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Introduction

Introduction to the guide

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

This guide is designed to teach the students how to use many of the features available in
QuickBooks Financial Software for Windows. The main focus of this guide is on how to use
the features in QuickBooks Pro, but it also contains exercises for features available only in
QuickBooks Premier and higher editions. This guide does not cover how to use the features in
QuickBooks Online Edition, QuickBooks Simple Start, or QuickBooks Pro for Mac.

While this guide does not specifically address how to use QuickBooks Enterprise Solutions,
many of the procedures described in the guide will work with Enterprise Solutions editions. If
you restore the exercise file using a QuickBooks Enterprise Solutions Version 9 product,
QuickBooks walks you through the file update process that is necessary for Enterprise
Solutions to be able to read the file.

Most of the step-by-step instructions and screen captures in this guide were created with
QuickBooks Pro and QuickBooks Premier 2011. Your screens may differ, and some
instructions may vary slightly, if you are using a different edition.

Objectives

After completing the QuickBooks Learning Guide, you should be able to:

m  Create a new QuickBooks company.

m  Modify the preset chart of accounts to suit your needs.

m  Add information to company lists, or edit information in company lists.
®  Open and use registers for any QuickBooks balance sheet accounts.

m  Reconcile a QuickBooks checking account.

m  Track credit card transactions.

® Invoice customers.
m Create sales orders.
m  Generate customer statements.

m  Receive payments from customers and make bank deposits.

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

m  Enter bills into QuickBooks accounts payable.

m  Pay bills.

m  Create and customize QuickBooks reports and graphs.

m  Save reports and forms as Portable Document Format (PDF) files.
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m  Export QuickBooks reports to Microsoft® Excel.
®  Set up inventory and build finished goods.

m  Convert units of measure.

m  Track and pay sales tax.

m  Understand QuickBooks payroll features.
m  Create estimates and do progress invoicing.
m  Track time and mileage.

m  Pay nonemployees for time worked.

m  Customize QuickBooks sales forms.

m  Write letters in Microsoft® Word using QuickBooks data.

Toggling between QuickBooks editions

We’ve provided you with this edition of the software because QuickBooks: Premier
Accountant Edition 2011 gives you the ability to toggle among different QuickBooks
editions. QuickBooks Premier Accountant edition allows you to switch to each of the
QuickBooks Premier industry-specific editions—as well as to QuickBooks Pro and
QuickBooks Easy Start. This may be useful to teach students about features available to
support different industries, such as construction, non-profit, or retail.

Toggling between QuickBooks editions offers the following benefits:

m |f you are teaching a class for a specific audience (such as non-profits or contractors),
you can toggle to that edition and use the appropriate edition for the students.

m  When working with students or clients, toggling can help you evaluate which edition is
right for them.

You can toggle to any of the QuickBooks: Premier 2011 industry-specific editions as well
as QuickBooks: Pro and QuickBooks: Easy Start. You don’t need to be logged in as
Administrator, nor does QuickBooks need to be in single-user mode.

Note: QuickBooks does not support integrated applications while in toggle mode.
Close any applications that share data with QuickBooks before toggling.

To switch to a different edition:

1 From the File menu, choose Toggle to Another Edition.

2 When prompted, choose the edition of QuickBooks you want to use. Then click Next.
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Select QuickBooks Industry-Specific Edition

-

Select the QuickBooks Edition you want to use.

infuit

4 :Premier Edition (General Business)é

Premier Accountant Edition - Currently open

() Premier Contractor Edition

() Premier Manufacturing & Wholesale Edition
" Premier Nonprofit Edition

(1 Premier Professional Services Edition

() Premier Retail Edition

QuickBooks ") QuickBooks Pro

() QuickBooks EasyStart

Select QuickBooks Industry-Specific Edition

it You have selected: Retail Edition

Important: To toggle back to Accountant Edition or to toggle to
any other edition, go to the File menu and dick Toggle to Another
Edition,

Click Toggle to close QuickBooks and reopen as the
edition you selected.

QuickBooks

< Back |

| Cancel |

The Select QuickBooks Industry window displays the Edition that was chosen.
Click Toggle to close QuickBooks and reopen as the edition you selected.

Read any messages and click OK.

QuickBooks will notify you if there are changes in feature availability in a different
edition. QuickBooks now closes and reopens as the edition you selected. Once reopened,
the application title bar shows that you are running QuickBooks Accountant Edition
configured as the current open edition, for example: “QuickBooks Premier: Professional
Services 2011 (via Accountant Edition).”

When you are done, go to the File menu and choose Toggle to Another Edition to return
to QuickBooks Premier Accountant Edition.
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Integrating QuickBooks with other products

The following are required if you plan to use the integration features available in QuickBooks.

®  Microsoft® Word 2000, 2002, 2003, or 2007 if you plan to use the QuickBooks Letters
and Envelopes feature.

®  Microsoft® Excel 2000, 2002, 2003, or 2007 if you plan to use the features in
QuickBooks that integrate with Microsoft Excel.

®  Microsoft® Outlook 2000, 2002, 2003, or 2007 if you want to synchronize with
contact management software. Contact synchronization with Outlook requires

QuickBooks Contact Sync 2.0 for Outlook (can be downloaded for free from
http://support.quickbooks.intuit.com/support/tools/contact_sync/).

About the exercise file

An exercise file is included with this training guide. Download, save then restore the
QBlesson "QuickBooks 2011 Data Files" from the Student Resources site
http://www.intuit.ca/education/teacher-student-resources.jsp.

We recommend that you make a copy of the exercise file and store it in a safe place in case
the original becomes damaged.

Using the exercise file in each lesson

For each lesson in this guide, except for lessons 1 and 2, you’ll restore a copy of the exercise
file QuickBooks 2011 in the Classroom data file for lessons.QBB, and use that file to
complete the lesson. The QuickBooks 2011 in the Classroom data file for lessons.QBB file
you copy into the QBtrain directory on your hard disk is a QuickBooks backup copy.

This means that at the start of each lesson, you’ll be restoring a new QuickBooks 2011 in the
Classroom data file for lessons.QBB file.
Instructions on how to restore the file are given at the beginning of each lesson.

Copy and restore the exercise file

To download the exercise file on your hard disk:

1 Go to the web site; http://www.intuit.ca/education/teacher-student-resources.jsp

2 Click QuickBooks 2011 Data Files under QuickBooks 2011 Help

3 Click Save and go to the drop down menu > Documents {My Documents} > Create new
folder under the name "QBtrain” > then press Save

Your exercise file is now installed in the QBtrain folder on your hard drive.
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Exercise transaction dates

The exercise file for use with this training guide was created in QuickBooks Pro and
QuickBooks Premier 2011 with the date set to 12/31/2011. When you open the exercise file in
QuickBooks, QuickBooks automatically sets the sample data file date to 12/31/2011. When
you close the exercise file, use your own QuickBooks company file, or exit QuickBooks, your
system and QuickBooks dates will return to the current date.

QuickStart Tips

Many of the lessons in the QuickBooks Learning Guide include sections called QuickStart
Tips. QuickStart Tips provide information that you may find helpful when you finish this self-
study course and are ready to set up your own company data file in QuickBooks.

Teaching methodology and methods

This course is divided into 15 lessons and combines lectures with hands-on student
participation. We encourage you to pick and choose lessons to fit the needs of your students,
or to fit your own teaching objectives.

Each lesson begins with a list of student objectives, supporting materials available, and
instructor preparation. Appendix A includes a brief demonstration of QuickBooks to be
presented by the instructor. The demo introduces students to QuickBooks and provides them
with a road map of what they will learn in the course.

Some lessons in this course include one or more handouts. We encourage you to use the
handouts provided with a lesson; they summarize or illustrate the main points of your lecture,
and are helpful for students to refer to later. If you choose not to distribute a copy of each
handout to all your students, you can display the handouts on an overhead projector as you
explain the basic concepts.

A copy of each handout is included in Appendix B of this guide. In addition, we’ve made the
handouts available for download in Portable Document Format (PDF) from the Instructor’s
Resource Center web site, which allows you to print the handouts as desired.

QuickBooks contains a number of interactive video tutorials that you may want to use to
introduce or expand upon the content provided in the exercises. You access the video tutorials
by choosing Learning Center Tutorials from the QuickBooks Help menu. To help you with
your lesson plans, the running time for each video is listed next to the video title. The titles for
videos related to each lesson are included at the beginning of each lesson.

Note: If you have several students playing the videos on multiple computers
simultaneously, you can have them mute the sound on their computers and use
the audio transcript option available with each tutorial. This option allows them
to read the transcript for the video on screen.
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To maximize hands-on practice with QuickBooks, a computer lab with one computer per
student is ideal. If this is unavailable, you can teach the course with up to three students
sharing a computer. However, sharing computers lengthens the course and reduces the
effectiveness of student learning.

Each lesson contains special notes that help you present the material. These notes are printed
in italics and appear at key places in the lessons.

On the Instructor’s Resource Center web site, you’ll find Microsoft® PowerPoint
presentations available for your use in the classroom lecture.

Instructor preparation

If you are new to the latest version of QuickBooks and want to see a list of new features, go to
the QuickBooks Learning Center (from the Help menu, choose Learning Center Tutorials),
then click the “What’s New” tab. Another way to get information about what’s new in this
version is to visit www.quickbooks.com, which describes the new features in each edition.

To gain a quick overview of what will be presented in the course, you may want to run
through the QuickBooks demonstration in Appendix A.

An important supplement to this instructor’s manual is the QuickBooks Setup and Quick
Reference Guide, which provides information about technical requirements, installation, an
introduction to many key features, as well as information about new features. We suggest you
have a guide available for reference during the course.

Student prerequisites

No knowledge of finances or accounting is needed to use QuickBooks. Students should,
however, have a basic knowledge of the computer operating system and know how to move
files around, create folders or directories, copy files to and from disks, and run applications.
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LESSON 1

Lesson objectives

m  To gain an overview of the course and the topics to be covered
m  To know how QuickBooks works and how you can get around in QuickBooks
®  To learn common business terms used by QuickBooks

B To see how to exit QuickBooks

Supporting materials

m  PowerPoint file: Lesson 1

®  Video tutorial: Getting around in QuickBooks

®  Video tutorial: What QuickBooks can do for you
®  Video tutorial: Introducing the Customer Centre

®  Video tutorial: Introducing the Vendor Centre

Instructor preparation
m  Make sure you’ve read the sections called “Teaching methodology and methods” and
“Instructor preparation” in the introduction to this guide.
m  Install QuickBooks on your computer’s hard disk.

®  Download and save then restore the QBlesson "QuickBooks 2010 Data Files" from the
Student Resources site http://www.intuit.ca/education/teacher-student-resources.jsp.

(See “Installing the exercise file” on page 6.)

B Run through the content in the instructor demonstration available in Appendix A to
make sure you’re familiar with the material.

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-
for-lessons.QBB on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See
“Installing the exercise file” in the introduction to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
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To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.qbb):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open or Restore Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your c:\QBtrain directory.

a A W N

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.qbb file, and then
click Open.

»

In the Open or Restore Company window, click Next.
7 Navigate to your C:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type lesson1 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

10 If the Set Up an External Accountant User window appears, click the “Do not show this
again” checkbox, and then click OK.

Course introduction

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

Depending on the size of your class, you may want to spend a little time inquiring about your
students’ backgrounds—whether they own a business or are the bookkeeper for a small
business, for example, or whether any of them have experience with accounting. This
information can help you gear the course towards your students’ particular needs.

Introducing QuickBooks

Before you begin your demonstration of QuickBooks (see Appendix A), students may find it
helpful to hear an introduction to the basic features in QuickBooks.

Although most small business owners are worried about revenue, running a business involves
a lot of other tasks. Depending on the type of business, you need to invoice customers, record
payments from customers, pay your own bills to outside vendors, manage inventory, and
analyze your financial data to see where you need to focus your next efforts. QuickBooks is a
tool you can use to automate the tasks you’re already performing as a business owner or to set
up a new business.
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Tell your students that they will see a demonstration of how QuickBooks works in a few
minutes so they can get an overall view of the program. But first, here’s an overview of some
of the basic features they’ll be seeing in the demo.

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

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

<) Enter Bills E=0E5R )
& Previous 5 Mext | £y Find By History
@ Bil Credit V| Bill Received
(7= P8 The Phone Co. v Date 12/22/2010 [E]
The Phone Co Ref. No.

Address | 4324 West Georgia St.

Vancouver, BC
V3P 3M3

Amount Due  164.87

Bil Due

Terms -

Memo

Expenses $157.02 | Items $0.00
Account Tax Amount Memo Customer:Job  Billable?
Utilities:Phone G 157.02 o
Vendor Tax Code - GST (ITC) 5.0% 7.85
0.00
Clear Splits Recalculate | Save & Close | [ Save & New ] | Revert |

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

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

You may want to point out that in the Enter Bills window above, the information in the
Vendor, Terms, Account, and Customer:Job fields is pulled from lists.

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

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

Here’s an example of the Customers & Jobs list in the Customer Centre.

@ Custorner Centre: Allin, Hilda r=xoR| x|
<% MNew Customer & Job ~ New Transactions » ;’3 Print ﬂ Excel » "5 Word
Customers & Jobs Transactions
View | Active Customers hd \—/l‘-
Find ||
Name Balance Total Job Status Estimate Total
+Allin, Hida 0.00 54,853.05]

+600 50 Ft Addition
+Bentley, Karen

+Roof and Attic
«Card, Brad

+Theatre Room
<+Greene, Jeremy

+Kitchen Renovation
+MNielsen, Clinton

+5tudy Addition
+Rajyaguru, Kamlesh

+Uchman, Roy
<+ 2nd Story

+Hangar

+Tea and Crumpets Room

+Receiver General - Receivable

0.00 Pending
0.00
0.00 In progress
0.00
0.00 In progress
8,762.00
8,762.00 Awarded
0.00
0.00
10,104.00
10, 104.00
0.00
3,396.93
1,050.00
2,346.93

54,853.05
0.00
0.00

21,735.00

21,735.00

42,462.00

42,452.00
0.00
0.00

55,104.00

55,104.00
0.00

67,733.50
0.00

67,793.50

QuickBooks lets you complete a variety of activities from lists, using the menu buttons

located at the top of each list. For example, to fill out an invoice for a customer, first select the

customer from the Customers & Jobs list, and then choose Invoices from the New

Transactions menu button.

Using registers

In addition to forms and lists, you’ll also work with registers in QuickBooks. Just as you use
your paper cheque book register to see a record of all the transactions in your chequing
account—cheques you’ve written, other withdrawals you’ve made from your account, and
deposits—a QuickBooks register contains a record of all the activity in one account. Almost
every QuickBooks account has its own register.
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You may want to explain to students that Accounts Receivable is the record of money owed
to a business, that is, the outstanding invoices for which a business has not received payment.

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

& Accounts Receivable \El@
% Goto.. | &5 Print... ‘ 4 Edit Transaction QuickReport
Date Mumber Customer Item Qty Rate Amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2010 Rajyaguru, Kamlesh:Tea ar 45,000,00
PMT
12/15/2010 11 Rajyaguru, Kamlesh:Tea ar 55,104.00
N 12/15/2010
12/15/2010 12 Uchman, Roy:Hangar 30,509.33
NV 12/15/2010
12/31/2010 14 Greene, Jeremy:Kitchen Re 6,300.00
NV 12/31/2010 -
i e T Ending balance 22,262.93
Sortby | Date, Type, Number/... | Restore

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

Getting around in QuickBooks

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

®  Find information to help you get started using QuickBooks
m  Manage your open windows

m  Compare windows side by side

m  Customize navigation features

m  Use Customer, Vendor, and Employee Centres

Finding information to help you get started

If you’re new to QuickBooks, the QuickBooks Learning Centre window displays when you
open a company file. This window guides you through the steps you need to complete after
you’ve set up your company file. To display the QuickBooks Learning Centre window,
choose QuickBooks Learning Centre from the Help menu.

If you’re upgrading from a previous version, QuickBooks displays the What’s New window.
This window contains information about new features and explains how to find what you
need to start working with the latest version.
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Managing your open windows

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

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

b

Open Windows

Employee Centre: Caral ...
Customer Centre: Allin, H...
Enter Bills

Home

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

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

For comparison purposes, you may wish to display more than one window at a time. You can
easily switch between viewing one window at a time and viewing multiple windows. When
you choose Multiple Windows from the View menu, QuickBooks tiles the windows in the
main area. You can then move and resize the windows as needed.

To view multiple windows:

m  From the View menu, choose Multiple Windows.

Using the menu bar

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

File Edit View Lists Accountant Company Sales Tax Customers Vendors Employees Banking Reports  Online Services  Window  Help

Many commands available on the menu bar can be added to the icon bar.
Using the icon bar

2 & & @ =] 3 & £ &

d : [ i - =
Hnme‘ Company Snapshot Customer Centre  Vendor Centre Emplnyee(entre” Help  Reminders Search Feedha(k| Services Payroll

Another feature that makes it easy to get around in QuickBooks is the icon bar.

In addition to deciding which features to add to the icon bar, you can add or remove icons,
change the order in which the icons display, insert spaces between icons, and edit icons by
changing the icon text, graphic, or tooltip.
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For instructions on how to customize the icon bar, search the onscreen Help for icon bar, and
then choose “Using the Icon Bar” from the list of topics that displays.

Note: The icon bar also gives you easy access to QuickBooks Centres.

’3‘@ & (= E

Home Customer Centre  Vendor Centre  Employee Centre | Report Centre

QuickBooks Centres — one each for Customers, Vendors, Employees, and Reports give you
quick access to common tasks. Each Centre gathers in a single place all of the relevant
transactions as well as other information, such as names and addresses of customers, vendors,
or employees.

m  The Customer Centre gives you access to all of your customers and jobs, contact and
billing information for each customer, and customer transactions. Here you can quickly
find and print customer contact information, what your customers bought in the past,
what invoices they've paid, the balance they owe, notes you want to keep about a
customer, and more. You can also quickly access transactions for all your customers in
one place, such as sales receipts, received payments, and statement charges.

W Custormer Cerres Allin, Hifids (A0l Transactions)

35 Mew Customer B 3ok » 1] Hew Transactions = = Print= *] Excels ™2 Worgd~

Lustomers & Jobs | Transactons Customer Information EdtCustomer... | Regurts lur Uis Custormer
View |Active Customers = | s Al Hikda Hida Alin - CuikRecert

o EI Referral 604 3366711

Name Balance ... kb latis  Estmate Totsl B A, Hida 504 3356715

i, ikl 0.00 54,857.05) 57 Rever Avrrue

Heews Westminstes , BC
5Q Ft AddiSon 0.00 Persdrg T{\_'Tx e
Karen 000

Duse on recent

=Roof and Attic 0.00 In progress

~Card, Brad 0.0 |
+Theatre Hoom 000 In progress
stirere, Jeremy 8, 7200 show |AlTraesa... » | FiterBy Al w| Date [NewtFoolvew o« 01OL2030 - 1273102000
+Kitchen Rencvaton U, 76200 Awarded Tyoe Mo Date ™ aczount Amount
“Naisen, Cinton 0.00 Sty Orider 1 121072010 “Sales Orders
«5tudy Addton 0.00 0.00 § | Pament * 01572010 Urndepceited Funds.
sRajyagury, Kamiesh 10, 104,00 55, 204.00 | | Tvoice: 3 O Accounts Recenvable
sTea and Crumpets Room 30, 104,00 55,204.00 | | anvesce a hocounts Recervable
Rpcrner Coneral - Recei... 000 0.0 | | Pament 2z Undepoaited funds
#Lichman, Roy 3,796.93 &7,798.50 | | paymmant 124 Undepesited Funds
#2nd Srery 1,050,00 0.0 | | iowonce 1 Aocounts Receivable
wHangar 2,346.93 &7,798.50 | | Estmate 1 Letmates

m  The Vendor Centre gives you quick access to all of your vendors, their contact and
billing information, and vendor transactions. The Vendor Centre displays information
about all of your vendors and their transactions in a single place. Here you can add a
new vendor, add a transaction to an existing vendor, or print the vendor list or
transaction list. You can also edit a vendor's information or edit a note for the vendor.
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[ Vendor Centre: Andre's Mechanical (All Transactions) r=nEcm(F=<=|

B New Vendor... New Transactions= (& Print> ™ Excel> T Word~

Vendors Transactions Vendor Information EditVendor... | Reports for this vendor

View [ Actve Vendors - = me Andre's Mechanical act Andre Prefontaine OuickReport
e 604 999-2998
Fril Open Balance
" Andre's Mechanical
Name Ealance Total Andre's Mechanical 604 993-9999
= 5412 Maple Ave .
Accounting Cyde 0.00 Vancouver BC E

18,430.00 V5M 5M5

s 2% 10 Net 30

=

Bulding Supples 15,015.00

itz Marketing 1,785.00 otes EditNotes, . &1 gu“p';'ﬁﬁif'f;ﬁ:ﬁ;f; &
C.U. Electric 0.00

Craig's Lumber 0.00

Dan's Auto Emporium 0.00 show |All Transacti... » | Filter By | Al w | Date |NextFiscal Year ¥ | 01/01/2010 - 12/31/2010

Daniel's 0.00 Type MNum Date Account Amount

Dobson's Exteriors 0.00 Credit Card Charge 10/16/2010 Credit Cards:MasterCard -85.32|
Fisher Supplies 0.00 || CreditCard charge 07/16/2010 Credit Cards:MasterCard 85.32
Gunes's Marketing 0.00 Credit Card Charge 04/16/2010 Credit Cards:MasterCard -85.32
Insurance Experts 0.00 || CreditCard Charge 01/16/2010 Credit Cards:MasterCard 5.32
Jeanne's Compu Excellence 0.00

Jesse's Convenience Store 0.00

Kevin Anderson Barrister an. .. 0.00

Ministry of Finance (BC) 0.00

Receiver General 0.00

Rick's Plumbing 0.00

Roger's and Company CA's 900.00

Royal Bank 0.00

m  The Employee Centre gathers information for each of your employees, including
contact information, social insurance number, and payroll transactions. Here you can
add a new employee, add a transaction to an existing employee, or print employee and
transaction information. You can also edit an employee's information or edit a note for
the employee. If you have a QuickBooks Payroll subscription, you can perform
payroll-related tasks, such as pay your employees and payroll tax liabilities. The
Employee Centre also contains a separate Payroll Centre where you can manage your
payroll and tax information.

) Employee Centre: Carol Walker | = |

*§ mew Employee.. HJ Manage Employee Information » (=3 Print> j Enter Time+ ™ Excel> T Word~

Employees | Transactions Employee Information Edit Employee... Reports for this Employee

View |Actve Employees = (o ]|| Emploves Name Carol walker Fhone 604 456-7890 QuickReport
s Carol walker obile
Name 2121 Ventura Bivd

|Carol Walker
arol Walker ‘ Vancouver, BC V4Y 2M3

Kelly Lawsan
Reynalda Lapez o

a W Pay
Rob deMontarnal NEW Pavroll Option

Sandra Adams o Edit Notes...

show |AlTransacti.. = | Date | NextCalendsr Year | 01/01/2010-12/31/2010

Transaction Type Date ¥ Account Amount
Pay Cheque 11/30/2010 Chequing 2,339.24
Pay Cheque 10/31/2010 Chequing 2,339.24
Pay Cheque 09/30/2010 Chequing 2,339.24

The Customer, Vendor, and Employee Centres have two tabs (the Employee Centre also
contains the Payroll Centre in a separate tab if your company has payroll turned on).

The first tab contains the list of your Customers, Vendors, or Employees. Use this tab to view
and edit information for a single customer, vendor, or employee.

The Transactions tab lists the relevant transaction types for that Centre. Use this tab to view
transactions across all Customers, Vendors, or Employees.
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You can customize how your information is displayed in the Customer, Vendor, or Employee
Centre. For example, you might choose to view only open invoices for this fiscal year, or you
may want to view only the Open Balance column for all of your customers.

You can also run some common reports from within each Centre. (Lesson 9 describes the
Report Centre.)

Making the Home page your starting point

The QuickBooks Home page provides a big picture of how your essential business tasks fit
together. Tasks are organized into logical groups (Customers, Vendors, Employees,
Company, and Banking) with workflow arrows to help you learn how tasks relate to each
other and to help you decide what to do next.

The workflow arrows indicate a logical progression of business tasks in QuickBooks.
However, these arrows do not restrict you from doing tasks in a different order, or an order
that works better for your business needs.

As you use QuickBooks, you can always return to the Home page by clicking Home.

The Home page looks like the following. (The icons that appear on the Home page vary
depending on how your company was set up in the EasyStep Interview or which preferences
are set in the file.)

7 Home = B
" Company HguickBooks Coach
2 = S —
: i
3 o View the Tutorial
3 —~ - Chart of
@ LCi L@ T Accounts
Enter Bills Pay Bills Iv\;‘g}zge @: O Start Working
= Items &
Services —
Manimize Coach
&
E Q% .u‘ O Account Balances
% Sales Create Sales MName = Balance
£ Orders Receipts Banking [Chequing 169,00....|
E T Credit Cards 8,174.98
@ MasterCard 3,419.98
- = S oy = visa 4,755.00
mj4) S5 @ él Petty Cash 0.00
Estimates Create Receive Record Recondile Savings 0.00
Invoices Payments Deposits
| S E Learn About Services
E '- 2]
é’ v | \:ﬁ Pay your employees
Statement Statements Refunds Wit ch
Charges & Credits = L2
B Cheques Register \‘g Order Cheques & Supplies
g = @ | ¢ saeumiveen
a . = Start Email Marketing
: m gY—5 2 - T
E = " s P.:) 5 E Print Enter Credit
x| ayrol nter ay ay rocess Cheques Card Charges 3
g Centre Time Employees Liabilities Payroll ° o Reminders & Alerts
Forms

Using the workflow diagram

To start a task, click the icon for the task you want to do. For example, to create an invoice,
click the Create Invoices icon. Each icon includes a ToolTip so you can learn about the
QuickBooks task associated with that icon. To open a ToolTip, place your mouse pointer over
the icon.
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Clicking most of the icons on the Home page takes you directly to the window for that task.
Some icons also include a drop-down arrow. Clicking an arrow opens a menu with choices for
different business tasks. Click the task you want to do.

Using the QuickBooks Coach

The QuickBooks Coach guides you through the business workflows on your Home page, and
uses spotlights and tips to explain when and why to do each task. It can show you how
different tasks fit together to create the workflows you use in your business.

To use QuickBooks Coach:
1 Go to the Edit menu and choose Preferences. Then click Desktop View.

2 Onthe My Preferences tab, click “Show Coach window and features.”

B Accounting My Preferences | Company Preferences |
g Bills View
E Chequing () One Window D @ Multiple Windows %
9’-13 Finance Charge : Desktop

P General
""i Integrated Applications
‘ Items & Inventory

(@ Save when dosing company () Don't save the desktop
() Save current desktop Also See:

General

I Jobs &Estmates
= Multiple Currencies
q Payroll & Employees

Shaow Home page when opening a company file
Shaw Coach window and features
[7] Show Live Community and Help

‘@ Reminders

¥ Reports & Graphs
% Sales & Customers
|5 | Sales Tax

Send Forms

& Service Cornection

E Spelling

% Time &Expenses

Colour Scheme

Ses Green (Default) -

Windows Settings

3 Click OK.

4  Click Start Working in the QuickBooks Coach dialog box, then click Show Coach Tips
if not already selected.

[ CD View the Tutorial ]

[ @ Show Coach Tips ]

Notice that a Coach icon (blue letter “i””) appears next to several icons on the Home page.
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Coach

Icon

tosse a

warkflov Banking

29 Pay vour employees
& Order Cheaues & Supplies

¥ Start Email Marketing

5 Click the Coach icon next to Sales Orders.
The steps used to process a sales order are highlighted.

Customer Order Workflow

Track a sale, from taking a
customer order through receipt
of your customer's payment.

Banking

6 Close the QuickBooks Coach by clicking Hide Coach Tips on the right side of the Home
page. Later, you can go back to the Coach or use the QuickBooks Learning Center to
watch tutorials about the different areas of the product.
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Making the Home page work for you
In addition to the workflow diagram, the Home page provides other company information and
access to other tasks in the right-hand pane. From the right-hand pane, you can:

m  Review the current balances of your bank accounts.

The Account Balances list provides quick access to all of your bank and credit card
accounts. To open the register for an account, double-click anywhere in the row of the
account you want to view. To hide the list of accounts and balances, click the & button
in the top-left corner of the Account Balances list.

Account Balances are shown or hidden automatically based on individual user
permissions.

m  Click a link in the “Learn About Services” section to learn about add-on services you
can purchase from Intuit by going to the Business Services page. If you choose to sign-
up for these services, appropriate icons will be added to the workflow on your Home
page.

m  View reminders and important messages.

The Reminders & Alerts list provides information about tasks awaiting your action. To
hide the list, click the Ebutton in the top-left corner of the list.

All the accounting you need to know

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

Your chart of accounts

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

There are two types of accounts:

m  Balance sheet accounts, such as assets—bank, inventory, equipment—and liabilities—
payables, loans, etc.

m  Accounts used to group transactions for reporting purposes, such as income and
expense accounts.

The chart of accounts is a complete list of your business’ accounts and their balances.

To display the chart of accounts:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for White Ridge Construction Company.

13
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u Chart of Accounts EI@
Name ¥ Type Balance Total
+Chegquing Bank 169,006.83 =
+Petty Cash Bank 0.00
+5avings Bank 0.00
+Accounts Receivable Accounts Receivable 22,262.93
+Allowance for Doubtful Accounts Other Current Asset 0.00
+Construction in Progress Other Current Asset 0.00
+Employee Advances Other Current Asset 0.00
+Inventory Asset Other Current Asset 12,620.40
+Retainage Receivable Other Current Asset 0.00
+UUndeposited Funds Other Current Asset 4,679.15
+Work in Progress (WIF) Other Current Asset 0.00
+Accumulated Depredation Fixed Asset 0.00 -

| Account T || Activites * || Reports = | Indude inactive

2 Scroll through the White Ridge Construction chart of accounts.

Notice that the list displays balance sheet accounts first, followed by income accounts
and expense accounts.

3 Close the chart of accounts.

About assets, liabilities, and equity

Assets

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

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

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

Liabilities
Liabilities are what your company owes to other people. The money you owe for unpaid bills

is your accounts payable, or A/P for short. QuickBooks uses an accounts payable account to
track the money you owe different people for bills.

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

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

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

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

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

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

m  Retained earnings, or net profits from earlier periods that haven’t been distributed to
the owners

Of course, you as the owner can also take money out of the business. Such withdrawals,
called owner’s draws, reduce the business equity.

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

Cash versus accrual bookkeeping

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

Cash basis

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

Accrual basis

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

pay it.

Most accountants feel that the accrual method gives you a truer picture of your business
finances, and under Canadian Income Tax law, only fishers and farmers can use cash basis
accounting.

How your bookkeeping method affects QuickBooks

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

15
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QuickBooks is set up to do your reports on an accrual basis. For example, it shows income on
a profit and loss statement for invoices as soon as you record them, even if you haven’t yet
received payment. It shows expenses as soon as you record bills, even if they’re unpaid.

You can see any report (except transaction reports) on a cash basis by changing the reporting
preference. (From the Edit menu, choose Preferences. In the Preferences window, click
Reports & Graphs in the left panel, and then click the Company Preferences tab.)

Important: When you create reports in QuickBooks, you can switch between cash and
accrual reports at any time, regardless of which bookkeeping method you have
chosen for tax purposes.

Measuring business profitability

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

Note: Any report will reflect the real time calendar date. To see reports from the data file it
may be necessary to select “Next Fiscal Year” in the date field.

The balance sheet
A balance sheet is a financial snapshot of your company on one date. It shows:

®  What you have (assets)

®  What people owe you (accounts receivable)

m  What your business owes to other people (liabilities and accounts payable)
®  The net worth of your business (equity)

To see an example of a balance sheet:

1 From the Reports menu, choose Company & Financial.
2 From the submenu, choose Balance Sheet Standard.

3 If necessary, set the date to “Next Fiscal Year.”

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

The profit and loss statement

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

1 From the Reports menu, click Report Centre.
2 Inthe list on the left, choose Company & Financial.
3 Inthe “Profit & Loss” section, click Standard (set the date to “Next Fiscal Year”).

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

The statement of cash flows

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

To see a sample statement of cash flows report:

1 With the Report Centre open, scroll to the “Cash Flow” section, and click Statement of
Cash Flows (set the date to “Next Fiscal Year”).

2 Close all the reports and close the Report Centre. Say No to the messages that appear.

Looking at the journal entries for transactions

In traditional accounting, transactions are entered into a general journal in which the total
amount in the Debit column equals the total amount in the Credit column, and each amount is
assigned to an account on the chart of accounts. This accounting method is known as double-
entry accounting. For day-to-day transaction entries, QuickBooks uses familiar forms
(invoices, bills, cheques).

QuickBooks also has a General Journal Entry window that you can use for special
transactions (such as selling a depreciated asset) or for all transactions if you prefer the
traditional system (not recommended).

Also, when you enter a transaction directly into an asset, liability, or equity account register,
QuickBooks automatically labels the transaction “GENJRNL” in the register and “General
Journal” on reports that list transactions.

To see the general journal entry for a saved transaction:

1 Inany sales form, press Ctrl-Y (or press the Journal Button). The Journal button only
displays in Accountant Edition.
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2

& previous [ Next @Print hd @Send v| @Find & Spelling E‘:h History =] Journal |

Customer: Job Template | Print Preview
leremy:Kitchen Renovation Intuit Service Invoice =

12/31/2010 al 14

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150

pr—

2 If you are not using Accountant Edition, click Modify Report and in the Columns field,
select Debit and Credit. Then click OK.

Note: In Accountant Edition, the Debit and Credit columns are selected
automatically.

3 Inthe transaction journal that appears, check the Debit and Credit columns to see the

s =z |FoR ||
Modify Report... | [ Memorize... |[ Print... || E-mail v | Export.. | [HideHeader | [ Refresh |
Dates |all = | From To Sort By | Default -
4:24 PM ‘White Ridge Construction Company
08725109 Transaction Journal
All Transactions
Trans # < Type < Date < _Num_ < Name < Memo @ Account < _Class < Debit @ Credit < Amount <
254 Invoice 1213112010 14 Greene, Jeremy K. Accounts Receiva... 6,200.00 6,200.00
Greene, Jeremy:K.. Cabinetry & .. Construction Income £,000.00 -6,000.00
» Receiver General GST Payable 0.00 0.00 4
Receiver General GSTonsales GSTHST Payable 300.00 -300.00
6,300.00 6,300.00 0.00
TOTAL 6,300.00 6,300.00 0.00

In the Customer and Vendor Centres, you can also view a journal entry for a transaction.
Locate the customer or vendor transaction. Right-click the transaction and choose View
Transaction Journal.

Note: When using Accountant Edition, you can click the Journal button on a sales form to
display the transaction journal. The Debit and Credit columns appear automatically.

Exiting QuickBooks

Unlike most other Windows programs, QuickBooks doesn’t require you to save your data
before exiting. It does an automatic save while you’re working with QuickBooks and every
time you leave the program.

To exit QuickBooks:
®  From the File menu, choose Exit.

If no other applications are open, QuickBooks returns you to the Windows desktop.
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To prevent or minimize data loss, you should make regular backup copies of your
QuickBooks company data. In the event of a data loss you can restore your data from the
backup copy. To make a backup copy, from the File menu, choose Save Copy or Backup and
follow the instructions.

Moving between company files

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

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

To open a previously opened file:

1 From the File menu, choose Open Previous Company.

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

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

1 From the File menu, choose Open Previous Company.

2 Choose “Set number of previous companies.”

3 Enter the number of company files you want QuickBooks to display (up to 20).

4  Click OK.
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Lesson objectives

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

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

m  To practice using the QuickBooks Help tools

Supporting materials

®  PowerPoint file: Lesson 2

Instructor preparation

m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-
for-lessons.QBB on their computer’s hard disk.

Creating a QuickBooks company

A QuickBooks company contains all the financial records for a single business. Before you
can use QuickBooks, you need to tell QuickBooks about your business so that it can set up
your company file. Setting up your company file properly is the most important thing you can
do to help yourself manage your business efficiently and with confidence.

Explain to students that if they’ve been using an older version of QuickBooks to keep their
company’s financial records, they don’t need to create a new company; QuickBooks can
convert their data for them. However, in this lesson, you’ll be showing them how to create a
new QuickBooks company.
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How many companies should you set up?

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

About the EasyStep Interview

The EasyStep Interview walks you through the process of setting up your business on
QuickBooks. The setup process is easy; the EasyStep Interview should take you only about 30

minutes to complete. When you set up your company file, QuickBooks will ask you for a
number of details about your company.

Most small business owners do better with QuickBooks setup if they break the
job into manageable chunks. Here’s a suggested schedule for completion:

1 Choose the QuickBooks start date.

©
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©
8
N
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5
o

Gather the necessary business information and documents.

Set up the company file using the EasyStep Interview.
Fine tune the chart of accounts.

Enter any historical transactions.

Complete customer and vendor information.

Complete the Item list.

0 N oo o1 A W N

Enter any optional adjustments.

Navigating through the Interview

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

m  Click Leave to leave the Interview and return to QuickBooks. The next time you open
the company file, QuickBooks remembers the information you have already entered
and returns you to the EasyStep Interview where you left off.

Set aside a block of uninterrupted time to work on setting up your QuickBooks file.

Don’t try to complete the setup while you’re in the middle of a busy workday. If you

schedule your time before or after work hours, or on the weekend, setup should take a
few hours.
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Your goal while setting up is to provide as much information as necessary to get going,
but not to provide all the details at once. For example, you could enter data for only
your biggest customers and vendors. Later, you can enter customer and vendor data as
you begin working in QuickBooks. (Or, if you have an especially large customer base,
you may wish to hire a data entry clerk to complete this task for you.)
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Starting the EasyStep Interview

To begin adding a new company:

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

QuickBooks displays the EasyStep Interview window.

EasyStep Interview [ =]

i/ Getanswers

ngggggeﬂ!l‘ricrview @ Welcome to the QuickBooks EasyStep Interview

Interview Progress
We'll walk you through setting up the basics by asking you questions and giving you guidance along
the way. In about 30 minutes you'll be ready to start using QuickBooks—customized just for you!

Start Interview

Are you an accountant or
QuickBooks expert?

Click Skip Interview to set up your
company information on your own,

‘ Skip Interview

Need on-site help?
Get one-on-one advice and training from a QuickBooks ProAdvisor. ¥ Learn More

Need help setting up?

Find 2 local
+ QuickBooks expert @
(fees may apply)

Entering company info

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

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

To create a new QuickBooks company file:
1 Atthe first Welcome window for the EasyStep Interview, click Start Interview.
The “Enter your company information” window appears.

2 Inthe Company name field, type Lockhart Design and press Tab.
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When you press Tab, QuickBooks automatically enters the same name you typed into the
Legal Name field. QuickBooks uses the company name on all reports.

3 Press Tab and type the following information in the street address, city, province, and
postal code fields.
1239 Bayshore Road
Kelowna, BC V6E 1E1

QuickBooks prints this company address on cheques, invoices, and other forms.

4 Now enter the following information in the Phone number and Fax number fields:
Phone: 250-555-1234
Fax: 250-555-5678

5 Next enter the email and Web address for Lockhart Design.
E-mail: margaret@shaw.ca
Web site: www.lockhartdesigns.ca

Your screen should resemble the following.

1
e I ==

if Getanswers

QuickBooks Enter your company information
EHE}.Sth Interview QuickBooks uses this information on your tax forms and forms you use to communicate with your
customers and vendors,

L * Company name

Interview Progress Lockhart Design
Legal name Lockhart Design
Streetaddress  [15a5 Bayshore Road
I
City Kelowna * Province aC .
Postal Code VEE 1E1 Country Canada -
Phene 250-555-1234 Fax  [a50-555-5678
Usa the format you would like displayed on your forms, e 12

E-mail address margaret@shaw.ca

Wieb site www.lockhartdesigns.ca
required field What if I have more than one business?
HNeed help setting up?
Find a local
7 QuickBiooks expert @
{fees may apply) < Back ] [ Mext =

6 Click Next.
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Choosing your company industry

When you create a new QuickBooks company, you can select a company type that most
closely matches your type of business, and QuickBooks sets up accounts and lists that are
appropriate for your type of company.

Your industry selection is used by the interview to ask questions and recommend features that
work best for your business.

QuickBooks will recommend features that can best meet your business needs, such as:

Enabling sales tax for retail businesses

Using estimates in QuickBooks for some service-based businesses
®  Managing inventory in QuickBooks for wholesalers and manufacturers
m  Creating income and expense categories

Even if you own a type of company that isn’t specifically listed, you should select the one
that’s closest. Margaret Lockhart does consulting, as well as retail sales, so we’ll select a
Retail company type.

To choose the company industry:

1 On the “Select your industry” window, scroll down the list until you find Retail Shop or
Online Commerce and select it.

1
TS 0 . W =

if Getanswers

QuickBooks Select your industry

EasyStep Interview Tell us your industry and we'l customize QuickBooks to work best for you.

You will be able to review our recommendations and change them in this interview, And, you can
always change each of these settings later. Explain

—
Interview Progress
Don't see your industry? Choose an industry that is similar to yours, Examples

Select an industry from the list

Industry
Manufacturer Representative or Agent -
Manufacturing
Medical, Dental, or Health Service
Mon-Profit
Professional Consulting
Property Management or Home Assodation
Real Estate Brokerage or Developer
Rental
Repair and Maintenance
C:

Online C
Sales: Independent Agent
Transportation, Trucking, or Delivery
Wholesale Distribution and Sales
General Product-based Business -

Heed help setting up?

Find & local
+ QuickBooks expert

(fees may apply) Leave... < Back I [ Mext =

How does QuickBooks use my industry selection?

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

The “How is your company organized?” window appears.

Selecting how your company is organized

Selecting how your company is organized tells QuickBooks which tax forms to use for your
business. You also indicate the start of your fiscal year.

Lockhart Design is a sole proprietorship: an unincorporated business with one owner.

To select your company organization:

1 Click Sole Proprietorship to select it.

if Getanswers

QuickBooks How is your company organized?
EasyStep Interview
‘four selection will help QuickBooks create the correct accounts for your business entity

and assign tax form lines to those accounts.
—

Interview Progress

(FORM T1)

") Partnership
(FORM T1)

_! Corporation
(T2 Corporation)

_ Non-Profit
(FORM T1044)

) Charity

(FORM T3010)
) Other/None

Which business entity should I choose?

Meed help setting up?

Find a local
+ QuickBooks expert
(fees may apply)

This tells QuickBooks to use the T1 tax form. When you create a new account, you can
associate a tax line on which you would report the income or expenses tracked by the
account.

An account's tax line associates each income and expense account with the appropriate
tax form and line on your company income tax return. You'll see tax lines for the tax
form you choose and for schedules and other forms typically filed with that tax form.
This makes preparing income taxes easier and quicker, because it enables you to create
tax reports to assist your accountant or to export and import your tax data into Quick Tax,
Quick Tax for Incorporated Business, or Profile.
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2 Click Next.

QuickBooks needs to know the starting month of your fiscal year.

¥ Getanswers
QuickBooks Select the first month of your fiscal year
EasyStep Interview

Your fiscal year is typically the same as your income tax year. Explain

My fiscal year starts in -

Meed help setting up?

Find a local
 QuickBooks expert

Pty ) [

3 Since Lockhart Design’s fiscal year started in January, leave January selected
and click Next.

The “Set up your administrator password” window appears. For this exercise, you don’t
need to set up a password.

¥ Getanswers

QuickBooks Set up your administrator password

EasyStep Interview
We recommend you set up a password to protect your company file. You will be prompted
for this password whenever you open this file. It is optional to set up a password.

Administrator password |

Retype password

What is an "administrator"? Entering a password here sets up the administrator user, who
has full access to all activities and information in QuickBooks, When you are ready, you can set up
other users with more limited privileges.

‘fou can also set up or change your administrator passward |ater,

Meed help setting up?

Find a local
+ QuickBooks expert @

==r

4 Click Next.
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The “Create your company file” window appears.
5 Click Next to save the company file.

6 Inthe “Filename for New Company” window, make sure that QuickBooks is set to save
the file in the QBtrain folder you set up in the introduction to this guide.

7  Click Save to accept the default filename of “Lockhart Design.” QuickBooks creates the
company file.

Customizing QuickBooks for your business
The customization section of the EasyStep Interview is where you indicate:
®  What you sell
®  How and when your customers pay you
m  How you pay your bills

Based on your answers, QuickBooks sets preferences for the company file. The preferences
enable certain features of the QuickBooks program.

¥ Getanswers

QuickBooks Customizing QuickBooks for your business
EasyStep Interview

Mext, we'l customize QuickBooks by turning on features that best meet your business
needs. To do this, well ask you questions about:

— )

Interview Prog Your industry and what you sel

How and when your customers pay you

How you pay your bils

The features that appear in your
custom Home page wil be based
ON YOur answers.

Not sure what you'll need for your business? Answer the interview questions based on your
Need help setting up? current needs. You can easily enable additional features later.

Find 2 local
+ QuickBooks expert

(Fess may 2paly) <gcc | TR
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Indicating what you sell

You need to indicate what your business sells. In general, businesses either sell products or
services, or both. Margaret Lockhart provides consulting services as well as selling products,
such as fabrics.

To indicate what you sell:
1 Click Next to move to the “What do you sell?” window.

2  Click “Both services and products” to select it.

oo T ==

i Getanswers

QuickBooks What do you sell?
EasyStep Interview

) Services only
Such as consulting, rentals, gym memberships, hair styling services, event services,
— construction and labour,

Interview Progress
PP ) Products only

Such as lamps, fertilizer, books, hardware, tickets, insurance policies. Manufacturers and
distributors should also select this option.

@ iBoth services and products

Suchasa bicydle repair shop that sells bikes, a carpetinstallation company that sells
carpet.

Meed help setting up?

Find a local
+ QuickBooks expert %
(fees may apply)

3 Click Next.

Entering sales information
For retail companies, you need to indicate how you want to enter sales. QuickBooks uses this
information to set recommendations for a retail-type business. Margaret Lockhart does not do
retail sales on a daily basis, so she will record her sales as they occur.
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To indicate how you enter sales:

1 Inthe “How will you enter your sales in QuickBooks?” window, click “Record each sale
individually.” Your screen should look like this:

1
e T =

i/ Getanswers

QuickBooks How will you enter your sales in QuickBooks?
EasyStep Interview .

o give customers.

—
) Record only a summary of your daily or weekly sales
If you use a cash register to ring up individual sales, you can enter the sales totals (for the
day, week, etc.) into QuickBooks,

Interview Progress

Meed help setting up?

Find a local
 QuickBooks expert @

(fees may apply) < Back ] [ Next >

2 Click Next.

3 Inthe “Do you sell products online?” window, make sure the “I don’t sell online and | am
not interested in doing so” option is selected. Margaret Lockhart has no plans to sell
online.

4 Click Next

Entering sales tax information

This part of the EasyStep Interview asks whether you charge sales tax. You should turn the
sales tax setting off only if you never charge sales tax. Margaret Lockhart typically charges
sales tax, so we’ll turn on sales tax in her company file.

