report.
2. Click the Columns drop down arrow, and then click Quarter. QuickBooks
displays the Profit & Loss report by quarter.
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Note: Change the Column to Month to show the P&L for every month in the
year.
Change the Dates to All, and the Column to Year to show the P&L for
every year in your QuickBooks file.

137

chapter 6 - troubleshooting & period end Tasks in QuickBooks

BALANCE SHEET
This report displays your assets, liabilities and equity in your business. This report is commonly
used for reporting purposes to your bank, shareholders and others. To create this report:
1. Go to the Reports Menu, choose Company & Financial.
2. Choose Balance Sheet Standard.
3. Change the As of date as required.
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SALES BY CUSTOMER SUMMARY
The Sales by Customer Summary report can help you determine who your top customers are.
To display this report:
1. Choose the Reports menu, then choose Sales.
2. Choose Sales by Customer Summary.
3. Sort by Total.
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SALES BY ITEM SUMMARY
The Sales by Item Summary report displays the total sales by the products and services you sell.
It displays the % of sales broken down by product or service. To display this report:
1. Choose the Reports menu, choose Sales.
2. Choose Sales by Item Summary.

Note: QuickBooks Premier is a powerful reporting tool that provides over 100 standard reports
that help you measure your business performance. These reports can be modified to
provide additional insight into specific parts of your business.
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COMPANY SNAPSHOT
Small businesses need quick access to information about their business including sales,
receivables, expenses and much more. QuickBooks gives you access to this information using
one easy to use tool called the Company Snapshot. To view the Company Snapshot:
1. Choose the Company menu.
2. Choose Company Snapshot.

The Company Snapshot can be customized to suit your requirements.








Select one of three tabs to view different reports.
Drag and drop a report by its Title Bar to rearrange your view.
Click on the X to remove the report.
Click Add Content to add reports to the screen.
Double-click on a report line or graph to drill down to the detail report or transaction.
Use the drop-down arrows to print the entire screen or individual reports.
Use the drop-down arrow to save the report as an image. This image can be used in
PowerPoint presentations.
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OPEN INVOICE REPORT
You can view all of your customer’s open invoices in one report. To view this report, do the
following:
1. Go to the Reports menu, choose Customers & Receivables.
2. Choose Open Invoices.

THE A/R AGING SUMMARY REPORT
The A/R Aging Summary report displays the receivables from your customers.
To create an A/R Aging Summary Report:
1. Go to Reports, choose Customers & Receivables.
2. Choose A/R Aging Summary.
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PROFIT & LOSS REPORT
To find out information about the profitability of your business you can view the Profit & Loss
Report. To view the Profit & Loss report:
1. Go to Reports, then choose Company & Financial.
2. Choose Profit & Loss Standard.
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PROFIT & LOSS BY CLASS REPORT
To find out information about the profitability of your business by class you can view the Profit
& Loss by Class Report.
1. Go to Reports, then choose Company & Financial.
2. Choose Profit & Loss by Class.
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EXPENSES BY VENDOR DETAIL REPORT
It is important for every business to keep track of your business expenses. There are several
reports designed to help you with this important task. To view the report, do the following:
1. Go to Reports, then choose Company & Financial.
2. Choose Expenses by Vendor Detail.
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SALES BY CUSTOMER DETAIL
QuickBooks lets you review each customer’s sales using the Sales by Customer Detail report. To
view this report:
1. Go to Reports, then choose Sales.
2. Choose Sales by Customer Detail.
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CUSTOMIZING REPORTS
You can customize any report when you click Customize Report. There are many different
customization options. To simplify the information on any detail report you can do the
following:
1. Click Customize Report.
2. Click Display. The display tab lets you add or remove columns from the report and
choose the date range of the reporting period.
3. Choose from the available columns.
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4. Click Filters. You can choose which information to filter out of the report. Choose one or
more of the many filters available to you.
5. Click OK. QuickBooks filters the report based on your filter choices.
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6. Click the Header/Footer tab.
7. You can change the report title and add an extra footer to the report.
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8. Go to File > Printer Setup to set printer settings for the report.
9. Select Report for the form name.
10. Choose the options you want.
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MEMORIZING REPORTS
After you customize a report, you are likely to want to access this report at a later date. To do this
you can memorize the report. Memorizing the report maintains the modifications, filters and other
changes that you have done and allows you to name the report.
Suppose you want to memorize a Profit and Loss by Month report:
1.