To set up QuickBooks to track sales tax:
1 Click Yes for the question, “Do you charge sales tax?”
QuickBooks sets up two sales tax items you can use on sales forms to track your sales

tax: GST, and PST. In your own business company file, you would edit these tax items to
enter the current tax rates.
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2 Enter the business/registration number for both tax items as shown:

i Getanswers

QuickBooks Do you charge sales tax?
EasyStep Interview
@ Yes
7 No
Interview Progress
CRA Business Mumber for GST or HST
123456789 RT |0001

PST or QST Registration Number
123456789

Need to set up other taxes? QuickBooks sets up GST and your provindal sales tax for you.
You can review and change the default tax setup and add additional taxes by selecting
Manage Sales Tax from the Sales Tax menu.

Fie Edt Wew Lists Campanytuﬂumeﬂ Vendors  Employess

- = [ Maregesdesta. 0|
Hame  Conpany S0pshot C1 1, pcmncy Report
Need help setting up? Tax Agency Detal Report
Find a local
7 QuickBooks expert
(s s e

3 Click Next. QuickBooks automatically creates two current liability accounts, called GST
Payable and PST (or QST if your company is located in Quebec) Payable, that keep track
of the sales tax you collect in your business.

Note: If the Invalid Business Number window appears, click “Continue anyway”. If
you were setting up a real company, you would have a valid CRA business
number issued, which you would use in this screen.

Creating estimates

If you provide any type of estimate or bid—even a verbal quote—there are many reasons to
use estimates in QuickBooks.

B You can use the QuickBooks estimate form to prepare professional-looking itemized

estimates, bids, quotes, or proposals for your customers. You can customize a
QuickBooks estimate to look and say exactly what you want it to.

®  When it's time to bill your customer, you can easily create an invoice from the estimate
with just one click. QuickBooks then creates an invoice using information from your
estimate. You can also associate price levels with your customers and use those price
levels on estimates.

®  When you need to know how accurate your estimates are, you can create reports that
compare your estimated costs and revenue against your actual costs and revenue.
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m  Creating estimates in QuickBooks will allow you to easily compare your actual costs
against what you estimated. This will let you see how accurate your estimates are.

B You can track which estimates are still active and easily update each estimate as you
continue to negotiate with your customers.

For this exercise, Margaret Lockhart creates proposals for her customers for their interior

design projects, so she needs to enable estimates for her company.

To create estimates for your business:

1 On the “Do you want to create estimates in QuickBooks?” window, click Yes.

¥ Getanswers

QuickBooks Do you want to create estimates in QuickBooks?
EasyStep Interview

Some businesses refer to estimates as quotes, bids, or proposals.

—
Interview Progress

) No

why should T use QuickBooks to create my estimates?

Need help setting up?

Find a local
- QuickBooks expert @
(fees may apply)

2 Click Next.

Using Sales Orders

If your customers sometimes place orders for items that you don’t have in stock or are not yet
ready to invoice for, use a sales order in QuickBooks to track the sale.

Note: On the next window, if you are using a QuickBooks: Premier Edition product,
QuickBooks asks if you want to track sales orders. Click Yes, and then click Next.
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Using sales receipts

If your customers pay you in full at the time of purchase, use a sales receipt in QuickBooks to
track the sale.

You can use a sales receipt to:

m  Track each sale

m  Calculate sales tax

®  Print a sales receipt

m  Create a summary of sales income and sales tax owed

m  Summarize daily or weekly sales on a sales receipt

Margaret Lockhart’s interior design business is not actually a retail store, so she does not
typically use sales receipts. She generally includes such sales on an invoice that she sends to
her customers that might include, for example, both design services and products.

To set up sales receipts:

1 On the “Using sales receipts in QuickBooks” window, click No.

e T ==

¥ Getanswers

QuickBooks Using sales receipts in QuickBooks

EasyStep Interview Use a sales receipt when your customers pay in full at the time of sale. This is especially

common in retail businesses.

Some examples:
Interview Progress P

A bookstore provides a sales receipt when the customer buys a book.

A TV repair shop provides a sales receipt when a customer picks up and pays for a repaired TV,

Do you want to use sales receipts in QuickBooks?

_ Yes

Meed help setting up?

Find a local
+ QuickBooks expert
(fees may apply)

Even though QuickBooks recommends that a retail-type business use sales receipts,
Margaret Lockhart does not operate a full retail establishment.

2 Click Next.
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Choosing remaining preferences

The next series of windows ask “yes or no” questions that enable or disable different
QuickBooks features, based on your company needs. Simply click Yes or No, then click Next
to move forward in the Interview. For Lockhart Design, complete the preferences by giving
the following responses:

For this item... Select...
Billing statements No

Progress invoicing Yes

Managing Bills Yes

Do you print cheques? I print cheques
Inventory No

Track time Yes
Employees No

Track Multiple currencies No

Answering the series of questions about your business helps customize QuickBooks to meet
your specific business needs. Next, you’ll set up your accounts.

Note:  You can always change preference settings later, after the EasyStep Interview.
From the Edit menu, choose Preferences, and then select the preference type in the
left panel.

Setting up your business accounting

Next, QuickBooks helps you set up the basic accounting you’ll use to track your business,
referred to as your chart of accounts. To set up the chart of accounts, you need to:

m  Determine the start date of your business
m  Enter account balances

m  Decide how you want to categorize your income and expenses

The chart of accounts is the framework used to categorize the information and transactions
used to create reports. By using a chart of accounts and creating reports, you’ll always know
the current state of your business.

The chart of accounts is made up of five types of accounts common to all businesses and you
categorize transactions into one of these five account types.
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Choosing a start date

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

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

When choosing the start date you want to use for your own QuickBooks company file,
consider this question: Is having a lot of historical data important to you? If it is, you’ll
[= want to choose a start date as close to the beginning of your fiscal year as possible.
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If historical data is not very important to you, you can make setup easier by choosing a
start date as close to today as possible. (You only have to enter historical data between
your start date and today.)

To choose a start date:
1 On the “Using accounts in QuickBooks” window, click Next.

The “Select a date to start tracking your finances” window appears.

¥ Getanswers
QuickBooks Select a date to start tracking your finances

EasyStep Interview The date you select will be your start date in QuickBooks,

ing of this fiscal year: 01/01/2009

Interview Progress In order to complete this year's tax returns, you'l need to enter transactions

from the beginning of this fiscal year to today.

@ Use today's date or the first day of the quarter or month.
You'll need to enter transactions from this date forward.

01/01/2010
What date should I choose?
Need help setting up?
Find 3 local
< QuickBooks expert R,
{fees may apply) Leave... < Back | [ Next >

2 Select “Use today’s date or the first day of the quarter or month”, and then enter
01/01/2010.

3 Click Next.
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Entering bank accounts and opening balances

The bank accounts section of the EasyStep Interview is where you enter any bank accounts
you want to track and enter opening balances.

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

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

The easiest way to determine an account’s opening balance is to work from an accurate
balance sheet. If you have a balance sheet as of your start date, you can take the opening
balance from there. During the EasyStep Interview, you can enter opening balances for bank
accounts only. You’ll learn later how to enter opening balances for accounts after you’ve
completed the EasyStep Interview.

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

To enter the chequing account opening balance:
1 On the “Add your bank account” window, click Yes.
2 Click Next.

3 Type Chequing as the name of the account. Just leave the Bank account number and
Bank routing number fields blank.

4 For “When did you open this bank account?” click Before.
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Your screen should look like this:

¢ Get answers
QuickBooks Enter your bank account information

EasyStep Interview This information will help you identfy your bank account whis using QuickBooks.

Bank account name

Chequing
Interview Progress .

Bank account number

Bank routing number How do I find this?

* When did you open this bank account?
©efore 01012010
) Onorafter 01/01/2010

Need help setting up?

Find a local
- CuickBooks expert @

=

5 Click Next.

6 Inthe “Enter your bank statement information” window, enter 12/31/2009 as the
Statement ending date.

7 Inthe Statement ending balance field, type 8359.00. As you enter transactions between
the start date and today, you’ll record any outstanding cheques or deposits, which will
allow you to reconcile your bank account against the next statement.

Your screen should look like this:

i Getanswers
QuickBooks Enter your bank statement information

Ea:.'yStep Interview Find the last bank statement you received with an ending date prior to
—_— 01/01/2010 {your start date).

Interview Prag : Enter the ending date of this bank statement:

Statement ending date 12/31/2009

Enter the ending balance on this bank statement:

Statement ending balance 8359.00

Where do I find this rate?

Need help setting up?

Find a local
+ QuickBooks expert @

e

8 Click Next.

9  When QuickBooks asks if you want to add another bank account, click No. Then click
Next.
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Reviewing the chart of accounts

As you learned in Lesson 1 of this guide, the chart of accounts lists balance sheet accounts,
income accounts, and expense accounts. When you create a new QuickBooks company, you
select a company type that most closely matches your type of business, and QuickBooks sets
up a chart of accounts for you.

The chart of accounts is the framework used to categorize the information and transactions
used to create reports. By using a chart of accounts and creating reports, you’ll always know
the current state of your business.

The chart of accounts is made up of five types of accounts common to all businesses— the
income and expense accounts used by the Profit and Loss Statement, and the asset, liability,
and equity accounts used by the Balance Sheet. Each time you enter a transaction,
QuickBooks will prompt you to categorize it into one of these five types of accounts.

Because you chose an industry from the list earlier in the Interview, QuickBooks has already
created income and expense accounts for your company. Next, you’ll view the preset income
and expense accounts.

To review the chart of accounts:

1 Inthe “Review income and expense accounts” window, scroll through the preset
accounts to get an idea of what is included. Note that from the list of accounts in this
window you can remove or add accounts. If you see accounts you do not need, you can
clear the checkmark for the account and QuickBooks removes it from the chart of
accounts. To add an account, click in the checkmark column.

i Getanswers

QuickBooks Review income and expense accounts
EC] 8y StElJ Intcr\; Iew Income and expense accounts cabegonze money your business earns ﬁ'om, or spends on, normal
business operations.

e o for your industry are typically all you need
Interview Progress for income tax purposes. Explain
~  AccountN Type
se Sales -
-/ |Sales Discounts Income
Service Sales Income
+/ |Merchant Account Fees Cost of Goods Sold
Product Samples Expense Cost of Goods Sold
Purchase Discounts Cost of Goods Sold
Purchases - Resale Items Cost of Goods Sold
Warker's Comp Premiums - Labour Cost of Goods Sald
< |Advertising and Promotion Expense
| Automobile Expense Expense
< |Bank Service Charges Expense
Business Licenses and Permits Expense
Cash Drawer Payouts Expense
Cash Over and Short Expense
L. Charitable Contributions Expense i

Why should T use the recommended accounts?

Need help setting up?

Find a local
+ QuickBooks expert

(fees may apply) Leave... < Back | [ Mext =

You can modify your chart of accounts anytime after completing this interview.

2  Click Next to go to the next window.
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EasyStep Interview (3]

i/ Getanswers

QuickBooks
EasyStep Interview

Interview Progress
nterview Frog Click Finish to begin using QuickBooks, The QuickBooks Coach and our tutorials
will help you get started. Try Live Community for answers to your questions.

Need help setting up?
Find & local comen
+ QuickBooks expert .
{fees may apply) < Back | E Finish i

3 Click Finish to complete the EasyStep Interview.

QuickBooks launches the new company file and opens the QuickBooks Coach window.

QuickBooks Coach ==

Get Ready ‘ @O  viewthe Tutoril ‘

Mot sure where to begin?
Let the Coach show you.

Go ‘ O Start Working ‘

Dive in and start warking!
we'll coach you.

4  Click Start Working to launch the QuickBooks Coach, or close the QuickBooks Coach
window to view the Home window.

After you have completed the EasyStep Interview, use the information in the help options
described later in this chapter to help you make changes and adjustments to your
company file.

Completing company file setup

After you have created your company file using the EasyStep Interview, you can begin using
QuickBooks to run your business. However, there are some additional tasks you might need
do to make sure the company file is properly set up and that the data is complete.

QuickBooks is based on four key concepts: Customers, Vendors, Accounts, and Items. If you
take two minutes now to understand these basic concepts, you'll be able to get started quickly
and correctly with your company information.
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m  Customer: A customer is anyone who pays you. This can mean patients, donors,

members, legal or consulting clients, or your typical retail customer.

Vendor: A vendor is anyone you pay, except for employees. This can mean
subcontractors, utility companies, your landlord, tax agencies, or suppliers.

Account: There are two types of accounts—real world accounts, such as chequing
accounts, and income and expense accounts that you use to group transactions for
reporting purposes. For example you may want to create expense accounts to track
office supply purchases separately from advertising costs. All accounts are listed on
your chart of accounts. If you choose a tax form, you can associate accounts with tax
lines, which would make preparing for tax time easier.

Item: An item is anything you want to put on an invoice. This includes parts, services,
labour, discounts, and taxes.

This section covers how to set up customers, vendors, and items, and how to add an income
account.

Adding customers

In order to bill customers with QuickBooks, you need to add your customers.

By entering details about the people and companies you do business with, you can personalize
their bills, send invoices easily and quickly view the status of their accounts. You can add
new customers at any time.

Note:  You can also add customers and vendors as you perform everyday tasks. For

example, if you enter the name of a new customer when filling out an invoice,
QuickBooks will prompt you to enter information about this customer. You can
choose from two quick setup options: Quick Add and Set Up. Quick Add adds the
name to the list and you add details later. Set Up lets you enter the details right
away.

To add a customer:

1

2

Click Customer Centre in the icon bar.
Click the New Customer & Job menu button, and then choose New Customer.

In the Customer Name field, enter the name of the customer as you'd like it to appear on
your Customers & Jobs list. For this exercise, type Smith, Lee, and then press Tab.

You want the list to show last names first.
Press Tab in the Opening Balance field to leave this field blank.

The Opening Balance field tells you how much each customer owes you on your start
date so that when you enter the rest of your transactions from your start date to today, all
balances since your start date will be accurate.
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For now, leave this field blank. Lockhart Design is planning to set up one or more jobs
for this customer. QuickBooks will calculate and track the overall balance for this
customer from the balances you enter for the individual jobs.

5 Inthe as of date field, select 01/01/2010, press Tab.

6 In Address Info tab, click in the First Name field and type Lee.

7  Press tab and type M. as the middle initial and in the Last Name field, type Smith.
8 Press Tab to go to the Address field, and then press Enter after Lee M. Smith.

9 Type 43 Hampshire Blvd. and press Enter.

10 Type New Westminster, BC V3R 6Y9

11 Click the Copy button to copy the address to the Ship To field. Click OK in the Add Ship
To Address Information window. You can have and use more than one Ship To address
per customer or job, but Lee Smith uses only one address.

Your screen should resemble the following graphic.

'3 New Customer =N E=REx=)
Customer Name Smith, Lee
OK
Opening Balance as of | g1/01/2010 How do I determine
the opening balance? Cancel
Address Info Additional Info Payment Info Job Info Next
Company Mame Contact Lee M. Smith T
Mr.Ms. /... Phone
M./ Customer is
First Name Lee M.I. M, | FAX inactive
Last Name Smith Alt, Phone
Alt. Contact
E-mail
Cc
Addresses
Invoice To Ship To | Ship To 1 —
Lee M, Smith Lee M. Smith
43 Hampshire Blvd, 43 Hampshire Blvd,
Mew Westminster, BC V3R 6Y9 Mew Westminster, BC V3R &6Y9
| Edt | AddNew || Edit || Delete |
/| Default shipping address

12 Click OK to add this customer. The Customer Centre appears, with the Customers & Jobs
list along the left side.

Note: The Customers & Jobs list is the same list as the Customer:Job list. It is called
Customers & Jobs on the Customer Centre, and it is called Customer:Job on
forms. It is sometimes also referred to as simply the Customer list.
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Adding a job:

You do not need to add jobs to the Customers & Jobs list if your company never does more
than one job or project per customer. Jobs in QuickBooks are optional. If you often perform
multiple jobs for the same customer, you can use jobs in QuickBooks to track the activity for
each job separately. That way, you can create reports that show the income and expenses for
each job.

Lockhart Design wants to track jobs for Lee Smith.

To add a job for a customer:

1

In the Customers & Jobs list, right-click Smith, Lee and choose Add Job. The New Job
window looks similar to the Customer window. QuickBooks has already filled in several
fields for you for Lee Smith.

In the Job Name field, type Sun room, and press Tab.

In the Opening Balance field, type 862 and press Tab. You want to keep track of the
balances for each job. QuickBooks calculates and tracks the overall balance for this
customer from the balances you enter for the individual jobs. You want to keep track of
the balances for each job.

Note:  The information QuickBooks fills in comes from your customer's
record. If you make any changes here, the changes affect only this job. For
example, if your customer's billing address is different for this job, you can
enter the job address without affecting the customer's main address.

Enter 12/31/2009 in the as of field to indicate that this was the balance outstanding for
this job as of the QuickBooks start date.

Click the Job Info tab and choose “In progress” from the Job Status drop-down list.

Job status information is for your records—it gives you a way to keep track of each job.
When you create a customer list report, QuickBooks includes the status of each job on the
report. You can also see the status of a job by clicking a job in the Customers & Jobs list
and looking in the Job Information area.

For the Start Date, type 12/15/09 and press Tab.

In the Projected End date, type 2/15/10 and press Tab. The dates help you track how long
each job takes and how well you are able to estimate the length of a job. When you create
a customer: job list report, you can add columns that show the start date, your projected
end date, and the actual end date for each job.
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Your screen should resemble the following graphic:

[ New Job == S
Job Mame Sun Room
Opening Balance | g52.00 as of | 13/31/2009 How do I determine
the opening balance?

Address Info Additional Info Payment Info Job Info ILcel/

Job Status Start Date ProjectedEnd  End Date |—/um
In progress > | | 12/15/200% 02/15/2010 | Help

Job Description Job Type
Job is inactive

8 Click OK.
9 If you see a message about a past or future transaction, click Yes to save the transaction.

The job now appears under Smith, Lee in the Customers & Jobs list.

Customers & Jobs Transactions

View | Active Customers - B
Find
Name Balance Total
+5mith, Lee 862.00
+5un Room 852.00|

10 Close the Customer Centre.

Adding vendors

In order to pay your bills with QuickBooks, you need to add your vendors. Nearly everyone
you pay, other than employees, is a vendor.

You can add new vendors at any time. QuickBooks uses the Vendors list to hold information
about the people and companies you do business with; for example, this list could include the
phone company, your office supplies vendor, and your tax agency.
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To add a vendor:

1

2

10

11

12

Click Vendor Centre in the icon bar.
Click New Vendor in the button bar.

In the Vendor Name field, enter the name of the vendor as you'd like it to appear on your
Vendor list. For this exercise, type Fay, Maureen Lynn, CGA, and then press Tab.

In the Opening Balance field, type 350, which is the amount you owed this vendor as of
the start date. Press Tab.

In the as of field, enter 12/31/09.
In the Address Info tab, click in the First Name field and type Maureen.
Press tab and type L. as the middle initial and in the Last Name field, type Fay.

Press Tab to go to the Name and Address field, and then press Enter after Maureen L.
Fay.

Type 200 Royal Rd. and press Enter.
Type Fort Langley, BC V6R 9G2

Click in the “Print on Cheques as” field, and type Maureen Fay. Your screen should
resemble the following graphic.

W New Vendor = |[-=] =]
Vendor Name Fay, Maureen Lynn, CGA
Opening Balance | 350,00 asof | 12312009 How do I determine Cancal

the opening balance?
Address Info Additional Info Account Prefil Next
Help
Vendor is
Company Mame Contact Maureen L. Fay inactive
Vendor is a
Mr. M. ... Phone Sales Tax
First Name Maureen M.I. |L. FaxX Agency
Last Mame Fay Alt. Phone
Alt. Contact
E-mail
Name and Maureen L. Fay
Address 200 Royal Rd. ce
Fort Langley, BC
VBR 9G2
Print on Cheque as
Address Details Maureen Fay|

Click OK to add this vendor.
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13 If you see a message about a past or future transaction, click Yes to save the transaction.
The new vendor appears on the Vendors list.

Vendors Transactions

View | Active Yendors - E’
Find

MName Balance Total
Fay, Maureen Lynn, CGA 3SD.DD|
Ministére du Revenu 0.00
Ministry of Finance (BC) 0.00
Receiver General 0.00

14 Close the Vendor Centre.

About customer and vendor types

Customer and vendor types let you categorize your customers and vendors in ways that are
meaningful to your business. For example, you could set up your customer types so that they
indicate which industry a customer represents, a customer's geographic location, or how a
customer first heard about your business. You could set up your vendor types so that they
indicate a vendor's industry or geographic location. For example, you might create the type
Painters with the subtypes Exterior and Interior.

m  Commercial photographers might use customer types to record a customer's primary
interest: graduation, portraiture, weddings, and so on.

®  Building contractors might use vendor types to classify their subcontractors by
geographical location so they can use the ones closest to each job.

You can create reports and do special mailings that are based on your customer and vendor
types. For example, if you use customer types to categorize your customers by location, you
could print mailing labels for all the customers in a particular region.

Setting up additional accounts

During the EasyStep Interview, you added one chequing account for Lockhart Design. There
are two basic types of accounts: balance sheet accounts, such as savings or chequing, and
accounts used to group transactions for reporting purposes, such as income and expense
accounts. Income and expense accounts track the sources of your income and the purpose of
each expense. When you record transactions, you usually assign the amount of the transaction
to one or more income or expense accounts.

In the EasyStep Interview, you also selected “Retail Shop or Online Commerce” as the
industry for Lockhart Design. QuickBooks created a chart of accounts based on the retail
industry. However, Margaret Lockhart also receives income from design consulting. She
needs to modify the chart of accounts to add an income account for consulting.
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Adding a new account

You may need to add one or more of the following accounts:

Income accounts to track new sources of income
Expense accounts to track new types of expenses

Bank accounts when you open new chequing, savings, or money market accounts at
your bank

Credit card accounts when you acquire new credit cards

Other kinds of balance sheet accounts to track specific assets, liabilities, or equity

For example, you may need to add a fixed asset account to track the depreciation of a
new equipment purchase, a long term liability account to track a business loan, or an
equity account to track the investment from a new business partner.

A complete list of your business’ accounts and their balances appear in the chart of accounts.
You use a chart of accounts to track how much money your company has, how much money
it owes, how much money is coming in, and how much is going out.

For Lockhart Design, you’ll add an income account for her consulting income.

To add an income account:

1

2

From the Lists menu, choose Chart of Accounts.

Click the Account menu button and choose New.

In the Add New Account window, choose Income, and then click Continue.
Click in the Account Name field, and type Consulting.

From the Tax-Line Mapping drop-down list, choose “T1 General — Other Income
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Your screen should resemble the following graphic.

il Add Mew Account (===
‘]T- Account Type | Income -
Account Name | cansulting Select from Examples
Subaccount of
Optional
Description
MNote

Tay-line Mapping |[EEE el a8 ~ | HowdoI choose the right tax line?

[ Save & Close l | Save & Mew | | Cancel

6 Click Save & Close, and then close the Chart of Accounts.

Adding items
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 or purchase 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.

While they provide a quick means of data entry, a much more important role for items is to
handle the behind-the-scenes accounting. When you create an item, you link it to an account;
when the item is used on a form, it posts an entry to that account and another entry to the
appropriate accounts receivable, accounts payable, chequing, fixed asset, or other account.

When creating items, consider how much detail you want on your invoices or statements and
set up items with that level of detail in mind. For example, if you are a seamstress who creates
and sells home accessories, you can set up a single item and charge a flat rate for a certain
size of couch pillow, or you can break that pillow down further into labour and materials.
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QuickBooks provides several different types of items. Some—such as the service item or the
inventory part item—help you record the services and products your business sells. Others—
such as the subtotal item or discount item—are used to perform calculations on the amounts in

a sale.

For Lockhart Design, you’ll set up a service item for billing the time used for initial
consultation for a design project. You’ll assign it to the new Consulting income account.

To add an item:

1 From the Lists menu, choose Item List.

QuickBooks displays the Item List.

+GST (ITC)
+GST (ITC) Ad...
+GST (ITC) Ze...
+GST Adjustm. ..
+GST Instaime...
+GST Zero Rated
+PST (BC)

+PST (BC) Adj....
+PST (BC) Adj....
+PST (BC) Co...
+PST (BC) on ...
+5tandard BC ...

GST on sales

GST on purchases (Input Tax ...
GST Adjustments on purchas...
GST on Zero Rated purchases. ..
GST Adjustments on sales

GST Instalments and net tax ...
G5T on Zero Rated sales

PST (BC) on sales

PST (BC) Adjustments-Bad De...
PST (BC) Adjustments-Returns
PST (BC) Commission

PST (BC) on purchases

GST and PST (BC) on purchases

.. |GST/HST Payable
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax It...
Sales Tax G...

GST/HST Payable
GST/HST Payable
GST/HST Payable
GST/HST Payable
GST/HST Payable
GST/HST Payable
PST Payable (BC)
PST Payable (BC)
PST Payable (BC)
PST Payable (BC)

L iem List o) e
Look for in [ Al fields = ese
MName Description Type Account Price

[ Ttem '|| Activities '|| Reports '|| Excel '|

2 Click the Item menu button, and choose New.
3 Inthe New Item window, choose Service from the Type drop-down list.

4 Click in the Item Name/Number field and type Initial Design Consultation.

5 Inthe Description field, type Initial design consulting.

6 Click in the Rate field, and type 40.

7 Inthe Tax Code field, choose “GST only” from the drop-down list.

8 Inthe Account field, choose “Consulting” as the income account. Your screen should

resemble the following graphic.
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A Mew Itemn EI@

Servi Use for services you charge for or purchase, like
ervice - . - ——————
spedalized labour, consulting hours, or Cancel
professional fees. S ——
Item Name /MNumber Subitem of Custom Fields

Initial Design Con...

Unit of Measure Spelling
Enable...

This service is used in assemblies or is performed by & subcontractor or partner

Item is inactive

Description Rate 40.00
Initial design consulting Tax Code I =
Account “onsulting -

How can I setrates by customers or employees?

9 Click OK to add the new item to the Item List. The item now appears in the Item List.

[-5 Ttem List =[]
Look for n | Al fields -

Mame Description Type Account Price

< Initial Design ... |Initial design consulting Service -
+G5T GST on sales Sales Tax It... |GST/HST Payable 5.0%
+GST (ITC) GST on purchases {Input Tax ... [Sales Tax It... |GST/HST Payable 5.0%
+GST (ITC) Ad... |GST Adjustments on purchas... |Sales Tax It... |[GST/HST Payable 0.00
+GST (ITC) Ze... |GST on Zero Rated purchases. .. |Sales Tax It... [GST/HST Payable 0.0%
+GST Adjustm... |GST Adjustments on sales Sales Tax It... |GST/HST Payable 0.00
+G5T Instalme. .. |GST Instalments and net tax ... |Sales Tax It... [GST/HST Payable 0.00
+G5T Zero Rated |GST on Zero Rated sales Sales Tax It... |GST/HST Payable 0.0%
+PST (BC) PST (BC) on sales Sales Tax It... |PST Payable (BC) 7.0%
+PST (BC) Adj.... |PST (BC) Adjustments-Bad De... |Sales Tax It... |PST Payable (BC) 0.00
+PST (BC) Adj.... |PST (BC) Adjustments-Returns  |Sales Tax It... [PST Payable (BC) 0.00
+PST (BC) Co... |PST (BC) Commission Sales Tax It... |PST Payable (BC) 0.00
+PST (BC) oni ... |PST (BC) on purchases Sales Tax It... 7.0% _

| Item '|| Activities '|| Reports '|| Excel - Indude inactive

10 Close the Item List.

Entering historical transactions

If your QuickBooks start date is before today’s date, you also need to enter past transactions
so that you have complete financial records from the start date forward. It is important to enter
historical transactions in this order:

1 All sales (sales receipts, invoices, or statement charges)

2 Customer payments received for outstanding invoices after the start date
3  Bills received since the start date

4  Bills paid since the start date

5 Deposits made to any of the accounts since the start date

6 Any other cheques written (other than bills) since the start date
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Learning more about the company setup process

When you are setting up your own company in QuickBooks, you may want to view the
tutorials available in the Learning Centre to help you finish setting up your own company file.
The information provided in the videos gives you an overview of the program and more
detailed information about using specific parts of the product.

To open the Learning Centre:
m  From the Help menu, choose Learning Centre.

For more information, choose Support from the Help menu.

Getting help while using QuickBooks

QuickBooks provides extensive help in various formats. When you have questions,
QuickBooks provides:

m  Onscreen Help to provide conceptual information and step-by-step instructions.

® Live community. Instant access to frequently asked questions and experts who can
answer your own questions.

m  Tutorials on key tasks. These are available by choosing Learning Centre Tutorials from
the Help menu.

Using onscreen Help:
The onscreen Help provides several different types of information:

®  Conceptual explanations of how to apply QuickBooks to your particular business

situation.
B Step-by-step instructions.

® A search engine that provides you with a list of topics related to the word or
phrase you enter.

®  Information relevant to the task you are currently performing.

To view onscreen Help:

When you launch QuickBooks Help, it displays information about the task you are
currently performing along with a list of topics relevant to what you are doing. There are
several ways to access QuickBooks Help:

®  Press the F1 key on your keyboard.
®  Click the Help icon in the icon bar of the screen.

®  From the Help menu, choose QuickBooks Help.
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Finding a topic in the onscreen Help Index
Suppose you want to find out how to change the information about a customer. You can type
what you’re looking for in the Help Search field, and QuickBooks displays a list of topics.
To find a topic in onscreen Help:

1 From the Help menu, choose QuickBooks Help.

The Relevant Topics tab displays a list of topics related to the QuickBooks screen you are
using.

2  Click the Search tab.

3 Type “customers”, and click the arrow button.

QuickBooks displays a list of topics related to customers.

4  Click “Edit or change customer information.”

?) Have a Question? ]
Live Community Help
Relewvant Topics . Search
customers +

15 topics found:

m

? Edit or change custorner inforratiore

* Modify {change) a memorized report

* [Monprofit] Tracking donors or
members by type

*  [Monpraofit] Preparing repaorts for
donors

( Back

Edit or change customer information

To do this task -
1. Click Customer Centre.

2. 0Onthe Customers & Jobs tab,
double-click the customer you want
to edit.

53 Prirt Topic

3. Inthe Edit Customer window,
werify that the name of the
customer appears in the Customer
Name field as you'd like it to
appear in your Customers & Jobs
list. &

m

W If you want the list to be

" alphabetized by last names and
the customer is Joan Green,
enter Green, Joan.

QuickBooks displays the topic in the lower portion of the help window.

5 Close the Help window.

Closing the company file

As you enter information in your company file, QuickBooks saves what you enter. When you
are finished working on a file, you can close the file.

To close the company file you just created:

From the File menu, choose Close Company.
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Lesson objectives

m  To edit the company chart of accounts

®  To add a new customer to the Customers & Jobs list

®  Toadd a new vendor to the Vendor list

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

®  To see how to manage lists in QuickBooks

Supporting materials

Handout 1: Balance sheet accounts

Handout 2: Accounts created automatically

m  PowerPoint file: Lesson 3

®  Video tutorial: Adding and using QuickBooks accounts
®  Video tutorial: Introducing the Customer Centre

®  Video tutorial: Introducing the Vendor Centre

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m  Have Handouts 1 and 2 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See
“Installing the exercise file” in the Introduction to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open or Restore Company window.
2  Select Restore a backup copy and click Next.

3 Select Local backup and click Next.
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4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.

5 Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click
Open.

6 Inthe Open or Restore Company window, click Next.
7 Navigate to your C:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type lesson 3 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Using QuickBooks lists

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

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

m  Contact information for vendors from whom you purchase your supplies

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

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

Editing

the chart of accounts

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

To display the chart of accounts:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for White Ridge Construction.
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u Chart of Accounts o= || = || ER
MName £  Type Balance Total
+Cheqguing Bank 169,006.83 »
+Petty Cash Bank 0.00
+5avings Bank 0.00
«Accounts Receivable Accounts Receivable 22,262.93
+Allowance for Doubtful Accounts Other Current Asset 0.00
+Construction in Progress Other Current Asset 0.00
+Employee Advances Other Current Asset 0.00
+Inventory Asset Other Current Asset 12,620.40
+Retainage Receivable Other Current Asset 0.00
+Undeposited Funds Other Current Asset 4,679.15
+Work in Progress (WIP) Other Current Asset 0.00] -

[ Account  * ” Activities = || Reports ~ | Indude inactive

2 Scroll through the list. The chart of accounts displays balance sheet accounts first,
followed by income and expense accounts.

Before you modify the preset chart of accounts, we recommend that you have
your accountant or QuickBooks Professional Advisor review the chart of accounts
that QuickBooks has set up for you. You may need to add income and expense
accounts, add subaccounts, delete accounts, or move accounts. It is important to
decide on an account structure before you begin entering transactions.

2
[
+
—
[
+—
%]
v
L
>
o

Refer to Handout 1, “Balance sheet accounts” as you explain each account type and the
kinds of transactions you use each type for.

Editing an account

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

To edit an account:

1 Inthe chart of accounts select Chequing.

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

QuickBooks displays the Edit Account window.
3 Inthe Description field, type The Provincial Bank.

4 Inthe Bank Acct. No. field, type 555-333-2222.
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Your window should look like this.

#l Edit Account

== ]

'ﬂ" Account Type | Bank

Account Name Chequing
Subaccount of

Optional
Description | The Provindal Bank

Bank Acct. No. | 555-333-2222
Routing Number

Tax-line Mapping | <Unassigned:=

-

How do I choose the right tax line?

| Change Opening Balance...

‘You can change the opening balance in the
account register.

Account is inactive | Set Up Online Services...

Remind me to order chegues when I print chegue number

Order chegues I can print from QuickBooks.

Learn more

Save & Close ] | Cancel

5 Click Save & Close.

Adding subaccounts

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

To add a subaccount:

1

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

QuickBooks displays the Add New Account: Choose Account Type window.

il Add Mew Account: Choose Account Type

[= = =)

% Choose one account type and click Continue.

Categorize money your business earns or spends

Income

Or, track the value of your assets and liabilities
Fixed Asset (major purchases)
Bank
Loan
Credit Card
Eguity

Other Account Types | <select>

Help me choose the right account type.

Expense Account

Categorizes money spent in the
course of normal business
operations, such as:

* Advertising and promotion
+ Office supplies

* Insurance

* Legal fees

+ Charitable contributions
*Rent

More...

Continue ]| Cancel

2 Select Expense and click Continue.
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3 Inthe Account Name field, type Trade Pubs.

4 Select the “Subaccount of” checkbox, and then select Dues and Subscriptions in the drop-
down list.

5 Inthe Description field, type Trade Publications.

6 Inthe Sales Tax Code field, choose “S” from the drop-down list.

il Add New Account =0 Eol(F==

'IT. Account Type | Expense -

AccountName | Trade Pubs
| Subaccount of | Dues and Subscriptions -

Optional
Description | Trade Publications

Note
Tax-Lline Mapping | <lnassigned = - | How do I choose the right tax line?
Sales Tax Code |5 -

Save & Close H Save & New || Cancel

7 Click Save & Close.

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

Name 4 Type Balance Total
+Depredation Expense Expense -
+Dues and Subscriptions Expense

+Trade Pubs Expense

«Union Dues Expense

8 Close the chart of accounts.

Explain to students that in addition to the accounts that QuickBooks sets up by default
based on the industry they select during the EasyStep Interview, QuickBooks also creates
certain accounts as needed based on the features used in the program. For a list of these
accounts, refer to Handout 2, “Accounts created automatically.”
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Working with the Customers & Jobs list

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

Adding new customers

In this exercise, you’ll add a new customer to the Customers & Jobs list.

To add a new customer:

1 Click Customer Centre in the icon bar.

QuickBooks displays the Customer Centre, which includes the Customers & Jobs list.

@ Customer Centre: Bentley, Karen (All Transactions) = ==
{f; Wew Customer & Job ~ Hew Transactions» [ Printv [ Excelv [ Word~
Customers & Jobs Transactions Customer Information Edit Customer... | Reports for this Customer
View | Active Customers - =3 Bentley, Karen ontact Karen Bentley QuickReport
- From advertisement 604856-9871 Open Balance
¢ 6046259658 Show Estimates
Mame Balance ... JobS... Estimate... . Bentley, Karen Fox 6048560877
<alin, Hida 0.00 54,85... * 17 Amber Ave. e
: . Port Coquitiam, 6C B
600 5Q Ft Addition 0.00 Pending  54,85... ¥ 368 e Due on receipt
+Bentley, Karen 0.00 0.00 S
+Roof and Attic 0.00 Inpro... 0.00 _ —
e [ Edit Notes.... |
+Card, Brad 0.00 21,73... e
o Theatre Room 0.00 Inpro...  2L,73..
+Greene, Jeremy 8,762.00 42,%... Show | AllTransa... w | Filter By | All v | Date |MextFiscalY... v  01/01/2010 - 12/31/2010
eKitchen Renovation 8,762.00 Awarded 42,%... Type Num Date v Account Amount
Nielsen, Clintan 0.00 0.00 Payment 112 03/01/2010 Chequing 25,080.80)
+Study Addition 0.00 0.00 Invoice 4 02/16/2010 Accounts Receivable 29,080.80
+Rajyaguru, Kamlesh 10,104.00 55,10...
+Teaand CrumpetsR...  10,104.00 55,10... -

To show details of customer transactions, it may be necessary to select “Next Fiscal
Year” in the date field.

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

2 Click the New Customer & Job menu button (at the top of the Customer Centre), and
select New Customer.

QuickBooks displays the New Customer window.

3 New Customer

=]

Customer Name

Opening Balance

Cancel

as of | 12/31/2010 How do I determine
Y3010 8] the opening balance?

Address Info | Additional Info | Payment Info Job Info e
Company Name || Contact Erro—
Mr. M. /.. Phone
M. Customer is
First Name ML FAX inactive
Last Name Alt. Phene
Alt. Contact
E-mail
e
Addresses
Invoice To ship To -
Copy >> |
[ it | [ Add Hew
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LESSON 3

The New Customer window is where you enter all the information about a new customer,
including billing and shipping addresses, contacts, credit limit, and payment terms.
QuickBooks uses the information you enter to complete invoices, bills, and receipts.
When you’re setting up your company file, you use this window to record customers’
opening balances.

3 Inthe Company Name field on the Address Info tab, type Godwin Manufacturing, and
then press Tab.

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

QuickBooks displays the name listed in the Customer Name field in the Customers &
Jobs list. By default, QuickBooks sorts the list alphabetically.

If you are entering individual names, you may want to use last name, first name in
the Customer Name field so that your Customers & Jobs list displays the names
with the last name first. This is useful for alphabetical sorting of lists and reports.
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4  Leave the Opening Balance field blank, and in the as of field, type 12/31/2010.

5 Inthe Invoice To field, click at the end of the company name line and press Enter.
6 Type 376 Pine Street, and then press Enter.

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

7  On the next line of the Invoice To field, type Vancouver, BC T6H OR?7.
8 Click Copy to have QuickBooks copy the billing address to the Ship To field.

Each of your customers can have multiple shipping addresses. You can also set which
address to use as the default address. The default address for each customer is used on
sales forms, letters, labels, and in Shipping Manager.
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QuickBooks displays the Add Ship To Address Information window.

Add Ship Ta Address Information =

Customer Mame  Godwin Manufacturing
Address Name Ship To 1

Address Godwin Manufacturing
376 Fine Street
City Vancouver

State /Province  go
Zip  Postal Code | T6H oRT
Country / Region

MNote

Show this window again when address is incomplete or undear
Default shipping address

9 Click OK to use this address as the Godwin Manufacturing ship to address.

10 Continue filling out the customer information by providing the following information:
Contact: John Godwin

Phone: 604 555-9841
FAX: 604 555-0012
Alt Contact: Tracy Heldt

'3 New Customer ===
Customer Name Godwin Manufacturing
Opening Balance || as of | 12/31/2010 How do I determine P,
the opening balance? Cancel

Address Info Additional Info Payment Info Job Info Next
Company Name | Godwin Manufacturing Contact John Godwin Help

Mr.Ms. [... Phone

Ms. . 604 555-9841 Customer is

First Name M.L FAX 504 555-0012 inactive

Last Name Alt. Phone

Alt. Contact Tracy Heldt

E-mail
Cc

Addresses

Invoice To Ship To | Ship To 1 hd

Godwin Manufacturing Godwin Manufacturing

370 Pine Street ﬁl 376 Pine Street

Vancouver, BC T6H OR7 (S0PY 2 | yancouver, BC T6H ORT
| Edit | | Addhew || Edit || Delete |

| Default shipping address

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

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

To add additional information to a customer record:

1 Click the Additional Info tab.
QuickBooks displays the Additional Info tab of the New Customer window.

'3 New Customer o= ]
Customer Name Godwin Manufacturing
Cpening Balance asof | 1273112010 How do I determine
the opening balance? Cancel
Address Info Additional Info Payment Info Job Info Next
Categorizing and Defaults Price Level = I&I
Type Custom Fields Customer is

: inactive
Spouse's Name

Terms Customer Since
Contact's Birthday

- Website

Rep

Preferred Send Method |  DefreFields |
Mone ~

Sales Tax Information
Tax Code Country

* | |Canada -

Business Mumber

2 Inthe Type field, type Industrial.

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

3 Press Tab.

QuickBooks tells you that Industrial is not currently on the Customer Type list and asks if
you wish to add it.

4  Click the Quick Add button to add the customer type to the list.

Quick Add lets you set up the item with a minimum amount of data. If you click Set Up,
you can enter more detailed information, but that interrupts the process of creating a new
customer.
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5 Inthe Terms field, select Net 30.

Your screen should now look like this.

' New Customer =
Customer Name Godwin Manufacturing
Opening Balance asof | 127312010 How do I determine
the opening balance? Cancel

Address Info Additional Info Payment Info Job Info Next
Categorizing and Defaults Price Level = Help
Tvpe Custom Fields Customer is
Industrial - inactive

Spouse's Name

Terms .
Customer Since

Met 30 -
Rep Contact's Birthday
- Website
Preferred Send Method |W|
MNone -

Sales Tax Information
Tax Code Country

* | |Canada -

Business Mumber

Providing customer payment information

The Payment Info tab is where you enter customer account numbers and credit limits.
QuickBooks remembers each customer’s credit limit and warns you when a customer is about
to exceed it. You can also record information about each customer’s preferred payment
method. For customers who pay by credit card, you can enter credit card humbers and
expiration dates.

To add payment and credit information to a customer record:
1 Click Payment Info.
2 Inthe Credit Limit field, type 2000.

3 Inthe Preferred Payment Method drop-down list, choose Cheque.
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When you finish, your window should look like this.
3 Mew Customer EI@

Customer Name Godwin Manufacturing

Opening Balance as of | 12/31/2010 How do I determine
the opening balance? | Cancel |
Address Info Additional Info Payment Info Job Info | Next |
Account Mo, | Help |
AR Customer is
Credit Limit | 2,000.00 inactive

Preferred Payment Method

Cheque -

Credit Card No. Exp. Date !
Mame on card

Address

Postal Code

Can I save the Card Security Code?

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

QuickBooks displays the Customers & Jobs list with Godwin Manufacturing added
to the list.

5 Close the Customer Centre.

QuickBooks has several preset reports related to customers. Some reports you may
find useful are the sales by customer summary and the sales by customer detail reports
(under the Sales submenu in the Reports menu).

You may also find the A/R aging summary, A/R aging detail, customer balance
summary, customer balance detail, and open invoices reports useful. You’ll find them
under the Customers & Receivables submenu in the Reports menu.

k=3
=
-
—
©
—
(%]
v
L
>
o

Working with the Employee Centre

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

QuickBooks uses the information you enter in the Employees list to track sales and fill in
information on cheques and other forms.
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Adding new employees

Suppose that White Ridge Construction has hired a new employee and you want to add her
information to the Employees list.

To add a new employee:

1 Click Employee Centre in the icon bar.

QuickBooks displays the Employee Centre, which includes the Employees list.

) Employee Centre: Carol Walker =<
*8 newEmployee.. g Manage Employee Information » & Print= ) EnterTime+ % Excelr [ Word~
Employees | Transactions Employee Information Edit Employee... Reports for this Employee
View [Active Employess . || Eme me Carol Walker Fhone 604 455-7890 QuickReport
ess Carol Walker

Name 2121 Ventura Bivd

l Vancouver, BC V4Y 2M9
Kelly Lawson

Reynaldo Lopez o

Rob deMontaral — MNEW Payroll Option

Sandra Adams lotes Edit Notes...
Show | All Transacti.,. = | Date |MextCalendar Year | 01/01/2010 - 12/31/2010
Transaction Type Date ¥ Account Amount
Pay Cheque 11/30/2010 Chequing 2,339.24]
Pay Cheque 10/31/2010 Chequing 2,339.24
Pay Cheque 08/30/2010 Chequing 2,339.24

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

2 Click New Employee at the top of the Employee Centre.

QuickBooks displays the New Employee window.

§ New Employee [E=HECR |5
Information for:
Change tabs: b Cancel

Personal Address and Contact Additional Info Next
MM [t ]

Legal Mame Employee is
First Name M.I. inactive

Last Name

Print as
5IM
Gender -

Date of Birth
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The Personal tab is where you enter basic information about the employee, such as name,
Social Insurance Number, and date of birth.

3 Inthe First Name field, type Marlene.
4  Inthe Last Name field, type Duncalf, and then press Tab.

Notice that QuickBooks fills in the “Print as” field with the information you entered in
the name fields. You can enter a different name if you wish.

5 Inthe SIN No. field, type 111 111 118.
6 Inthe Gender field, select Female from the drop-down list.

7  Inthe Date of Birth field, type 07/18/82.

The Personal tab should look like this.

§ New Employee =lEEs
Information for: Marlene Duncalf
Change tabs: Personal Info - | Cancel |
Personal Address and Contact Additional Info | Next |
e s ] | b |
Legal Mame Employee is
FirstMame | Marlene M.I. e

LastMame | Duncalf

Print as Marlene Duncalf

SIN 111 111 118

Gender -
Date of Birth | 07/18/1982

8 Click the Address and Contact tab.
9 Inthe Address field, type 195 Spruce Avenue, #202.
10 For the City, Province, and Postal Code fields, type Vancouver, BC T2P 5L3.

11 Inthe Phone field, type 604 555-1111.
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When you finish, the window should look like this.

¥ Mew Employee

[E= o )

Information for:

Change tabs:

personalinfo |2

Cancel

Personal I Address and Contact |

Additional Info

Mext

Home Address Help

Address 195 Spruce Ave, %202 Employee is
inactive

City Vancouver Province |BC -

Postal Code |T2p 5.3 Country  |Canada -

Phone 604 555-1111]

Mobile

Alt. Phone

Fax

E-mail

Pager FIM (Pager)

12

13 In the Hire Date, type 11/26/2010.
14 Click OK.

15

In the Change tabs field, select Employment Info from the drop-down list.

If QuickBooks asks if you want to set up this employee’s payroll information, click

Leave As Is. You learn how to set up payroll in Lesson 12.

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

added.

8 Employee Centre: Marlene Duncalf

=EEs

Employees | Transactions Payroll
View | Active Employees - -+ Emplo
Name

Caral Walker
Kelly Lawson

Marlene Duncalf

Reynaldo Lopez
Rob deMontarnal

Sandra Adams

’8 Hew Employee... @ Manage Employee Information *+ = Print » (D Enter Time v ﬂ Excel » "5 Word »

Employee Information

Motes Edit Motes. ..

L

Edit Employee. .. Reports for this Employee

Marlene Duncalf Phone 604 555-1111 QuickReport
= Marlene Duncalf

Payroll Summary
195 Spruce Avenue :

Vacation Summary
Vancouver, BCT2P 5 . ;
Payroll Transaction Detail

Show | All Transacti... =

Date |MextCalendar Year w | 01/01/2010 - 12/31/2010

Transaction Type

Date ~
There are no transactions of type "All Transactions” in date range "Mext Calendar Year™.

Account Amount

16 Close the Employee Centre.
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Working with the Vendor Centre

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

Adding new vendors

In this exercise, you’ll add a new vendor to the VVendor Centre. Suppose White Ridge
Construction is working with a new subcontractor, and it needs to add information about the
new vendor to its QuickBooks Vendors list.

To add a new vendor:

1 Click Vendor Centre in the icon bar. QuickBooks displays the Vendor Centre.

(3 Vendor Centre: Accounting Cycle (All Transactions) =n[EcR(E<=)
(@) New Vendor... New Transactions* [=) Print+ ﬂ Excel * "‘5 Word »
Vendors Transactions Vendor Information | Editvendor... | Reports for this Vendor
View | Active Vendors - Y] = Accounting Cyde t Accounting Cycle QuickReport
Find 504628-2405 Open Balance
C Accounting Cycle A
Mame Balance Total =2 102 1183?2'119 st
urrey, En A "

Accounting Cycle D.DD‘ o V5G 24 = Andrew@accou...

Al Subs 18,430.00 -

Andre's Mechanical 0.00 - Net 30

Barata's Building Supplies 15,015.00 - s

. [ ¥ QuickBooks Cheques &

Blitz Marketing 1,785.00 otes ‘ Edit Notes... | (=50 Supplies:Learn More,
C.U. Electric 0.00

Craig's Lumber 0.00

Dars Auto Emporium 0.00 Show | All Transa... = | Filter By | Al ~  Date > | 01/01/2010 - 12/31/2010
Daniel's 0.00 Type Num Date Account Amount
Dobson's Exteriors 0.00 There are no transactions of type "All Transactions™, filtered by "All", in date range "™Mext Fiscal Year™,

2 Click New Vendor at the top of the Vendor Centre.
QuickBooks displays the New Vendor window.

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

3 Inthe Vendor Name field, type Hughes Electric.

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

4 Inthe Company Name field, type Hughes Electric, and then press Tab.

Notice that QuickBooks displays the company name on the first line of the Address
field.
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5 Click in the Name and Address field after the company name displayed on the
first line, and press Enter.

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

8 Type Nanaimo, BC V6C 2R3.

9 Inthe Contact field, type David Hughes.

10 In the Phone field, type 250 555-6666.

11 Inthe FAX field, type 250 555-6667.

When you finish, your window should look like this.

® New Vendor [F=0[ESh| )
Vendor Name Hughes Electric
Opening Balance as of | 17/31/2010 How do I determine —
the opening balance?
Address Info Additional Info Account Prefill Next
Help
Vendor is
Company Name |Hughes Electric Contact David Hughes inactive
Vendor i
M, M. ..o Phone 250 555-6666 e
First Name M., FAX 250 555-6667] GIEE)
Last Name Alt. Phone
Alt, Contact
Name and N E-mail
Hughes Electric
Address P.O. Box 2316 ce
MNanaimo, BC V&C 2R3
Print on Cheque as
Address Details Hughes Electric

Providing additional vendor information

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

1 Click the Additional Info tab.

QuickBooks displays the Additional Info tab of the New Vendor window.

# New Vendor ===
Vendor Name Hughes Electric
Opening Balance asof | 12/31/2010 How do I determine | — |

the opening balance? =
Address Info Additional Info Account Prefill | Next |
| Help |
Account Mo, Biling Rate Level - —_—
Vendor is
Categorizing and Defaults Custom Fields inactive
Type Spouse’s Name Vendor is a
~ Vendor Since Sales Tax
Agency
Terms Contact's Birthday
1 website
Credit Limit

Sales Tax Information
Tax Code Country

+ | |Canada - -
Business Number [ DefineFields |
Vendor eligible for T4a
Vendor eligible for T5018
Gen Liability Expires

2 Inthe Account No. field, type 123-445.

3 Inthe Type field, choose Subcontractors from the drop-down list.
4 Inthe Terms field, choose “2% 10 Net 30” from the drop-down list.
5 Inthe Credit Limit field, type 2000 and press Tab.

Your New Vendor window should resemble the figure below.
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W MNew Vendor

=@

Vendor Name

Sales Tax Information
Tax Code Country

» || Canada -

Business Mumber

Wendor eligible for T5018

Hughes Electric

Opening Balance as of | 12/31/2010 How do I determine Cancel
the opening balance?
Address Info Additional Info Account Prefil Next
Help
Account Mo, | 123-445 Biling Rate Level -
Vendor is
Categorizing and Defaults Custom Fields inactive
Type Spouse’s Name Vendor is a
Subcontractors - Vendor Since Sales Tax
Agency
Terms Contact's Birthday
2% 10 Net 30 - Website
Credit Limit | 2,000.00

|  Define Fields |

Gen Liability Expires

Click OK.

QuickBooks adds the vendor and displays the updated Vendors list.

(3 Vendor Centre: Hughes Electric (All Transactions) (== ==

' New Vendor... New Transactions» (S Print> [ Excelv T Word+

Vendors Transactions Vendor Information [ EditVendor... | Reports for this Vendor
View | Actve vendors . =p ame Hughes Electric QuickReport
- Subcontractors Open Balance
Hughes Electric

Name Balance Total Hughes Electric 250 5556667

< Lo i P.C. Box 2316
Craig's Lumber 0.0 Nanaimo, BC V6C 2R3
Dan's Auto Emporium 0.00 123445
Daniefs .00 2% 10Net 30
Dobson's Exteriors 0.00 "

) ) [= % QuickBooks Cheques &
Fisher Supplies 0.00 otes [Edithotes... | S Supples: Learn more
Gunes's Marketing 0.00 -

[Hughes Blectric 0.00

Insurance Experts .00 Show | All Transacti... w | Filter By | Al ~ | Date |MextFiscal Year ~ | 01/01/2010 - 12/31/2010
Jeanne's Compu-Excellence 0.00 Type Num Date ~ Account Amount
Jesse's Convenience Store 0.00 There are no transactions of type "All Transactions”, fitered by "Al", in date range Next Fiscal Year™.
Kevin Anderson Barrister a... 0.00

Ministry of Finance (BC) 0.00

Receiver General 0.00

Notice that Hughes Electric has been added to the list.

Close the Vendor Centre.
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QuickBooks has several preset reports related to vendors. Some reports you may find
useful are the purchases by vendor summary and detail reports (under the Purchases
submenu in the Reports menu).

You may also find the A/P aging summary, A/P aging detail, unpaid bills detail, and
the vendor balance summary reports useful. You’ll find them under the Vendors &
Payables submenu in the Reports menu.
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Adding custom fields

QuickBooks lets you add custom fields to the Customers & Jobs, Vendors, Employees, and
Item lists. Custom fields give you a way to track additional information specific to your
business. For example, you can add a field for pager numbers to your Vendors and Employees
lists, a field for customers’ birthdays to your Customers & Jobs list, and fields for units of
measurement, colour, and size to your Item list.

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

You can add up to seven custom fields for each of the names lists (customers, vendors, and
employees). Overlapping fields count as one field on each list. For example, if you add a
custom “Birthday” field for customers and vendors, you can still add six additional fields to
each list. You can add up to five custom fields for the Item list. (Custom fields for the Item
list are tracked separately from custom fields for the customers, vendors, and employee lists.)

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

Adding custom fields for customers, vendors, and employees

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

First, look at the custom fields that White Ridge Construction has already added to its
Customers & Jobs, Vendors, and Employees lists. Then, you’ll add two new custom fields.

To add custom fields:
1 Click Customer Centre in the icon bar.
QuickBooks displays the Customer Centre.

2 Inthe Customers & Jobs list, select Greene, Jeremy.

3 Click the Edit Customer button.
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QuickBooks displays the Edit Customer window.

'3 Edit Customer

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150

| Edit |

= e ==
Customer Name Greene, Jeremy
CurrentBalance :  8,762.00 How do I adjust the current balance?
Cancel
Address Info Additional Info Payment Info Notes
Company Name Contact Jeremy Greene T
Mr. Ms.j... Phone 5
Ms. /. Mr. 604 554-7595 Customer is
First Name Jeremy M.L FAX 504 554-7300 inactive
Last Mame Greene Alt. Phone | 504 523-4561
Alt, Contact
E-mail
Cc
Addresses
Invoice To Ship To | Ship To 1 hd

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150

Copy =>> |

| AddNew || Edit || Delete |
| Default shipping address

4 Click the Additional Info tab.

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

'3 Edit Customer

===

Customer Name Greene, Jeremy

CurrentBalance @ 8,762.00
Address Info Additional Info

Categorizing and Defaults
Type

=
Terms
MNet 15 -
Rep
-
Preferred Send Method
Mone -

Sales Tax Information
Tax Code Country

G « | |Canada -

Business Number

Cancel
Motes
Price Level - Help

Custom Fields Customer is
. inactive
Spouse's Name

How do I adjust the current balance?

Payment Info

Customer Since
Contact's Birthday
Website

| Define Fields |
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5 Click Define Fields.

QuickBooks displays the Define Fields window.

Define Fields (3]
Label Customers:Jobz  Vendors Employees —
7 7 7 Cancel |
Customer Since Vv | Help |

Vendor Since
Contact's Birthday
Website

Notice that White Ridge Construction has already set up custom fields in the Customers &
Jobs list for spouse’s name, customer since, contact’s birthday, and website. In the Vendor
list, they have set up a custom field for vendor since, contact’s birthday and website. In the
Employee list, they have set up custom fields for spouse’s name.

Now, you’ll add a custom field for pager numbers to the Customers & Jobs and Vendors lists.
You’ll also add a custom field to the Employees list that tracks the date of each employee’s
last review.

6 Inthe first blank Label field, type Pager Number.
7  Click the Customers:Jobs checkbox to select it.
8 Click the Vendors checkbox to select it.

9 Inthe next blank Label field, type Date of Last Review.
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10 Click the Employees checkbox to select it. Your Define Fields window should
now look like this.

Define Fields |
To be used for

Label Customers:Jobs Vendors Employess —

Spouse's Mame v i v LCEI|
Customer Since F |T|
Vender Since 7 N
Contact's Birthday v 7

Website 7

Pager Number 7 7

Date of Last Review

11 Click OK.

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

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

3 Edit Custormer [o = |-
Customer Name Greene, Jeremy —_——
OK
CurrentBalance :  8,762.00 How do I adjust the current balance? |7|
| Cancel |
Address Info Additional Info Fayment Info | Notes |
Cateqgorizing and Defaults Price Level - |¢'
Type Custom Fields Customer is
From advertisement b Spouse’s Name inactive
b
Sims Customer Since
Net 15 -
Rep Contact's Birthday
- Website
Preferred Send Method Pager Number
None -

Sales Tax Information
Tax Code Country
G = | Canada -

Business Mumnber

13 In the Pager Number field, type 604 555-9876.
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If you customize your sales forms to display the Pager Number field, this number
displays whenever you create a form for this customer. It also displays on reports
modified to display the Pager Number column.

14 Click OK to close the Edit Customer window.

15 Close the Customer Centre.

Adding custom fields for items

Now suppose that White Ridge Construction wants to add a custom field to its Item list. The
company purchases several types of plumbing fixtures. The Item list has no custom fields, but
now White Ridge wants to add fields to track Colour & Style.

To add custom fields for items:

1 From the Lists menu, choose ltem List.

QuickBooks displays the Item List, as shown below.

L5 Ttem List =5 ][]
Look for in | Al fields - Reset
Mame Description Type Account On 5ales...  Price
+01 Plans and Permits |Plans and Permits Service Constructio. .. 0.00 =
+01.1Plans Plans Service Constructio. .. 0.00
+01.2 Building P... |Building Permits Service Constructio... 0.00
+01.3 City License |City License Fee Service Constructia... 0.00
+02 Site Work Site Work Service Constructio. .. 0.00
+02, 10 Demao Demao Service Charitable 0.00
+03 tion wcavatio Service C | 0.00]
+04 Concrete Concrete Service Constructio... 0.00
+05 Masonry Masonry Service Constructia... 0.00 _
[ 1tem - || Activites  * || Reports = || Excel - | Indude inactive

2 Inthe Item List, select Plumbing Fixtures (a sub item of Direct Materials).
3 Click the Item menu button, and then choose Edit Item.

QuickBooks displays the Edit Item window.
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B Edittem == e
_— Use for goods you buy but don't track, like office
0 2MNo - " . . - — ]
supplies, or materials for a spedfic job that you Cancel
charge back to the customer.
Custom Fields
Ttem MName Mumber /| Subitem of Manufacturer's Part Number —
el
Plumbing Fixtures Direct Materials - Heading \&/
Unit of Measure

Enable... Item is inactive

| This item is used in assemblies or is purchased for a spedific customer:job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Plumbing Fixtures Plumbing Fixtures
Cost 0.00 Sales Price 0.00
Purch Tax Code - Tax Code S -

Expense Account |Direct Cost of Good... = Income Account | Construction Income |«

Preferred Vendor -

Note: Notice the Manufacturer’s Part Number field. This part number is a unique number
or code assigned by the manufacturer to each of their items. Since purchase orders
are usually sent to the manufacturer, using the manufacturer’s part number will
ensure that your vendor knows exactly what is being ordered.

4 Click Custom Fields.

QuickBooks displays the information window stating there are no custom fields designed
for items. Click OK.

5 In the next window, click Define Fields.
QuickBooks displays the Define Custom Fields for Items window.

6 Inthe “Use” column, click the first blank checkbox to select it. Then type Colour in the
Label field.

7 Inthe “Use” column, click the next blank checkbox to select it. Then type Style in the
label field.

[ Bl
Define Custom Fields for [tems Lﬂ_hj

Use  Label
V| | colour Cancel
J| | stylel Help

1 )

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

9 Inthe “Custom Fields for Plumbing Fixtures” window, type Pewter in the Colour field,
and Modern in the Style field.

I B
Custom Fields for Plumbing Fixtures &J

Colour Penter
Style Modern| Cancel
Help

Define Fields

10 Click OK to close the Custom Fields for Plumbing Fixtures window, and then click OK
to close the Edit Item window.

11 Close the Item List.

You can add custom fields you’ve set up for customers or items to any sales form.
Similarly, you can add custom fields you’ve set up for vendors or items to the
purchase order form. If you want to filter a report based on text in custom fields, you
must add the fields to the form used to generate the report. For example, if you want to
filter the open purchase orders report by style, you need to add the Style field to the
purchase order template you use.
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Managing lists

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

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

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

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

To sort a list manually:

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts for White Ridge Construction.

i} Chart of Accounts == | ]
Name ¢ Type Balance Total

ﬁ_- H -
+Petty Cash Bank 0.00
+3avings Bank 0.00
+Accounts Receivable Accounts Receivable 22,262,93
+Allowance for Doubtful Accounts Other Current Asset 0.00
+Construction in Progress Other Current Asset 0.00
+Employee Advances Other Current Asset 0.00
+[nventory Asset Other Current Asset 12,620.40
+Retainage Receivable Other Current Asset 0.00
+Undeposited Funds Other Current Asset 4,679.15
+\Work in Progress (WIF) Other Current Asset 0.00 -
| Account || Activities T || Reports = | Indude inactive

2  Click the diamond to the left of Undeposited Funds. The mouse pointer becomes a four-
directional arrow.

3 Click and hold the mouse button, and drag the pointer upward until you see a dotted line
directly below Accounts Receivable.

4  Release the left mouse button to drop the account in the new paosition. The Undeposited
Funds account is now directly under the Accounts Receivable account.

+Chequing Bank 169,006,583
+Petty Cash Bank 0.00
+5avings Bank 0.00
+Accounts Receivable Accounts Receivable 22,262,93
+Undeposited Funds Other Current Asset 4,679.15
¢ Allowance for Doubtful Accounts Other Current Asset 0.00

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

5 Tore-sort the list alphabetically, click the Account menu button, and select Re-sort List.
QuickBooks asks you to confirm that you want to return the list to its original order.

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

7  Close the chart of accounts.

Sorting lists in ascending or descending order

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

1 Click Customer Centre on the icon bar to display the Customer Centre and Customers &
Jobs list.

This button expands (or collapses) the Customers

& Jobs list.

@& Customer Centre: Allin, Hilda (All Transactions) = |[E][=
% New Customer&Job v New Transactions v (S Printv [ Excelw [ word~
Customers & Jobs Transactions V || customer Information Edit Customer Reports for this Customer
View [Actve Customers = Alin, Hida Hida Alln QuidkReport
- Referral 6043356711 Open Balance
Show Estimates
Name Balance ... JobS... s Alin, Hida 604 336-6715
<Allin, Hilda 0.00 57 River Avenue
New Westminster, BC
+600 5Q Ft Addition 0.00 Pending  54,85... V15 T4 Due onreceipt
oBentley, Karen 0.00 0.00 o y
+Roof and Attic 0.00 Inpro... 0.00 _— ——
otes it Note
+Card, Brad 0.00 2L,73...
o Theatre Room 0.00 Inpro... 21,73..
+Godwin Manufacturing 0.00 Show |AllTransa... = | Filter By [Al ~ | Date |NextFiscal Year v | 01/01/2010 - 12/31/2010
+Greene, Jeremy 8,762.00 42,46... Type Num Date ~ Account Amount
<Kitchen Renovation 8,762.00 Avarded  42,46... Sales Order 1 12/10/2010 *Sales Orders 525.00] ~
ohieksen, Clinton 0.00 0.00 Payment 444 02/15/2010 Undeposited Funds 18,026.68
+Study Addition 0.00 0.00 Invoice 3 02/07/2010 Accounts Receivable 18,026.68
+Rajyaguru, Kamlesh 10,104.00 55,10, Invoice 2 02/02{2010 Accounts Receivable 17,886.18
+Teaand CrumpetsR...  10,104.00 55,10... Payment 212 01/23/2010 Undeposited Funds 17,886.18
oReceiver General - Rec.. 0.00 0.00 Payment 124 01/26/2010 Undeposited Funds 18,970.19

2 Click the Expand button (right-pointing arrow) to the right of the View drop-down list
(see above) to expand the Customers & Jobs list.

The Customers & Jobs list now shows details about the customers and jobs.

@ Customer Centre: Allin, Hilda = |[E=[ER
£ MNew Customer & Job = New Transactions+ (2 Print F Excelr T Word~
Customers & Jobs Transactions
View |Active Customers = E‘
Find
Name Balance Total Job Status Estimate Total
< Allin, Hilda 0.00 54,853.UE| -
+600 5Q Ft Addition 0.00 Pending 54,853.05
+Bentley, Karen 0.00 0.00
+Roof and Attic 0,00 In progress 0.00
«Card, Brad 0.00 21,735.00
+Theatre Room 0.00 In progress 21,735.00
+Godwin Manufacturing 0.00
+Greene, Jeremy 8,762.00 42,462.00
+kKitchen Renovation 8,762.00 Awarded 42,402.00
e Nielsen, Clinton 0.00 0.00
+Study Addition 0.00 0.00
sRajyaguru, Kamlesh 10,104.00 55,104.00
+Tea and Crumpets Room 10,104.00 55,104.00
+Receiver General - Receivable 0.00 0.00

3 Click the Balance Total column heading. Notice that an arrow pointing up appears on the
heading and the list is sorted in ascending order by customer balance.
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& Customer Centre: Allin, Hilda (===
1% New Customer & Job » Hew Transactions* (=) Print ﬂ Excel » Ei Word »
Customers & Jobs Transactions
View | Active Customers  w (]
Find
% Name Balance Total = Job Status Estimate Total
+Allin, Hilda 0.00 54, 5 i
+600 5Q Ft Addition 0.00 Pending 54,853.05
+Bentley, Karen 0.00 0.00
+Raof and Attic 0,00 In progress 0.00
+Card, Brad 0.00 21,735.00
+Theatre Room 0.00 In progress 21,735.00
+Godwin Manufacturing 0.00
<Nielsen, Clinton 0.00 0.00
+Study Addition 0.00 0.00
+Receiver General - Receivable 0.00 0.00
+Uchman, Roy 3,396.93 67,798.50
+2nd Story 1,050.00 0.00
+Hangar 2,346.93 67,798.50
<iEreene, Jeremy 8,762.00 42,462.00

4  Click the column heading again.

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

& Customer Centre: Allin, Hilda

==

& MNew Customer & Job ~ New Iransactions* [=; Print ﬂ Excel* ﬁ Word ~

+Allin, Hilda

+Godwin Manufacturing

0.00

Customers & Jobs Transactions
View | Active Customers - \E/
Find
4 Name Balance Total ~ Job Status Estimate Total
+Rajyaguru, Kamlesh 10,104.00 55,104.00 *
+Tea and Crumpets Room 10,104.00 55,104.00
+Greene, Jeremy 8,7562.00 42,452.00
+Kitchen Renovation 8,752.00 Awarded 42,402.00
+Uchman, Roy 3,396.93 67,798.50
«Hangar 2,346.93 67,798.50
+2nd Story 1,050.00

+600 5Q Ft Addition 0,00 Pending 54,853.05
+Bentley, Karen 0.00 0.00
+Roof and Attic 0.00 In progress 0.00
+Card, Brad 0.00 21,735.00
+Theatre Room 0.00 In progress 21,735.00

0.00

5 15

5 Toreturn to the order you started with, click the large diamond to the left of the Name
column heading.

6 Click the Collapse arrow to collapse the Customers & Jobs list. If you don’t collapse the
Customers & Jobs list, the next time you open the Customer Centre, the center opens
with the expanded Customers & Jobs list.

7 Close the Customer Centre.

Merging list items

In most lists, you can combine two list items into one. For example, you may find that you’ve
been using two customers (because of different spellings) when you really need only one on
your Customers & Jobs list. You can merge list items in the Chart of Accounts, Item,
Customers & Jobs, Vendors, Employees, and Other Names lists.
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Note: After you merge list items, you cannot separate them. When working in your own
company file, we recommend that you back up your data before merging list items.

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

To merge items on a list:

1 From the Vendors menu, choose Vendor Centre.
QuickBooks displays the Vendor Centre.
2 Double-click the entry for Hughes Electric.

QuickBooks displays the Edit Vendor window.

% Edit Vendor ===
Vender Name Hughes Electric|
CurrentBalance :  0.00 How do [ adjust the current balance? " cancel |

Address Info Additional Info Account Prefill Notes
Help
vendor is
Company Name | Hughes Electric Contact David Hughes inactive
Vendor i
Mr. M. ... Phone 250 555-6666 5::;:—;;5
First Name ML FAX 250 555-6667 GEEE
Last Name Alt. Phone
Alt. Contact
E-mail
Name and Hughes Electric
Address P.O. Box 2316 e
Nanaimo, BC V6C 2R3
Print on Chegue as
Address Detsils Hughes Electric

3 Inthe Vendor Name field, type C.U. Electric. (This is the vendor name you want to
merge with.)

4 Click OK.
QuickBooks asks if you would like to merge the names.

5 Click Yes.

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

6 Close the Vendor Centre.

Note: You cannot merge items on the Fixed Asset Item list. In addition, if you use
assembly items in QuickBooks: Premier Edition products, you cannot merge them
with other assembly items or with any other type of item.
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Renaming list items

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

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

QuickStart

To rename a list item in the chart of accounts:

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

2 Inthe chart of accounts, select Chequing.
3 Click the Account menu button, and choose Edit Account.

QuickBooks displays the Edit Account window.

A Edit Account | E=nESH >

ﬂ. Account Type | Bank =

Account Mame
Subaccount of

Optional
Description | The Provindal Bank

Bank Acct. No. | 555-333-2222

Routing Number

Tax-line Mapping | <Unassigned> » | How doI choose the right tax line?
| Change Opening Balance. . | You can change the opening balance in the
= = ) accountregister.

Remind me to order chegues when I print cheque number

Order cheques I can print from QuickBooks. Learn more

Account is inactive | Set Up Online Services... | Save & Close | Cancel

4 In the Account Name field, type Master Chequing Account.

5 Click Save & Close.

QuickBooks changes the account name in the chart of accounts.

{7} Chart of Accounts E=n|EoN x|
MName ¢  Type Balance Total
+Master Chequing Account Bank 169,006.83 =
+Petty Cash Bank 0.00
»Savings Bank 0.00
+Accounts Receivable Accounts Receivable 22,262.93
+Allowance for Doubtful Accounts Other Current Asset 0.00
2 Construction in Progress Other Current Asset 0.00
+Employee Advances
+Inventory Asset Other Current Asset 12,620.40
+Retainage Receivable Other Current Asset 0.00
sUndeposited Funds Other Current Asset 4,679.15
+Work in Progress (WIP) Other Current Asset 0.00 -

| Account * || Activites = || Reports = | Indude inactive

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

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

To make a list item inactive:
1 Onthe Home page, click the Customers button (along the left side of the Home page).
QuickBooks displays the Customers Centre, which includes the Customers & Jobs list.

2  Select Bentley, Karen in the list. (Select her name, not the job.)

3 Right-click the name and choose Make Customer:Job Inactive. (You can also click Edit
Customer and then select the “Customer is inactive” checkbox.)

Notice that Karen Bentley (and the job for her room addition) no longer appears on the
Customers & Jobs list. (The customer and job item is only removed from the list—
transactions associated with this customer and job will still show in reports.)

Customers & Jobs Transactions

4 To see inactive list items, choose “All Customers” from the View drop-down list.

View | Active Customers - E‘

Find

Name Balance ... J... Estim...

+Allin, Hilda 0.00 5,... |&
+600 5Q Ft Addition 0.00 P... 54,...

+Card, Brad 0.00 21,..
+Theatre Room 0.00 In... 21,0

+Godwin Manufacturing 0.00

+Greene, Jeremy §,762.00 42,
+Kitchen Renovation 8,762.00 A... 42,..

+Nielsen, Clinton 0.00 0.00
’ i 0.00

+Rajyaguru, Kamlesh 10,104.00 55,
+Tea and Crumpets R...  10,104.00 55,00

+Receiver General - Rec... 0.00 0.00

+Uchman, Roy 3,396.93 (-7
+2nd Story 1,050.00 0.00 i

Customers & Jobs Transactons
View | All Customers - IEI
Find
#  Name Balance ... .. Esti...
+Allin, Hilda 0.00 5... |
+600 5Q Ft Addition 0.00 P... 5.
# +Bentley, Karen 0.00 0.
b4 +Roof and Attic 0.00 L.. 0.
3 <Blackstock, John 0.00 0.
# eCandla, Stella 0.00 0.
+Card, Brad 0.00 2.
+Theatre Room 0,00 L.,
# +Carvaho 0.00




Working with Lists

QuickBooks displays all the list items again, but the X’s signify that this customer is still
inactive. Make Karen Bentley active again by right-clicking the name and choosing Make
Customer:Job Active. Say Yes in the message asking to activate subs as well.

5 From the View drop-down list, select “Active customers.”

6 Leave the Customer Centre open; you’ll print a Customers & Jobs list in the next
exercise.
Printing a list
You can print a QuickBooks list for reference, or you may print a list to a file to use in your
word processor or spreadsheet. QuickBooks prints the Customers & Jobs list as it appears on
the screen, for example, if the Customers & Jobs list is expanded and sorted by balance total,

QuickBooks prints the expanded list sorted by balance total; if the list is collapsed,
QuickBooks prints just the customer name, the balance total, and active status.

To print the Customers & Jobs list:

1 Inthe Customer Centre, click the Print menu button, and then choose Customer & Job
List.

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

2 Click OK to bypass the List Reports message.

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

3 Click Print.

Note: This s a fairly long list, so if you don’t want to print it now, click Cancel.
To print information on one customer:
1 Inthe Customers & Jobs list, select the customer whose details you want to print.
2 Click the Print menu button, and then choose Customer & Job Information.
3 Click Cancel to close out of this window.
4  Close the Customer Centre.

If you want to print information for selected customers only, you can generate and filter
the Customer Contact report for those customers. You can also modify the report to
include the columns that you want.
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To print contact information for selected customers:

1 From the Reports menu, choose List, and then choose Customer Contact List from the
submenu.

2 Click Modify Report.

3  Click the Filters tab.

4 Select Customer in the Filter list.

5 Inthe Customer field, choose Multiple customers/jobs.

6 Make sure Manual is selected and then click to put a checkmark next to those customers
for which you want to print contact information.

7 Click OK to close the Select Customer:Job window.
8 Click OK to close the Modify Report window.
9  Print the report.

10 Close the report, and select No when QuickBooks asks if you wish to save the modified
report.

QuickBooks has preset reports that let you report on the information in your
QuickBooks lists. For example, you can create a phone list and a contract list for you
customers, employees, and vendors. You can also create a price list for the items
stored on your QuickBooks Item list.
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To create a list report, from the Reports menu, choose List, and then choose the list
report you want to generate.

Let students know that if they want to print the list to a file (so they can use it in their word
processing, spreadsheet, or database program), they can select File and choose the appropriate
file format from the drop-down list.
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Lesson objectives

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

To learn the features common to all registers

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

To demonstrate how to reconcile a QuickBooks bank account

Supporting materials

m  Handout 3: Registers associated with QuickBooks windows
m  PowerPoint file: Lesson 4

m  Video tutorial: Overview of QuickBooks accounts

Instructor preparation
m  Review this lesson, including the examples, to make sure you’re familiar with the
material.
m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.
m  Have Handout 3 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):
1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open or Restore Company window.
2  Select Restore a backup copy and click Next.
3 Select Local backup and click Next.
4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.
5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
6 Inthe Open or Restore Company window, click Next.

7 Navigate to your C:\QBtrain directory.
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8 Inthe File name field of the Save Company File as window, type lesson 4 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Writing a QuickBooks cheque

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

Suppose that you need to write a cheque to pay White Ridge Construction’s telephone bill.
To write a cheque:
1 Inthe Banking area of the Home page, click Write Cheques.

QuickBooks displays the Write Cheques window.

;‘43' Write Cheques - Chequin =
9 Sl
0 previous [ Next &F Print = | € Find 5] Journal
Bank Account | Chequing - Ending Balance 169,006.83
No. To Print .
Date 12/31/2010 [H|
Pay to the Order of - & 0.00
Dollars
Address ‘
9
Memo Order Chegues
Expenses $0.00 | Items 0.00 7] ffo be printed.
Account Tax Amount Memao Customer:Job  Billable? |
0.00
0,00
‘ Clear Splits | ‘ Recalculate | Save & Close |[ Save &New ]l Clear |

The Bank Account field shows the account from which you are writing this cheque.
QuickBooks displays the current date in the Date field. (The sample data is set to display
December 31, 2010 as the current date.) You can change either of these values if you
wish, but they are fine for our example.

2 If necessary, select the “To be printed” checkbox.
QuickBooks displays a checkmark in the checkbox.

3 Inthe Pay to the Order of field, select The Phone Co. from the drop-down menu.
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4 Press Tab to move to the Amount field. If the following window displays, click Continue
Writing Cheque.

Open Bills Exist

! There are open bills for this vendor, as shown below.

Using the Write Cheques windaw to pay an open bill will cause your accounts
payable balance to be incorrect.

Due Date Amount Due Ref. No.
12/22/2010 164.87

11/22/2010 ‘ 154.87]

Do you want to cancel your entries and go to the Pay Bills window?

| Go To Pay Bills | [ Continue Writing Cheque ]

e ol

QuickBooks has an AutoRecall feature that pre-fills new transactions based on previous
transactions. You can have QuickBooks pre-fill the expense account for a vendor
transaction based on previous transactions for that vendor. You can change this
preference to have QuickBooks fill in the amount as well as other information from the
last transaction with a payee. This is convenient when you have recurring payments of
the same amount. To change this preference, choose Preferences from the Edit menu.
Click General, and then select “Automatically recall last transaction for this name” on the
My Preferences tab.

5 Type 156.90 (the amount of the telephone bill), and then press Tab. Notice that
QuickBooks spells out the amount of the cheque for you on the line below the payee.

6 Click in the Account column on the Expenses tab, and then, if necessary, choose
Utilities:Phone from the drop-down list.

7 Inthe Tax field choose S from the drop-down list, and then press Tab.

Your screen should resemble the following figure.
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£ write Cheques - Chequing EI@
A previous [P Next & Print = | ) Find [ Journal

Bank Account | Chequing - Ending Balance 169,006.83
MNo. ToPrint
Print As: The Phone Co Date 12/31/2010 (&)
Pay to the Order of The Phone Co. hd $ 156.90
One hundred fifty-six and 90/100% == * s ==ss=ssszsssszssssssssssy Dollars

The Phone Co
4234 West Georgia St.
Address | yancouver, BC

V3P 3M3 S —
i
Memo Order Cheques

Expenses $140.09 | Items £0.00 | To be printed
Account Tax Amount Memo Customer:Job  Billable? |
Utiities:Phone |5 = 140,02 [| - |~

GST (ITC) 5.0% 7.00 Edit

PST (BC) on purchases 7.0% 9.81

Clear Splits Recalculate | Save & Close ‘ [ Save &New ] | Clear |

Note: QuickBooks has automatically adjusted the net amount to be assigned to the
phone account to allow for the sales taxes (GST/PST) to be assigned to their
respective accounts.

The Expenses tab is where you assign the amount of the cheque to one of the expense
accounts on your company’s chart of accounts. In this case, White Ridge Construction
assigns the cheque to its Utilities account and the Phone subaccount. You use the Items
tab only when purchasing items you plan to stock in inventory.

If you select the “Pre-fill accounts for vendor based on past transactions” preference,
QuickBooks remembers all your recent transactions for a vendor, not just the most recent
one. If you consistently use the same account for a vendor, QuickBooks will
automatically pre-fill that information any time you select the vendor in a bill, cheque, or
credit card transaction.

8 Click Save & Close.
9 If the Job Costing — Expense without a customer job window appears, click Yes.
10 From the Banking menu, choose Use Register.

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

Use Register ==
Select Account | @yf=la(le -
[ 0K ] | Cancel |

11 Select Chequing as the account whose register you want to see and click OK.

a1



LESSON 4

QuickBooks opens the Chequing register.

& Chequing [=fE s
2 Goto.. | <5 Print... | 2 Edit Transaction QuickReport %] Download Bank Statement
Date Mumber Payee Payment < Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, Kamlesh:Tea and Crumpet| 45,000.00 173,206.83 =+
FMT Accounts Receivat
12/17/2010 Royal Bank 4,200,00 169,006.83
CHQ -split-
12/31f2010 ToPrint  |[The Phone Co. 156.90 168,849.93
CHQ -split-
- |
- | -
| Splits | Ending balance 168,849.93
1dine
Sortby |pate, Type, Number/... [ Record ] | Restore

Notice that the cheque you just wrote is listed in the register as a cheque that needs to be
printed.

12 Close the Chequing account register.

Do NOT use the Write Cheques window if you are paying sales tax, paying payroll
taxes and liabilities, or paying bills that you have entered previously (that is, you are
using A/P to track them). Instead, use the Pay Sales Tax window for a sales tax
payment, the Pay Liabilities window for payroll taxes, and the Enter Bills and Pay
Bills windows for paying A/P bills.
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Refer to Handout 3, “Registers associated with QuickBooks windows”

Using bank account registers

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

Opening aregister

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

To open a register (when no form is open):

1 From the Lists menu, choose Chart of Accounts.

QuickBooks displays the Chart of Accounts window.
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Working with bank accounts

2

i) Chart of Accounts =] =] S
Mame ¥ Type Balance Total
+Chequing Bank 168,549.93 »
+Petty Cash Bank 0.00
+5avings Bank 0,00
+Accounts Receivable Accounts Receivable 22,262.93
+Allowance for Doubtful Accounts Other Current Asset 0.00
+Construction in Progress Other Current Asset 0.00
+Employee Advances Other Current Asset 0.00
+Inventory Asset Other Current Asset 12,620.40
+Retainage Receivable Other Current Asset 0.00 _

| Account ¥ | | Activities * | | Reports | Indude inactive

In the chart of accounts, double-click the Accounts Receivable account.

QuickBooks opens the register for White Ridge Construction’s Accounts Receivable

account.
@ Accounts Receivable =N o=
¢ Goto.. | Q% Print... | @ Edit Transaction Qui(kRepor‘t
Date Mumber Customer Item Qty Rate Amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2010 11 Rajyaguru, Kan 55,104.00 -
NV 12/15/2010
12152010 12 Uchman, Roy:k 30,509.33
NV 12/15/2010
12{31/2010 14 Greene, Jerem: 6,300.00
NV 12/31/2010
D10 - -
-

1dine

Ending balance

22,262,93

Show open balance

Sortby | Date, Type, Mumber/... =

Common features of QuickBooks registers

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

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

m  The columns in the register give specific information about the transaction. The first
column is the date. The second column shows a reference number (a cheque number or
a vendor’s P.O. number) and a type (to tell you whether the transaction represents a
cheque or a bill payment, for example). The next column lists the payee, the account to
which you’ve assigned the transaction, and any descriptive memo you choose to type.
The final columns for a bank account show the transaction amount (either in the
Payment or Deposit column) and whether the transaction has cleared the bank
(indicated by a checkmark in the column).
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LESSON 4

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

To complete the exercise:
1 Close the Accounts Receivable register window.

2 Close the chart of accounts.

You can edit transactions in registers with some restrictions: You cannot edit a sales
tax payment. You can edit split amounts for cheques (CHQ), deposits (DEP), credit

card charges (CC), credit card credits ( CC CRED), bills (BILL), and vendor credits

(BILLCRED) if all the amounts are assigned to expense (or other) accounts. (If any

amount is assigned to an item, you must select the transaction and click Splits to edit
the split amounts.)

2
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For all other kinds of transactions, only certain fields can be edited directly in the
register. To edit one of the transactions, select the transaction and click Edit
Transaction to display the transaction in its complete form.

Entering a handwritten cheque

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

Suppose that while picking up supplies one day, you remember that the insurance company
called about the premium that is due today, so you write a cheque on the spot. You’ll have to
enter it in QuickBooks later.

To enter a handwritten cheque in the chequing account register:

1 From the Banking menu, choose Use Register. QuickBooks displays the Use Register
window.

2  Select Chequing and click OK.
QuickBooks displays the register for the Chequing account.

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

4  Type 105, and then press Tab.
5 Inthe Payee field, type National Insurance Company, and then press Tab.

QuickBooks displays a message telling you that National Insurance Company is not on
the Name list.
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6 Click Quick Add.

QuickBooks displays the Select Name Type window.

r o)
Select Name Type | 28 |
Select which type of name to add then dick
OK.
@ Vendor
Customer
Employee
QOther
[ 0K l | Cancel |
]

National Insurance Company is a vendor, so you can accept the displayed choice.
7 Click OK.
QuickBooks adds the new vendor to the Vendors list.
8 Inthe Payment field, type 350.00, and then press Tab.
9 Inthe Account field, type Ins, and then press Tab.
QuickBooks fills in Insurance.
10 Inthe Memo field, type Annual premium.

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

& Chequing (=lfE]==
% Goto... | £ Print... | [ Edit Transaction QuickReport [¥] Download Bank Statement
Date Mumber Payee Payment i Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, Kamlesh:Tea and Crumpet 45,000.00 173,206.83 =
PMT Accounts Receivat
12/17/2010 Rovyal Bank 4,200.00 169,006.83
CHQ -zplit-
12/31/2010 To Print || The Phone Co. 156,90 168,849.93
CHQ -zplit-
1243142010 [E]] 105 Mational Insurance Company = [|350.00 |
CHOQ Insurance - |.-'-\nnua| Premium | -
| Splits ‘ Ending balance 168,849.93
1dine
Sortby | Date, Type, Number/... = | Restore

11 Click Record.
12 Close the Chequing account register.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the handwritten cheque to National Insurance Company.
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Account Title Debit Credit
Chequing $350.00
Insurance $350.00

Note: Entering a cheque through the register is not recommended if you have an entry that
includes sales tax of any kind. For that type of entry you would use write cheques.

Transferring money between accounts

You can easily transfer money to different accounts using the QuickBooks Transfer Funds
Between Accounts window. White Ridge Construction wants to record a transfer of $5,000.00
from chequing to savings made earlier in the day.

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

QuickBooks displays the Transfer Funds Between Accounts window.

tj Transfer Funds Between Accounts =)=
& previous [P Next | =] Journal

Transfer Funds

Date [EVESTERR ()
Transfer Funds From | Term Loan w | Account Balance 25,000,00
Transfer Funds To -

Transfer Amount §

Memo | Funds Transfer

| Save & Close | [ Save & New ] | Clear |

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

4 Inthe Transfer Amount field, type 5000 and press Tab.
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Your screen should resemble the following figure.

tﬁ Transfer Funds Between Accounts EI@
& Previous [ Next | = Journal

Transfer Funds

Date 12/31/2010 (&

Transfer Funds From | Chequing ¥ | Account Balance 168,499.93
Transfer Funds To | Savings » | Account Balance 0.00
Transfer Amount § 5,000.00

Memo | Fiynds Transfer

Save & Close | [ Save & New ] | Clear

5 Click Save & Close.
6 If a message appears, click OK because the money has already been transferred in person.

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

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the funds transfer.

Account Title Debit Credit
Chequing $5,000.00
Savings $5,000.00

Reconciling chequing accounts

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

An overview of reconciliation

When you keep your records with QuickBooks, you don’t have to worry about addition or
subtraction errors like you do when you’re using a paper cheque register. Even so, it is
important to get in the habit of reconciling your QuickBooks bank accounts on a monthly
basis. This helps you avoid overdraft charges for bad cheques, gives you a chance to spot
possible bank errors, and helps you keep more accurate financial records.
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LESSON 4

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

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

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

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

m  Cheques that have cleared the bank

m  Deposits you’ve made to the account

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

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

Marking cleared transactions

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

To reconcile your account:
1 From the Banking menu, choose Reconcile.
QuickBooks displays the Begin Reconciliation window.
2 Inthe Account field, make sure Chequing is selected.
3 If necessary, in the Statement Date field, type 11/30/2010.
4  Inthe Ending Balance field, type -94284.67
5 Inthe Service Charge field, type 14.00.
6 Inthe Service Charge Date field and Interest Earned Date field, type 11/30/2010.

7 Inthe Service Charge Account field select Interest & Bank Charges:Bank Charges.
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Your screen should resemble the following.

Begin Reconciliation

Account Chequing -

Statement Date 11/30/2010
Beginning Balance -72,752.99
Ending Balance -94,284.67

Enter any service charge or interest earned.

Select an account to recondle, and then enter the ending balance from your account statement.

last recondled on 10/31/2010.

What if my beginning balance doesn't match my statement?

Service Charge  Date Account

14,00 11/30/2010 -
Interest Earned  Date Account

0.00 11/30/2010 -

| Locate Discrepancies | | Undo Last Recondliation | [ Continue l | Cancel | | Help

8 Click Continue.

QuickBooks displays the Reconcile — Chequing window.

You can select which columns you want to display by clicking Columns to Display.
When completing an actual Bank Reconciliation, you would compare the items on the
displayed screen with those itemized on the printed Bank Statement. As you match items
from the screen to the statement you would place a check mark beside that item. For this
exercise we are assuming that the items with November dates match those of the Bank

Statement.
4% Reconcile - Chequing |-G [
For period: 11/30/2010 Hide transactions after the statement's end datel
Cheques and Payments Deposits and Other Credits
4 Date ~ Chg # Payee Amount 4 Date « Chg# Memo Type Amount
[ [iifo1/20i0 [73 Dobson's E... | 1,572.50) » |[ 12/15/2... PMT 274,00...]
11012010 |74 Daniel's 1,582.00 12/15/2... PMT 45,000.00
11/04/2010 |75 Blitz Marketing| 392,50
11042010 |76 Roger's and... 450.00
11/04/2010 |77 The Phone ... 164.87
11/17/2010 |78 Royal Bank 4,200.00
11242010 |79 Insurance E... 245,00
11/30/2010 |88 Carol Walker 2,339.24 ~
Mark all | | Unmark All | | GoTo Columns to Display. ..
Beginning Balance -72,752.99 Modify Service Charge -14,00
Items you have marked deared \_—/ Interest Earned 0.00
0 Deposits and Other Credits 0.00 Ending Balance -94,284.67
0 Chegues and Payments 0.00 Cleared Balance -72,766.99
Difference -21,517.68
[ Reconcile Mow l | Leave |

9 Select all items dated in November in the “Cheques and Payments” section by clicking in

the left column.

If you need to make a correction to a transaction before you reconcile the account,
highlight the transaction, and click Go To. QuickBooks takes you to the transaction and
allows you to return to the reconciliation without losing your work.
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LESSON 4

10 In the Cheques and Payments section, scroll down to ensure all items with dates up to and
including 11/30/2010 have a check mark beside them.

11 Inthe Deposits and Other Credits section # check to make sure that the checkmarks for
all items with dates later than 11/30/2010 have been cleared. Your screen should
resemble the following figure.

&kt Reconcile - Chequing [ = -
For period: 11,/30/2010 Hide transactions after the statement's end date
Chegues and Payments Deposits and Other Credits
+  Date =~ Chg # Payee Amount 4 Date « Chg# Memao Type Amount
< |11f24/2010 |79 Insurance E... 245.00 - |[ 12/15/3... PMT 224,00...]
v |11/30/2010 |88 Carol Walker 2,339.24 12/15/2... PMT 45,000.00
4 [11/30/2010 |83 Kelly Lawson | 2,723.31
4 |11/30/2010 |30 Reynaldo L... | 3,103.12
< |11f30/2010 |91 Rob deMon... | 2,130.90
V|11f30/2010 |92 Sandra Adams| 2,164.24
12fa1f2010 |80 Dobson's E... 1,522.50
12172010 Royal Bank 4,200.00 -
Mark Al | | Unmark All | | GoTo Columns to Display...
Beginning Balance -72,752.99 Modify Service Charge -14,00
Items you have marked deared \_—/ Interest Earned 0.00
0 Deposits and Other Credits 0.00 Ending Balance -94,284.67
12 Cheques and Payments 21,517.68 Cleared Balance -94,284.67
Difference 0.00
[ Reconcile Now l | Leave

12 A review of the figures in the lower right corner of the window shows a Difference
of $0.00 which means the account is reconciled. Click Reconcile Now.

Click OK if a message about online banking is displayed.

QuickBooks displays the Select Reconciliation Report window.

Select Reconciliation Report @

Congratulations! Your account is balanced. All marked
items have been deared in the account register.

Select the type of recondiliation report you'd like to see.