Run the Profit and Loss report and customize the columns by month.

2.

Click the Memorize button on the top of the report.

3.

Enter the Name of the memorized report.

4.

Click OK.
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TO VIEW A MEMORIZED REPORT:
1. Go to the Reports Centre, select Memorized Reports. The memorized report
list displays.
2. Click the report you would like to view. The memorized report will display.
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EXPORT REPORTS TO EXCEL
All QuickBooks reports can be exported to Microsoft Excel.
1. Run the report you want to export to Excel.
2. Click the Excel button.
3. Specify if it is a new Excel Workbook or an existing Excel workbook.
4. Click Export. Excel will automatically open and the report data will be
exported and will maintain the same formulas and features as the
QuickBooks Report.
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QuickBooks sends the report to Excel and displays the report using the same formatting and
formulas from QuickBooks.
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CLOSING DATE
Once the Financial Statements have been given to the owner, it is a good idea to set the closing
date. This will prevent users from editing transactions in a period that has been reviewed,
reconciled and reported on and lets you do a month end “close”. To set the Closing Date:
1. Go to the Edit > Preferences menu.
2. Click Accounting, then click Company Preferences.
3. Click Set Date/Password.
4. Set the Closing Date.
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QUICKBOOKS BACKUP
Backing up your data is very important. You can save backup copies of your QuickBooks files to
protect them against accidental data loss. If you lose data for any reason, you can restore the data
from your backup copy. You can backup to an external hard drive, a USB drive, a disk or to the
cloud. It’s always good to have an off-site back up location – either on the cloud or USB storage.
Backup your data daily!

CONFIGURING YOUR BACKUP
To make a backup in QuickBooks:
1. Choose the File menu, then choose Create Backup.
2. Choose Local Backup, then click Next.
3. Choose Local backup. Click Next. The Backup Options window appears.
4. Select the appropriate backup options. Click Browse and choose the
location of your backup.
5. Click OK, and then click Finish. QuickBooks backs up your data to your
specified location.
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SHORTCUTS
If you prefer using keyboard shortcuts, rather than using your mouse to get around QuickBooks,
there are many shortcuts that will help you be more efficient when using QuickBooks.
The menus available from the menu bar also display the shortcut keys to various screens.
Some common shortcuts include the following:
CTRL + A displays the Chart of Accounts
CTRL + J displays the Customer Centre window
CTRL + I displays the Create Invoices window
ESC closes windows open in QuickBooks

Note: Please see the last page of this workbook to find a list of QuickBooks shortcuts.
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DOCUMENT CENTRE
QuickBooks allows you to keep documents related to your company, vendors, customers and
employees in the Document Centre so they are easily accessible. You can scan documents into
QuickBooks or copy them from your hard drive. Now your source documentation is in one place.
The documents can be attached to a customer, vendor, employee, and most forms so related items
are kept together. Documents can also be emailed together with the form.

Add a Document to the Document Centre
To add a document to the QuickBooks Document Centre:
1. From the menu go to Company > Documents > Doc Centre.
2. Select Add.
3. Browse your computer to find the document you’d like to add.
4. Select the document and click Open.
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Attach a Document
You may want to store a customer contract in QuickBooks and attach it to the invoice. To attach
any document to a form, do the following:
1. Open the form you want to attach a document to.
2. Click on the Attach File icon.
3. Locate the file to be attached. It may already be in the Doc Centre, or you may need to
browse your computer files for it. You can also attach from your scanner. Multiple files
can be attached.
4. Use the checkbox on the left to select all the files to attach.
5. Click Done.