Summary

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

[ Display ” Print... || Close |

Note: If you see the Reconcile Adjustment window instead, click Return to
Reconcile and make sure that you have cleared all the checkmarks for all
items with dates later than 11/30/2010. Use the scroll bars to see all the
items.

13 In the Select Reconciliation Report window, make sure “Both” is selected, and then click
Display.
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14 Click OK at the message that QuickBooks displays.

QuickBooks displays both the reconciliation summary and reconciliation detail reports.
It’s a good idea to save each reconciliation report, but for the purposes of this lesson
viewing the reports is sufficient.

15 Examine the reports to learn what they show and the close the report windows.

If you are using QuickBooks: Pro you may want to print a copy of the report, print the report
to a file, or save the report in PDF format in case you need to reference it again. QuickBooks:
Pro overwrites the previous reconciliation report with data from the latest reconciliation. (To
save a report in PDF format, with the report displayed, choose Save as PDF from the File
menu.)

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

In addition to the summary and detail reports (which you can view as PDF files), there is an
additional report option: the Reconcile Discrepancy report. The Reconcile Discrepancy report
shows changes and deletions made to previously reconciled transactions, making it easier to
find discrepancies. This report is useful when the beginning balance that QuickBooks shows
is different than the ending balance from the bank statement for the previous period. (To
generate the report, choose Reconcile from the Banking menu, click Locate Discrepancies,
and then click Discrepancy Report.)

If the last reconciliation was in error, by clicking Undo Last Reconciliation in the Locate
Discrepancies window, you can undo it without having to identify and manually clear each
affected transaction.

Viewing cleared cheques in the register

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

Open the Chequing account register to see the cleared cheques.

To viewed cleared cheques in the register:

1 From the Banking menu, choose Use Register.
QuickBooks displays the Use Register window.

2 Select Chequing and click OK.
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3 Scroll through the register to view the cleared items.

Your register should resemble the figure below.

& Chequing (== =]
% Goto.. | @ Print... | @ Edit Transaction QuickReport ﬁ Download Bank Statement
Date Mumber Payee Payment v Deposit Balance
Type Account Memo
11/30/2010 102 Rob deMontarnal 2,130.90( & -89,781.19 =
PAY CHO |-split-
11/30/2010 103 Sandra Adams 2,164.24 -91,945.43
PAY CHO |-split-
11/30/2010 104 Carol Walker 2,339.24| -94,254.67
PAY CHO |-split-
12f01/2010 80 Dobson's Exteriors 1,522.50 -95,807.17
CHQ -split- -
| spits | Ending balance 163,485.93
1dine
Sortby |Dpate, Type, Number/... ¥ [ Record ] | Restore

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

4  Close the Chequing account register.

Locating specific transactions

You can use the QuickBooks Find command to search for specific cheques you’ve written.
For example, suppose you want to find all cheques greater than or equal to $500.00 that
you’ve written during the current year.

To use the Find feature:

1 From the Edit menu, choose Find and then select the Advanced tab in the Find window.
2 Select Transaction Type from the Choose Filter list.

3 Select Cheque from the list of transaction types.

4  Select Date from the Choose Filter list, and then, if necessary, choose “Next Calendar
Year.” (You want to ensure the date range will be 2010.)

5 Select Amount from the Choose Filter list, and then click >= (greater than or equal to)
and in the next field enter 500.00.
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Your screen should resemble the figure below.

%3 Find [E=HFo )
advances

Choose Filter Current Choices m
Filter Amount Find
Account - Filter Setto ]

- Any [Emount 5= l Reget ]
Date - c= @ = Date Mext Calendar ...

Item B 500.001 TransactionT...|[Cheque Close
Mema Posting Status |Either

Mame

Nurmber Help
TransactionType -

Date Type Mum Mame Account Memo Amount Go To

6 Click Find. Your window should look like the following.

£1 Find = Hoh(
Advanced
Choose Filter Current Choices -
Filter Amount rind
Account - Filter Set to
- Any [Amount >=500.00 ]
Date - - @ w= Date Mext Calendar ...
Item - <= @ >=[500.00 TransactionT...|Cheque
Memo Posting Status |Either
Mame
Mumber
TransactionType -
Date Type MNum MName Account Memo Amount
f2/17/2010 [CHOQ Rovyal Bank | Chegquing -4,200.00] ~
12/17/2010 CHQ Royal Bank | Term Loan 4,000.00
12/01/2010 |CHQ 80 Dobson'’s ...|Chequing -1,522.50
124012010 CHQ Dobson's E... |Rent 1,450.00
11/17/2010 |CHQ 78 Royal Bank | Chequing -4,200.00
11/17/2010 CHQ Royal Bank  |Term Loan 4,000.00
11/04/2010 |CHQ 75 Blitz Mark...| Chequing -892.50
11042010 CHQ Blitz Marke... |Accounts P... 392,50
11/01/2010 |CHQ 73 Dobson'’s ...| Chequing -1,522.50
11012010 |CHY Dobson's E... |Rent 1,450,00
11/01/2010 |CHQ 74 Daniel's  |Chequing -1,582.00
11/01/2010  |CHQ Uchman, R.... [Freight/Shi... 1,512.00 | pumber of
10/17/2010 |CHQ 71 Royal Bank | Chequing -4,200.00 | i oo
104172010 CHQ Royal Bank |Term Loan 4,000.00
10/16/2010 |CHQ 65 Barata's B..| Chequing -35,647.50 ~

7 Close the Find window.
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Lesson objectives

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

®  To see how to make a credit card payment

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

m  To introduce the subject of equity and QuickBooks equity accounts

Supporting materials

®  PowerPoint file: Lesson 5

®  Video tutorial: Overview of QuickBooks accounts

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

2 Select Restore a backup copy and click Next.

3 Select Local backup and click Next.

4 In the Open Backup Copy window, navigate to your c:\QBtrain directory.

5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.

6 Inthe Open or Restore Company window, click Next.
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7 Navigate to your c:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type lesson 5 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.

Other account types in QuickBooks

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

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

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

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

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

Tracking credit card transactions

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

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

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

Entering credit card charges

QuickBooks lets you choose when you enter your credit card charges. You can enter credit
card charges when you charge an item or when you receive the bill. Your choice depends on
whether you like to enter information into QuickBooks incrementally or all at once. The
advantage to entering charges when you charge an item is that you can keep close track of
how much you owe. In addition, if the charge is for a particular job, you can keep track of
how much you’re spending on that job.
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Suppose you have a repair charge for $89.95 you want to enter into QuickBooks. The form
you use is the Enter Credit Card Charges form.

To enter a credit card charge:

1 From the Banking menu, choose Enter Credit Card Charges.

QuickBooks displays the Enter Credit Card Charges window.

4 Enter Credit Card Charges - Visa El@
& previous [ Next | %) Find 2 Download Card Charges =] Journal

Credit Card | Credit Cards:Visa - Ending Balance 4,755.00
@ Purchase/Charge Refund/Credit

Credit Card Purchase/Charge
Purchased From - Date 12/31/2010] .

RefMa,

Amount  0.00

Memao

Are you ready to pay a bill from this credit card company?

Expenses %0.00 | Items £0.00
Account Tax Amount Memo Customer:Job  Billable?
‘ ‘ ‘ ‘ A
0.00 Edit
0,00
Clear Splits Recaloulate | Save & Cloge | l Save & New ] | Clear

This is the window where you enter your charges.

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

3 Inthe Purchased From field, select Dan’s Auto Emporium from the drop-down list.

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

4  Click in the Amount field, and then double-click to select the entire amount.
5 Type 89.95 and then press Tab.
6 Click the Expenses tab if not already selected.

7 Inthe detail area, click in the Account column and assign the charge to the Vehicles:
Maintenance and Repair account, as shown in the figure below. (Vehicles is the account;
Maintenance and Repair is the subaccount.)

8 Inthe Tax Field type “S”, if necessary.
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4 Enter Credit Card Charges - Visa (=N EoR| =X

4 previous B Next | a Find 5 Download Card Charges =] Journal

Credit Card | Credit Cards:Visa - Ending Balance 4,755.00
@) Purchase/Charge Refund/Credit

Credit Card Purchase/Charge
Purchased From  Dan's Auto Emporium - Date 12/31f2010 .

Ref No.
Amount  89.95

Memo

Are you ready to pav a bill from this credit card company?
Expenses £80.31 | [tems £0.00

Account Tax Amount Memo Customer:Job  Billable?

Vehides:Maintena » (5 = 30.31 -

| -

G5T (ITC) 5.0% 4,02
PST (BC) on purchases 7.0% 5.62

Clear Splits Recalculate | Save & Close | [ Save & New ] | Clear

9 Make sure that the date is 12/31/2010 in the date field and then click Save & Close to

record the transaction and close the window.

After you record this credit card charge, QuickBooks adds a $89.95 transaction to the credit
card account register (increasing the liability by $89.95. It also adds $85.93 to the Vehicles:
Maintenance and Repair expense account [$80.31 + $5.62 PST]. (You will see the increase

when you create reports on their expense accounts.) It also adds $4.02 to the GST Paid

account.

When you record the transaction, QuickBooks creates a journal entry. The following table

shows the journal entry for the credit card charge.

Account Title Debit Credit
Visa Card $89.95
Repair & Maintenance $85.93
GST Paid $4.02

window.
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customer.

For each expense or item you enter on the bottom part of the form, select the
appropriate customer in the Customer:Job column. To indicate that this expense
should be passed along to the customer, make sure the Billable column has a
checkmark in it. This allows the expense to be passed along when you invoice the

If you used your credit card to purchase expense (you want to pass along the expense
to a particular customer), you need to indicate this in the Enter Credit Card Charges
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Reconciling a credit card statement

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

To reconcile a credit card statement:

1 On Home page in the Company area, click on Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Click Credit Cards:MasterCard in the list once to select it.

3 Click the Activities menu button, and then choose Reconcile Credit Card.

QuickBooks displays the Begin Reconciliation window.

Begin Reconciliation @

Select an account to recondile, and then enter the ending balance from your account statement.

Account Credit Cards:MasterCard 63

Statement Date 09/30/2009
Beginning Balance 0.00 What if my beginning balance doesn't match my statement?

Ending Balance

Enter any finance charge.

Finance Charge Date Account
0.00 09/30/2009 =
| Locate Discrepancies | | Undo Last Reconciliation | [ Continue l | Cancel | | Help |

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

4 Inthe Statement Date field, enter 11/30/2010, if necessary.
5 Inthe Ending Balance field, type 3419.98.

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

6 Inthe date field after the Finance charge field, enter 11/30/2010, if necessary.

7 Click Continue.
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QuickBooks displays the Reconcile Credit Card window.

2kt Recencile Credit Card - MasterCard

= e =]

For period: 11/30/2010

Hide transactions after the statement's end date

Charges and Cash Advances Payments and Credits
+  Date ~ Ref # Payee Amount 4 Date ~ Refs Memo Type Amount

03/25/2010 Fisher Supp... 30171 »
04/16/2010 Andre's Me... 85.32

[ [04/30/2010 [42411 Fisher Supp. .. 23,79
06/14/2010 Fisher Supp... 238.89
06/14/2010  |42415 Fisher Supp...|  550.13
07/16/2010 Andre's Me... 85.32
07272010 Fisher Supp... 616.54
10/16,/2010 Andre's Me... 85.32 -

Mark All | | Unmark All | | GoTo Columns to Display. ..
Beginning Balance 0.00 Modify Finance Charge 0.00
Items you have marked deared =

0 Payments and Credits 0.00 Ending Balance 3,419.98
0 Charges and Cash Advances 0.00 Cleared Balance 0.00
Difference -3,419.93

| Recondle Mow | | Leave |

The Reconcile Credit Card window shows all the transactions for the credit card account

that have not yet cleared. You’ll use this window to check off the transactions listed on
your statement.

Marking cleared transactions

To mark the transactions as cleared:

1 Inthe “Charges and Cash Advances” section of the window, click Mark All.
QuickBooks places a checkmark in the column to the left of each transaction . Your
Reconcile Credit Card window should resemble the following figure.

&kt Recencile Credit Card - MasterCard [= ][ G| =]
For period: 11/30,/2010 Hide transactions after the statement's end date
Charges and Cash Advances Payments and Credits

< Date ~ Ref # Payee Amount + Date « Refs Mema Type Amount
¥ |03/29/2010 Fisher Supp... 301.71 =
¥ |04/16/2010 Andre's Me... 85.32
[/ [04/30/2010 |42411 Fizher Supp... 23.79
 |06/14/2010 Fisher Supp... 238.89
V [06/14/2010 |42415 Fisher Supp... 550.13
¥ 07/16/2010 Andre's Me... 85.32
¥ |07/27/2010 Fisher Supp... 6516.54
< |10/16/2010 Andre's Me... 85.32 -
| Mark All | | Unmark All | | GoTo Columns to Display. ..
Beginning Balance 0.00 Modi Finance Charge 0.00
Items you have marked deared \&/
0 Payments and Credits 0.00 Ending Balance 3,419.98
13 Charges and Cash Advances 3,419,598 Cleared Balance 3,419.98
Difference 0.00
| Recondle Mow | | Leave
2 Since the difference shows, 0.00, you can click Reconcile Now.

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

Make Payment (3]
The outstanding balance on this account is
$3,419.98. To pay al or a portion of this amount,
select the payment type and dick OK. To leave the | Cancel |
balance in the recondled account, didk Cancel, = |

Payment | Help |

@ Write a cheque for payment now

Enter a bill for payment later

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

QuickBooks displays the Select Reconciliation Report window.

Select Reconciliation Report 3]

Congratulations! Your account is balanced. All marked
items have been deared in the account register.

Select the type of recondiliation report you'd like to see.

Summary

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

[ Display H Print... || Close |

4 Inthe Select Reconciliation Report window, select Detail and then click Display.

You don’t need to do so in this exercise, but to keep a record of the reconciliation report;
you could choose Save as PDF from the File menu and save the report as a PDF file.

You could also click Print to print a hard copy of the report. You don’t need to print the
report for this lesson.

5 Click OK at the message that QuickBooks displays.

6 Review the report and then close it.

Paying a credit card bill
To write a cheque for the bill now:
1 Inthe Write Cheques window, make sure Chequing is listed as the bank account and the
“To be printed” box is selected.

Notice that QuickBooks has already filled in the amount of the payment for you, and has
assigned the expense to the MasterCard account. (If you change your mind and decide
you only want to make a partial payment, you can change the amount here.)
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£ Write Cheques - Chequing

o= ]

D Previous [ Next 5 Print ~ | %) Find

[] Journal

Bank Account | Chequing - Ending Balance 169,006,683
Mo. To Print -
Date 12/31/2010 &
Pay to the Order of - § 3,419.98
Three thousand four hundred nineteen and 98/100= * * = * === === ======= Dollars
Address
<9
Memo Order Cheques
Expenses $3,419.98 | Items $0.00 v To be printed:
Account Tax  Amount  Memo Customer:lob _ Bilable? |
Credit Cards:Mast. .. 3,419.98 | -

Clear Spits | | Recalalate

0.00

0.00

Save aClose || saveaNew || Clear

Click in the Pay to the Order of field and type MasterCard. When the “Name not found”
window appears, click “Quick Add”.

Select Name Type

Select which type of name to add then
OK.

Customer
Employee
Other

55

dick

[ OK l | Cancel

Select Other and click OK.

Your screen should resemble the following:

-_Lg Write Cheques - Chequing

= e s

@ Previous [ Next @ Print - ‘ é Find

[Z] Journal

Bank Account | Chequing - Ending Balance 169,006,583
No. ToPrint .
Date 12/31/2010 [E|
Pay to the Order of MasterCard - $ 3,419.98
Three thousand four hundred nineteen and 98100 * ¥ * ****x*x*xx*xxxx***x Dallars
MasterCard|
Address
9
Memo Order Cheques
Expenses $3,419.98 | Items £0.00 | To be printed
Account Tax Amount Memao Customer:Job  Billable? ‘
Credit Cards:Mast. . 3,419.98 -

Clear Splits | | Recalculate

Save Close || SaveaMew |[  Clear
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5 Click Save & Close to record the transaction. QuickBooks subtracts $3,419.98 from your
chequing account and also subtracts that amount from your credit card account.

6 Leave the Chart of Accounts window open, you will need it for the next exercise.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the cheque to MasterCard.

Account Title Debit Credit
Chequing $3,419.98
MasterCard $3,419.98

Working with asset accounts

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

m  An Other Current Asset account tracks assets that are likely to be converted to cash or
used up within one year. If you buy and sell inventory, the value of your entire
inventory on hand is usually shown in an Other Current Asset account called something
like “Inventory Asset.” Other current assets might include treasury bills, certificates of
deposit, prepaid expenses (amounts already paid for services your business has yet to
receive), prepaid deposits (which will be returned to you at a later date), reimbursable
expenses, and notes receivable (if due within one year).

B A Fixed Asset account tracks assets your business owns that are not likely to be
converted into cash within a year. A fixed asset is usually something necessary for the
operation of your business, like a truck, cash register, computer, or photocopier.

Some additional examples of other current assets are accounts receivable, bank

accounts, and cash. QuickBooks provides three types of current asset accounts for
= you to use as you create asset accounts for your company:bank account (to track
each bank account as well as petty cash), accounts receivable (to track money owed
to your business), and other current asset.
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Discuss with students that some additional examples of other current assets are accounts
receivable, bank accounts, and cash. QuickBooks provides three types of current asset
accounts for you to use as your create asset accounts for your company:bank accounts (to
track each bank accounts as well as petty cash), accounts receivable (to track money owed to
your business, and other current asset.

Setting up an Other Current Asset account

Suppose you need an Other Current Asset account to track a prepaid expense for insurance.
(The annual insurance premium is due, which will cover the expense for a year in advance.)

1 Inthe chart of accounts, click the Account menu button, and then choose New.
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QuickBooks displays the Add New Account: Choose Account Type window.

2 Click Other Account Types and choose Other Current Asset from the drop-down list.

il Add Mew Account: Choose Account Type ===

% Choose one account type and click Continue.

Categorize money your business earns or spends

Income Other Current Asset
Expense Account

Tracks the value of things that can
be converted to cash or used up
within one year, such as:

Or, track the value of your assets and liabilities

Fixed Asset (major purchases)

Bank * Prepaid expenses
- + Employee cash advances
Loan + Inventory
Credit Card * Loans from your business
Equity
More. ..
@ Other Account Types | [®0=0 =400 -
Help me choose the right account type. Continue ] | Cancel
3 Click Continue.
QuickBooks displays the Add New Account window.
4 In the Account Name field, type Prepaid Insurance.
Al Add New Account o &=
ﬂ'. Account Type | Other Current Asset hd
Account Name | prenaid Insurance
Subaccount of
Optional
Desaiption ||
Account No.

Tax-line Mapping | <nassigned:= » | How do I choose the right tax line?

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

[ Save & Close ] | Save & New | | Cancel

5 Do not enter an opening balance. Click Save & Close.

6 Inthe chart of accounts, make sure Chequing is selected, and then from the banking
menu, select Use Register.

The chequing account register is displayed.
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& Chequing = o ]
2 Goto.. | <5 Print... | &4 Edit Transaction QuickReport ] Download Bank Statement
Date Mumber Payee Payment S Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, Kamlesh:Tea and Crumpet 45,000.00 173,206.83 =
PMT Accounts Receivat
12/17/2010 Royal Bank 4,200,00 169,006,383
CHQ -split-
12/31/2010 ToPrint  ||MasterCard 3,419.98 165,586.85
CHQ Credit Cards:Mast
|[E] v |
- | | -
| splits | Ending balance 165,586.85
1dine
Sortby |pate, Type, Number/... | Restore

7 In the blank transaction at the bottom of the screen, click in the number field and type
106 as the cheque number, press Tab. In the Payee field, select Insurance Experts, and
then press Tab. In the payment column type 6000.00 and then press Tab.

8 QuickBooks may have already filled in the expense item, but we want to charge this
prepayment to the appropriate account. From the drop-down list, select the Prepaid
Insurance (Other Current Assets) account and then press Tab.

9 Inthe memo field, type Annual Premium.
Your screen should look like this.

Note: Since the prepayment of the insurance premium requires an actual payment by
cheque to the insurance company, it is necessary to record the cheque.

& Chequing = e s
2 Goto.. | <5 Print... | 2 Edit Transaction QuickReport %] Download Bank Statement
Date Mumber Payee Payment < Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, Kamlesh:Tea and Crumpet| 45,000.00 173,206.83 =
PMT Accounts Receivat
12/17/2010 Royal Bank 4,200,00 169,006.83
CHQ -split-
12/31f2010 ToPrint  [[Master Card 3,419.98 165,586,585
CHQ Credit Cards:Mast
12/31/2010 [E]] 108 Insurance Experts ~ [|6.000.00 |
CHQ Prepaid Ins... = |.-'-\nnua| Premium | -
| splits | Ending balance 165,586.85
1dine
Sortby | pate, Type, Number/... = Record ] | Restore

10 Click Record and close the chequing account register.

As each month goes by and you use part of that prepaid expense, you can enter each month’s
Insurance cost (1/12 of the total or $500.00) as a decrease in the value of the current asset and
assign it to the Liability Insurance expense account. You would enter those transactions
directly in the register for the Prepaid Insurance asset account.
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If you have time, you can have students open the register for the current asset account, and
show them how to enter a transaction that decreases the value of the asset. If you don’t feel
you have time to do this, don’t worry: the next section gives students an opportunity to enter
transactions in a fixed asset account, and the procedure for a current asset account is very
similar.

Setting up asset accounts to track amortization

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

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

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

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

To set up asset accounts to track amortization on a new trailer purchased by White

Ridge Construction:

1 Inthe chart of accounts window, click the Account menu button, and then choose New.
QuickBooks displays the Add New Account: Choose Account Type window.

2 Select Fixed Asset and click Continue.

3 Inthe Account Name field, type Trailer.

Do not enter an opening balance.

4  Click Save & Close.

QuickBooks displays the new fixed asset account in the chart of accounts.
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u Chart of Accounts [ =] 3]
MName ¢ Type Balance Total
s Trailer Fixed Asset 0.00 ~
+Security Deposits Asset Other Asset 0.00
«Accounts Payable Accounts PFayable 37,230.04
+Credit Cards Credit Card 4,844.95
+MasterCard Credit Card 0.00
+Visa Credit Card 4,844.95
«Construction Loan Draws Other Current Liabi... 0.00
+Corporate Income Taxe,.. Other Current Liabi... 0.00
+Customer Deposits Rec... Other Current Liabi... 0.00 -
f Account T | Activiies || Reports = | Indude inactive

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

To add subaccounts:

1 Inthe chart of accounts window, click the Account menu button, and then choose New.
2 Select Fixed Asset and click Continue.

3 Inthe Account Name field, type Cost.

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

5 Leave the opening balance blank.

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

Your screen should resemble the following figure.

#l Add New Account = | =[]
‘IT. Account Type | Fixed Asset -
Account Name | cost
| Subaccount of | Trailer -
Optional

Description
Note

Tax-ine Mapping | <nassigned:= w» | How do I choose the right tax line?

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

Save & Close ] | Save & New | | Cancel
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Repeat steps 3, 4, and 5 to add a second subaccount to the Trailer fixed asset account.

Call the subaccount “Accumulated Amortization,” and do not enter an opening balance.
The Add New Account window should look like this.

il Add New Account

[= =S

‘IT. Account Type | Fixed Asset

Account Name | Accumulated Amortization

| Subaccount of | Trailer

Optional
Description

Note

Tax-line Mapping

<lnassigned >

+ | How do I choose the right tax line?

Enter Opening Balance. ..

Should I enter an opening balance?

[ Save & Close ] | Save & New | |

Cancel

8 Click Save & Close to save the Accumulated Amortization subaccount.

When you complete these steps, your chart of accounts should look like this.

u Chart of Accounts E@
Mame £ Type Balance Total
s Trailer Fixed Asset 0.00 =
+Accumulated Amorti, .. Fixed Asset 0.00
+Cost Fixed Asset 0.00
+5Security Deposits Asset Other Asset 0.00
+Accounts Payable Accounts Payable 37,230.04
+Credit Cards Credit Card 4,844.95
+MasterCard Credit Card 0.00
+Visa Credit Card 4,844.95
+Construction Loan Draws Other Current Liabi... 0.00 |~
| Account ™ || Activities || Reports = | Indude inactive
Note:

The amount you enter as the opening balance depends on whether you

acquired the asset after or before your QuickBooks start date. If you acquired
the asset after your QuickBooks start date, you don’t enter an opening
balance. If you acquired the asset before your QuickBooks start date, you
enter the accumulated amortization of the asset as of the start date—entered
as a negative number.

Entering amortization transactions

When it's time to enter amortization for an asset, you can use the register for the asset's

accumulated amortizati

on account.
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Determining the amount of amortization to deduct can be a complex process and the CRA
rules on the subject change often. Students should ask a competent advisor for help in figuring
actual amortization amounts for tax purposes.

To enter a transaction for amortization:

1 In the chart of accounts, select the Accumulated Amortization subaccount for the Trailer.

2 Click the Activities menu button, and then choose Use Register.

QuickBooks displays the register for the Trailer:Accumulated Amortization asset
account.

3 Inthe Decrease column, type 1300 and press Tab. This is the amortization amount.
4 Inthe Account field, select Amortization Expense from the drop-down list.

Your register should resemble the following figure.

& TrailenAccumulated Amortization EI@
& Goto.. | &5 Print.. | @ Edit Transaction ] QuickReport
Date Ref Payee Decrease < Increase Balance
Type Account Memo
12/31/2010  [|1.300.00 |
GEMIRNL [|Amortization Exc |
| Splits | Ending balance 0.00
1ine
Sortby |Date, Type, Number/... = | Restore

5 Click Record.
6 Close the register window.

When you record the transaction, QuickBooks does the following:

B Subtracts the amortization amount from the current value of the asset in the asset's
fixed asset account.

B Enters the amortization amount as an increase to your company's amortization expense
in the expense account that tracks amortization.

When you purchase an asset and pay for it with a company cheque or credit card, you
should enter the purchase in the Write Cheques or Enter Credit Card Charges window.
% Then, in the Account field, choose the account for the asset.
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Working with liability accounts

QuickBooks has two account types for tracking the value of your short- and long-term
liabilities:
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An Other Current Liability account tracks liabilities that your company expects to pay
within a year. Other current liabilities might include short-term loans or a line of credit.

A Long-term Liability account tracks debts that your business is not likely to pay off
within a year. The most common long-term liabilities are loans that you expect to pay

off in more than one year.

Some additional examples of other current liabilities are accounts payable, credit card
accounts, accrued sales tax, and accrued payroll. QuickBooks provides three types of
current liability accounts for you to use as you create liability accounts for your
company: credit card (to track credit card charges and payments), accounts payable (to
track money owed by your business), and other current liability.

Tracking a loan with a long-term liability account
You’ve already added an asset account to track the value of the new trailer. Because the trailer
loan is not going to be paid off in a year or less, you need to add a long-term liability account.

To add a long-term liability account:

1

2

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

In the Add New Account window, select Other Account Types, and then choose Long
Term Liability from the drop-down list.

Click Continue.
In the Account Name field, type Trailer Loan.

Do not enter an opening balance.
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Your screen should resemble the figure below.
Ml Add New Account =] 5| =)

‘ﬂ'. Account Type | Long Term Liability -

Account Name | Trailer Loan

Subaccount of

Optional
Description
Account Mo.
Tax-ine Mapping | < nassigned:= » | How do I choose the right tax line?
Enter Opening Balance. .. Should I enter an opening balance?
Save & Close ] | Save & New | | Cancel

6 Click Save & Close.

QuickBooks displays the new liability account in the chart of accounts.

i) Chart of Accounts [= =]
MName ¢ Type Balance Total
«Trailer Loan Long Term Liability 0.00 -
+Capital Stock Equity 0.00
+Dividends Paid Equity 0.00
«Opening Bal Equity Equity 2,833.600
+0wners Draw Equity 0.00
+Retained Earnings Equity
«5hareholder Distributions Equity 0.00
+Construction Income Income
+Rental Income Income R

Account ™ | Activities ~ || Reports = | Indude inactive

Because this is a new loan, you are either receiving money to deposit in your bank account
or receiving a new asset. In this example, you received an asset (the new trailer), so you need
to show an increase in the asset’s Cost account.

To record an increase in the asset’s Cost account:
1 In the chart of accounts, double-click the Trailer:Cost subaccount.

QuickBooks displays the Trailer:Cost register.
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s Trailer:Cost ===
& Goto.. | & Print... | 2 Edit Transaction JE| QuickReport
Date Ref Payee Decrease S Increase Balance
Type Account Memo
12/31/2010 = |
- |
| Splits | Ending balance 0.00
1dine
Sortby | Date, Type, Number/... w Record ] | Restore

2 Inthe Increase field, type 30,000.

3 Inthe Account field, select the Trailer Loan liability account from the drop-down list.

Make sure that you select the Trailer Loan long term liability account, not the Trailer

fixed asset account.

4 Click Record.

Your screen should resemble the following.

@ Trailer:Cost [ ==
& Goto.. | &F Print... | B Edit Transaction | QuickReport
Date Ref Payee Decrease J Increase Balance
Type Account Memo
12{31f2010 3 30,000.00 30,000.00
GEMIRML || Trailer Loan
12/31/201d - |
- |
| spits | Ending balance 30,000.00
1dine
Sortby |pate, Type, Number/... | Restore

5 Close the register window.

6 Close the chart of accounts.

When you complete these steps, QuickBooks increases the value of your Cost asset account to
30,000. (This effectively sets the opening balance.) It also enters a liability of 30,000 in the
liability account you use to track the loan. (Again, this sets the opening balance.)
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Tracking fixed assets

You can enter the Trailer on the Fixed Asset Item list. Tracking fixed assets using the Fixed
Asset Item list enables you to record such information about an asset as purchase date and
price, whether the asset was new or used when purchased, and the asset's sale price if you
decide to sell it. You can also generate customizable reports listing all your fixed assets.

The information you enter in the Fixed Asset Item list does not transfer to the chart of
accounts.
To create a fixed asset item:

1 From the Lists menu, choose Fixed Asset Item List.

QuickBooks displays the Fixed Asset Item list.

-4 Fixed Asset Item List o )
Mame Purchase D... Purchas... Account Cost
+Computers 01/03/2008 3-—-HL9... |PropertyPla... | 6,590.00
+Software 01/03/2008 GQuickBoo... [Property Fla. .. 400.00
+Software 2009 |12/15/2008 QuickBoo... [Property Pla. .. 400,00
+Tools 01/04/2008 Porter De... |Property Pla... | 46,546.00

| Item '|| Activities "|| Reports Indude inactive

2 Click the Item menu button, and select New.

QuickBooks displays the New Item window.

A New ltem = lfE ]
- Use for property you purchase, track, and may eventually sell. Fixed
Fixed Asset s i —
assets are longdived assets, such as land, buildings, furniture, Cancel
equipment, and vehides,
MNext
Asset Name Mumber Asset Account
| - Custom Fields
Purchase Information Sales Information Spelling
Purchase Description  Itemis @ new used  Sales Description Item is sold
Date Sales Date E Ttem is inactive
Cost 0.00 Sales Price 0.00
Vendor [Payee Sales Expense 0.00

Asset Information
Asset Description

Location PO Number Serial Mumber Warranty Expires

Notes

The item type is preset as Fixed Asset.

3 Inthe Asset Name/Number field, type Trailer.
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4 Enter the following information to complete the Purchase Information section:

Item is:

new

Purchase Description: Trailer
Date: 12/31/2010
Cost: 30,000

Vendor/Payee: East Vancouver Auto Mall

The New Item window should look like the following graphic.

Asset Description

Location

MNotes

PO Number

Serial Number

Warranty Expires

A& New ftem [=EE=
Use for property you purchase, tradk, and may eventually sell. Fixed
Fized Asset s = k ———
assets are longived assets, such as land, buildings, furniture, | Cancel |
equipment, and vehides.
| Mext |
Asset NameMNumber Asset Account R —
Trailer - | Custom Fields |
Purchase Information Sales Information | speliing |
Purchase Description  [temis @) new used  Sales Desciption Ttem is sold
Trailer
Date 12/31/2010 cdes Date [=] Ttem is inactive
Cost 30,000.00 Sales Price 0.00
VendorPayee East Vancouver Auto Mall Sales Expense 0.00
Asset Information

5 Enter the following information to complete the Asset Information section:

Asset Description: White trailer with company logo

Serial Number: 123456789

Warranty Expires: 12/31/2015

6 From the Asset Account drop-down list, choose Trailer:Cost.

The New Item window should look like the following graphic.
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& New Item =lfE s
[=S—— Use for property you purchase, track, and may eventually sell. Fixed
assets are longHived assets, such as land, buidings, furniture, Cancel
equipment, and vehides.
MNext
Asset Name Mumber Asset Account
Trailer {rrailer:Cost - Custom Fields
Purchase Information Sales Information spelling
Purchase Description  Itemis @) new used  Sales Description Item is sold
Trailer
Date 12/31/2010 Sales Date (=] Item is inactive
Cost 30,000.00 Sales Price 0.00
Vendor/Payee East Yancouver Auto Mall Sales Expense 0,00

Asset Information

Asset Description

White Trailer with company logo

Location PO Mumber Serial Mumber Warranty Expires

123455789 12/31/2015
Notes

7 Click OK.
8 Close the Fixed Asset Item list.

If you work with an accountant who uses the QuickBooks Fixed Asset Manager (a separate
application used to work with fixed assets), he or she can determine the amortization of your
assets and update your company file with that information. A summary of information
calculated in the QuickBooks Fixed Asset Manager and sent to QuickBooks displays in the
Fixed Asset Item list.

Recording a payment on a loan

When it's time to make a payment on a loan, use the Write Cheques window to record a
cheque to your lender. You’ll want to assign part of the payment to a loan interest expense
and the remainder to loan principal.

To record a payment on a loan:
1 From the Banking menu, choose Write Cheques.
QuickBooks displays the Write Cheques window.

2 Inthe Pay to the Order of field, type The Provincial Bank and press Tab. If the “Name
not found” message appears, click “Quick Add”. In the next window accept Vendor and
click OK.

3 For the dollar amount of the cheque, type 500.00.

4  Click the Expenses tab, and then click in the Account column and choose the Interest &
Bank Charges:Loan Interest expense account from the drop-down list.

126



Using other accounts in Quickbooks

6

7

8

5 In the Amount column highlight the amount that QuickBooks prefilled and then
type 225.00.

Assign the remainder of the expense (275.00) to the Trailer Loan liability account.

-_'-ﬁWrite Cheques - Chequing EI@
& Previous [ Next E% Print = | @ Find
Bank Account | Chequing - Ending Balance 159,586.85
Mo, 1077_
Date 123172010 [E
Pay to the Order of The Provincial Bank bl $ 500.00
Five hundredand 00/100% * = == * === s sssxssssssssxsssxsssrsss Dollars

The Provincial Bank

Address

Memo Order Chegques
Expenses $500.00 | Items $0.00 To be printed

Account Tax Amount Memao Customer:Job  Billable? |
Interest & Bank C... 225.00 -
rrailer Loan - - 275.00 - |

Vendor Tax Code - 0,00 | Edit
0.00
Clear Splits Recalculate | Save & Close | [ Save & MNew ] | Clear

Click Save & Close to record the payment.

If the Job costing window displays, click the box to not display the window again, and
then click Yes.

When you record the transaction, QuickBooks automatically updates the accounts affected by
this transaction:

In your chequing account, QuickBooks subtracts the amount of the cheque from your

balance.
In the expense account that tracks interest, QuickBooks enters the interest amount as an

increase to your company's interest expense.
In the Trailer Loan liability account, QuickBooks subtracts the principal amount from

the current value of the liability (reducing the amount of your debt).

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the trailer loan payment.

Account Title Debit Credit
Chequing $500.00
Loan Interest $225.00
Trailer Loan $275.00
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Understanding equity accounts

Many students will see the equity accounts QuickBooks automatically adds for them, and
wonder what equity is all about. Equity can be a complicated subject, especially for newer
business owners, and a complete discussion of it is not the focus of this lesson. This section
introduces the subject of equity, and helps students understand why QuickBooks creates the
two default equity accounts.

Equity is the difference between what you have (your assets) and what you owe (your
liabilities). If you sold all your assets today and paid off your liabilities using the money
received from the sale of your assets, the money you’d have left would be your equity.

A balance sheet shows your company assets, liabilities, and equity on a particular date.
Because equity is the difference between total assets and total liabilities, it’s also true that
total assets equal the sum of total liabilities and equity.

As you enter the opening balances of your assets and liabilities, QuickBooks calculates the
amount of equity and records it in an equity account called Opening Bal Equity (Bal stands
for Balance).

In addition to the Opening Bal Equity account, QuickBooks sets up another type of equity
account for you called Retained Earnings. This account tracks your company's net income
from previous fiscal years. QuickBooks automatically transfers your profit (or loss) to
Retained Earnings at the end of each fiscal year.

If your company is a sole proprietorship (an unincorporated company with only one owner),
you don’t have to add any more equity accounts to your chart of accounts. All the equity
belongs to the company’s sole owner.

You can get as involved in tracking equity as you wish. Some people like to track owner
investments, owner’s draws, and retained earnings prior to their QuickBooks start date by
putting them in separate equity accounts. If your business is a partnership, you’ll probably
want to set up separate equity accounts for each partner.

To learn more about equity and to learn how to set up equity accounts for your business,
search the onscreen Help index for equity.

A common use of an equity account is to record an owner’s draw (a payment you make to
yourself). To record an owner’s draw, use the Write Cheques window to make out a
cheque to yourself. In the detail area of the cheque, assign the amount of the cheque to the
equity account you use to record owner draws.
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Lesson objectives

m  To learn about the different formats available for sales forms

m  To save sales and purchase forms in Portable Document Format (PDF)
m  To practice creating a new invoice

®  To learn the purpose and use of the QuickBooks Item List

m  To see how QuickBooks records the information you enter on sales forms
B To memorize an invoice transaction for reuse

®  Toadd a new item to the Item List

B Toadd a new price level to the Price Level list

m  To associate a price level with a customer

m  To create invoice letters

B To generate reminder statements

m  To create sales orders (QuickBooks: Premier and higher)

m  To track backorders (QuickBooks Industry-specific editions)

Supporting materials

m  Handout 4: QuickBooks item types

m  PowerPoint file: Lesson 6

®  Video tutorial: Items (products & services you sell)
®  Video tutorial: Create an invoice

®  Video tutorial: Generate a sales receipt

® Video tutorial: Create a statement

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

m  Have Handout 4 ready for distribution.

130



Entering sales information

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See
“Installing the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
In the Open or Restore Company window, click Next.

Navigate to your C:\QBtrain directory.

0 N o o b~ w N

In the File name field of the Save Company File as window, type lesson 6 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Using sales forms in QuickBooks

Any time you make a sale in your business, you record it in QuickBooks on a sales form. A
sales form can be an invoice (when you expect payment to come later), a sales receipt (when
you expect payment at the time you make the sale), or a credit memo.

You use a credit memo when a customer returns merchandise for which you’ve already
entered a payment or a cash sale. This lesson shows students how to use invoices and sales
receipts.

When to use different types of sales forms

The type of sales form you use depends on whether you expect payment in the future or at the
time of the sale.

For payment in the future

If you expect to receive payment at some future date, you enter an invoice. The invoice lists
the customer’s name and address, along with an itemized list of how much that customer
owes.
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To display a completed invoice form in QuickBooks:
1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.

2 Click Previous to display the previously created invoice.

|.J Create Invoices

= EEs

Customer: Job

Greene, Jeremy:Kitchen ... =

Invoice

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC

& Previous (B Next | <5 Print ~ [3 Send v| %) Find [ Spelling % History | T Letters ~

Template

Intuit Product Invoice

Date
12/31/2010 @] |14

Ship To 1 -

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC

33

V2H 150 V2H 150
mmﬁﬂm#_
Quantity Item Description Price Each Amount Tax |
1 Direct Materials... | Cabinetry & Countertops Materials ‘ 5,000.00 ‘ 5,000.00 ‘G
Customer = GST 5.0% 300.00 Edit
Total £,300.00
[T] To be printed [ Add Timejcosts.... | [ Apply Credits... | Payments Applied 0.00

[ To be e-mailed Balance Due 6,300.00
-

Customer Tax Code

Memo

l Save & Close ] [ Save & Mew ] l Revert

If you own a business that sells products, like White Ridge Construction, your invoice
lists the products purchased by the customer, the amount charged for each item, and any
sales tax you need to apply.

A business that sells mainly services, such as a consulting firm, might use a different type
of sales form than the one shown above. QuickBooks lets you choose from eight different
preset formats for your sales forms, or you can create your own customized forms.

3 Close the Create Invoices window.
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For payment at the time of sale

If you receive full payment at the time you make a sale—either by cash, cheque, or credit
card—you fill out a sales receipt instead of an invoice. Like the invoice, the QuickBooks sales
receipt includes information about the items or services purchased, but it also includes
information about how payment was made.

To display a completed sales receipt in QuickBooks:

1 From the Customers menu, choose Enter Sales Receipts.

2 If the Integrated Payment Process window appears, click No Thanks or Show me later.

QuickBooks displays the Enter Sales Receipts window.

3 Click the Previous button to view the previously entered sale.

é Enter Sales Receipts =] =] =)
3
& previous [P Next £ Print ~ [d E-mail v| %) Find [ Spelling % History ~ £ Journal
Customer: Job Template | Print Preview
Greene, Jeremy:Kitchen ... = Custom Sales Receipt =
Sales Receipt Lms;zom !al 15
Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150
Payment Method
1246 Chegue -
Item Description Qty Rate Amount Tax |
Direct ... |Plumbing Fixtures ‘1 ‘ 159.95 159.95 ‘5 -
Customer = GST 5.0% 3.00|| Edit
Message
PST (BC) 7.0%
Total 179.15
To be printed To be e-mailed Memao
Add Time/Costs. ..
Deposit To Undeposited Funds -
| Save & Close | [ Save & New ] | Revert |

The sales receipt is similar to the invoice—both forms display customer information and
describe the items and services purchased. However, because payment is made at the
time of sale, the sales receipt has deposit information at the bottom of the window.

4 Close the Enter Sales Receipts window.
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Using statements to bill customers

Another option for billing customers is to send statements. Statements are ideal if you want to
accumulate charges before requesting payment, or if you assess a regular monthly charge.
Billing statements list the charges a customer has accumulated over a period of time.

You enter statement charges one by one, as you perform services for the customer. Later, you
print a billing statement that shows the previous balance, details of all new charges, payments
received, and the new balance. Billing statements are appropriate if you want to send monthly
statements that show the detail of new charges as well as the previous balance and payments
received.

If you bill the same charge to a group of customers on a regular basis, you can set up
QuickBooks to enter the charges automatically when it's time to send out your statements.
Any business that bills a recurring charge on statements can use this feature. For more
information, search the onscreen Help index for memorized transactions, for statement
charges.

Understanding statement limitations
In QuickBooks, statements have the following limitations:

B You can't record sales tax, percentage discounts, payment items, or group items as a
separate charge on a billing statement. To bill for any of these, you must use an
invoice.

®  You cannot group related charges together and subtotal them (you can group and
subtotal charges on an invoice).

m A charge on a billing statement can represent only one item (in contrast, an invoice can
represent many items). This means you must enter a separate statement charge for each
service or product you sell.

B You cannot add custom fields (for lists or items) to the statement form.

You can include invoice detail on statements and include all open transactions as of a certain
date.

Choosing atemplate for sales forms

QuickBooks has eight different templates for invoices. The invoices available depend on
which version of QuickBooks you are using, and the type of company you set up. For more
information, search the onscreen help for invoice template.

The templates include:

® Intuit Professional Invoices — Use these templates if you sell services and need a lot of
room for descriptions of your services. There are three types of Professional Invoices:
Attorney’s, Fixed Fee and Professional.

® Intuit Product Invoice — Use this template if you sell parts or products and need fields
relevant to shipping.
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® Intuit Service Invoice — Use this template if you primarily sell services but occasionally
sell goods.

m  Invoice from Proposal — Use this form to create an invoice from an Estimate.
m  Time and Expense Invoice — Use this invoice to bill time and expenses to a customer.
® Intuit Packing Slip — Use this invoice when shipping goods to a customer.

Each template has an onscreen version and a printed version. This lets you record all the sales
detail you need, but print only what you want customers to see. For example, if you use the
Professional Invoice template, the onscreen version shows the number of hours you’re billing
the client as well as your hourly rate; the printed version shows only the Description and the
Amount fields.

You can save all QuickBooks sales and purchase forms as portable document format (PDF)
files. To save a form as a PDF file, display the form and then choose Save as PDF from the
File menu.

You’ll learn how to customize forms in Lesson 15, “Customizing forms and writing
QuickBooks Letters.”

Filling in a sales form

Suppose White Ridge Construction wants to bill a customer for a portion of a kitchen
remodeling job. Because they expect payment to be made in the future—rather than cash on
the spot—they need to create an invoice.

Filling in the customer information

Filling in an invoice is just like filling in a paper form; you enter the customer information
first, followed by a description of the charges.

To enter customer information on an invoice:

1 Onthe Home page in the Customers area, click Create Invoices.

Ensure that the new invoice has the current date (12/31/2010 ) entered in the Date field,
and the next invoice number assigned in the Invoice # field is 16. If not, click in the
Invoice # field, and click the + or - sign until the number is 16, click Tab. QuickBooks
will then pick up the new number format for the next invoices.

2 Inthe Template field, select Intuit Service Invoice from the drop-down list.

3 Inthe Customer:Job field, click the arrow next to the drop-down list.

QuickBooks shows you a list of White Ridge Construction’s existing customers and jobs.

4 Choose Greene, Jeremy:Kitchen Renovation for the customer and job.
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Because this name has already been entered on the Customer:Job list, QuickBooks knows
the billing name, the address, and the payment terms. It provides this information for you
on the top half of the form.

If the “Customer:Job has an Estimate and Available Sales Orders” screen appears, click
Cancel.

If the Billable Time/Costs window appears, close it.

| =] Create Invaices == ] =)
»
@ Previous [ Next 55 Print ~ (gl Send ~ | ¥ Find [ Spelling % History 5] Journal |
Customer: Job Template | Print Preview
,”Ereene, Jeremy:Kitchen Rer Intuit Service Invoice

12/31/2010 §| 16

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
Va2H 150

MNet 15 -

Filling in the line item area

On the bottom half of the invoice, you list each service or product you’re selling on its own
line, along with the amount the customer owes for that item. Because information about
individual items is on separate lines, the lines are called line items.

In QuickBooks, you enter line items using the Item List, so you don’t have to type and retype
lines for services or products you sell frequently. For example, an architect would have one
item for design and another for construction supervision.

But items are not just products you sell or services you provide to clients. Line items can be
anything you might want to put in the detail area of an invoice, like a discount, a subtotal line,
a markup, or a sales tax calculation.

White Ridge Construction has already entered the items for which it bills customers on its
Item List.

To complete the line item area of an invoice:

1 Inthe Item field, type the letters dir (for Direct Labour).

QuickFill is an alternative to choosing from a list. Whenever you’re in a field where
you’ll use a list item, you can start typing the first letter or two of the list item you want,
and QuickBooks fills in the field with the item that matches the letters you’re typing.

2 Choose Direct Labour:Design Services from the drop-down list that appears.

When you accept a QuickFill entry, QuickBooks fills in other information about the item,
like its description and rate. In this case, QuickBooks displays “Design Services” in the
Description column and a rate of $50 per hour. All you have to do is enter the number of
hours.
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If the Sales Tax Codes message appears, click OK.

3 Type 20 in the Quantity column.
4  Type G in the Tax column.

5 Press Tab to have QuickBooks update the invoice total.

Rate Class Amount Tax |

I[tem Oty Description
50.00 | | tomoole 4

Direct Labour:... |2IJ |Design Services |

Completing the sales form
If you want to check the form before you print it, you can use the print preview feature in the

Create Invoices window.

To complete and record the invoice:

1 Click the Print Preview button at the top right corner of the screen.

QuickBooks displays the invoice page as it will look when printed.

Invoice

P.O.No. Terms Froject

Tetls Kitchen Renovation

Fale Amount
2 Desin Sanvics 50.00] 10060
GST On Szl 30% 50| 0.0

Qty Descripion um

Total SL00

GET/HST Mo, 123856780

2 Click Zoom In and use the scroll bars to see the invoice items at greater magnification.

3 Click Close.

4  Inthe Create Invoices window, record the sale by clicking Save & Close.
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QuickBooks records the invoice in your accounts receivable register. If this were a sales
receipt, QuickBooks would record the sale in your Undeposited Funds account until you
deposit the money at the bank, or record a deposit in the bank account you specified in
the Enter Sales Receipts window.

Note: The option to select an account into which you want to deposit the payment is
only available when the Sales & Customers preference “Use Undeposited
Funds as a default deposit to account™ is turned off.

The accounts receivable register keeps track of how much money your customers owe you.
To see the Accounts Receivable register:
1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.
2 Inthe chart of accounts, double-click the Accounts Receivable account.

QuickBooks displays the accounts receivable register.

& Accounts Receivable =N Ech(r==|
2 Goto.. | <5 Print... | 2 Edit Transaction QuickReport
Date Mumber Customer Item Qty Rate Amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2010 12 Lichman, Roy:k 30,509,33 -
NV 12/15/2010
12/31/2010 14 Greene, Jerem 5,300.00
NV 12/31/2010
12/31/2010 16 Greene, Jerem 1,050.00
NV 01/15/2011
= v -
-
1dine e Ending balance 23,312.93
Sortby |pate, Type, Number/... v | Restore |

3 Select the sale we just recorded in the register (for Jeremy Greene).
4 Double-click the entry.

When you double-click an entry in a register, QuickBooks displays the original form (in
this case, the invoice).

Keep the invoice window open; you’ll use it in the next exercise.
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When you’ve been using QuickBooks for a while and need to find a particular
invoice, you can use the QuickBooks Find command. Suppose you want to search for
the invoices you wrote to three particular customers.

-
—_
I

3

N

¥

=~
5
o

Here’s how you’d find those using the Find command:

1  With the Create Invoices window open, choose Find Invoices from the Edit
menu and then click the Advanced button in the Find Invoices window.

2 Inthe Find window, select Transaction Type from the list of filters, and then
select Invoice from the list of transaction types.

3  Select Name from the list of filters, and then choose Multiple names from the
Name drop-down list.

4 In the window that appears, ensure that Manual is selected and then click the
names and jobs of the three customers. Click OK, and then click Find.
QuickBooks finds all the invoices written to those particular customers.

You can also find a particular customer invoice by scrolling through the customer
register for that customer. (Right-click that customer’s name in the Customers & Jobs
List and choose Use Register.) If you know the invoice number, you can sort the
customer register by number rather than date to find an invoice more quickly. (You
can change the sort order by selecting a different order in the Sort By field in the
register window.)

Another way to find an invoice for a particular customer is to click Find in the Create
Invoices window. You can then enter a customer:job name, a date range, an invoice
number, or an amount that QuickBooks can use to locate an invoice or invoices. (This
functionality is available for eight common QuickBooks forms.)

Make sure students keep this invoice displayed on screen. You’ll show them how to
memorize it in the next lesson.

Memorizing a sale

Many of the sales you make in your business are ones you repeat again and again. For
example, you may have a standing monthly order from a customer, or you may perform
essentially the same services for more than one client. QuickBooks lets you memorize sales
forms so that you don’t have to retype the information.

To memorize the invoice:

1 Make sure you have the invoice you want to memorize displayed on your screen. For this
exercise, use the design services invoice you just created.

2 From the Edit menu, choose Memorize Invoice.

QuickBooks displays the Memorize Transaction window.
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% Memorize Transaction [l
= = lKitchen Renovation
@ Remind Me How Often | Never = ILCQI
Don't Remind Me Next Date
Automatically Enter Murnber Remaining
A Group Days In Advance To Enter |
Group Mame | <fore

3 Type adescription that helps you recognize the memorized invoice, or keep the default
description QuickBooks has provided. For this exercise change the name to Greene -
Kitchen Renovation.

You can enter any description you like. Notice that you can also have QuickBooks
remind you when to use the memorized transaction (for an invoice you always send at the
end of the month, for example). For this exercise leave the How Often field on “Never”

4  Click OK.

5 Close the Create Invoices, Accounts Receivable, and the Chart of Accounts windows.
When you memorize an invoice, QuickBooks adds it to the Memorized Transaction list.
To recall a memorized sale:

1 From the Lists menu, choose Memorized Transaction List.

QuickBooks displays the Memorized Transaction List window.

F» Memorized Transaction List El@
Transaction Mame Type Source Account A, Fregque... Auto MNext Date
] Credit Cards:Mas... |8 01/16/2011
Bill Accounts Payable |8... |Every fo... v |o1/o2f2011
+Dobson's Exteriors  |Cheque |Chequing 1... [Monthly 01/01/2011
+Greene - Kitchen ... |Invoice |Accounts Receiv... |1..|Never
+Insurance Experts |Cheque |Chequing 2... |Monthly 12/24/2010
+Jesse's Convenie... |Credit... [Credit Cards:Visa | 7... |Weekly 12(18/2010
+Kevin Anderson B... [Cheque [Cheguing 1. |Quarterly 12{30/2010
+Roger's and Com... |Bil Accounts Payable | 4... |Monthly < |01f14/2010
+Royal Bank Cheque |Chequing 4... [Monthly < |01f17/2011
+The Phone Co. Bill Accounts Payable | 1... |Monthly 01222010
+Utility Corp Bill Accounts Payable | 3... |Monthly 01/17/2010
| Memorized Transacton  ~ | | Enter Transaction |

2 Double-click the transaction you just added.

QuickBooks displays the Create Invoices window, with the information you memorized
displayed on the form. It gives you a new invoice number and displays the current date.
You can modify the information as you wish, but for this exercise change the date to
12/31/2010.

3 Click Save & Close to record the invoice.
4 If a warning message regarding the customer’s credit limit is displayed, click Yes.

5  Press the Esc key to close the Memorized Transaction list.
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Entering a new service item

When you begin using your own QuickBooks company file, you’ll need to create your own
line items to include on your invoices. In the next exercise, you’ll see how to add information
to the Item List.

White Ridge Construction already has a service item called Repairs that it uses when it wants
to charge for general repair work. Suppose White Ridge wants to add a subitem for plumbing
repairs to the Item List. (The company charges a higher rate for plumbing repairs, so it wants
a separate item for it on its Item List.)

Have students refer to Handout 4 for a review of the types of items they can add to the Item
List.

To create a new service item:

1 From the Customers menu, choose Item List.

QuickBooks displays the Item List for White Ridge Construction.

L4 Ttem List =] ==
Look for in | Al fields - Reset Search withi
Mame Description Type Account OnHand OnSales...  Price
+Const. ... [Construction Draw Service Construction Income 0.00 =
«DirectL... Service  |Direct Cost of Good... 0.00

+Admi... |Administration Labour - Job R... |Service  |Construction Income 0.00
+Cabi... [Cabinetry & Countertops Service Construction Income

«Clea... |Clean Up Labor Service  |Construction Income 40.00
+Dem... [Demolition Labor Service Construction Income 0.00
+Desi... |Design Services Service Construction Income 50.00
«Driv.,. |Concrete Drives/\Walks Labor Service  |Construction Income 0.00
+Dry... |Drywall Labor Service  |Construction Income 0.00
«Elect. .. |Electrical Labor Service  |Construction Income 50.00
+Exte... [Exterior Finish Labor Service Construction Income 0.00
+Exte... [Exterior Windows & Doors Service Construction Income

«Final... |Final Grading Service  |Construction Income 0.00
+Fire... |Fireplaces & Trim Service  [Construction Income i

| Item = || Activities ® || Reports = || Excel - | Indude inactive

2 Click the Item menu button, and then choose New.

QuickBooks displays the New Item window.
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ik New Item =N =R

Use for services you charge for or purchase, like

spedalized labour, consulting hours, or Cancel
professional fees.

Inventory Part ——

Inventory Assembly \LI
Iff Mon-nventory Part Subitem of

Other Chargey = Custom Fields

Subtotal )
Group Speling
Discount

Payment

Sales Tax Item

Sales Tax Group

is service is used in assemblies or is performed by a subcontractor or partner

Item is inactive

Description Rate 0.00
Tax Code 5 -

Account -

How can I set rates by customers or employees?

Note:  The options available in the Type list depend on the version of QuickBooks
you are using. You must be using a QuickBooks: Premier or higher edition
product to see Inventory Assembly listed as an item type.

3 Inthe Type field, select Service from the drop-down list.
4 Inthe Item Name/Number field, type Plumbing.
5  Click the “Subitem of” checkbox to select it.

6 Inthe drop-down list below the “Subitem of” field, select Direct Labour: Plumbing
Labour.

7 Inthe Description field, type Plumbing repairs and maintenance and press Tab.
8 Inthe Rate field, type 55.
9 Inthe Tax Code drop-down list, select G.

Now you need to assign this line item to one of White Ridge Construction’s income
accounts.

10 In the Account field, select Construction Income from the drop-down list.

142



Entering sales information

Your screen should look like the following figure.

Unit of Measure

| Enable...

How can I set rates by customers or employees?

M New Item [= e s
Servi Use for services you charge for or purchase, like

ervice o - —————
spedialized labour, consulting hours, or | Cancel |

professional fees,
| Mext |
Item Mame Mumber | Subitem of |ml
Flumbing Direct Labour:Plumbi... « —
| Speling |

This service is used in assemblies or is performed by a subcontractor or partner

Description Rate 55.00
Plumbing Repairs & Maintenance Tax Code G -
Account Construction Inc =

Item is inactive

11 Click OK to add the new item to White Ridge Construction’s Item List.

[-4 Ttem List ===
Look for in | Al fields - R Search withi
Name Description Type Account OnHand OnSales... Price

«Plumbing L... [Flumbing Labour Service  |Construction Income 0.00 =
+Plumbing |Plumbing Repairs & Maint... |Service |Construction Income 55.00
+Roofing La... |Roofing Labor Service  |Construction Income
+Safety Tra... |Safety Training - Job Rel... |Service |Construction Income 0.00
+Supervigio... |Supervision Labar Service  |Construction Income 75.00
+Tile Labor Tile Labor Service  |Construction Income 0.00
+\Warranty ... |Warranty Service Service  |Construction Income 0.00
«Finished Ren... Service  |Construction Income
+Indirect Labour Service  |Construction Income 0.00
+Meetings Team Meetings Service  |Construction Income 0.00
+Office Ad,.. |Office Administration Service  |Construction Income 0.00
+Project Ma... |Project Management - Mo... [Service  |Construction Income 0.00
+Retention Amount of Retainage Construction Income 0.00
* Trans Construction Income ol
|| Item ¥ || Activites ¥ || Reports ¥ || Excel * Indude inactive
|

12 Close the Item List.

Now that the new item is on the Item List, White Ridge Construction can invoice for
plumbing repairs separate from its general repair work. It can also create sales reports that
show sales for general repairs separate from sales for plumbing repairs.

©
—_
©
8
vl
V4
~
5
o

To offer a discount on an invoice (or other sales form) at the time of sale (for example,
for a senior discount), create a “discount” type item and enter it as a line on the form.
If the discount is to apply to more than one item, first use a “subtotal” type item to
calculate the total of the items. Then, enter the discount item beneath the subtotal.
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Using multiple price levels

In the last exercise, you set up a new service item for White Ridge Construction and assigned
a price to that item. Sometimes businesses want to vary an item’s price based on who they are
selling to. For example, White Ridge Construction charges different prices depending on
whether it is selling to a residential or a commercial customer.

You can associate price levels with specific customers so that each time you create an invoice
(or estimate, sales receipt, credit memo, or sales order) for that customer, QuickBooks uses
the appropriate price level when calculating rates and amounts on the form. Price levels make
it easy to use different rates on sales forms without having to calculate percentage amounts
manually. Price levels affect amounts for service, inventory, non-inventory part, and
inventory assembly items only. (Inventory assembly items are available in QuickBooks:
Premier and higher.)

In this section, you’ll create a new price level, associate it with one of White Ridge’s
customers, and then create an invoice for that customer.

Creating new price levels

White Ridge Construction charges its residential customers the base sales price it set up on its
Item List. The company charges its commercial customers 10 percent less than the base sales
price. In this exercise, you’ll create a new price level for White Ridge Construction to use to
reduce the sales amount for its commercial customers.

For each price level you create, you assigh a name and percentage increase or decrease to the
item’s base sales price. You can create up to 100 price levels to use on invoices, sales
receipts, estimates, and credit memos.

As described later in the lesson, QuickBooks: Premier editions also allow you to set up Per
Item price levels.

To create a new price level:

1 From the Lists menu, choose Price Level List.

[-5 Price Level List =R
Name Type Details

Bathroom Design Spedial Per Item varies per item
Kitchen Upgrade Spedial Per Item varies per item

| Price Level * || Reports  * | Indude inactive

2  From the Price Level menu button, choose New.

3 Inthe Price Level Name field type Commercial.
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Note: The Price Level Type field is selectable only with QuickBooks: Premier or
higher. If you’re using QuickBooks: Premier or higher, select “Fixed %”

from the Price Level Type drop-down list.

4 Leave “decrease” selected in the “This price level will” field, and then type 10 in the

“item prices by” field. Always enter the percentage as a positive number.

5 From the “Round up to nearest” drop-down list, choose “1.00 minus .01.”

This option rounds all the prices to the nearest dollar amount minus one cent, for

example, $10.00 rounds to $9.99. With QuickBooks, you can round your prices to the
nearest whole cent, or you can precisely determine the amount by creating a user defined

option.

Your window should look like the following.

@ Mew Price Level

F=5|EoR ™53

Price Level Mame | Commerdal

Price Level Type  |Fixed %

Round up to nearest | 1.00 minus .01

How do I print & report?

Price Level is inactive

w | Use this type of price level to apply a fixed percentage
increase or decrease to all your standard sales prices when
setting up prices for different customers or jobs.

This price level will |decrease  « | item prices by | 10.0%;

-

[ 0K l | Cancel | | Help |
6 Click OK.
Your screen should now resemble the following.

[-4 Price Level List ===

MName Type Details

Commerdial Fixed % -10.0%

Bathroom Design Spedal Per Item varies per item

Kitchen Uparade Spedial Per Ttem varies per item

| Price Level '|| Reports = | Indude inactive

7 Close the Price Level List.
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Associating price levels with customers/or customer:job

When you assign price levels to customers, QuickBooks calculates rates and amounts on sales
forms based on the price level associated with that customer/or customer:job.

To associate a price level with a customer:job

1 Click Customer Centre on the icon bar.

2 Inthe Customers & Jobs list, select Rajyaguru Kamlesh: Tea and Crumpets Room
3 Click Edit Job, and then click the Additional Info tab.

4 From the Price Level drop-down list, choose Commercial.

Your screen should look like this.

|35 Edit Job =5 [oR|E="
Job Name Tea and Crumpets Room
Current Balance :  10,104.00 How do I adjust the current balance? _OK
Address Info Additional Info Payment Info Job Info |W|
Price Level Commerdal -
| Motes |
Customer Type Custom Fields | - |
From advertisement | Spouse’s Name P
Preferred Send Method Customer Since Job is inactive
None w | Contact's Birthday
Website

| Define Fields |

5 Click OK to close the Edit Job window and save your changes.

Leave the Customer Centre open for the next exercise.
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Using price levels on sales forms

In this section, you’ll create an invoice for the customer job with which you just associated
the Commercial price level to see how the price level affects amounts on the form.

To use a price level associated with a customer or customer:job:

1

Make sure Rajyaguru Kamlesh:Tea and Crumpets Room is selected in the Customers &
Jobs list.

Click the New Transactions menu button and choose Invoices from the drop-down list.

Press Tab.
If the Available Estimates window appears, click Cancel.
If the Billable/Time costs window appears, close it.

Notice that QuickBooks displays the name of the price level associated with this
Customer:Job in brackets above the Customer:Job drop-down list. (This information will
not be printed on the form.)

|.J Create Invoices
& Previous [ Nedt & Print

Customer:Job  [Commercial]

Rajyaguru, Kamlesh:Tea ... =

Rajyaguru, Kamlesh
304 West 5t

White Rock, BC
V2G5 4R0

Choose Intuit Service Invoice from the Template drop down list.

Click in the Item column, type dir for Direct Labour, and choose Clean Up Labour from
the drop-down list. If you don’t see the Item column, make sure you are using the Service
Invoice template.

In the Quantity field, type 10, and in the Tax field, choose G.

Click below Clean Up Labour in the Item field and choose Direct Labout:Design
Services from the drop-down list.

In the Quantity field, type 5, in the Tax field, choose G and then press Tab.

147



LESSON 6

Your screen should look like this.

|.J Create Invoices \EI@
W Previous [ Mext 5 Print = [l Send = | #F) Find & Spelling % History | A Letters = >
Customer:Job  [Commercial] Template | Print Preview

Rajyaguru, Kamlesh:Tea ... = Intuit Service Invoice =

Date Invoice #
123200 ()

Rajyaguru, Kamlesh
304 West Street
White Rock, BC
V2G 4R0

Dueonrec... =

Item Qty Description Rate Class Amount Tax |
Direct Labour:Clean Up La... |10 Clean Up Labour 35.95 359.90 |G -
Direct Labour:Design Servi... |5 Design Services 44,99 22495 |G |
Customer | - GST 5.0% 29.24|[ Ed

Total 614.09
To be printed | Add TimeCosts... | | Apply Credits... | Payments Applied 0.00
Tob led
o be e-maile Customer Tax Code |G Balance Due 6514.09
Memo
| Save & Close | [ Save & MNew ] | Clear

8 Keep the invoice open and choose Item List from the Lists menu.

9 Inthe Item List, go to Direct Labour:Clean Up Labour. Note that the price for this labour
is $40.00, but the rate on the invoice is $35.99—10 percent less than the base sales price
rounded to the nearest dollar minus one cent. QuickBooks has automatically reduced the
rate on the invoice by 10 percent and rounded the amount according to your price level
setting.

Note: You can set up QuickBooks to round rates up to the nearest cent. You can set
the rounding option for a rate from the Price Level List. See “Creating new

price levels” on page 158.

10 Inthe Item List, scroll to the Design Services item and note that the base sales price is
$50—10 percent greater than the rate listed on the invoice using the Commercial price

level. It appears on the invoice as $44.99, including the discount and rounding settings.

11 Close the Item List.

12 Record the invoice by clicking Save & Close.

13 Close the customer centre.

Assigning price levels to individual line items

In addition to associating price levels with customers/or customer:jobs, you can also use price
levels on an individual basis on sales forms. The following are some examples of when you
might want to do this.
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®  You’ve associated a price level with a customer, but want to charge the base sales price
for an item on a sale to that customer.

B You want to use a price level for one or more items, but you don’t want to assign a
price level to the customer for whom you’re recording the sale.

To apply a price to a single line item:

1 Inasales form with line items (for example, the invoice you just created), click in the
Rate column and select the price level you want to use from the drop-down list that
displays.

2 When you move out of that field on the form, QuickBooks recalculates the amount and
balance due.

Note: If you use QuickBooks: Premier, you can refine your price levels even further
by setting price levels for select items. For example, you could give a particular
customer or group of customers an extra discount for a specific item or group
of items as shown in the following graphic. To display the following window,
Choose Price Level List from the Lists menu, select Kitchen Upgrade Special,
click the Price Level button, and then select Edit Price Level.

e Edit Price Level =N ==
Price Level Mame | Kitchen Upgrade Spedal Price Level is inactive
Price Level Type | Per Item Use this type of price level to set custom prices for individual items

when setting up prices for different customers ar jobs.

J  Item Cost Standard ... Custom Price
Direct Labour 0.00 o
Direct Labour: Administration 0.00 0.00
Direct Labour:Cabinetry & Count. Lab.

Direct Labour:Clean Up Labor 0.00 40.00
Direct Labour:Demolition Labor 0.00 0.00
Direct Labour:Design Services 0,00 50.00
Direct Labour:Drives/\Walks Labar 0.00 0.00
Direct Labour:Drywall Labor 0.00 0.00 -
Mark All
Adjust price of marked items to be 0.0% | | lower than its |standard price Adjust

Round up to nearest | no rounding

How do I print a report? oK ]| Cancel || Help

Reminding customers of overdue payments

In this section, you’ll learn about two types of documents you can create to remind customers
about overdue payments.

The first method involves creating a letter to a specific customer directly from that customer’s
overdue invoice. Using this method, you can create a cover letter that summarizes information
about the original invoice and lists the outstanding balance. You can also have QuickBooks
list all of the line-item information. An additional option is to have QuickBooks format the
letters to work with window envelopes.
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The second method involves generating reminder statements, which allow you to generate
documents that list recent invoices, credit memos, and payments received.

Creating invoice letters

White Ridge has noticed that one of its customers has an invoice with a partial balance still
outstanding and wants to send a quick reminder. You create an invoice letter to remind the
customer about the unpaid balance.

To create an invoice letter:

1 From the Reports menu, choose Customers & Receivables, and then choose Open
Invoices from the submenu.

2 Inthe report window, in the Dates field, select “Custom”, and then set the actual date to
12/31/2010. Press Tab.

3 Scroll down the listings to Jeremy Greene: Kitchen Renovation.
4 Double-click on the line for invoice #8.

5 Inthe Create Invoices window, click the down arrow next to the letter and envelope icon
to display the drop-down list.

6  Select Prepare an Invoice Letter. If QuickBooks prompts you to find letters, click Copy.

QuickBooks will copy the QuickBooks letters from your installation directory to your
QBtrain folder.

7 Inthe Letters and Envelopes window, choose Cover Letter.

Letters and Envelopes @
T TOTIre
pressHillRd | Choose a Letter Template
e U4 94326

@ Letter templates available for invoice letters. i

Cover Letter
Inveice Letter with Details
Window Envelope Cover Letter

Window Envelope Invoice Letter with Details

\\/ Create or Edit a letter template.
b 4

Back | Cancel | | Help |

1s. Kristy Abercy

If you wanted to include all of the line-item detail from the invoice, you would choose
the Invoice Letter with Details option.
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8 Click Next.

9 Type Tom Ferguson in the Name field and then type President in the Title field.

10 Click Next.

QuickBooks Information Is Missing @

Thig letter requires information not currently contained in your
QuickBooks data file. To complete the current letter, look for
each occurrence of the text =*MISSING*INFORMATION™* and
enter the information directly in M5 Word.

To prevent this from happening in subsequent letters, you'l
need to add the mizsing information to your QuickBooks data
file, or remove the field from the letter template.

I iDo not display this message in the future, |

11

If a warning message appears click OK. When the letter appears on screen, you will find

“Muissing Information” after the salutation. You need to type in the Customer’s name.

If QuickBooks displays a “Server Busy” warning message, click Retry.

QuickBooks displays a letter containing summary information pulled from QuickBooks
about the unpaid balance on the invoice.

Wiz Fkag2 CONGIucEan Campany
5673 Commeardial Ghvd.
Wancouwar, BC VAW 555

Dac 31, 2010

Grasna, Jeramy
133 Sunnyside S
‘ancouver, BC
W2H 180

Daar Mr. Graana

Tris 130iS SUTUMANZSs yOUr CUTTSm IMAECca Soity. Fiasse revisw s IMnmanan and it us
now Hyou have any quesians.

Imeice ot Kichan Renavatan

Ireaica NuUmibar 8

Imeaica Dala 05725720110

Imxdica Dusa Cala 0572572010

Imedic2 Ameoum $31,325.35

Imegice Balance 3 pas2m

Thark you for choosing While Ridge ConstrucBion Camgany. We hape 1o wark wih you again in
ma e,

Sincaraly,

Tam Fargusan
Prackian
W2 Fkdge CONsTucEan Company

Note: Since the program uses the computer’s actual date, if you are doing this

exercise before Dec 31/2010, then the date and the Invoice Balance may not
match the one shown in the letter above.

12 You don’t need to save the letter for this exercise, so close the Microsoft Word file
without saving.
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13 In QuickBooks, click Cancel because you don’t need to print envelopes now.

14 From the Window menu, choose Close All, and then click on the Home icon to reopen
the home window.

To create your own custom letters that pull information from the Customers & Jobs, Vendors,
Employees, and Other Names lists in QuickBooks, see “Using QuickBooks Letters” starting
on page 397.

Generating reminder statements

Reminder statements summarize a customer's account with a company by listing recent
invoices, credit memos, and payments received. You can use reminder statements when you
bill through invoices but want to remind your customers about delinquent payments.

Reminder statements are different than other “forms” in QuickBooks such as invoices, sales

receipts, or cheques. Because QuickBooks already has all the information you need to create
reminder statements, you don't have to fill them out. Instead, you review the information that
will appear on each statement, decide whether to add finance charges, and print them.

White Ridge uses invoices to bill its customers, but it sends reminder statements to customers
with overdue invoices. In this exercise, you generate statements to send to customers with
outstanding balances.

White Ridge wants to send reminder statements to all customers who have balances more than
30 days past due.

To generate reminder statements:

1 Click Home to display the Home page if necessary, and in the Customer Area click
Statements.

QuickBooks displays the Create Statements window.

[J Create Statements EI@
Select Statement Options Select Additional Options
Statement Date 12/31/2010 Template

© Statement Period From| 12/01/2010 To [ 12/31/2010 Intuit Standard Statement + Customize

All open transactions as of Statement Date Create One Statement Per Customer -

Include only transactions over [3g | days past due date Show inveice item details on statements:

Print by billing address postal code

Select Customers Print due date on transactions

@ All Customers Do not create statements:
Multiple Customers with a zero balance
One Customer with a balance less than | 0,00
Customers of Type with no account activity
Preferred Send Method for inactive customers
| View Selected Customers... | | Assess Finance Charges... |
Preview Print E-mail Close Help

2 Inthe Select Statement Options section of the window, ensure the Statement date is
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12/31/2010, and select the “All open transactions as of Statement Date” option.
3 Click to select the “Include only transactions over” checkbox.
4 In the number of days past due field type 30.
5 In the Select Customers section, select “All Customers.”

6 Inthe Select Additional Options section click to select the “Show invoice item details on
statements” checkbox.

7 Unselect the “Print due date on transactions” option if it is selected.

Your screen should look like the following graphic.

LJ Create Statements EI @
Select Statement Options Select Additional Options
Statement Date 12/31/2010 Template
Statement Period From| 12012010 E To [12/31/2010 E Intuit Standard Statement « Customize
@ All open transactions as of Statement Date Create One Statement per Customer -
V| Indude only transactions over |3 | days past due date | Show invoice item details on statements

Print by biling address postal code

Print due date on transactions:

Select Customers
@) All Customers Dio not create statements:
Multiple Customers with a zero balance
One Customer with a balance less than 0,00
Customers of Type with no account activity
Preferred Send Method for inactive customers
| View Selected Customers... | | Assess Finance Charges... |

Preview Print E-mail Close Help

8 Click Assess Finance Charges.

QuickBooks displays the Assess Finance Charges window. Make sure the Assessment
date is Dec 31, 2010.

9 Click Unmark All.

10 In the Assess column, click to put a checkmark in the row for the Kitchen Renovation job
for Jeremy Greene.

Your screen should look like the following graphic, depending on what actual date this
was processed.
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Sy Assess Finance Charges E@

Click the assess column for each customer for whom you wish to create a finance charge invoice.

Assessment Date

12/31/2010 Finance Charge = | Customize |
Ass,.. LastFC Customer Cwverdue Bal. Finance Charge
Allin, Hilda 0.00 o
*600 5Q Ft Addition 54,883.05
Card, Brad 0.00
*Theatre Room 4,500.00
Greene, Jeremy 0.00
J Kitchen Renavation 2,462.00 127.48
Rajyaguru, Kamlesh 0.00
Tea and Crumpets... 10,718.09
| Mark Al | | Unmark All | Mark Invoices "To be printed”

Customers with *s have payments or credit memos which have not been
applied to any invoice. The overdue balance does not indude these
credits.

| Settings... || Collection History [ Agsess Charges ] | Cancel

11 Click Assess Charges.

QuickBooks creates a finance charge invoice for Jeremy Greene in the amount of
$127.48. This amount does not display on the current statement, but you can send the
finance charge invoice with the reminder statement.

12 Close the Create Statements window.

Processing sales orders

Note: Sales orders are available in QuickBooks: Premier and higher editions only. To
proceed through this exercise, you must be using QuickBooks: Premier or a higher
edition.

The sales order feature lets you track orders from customers and “set items aside.” You can
also use sales orders to track back orders when a customer orders something and you are out
of stock. Using this feature, you can track the orders you need to fill without affecting
accounts receivable. Sales orders affect only inventory quantities—not values—until you
actually sell the items.

When inventory items come in, you can create an invoice directly from the sales order. If only
some of the items have come in, you can invoice for those items, and use the sales order to
create invoices for the remaining items later. Once all items have been received and invoiced
for, QuickBooks: Premier closes the sales order.
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Invoicing against sales orders

In this exercise, you’ll create an invoice from a sales order. You display a report to see if there
are any open sales orders. The report shows that there is an open sales order for Drywall
Labour for Hilda Allin. White Ridge has now completed the drywall work for the customer’s

order, so you can close the sales order and invoice the customer.

If you’re using QuickBooks: Premier, you can also generate purchase orders directly from
sales orders by clicking the down arrow on the Create Invoices button in the Create Sales
Order window, and then selecting Purchase Order. You don’t need to create the purchase

order in this exercise.

To create an invoice from a sales order:

1 From the Reports menu, choose Sales and then choose Open Sales Orders by Item.

QuickBooks displays the Open Sales Orders by Item report.

[l Open Sales Orders by Custorner
P y

| Modify Report. .. |_| Memorize. .. || Print... || E-mail » || Export... |_| Hide Header |_| Refresh |

Dates (Al w | From To [E] Sart By |Num

851 AM White Ridge Construction Company
08iz7i08 Open Sales Orders by Customer

All Transactions
+ Type + Date + Due Date < Num « Hame + Qty

Amount LS

Allin, Hilda
Sales Qrder 12nezme 12021 1 Allin, Hilda
Total Allin, Hilda

Greene, Jeremy
Kitchen Renovation
Sales Order 12M5/2010 12152010 2 Greene, Jeremy:K...
Total Kitchen Renovation

»  Total Greene, Jeremy

TOTAL

525.00
525.00

178.15
178.15

179.15 4

704.15

2 Double-click Sales Order #1 for Hilda Allin in the report window.
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QuickBooks opens the sales order.

2 Create Sales Orders (===
4 previous [P Net &% Print + G Email = | #) Find [&# Spelling % History 5 Journal CreateInvoice ~
Customer:Job Template | Print Preview
v Custom Sales Order
Date
sales Order e

MName [ Address

Allin, Hilda

57 River Avenue
Mew Westminster BC
V15 3T4

Ship To 2 -

Allin, Hilda
57 River Avenue
New Westminster, BC V15 374

Item Description Ordered Rate Amount  Tax Invoiced  Clsd ‘
Direct Labour:Drywal... |Drywall Labor 10 50,00 500,00 (G 0 -

Customer, = GST On Sales 5.0% 5.0% 25.00 e
Message

0.00

Total 525.00

V| To be printed To be e-mailed Closed

Memo

Save & Close ‘ [ Save & New ] | Revert

3 Inthe Create Sales Orders window, click the Create Invoice menu button on the toolbar
and choose Invoice.

Creating the invoice from the sales order links the sales order and invoice, which means
that when you invoice the customer for items on the sales order, those items are marked
as closed.

QuickBooks displays the Create Invoice Based On Sales Order(s) window.

Create Invoice Based On Sales Order(s) (3]

Spedfy what to indude on the invoice.

@ Create invoice for all of the sales order [s).é

Create invoice for selected items.

[ Ok ] | Cancel | | Help |

4 Leave the “Create invoice for all of the sales order(s)” option selected, and click OK.
QuickBooks creates an invoice for the customer.
In this case, since the work that the customer ordered has been done, you can close the
sales order. If only some of the labour had been done, you could invoice for that portion

and keep the sales order open until the balance of the job had been completed.
QuickBooks tracks which items are still open.

5 Inthe Create Invoices window, click Save & Close.

6 Close the report window, if a warning displays regarding refreshing the report, click NO.
Close the Report Centre.
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Tracking backorders

Using certain industry-specific QuickBooks Editions, you can use sales orders to track items
that customers have ordered, but that are out of stock. Tracking backorders on sales orders,
invoices, and other sales forms shows exactly what still needs to be shipped out. Tracking
backorders on purchase orders shows what is still expected to be received from a vendor.

In this exercise, you’ll first create a sales order and create an invoice from that sales order.
(The customer has ordered items, but you don’t have sufficient quantities to fill the entire
order.) Then, you’ll receive items into inventory and track the remaining items on backorder.

Note: You must be using QuickBooks: Premier Accountant Edition, Retail Edition,
Manufacturing and Wholesale Edition, or Enterprise Solutions Editions to track
back orders and perform this exercise.

To create a sales order:

1 Onthe Home page, in the Customer area click Sales Orders.

QuickBooks displays the Create Sales Orders window.

= Create Sales Orders EI@
& previous B Mext @ Print - Q E-mail - | %)_ Find &4 Spelling Qh History =] Journal CreateInvoice - 7
Customer: Job Template | Print Preview

- Custom Sales Order =

Date
Sales Order 3

Name f Address Eﬁn

Item Description Ordered Rate Amount  Tax |
-

Customer| - 0.00 vie
Message 0.00

Total

| To be printed To be e-mailed

hET | Save & Close | [ Save &MNew ] | Clear |

2 Inthe Customer:Job drop-down list, select Rajyaguru Kamlesh:Tea and Crumpets Room.
3 Click in the Item column and select Lighting Retail: Table Lamp from the drop-down list.

Note: If using QuickBooks Premier skip step 4 and proceed to entering the quantity
in the Ordered column as shown in step 5.

4 Inthe Ordered column, click the Availability icon.
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L&l Current Availability =)=

Ttem Mame Lighting Retail:Table Lamp =

Description Table Lamp - Tiffany

Quantity Available Incoming

Quantity on Hand 5 Quantity on Purchase Orders 0
Quantity on Sales Orders 1] Guantity on Pending Builds
Quantity Reserved for Assemblies 0

Quantity Available 5

Show Details =>

In the Current Availability window, you can get information about what is available in
inventory, what is listed on other sales orders, what’s reserved for assemblies, and what’s
on order.

Notice you have five table lamps available. However, you need eight table lamps to
complete the order. So you’ll need to put the remaining three on backorder.

5 Click Close, and then type 8 in the Ordered column on the Sales Order.

6 Press Tab, and then click OK at the two messages that appear. (These will not appear if
using QuickBooks Premier.)

7 Inthe Tax column select “S”.
8 Press Tab again to have QuickBooks update the total.

The sales order should look like the following graphic.

= Create Sales Orders [ ]= ][]
@ previous [ Next 5 Print + L E-mail ~ | €} Find [ Spelling % History Create Invoice = ”
Customer:Job  [Commercial] Template | Print Preview
Rajyaguru, Kamlesh:Tea ... = Custom Sales Order =
Date
Sales Order 12312010 @ E

Name [/ Address

Ship To 2 -

Rajyaguru, Kamlesh
304 West Street
White Rock, BC V26 4R0

Rajyaguru, Kamlesh
304 West Street
white Rock, BC
V2G 4R0

Item Description Ordered Rate Amount Tax |
Lighting Retail:Tabl... |Table Lamp - Tiffany 3 107.99 ‘ 863.92 ‘s -

Customer = G5T 5.0% 43.20 -
Message
PST (BC) 7.0% 60.47

Total 967.59

/| To be printed Tobee-mailed  Customer Tax Code |G -

Memo Save & Close | [ Save & New ] | Clear

You can fill part of the order now because you have five table lamps in stock, so you’ll
create an invoice from the sales order.

9 Inthe Create Sales Orders window, click the Create Invoice menu button on the toolbar
and choose Invoice.
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10

11

12

This links the sales order and invoice, which means that when you invoice the customer
for items on the sales order, those items are marked as closed.

QuickBooks displays the Create Invoice Based On Sales Order(s) window.
Click “Create invoice for selected items” and click OK.

QuickBooks displays the Specify Invoice Quantities for Items on Sales Order(s) window.
When you create the invoice for selected items only, you indicate how many of each item
from the sales order you want to include on the invoice.

Specify Invoice Quantities for ltems on Sales Order(s) @
Invoice for:  Rajyaguru, Kamlesh:Tea and Crumpets R...
For each item below, specify the quantity you will ship on this | Cancel |
invoice, .

: : s 0 g | Help |
Show guantity available instead of quantity on hand: —
Item Date 5.0, No.  OnHand Ordered Prev. In...  To Invoice |

Lighting Retail:Table L. 12/31/2009) 3 sl sl o 5§

Note:  You can click the “Show quantity available instead of quantity on hand”
checkbox to display the number of items in inventory plus the number of items
on purchase orders with vendors, minus the number listed on all other sales
orders and quantity on pending builds.

Make sure 5 appears in the To Invoice column and click OK to invoice for the five table
lamps you have in inventory.

QuickBooks displays the invoice. On the invoice, QuickBooks lists how many of each
item has been invoiced previously and how many are included in the current invoice.

Click Save & Close.

QuickBooks creates an invoice for the five table lamps in stock and puts the other three
on backorder.
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The Open Sales Orders by Item report can help you track which items are on backorder
by showing the quantity ordered and the quantity invoiced. To run the report, choose
Sales from the Reports menu, and then choose Open Sales Orders by Item.

1] Open Sales Orders by ltem = E ==
| Modify Report... | [ Memorize... | Print... | E-mai * | Export... | [ HideHeader | [ Refresh |
Dates Al » | From To Sort By | Default -
11:20 AM White Ridge Construction Company
07117109 Open Sales Orders by Item
All Transactions
o Type » Date o DueDate o Hum = Name o Oty o Invoiced »  Amount o
Inventory
Lighting Retail
Table Lamp
» Sales Order 12/31i2010 12/3172010 3 Rajyaguru, Kamles. 8 5 35392 4
Total Table Lamp 863.92
Total Lighting Retail 863.92
Plumbing Retail
Kitchen Faucet
Sales Order 121152010 127302010 2 Greene, Jeremy i 1 0 15885
Total Kitchen Faucet 159.95
Total Plumbing Retail 159.95
Total Inventory 1,023.87

TOTAL

1,023.87

13 Close the report.

Receiving items

White Ridge Construction has just received 10 table lamps from Fisher Supplies. Before you
can invoice Rajyaguru Kamlesh for the table lamps on backorder, you need to receive the
items into inventory.

To receive items into inventory:
1 From the Vendors menu, choose Receive Items.

2 Inthe Create Item Receipts window, choose Fisher Supplies from the Vendor drop-down
list.

3 Inthe Item column, select Lighting Retail: Table Lamp.
4 Press Tab twice to go to the Quantity column and type 10.

5 Press Tab and QuickBooks updates the amounts.
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Your screen should resemble the following graphic.

ﬂ Create Item Receipts

[=E =

& Previous [P Mext | aFind Qh History =] Journal

[ Bill Recaived

Vendor Fisher Supplies - Date 12/31/2010 [E]
Item Ref. o
[}
Receipt Total 94448
Memo Received items (il to follow)
Expenses $0.00 | Ttems $899.50
Item Description Q.. Cost Tax Amount Customer:Job  Billab... ‘
Lighting R.... = |Table Lamp - Tiffany 10 39 G - §99.50 o
Select PO Receive A Show PO Time
GST (ITC) 5.0% 44,98 | Ed
0,00
l Clear Splits I l Recalculate l Save & Close I [ Save & New ] I Clear

6 Click Save & Close.

Once you’ve entered the items into inventory, you have sufficient quantity on hand to
finish filling Rajyaguru’s order.

To fill Rajyaguru’s order:

1 From the Customers menu, choose Create Sales Orders.

2  Click the Previous button to display Rajyaguru’s sales order.

2 Create Sales Orders

= fEr =]

Customer:Job  [Commercial]

jh:Tea and pets Room R4

Sales Order
MName [ Address

& previous TP MNext @Print - @E-mai\ V‘ %}_Find [ Spelling EthHistrJr),r =] Journal E] Create Invoice ”

Template

Custom Sales Order =

Date
12/31/2010 (@ |3

ShipTo 2 -

Rajyaguru, Kamlesh Rajyaguru, Kamlesh
304 West 5t. 304 West 5t.
White Rock, BC White Rock, BC V2G 4R0
V2G 4R0
Item Descaription Ordered Rate Amount Tax Backordered Invoiced Clsd |
Lighting Retail:... |Table Lamp - Tiffany 8 ‘ 107.99 863.92 |5 3 5 -
Customer - GST 5.0% 43,20 View
Message
PST (BC) 7.0% 60.47
Total 967.59
Tobeprinted  [7] To be e-mailed [ Closed
Memo saveaciose | [ saveanew | [ Revert
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LESSON 6

Certain industry-specific QuickBooks editions help you track backordered items by
adding a Backordered column to sales orders. (Backordering always starts from sales
orders.) In addition, you’ll see Invoiced and Clsd columns. Once the sales order is either
fully invoiced or closed, the Backorder column no longer displays. The Invoiced and
Clsd columns always appear.

3 Inthe Create Sales Orders window, click the Create Invoice menu button on the toolbar.
QuickBooks displays the Create Invoice Based On Sales Order(s) window.
4 Click “Create invoice for selected items” and click OK.

QuickBooks displays the Specify Invoice Quantities for Iltems on Sales Order(s) window.
When you create the invoice for selected items only, you indicate how many of each item
from the sales order you want to include on the invoice.

Specify Invoice Quantities for ltems on Sales Order(s) @
Invoice for:  Rajpaguru. Kamlesh:Tea and Crumpets R
For each item below, spedify the quantity you will ship on this | P— |
invoice.

; : : : : : | Help |
Show guantity available instead of quantity on hand: —
Item Date 5.0.MNo.  OnHand Ordered Prev. In...  To Invoice |

Lighting Retail: Table L. | 12/31/2009 | 3| o] sl sl g

5 Make sure 3 appears in the To Invoice column and click OK to invoice for the three table
lamps for Rajyaguru’s order.

QuickBooks displays the invoice. On the invoice, QuickBooks lists how many of each
item are included in the current invoice.
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|.J Create Invoices El@
»
4 previous [ Next 5 Print v [&l Send ~ | ) Find & Spelling By History =] Journal | 2 Letters ~
Customer: Job Template
Rajyaguru, Kamlesh:Tea ... = Custom 5.0, Invoice
) Date ]
Invoice 12/31/2003 (@) [21
ShipTo 1 -
Rajyaguru, Kamlesh Rajyaguru, Kamlesh
304 West Street 304 West Street
White Rodk, BC White Rock, BC V2G 4R0
V2G 4RO
3 Dueonrec... =
Ttem Description Ordered Prev.Inv... Backorde... Invoiced Rate Amount Tax |
Lighting Retail:... |Table Lamp- |8 5 1] 3 107.99 323.97 (5 -
Tiffany
Customer - | GST 5.0% 16.20][ Edit
Message
Messag PST(ECQ) 7.0% [ 22.68]
Total 362.85
[”] To be printed [ Add Time/Costs... ] [ Apply Credits... ] Payments Applied 0.00
[ To be e-mailed Customer Tax Code |G - Balance Due 362.85
Memo
[ Save & Close ] [ Save & Mew ] [ Clear ]

Click Save & Close to save the invoice and close the Create Invoices window.
On the Home page, click Sales Orders.

Click the Previous button to display Rajyaguru’s sales order.
Notice the sales order now indicates that it has been invoiced in full.

2 Create Sales Orders EI@
2
4 Previous [ Next @ Print = @ E-mail = | %_ Find &4 Spelling Qb History Create Invoice  ~
Customer:Job  [Commerdial] Template
jh:Tea and pets Room i3 Custom Sales Order =
Date
Sa|95 Ol‘der 12/31/2010 || |3
Ship To 1
@ﬁ% e =
Rajyaguru, Kamlesh %& &) Rajyaguru, Kamlesh
304 West Street “ﬁ‘l%?‘@%) 304 West Street
White Rock, BC g 5 g White Rodk, BC V26 4R0
V2G R0 k1
Item Description Ordered Rate Amount Tax Invoiced  Clsd |
Lighting Retail:Ta... |Table Lamp - Tiffany 8 ‘ 107.99 863.92 |5 8 ‘ S -
Customer = G5T 5.0% 43.20 ViEew
Message
PST (BC) 7.0% 60,47
Total 967.59
Tobeprinted  [] To be e-mailed  Customer Tax Code |G - Closed
Bena Save & Cloge ] [ Save &MNew ] [ Revert

9 Close the Create Sales Orders window.

163



LESSON 6

Tracking backorders on purchase orders

A backorder is the inventory on a purchase order that has not yet been received. In
QuickBooks this occurs when a purchase order has been sent, a partial shipment has been
received, but you have not received the final shipment. The items on the purchase order that
have not yet been received are considered to be on backorder.

Backordered and Rev'd columns automatically appear after a purchase order has been
partially received.

Note: Customize your purchase order template if you want the Backordered column to be
printed on the purchase order.
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LESSON 7

Lesson objectives

m  To learn how to record customer payments in QuickBooks

®  To learn how to handle customer discounts, partial payments, overpayments, or down
payments

m  To see how to record a deposit in QuickBooks, and learn how QuickBooks treats the
deposit behind the scenes

m  To learn how to enter cash back from a deposit in QuickBooks

m  To learn how to process credit card payments

Supporting materials

m  PowerPoint file: Lesson 7
®  Video tutorial: Enter and deposit customer payments

®  Video tutorial: Track upfront deposits and retainers

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the material.

B Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.

In the Open or Restore Company window, click Next.

N o o~ WN

Navigate to your C:\QBtrain directory.
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Receiving payments and making deposits

8 Inthe File name field of the Save Company File as window, type lesson 7 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Recording customer payments

If you’re receiving payment at the time of a sale, and you fill out a sales receipt, QuickBooks
records a customer payment. When you invoice a customer, and you receive payment later,
you enter the payment in the QuickBooks Receive Payments window.