6. The Attach File icon now shows how many files are attached.
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MANAGING LISTS
In order to keep your lists organized and uncluttered, QuickBooks provides tools to maintain the
lists. They include:


Deleting List Entries



Making List Entries Inactive



Resorting



Merging
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Deleting List Entries
If you find that duplicate accounts or customers appear on your lists you can manage those list
items in two different ways. The first way is to determine if the item can be deleted. If the list
entry has no transactions, balance or history then it can be deleted. To delete a list entry:
1. Select the List Item in question. In the example below we use the Chart of
Accounts.
2. Press CTRL + D or select the Account button and select Delete Account.
The following message will appear.
3. Click OK to delete the account. The same option to delete list items will
appear in each list, but they can only be deleted if they meet the criteria
listed above.
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Making List Entries Inactive
When you cannot delete list entries because there is a transaction history associated with the item,
then you can make the list entry inactive. Making a list entry inactive removes it from the list
display but the entry is there and the transaction history is maintained. To make a list entry
inactive:
1. From the list, select the entry you would like to Make Inactive. Ensure that
it is highlighted.
2. Choose Account, then choose Make Account Inactive.
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Making List Entries Active
To make a list entry active again do the following:
1. From the list you are working on, select Include Inactive. The Chart of
Accounts displays all of the list entries, both Active and Inactive. The
inactive items are displayed with an X in the left hand column of the list.
This identifies them as inactive.
2. Select the X by clicking on the symbol and the list item is now active
again.

3. After completing the process clear the Include Inactive checkbox and the
list displays the active accounts.
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Resorting Lists
The Chart of Accounts, Customer: Job list and Item List can be resorted. You can reorder
these lists from the list itself without having to edit each individual account. To resort the lists:
1. From the list you are working on you can select the Diamond shape to the
left of the list item. This will display a four directional arrow.
2. Drag and drop this arrow to your selected destination.

166

chapter 7 - saving time in quickbooks

Merging List Items
As a list becomes larger, it may happen that the same account, customer, vendor or item is
inadvertently set up twice. With QuickBooks you can combine or merge duplicate names, along
with all accompanying transactions, into one. To merge list items:
1. From the Lists menu, select the appropriate list.
2. Select the item that want to remove from the list by merging.
3. Select the shortcut CTRL + E to edit the item.
4. Edit the name of the account to the name of the account that you are
going to merge into.
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5. Click Save & Close. The following message displays.

6. Click Yes. This will complete the merge function in QuickBooks. The
history of the two items will be merged into one account.

Note: Merging cannot be undone. It’s a good idea to backup your QuickBooks file
before proceeding with the merge.
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NSF Cheques
Occasionally a cheque will be returned from the bank as Non-Sufficient Funds. By this time the
cheque has been received into QuickBooks and deposited to the bank. It is very easy to deal with
this so all the accounting is correct.
1. Open the payment that has been returned NSF.
2. Click the Record Bounced Cheque icon.
3. Enter the bank fee, date and expense account.
4. Enter the NSF fee you will charge your customer.

5. QuickBooks creates a General Journal entry to reverse the payment to the bank. This
puts the invoice amount back into accounts receivable and the original invoice is no
longer marked as paid.
6. QuickBooks also creates a new invoice to charge the customer the NSF fee.
7. The customer now has 2 outstanding invoices: the original invoice and a new invoice for
the NSF fee.
8. The Payment is marked as Bounced Cheque.
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Recording Payments on Loans
In a preceding chapter we created a loan. When making loan payments we can’t use the Transfer
Funds window. There is added complexity because you need to record a principal payment and
an interest payment on the same transaction.
To record a loan payment:
1. From the Home Page, click Write Cheques.
2. Enter the Vendor in Pay to the Order of.
3. Enter the Date of the payment.
4. On the Expenses tab, select the Bank Loan account from the list of
accounts on the first line.
5. Enter the amount of the principal in the Amount column. This reflects the
amount that the principal will decrease after this payment is made.
6. On the second line, enter the amount of the interest in the Amount
column. This amount reflects the amount of the interest paid on this
payment. This might change depending on the terms of the loan, so you
may need to edit this amount on each subsequent payment.
7. Click Save & Close.
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Since this is a regular payment, you may want to memorize this transaction for quicker entry.
To memorize this transaction:
1. With the Write Cheques window displayed, select CTRL + M. The Memorize
Transaction window displays.
2. Enter the Name of the transaction.
3. If your interest changes regularly, we recommend selecting the first
option Remind Me. By selecting that option you can change the interest
amount on each cheque before recording it. If you choose Automatically
Enter, then you will have to edit the transaction each month.
4. Enter How Often QuickBooks is to remind you of this transaction.
5. Enter the Next Date.
6. Click OK.
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