The Receive Payments window lets you match up payments you receive with invoices you’ve
written. You’ll be working with the Receive Payments window in this lesson.

Recording a payment in full for a single job

The simplest case is when a customer has one outstanding invoice for one job and sends you a
payment for the full amount. Suppose that White Ridge Construction receives a cheque for
$10,104.00 from Kamlesh Rajyaguru for his Tea & Crumpet Room. Here’s how you’d enter

the payment.
To record a payment in full:
1 From the Customers menu, choose Receive Payments.

QuickBooks displays the Receive Payments window.

‘1 Receive Payments EI@
4 Previous [ Net &3 Print v| & History ~ £ Journal |

Customer Payment

Received From

w | Customer Balance 0.00
Amount 0.00 Date 12/31/2009
Pmt. Method - Reference #
Memo Depasit to Chequing A4

| Find & Customer/Invoice... |

4 Date Number Orig. Amt. Amt, Due Payment |
Select the customer br job in the Received From field ‘ -

Totals 0.00 0.00 0.00

Amounts for Selected Invoices

Amount Due 0.00
Auto Apply Payment | Applied 0.00
ount & Credits Discount and Credits 0.00
Applied
Save & Close | [ Save &New ] | Clear
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The first step is to enter the name of the customer from whom you’ve received a
payment.

2 Inthe Received From field, select Rajyaguru, Kamlesh:Tea and Crumpets Room from the
drop-down list.

QuickBooks displays the details of the outstanding invoice for Kamlesh Rajyaguru in the
Receive Payments window.

3 Press Tab to move to the Amount field.
4 Inthe Amount field, type 10,104.00 and press Tab.

QuickBooks updates the amount in the Payment field to 10,104.00, and applies the
payment to the one outstanding invoice.

5 Inthe Pmt. Method field, select Cheque from the drop-down list and then press Tab.

When you enter a preferred payment method in a customer’s record, QuickBooks
pre-fills that information when you select the customer’s name in this window.

6 Inthe Cheque # field, type 6745.

7 Inthe Deposit to field, select “Undeposited Funds” from the drop-down list.

‘a1 Receive Payments [l =)
& Previous [ Ned £ Print v| By History ~ [5] Journal |

Customer Payment

Received From Rajyaguru, Kamlesh:Tea and Crump... = | Customer Balance 1010400
Amount 10,104.00 Date 12/31/2010

Pmt. Method | Cheque - Cheque # &745|

Memo Deposit to Undeposited Funds -

[ Find a Customer/Invoice... |

J Date Mumber Orig. Amt. Amt. Due Payment |
J |12f15/2010 |11 55,104.00 ‘ 10,104.00 10,104.00 =

Totals 55,104.00 10,104.00 10,104.00

Amounts for Selected Invoices

Amount Due 10.104.00
| un-Apply Payment | applied 10.104.00
| Discount & Credits... | EEECL and Credits 0.00
———=———="" | Applied
Save & Close | [ Save & New ] | Clear

8 Click Save & New.

This records the payment and clears the window so you can enter another one.
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When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the payment.

Account Title Debit Credit
Undeposited Funds $10,104.00
Accounts Receivable $10,104.00

Entering a partial payment

White Ridge Construction has also received a cheque for $2,000 from Greene, Jeremy. This
customer has two outstanding invoices and owes more than $8,000.

To enter a partial payment:

1 Inthe Received From field, select Greene, Jeremy: Kitchen Renovation from the
drop-down list.

In the middle of the window, QuickBooks shows you the invoices still outstanding for the
job. In this case, there are two.

2 Press Tab to move to the Amount field, and then type 2000. Then press Tab again.

QuickBooks automatically applies the payment you’ve entered to Jeremy Greene’s oldest

Invoice.
aa Receive Payments El@
& previous [ Mext &3 Print | By History = |
Customer Payment
Received From | Greene, Jeremy:kitchen Renovation  w | Customer Balance 8.762.00
Amount 2,000.00 Date [12/31/2000] 0]
Pmt. Method | Cheque - Cheque #
Memo Deposit to Chequing -
Find & Customer/Invoice... |
J Date MNumber Orig. Amt. Amt. Due Payment ‘
J |08/25/2010 (B 31,328.85 2,462.00 2,000,00 ~
12/31/2010 (14 5,300.00 6,300.00 0.00
Totals 37,628.85 8,762.00 2,000.00
Amounts for Selected Invoices
Amount Due 2.462.00
Underpayment $462 00. When you finizh. do —_—
you want to: Un-Apply Payment Applied 2.000.00
@) Leave this as an underpayment Discount & Credits. . g\scﬁ:;t and Credits 0.00
Write off the extra amount £t
View Customer Contact Information
| Save & Cloze | [ Save & New ] | Clear |

To choose which invoice a payment applies to, rather than having QuickBooks apply it to
the oldest one, you can un-apply the payments and apply them as you wish. If you always
want to select the invoice yourself, turn off the Sales & Customers preference
“Automatically apply payments.”

le4a



LESSON 7

3 Click Un-Apply Payment.

4 In the Payment column, type 2000 as the amount you want to apply to the second invoice,
and then press Tab.

5 Inthe Pmt. Method field, leave Cheque selected.
6 Inthe Cheque # field, type 5678.
7 Inthe Deposit to field leave Undeposited Funds selected.

8 Leave the “Leave this as an underpayment” option selected.

‘a Receive Payments =] ]
4 previous [ Next @ Print = | Qh History = |

Customer Payment

Received From | Greene, Jeremy:Kitchen Renovation  w | Customer Balance 2.762.00
Amount 2,000.00 Date 12/31/2010

Pmt. Method | Cheque - Cheque # 5678

Memo Deposit to Undeposited Funds -

| Find a Customer/Invoice. .. |

J Date Number Orig. Amt, Amt. Due Payment |
06,/25/2010 (8 31,328.85
4 |12/312010 14 ,300. 6,300.00 2,000.00
Totals 37.628.85 8,752.00 2,000.00

Amounts for Selected Invoices

Amount Due 6.300.00
Underpayment $4_300.00. When you finish, don =~————————
you want to: [ Un-Apply Payment | Applied 2.000.00
@ Leave this as an underpayment | Discount & Credits. .. | Discount and Credits 0.00
Write off the extra amount Qe
| View Customer Contact Information \
Save & Close | [ Save &MNew ] | Clear |

9 Click Save & New to record the partial payment and clear the window.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the partial payment.

Account Title Debit Credit
Accounts Receivable $2,000.00
Undeposited Funds $2,000.00
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Applying one payment to multiple jobs

White Ridge Construction is working on several jobs for a customer, Roy Uchman. Roy has
payments outstanding for three invoices. He wants to write one cheque to cover all
outstanding payments.

In this exercise, you’ll apply this single payment to invoices for multiple jobs.

To apply one payment to multiple jobs:

1 Inthe Receive Payments window, select Uchman, Roy from the Received From drop-
down list.

QuickBooks lists the open invoices for all of the jobs associated with Roy Uchman

‘sa Receive Payments [l =] ==
4 Previous [ Next &5 Print ~ | By History = [5] Journal |
Customer Payment
Received From | Uchman, Roy w | Customer Balance 3.396.93
Amount 0.00 Date 12/31/2010]=)]
Pmt. Method | Cheque - Cheque #
Memo Depasit to Undeposited Funds -
[ Find a Customer /Invoice. .. |
J Date Job Mumber Orig. Amt. Amt, Due Payment |
11/25/2010 |2nd Story 15 1,050.00 1,050.00 0.00 =~
12/15/2010 |Hangar 12 30,509.33 2,346.93 0.00
Totals 31,559.33 3,396.93 0.00 |
Amounts for Selected Invoices
Amount Due 0.00
| Auto Apply Payment | Applied 0.00
| Discount & Credits... | DsmrieinlTails 0.00
L= | Applied
Save & Close | [ Save & New ] | Clear

2 Press Tab to move to the Amount field.
3 Inthe Amount field, type 3396.93 and then press Tab.
Notice that QuickBooks applies the payment to all outstanding invoices.

4 Inthe Pmt. Method drop-down list, confirm that Cheque is selected.

5 Inthe Cheque # field, type 375.
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Your window should look like this.

‘4 Receive Payments ===
& previous B Mext <55 Print v| %y History ~ £ Journal |

Customer Payment

Received From | (jchman, Roy w | Customer Balance 3.396.93
Amount 3,396.93 Date 12/31/2010

Pmt. Method | Cheque - Cheque # 375|

Memo Deposit to Undeposited Funds -

[ Find a Customer,Invoice... |

J Date Job Mumber Qrig. Amt. Amt, Due Payment |

J [11/25/2010 |2nd Story 15 1,050.00 1,050.00 1,050.00 =

J |12/15/2010 |Hangar 12 30,509.33 2,346.93 2,346.93
Totals 31,559.33 3,396.93 3,396.93

Amounts for Selected Invoices

Amount Due 3.396.93
| Un-Apply Payment | applied 3.396.93
| Discount & Credits... | Discquntand Credits 0.00
—————=— ="' | Applied
Save & Close | [ Save & New ] | Clear

6 Click Save & New.

Entering overpayments

If a customer sends you an overpayment, you simply enter the amount in the Receive
Payments window, and QuickBooks keeps track of the additional payment. When the
customer has future invoices, you can apply the overpayment to those amounts—you can
even apply the credit directly to the invoice.

Suppose that White Ridge Construction has received a payment of $7,000.00 from Jeremy
Greene. The outstanding invoices total $6,762.00

To enter the payment:

1 Inthe Received From field of the Receive Payments window, select Greene,
Jeremy:Kitchen Renovation from the drop-down list.

QuickBooks displays invoices dated 06/25/2010 for $2,462.00 and 12/31/2010 for
$4,300.00.

2 Press Tab and type 7000 in the Amount field.
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3 Press Tab again.

a1 Receive Payments =0 EGR|F=5)
& Previous [ Met 5 Print ~ | @y History = |

Customer Payment

Received From | Greene, Jeremy:Kitchen Renovation  w | Customer Balance 6.762.00
Amount 7,000.00 Date 12/31/2010

Pmt. Method | Cheque - Cheque #

Memo

Deposit to Undeposited Funds -

Find a Customer /Invoice... |

J Date MNumber Orig. Amt. Amt. Due Payment ‘

J |05f25/2010 |8 31,328.85 2,462.00 2,462.00 +~

J |12/31/2010 |14 6,300.00 4,300.00 4,300.00
Totals 37.628.85 5,752.00 5,762.00

Amounts for Selected Invoices

Amount Due 6.762.00
Overpayment $238.00. When you finish, doyou ——————————
want to: Un-Apply Payment Applied b.762.00
@) Leave the credit to be used later Discount & Credits. . giscF:Qt and Credits 0.00
Refund the amount to the customer e
[ view Customer Contact Information
| Save & Close | [ Save &Mew ] ‘ Clear |

QuickBooks shows an overpayment amount of $238.00 and prompts you to choose

whether to leave the credit to be used later or to refund the amount to the customer. You
want to refund the overpayment.

4 Select the “Refund the amount to the customer” option.

5 Make sure Cheque is selected, the Cheque # of 188 is entered, and Undeposited Funds is
chosen.

6 Click Save & Close.
QuickBooks displays the Issue a Refund window.

e T =

Arefundisdue to  Greene, Jeremy:Kitchen Renovation Issue thisrefund via | Cheque -
Refund Amount & 238.00 Account Chequing| -
Date 12/31/2010 [E] ReffCheque No. ToPrint  Ending Balance  169,006.83
Address Greene, Jeremy

133 Sunnyside Blvd

Vancouver, BC

V2H 150
Memo

/| To be printed
OK ] | Cancel

7 Inthe Issue a Refund window, click OK.
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Handling down payments or prepayments

If a customer makes a payment before you’ve invoiced him for services (for example, he may
be making a down payment or paying a retainer fee), you can still record the payment at the
Receive Payments window. However, because you don’t have any invoices to which to apply
the payment, QuickBooks records the payment as an unused payment (just like an
overpayment).

QuickBooks holds the unapplied amount with the customer’s name. The next time you enter
that customer in the Receive Payments window, QuickBooks displays the credit amount in the
Unused Credits area. The customer’s balance also reflects the credit amount.

To apply a discount for early payment for any customer whose payment terms include
a discount for payment before the due date, use the Set Discount button in the Receive
Payments window.

Even if the customer has already sent you a payment for the full amount of the
invoice, you can apply a discount. QuickBooks hold any credit amount in accounts
receivable until you apply it to an invoice or issue a refund cheque.

2
[
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Suppose Karen Bentley wants White Ridge Construction to do a kitchen remodeling job for
her. She’s sent White Ridge Construction a cheque for $1,000 as an initial payment, but the
company hasn’t invoiced her yet.

Since this is a new job for Karen, we need to add the job to the Customers:Jobs list.
To add a new job to the Customers:Jobs list:
1 Click Customer Centre on the icon bar.

2 Select Karen Bentley from the list of customers, and then click on the New Customer &
Job menu button.

+% MNew Customer & Job -

Mew Customer

Add Job
3 From the drop-down menu, select Add Job.
The new job window appears.
4 In the Job Name field type Kitchen.
5 Inthe Payment Info tab, if necessary, enter a credit limit of 10,000.
6 Inthe Job Info tab select “Awarded” from the Job Status field drop-down list.

7 Click OK, to return to the Customer Centre window.
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Your screen should look like

this:

& Customer Centre: Bentley, Karen (All Transactions)

+Ben ren

=S Eon(ex)
{%, New Customer & Job » Hew Transactions» = Print» [ Excelr [, word~
Customers & Jobs Transactions Customer Information Edit Customer... | Reports for this Customer
View [ Active Customers - 3] Bentley, Karen ortact Karen Bentley QuickReport
Fnd From advertisement 604856-9871 Open Balance
50%626-9658 Show Estimates
Name Balance ... Job... Estimate.. Bentiey, Karen 6048569877
<alin, Hida 0.00 54,85.. * 17 Amber Ave.
N X Port Caquitiam, BC
+600 5Q Ft Addition 0.00 Pending  54,85... Y 4G3

Due on receipt

oKitchen 0.00 Anarded ——
== | Edit Notes... |

+Roof and Attic 0.00 In pro... 0.00 e
+Card, Brad 0.00 21,73,

+Theatre Room 0.00 Inpro... 2L,73.. Show |AllTransa... = | Fiter By |Al v | Date NextFiscalY..w  01/01/2010-12/31/2010
Greene, Jeremy 0.00 42,4%... Type Num Date Account Amount

+Kitchen Renovation 0.00 Awarded 42,4%... Payment 112 03/01/2010 Chequing 29,080.80|
<Niglsen, Clinton 0.00 0.00 Invoice 4 02/16/2010 Accounts Receivable 29,080.80

8 Close the Customer Centre window.

To enter the down payment you've received:

1 From the Customers menu, select Receive Payments.

2

In the Received From field, select Bentley, Karen:Kitchen from the drop-down list and

then press Tab.

Type 1000 in the Amount field and then press Tab.

QuickBooks displays the payment as an overpayment.

‘#a Receive Payments

(= EEs

Customer Payment
Received From | Bentley, Karen:Kitchen

4 previous B Mext @Print v| Qh History = 5 Journal |

w | Customer Balance 0.00
Amount 1,000.00 Date 12/31/2010
Pmt. Method | Cheque - Chegue #
Memo Deposit to Undeposited Funds -
| Find a Customer Invoice... |
4 Date Mumber Orig. Amt. Amt, Due Payment |
There gre no unpaid inveices for this customer -
Totals 0.00 0.00 0.00
Amounts for Selected Invoices
Amount Due 0.00
Overpayment $1.000.00. When you finizh. do - )
you want to: F Applied 0.00
@) Leave the credit to be used later = Discount and Credits 0.00
Refund the amount to the customer Roed
[ view Customer Contact Information
| Save & Close ‘ [ Save &MNew ] | Clear

4  Leave the “Leave the credit to be used later” option selected.

5

In the Pmt. Method field, make sure Cheque is selected.
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6 Inthe Cheque # field, type 4321. Make sure Undeposited Funds has been chosen.
7  Make sure that the date in the Date field is current (12/31/2010).

8 Click Save & Close.

9 Click OK in the message that displays.

Later, White Ridge Construction is ready to prepare its invoices and needs to invoice Karen
for the labour the workers have already completed on the job.

To create an invoice for a customer who made a down payment:

1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window.
2 Inthe Customer:Job field, select Bentley, Karen:Kitchen from the drop-down list.
3 From the Template drop-down list, ensure Intuit Service Invoice is selected.

4  Click in the Item column, select Direct Labour:Demolition Labour from the Item drop-
down list, and then press Tab.

5 Inthe Quantity column, type 40, Tab to the tax field and select G.

| =] CreateInvoices (=x|EoR|ExT)
& previous B Net & Print ~ [ Send ~ | %) Find [&f Spelling % History | . Letters ~ ”
Customer: Job Template | Print Preview
Bentley, Karen:Kitchen - Intuit Service Invoice

12/31/2010 El 16

Bentley, Karen
17 Amber Ave,
Port Coguitlam, BC

V3Y 4G

Due onrec...

Item Qty Description Rate Class Amount Tax |
Direct Labou... v [40 [Demalition Labour [ 35.00 = | -] 1,400.00 |G oxa | -
[ [ [ [ I [ 2

Customer = GST 5.0% 70.00 Edit

Total 1,470.00
To be printed [ Add Time/Costs... | [ Apply Credits... | Payments Applied 0.00
To by iled

0 be e-maile Customer Tax Code |G - Balance Due 1,470.00

Memo

Save & Close | [ Save & MNew ] | Clear |

6 Click Apply Credits to apply the down payment amount made earlier towards this
invoice.

7  Click Yes at the message(s) that display.

QuickBooks opens the Apply Credits window displaying the credit you entered earlier.

176



Receiving payments and making deposits

“sa Apply Credits @
Invoice
Customer:Job  Bentley, Karen:Kitchen
Mumber 22 Amount Due 1,470.00
Date 12/31/2008 Discount Used 0.00
Original Amt.  1,470.00 Credits Used 1.000.00
Balance Due 470.00

Credits

Available Credits
J Date CreditNo.  Credit Amt. Amt. To Use Credit Balance
Totals 1,000.00 1,000.00 0.00 |
Of all the credits issued to this customer, only unused credits al
applicable to this spedfic invoice are displayed above. ear
Previously Applied Credits
J Date CreditMo.  Credit Amt. Amt. ToUse  Credit Balance |
-
Totals 0.00 0.00 0.00 |
[ Done ] | Cancel | | Help |

8 This is the credit that you want to apply to the invoice, so click Done.

QuickBooks updates the invoice and displays the remaining balance due ($470) on the

Invoice.
[ =] Create Invaices [ =]
3
& previous B Mext &5 Print ~ [} Send v| %) Find [ Spelling %y History | B Letters ~
Customer: Job Template | Print Preview
Bentley, Karen:Kitchen] - Intuit Service Invoice  »
12{31/2010 El 15
Bentley, Karen
17 Amber Ave.
Port Coquitiam, BC
W3Y 4G3
Due onrec... =
Item Qty Description Rate Class Amount Tax |
Direct Labour:... [40 [Demalition Labour [ 35.00 | [ 1,400.00 [G &
[ [ I I I I %
Customer = GST 5.0% 70,00 Edit
Total 1,470.00
To be printed | Add Time/Costs... | | Apply Credits... | Payments Applied 1,000.00
To b iled
0 be e-maile Customer Tax Code |G - Balance Due 470.00

Memo

Save & Close | [ Sawve & New ] | Revert

QuickBooks applies the existing credit to the new invoice.

9 Click Save & Close to record the transaction.
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To see all the transactions related to customers, grouped by customer and job, create a
customer balance detail report. (From the Reports menu, choose Customers &
& Receivables, and then choose Customer Balance Detail.)

QuickStart

Making deposits

When you use the Enter Sales Receipt window (for a sales receipt where you receive payment
on the spot), the Receive Payments window (for payments on invoices), or a payment item on
an invoice, QuickBooks keeps track of the money you’ve received until you deposit it in the
bank. When you receive payments from customers, you can either deposit each payment
directly into a QuickBooks bank account or you can group payments together to be moved to
that account at a later time. QuickBooks allows you to choose the method you prefer for
depositing payments.

If you set the Sales & Customers preference to always use the Undeposited Funds account as
the default deposit to account, you do not see the “Deposit to” option in the Receive Payments
or Enter Sales Receipts windows.

It’s easier to reconcile your QuickBooks accounts with your bank statements when the
accounts display deposits the same way that your statements do. Use the following to help
you decide how to set the preference in your own business.

m |f your bank statement shows a lump sum for a deposit, group payments with other
funds for later deposit using the Undeposited Funds account.

m |f your bank statement shows each individual payment that was deposited, deposit
directly to an account.

Selecting payments to deposit

At your office, you might hold payments in a locked cash drawer or a cash register until you
can get to the bank; QuickBooks holds the amount in an asset account called Undeposited
Funds. When you’re ready to take your payments to the bank, you can record the deposit in
QuickBooks, print a deposit slip to bring with you, and enter cash back amounts.

178



Receiving payments and making deposits

To select payments to deposit:

1 From the Banking menu, choose Make Deposits.

QuickBooks displays the Payments to Deposit window, which lists the payments you
have not yet deposited.

Select View

View payment method type | All types ~ | What are payment method views?

Select Payments to Deposit

+  Date Time Type Mo, Payment Method = Name Amount
03/01/2010 PMT 455 Card, Brad:Theatre R... 4,500.00
12/16/2010 RCPFT 15 Greene, Jeremy:Kitch... 179.15
12/31f2010 EMT 6745 Cheque Rajyaguru, Kamlesh:... 10,104.00
12/31/2010 PMT 5678 Cheque Greene, Jeremy:Kitch... 2,000.00
12{31/2010 PMT 375 Cheque Uchman, Roy 3,396.93
12312010 EMT 188 Cheque Greene, Jeremy:Kitch... 7,000.00
12/31/2010 PMT 4321 Cheque Bentley, Karen:Kitchen 1,000.00

2 Click to select the payments you want to bring to the bank.

For this exercise, select the all the payments except for that of Card, Brad.

e o v N ==

Select View
View payment method type | All types » | What are payment method views?
Select Payments to Deposit
<  Date Time Type MNa. Payment Method Name Amount
03/01/2010 FMT 455 Card, Brad:Theatre R... 4,500.00
S 12/16/2010 RCPT 15 Greene, Jeremy:Kitch... 179.15
< 12/31/2010 FMT 6745 Cheque Rajyaguru, Kamlesh:... 10,104.00
S 12431/2010 EMT 5678 Cheque Greene, Jeremy:Kitch... 2,000.00
V¥ 12{31/2010 PMT 375 Cheque Uchman, Roy 3,396.93
S 12/31/2010 EMT 188 Cheque Greene, Jeremy:Kitch... 7,000.00
v 12/31/2010 PMT 4321 Cheqgue Bentley, Karen:Kitchen 1,000.00
6 of 7 payments selected for deposit Payments Subtotal 23,680.08
| Select Al | ’ Select None
Ok ] ’ Cancel ] ’ Help

3 Click OK.
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QuickBooks displays the Make Deposits window, which shows the payments you just
selected.

2 Make Deposits [E=5{ ()
) Previous [ Next & Print ~ | Payments B History

Deposit To | SAeTnn] v | Date 12/31/2010 [E] Memo | Deposit

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

Received From From Account Memo Chg No. Pmt Meth. Amount
Greene, Jeremy:Kitch... |Undeposited Funds 1246 Cheque 179.15 =
Rajyaguru, Kamlesh:T... Undeposited Funds 6745 Cheque 10,104.00
Greene, Jeremy:Kitch... |Undeposited Funds 5678 Cheque 2,000.00
Uchman, Roy Undeposited Funds 375 Cheque 3,396.93
Greene, Jeremy:Kitch... |Undeposited Funds 188 Cheque 7,000.00
Bentley, Karen:Kitchen |Undeposited Funds 4321 Cheque 1,000.00

Deposit Subtotal 23,680.08

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

Cash back goes to Cash back memo Cash back amount
-
Deposit Total 23,680.08
Save & Close | [ Save & New ] | Clear

4 In the Deposit To field, make sure that Chequing is selected.

Note: If you have money to deposit that is not the result of a payment you received
for a sale, you can enter it in the detail area of the window. For example, if you
received a premium refund from your insurance vendor, you would enter it
here.

QuickBooks updates the deposit total at the bottom of the window automatically. If you
wanted to print a deposit slip to take to the bank, you would click Print. The Printable
Deposit Slips that you can order to work with QuickBooks work only with deposits of
cash and cheques.

5 Click Save & Close to record the deposit.

How QuickBooks handles the deposit

QuickBooks updates the Undeposited Funds account to show that you’ve made a deposit. It
also adds the deposit to your chequing account register.

To view the Undeposited Funds account:

1 From the Lists menu, choose Chart of Accounts.

2 Inthe chart of accounts, double-click the Undeposited Funds account.
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@ Undeposited Funds == 5]
% Goto.. | & Print... | [ Edit Transaction QuickReport
Date Ref Payee Decrease J Inrease Balance
Type Account Memo

12/31/2010 5673 Greene, Jeremy:Kitchen Renovation N 2,000.00 6,500.00 =
PMT Accounts Receivab

12/31/2010 5675 Greene, Jeremy:Kitchen Renovation 2,000.00( « 4,500.00
DEP Chequing [split]

12/31/2010 6745 Rajyaguru, Kamlesh:Tea and Crumpets < 10,104.00 14,604.00
PMT Accounts Receivab

12/31/2010 6745 Rajyaguru, Kamlesh:Tea and Crumpets| 10,104.00[ 4,500.00 |
DEP Chequing [spif] | |~

1line Ending balance 4,500.00
Sortby  Date, Type, Number/... =

QuickBooks displays your deposits and reduces the balance in the account by the amount
of the deposits.

3 Close the account register window.
Now you can look at the deposit transaction in the chequing account.

4 Inthe chart of accounts, double-click the Chequing account.

& Chequing (===
: Goto.. | @ Print... | @ Edit Transaction QuickReport ﬁ Download Bank Statement
Date Mumber Payee Payment S Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, Kamlesh:Tea and Crumpet| 45,000.00 173,206.83 =
PMT Accounts Receivat
12/17/2010 Royal Bank 4,200.00 169,006.83
CHQ -split-
12/31/2010 23,680.08 192,686.91
DEP -split- Deposit
12/31/2010 ToPrint  ||Greene, Jeremy:Kitchen Renovation 233.00 192,448.91
CHQ Accounts Receivat -
| Splits | Ending balance 192,448.91
1dine
Sortby | Date, Type, Number/... | restore

QuickBooks has entered the deposit as a transaction in the chequing account register and
has updated the balance of your chequing account.

5 Close the chequing account register and the chart of accounts.

You can create a report that shows you a list of all deposits and the payments included
in each deposit. From the Reports menu, choose Banking, and then choose Deposit
Detail. If necessary, select Next Fiscal Year.

©
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©
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Getting cash back from a deposit
In the Make Deposits window, you can enter information about any cash you took out of the
deposit when you are recording the deposit.

To record getting cash back from a deposit:
1 Onthe Home page, in the Banking section, click Record Deposits.

QuickBooks displays the Payments to Deposit window. Notice that the deposits you
made in the last exercise are no longer listed.

2 Inthe Payments to Deposit window, select the payment from Card, Brad.

I 3
e 1 ==

Select View
View payment method type | All types w | What are payment method views?

Select Payments to Deposit

J  Date Time Type Mo, Payment Method Mame Amount
«_03/01/2010 PMT 455 Card, Brad:Theatre R... 4,500.00
3 Click OK.

4 In the Make Deposits window select Petty Cash in the “Cash back goes to” field and
press Tab twice.

5 Inthe Cash Back amount field, type 2000 and press Tab.

QuickBooks displays the deposit subtotal amount ($4500.00) and the total less the cash
back amount ($2500.00).

By Make Depaosits E@

@ Previous [P Net &5 Print ~ | Payments %y History

Deposit To | Chequing - Date 12,"31,."1010 Memo | Deposit

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

Received From From Account Memo Chg No. Pmt Meth. Amount
Card, Brad:Theatre R.... |Undeposited Funds 455 4,500.00 ~
Deposit Subtotal 4,500.00

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

Cash back goes to Cash back memo Cash back amount
Petty Cash - 2,000.00
Deposit Total 2,500.00
t Save & Close | | Save & MNew | | Clear
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6 Click Save & Close.

QuickBooks records the Deposit Total amount in your chequing account and the cash
back amount in your Petty Cash account.

7 To see the effect on these accounts, choose Chart of Accounts in the Company section on
the Home page. Note that the Petty Cash account now shows a balance of $2,000.00.

i) Chart of Accounts (=xEoh ==
Mame §  Type Balance Total
+Chequing 194,948.91 =

2,000.00

ccounts Receivable

Accounts Receivable 470.00

+Allowance for Doubtful ... Other Current Asset 0,00
+Construction in Progress Other Current Asset 0.00
<+Employee Advances Other Current Asset 0.00
+Inventory Asset Other Current Asset 5,622,30
<+Retainage Receivable Other Current Asset 0.00 .
| Account  * || Activites  * || Reports  ~ | Indude inactive

8 Close the chart of accounts.
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LESSON 8

Lesson objectives

m  To discuss the different ways you can handle bills in QuickBooks
® To learn how to enter a bill in QuickBooks
m  To use the Pay Bills window to pay a bill in QuickBooks

® To learn how to enter a discount on a bill from a vendor

Supporting materials

m  PowerPoint file: Lesson 8
®  Video tutorial: Write a cheque and enter expenses
®m  Video tutorial: Enter bills

m  Video tutorial: Pay bills

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open or Restore Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB, and then click Open.

In the Open or Restore Company window, click Next.

N~ o o B~ w DN

Navigate to your C:\QBtrain directory.
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8 Inthe File name field of the Save Company File as window, type lesson 8 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Handling bills in QuickBooks

When you have a business expense, you can handle it in one of the following ways:

B You can write a cheque manually and enter the information into a QuickBooks cheque
register later. This doesn’t take advantage of features in QuickBooks, but sometimes
it’s necessary. For example, if you purchase supplies at a retail store, they expect
payment on the spot, and you may not know the amount in advance.

®  You can use QuickBooks to write and print a cheque. When you receive a bill that you
want to pay immediately, you can write a QuickBooks cheque more quickly and
accurately than you can by hand. An additional advantage is that QuickBooks makes
the entry in the chequing account register for you.

B You can use the QuickBooks accounts payable feature to track the amounts you owe
to vendors, track your cash flow needs, and handle bills you want to pay later.

B You can pay by credit card and enter the credit card receipt into QuickBooks later.

Lesson 4, “Working with bank accounts,” showed you how to enter a handwritten cheque and
a QuickBooks cheque. In Lesson 5, “Using other accounts in QuickBooks,” you learned about
credit card accounts. This lesson shows you how to use QuickBooks for accounts payable.

Using QuickBooks for accounts payable

Some business owners, especially if they own smaller, home-based businesses, pay their bills
when they receive them. Most business owners, however, find it more convenient to pay bills
less often. (They also like keeping the cash in the company for as long as possible.) If you
don’t plan on paying your bills right away, QuickBooks can help you keep track of what you
owe and when you owe it.

The money you owe for unpaid bills is called accounts payable. QuickBooks uses the
Accounts Payable account to track all the money you owe. Like any QuickBooks balance
sheet account, the Accounts Payable account has a register where you can view all your bills
at once.

To see the Accounts Payable register:
1 From the Lists menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Double-click Accounts Payable in the list to open the register.
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QuickBooks displays the Accounts Payable register.

& Accounts Payable = o=
% Goto.. | £ Print... | @ Edit Transaction QuickReport
Date Mumber Vendor Due Date Billed i Paid Balance
Type Account | Memo
12142010 Roger's and Compar(| 12/14/2010 450,00 36,705.02 +
BILL ~split-
12/17/2010 Utility Corp 12/17/2010 360,15 37,085.17
BILL —split-
12/22/2010 The Phone Co. 12/22/2010 164,87 37,230,04
BILL -split-
12/31/2010 [EH] ~ [lo1/10/2011 [E]|0.00 |
- | | -
| Splits | Ending balance 37,230.04
1dine Show open balance
Sortby |Date, Type, Number/... w [ Record ] | Restore

The register keeps track of each bill you have entered, shows you the due date, and keeps
a running balance of all the bills you owe. As a business owner, this helps you forecast
your cash flow, and the QuickBooks reminder system helps you pay your bills on time.

3 Press Esc twice to close the open windows.

Using accounts payable to pay your bills involves two steps: entering the bill and paying
the bill. You’ll practice both steps in this lesson.

Entering bills

When you receive a bill from a vendor, you should enter it into QuickBooks as soon as you
can. This keeps your cash flow forecast reports up to date and doesn’t give you the chance to
set aside a bill and forget about it.

White Ridge Construction received a bill from the company that created its new brochures.
The bill includes a charge for courier delivery. White Ridge Construction doesn’t plan to pay
the bill until close to its due date, but the company wants to keep an eye on the accounts
payable total, so enter the bill now.

To enter a bill:

1 From the Vendors menu, choose Enter Bills.

QuickBooks displays the Enter Bills window.
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<) Enter Bills =l =] =
& Previous [0 Mext | ¥} Find By History E| Journal

o &l Credit /| Bill Received
Vendor - Date 12/31/2009 .
Ref, Mo,

Address
Amount Due  0.00

Bill Due 01/10/2010 [E|

Terms -
Memo
Expenses £0.00 | Items £0.00
Account Tax Amount M. Customer:Job Billable? |
Vendor Tax Code - 0.00 Edit
0.00
| Clear Splits | | Recalculate | | Save & Close | [ Save & Mew ] | Clear |

The top half of the window is where you enter the bill. The bottom half is the detail area
where you can assign the bill amount to different expense accounts, customers, or jobs.

Notice that the Bill Received checkbox has a checkmark. The only time the Bill Received
checkbox should be cleared is if you’re using QuickBooks for inventory and you want to
record items you’ve received that you haven’t actually been billed for yet.

2 Inthe Vendor field, type Willis Advertising, and then press Tab.

3 When QuickBooks displays a message telling you that Willis Advertising is not in the
Vendor list, click Quick Add.

4 Inthe Date field, enter 12/31/2010 as the current date, if necessary.
5 Inthe Amount Due field, type 1676.50.
6 Click in the Bill Due field.

Notice that QuickBooks supplies a date for you in the Bill Due field. The date displayed
is ten days from the date in the Date field. You can change the date if you wish. If your
Vendor list had payment terms entered for this vendor, QuickBooks would have used
those terms to calculate the bill’s due date.

7  Click in the Account column on the Expenses tab and type Printing.
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QuickFill completes the entry for you, and displays Printing & Reproduction as the
account. QuickBooks lets you assign transactions to more than one account, so you can
keep close track of where your company spends its money. White Ridge Construction
wants to assign the majority of this bill to a printing and reproduction expense account,
and the rest to a freight delivery expense account.

Note: You can set a preference so that QuickBooks pre-fills the account for a
vendor transaction based on previous transactions for that vendor.
QuickBooks remembers all your recent transactions for a vendor, not just the
most recent one. If you consistently use the same account for a vendor,
QuickBooks will automatically pre-fill that information any time you select
the vendor in a bill, cheque, or credit card transaction.

8 Press Tab to accept Printing & Reproduction as the account.
9 Inthe Tax field, select S and then press Tab.

10 Type 1450 to record the actual cost for this item.

11 Click in the Account column below Printing & Reproduction.

12 From the drop-down list, choose Freight/Shipping, and then press Tab. In the Tax field
select G. Press Tab, confirm the amount field shows 50.

Your screen should resemble the figure below.

<) Enter Bills [=lfE ==
& Previous [ Mext | ¥} Find 9y History 5] Journal
@ sl Credit 7| Bill Received
Vendor Willis Advertising - Date 12/31/2010 .
Address Willis Advertising Ref. No.

AmountDue  L,675.50

Bl Due 01/10/2011 (&

Terms -

Memo

Expenses $1,500.00 | [tems 50,00

Account Tax Amount M. Customer:Job Billable? |

Printing & Reproduction 5 1,450.00 o

Freight/Shipping *|G - [50.00] - |
Vendor Tax Code - GST (ITC) 5.0% 75.00 | | Ec

PST (BC) on purchases 7.0% 101.50

| Clear Splits | | Recalculate | | Save & Close | [ Save & Mew ] | Clear

13 Click Save & Close to record the bill.

When you record the transaction, QuickBooks creates a journal entry.
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The following table shows the journal entry for the bill.

Account Title Debit Credit

Accounts Payable $1,676.50
Printing & Reproduction $1,551.50

Freight/Shipping $50.00

GST Paid on Purchases $75.00

You can enter bills and vendor credits directly in your accounts payable (A/P) register
instead of using the Enter Bills window to create the transactions. One benefit to using
the register is speed: You can work more quickly in a register than you can if you fill
out a separate bill for each transaction. And, since the register shows you all the
transactions in the account to date (not just one transaction at a time), you have a
better record of the entire account.

R
[
+
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Paying bills

When you start QuickBooks or open a QuickBooks company file, you can have a Reminders
window appear that tells you whether you have transactions to complete, such as bills to pay
or money to deposit.

Tip: If you don’t see the Reminders window when you start QuickBooks, you can turn it
on by choosing Preferences from the Edit menu. Click Reminders, click the My
Preferences tab, and select “Show Reminders List when opening a Company file.”

When QuickBooks tells you that you have bills due, you can display the Pay Bills window
and select the bills you want to pay.

To pay a bill:

1 From the Vendors menu, choose Pay Bills.

QuickBooks displays the Pay Bills window.
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3w Pay Bills [E=1 IO F)
Select Bills to be Paid
Show bils F)ue on or before n1/10/2011 ﬁ
@ SortBY |pue Date -
¥  Date Due Vendor Ref. No. Disc. Date Amt. Due  Disc. Used CreditsUsed  Amt. To Pay
™ |12/17/2010  |Utility Corp 360.15 0.00 0.00 0.00 =
r 12222010 The Phone Co. 164.87 0.00 0.00 0.00
r 12/30/2010 Barata's Building 5... 2342 15,015.00 0.00 0.00 0.00
[T |o1/04/2011  |Blitz Marketing 12/15/2010 892.50 0.00 0.00 0.00
I |01/10/2011  |willis Advertising 1,676.50 0.00 0.00 0.00 -~
Totals 33,908.54 0.00 0.00 0.00
| selectansis |
Credit Information for Highlighted Bil
Vendor Terms Number of Credits 0
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available 0.00
Payment
Date Method Sl el Account
@
12/31/2010 Chegue ey Chequing -
Assignchequeno.  prding Balance 169,006.83
P Cancel

The Pay Bills window shows your unpaid bills as of any date you enter. You can pay by
cheque, credit card, or with an online payment (if you are set up to make online
payments).

For this exercise, you’ll pay a bill using a QuickBooks cheque (rather than a
handwritten one).

2 Select the “To be printed” option. By selecting this option, you are telling QuickBooks
that you will print this cheque later.

3 Select the Willis Advertising bill by clicking in the column to the left of the bill.

QuickBooks displays a checkmark next to the bill and changes the amount in the Ending
Balance to reflect a payment of $1,676.50. If you want to make a partial payment, you
can enter the amount you want to pay in the Amt. To Pay column.
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Your screen should resemble the figure below. Make sure that your dates match the
previous screen shot.

" Pay Bills E=1 EeB )|
Select Bills to be Paid
Show bills Due on or before |0i/10/z011 B
@) Show all bills SortBy | pue Date hd
[ Date Due Vendar Ref. No. Disc. Date Amt, Due  Disc. Used CreditsUsed Amt. To Pay
[T |12/17/2010  |Utiity Corp 360.15 0.00 0.00
I |12/22/2010  |The Phone Co. 164.87 0.00 0.00
[ |12/30/2010 |Barata's Building 5... 2342 15,015.00 0.00 0.00
[T |p1/04/2011  |Blitz Marketing 12/15/2010 892.50 0.00 0.00
|l 01/10/2011 |'n-'u'i|\is Advertising 50 0.00 0.00 ; 0 R
Totals 33,506, 54 0.00 0.00 1,676.50
| Clear Selections |
Credit Information for Highlighted Bil
Vendor  'Willis Advertising Terms Number of Credits 0
Bill Ref. Mo. Sugg. Discount 0.00 Total Credits Available 0.00
| eotoBl | Set Discount Set Credits
Payment
Date Method ) Account
12/31/2010 Cheque 2Tl EEL Chequing -
Assignchequeno.  prging Balance 167.330.33
Pay Selected Bills ] | Cancel
4  Click Pay Selected Bills.
QuickBooks displays a summary of your bill payments.
Payment Summary =3
Payment Details
Payment Date 12{312010
Payment Account  Cheguing
Payment Method  Cheque
Payment has been successfully recorded for the following bill:
Date Due Vendor Amount Paid
01102011  |Willis Advertising 1,676.50
Total 1,676.50

How do I find and change a bill payment?

You can print cheques now, or print them later from Print Forms on the File menu.

| Pay Maore Bills | | Print Chegues || Done |

5 You could print the cheque at this point, but for this exercise, click Done.
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How QuickBooks records your bill payment

When you pay a bill through the Pay Bills window, QuickBooks makes an entry in the
accounts payable register, showing a decrease of $1,676.50 in the total payables. It also
creates a cheque from your chequing account to pay the bill.

To see the entry in the accounts payable register:
1 From the Company menu, choose Chart of Accounts.

QuickBooks displays the chart of accounts.

2 Inthe chart of accounts, double-click the Accounts Payable account.

QuickBooks displays the accounts payable register.

2 Accounts Payable =N
= Goto.. | &5 Print... | B4 Edit Transaction QuickReport
Date Number Vendor Due Date Billed < Paid Balance
Type Account | Memo
12/17/2010 Utility Corp 12/17/2010 360,15 37,065.17 =
BILL -split-
12/22{2010 The Phone Ca. 12222010 164,87} 37,230.04
BILL ~split-
12312010 Willis Advertising 1,676.50 35,553.54
BILLPMT ||Chequing
12312010 Willis Advertising Paid 1,675.50 37,230.04
BILL ~split- -
| Splits | Ending balance 37,230.04
1dine Show open balance
Sortby | Date, Type, Mumber/... = | Restore

The register now shows the bill payment to Willis Advertising.
3  Close the Accounts Payable register.

At the same time QuickBooks recorded the entry in your accounts payable register, it made an
entry in your Chequing account.

To see the entry:

1 Inthe chart of accounts, double-click Chequing.

QuickBooks displays the Chequing account register.
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& Chequing [F=0 | Eoh
& Goto.. | < Print.. | [ Edit Transaction QuickReport [¥] Download Bank Statement
Date Number Payee Payment J Deposit Balance
Type Account Memo
12/15/2010 Rajyaguru, kamlesh:Tea and Crumpet] 45,000,00 173,208,833 =
PMT Accounts Receivat
12f17/2010 Royal Bank 4,200.00 163,006,853
CHQ -split-
12/31/2010 ToPrint || Willis Advertising 1,675.50 167,330.33
BILLPMT [ Accounts Payable
v |
-] | -
| splits | Ending balance 167,330.33
1dine
Sortby | Dpate, Type, Number/... = [ Record ] | Restore

Notice that the last entry in the register is the cheque for the payment to Willis
Advertising.

2 Select the Willis Advertising transaction.
3 On the toolbar, click Edit Transaction.

QuickBooks displays the Bill Payments (Cheque) window.

% Bill Payments(Cheque) - Chequing El@
& previous [ Mext @ Print = | a Find Qh History =] Journal
Bank Account ] - Ending Balance 186,455.568
No. To Print -
Date 12/31/2010 [E|
Pay to the Order of willis Advertising hd § 1,676.50
One thousand six hundred seventy-six and 50/100F = ** === >*==s*r=x=z===> Dollars
Willis Advertising
Address
9
Memo Order Chegues
Bills paid in this transaction: | To be printed
P... DateDue Vendor Ref. No. Bil Amt. Amt. ... Disc. Date Amt. Paid |

J |01/10/2011 |wilis Advertising 1,675.50 |1,676.50

| Clear Splits || Recalaulate || Discounts Save &Close || Revert

This cheque is called a “Bill Payment Cheque” and differs from the cheque form that you
use to enter cheques directly into the chequing account. (That form shows expenses
directly on the cheque voucher portion, while the bill payment form shows the bills paid
by the cheque.)

4 From the Window menu, choose Close All to close all the open QuickBooks windows.
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5 Click Home in the icon bar to open the Home page.

The Unpaid Bills Detail report lists the unpaid bills in accounts payable grouped by
vendor. If a bill is overdue, the Aging column shows the number of days past due. (To
create this report, from the Reports menu, choose Vendors & Payables, and then
choose Unpaid Bills Detail. If necessary change dates to “Next Fiscal Year.”)

-
—
I

3
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KY;

=~
=
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The A/P Aging Summary report summarizes the status of unpaid bills in accounts
payable. For each vendor to whom your company owes money, the report shows (1)
what your company owes for the current billing period, and (2) what your company
still owes from the previous billing periods. The 1-30, 31-60, 61-90, and >90 columns
show overdue balances from previous billing periods. For example, an amount in the
31-60 column is between 31 and 60 days overdue. (To create this report, choose
Vendors & Payables from the Reports menu, and then choose A/P Aging Summary.)

Applying vendor discounts to bill payments

If you take advantage of discounts for early payment offered by some vendors, you can record
the discounts directly in the Pay Bills window. You can set up QuickBooks to track the
discount amounts.

In this section, you’ll apply a discount for early payment to one of White Ridge
Construction’s vendors.

To apply a discount for early payment:

1 Onthe Home page, in the Vendors section, click Pay Bills.
QuickBooks displays the Pay Bills window.

2 Inthe Show bills area, select “Show all bills”, if not already selected, and press Tab.
QuickBooks displays all of White Ridge Construction’s bills due.

3 From the Sort By drop-down list, choose Discount Date, if not already selected.

Since we are paying a bill early to take advantage of the discount, select 12/14/2010 as
the payment date.
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Your screen should look like this.

2 Pay Bills ===
Select Bills to be Paid
Show bills Due on or before |01/10/2011 [E]
@) Show all bills SortBY | piscount Date hd
7 Date Due Vendor Ref. No. Disc. Date Amt. Due Disc. Used CreditsUsed Amt ToPay
[T |12/14/2010  |Roger's and Comp... 450,00 0.00 0.00 Q.00 =
[T |o1/04/2011  |Blitz Marketing 12/15/2010 892,50 0.00 0.00 0,00
[T |12/17/2010  |utlity Corp 360.15 0.00 0.00 0.00
[T |12/22/2010 The Phane Co. 164.87 0.00 0.00 0.00
[ |12/30/2010 Barata's Bulding 5... 2342 15,015.00 0.00 0.00 0.00 -
Totale 37,230.04 0.00 0.00 0.00
| selectalBils |
Credit Information for Highlighted Bill
Vendor Terms Number of Credits 0
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 0.00
Payment
Date Method x g Account
@ T intes
[2/4/2000] ] Cheque e Chequing =
Assign cheque no. Ending Balance 167.330.33
F: Cancel

4  Click to put a checkmark next to the bill for Blitz Marketing with a due date of

01/04/2011.

QuickBooks displays the discount and credit information for Blitz Marketing.

Click Set Discount.

QuickBooks displays the Credits window prefilled with information about White Ridge’s
terms with Blitz Marketing, and the amount of the discount based on those terms (in this
case, two percent of $850.00 (the pretax amount), or $17.00).

“#n Discount and Credits @
Bil
Vendor Blitz Marketing
Ref. No. Amount Due 892,50
Date 12/05/2010 Discount Used 17.00
Original Amt. 892,50 Credits Used 0.00
Amt. To Pay 875.50
Discount Credits

Discount Date 12/15/2010

Terms 2% 10 Met 30

Suggested Discount 17.00

Amount of Discount 17.00]

Discount Account Vendor Discounts -

[ Done ] | Cancel | | Help |

6 From the Discount Account drop-down list, choose Vendor Discounts (to track the

discount amount).

7 Click Done.
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Note:  You can set up QuickBooks to always use discounts and credits from vendors.
If you always track discounts from vendors in the same account, you can set up
a default account. From the Edit menu, choose Preferences. Click Bills, and
then click the Company Preferences tab. Select the “Automatically use
discounts and credits” checkbox and choose the account in which you want
QuickBooks to track the discounts you receive from vendors.

8 Click Pay Selected Bills.

Payment Summary @

Payment Details

Payment Date 12{14/2010
Payment Account  Cheguing
Payment Method  Chegue

Payment has been successfully recorded for the following bill:

Date Due Vendor Amount Paid
01/04/2011  |Blitz Marketing 875.50

Total 875.50

How do I find and change a bill payment?

You can print cheques now, or print them |ater from Print Forms on the File menu.

| Pay More Bills | | Print Cheques || Done |

9 Inthe Payment Summary window click Done.
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LESSON 9

Lesson objectives

m  To discuss some of the tools QuickBooks gives you for analyzing financial data:
QuickReports, preset reports, and graphs

m  To create a QuickReport

®  Toadd acolumn to a report

m  To learn how to move a column in a report

m  To learn about the types of preset reports QuickBooks offers

m To practice creating reports and viewing them onscreen

m  To customize a report by changing how it looks and the data it covers (filtering)

m  To learn how to process reports in batches

B To save reports as Portable Document Format (PDF) files
m  To learn how to export a report to Microsoft Excel

m  To practice filtering reports in Microsoft Excel

m  To learn about the types of graphs QuickBooks offers

m  To create and customize several graphs

Supporting materials

®  PowerPoint file: Lesson 9

m  Video: Reports

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
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To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

2 Select Restore a backup copy and click Next.

3 Select Local backup and click Next.

4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.

5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
6 Inthe Open or Restore Company window, click Next.

7 Navigate to your C:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type lesson 9 and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.

Reports and graphs help you understand your business

So far, you’ve been learning ways to track your data in QuickBooks. In this lesson, you’ll
work with two of the most valuable tools in QuickBooks: reports and graphs. Reports and
graphs give you insight into your finances; they’re two of the most important benefits of
tracking your data in QuickBooks.

Often, people’s perceptions of their business profitability don’t match the facts. If you enter
your data in QuickBooks, but don’t take the time to analyze the data, your business decisions
are based on incomplete knowledge. Reports let you summarize your financial data so you
make decisions based on analysis of the numbers.

Reports give you the bottom line—you can see exactly how profitable your business is. If it’s
not doing as well as you’d hoped, you can create reports that show you which areas need
improvement. QuickBooks has dozens of preset reports, but if you have specific reporting
needs, you can customize any QuickBooks report to show exactly the data you want. And if
you’re interested in getting quick information, you can use a QuickReport that lets you
summarize information from your lists, forms, or registers with one click of a button.

Some people find it easier to see a visual picture of their financial data. If you’re interested in
learning more about trends or patterns in your business data (for example, what proportion of
your income comes from consulting services as compared to product sales), QuickBooks
offers six types of Quicklnsight graphs.
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Note:  Some versions of QuickBooks include additional reports that are not available
in all other versions.

Creating QuickReports

One of the fastest ways to see a report on your QuickBooks data is to create a QuickReport.
QuickReports are predesigned reports that give you information about the items you’re
currently viewing on screen. Whenever you have a list, a register, or a form displayed, you
can click a button to have QuickBooks create a QuickReport.

When to use a QuickReport

Suppose you’re viewing the Vendors list, and you want to see a history of all transactions for
a certain vendor. Select the vendor’s name, click the Report menu button, and then select
QuickReport. You’ll see a report listing information about each bill for that vendor.

Suppose that White Ridge Construction wants to see what it owes to Barata’s Building
Supplies.

To see what you owe a vendor:

1 Click Vendor Centre on the icon bar.

QuickBooks displays the Vendor Centre. If necessary, select “Next Fiscal Year” to
ensure that 2010 dates are shown.

(3 Vender Centre: Accounting Cycle (A1l Transactions) (=[5 =s
tny mew vendor... New Transactions» [ Printv [ Excelv [ word~
Vendors Transactions Vendor Information Edit Vendor.... | Reports for this Vendor
View [Actve Vendors - = e & Accounting Cyde Contact Accounting Cyde QuickReport
) Accounting Cycle e Somndene
Balance Total Address #10211302-119 5t
I 0.00 K s\;JSrEE{ka Andrew @accountingcyde. com
All Subs 18,480.00
Andre's Mechanical 0.00 Net 30
Barata's Building Supplies 15,015.00 -~
Blitz Marketing 1,785.00 otes [Edthotes...| [jf; %%
€.U. Electric 0.00 I
Craig's Lumber 0.00
Dan's Auto Emporium 0.00 Show | All Transacti... = | Fiter By |All v | Date MNextFiscalYear = 01/01/2010 - 12/31/2010
Daniel's 0.00 Type Num Date + Account Amount
Dobson's Exteriors 0.00 There are no transactions of type "All Transactions”, filkered by "All", in date range Next Fiscal Year”,
Fisher Supplies 0.00
Gunes's Marksting 0.00
Insurance Experts 0.00
Jeanne's Compu-Excellence 0.00
Jesse's Convenience Store 0.00
Kevin Anderson Barrister an... 0.00
Ministry of Finance (C) 0.00
Receiver General 0.00
Rick's Plumbing 0.00
Roger's and Company CA's 900,00
Royal Bank 0.00

2  Select Barata’s Building Supplies.

3 Inthe Reports for this Vendor section, click the QuickReport link.

Note:  If you want to see only unpaid bills and unapplied credits for the selected
vendor, click the Open Balance link in the Reports for this Vendor section.
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4 In the Report screen Dates field, select Custom, in the From field type 9/01/2010
and in the To field type 12/31/2010. Click Refresh

._@.l Vendor QuickReport El@
| Modify Repart... | | Memarize. .. " Print... || E-mail » " Export... | | Hide Header | | Refresh |
Dates | Custom » | From |09/01/2010 To | 12/31/2010 [E] Sort By | Default -
129 PM White Ridge Construction Company
oaizrios Vendor QuickReport
September through December 2010
% Type @ Date + Hum » Memo @ Account +Clr » Split @ Amount @
Barata's Building Supplies
Bill 0911372010 3N Accounts Payable -5PLIT- -35,647.50
Cheque 10M6/2010 B85 Cheguing J  Accounts Pa... -35647.50
» Bill 11302010 2342 Partial Receipt  Accounts Payable -SPLIT- -15,015.00 4
Purchase Order 11/30/2010 8 Estimate 5 Purchase Orders -SPLIT- -40 84500

A Vendor QuickReport shows all transactions for this date range for the selected vendor,
Barata’s Building Supplies. The transactions shown can include purchase orders, item
receipts, bills, bill payments, and credits received from the vendor.

5 Leave the report open; you will use it in the next exercise.

Zooming in on a QuickReport

All QuickReports contain a summary of individual transactions. To help you better
understand the information presented in reports, QuickBooks lets you trace report data to the
individual transaction level using QuickZoom.

When you position the mouse pointer over a number in a report and you see the QuickZoom

symbol '@k (a magnifying glass with a Z in it), you can double-click the number to display
the original transaction in QuickBooks.

Suppose you want more detail about the item receipt shown in the report. (You use an item
receipt in QuickBooks when you want to record that you’ve received inventory items, but you
haven’t yet received a bill.)

To see more detail about an item:

1 Position the mouse pointer over the partial receipt dated 11/30/2010. The arrow pointer
turns into a magnifying glass with the letter Z (z for zoom).
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2 Double-click the partial receipt.

QuickBooks displays the Enter Bills window for the selected transaction.

<) Enter Bills =2 [Eel| 5
@) previous B Next | €Y Find @ History
@ Bill Credit V| Bill Received
Vendor Barata's Building Supplies - Date 11/30/2010 .
Address Barata's Building Supplies Ref. No. 2342 000000000
4895 King Edward Ave. 15.015.00
Maple Ridge, BC Amount Dug ,015.
Va2H

il Due 12/30/2010 (]
Terms  MNet 30 ~  Discount Date
Memo  Partial Receipt

Expenses 50,00 | Ttems %$14,300.00
Item Description Qty  Cost Tax Amount Customer:Job Billable? ‘
Direct Labour:Electrical La... |Electrical Labour 1,000.00 |G 1,000,00 (Uchman, Roy:Hangar |
Direct Labour:Foundation ... |Foundation Labour 2,000.00 |G 2,000.00 [Uchman, Roy:Hangar | [~
Direct Labour:Landscaping... |Landscaping Labour 2,000.00 |G 2,000,00 |Uchman, Roy:Hangar |
Direct Materizls - Heading:... [Roofing Materials 8,000.00 |G &,000.00 |Uchman, Roy -
Direct Materials - Heading:... [Rental Equipment 1,300.00 |G 1,300,00 [Uchman, Roy:Hangar |
| selectPo | | Receve Show PO | Tme |
Vendor Tax Code - GST (ITC) 5.0% 715.00 | [ Edit

Clear Splits Recalculate Save & Close | [ Save & New ] | Revert

3 Click Save & Close to close the window.

QuickBooks returns you to the QuickReport.

Customizing QuickReports

Each QuickReport window has a button bar at the top of the report for customizing report
content and layout.

._@'J Vendor QuickReport

| Modify Report... |_| Memarize. .. " Print... " E-mail » ” Export... ‘_l Hide Header |_| Refresh |
Dates | Custom » | From 09/01/2010 [E] To | 12/31/2010 [E] SortBy |Default -

In this exercise, you’ll customize the QuickReport you just created to display transaction
numbers in the report.

To add a column to a report:

1 Inthe QuickReport window, click Modify Report.

QuickBooks displays the Modify Report window.
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Modify Report: Vendor QuickReport @

Display Eilters Header Footer Fonts & Numbers

Report Date Range

Dates + | The date range you specify in the From and To fields
From |09/01/2010 To |12/31/2010

Columns

 (left margin)
Trans #
SType @ Ascending order 24
z
a

»

Sortby |Default -

Entered/Last Modified Sortin
Last modified by
+Date
+Num
Adj
P.O.#
Mame
Source Mame
Mame Address

Mame Streetl
Name Street? Put a check mark next to each column

: - | that you want to appear in the report. —————————
Mame City Revert

[ Ok ] | Cancel | | Help |

Descending order

Use the Display tab of the Modify Report window to select the columns to include in the
report and the date range of the report.

2 Inthe Columns list, select Trans #.
QuickBooks displays a checkmark next to Trans # to indicate that it’s selected.
3 Click OK to accept the change.

QuickBooks displays the customized Vendor QuickReport.

._@'J Vendor QuickReport El@
‘ Modify Report. .. | | Memarize. .. || Print... || E-mail * ” Export... | | Hide Header | | Refresh ‘
Dates  Custom ~ | From |03/01/2010 To | 12/31/2010 [E] Sort By | Default -
1:43 PM White Ridge Construction Company
08127108 Vendor QuickReport
September through D ber 2010
o Trans # Type k3 Date + Num & Memo k3 Account o Clr o Split e Amount e
Barata's Building Supplies
186  Bil 08132010 331 Accounts Payable -SPLIT- -35,647.50
214  Cheque 10M8/2010 B85 Chequing 4 Accounts Pa -35847.50
3 23% Bl 113022010 2342 Partial Receipt  Accounts Payable -SPLIT- -15,015.00 4
28% Purchase Order 1143012010 & Estimate 5 Purchase Orders -SPLIT- -40,845.00

Notice that the partial receipt from Barata’s Building Supplies is now listed as
Transaction #239.

Next, you’ll move the Trans # column to a new position in the report.

To move a report column:

1 Position your mouse pointer over the Trans # column that you added to the QuickReport.
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The mouse pointer changes shape to look like a hand.

2 Hold down the left mouse button and drag the Trans # column to the right until you see

an arrow appear between the Date Column and the Num column.

3 Release the mouse button.

QuickBooks places the Trans # column between the Date column and the Num column.

Tl Vendor QuickReport [r=] =[]
| Modify Report... ‘ ‘ Memorize... || Print... ” E-mail || Export... | | Hide Header ‘ | Refresh |
Dates | Custom ~ | From |05/01/2010 [E] To | 12/31/2010 [E] Sort By | Default -
143 PM White Ridge Construction Company
0aizrios Vendor QuickReport
September through December 2010
+ Type < Date «Trans # « Num_+« Memao L3 Account +Clr + Split k3 Amount *
Barata's Building Supplies
Bil 09/13/2010 186 33 Accounts Payable -SPLT- -35,847.50
Cheque 10M186/2010 214 85 Chequing J  Accounts Pa... -35,847.50
» Bill 11/30/2010 239 2342 Partial Receipt  Accounts Payable -5PLM- 15,0500 4
Purchase Order 1173072010 289 8 Estimate 5 Purchase Orders -SPLIT- -40,845.00

Next, you’ll use the QuickReport button bar to customize the report header.

To change information in the report heading:

1 Inthe QuickReport window, click Modify Report, and then click the Header/Footer tab.

Modify Repert: Vendor QuickReport

Display Eilters Header /Footer Fonts & Numbers

Show Header Information Page Layout

Whits Ridge Construction C... Alignment
+f | Report Title Vendor QuickReport Standard _
| subtitle September through Decem.., Time Comparny
/| Date Prepared 12/31/01 - g:;ies cubtitle

| Time Prepared

Hay, 4931

| Print header on pages after first page

[
[
[aT)

e
[

Show Footer Information

==

| Page Mumber Page 1 - "“““ u
| Extra Footer Line Extra Line
| Print footer on first page
| Revert |
[ Ok ] | Cancel | | Help

On the Header/Footer tab, you can change the company name, report title and subtitle.
Date and time prepared cannot be changed in this window, as they are picked up
automatically as of the real date on your computer. You can also specify whether to print
the header on all pages or on just the first page. The Header/Footer tab is the same for all

QuickBooks reports.
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Use this window to change the report title from Vendor QuickReport to Vendor History
Report.

2 Inthe Report Title field, highlight the text for “Vendor QuickReport,” and type Vendor
History Report to replace the title.

3 Click OK to close the Modify Report window. QuickBooks changes the title of the report
and displays the new report.

@ Vendor QuickReport \EI@
| Modify Repart... | | Memarize. .. || Print... H E-mail » || Export... ‘ ‘ Hide Header | | Refresh |
Dates |Custom »  From | 09/01/2010 To | 12/31/2010 [B] Sort By | Default =
1:50 PM White Ridge Construction Company
aiziio9 Vendor History Report
Sep ber through D ber 2010
@ Type 3 Date «Trang # + Hum o Memo 3 Account +Clr » Split ks Amount k1
Barata's Building Supplies
Bill 05/13/2010 186 331 Accounts Payable -SPLIT- -35,847.50
Chegue 10M6/2010 214 85 Chequing J  Accounts Pa... -35,647.50
] Bill 11/30/2010 23% 2342 Partial Receipt  Accounts Payable -SPLIT- -15,015.00 4
Purchase Order 11/30/2010 289 8 Estimate 5 Purchase Orders -SPLIT- -40,845.00

4 Close the QuickReport window.

5 Close the Vendor Centre.

Creating and customizing preset reports

In addition to QuickReports, QuickBooks has dozens of preset report formats. You can create
profit and loss reports, balance sheet reports, accounts receivable reports, sales reports,
accounts payable reports, inventory reports, and many other types of reports.

The Reports Centre categorizes the preset reports into 17 major categories:
Company & Financial reports include the following:

m  Profit and loss reports give you a global view of your company’s income, expenses,
and net profit or loss over a specific period of time.

®  Income and Expense reports show the details for customers and vendors.

m  Balance sheet reports show the financial position of your business by listing assets,
liabilities, and equity.

m  Statement of cash flows reports show the net change in your cash during a period of
time.

Sales Tax reports provide information you need to fill in your sales tax returns.

Customers & Receivables (accounts receivable) reports give you information about the
receivables side of your business: which invoices are due (or overdue), how much each
customer owes your company, and so on.

Sales reports give you information about what you have sold and to whom.
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Jobs, Time & Mileage reports give information about how well your company is doing at
estimating jobs, how much time is spent on each job, and the mileage expenses for each
vehicle or job.

Vendors & Payables (accounts payable) reports give you information about the payables
side of your business, including which bills are due, and your current balance with each
vendor.

Purchases reports give you information about your purchases.

Inventory reports give you information about status (such as the quantities you have on hand
or on order) and the value of your inventory.

Employees & Payroll reports summarize the information you need to pay your current
payroll liabilities and fill out your tax forms. QuickBooks has these payroll reports: summary,
employee earnings, liabilities, item detail, transaction detail, and transactions by payee.

Banking reports include cheque detail, deposit detail, missing cheque reports, and
reconciliation reports.

Accountant & Taxes reports summarize information that you need to give to your
accountant and information to help you monitor activity in the company file. These include
income tax summary, income tax detail, general ledger, trial balance, journal, transaction
journal, and audit trail reports.

Budgets & Forecasts reports show how your income and expenses compare to the budgets
you’ve set up.

List reports let you report on any information stored in a QuickBooks list.

Industry Specific reports are available in each of the industry-specific editions of
QuickBooks. Accountant Edition includes the reports from all of the industry-specific
editions.

Using the Report Centre

A good way to learn about the reports available in QuickBooks—and how to work with
them—is the Report Centre, which is available by clicking Report Centre on the icon bar. If
the Report icon is not displayed, the Report Centre can also be opened by selecting it from
the Reports menu.
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@ Report Centre [E=5[EolE3)

| B Memorized | 3= Preferences | [ Learning

— Company & Financial
Company & Financial Find out how well your company is doing financially.
Sales Tax

. Profit & Loss (income statement)
Customers & Receivables

m

[ Standard Haw much money did my company make or
Salez logze over a specific period of time? Mare...
Jobs, Time & Milage =1 Detail ‘w'hat are the yearto-date tranzactions [and
tatals] for each income and expense account,
“endors & Payables 0| can determine what contributed o my
company's net profit? tore
Purchases [ ¥TD Comparison Haow do my income and expenses for a recent
period of time compare to the entire fiscal year
vzt to date? More..
Employees & Paproll | Prew Year Comparizan |5 my company making mare maoney now than
far the same period a pear ago? More...
Banking
[ BuJob Haw much money is my company making or
Accountant & Taxes loging on each job? kMore...
Budgets & Forecasts [| By Class How much money did my company make or
lose on each business segment that is
List tracked thiough QuickBocks classes? More.
Contract | Unclassified How much maney did my company make or
Onractan Inze that iz not tracked through QuickBooks
7
Mig & Wholesale clazses? More..,

Professional Services Income & Expenses

Fietai | Ihcome by Customer “What iz the gross profit [zales minus cost of
. Summary goods sold) received from each
Hanprofit customer? More. .

| Income by Customer D etail ‘What iz the grass profit [sales minus cost of
ooods soldl. broken down bu transaction.

The Report Centre contains a description and example of each QuickBooks report. The
“Learning” link at the top right of the window takes you to a window in which you can launch
a video tutorial that provides an overview of QuickBooks reports as well as links to several
help topics about working with reports.

Creating a profit & loss by job report

The profit & loss by job report provides information on each customer job.

To create a profit & loss by job report for White Ridge Construction:

1 Inthe Report Centre, choose Company & Financial. Then choose by Job in the Profit &
Loss section.

2 Choose Custom in the Dates field, in the From field type 10/01/2010, and in the To field
type 12/31/2010. If necessary click Refresh.

The report on your screen should resemble the following figure.

210



Analyzing financial data

4

5

Tl Profit & Loss by Job =l a0 ]
| Modify Report... | | Memarize... || Print... || E-mail » || Export... | | Hide Header || Collapse | | Refresh
Dates |Custom ¥ | From | 10/01/2010 To J12/31/2010 Columns | Customer:Job = |Sort By |Default
11:30 AM White Ridge Construction Company
10/09/09 Profit & Loss by Job
Accrual Basis October through December 2010
Kitchen Renovation Tea and Crumpets Room
@ (Greene, Jeremy) « _Total Greene, Jeremy < _ (Rajyaguru, Kamlesh) <1
Ordinary Income/Expense
Income
Construction Income » 6,000.00 4 6,000.00 52,480.00
Retail Sales 159.95 159.95 0.00
Total Income 6,159.95 6,159.95 52,480.00

Cost of Goods Sold

Cost of Goods Sold 119.85 11995 0.00
Direct Cost of Goods Sold
Direct Labour Costs 0.00 0.00 6,720.00
Direct Materials Costs 0.00 0.00 0.00 i
Total Direct Cost of Goods Sold 0.00 0.00 §,720.00
Total COGS 119.85 11995 6720.00
Gross Profit 6,040.00 6,040.00 45,760.00
Expense
Freight/Shipping 0.00 0.00 0.00
Payroll Expenses 0.00 0.00 §9,536.13
Total Expense 0.00 0.00 §9,536.13
Net Ordinary Income 5,040.00 6,040.00 35,223.87
Net Income §,040.00 6,040.00 36,223.87
] 3

Scroll the report window to see more of the report. Notice that the button bar at the top of
the report is the same button bar you saw in the QuickReport window with the addition of
a Collapse button.

Click the Collapse button to see the difference.

The Collapse button hides subaccounts, jobs, and subclasses. Amounts are summarized
under the main heading. This button affects both the onscreen and printed report.

Click Expand to return to the original report display.

Keep the report displayed on your screen. You’ll use it in the next exercise.

Modifying reports

You can modify preset reports the same way you modify QuickReports. In this exercise you’ll
modify the profit & loss by job report to display % of income for the period.

1

2

3

Click the Modify Report button to bring up the Modify Report window. Make sure the
Display tab is selected.

In the “Add subcolumns for” area, click the % of Income button.

Click OK.
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Your screen should resemble the following.

T Profit & Loss by Job [E=R[E=R|mxT
| Modify Report... | | Memorize... || Print... || E-mai * || Export... | | Hide Header H Collapse | | Refresh
Dates |Custom - ~ | From 10.."01,."2010 To I_EJBIIZDID Columns CLEmeer:Job ~ |Sort By Default
11:32 AM White Ridge Construction Company
10/09i09 Profit & Loss by Job
Accrual Basis October through December 2010

Kitchen Renovation
(Greene, Jeremy) Total Greene, Jeremy
e Oct - Dec 10 @ % of Income @ Oct - Dec 10 @ % of Income E

Ordinary Income/Expense

Income
Construction Income ] 6,000.00 4 97 4% 6,000.00 97.4%
Retail Sales 159.95 2.6% 159.95 25%
Total Income 6,159.95 100.0% 6,159.95 100.0%

Cost of Goods Sold

Cost of Goods Sold 119.95 1.9% 119.95 19%
Direct Cost of Goods Sold
Direct Labour Costs 0.00 0.0% 0.00 0.0%
Direct Materials Costs 0.00 0.0% 0.00 0.0%
Total Direct Cost of Goods Sold 0.00 0.0% 0.00 0.0%
Total COGS 119.95 1.9% 119.95 1.9%
Gross Profit 6,040.00 93.1% 6,040.00 98.1%
Expense
Freight/Shipping 0.00 0.0% 0.00 0.0%
Payroll Expenses 0.00 0.0% 0.00 0.0%
Total Expense 0.00 0.0% 0.00 0.0%
Het Ordinary Income §,040.00 58.1% 5,040.00 98.1%
Net Income 6,040.00 98.1% 6,040.00 95.1%
] 3

Filtering reports

You can customize preset reports the same way you customize QuickReports. In this exercise
you’ll customize the profit & loss by job report and filter it to include only the transactions

you specify.

Report filters let you set custom criteria for the transactions you want included in a report.
When you filter a report, QuickBooks includes only those transactions that match the rules
you create.

To filter a preset report:

1 With the profit & loss by job report displayed, click Modify Report on the report button
bar, and then click the Filters tab.

QuickBooks displays the Filters tab of the Modify Report window.

212



Analyzing financial data

Modify Report: Profit & Loss by Job

Include split detail® Name

TransactionType - Al accounts

Display Filters HeaderFooter Fonts & Numbers
Choose Filter Current Filter Choices
Account Filter Setto
All income fexpense accounts [Account Alincome/expen...]
Date Custom
All customersfjobs

Account Filter

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

| Tell me more... |

Remove Selected Filter

| Revert

[

)

Cancel | | Help

Suppose you want to see only the cost-of-sales accounts on the comparison profit & loss.

You can filter the report by account.

2 Inthe Filter scroll box, make sure Account is selected.

Notice that QuickBooks provides a description of the selected filter below the list of

filters. If you need more information about how applying a particular filter will affect the

report, click Tell me more.

3 Inthe Account field, choose All cost-of-sales accounts from the drop-down list.

4 Click OK.

QuickBooks displays the customized profit & loss comparison report.

Ll Profit & Loss by Job = )|
| Modify Report... | [ Memorizge... || Print... ][ E-maj = | Export... | [ HideHeader | Collagse | [ Refresh |
Dates | Custom B ~ | From 10/011‘1010 To 72{31[2010 Columns CEbomar:Job « |SortBy |Default
11:34 AN White Ridge Construction Company
10109109 Profit & Loss by Job
Accrual Basis October through December 2010

Kitchen Renovation
(Greene, Jeremy)

Total Greene, Jeremy

® Oct - Dec 10 < __ % of Income @ Oct - Dec 10 + __ % of Income B3
Ordinary Income/Expense
Cost of Goods Sold
Cost of Goods Sold 3 11995 4 0.0% 119.95 0.0%
Direct Cost of Goods Sold
Direct Labour Costs 0.00 o.oo
Direct Materials Costs 0.00 0.0% 0.00 0.0%
Total Direct Cost of Goods Sold 0.00 0.0% 0.00 0.0%
Total COGS 119.85 0.0% 119.95 0.0%
Gross Profit -119.85 0.0% -118.85 0.0%
Het Ordinary Income 11585 0.0% 11955 0.0%
Net Income -119.95 0.0% 119.95 0.0%
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A comparison of the two previous reports shows how the latter displays only the Cost-of-
sales accounts.

Some filters represent more than one thing. This may be a little confusing if you’ve
R never used report filters in QuickBooks before. Here are some tips on what to filter
for:

m  Use “Item” to filter for any kind of line item that appears on a purchase order or

sales form. These include goods and services, discounts, and sales tax.

B Use “Name” to filter for customers, jobs, vendors, employees, or any name on
your Other Names list.

B Use “Transaction type” to filter for any type of transaction, including invoices,
cash sales, statement charges, payments from customers, bank deposits,
purchase orders, item receipts, bills, bill payments, credit card charges, checks,
paycheques, and general journal entries.

Saving Reports in PDF Format

To keep a record of the information in the report as it exists today, you can save the report in
Portable Document Format (PDF).

To save a report as a PDF file:

1 With the report open, choose Save as PDF from the File menu.

2 Navigate to the folder in which you want to store the file, and enter a filename.
3 Click Save.

4 Close the report window.

5 Click No when QuickBooks asks if you want to add this report to the Memorized Report
List.

6 Go to the Window menu and choose Close All.

7 Click Home in the icon bar.

Creating and customizing a sales report

In this exercise, you’ll create a QuickBooks sales report, which you will then customize by
changing the date range it covers.

To create a sales report:

1 From the Reports menu, choose Sales, and then choose Sales By Customer Summary
from the submenu.
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QuickBooks displays the Sales by Customer Summary report.

Tl Sales by Customer Summary = EeRES)
| Modify Repart... |_| Memorize. .. || Print... || E-mai * ” Export... ‘_l Hide Header || Caollapse |_| Refresh
Dates | (EIL rEr W ~ | From | 10,01/200% [E] To  10/03/2003 [E] Columns | Total only = |SortBy Default -
11:35 AM White Ridge Construction Company
1003109 Sales by Customer Summary
Accrual Basis October 1 -9, 2009
5 0ct1-9,09 ¢
TOTAL b 0.00 4

The Dates field in the report button bar shows that the report covers “This Month-to-
date.” Depending on just when you are proceeding with this exercise, the report will
show the current date. Customize the report so you can see sales figures from December

2010.

To customize a report:

1 Inthe Dates field, select Custom from the drop-down list.
2 Inthe From field, enter 12/01/2010.
3 Inthe To field, enter 12/31/2010 and press Tab.

QuickBooks updates the report and displays the new data.

Rajyaguru, Kamlesh
Tea and Crumpets Room  52,480.00
Total Rajyaguru, Kamlesh 52,480.00

Uchman, Roy

Hangar 29,056.50
Total Uchman, Roy 28,056.50
TOTAL 87,696.45

Tl Sales by Custorner Summary =R EcR(==|
Modify Report... | | Memorize... ” Print... || E-mail * ” Export... ‘ ‘ Hide Header ” Collapse | | Refresh |
Dates | Custom = | From | 12/01/2010 [E]| To |12/31/2010 [E] Columns |Total only » | Sort By |Default -
11:20 AM White Ridge Construction Company
0711809 Sales by Customer Summary
Accrual Basis December 2010
i3 Dec 10 i3
Greene, Jeremy
Kitchen Renovation b _6159.85 4
Total Greene, Jeremy 6,159.95

Using QuickZoom in a preset report

As with all QuickBooks reports, you can QuickZoom any item in the report to see more

detail.

To QuickZoom on a report item:

1 Position the mouse pointer over the $29,056.50—the amount for Roy Uchman’s hangar.

The arrow pointer turns into a magnifying glass witha Z in it.
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2 Double-click $29,056.50.

QuickBooks displays a QuickZoom report showing sales by customer detail.

T4l Sales by Customer Detail
| Modify Report... | [ Memorize... || Print.. | E-mai » | Export... | [ HideHeader | | Refresh |
Dates > | From To [H] Sort 8y | Default -
11:30 AM White Ridge Construction Company
7ingios Sales by Customer Detail
Accrual Basis All Transactions
+ Type ks Date + Num_# Memo + Hame + _Item  « Qty + Sales Price « Amount ks Balance ks
Uchman, Roy
Hangar
» Invoice 12(152010 12 Concrete Dr...  Uchman, RoyHang... DirectL... 0.45 5,800.00 261000 251000 4
Invoice 121152010 12 Elecirical La...  Uchman, Roy:Hang... Direct L. 0.45 1,450.00 852.50 3,26250
Invoice 121152010 12 Exterior Finis... Uchman, Roy:Hang... Direct L. 0.45 5,075.00 228375 5,546.25
Invoice 12/152010 12 Foundation L... Uchman, Roy:Hang... DirectL.. 0.45 2,300.00 1,305.00 6,851.25
Invoice 121152010 12 Framing Lab.. Uchman, Roy:Hang... Direct L. 0.45 5,500.00 2,475.00 9,326.25
Invoice 121152010 12 Landscaping... Uchman, Roy:Hang.. DirectL. 0.45 2,500.00 1,305.00 10,631.25
Invoice 12152010 12 Final Grading Uchman, Roy:Hang... DirectL.. 0.45 1,885.00 343.25 11,479.50
Invoice 121152010 12 Roofing Lab...  Uchman, Roy:Hang... Direct L. 0.45 2,500.00 1,305.00 12,784 50
Invoice 121152010 12 Supervision..  Uchman, Roy:Hang.. Direct L. 0.45 8,000.00 3,600.00 16,384 50
Invoice 12152010 12 Exterior Finis... Uchman, Roy:Hang... Direct M.. 0.45 11,000.00 4,950.00 2133450
Invoice 12152010 12 Foundation W... Uchman, Roy:Hang... Direct M. 0.45 5,500.00 2,475.00 23,808.50
Invoice 121152010 12 Electrical Fix..  Uchman, Roy:Hang... Direct M. 0.45 1,430.00 643.50 24,453.00
Invoice 12152010 12 Roofing Mat.. Uchman, Roy:Hang... Direct M.. 0.45 8,800.00 3,960.00 28,413.00
Invoice 12152010 12 Rental Equip...  Uchman, Roy:Hang...  Direct M. 0.45 1,430.00 64350 29,056.50
Total Hangar 28,056.50 29,056.50
Total Uchman, Roy 29,056 50 29,056.50
TOTAL 29,056.50 29,056.50

To QuickzZoom further to display the original invoice for a transaction:

1 Position the mouse pointer over the first item on the report (invoice #12 dated 12/15/2010
for Concrete Drives/Walks Labour).

2 Double-click anywhere in the first line.

QuickBooks displays Invoice #12 for Roy Uchman’s Hangar.

| ] Creste Invaices == =3

4 Previous [ Next @Prmt - QSend v| %Fmd |# Spelling E|:|:|H|5t|:|r3r =] Journal | Em Letters = .

Customer: Job Template | Print Preview

chma v:Hanga - Invoice from Proposal -
i
Invoice 12/15/2010 El 12
Uchman, Roy
257 200th S5t
Langley, BC
vaw 7A9
FEIMEHFH
Item Description Qty Rate Current Amount Tax |
Direct Labour:Dr. .. |Concrete Drives,Walks Labour 0,45 5,800.00 2,610.00 |G -
Direct Labour:El... |Electrical Labour 0.45 1,450.00 652.50 |G
Direct Labour Exterior Finish Labour 0.45 5,075.00 2,283.75 |G -
Customer - GST 5.0% 1,452.83[|  Edit
penes
Total 30,509.33
To be printed [ Add Time/Costs... | [ Apply Credits... | Payments Applied 28,162.40
To be e-mailed e — . Balance Due 2,346.93

Mema

Save & Close | [ Save &New ] | Revert

3 From the Window menu, choose Close All.
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4 Click No when QuickBooks asks if you want to memorize the report.
5 Click Home in the icon bar to display the Home page.

What you see when you QuickZoom in a report depends on the type of report displayed:

m |f the report shows summary figures (like the sales by customer summary report we
just displayed) and you QuickZoom an amount, QuickBooks displays a transaction
report that includes the transactions which contribute to that amount.

m |f the report shows transactions and you QuickZoom a transaction, QuickBooks
displays the invoice, bill, or other form for the requested transaction.

You can widen or narrow columns on any type of QuickBooks report. To make a
column wider, drag the small diamond at the right of the column header toward the

i right. To make a column narrower, drag the small diamond at the right of the column
header toward the left.

Saving report settings

After you have customized a report to provide the information you need, you can have
QuickBooks memorize the settings so you can quickly produce the same report in the future.
(QuickBooks memorizes a report’s settings, not the actual data.)

Note: If you use one of the QuickBooks: Premier products, you can export the settings for
memorized reports as report templates. A report template lets you specify all of a
report’s settings in advance—for example, report date, format, and filters. Report
templates can be imported into other QuickBooks data files and then accessed from
the Memorized Report list.

Creating memorized report groups

In addition to saving report settings, you can create memorized report groups that you can use
to organize your memorized reports in a way that makes sense for your business and to allow
you to quickly process a group of reports at once.

QuickBooks comes preset with a number of memorized report groups each containing
common reports for each area. You can add your own reports to these groups, modify the
groups to meet your needs, and even create your own groups.

In this exercise, you’ll create a memorized group called “Year End” to which you will add
some memorized reports. Later, you learn how you can batch process memorized reports.

To create a memorized report group:

1 Choose Memorized Reports from the Reports menu, and then choose Memorized Report
List.

QuickBooks opens the Memorized Report list.
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B0 Memorized Report List =] =] =)

Report Name

+Balance Sheet
+General Ledger
+Journal Entries Entered Modified Today
+Profit & Loss
+Banking
+Chegue Detail
+Deposit Detail
+Company
+Balance Sheet
+Balance Sheet Year End
+Profit & Loss
+Profit & Loss Year End
+Statement of Cash Flows
+Contractor
+Billed/Unbilled Hours by Person
+Job Costs Detail
+Job Status
+Payroll - Employee Information
+Customers
+A R Aging Summary
+Customer Balance Detail
+Customer Balance Summary
+0pen Invoices
+Employees =

| Memorized Repaort '|| Display... || Print... | Export

Note: Depending on which industry you have created your data file in, default
memorized reports may differ from the list shown above.

2 Inthe Memorized Report List, click the Memorized Report menu button, and choose
New Group.

3 Inthe Name field of the New Memorized Report Group window, type Year End.

Your window should look like this.

b’ New Memaorized Report Group EI@

Mame: | ‘Year End

[ oK ] | Cancel

4 Click OK.

QuickBooks adds the new group to the Memorized Report list.

Memorizing preset reports
Now, you’ll memorize a report and add it to the memorized report group you just created.

To memorize a report:

1 From the Reports menu, choose Accountant & Taxes, and then choose Income Tax
Summary.

When the report displays, choose Next Tax Year in the date field, press Tab.
2 On the report button bar, click Memorize.

QuickBooks displays the Memorize Report window.
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b’ Memorize Report @
=L ZHincome Tax Summary]

Save in Memorized Report Group: | Accountant

[ OK ] | Cancel |

3 Leave the name of the report as is.

4  Click the “Save in Memorized Report Group” checkbox to select it, and then choose Year
End from the drop-down list.

Your window should look like this.

b’ Memorize Report @
Mame: | Income Tax Summary

V| Save in Memorized Report Group: v

[ oK ] | Cancel |

5 Click OK to memorize the report and add it to the Year End memorized report group.
6 Close the Income Tax Summary report.
The report now appears in the Memorized Report List under Year End.

Adding reports to memorized report groups
Now, you’ll add two previously memorized reports to the Year End group.

To add memorized reports to a memorized report group:

1 Inthe Memorized Report List window, under Company, select the report called Profit &
Loss Year End.

2 Click the Memorized Report menu button, and then choose Edit Memorized Report.

QuickBooks opens the Edit Memorized Report window.
3 Leave the report name as is.

4 If necessary, click the “Save in Memorized Report Group” checkbox to select it, and then
choose Year End from the drop-down list.

5 Click OK.

QuickBooks moves the Profit & Loss Year End report to the Year End memorized report
group.
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Wit Memorized Report List [ [ =[]

Report Mame

+Balance Sheet Year End -
+Profit & Loss
+5Statement of Cash Flows
+Customers
+A/R Aging Summary
+Customer Balance Detail
+Customer Balance Summary
+pen Invoices
+ Employees
+Payroll Item Detail
+Payroll Liability Balances
+Payroll Summary
+Vendors
+AfP Aging Summary
+Unpaid Bills Detail
+Vendor Balance Detail
+Vendor Balance Summary
+Year End
+Income Tax Summary
+Profit & Loss Year End Al

| Memorized Report "|| Digplay. .. || Print... || Expart... |

6 Inthe Memorized Report List window, under Company, select the Balance Sheet Year
End report.

7  Click the Memorized Report menu button, and then choose Edit Memorized Report.
8 Leave the report name as is.

9 If necessary, click the “Save in Memorized Report Group” checkbox to select it, and then
choose Year End from the drop-down list.

10 Click OK.

Once a report is memorized, you can easily display it from the QuickBooks Memorized
Report List.

To display a memorized report:

1 Inthe Memorized Report List, select “Balance Sheet Year End.”
2 Click Display.
QuickBooks displays the report.

3 Leave the report open.

Printing reports

Any time you have a report displayed in the report window, you can print it by clicking the
Print button in the report button bar.

To print a report:

1 With the Balance Sheet Year End report displayed, click Print.

QuickBooks displays the Print Reports window.
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Print Reports

Settings

Margins

¥erox WorkCentre 7655 on 192,163.18... =

ASCII text file -

Mote: To install additional printers or to change port
assignments, use the Windows Control Panel.

Crientation: Page Range:
@ Portrait @ Al
Landscape Pages:
From: |1
Page Breaks:

Mumber of copies:

| Collate

| Smart page breaks (widow forphan control)

Page break after each major grouping

Fitreportto |1 page(s) wide

Options... |

To: {9999

1

Print in colour {colour printers only)

=)

[ cancel |
| Hep |
|

| Preview

In the Print Reports window you can select the print orientation and tell QuickBooks
where you would like the pages to break in multi-page reports.

2 Click Preview to see how the report will look when you print it.

QuickBooks displays a preview of your report onscreen.

3 Click Close to close the Print Preview window.

4  Close the Print Reports window, and then close the report.

Processing reports in groups

Organizing your memaorized reports in groups makes it fast and easy to process several reports
at once. Now, you’ll process the reports you added to the Year End report group you created

in the previous exercise.

To batch process reports:

1 Inthe Memorized Report List, select Year End.

2  Click Display.

QuickBooks opens the Process Multiple Reports window. You can use this window to
display or print the selected reports. You can also change the date range for reports in this
window before you display or print them by clicking in the From or To columns.
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Process Multiple Reports (=3
Select Memorized Reports From -

Choose the reports to process, then press Display or Print.
J Report

Date Range

Balance Sheet Year End Mext Fiscal Year 01/01/2010 12/31/2010 -
' |Income Tax Summary Mext Tax Year 01/01/2010 12/31/2010
 |Profit & Loss Year End Mext Fiscal Year 01/01/2010 12/31/2010
[ Dizplay ] | Print | | Cancel | | Help

3 Leave all three reports selected and click Display.

QuickBooks opens the three reports in the Year End group in a cascaded list. Click on the
title bar of each report to display it for viewing.

4 From the Window menu, choose Close All. Click Home in the icon bar to display the
Home page.

Exporting reports to Microsoft Excel

Occasionally, you may want to change a report’s appearance or contents in ways that aren’t
available in QuickBooks, filter report data in ways that you can’t in QuickBooks, or run
“what-if” scenarios on your QuickBooks data.

You can send reports from QuickBooks to Microsoft Excel. Since the changes you make in
Excel don’t affect your QuickBooks data, you’re free to customize reports as needed and even
change data to run what-if scenarios.

Note: To proceed with this exercise, you need Microsoft Excel 2000, 2002, 2003, or
2007. If you don’t have Excel, proceed to “Creating QuickInsight graphs” on page
243.

Sending a report to Microsoft Excel

When exporting a report to Microsoft Excel, you indicate whether or not you want to preserve
the formatting from your QuickBooks report. You also have the option of turning on or off
several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Microsoft Excel,
and turns on the following Excel features:

m  AutoFit sets column widths in Excel wide enough to display your data without cutting
off words or numbers.

m  Freeze panes allows you to scroll through data while keeping the row and column
headers in view.
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®  Show Gridlines turns on gridlines in Excel.

In this exercise, you learn how to select which QuickBooks report formatting options you
want to preserve in Excel, and how to turn on and off certain Excel features from within
QuickBooks.

To send a report to Microsoft Excel:

1 From the Reports menu, choose Company & Financial, and then choose Profit & Loss
Standard.

2 Inthe Dates Field select Custom, in the From field type 10/01/2010, and in the To field
type 12/31/2010.

3 On the Report button bar click Modify Report.

QuickBooks displays the Modify Report window.

Modify Report: Profit 8 Loss @

Display Eilters Header Footer Fonts & Numbers

Report Date Range
Dates w | The date range you spedify in the From and To fields
From |10/01/2010 [B] To 12/31/2010

Report Basis

@ Accrual Cash This setting determines how this report calculates income and expenses,

Columns

Display columns by | Total only

Add subcolurmns for

Previous Period

Previous Year

~ |across the top.

Year-To-Date

Sortby | Default

=

@ Ascending order 24

Sortin

Descending order 5§

% of Row

% of Income

| Advanced... H

% of Column

% of Expense

Revert

OK ] | Cancel

| ‘ Help

In the “Add subcolumns for” area, click the Previous Period checkbox, and then click the
$ Change and % Change checkboxes.

Your screen should resemble the following.

Modify Report: Profit 8 Loss
Display Eilters
Report Date Range

Dates | Custom

Report Basis

@ Accrual Cash

Columns

Display columns by | Total only

Add subcolumns far

/| Previous Period
i

Previous Year

Header Footer

Fonts & Numbers

» | The date range you specify in the From and To fields

From |10/01/2010 [B] To 12/31/2010 @]

This setting determines how this report calculates income and expenses.

 |across the top.

Year-To-Date

Sortby | Default

=

@ Ascending order 24

Sortin

Descending order 54

% of Row

% of Income

| Advanced... H

% of Column

% of Expense

Revert

oK ] | Cancel

| ‘ Help
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5 Click OK.

Your Profit and Loss Report should now look like this.

L]l Profit & Loss [E=1 Bom 5
| Modify Report... | | Memorize. .. ” Print... || E-mail = || Export... | | Hide Header ” Collapse | | Refresh |
Dates | Custom ~ | From | 10/01/2010 [E] To |12/31/2010 [E] Columps |[FTEIFEIMMMMN v |Sort By |Default -
11:48 AM White Ridge Construction Company
1o/ Profit & Loss
Accrual Basis October through December 2010
+ Oct-Decid ¢  Jul-Sepid < $ Change - % Change -
Ordinary Income/Expense &
Income
Construction Income » 275,048.50 o 34,450.00 240,588.50 688.4%
Retail Sales 159.95 0.00 159.95 100.0%
Total Income 275,208.45 34,450.00 240,758.45 698.9%

Cost of Goods Sold

Cost of Goods Sold 119.85 o.00 118.95 100.0%
Direct Cost of Goods Sold
Direct Labour Costs 22,600.00 14,800.00 7,800.00 52.7%
Direct Materials Costs §,300.00 86,100.00 -76,800.00 -B5.2%
Total Direct Cost of Goods Sold 31,500.00 100,900.00 -59,000.00 -88.4%
Total COGS 32,019.85 100,800.00 -68,880.05 -68.3%
Gross Profit 24318850 -56,450.00 308,638.50 466.0%
Expense
Freight/Shipping 1,562.00 o.00 1,562.00 100.0%
Insurance
Liability Insurance 450.00 735.00 -245.00 -33.3%
Total Insurance 450.00 735.00 -245.00 -333%

6 On the Report button bar, click Export.

QuickBooks displays the Export Report window.

Export Report =)
Basic Advanced

Export QuickBooks report to:
a comma separated values ( csv) file

an existing Excel workbook

Indude a new worksheet in the workbook that explains Excel
worksheet linking

[ Export ] | Cancel | | Help |

7 On the Basic tab, make sure that “a new Excel workbook” is selected.

If desired, you can also send the report to a new sheet in an existing Excel workbook, or
to a comma separated value (.csv) file.

8 Click the Advanced tab.

9 Under Formatting options, click the Colours checkbox to clear it.
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The title font will remain blue in QuickBooks, but display in black in Excel.

10 Under Excel features, select the Auto Filtering checkbox.

Your screen should now resemble the following.

Export Report

Basic Advanced

V| Fonts | Space between columns

Colours | Row height

Turn on the following Excel features for this report:

V| AutoFit (set column width to display all data)
| Freeze panes (keep headers and labels visible)
V| Show Gridlines

Auto Qutline (allows collapsing / expanding)

V| Auto Filtering (allows custom data filtering);

Printing options

@ Send header to Page Setup in Excel
Send header to screen in Excel

/| Repeat row labels on each page

Preserve the following QuickBooks report formatting options:

==

[ Export ] | Cancel

| | Help

11 Click Export.

QuickBooks starts Excel (if it’s not running already) and sends the report to a new

spreadsheet.
AB|C/ D|E F G H I K M
1
=
2 Oct - Dec 10|~ Jul - 5ep 10| $ Change | = % Change | =
3 Ordinary Income/Expense
4 Income
5 Construction Income 275,048.50 34,450.00 240,598.50 695.4%
B Retail Sales 159.95 0.00 159.95 100.0%
7 Total Income 275,208.45 34,450.00 240,752.45 6598.86%
8 Cost of Goods Sold
9 Cost of Goods Sold 119.95 0.00 119.95 100.0%
10 Direct Cost of Goods Sold
11 Direct Labour Costs 22,600.00 14,800.00 7,800.00 52.7%
12 Direct Materials Costs 9,300.00 86,100.00 -76,800.00 -85.2%
L4
13 Total Direct Cost of Goods Sold 31,900.00 100,500.00 -59,000.00 -58.39%
14 Total COGS 32,019.85 100,800.00 -58 880.05 -58.27%
15 Gross Profit 243,188.50 -66,450.00 309,638.50 -455.97%
16 Expense
17 Freight/Shipping 1,562.00 0.00 1,562.00 100.0%
13 Insurance
19 Liability Insurance 450.00 735.00 -245.00 -33.33%
r
20 Total Insurance 450.00 735.00 -245.00 -33.33%
21 Interest & Bank Charges

12 Leave the report open in Excel; you’ll use it in the next exercise.

If you wanted to save the report, you would choose Save from within Excel.
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Filtering a report in Microsoft Excel

Within Microsoft Excel, you can filter on any column of data using a drop-down list at the top
of the column. Using the drop-down list, you can apply a number of preset filters or create
your own custom filter.

To find out which, if any, of White Ridge Construction’s income or expense figures have
decreased since the previous period, you’ll filter the profit and loss report you just created.
To filter a report in Microsoft Excel:

1 Inthe Excel window, click the down arrow in the $ Change column of the profit and loss
report, and choose (Custom...) from the drop-down list.

Note:  If using Microsoft Office Excel 2007# From the $ Change drop-down list,
choose Number Filters, then Custom Filter to open the Custom AutoFilter
window.

Excel displays the following window.

Custom AutoFilter @
Show rows where:
£ Change
equals Izl E|
@ And or
[] [=]

Use ? to represent any single character
Use * to represent any series of characters

[ OK ] | Cancel |

2 Inthe $ Change field, choose “is less than” from the drop-down list.

3 Inthe field to the right, type 0.

Your screen should resemble the following.

Custom AutoFilter @
Show rows where:
£ Change
iz less than Izl 0 E|
@ And Or
[] [=]

Use ? to represent any single character
Use * to represent any series of characters

[ OK ] | Cancel

4 Click OK.

Excel filters the $ Change column for negative amounts and displays the results.
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A|B|(C|D|E F G H | J K L M

L[]

]
2 Oct - Dec 10| ~ Jul - Sep 10|+ § Change |7 % Change | v
12 Direct Materials Costs 9,300.00 85,100.00 -76,800.00 -859.2%
13 Total Direct Cost of Goods Sold 31,500.00 i 100,900.00 -55,000.00 -58.39%
14 Total COGS 32,019.95 100,900.00 -58,580.05 -58.27%
19 Liability Insurance 450.00 735.00 -245.00 -33.33%
20 Total Insurance 450.00 i 735.00 -245.00 -33.33%
24 Office Supplies 0.00 589.26 -589.26 -100.0%
29 Leqgal 0.00 1,130.00 -1,130.00 -100.0%
30 Total Professional Fees 1,285.71 i 241571 -1,130.00 -46.78%
40 Fuel 831.60 582.80 -151.20 -15.39%
42 Total Vehicles 913.11 1,064.31 -151.20 -14.21%
43 Vendor Discounts -17.00 0.00 -17.00 -100.0%

Close Excel without saving the report.
Close the Profit and Loss report in QuickBooks.

Choose No when QuickBooks displays a message asking if you want to memorize the
report.

Creating Quicklnsight graphs

A report gives you numbers that are essential if you want to stay on top of your business
finances. But when you want a visual picture to plan current or future business decisions, a
graph is another invaluable tool.

A Quicklnsight graph shows your data pictured as either a bar graph or a pie chart. The bar
graphs and pie charts are simply different views of the same company financial information.

QuickBooks has six types of graphs, providing up to 15 different views of your data:

Income and Expense graphs show your income and expenses for the period you
specify.

Sales graphs show your company’s sales income for the period you specify.

Accounts Receivable graphs show how much your customers owe.

Accounts Payable graphs show how much you currently owe your vendors.

Net Worth graphs show changes in your company’s net worth.

Budget vs. Actual graphs let you see the variance between your budgeted amounts
and the actual amount you earned or spent.

To create a Quicklnsight graph, select the type of graph you want from a report submenu or
from the Report Centre.
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Creating an Income and Expense graph

If you want your business to be profitable, you need to keep an eye on your expenses. The
income and expense graph shows you exactly what you’re spending and where.

You should be especially concerned with the proportion you’re spending relative to the
income you receive. As a simplistic example, if you’re earning only $20,000 in income, you
don’t want to spend $30,000 in expenses.

To create an income and expense graph:

1 From the Reports menu, choose Company & Financial, and then choose Income &
Expense Graph.

2 Click the Dates button, and select “Custom” and set the date range from 10/01/2010 to
12/31/2010.

QuickBooks displays a graph depicting your income and expenses.

] Quicklnsight: Income and Expense Graph = = [

 Dates... | [ByAccount ][ By Customer | By Class | | MextGroup | [ Print... | [Refresh ]
Income and Expense by Month Tncome
Gctober through December 2010 M Expense

$in 1,000's
200 T

150 +

100 T

Oct 10 Nov 10 Dec 10

Expense Summary Direct Cost of Goods Sold ~ %42.53
October through December 2010 B payrol Bepenses 4170

M Professional Fees 172
Vehides 132
M Interest & Bank Charges 0.30
M Insurance 0.65
Total §74,898.85

By Account

Show on Pie Chart: _[Income | _[Expense]

In the top portion of the graph window, QuickBooks displays a bar graph and legend
showing total income and expenses. In the lower portion of the window, QuickBooks
displays a pie chart and legend showing expense percentages by account.

3 QuickBooks can display only 10 accounts at a time. To display more accounts, click the
Next Group button at the top of the graph window (only available if more than 10
accounts are included in the graph).
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Features of QuickInsight graphs
These features are common to all QuicklInsight graphs:

m  Every graph window, except for the Net Worth and the Budget vs. Actual graphs,
shows a bar graph in the top part of the window and a pie chart in the bottom half.

The bar graph usually shows totals. For example, the Income and Expense graph shows
the total for income and the total for expenses in each month of the period.

The pie chart shows a breakdown of the information shown in the bar graph; each pie
slice in the Income and Expense graph represents a type of income or expense. The
legend to the right of the pie chart shows you which income or expense account
corresponds to the color shown in the pie chart; it also shows you what percentage of
the pie each slice represents.

m  Every graph window has a button bar with buttons you can click to customize the
graph. For example, you can change the time period shown in the graph by clicking the

Dates button. If you want the pie chart to show a breakdown by customer or class
rather than a breakdown by account, just click By Customer or By Class.

m  Just as you can use QuickZoom in a report to get more detail on the numbers, you can
use QuickZoom in a graph to see the numbers behind the picture. When you double-
click a bar or pie slice, QuickBooks shows you the numbers represented by that graphic
image. For example, the pie chart legend tells which income/expense accounts are
represented by each pie slice, and tells you what percentage of the whole is represented
by each slice. When you zoom in on a pie slice, you can find out exactly how much
you received or spent (in dollars) for each account.

Customizing graph data
To display income accounts instead of expense accounts:
1 Click Income at the bottom of the graph window.
2 Click By Customer.

QuickBooks changes the pie chart to display income by customer.
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7 Quicklnsight: Income and Expense Graph ===
| Dates... | [ By Account | ByCustomer ]| ByClass | | Mext Group Print... Refiesh
Income and Expense by Month Fr—
October through December 2010 B Expense
$in 1,000
200
150 1
100 1
50
0
5o
oct 10 Mov 10 Dec 10

Income Summary
October through December 2010

Uchman, Roy %7844
W Rajyagury, Kamlesh 1.00

Greene, Jeremy 2.5
Total $240,796.45

By Customer

Show on Pie Chart: _[Tncome] [Expense

Using QuickZoom with graphs

To help you better understand the information shown in the graphs, QuickBooks lets you trace
graphical data using QuickZoom graphs.
To display the sales for Jeremy Greene:

1 Position the mouse pointer over the Greene, Jeremy slice of the pie chart (the yellow
portion—use the Key on the right side of the window to determine which colour
corresponds to the customer).

The pointer changes to a magnifying glass with the letter Z inside.

2 Double-click the Greene, Jeremy slice.

Note:  Ifaslice is too small to click, click on its legend representation instead.

QuickBooks displays a QuickZoom graph depicting sales for Jeremy Greene by month.

| QuickZoom Graph |E=N{E=R =

ext Group |_ [ Prigte.. ]

Gresne, Jeremy
October through December 2010

$in 1's

6,000 T
5,000 T
4,000 1
3,000 1
2,000 1

1,000 +

L]

Oct 10 Nov 10 Dec 10

3 Close the graph.
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To display a report describing the transactions for a given month:

1 Click the By Account button at the top of the Graph. Position the mouse pointer over the
bar representing December 2010.

The pointer turns into the QuickZoom symbol.

2 Double-click the bar. QuickBooks displays the QuickZoom graph. Double-click

anywhere on the pie chart.

Income Summary
Deermber 2030

3 QuickBooks displays the custom transaction detail report for the month of December

2010.

You may need to scroll down to see the entire report.

To display a transaction in the report:

1 Double-click anywhere on the line in the report for Invoice #14.

QuickBooks displays the invoice.

T4 Custom Transaction Detail Report o |[EE
Dates Total By | Total only = SortBy Defadt

1WAz AR ‘White Ridge Construction Company

i Custom Transaction Detail Report

Aerual Rasie Decambar 2010

Type *_ Date Burm Hame * __Mema Account # i v Dot Credit Balance

nvoee 128200 " Ragaguru, Kamiss Dnywal Lab Construction neame Acceunts fe 480 00 16,480 00
ot 1SN0 n Fagyagqury, Kamies Elecincal La. Construction Ncome Acotunts Re. 144000 17.920.00
Hvoice nsEme N Rajyagurs, Kamies..  Pumbng La Ascounts Re 136000 19,200.00
nvtce 152000 n Ragragury, Kamiss. Framing Lab Accounts Re. 48080 19,782 00
nvice 2S00 n Rayaguru, Kamies Dermaition L Accounts fe 1,600 00 21,3000
nvpice A2 5E0 " Rajyaguru, Kamies. Ciean Up L. Constryction ncome: Accounts Re. 800 00 215000
ot 12520 n Ragyaguu, Kamies. Admanstrabc. Construction Moome Accounts Re. 160000 750,00
hvsice s 6 Rapvagury, Kares... PariLabows  Constrscon name Accants R 128000 25.040.00
voce 121152010 n Ragyaguru, Kamies Tie Latssur Conatruction inceme 1,800 20 28,842 00
e 1282000 " Rajyagury, Kamies. Deaign Serv Cangtryction incame 288000 2652000
vt 1SRN0 " Ragyaguru, Kamies. Cabinetry & 12.800 00 4232000
nvoce eI 1 Ragyaguiu, Kamies...  Ciean Ug Na. 2000 4264000
voe 121152010 n Ragraguru, Kamies Derruitienn M = 180 80 42 B33 00
e 15200 1 Ragaguru, Kamies Dirywnl Mat AL s e 26000 43,040 00
gt 1ZYEI0N0 " Ragyagury, Kamies. Chectncal Foc Accounts He 95000 44, 000.00
it 1IN0 " Ragyagury. famies. 24000 4424000
hvoce 121153000 n Ragraguru, Kamies Framng Wat Conatruction ncome Accounts Re 2400 44 48200
nusice 125200 n Rajyagury, Kamies The Materan Canstruction neame Acesunts R 320000 AT 65D 00
nvpice TSR0 " Ragraqury, Kamies. Intericr Fines. Construction income: Accounts Re. 4,800 00 52.450.00
vt 1SN0 17 ehman, Aoy Hang Concrete Dr Constructon Rcome Accounts He 8000 £5,090.00
Wveice nsaee 12 Uchman, Aoy Harg.. EleciricalLa.  Consbruchin home Accants R 5250 5574250
hvoce 12152010 ” Uehman, Roy Hang Exterior Finim. Conatruction incame Accsunts Re 22mars
nvpce 12152000 2 Uchman, Aoy Hang Fousdation L Caastryction income Agcounts e 130500
ot 1SN0 ” Uehman, Roy Mang Frameg Lsb. Construction eome Accounts He 247500
nvoce I n Wehman, Hoy Hang Landscasry Censtructon noome Acceunts He 130500
fvsiee 13nsI010 12 Uehman, Ray Hasg " A n BeB3S
nvnee 128200 7 Uehman, Aoy Hang Reafng Lab Construction neame Acceunts fe 1.305 00
ot 1SN0 ° Bchman, Roy Hang Supervacn Construction NCome Accounts Re. 50000
Nvdate 1IN0 L Wchman, Hoy Marg. Dagror Fine. Acciunts e 455000
nvtce 152000 2 Uchman, Roy Hang Fousdation U Accounts Re. 247500
nvice 2S00 L3 Uchman_ Aoy Hang Emctrizal Fi Accounts fe B43 50 76,932 00
nvpice 12 5E00 17 chman, Aoy Hang. Rogfing Mat. Accounts Re. 3.960.00 80,682.00
nviace 1ZNEDN0 L Behman, Aay Matg Fntal Lave Canstructon ncame Accounts He LAEE 5050
hvaice e M Gretne, Jeremy K. Cobinelry B Conslructon ame Accants R 800060 SN

D 40 [T T 536,50 BT 53850
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Preferences (=3
B2 Accounting My Preferences | Company Preferences
% Cheauing [ Prompt me to modify report options before opening a report Exc
z
T ) p
=3 Desktop View Reports and Graphs Graphs Only
% Finance Charge \When a report or a graph needs to [] braw graphs in 2D (faster) Default
B General be refreshed: [] Use patterns
‘.'g'i Integrated Applications @) Prompt me to refresh Also See:

() Refresh automatically
() Don't refresh

Click Help for information about
refreshing a large report.

‘ Items & Inventory
|=t Jobs & Estimates
Ej Multiple Currendies
@ Payroll & Employees
T Reminders

General

1 Sales & Customers
l§| Sales Tax

Send Forms

% Service Connection

E Speling

] Time &Expenses

2 From the Window menu, choose Close All.

3 Click Home in the icon bar to display the Home page.

Customizing how graphs display
You can customize graphs to control what data they include and how the data is displayed. In
this exercise, you’ll change the display from three-dimensional (3D) to two-dimensional (2D)
graphs.

To change from 3D to 2D:

1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window. Make sure the “My Preferences” tab is
chosen.

2 Inthe left panel, click Reports & Graphs.
QuickBooks displays the Preferences window for Reports and Graphs.

B Accounting My Preferences | Company Preferences |

% Chequing [ Prompt me to modify report options before opening a report Cancel

» e ]
i Hel

" Deskto View Reports and Graphs Graphs Only “

% Finarce Crarse When a reportor a graph nesds to Ebraigzhen D st | [ pefait |

P General h,E refreshed: [7] Use patterns

48 integrated Applications ©) Prompt me to refresh o

) Refresh automatically
() Don't refresh

Click Help for information about
refreshing a large report.

g Items & Inventory General
= Jobs & Estimates
E Multiple Currencies
Q Payroll & Employees
Ty Reminders

1. Reports & Graphs
3 Sales & Customers
|g| Sales Tax

m Send Forms

% Service Connection
E Speliing

1] Time &Expenses
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3 Click “Draw graphs in 2D (faster).”

A checkmark appears in the checkbox to indicate that Draw graphs in 2D (faster) is
selected.

4 Click OK.
5 From the Reports menu choose Sales. Then choose Sales Graph.
6 Click the Dates button to select Next Year and click OK.

QuickBooks displays the sales graph in 2D.

7] QuickInsight: Sales Graph e
| Dates... | [ By Item ]| By Customer | ByRep | ext Group | Print... | [Refresh|
- - Salas_by Month
January through December 2010 __Dnllar Sales
$in 1,000's
200

150

100

50

Jan 10 Feb 10 Mar 10 Apr 10 May 10 Jun 10 Jul 10 Aug 10 Sep 10 Oct 10 Nov 10 Dec 10

Sales Summary

January through December 2010 u Eli::chtaﬂ?lapt\;ﬂgéa—tggading %42;::5
Direct Labour 26.53

W 02 Site Wark 0.36

M Indirect Labour 0.25

B Plumbing Retail 0.04

Total §416,481.30

By Item

Displaying graphs in 2D often allows your computer to draw them on your screen faster
than displaying them in 3D.

6 Close the graph.
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Lesson objectives

m  To get an overview of inventory in QuickBooks

m  To practice filling out a purchase order for inventory items

m  To track the receipt of the inventory items in QuickBooks

m To adjust inventory manually, to enter a stock loss or increase

m  To create, build, and edit inventory assemblies (finished goods) (QuickBooks: Premier
or higher)

m  Toset up and use units of measure

Supporting materials

®  Handout 5: Inventory workflow

m  Handout 6: Group vs. inventory assembly items
m  PowerPoint file: Lesson 10

®  Video tutorial: Inventory Basics: Overview

®  Video tutorial: Inventory Basics: Set up

®  Video tutorial: Buying and selling inventory

®  Video tutorial: Using reports to manage inventory

Instructor preparation
B Review this lesson, including the examples, to make sure you’re familiar with the
material.
m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m  Have handouts 5 and 6 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file

matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

2 Select Restore a backup copy and click Next.
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Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
In the Open or Restore Company window, click Next.

Navigate to your C:\QBtrain directory.

0o N o o0~ W

In the File name field of the Save Company File as window, type lesson 10 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.

Turning on the inventory feature

The QuickBooks inventory feature is turned on in your exercise file, but you’ll review how to
turn on this feature so you become familiar with QuickBooks preferences. If you need to track
inventory for your company, you can turn the feature on while completing the EasyStep
Interview. If you want to turn on the inventory feature after you’ve completed the EasyStep
Interview, follow this procedure.

To turn on the inventory feature:

1 From the Edit menu, choose Preferences.

2 Select Items & Inventory from the left panel.
3 Click the Company Preferences tab.

Note:  Only the QuickBooks Administrator can change company preferences.

4  Click the “Inventory and purchase orders are active” checkbox to select it. A checkmark
shows that the inventory feature is turned on.

5 Click OK.

Entering products into inventory

QuickBooks uses the average cost method to determine the value of inventory (rather than
another method such as FIFO or LIFO). The average cost of an inventory item equals the total
cost of the items currently in stock, divided by the number in stock.

Many small businesses that stock inventory don’t know the number of units they have on
hand or on order at any given time, and have no way of getting that information quickly.
Using QuickBooks to manage your inventory, you’ll be able to track the number of items in
stock and the value of your inventory after every purchase and sale. As you order inventory
items, receive the items, and later sell the items from inventory, QuickBooks tracks each
inventory-related transaction. You will know the status of your inventory and will have a
more accurate picture of your business’s assets.

235



LESSON 10

Refer to the diagram on Handout 5, “Inventory workflow” for the following discussion.

To track inventory, you must enter each product into the Item list as an inventory part. Once
you enter a product, QuickBooks tracks it as you sell or reorder the product.

To enter a product into inventory:

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

2 Click the Item menu button, and then choose New.
QuickBooks displays the New Item window.

A New Item [= =]
i
Gervie . W Uze f'or SEMVICES you d1arge for or purchase, like

specialized labour, consulting hours, ar Cancel
professional fees.
Inventory Part ]
Inventory Assembly bext
g?;:;? éi?:;rey Part | S Custom Fields
Subtotal ]
Group Speling
Discount
Payment
Sales Tax Item

Sales Tax Group
is service is used in assemblies or is performed by a subcontractor or partner

Ttem is inactive

Description Rate 0.00
Tax Code S -

Account -

How can I set rates by customers or employees?

You’ll enter one new item into your inventory.
3 Inthe Type field, choose Inventory Part from the drop-down list.
QuickBooks changes the New Item window to accept information for an inventory part.
2 Mew ftem (=[]

Use for goods you purchase, track as inventory, and resell,

Inventory Part - —————
Cancel
Mext
Ttem MameMumber Subitem of Manufacturer's Part Number

Custom Fields
Spelii
Unit of Measure I&I

Enable...

Purchase Information Sales Information Item is inactive

- . Destription on Sales Transactions
Description on Purchase Transactions P

Cost 0.00 Sales Price 0.00

Purch Tax Code |5 - Tax Code 5 -

COGS Account Cost of Goods Sold - Income Account -
Preferred Vendor -

Inventory Information
Asset Account Reorder Point  On Hand Total Value  As of
Inventory Asset - 0.00 0.00 | | 12/31/2010[E]
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In the Item Name/Number field, type Cab 2015 (2015 is the style number).

Select the “Subitem of” checkbox, and then choose Materials Heading:Cabinets from the
drop-down list.

Note:  You can use the Manufacturer’s Part Number field to specify the part number
the manufacturer uses. This can simplify reordering.

In the “Description on Purchase Transactions” field, type Kitchen Cabinet #2015, and
then press Tab to move to the Cost field.

Notice that QuickBooks fills in the Description on Sales Transactions field with the same
description you entered for the purchase side. You can leave the sales description the
same or change it later.

In the Cost field, type 169.
In the Purchase Tax Code field, type G.

In the Preferred Vendor field, choose Barata’s Building Supplies from the drop-down list.
Or, type the first few letters of your selection and QuickBooks fills in the rest.

In the Sales Price field, type 225.
In the Tax Code field type G.
In the Income Account field, choose Construction Income.

Press Tab to move to the Asset Account field.

Inventory Asset was filled in when you selected Inventory Part as the type of item. Leave
this default setting.

In the Reorder Point field, type 15.

The Reorder Point is the minimum quantity of a particular inventory item that you want
to have in stock at any given time. When the quantity reaches the reorder point, it's time
to order more of the item. By using your Reminders list, you can have QuickBooks
remind you when it's time to reorder a particular item.

In the On Hand field, type 20, and then press Tab to move to the Total Value field.

Notice that QuickBooks has calculated the value of your item by multiplying the number
in the On Hand field by the number in the Cost field.
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Your New Item window should resemble the following figure.

o = Es
Inventory Part . | Use for goods you purchase, track as inventory, and resell.
| Cancel |
| MNext |
Item Name Number | Subitem of Manufacturer's Part Number |7Id|
Custom Fi
Cab 2015 Materials Heading:Cabinets ustom Fields
Unit of Measure | Spelling |
Enable...
Purchase Information Sales Information Item is inactive

- . Description on Sales Transactions
Description on Purchase Transactions P

Kitchen Cabinet #2015 Kitchen Cabinet #2015
Cost 169.00 Sales Price 225.00
Purch Tax Code |G - Tax Code G -

COGS Account | Cost of Goods Saold w | Income Account | Construction Income =

Preferred Vendor =
Inventory Information
Asset Account Reorder Point  On Hand Total Value  Asof
Inventory Asset - | |15 20 3,380.00 | | 12/31/2010E]

16 Click OK to close the New ltem window.

QuickBooks adds the new item to the Item list.

17 Close the Item list.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the inventory item.

Account Title Debit Credit
Opening Bal Equity $3,380.00
Inventory Asset $3,380.00

When you want to check on the status of your inventory stock, you can create a stock
| status by item report. For every item in your inventory stock, the report gives you the
reorder point, the current quantity on hand, the average cost to date, the quantity on
order (and expected date of receipt), and the average sales per week.

-
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Ordering products

Once you enter your current products and vendors into the Item and Vendor lists, you’ll need
to order products to keep your inventory stocked.

QuickBooks doesn’t require you to use purchase orders, but you may want to recommend
their use for students who track inventory. Using purchase orders lets you see items you have
on order and when they’re due to be received. You can also check items you receive against
the PO.
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If students don’t order items in advance or don’t want to use purchase orders, they can buy

inventory directly by writing a cheque or entering a credit card transaction.

Creating purchase orders

When you order items from a vendor, you create a purchase order.

To order a product using a purchase order:

1 From the Vendors menu, choose Create Purchase Orders.

QuickBooks displays the Create Purchase Orders window.

& Create Purchase Orders =2 =R ===
40 Previous B Nedt <5 Print + 2 E-mail v| #) Find [& Spelling B History ?
Wendor Ship To Template | Print Preview

| - ~ | |Custom Purchase O... w

Date
Purchase Order 10

White Ridge Construction Company
5673 Commerdal Blvd.
Vancouver, BC V2W 5G5

Item Description Qty Rate Customer Amount Tax
Vendor 0.00 |yie
Message

0.00
Total
/| To be printed To be e-mailed Vendor Tax Code -
Memo | Save & Close | [ Save & New ] | Clear |

You use the Create Purchase Orders window to enter the products you wish to order, the
quantities, and the vendor. As you fill in this information, QuickBooks automatically
calculates purchase order number, item cost, and total cost.

Notice that QuickBooks has already entered today’s date and a sequential purchase order
number.

2 Inthe Vendor field, choose Barata’s Building Supplies from the drop-down list.
Notice that QuickBooks displays all of the information about Barata’s Building Supplies
in the appropriate places on the purchase order form.

3 Inthe Item column, select Exterior Materials Heading:Exterior Frame from the drop-
down list.

4 Inthe Qty field, type 10.

5 Inthe Vendor Message field of the purchase order, type Please rush ship this order.
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Your Purchase Order should resemble the following figure.

< Create Purchase Orders =a(EcR(ExT)|
& Previous [ Next &5 Print ~ &) E-mail ~ | %) Find [ Spelling % History [3£ Customize ~
Vendor Ship To Template | Print Preview
Barata's Building Supplies - Custom Purchase O... =
Date
Purchase Order 12312010 [@| |10
Barata's Building Supplies White Ridge Construction Company
4335 King Edward Ave. 5673 Commercial Blvd.
Maple Ridge, BC Vancouver, BC V2W 565
V2H 4G4
Item Description Qty Rate Customer Amount Tax |
|Exterior Ma... |Standard exterior door frame 10 129.95 1,299.50 |G | o
Vendor  (Please rush ship this order]| GST (ITC) 5.0% 64.98 [yie
Message
0.00
Total 1.364.48
V| To be printed To be e-mailed Vendor Tax Code -
Mema | Save & Close | [ Save & New ] | Clear

6 Click Save & Close to record the purchase order.

After you have created a purchase order, QuickBooks adds an account to the chart of accounts
called Purchase Orders. This is a non-posting account and does not affect your balance sheet
or income statement. The Purchase Orders account is used to produce a QuickReport showing
current purchase orders so you always know what is on order.

Getting a report of purchase orders

To get a chronologically ordered report of all the purchase orders you
have written:

1 From the Lists menu, choose Chart of Accounts.

2 Inthe chart of accounts, scroll down to the bottom of the list and click on Purchase
Orders once to select it.

By default, QuickBooks lists non-posting accounts at the bottom of the list.
3 Click the Reports menu button and choose QuickReport: Purchase Orders.

QuickBooks displays a report of all purchase orders. If necessary in the Dates field
choose “Next Fiscal Year”.
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Tl Acceunt QuickReport =n| Eow ="
| Modify Report... | | Memorize. .. || Print... || E-mail » || Export... | | Hide Header | | Refresh |
Dates = | From |01/01/2010 [E] To | 12/31/2010 [E] Sort By |Default -
Z20PM White Ridge Construction Company
07120109 Account QuickReport
Accrual Basis As of December 31, 2010
@ Type @ Date + Num = Name @ Memo @ Split @ Amount *
Purchase Orders
» Purchase Order 01/04/2010 1 All Subs Estimate 1 -SPLIT- -18,123.00 4
Purchase Order 01/04/2010 2 Craig's Lumber Estimate 1 -SPLIT- -23,983.50
Purchaze Order 0118/2010 3 Barata's Building S...  Estimate 2 -SPLIT- -14 450.00
Purchase Order 02M8/2010 4 All Subs Sales Order 1 -SPLIT- -12,232.50
Purchase Order 05/01/2010 5 All Subs Estimate 3 -SPLIT- -13,072.50
Purchaze Order 05/01/2010 [ Barata's Building S...  Estimate 3 -SPLIT- -19,267.50
Purchase Order 11262010 7 Craig's Lumber Estimate 4 -SPLIT- -15,067.50
Purchase Order 11302010 g Barata's Building S... Estimate 5 -SPLIT- -40,845.00
Purchase Order 121572010 9 Dobson's Exteriors -SPLT- -28,250.00
Purchase Order 120312010 10 Barata's Building 5... -SPLIT- -1,354.48
Total Purchase Orders -184,305.98
TOTAL -184,305.95

Notice the purchase order you have just created is at the bottom of the report.

4 Close the QuickReport.

5 Close the chart of accounts.

Receiving inventory

When you receive the items you have ordered with your purchase order, you have to enter the

items into inventory. You can receive items with a bill or without a bill.

This exercise shows you how to enter into QuickBooks inventory items you’ve received when

the bill for those items will follow later.

To receive inventory without a bill attached:

1 From the Vendors menu, choose Receive Items.
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QuickBooks displays the Create Item Receipts window.

1) Create frem Receipts =n|Echr=")
4 Previous [ Mext | %, Find By History |5 Journal
B Credit Bill Received
Vendor hd Date 12/31/2010 .
Item Ref. No.
L]
Receipt Totl  0.00
Memo Received items (bill to follow)
Expenses 50,00 | Ttems $0.00
Item Description Q.. Cost Tax Amount Custo...  Billable? |
Select PO Receive A Show PO Time
Vendor Tax Code - 0.00] | Ed
0,00
Clear Splits | | Recalculate Save & Close | [ Save & Mew ] | Clear

The Create Item Receipts window lets you enter information for inventory parts you’ve
received.

2 Inthe Vendor field, choose Barata’s Building Supplies from the drop-down list and press
Tab.

QuickBooks tells you that there are open purchase orders for this vendor and asks if you
wish to receive against one of these orders.

3 Click Yes.
QuickBooks displays the Open Purchase Orders for Barata’s Building Supplies.

Open Purchase Orders (=3
V=4 llE=rata's Building Supplies -
Select a Purchase Order to receive —_———
Cancel
< Date PO Na. Memo [ concel |
[ [0i/i6/2010 3 Estimate 2 | help
05/01/2010 5 Estimate 3
11/30/2010 8 Estimate 5
12/31/2010 10

4  Click the purchase order (#10, dated 12/31/2010) to select it.

QuickBooks places a checkmark in the left-most column for the item selected.

5 Click OK to move the information to the item receipt.

The Create Item Receipts window should resemble the following figure.
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1) Create frem Receipts =n|EoR ==
4 Previous [ Mext | ) Find %y History =] Journal
B Credit Bill Received
Vendor Jarata's Building Supplies - Date 12(31/2010 .
Item Ref. No.
L]
Receipt Total  1,364.48
Memo  Received items (bill to follow)
Expenses 50,00 | Items %$1,299.50
Item Descr... Q.. Cost Tax Amount Cust... Bil... POMo.
Exterior Materi... [Standa... | 10 129,95 |G ‘ 1,299.50 ‘ 10 o
[ selectPo | [ Clear Qtys | [ ShowPo | Time
Vendor Tax Code - GST (ITC) 5.0% 54.98 Edit
0.00
| Clear Splits | | Recalculate | | Save & Close | [ Save & Mew ] | Clear

6 Click Save & Close to process the receipt.

QuickBooks processes the items and adds them to your inventory. If you display the Item
list, you’ll see that you now have 10 additional door frames on hand.

Entering a bill for inventory

If you've entered an item receipt for inventory, but the bill hasn't arrived yet, you can still
record the bill amount in QuickBooks. Entering the bill as shown in this exercise records the
amount in your accounts payable account so you can track how much you owe.

When the bill comes, you pay the bill just like you would pay any other bill in QuickBooks
(from the Pay Bills window).

To enter the bill:

1 From the Vendors menu, choose Enter Bill for Received Items.

QuickBooks displays the Select Item Receipt window, where you can select the vendor
and the item for which you have a bill.
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Select Itern Receipt

Vendor

-

Choose the Item Receipt which corresponds to your bill

Date

Ref MNo.

Memao

Cancel

Help

2 Inthe Vendor field, select Barata’s Building Supplies in the drop-down list and press

Tab.
QuickBooks fills in the Date and Memo fields with information that corresponds to your
bill.
3 Select “Received items (bill to follow),” dated 12/31/2010.
Select Itern Receipt (3]
vendor Barata's Building ... =
Choose the Item Receipt which corresponds to your bill | Cancel |
| Date Ref Mo. Memo
— | Help |

Received items (bill to f...

4  Click OK.
QuickBooks displays the Enter Bills window.
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1) Enter Bills [E=R|ESRE=T
@ previous [P Next ‘ a Find Qh History
B Credi /| Bill Received
"=, 8Barata's Building Supplies hd Date 12/31/2010
Barata's Building Supplies Ref. No.
frrEs 4895 King Edward Ave.
Maple Ridge, BC Amount Due  1,364.48
V2H 4G4
Bill Due 01/30/2011 [&]
Terms  Net 30 ~  Discount Date
Memo
Expenses $0.00 | Ttems $1,299.50
Item Description Qty Cost Tax Amount Customer:Job Bil... PO MNo. |
|Exterior Material... |Standard exterior door frame 10 129.95 G 1,299.50 10 |~
| Select PO | | Clear Qtys | | Show PO Time
Vendor Tax Code - GST (ITC) 5.0%: 64,98 Edit
0,00
Clear Splits Recalculate | Save & Close | [ Save & MNew ] ‘ Revert

Click Save & Close.

If necessary, click Yes in the Recording Transaction window.

QuickBooks changes the item receipt to a bill in the Accounts Payable account and lists
the bill in the Pay Bills window. If you look at the Accounts Payable, you’ll see that the
balance increased by $1364.48, based on the bill entered for Barata’s Building Supplies.

Because you must have inventory on hand before you can enter a sale for inventory parts,

we recommend that you enter your item receipts before entering sales.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the bill payment.

Account Title Debit Credit
Accounts Payable $1364.48
Inventory Asset $1299.50
GST Payable $64.98
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Manually adjusting inventory

When you have spoilage or send out samples of your products, you can adjust your inventory
manually.

To adjust the inventory manually:

1 Onthe Home page, in the Company area click Adjust Quantity On Hand.
QuickBooks displays the Adjust Quantity/Value on Hand window.

&, Adjust Quantity/Value on Hand [= ==
& Previous [ Next

Adjustment Date | 12/31/2010 [E]
Ref, Mo, 1 Customer:Job || -

Adjustment Account -

Item Description Current Qty MNew Qty Qty Difference |

Exterior Mat... |Standard exterior do...
Lighting Retail
Lighting Reta... |Standing Lamp - Halo...
Lighting Reta... |Standing Lamp

Lighting Reta... |Table Lamp - Tiffany
Lighting Reta... |Table lamp

Lighting Reta... |Track Light - 3 ft
Lighting Reta... |Track light - 5ft
Lighting Reta... |Art Deco 8"

L
]

[ RS T T S )

Value Adjustment Memo

Total Value of Adjustment 0.00

|5gve&CIose |[ Save & Mew H Cancel |

The Adjust Quantity/Value on Hand window lets you enter the adjustment account, and
either the New Qty or the Qty Difference.

Since two wood interior doors were damaged, you’ll adjust the inventory account to
remove two doors.

You may want to point out to students that they can also adjust inventory value without
affecting quantities by selecting the Value Adjustment checkbox.

2 Inthe Adjustment Account field, type Inventory Adjustment and press Tab.

3 Inthe Qty Difference column for Materials-Heading:Wood Door: Interior Wood Door,
type —2 (the number of damaged doors), and then press Tab.

QuickBooks calculates the value adjustment and decreases the inventory by two items.
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2, Adjust Quantity/Value on Hand = | o=
% Previous [ Next
Adjustment Date | 12/31/2010
Ref, Mo. 4 Customer:Job -
Adjustment Account | Inventory Adjustment -
Item Description Current Qty Mew Qty Qty Difference |
..o | I«
Materials Headin... 0
Materials Headin... |Brass door hinges 200
Materials Headin... |Door pulls for kitche... 100
Materials Headin... |Standard interior do... 50
Materials Headin... |Exterior Locking do. .. 50
Materials Headin... 0
Materials Headin... |Exterior Wood Door 10
Materials Headin... |Interior Wood Door 25 23 -2
Plumbing Retail 0 il
Value Adjustment Memo
Total Value of Adjustment -159,90
Save & Close | [ Save & MNew ] | Cancel

4  Click Save & Close.

When you record the transaction, QuickBooks creates a journal entry. The following
table shows the journal entry for the inventory adjustment.

Account Title Debit Credit
Inventory Asset $159.90
Inventory Adjustment $159.90

The inventory valuation reports in QuickBooks break down the value of your
inventory and give you several statistical measures of its value. The valuation
summary report shows the quantity on hand, average cost, asset value, % of total
asset value, retail value, and % of total retail value for each of your inventory
items. The valuation detail report lists the opening balance, ending balance, and
every transaction (purchase or sale) that has affected the inventory value of each
inventory item during the period of time covered by the report.

2
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Tracking finished goods

QuickBooks: Premier products let you track the building and sale of finished goods using
assembly items. When you define assembly items, you tell QuickBooks how many of each
inventory item is needed to create the finished product.

247



LESSON 10

Inventory assembly items allow you to create an item that contains assembled material units
(finished goods) you buy or produce, track as inventory, and resell. You can keep track of
how many items remain in stock after a sale, how many items you have on order, your cost of
goods sold, and the value of your inventory. Note that inventory assembly items in
QuickBooks are appropriate for indicating “light” assembled items on sales forms and in
reports. QuickBooks does not track inventory throughout a manufacturing process.

You must have a QuickBooks: Premier product to create and build inventory assembly items.
Afterwards, you can use any desktop for Windows edition of QuickBooks to view, sell, and
report on existing assembly items.

Deciding whether to use group items or create inventory assemblies

Both group items and inventory assembly items record a group of items as a single entry on
purchase or sales forms in QuickBooks. (Group items are available in QuickBooks: Pro and
higher editions.)

Refer to Handout 6, “Group vs. inventory assembly items” for more information about
choosing between group and inventory assembly items.

Using group items

Group items are useful for quickly entering a group of individual items that you've already set
up as single items on your list and often sell together.

Group items let you track the items you sell in greater detail. For example, a construction firm
that remodels houses could set up a group item that lists the significant components of a
remodeling job: lumber, carpentry hours, markup, etc. Sales reports for the company would
then show income broken down by each component instead of a single lump sum for all
remodeling jobs.

If you need to track a lot of detail about your items but you also want to give your customers
simple, uncluttered invoices, you can use group items to do both. You can set up a group item
so that the printed version of an invoice reduces a group item to a single line item and one
amount. Yet when you view the invoice on your screen, you see a separate line entry and
amount for each item in the group.

Group items also give you a way to enter a great amount of line item detail quickly. On a
sales or purchase form, all you have to do is enter the name of the group item— QuickBooks
fills in all the details about the items in the group for you.

Using inventory assemblies

When you build an assembly, an assembled unit is automatically added to quantity on hand
and its component parts (inventory items or other assembly items) are automatically deducted
from quantity on hand. By using assembly items, you always know how many assembled and
component items you actually have in stock.

You can specify a price for an assembly that's different than the sum of component items.
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You can easily access the date items were assembled, quantity and cost of assembled items,
and a detailed bill of materials.

You can set a build point and QuickBooks will automatically remind you to build finished
goods when stock is running low. At build time, QuickBooks will notify you if you don't have
enough component items in stock to build the specified number of assembly items.

Note: The ability to create inventory assemblies is available only in QuickBooks:
Premier and higher. To proceed through this exercise, you must be using a
QuickBooks: Premier or higher edition.

Setting a default markup

With QuickBooks, you can add a markup to your basic costs by entering a default markup
percentage. QuickBooks uses this percentage to calculate the sales price of items that have
both a cost and a sales price.

You'll see the effect of the default markup percentage when you create inventory part, non-
inventory part, service, and other charge items. When you enter the item's cost, QuickBooks
calculates the sales price and enters it in the Sales Price field. For example, entering a cost of
$10.00 when the markup is 25% causes QuickBooks to fill in the sales price as $12.50. If you
don't want to use the default markup for an item, you can change the sales price that
QuickBooks fills in.

To set the default markup percentage:

1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the left panel.

3 Click the Company Preferences tab.

4 In the Default Markup Percentage field, type 20 and press Tab.
5

In the Default Mark Account, select Mark Up Income.

Your screen should look like this:

Preferences ==
¥ Accounting My Preferences Company Preferences
% Bills Time tracking Cancel
Chequin: —_———
- ading Do you track time? Help
#31 Desktop View
) 9@ Yes Mo P ———
% Finance Charge Default
B General Eirst Day of Work Week Monday -
'.'E'i Integrated Applications Also See:
Items & Inventor
‘ v Invoicing options General
|=t Jobs & Estimates
Create invoices from a list of time and expenses Sales and

1_5 Multiple Currencies Customers

q Payroll & Employees Track reimbursed expenses as income

@ Reminders

¥ Reports & Graphs

1 Sales & Customers
lg| Sales Tax

send Forms

% Service Connection
E Spelling

Time & Expenses

Jobs and

Default Markup Percentage | 20.0% Estimates

Default Markup Account Mark Up Income -
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6 Click OK.

You’ll see the affects of this markup percentage in the next exercise.

Adding a labour item to use in assemblies
Suppose you have plans to sell all the items needed for installing a door as a kit. You’ll also
need to account for the labour needed to assemble the kit. To do this, you’ll create an
“Assembly Labour” item.

To create a labour item to use in assemblies:

1 From the Lists menu, choose ltem List.

2  Click the Item menu button and select New.

QuickBooks displays the New Item window.
3 Inthe Type field, select Service.
4 Inthe Item Name/Number field, type Assembly Labour.

5 Click the checkbox for “This service is used in assemblies or is performed by a
subcontractor or partner.”

The New Item window expands so you can enter details that will be used for this item in
both sales and purchase transactions.

S o= es
Servi Use for services you charge for or purchase, like
ervice - ot - :
spedialized labour, consulting hours, or professional | Cancel |
fees,
| Mext |
Ttem MName Mumber Subitemn of —ld
Assembly Labour | Custom Fields |
| Speling |

Unit of Measure

Enable...

Item is inactive

/| This service is used in assemblies or is performed by a subcontractor or partner:

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Cost 0.00 Sales Price 0.00
Purch Tax Code |5 - Tax Code 5 -
Expense Account - Income Account -
Preferred Vendor -

How can I set rates by customers or employees?

6 Inthe Description on Purchase Transactions field, type Direct Labour, and then press
Tab.

7 Inthe Cost field, type 20, and then press Tab.
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QuickBooks automatically enters the Sales Price based on the 20% markup you set in the
Company preferences.
8 Inthe Purchase Tax Code, and the Tax Code fields type G.
9 From the Expense Account drop-down list, choose Payroll Expenses.
10 From the Income Account drop-down list, choose Construction Income.

Your screen should look like this:

S =]
Servi Use for services you charge for or purchase, like
ervice - E : . —_—
specialized labour, consulting hours, or professional —
fees.
Mext
Item Name/Mumber Subitem of —
Assembly Labour Custom Fields
Unit of Measure Spelling
Enable...

Item is inactive
/| This service is used in assemblies or is performed by a subcontractor or partner

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Direct Labour Direct Labour
Cost 20.00 Sales Price 24,00
Purch Tax Code |G - Tay Code s -
Expense Account | Payroll Expenses hd Income Account | Construction Income =
Preferred Vender -

How can I set rates by customers or employess?

11 Click OK.

Creating inventory assembly items

Creating assembly items in QuickBooks is a two-part process: first you define an assembly
item, and then you build the assembly. Assembly item units are not added to inventory and
assembly components (inventory parts or other assemblies) are not deducted from inventory
until you build the assembly.

Inventory assembly items can include inventory part and other assembly items. You can also
include the costs associated with building the assembly item by adding non-inventory part
items, service items, and other charge items to the Bill of Materials.

All items included in an inventory assembly item must be defined in the Item list. You can
define them before you create the inventory assembly item, or as you create the assembly
item.

In addition to selling individual items, White Ridge sells pre-assembled exterior door kits. In
this exercise, you define the assembly item for the exterior door kits. All of the component
items are already defined in the Item list.
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To create an inventory assembly item:

1 Inthe Item List, click the Item menu button and select New.
QuickBooks displays the New Item window.

2 Inthe Type field, select Inventory Assembly.

3 Inthe Item Name/Number field, type Exterior Door Kit.

4  Type 335.82 in the Cost field, and then press Tab twice.

QuickBooks calculates the Sales price based on the cost you enter in this field and the
default markup percentage as set in the company preferences. Leave the COGS Account
as is.

5 Inthe Description field, type Complete exterior door kit and press Tab.
6 Verify “S” is shown in the tax code field.

The New Item window should resemble the following graphic.

dib New Item = fe =]
Inventory Assembly _Llse for inventory items that you assemble from other inventory
items and then sell. Cancel
What's the difference between an Inventory Assembly and a Group?
) Mext
Ttem Name/Mumber Subitem of R ———
Exterior Door Kit Custom Fields
I purchase this assembly item from a vendor Speling
Unit of Measure Print...
Enable...
Item is inactive
Cost What s this cost? COGS Account
335.82 Cost of Goods Sold -
Description

Complete exterior door kit

Sales Price Tax Code Income Account
402,93 5 - -
Bill of Materials
Item Description Type Cost Qty Total | Edit Item...
-
Full View...
Total Bill of Materials Cost: 0.00

Inventory Information
Asset Account Build Point On Hand Total Value  Asof

Inventory Asset - 0.00 0.00| | 12/31/2010

QuickBooks allows you to set any price for assembled items; the price is independent of
the sales price of the component items. You could change this amount if you wanted.

The Sales Price reflects the cost plus the 20% markup you entered in preferences, so
leave it as is.

In addition, the tax code for the assembled item and the component parts can be different.
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7 Inthe Income Account field, select Construction Income from the drop-down list.
8 In the Bill of Materials section click in the Item column.

9 Inthe Item drop-down list, select Exterior Material Heading:Exterior Frame.

10 In the Qty field, type 1, and then press Tab.

11 Inthe Item drop-down list, select Materials Heading:Hardware:Doorknobs Locking.
12 In the Qty field, type 1, and then press Tab.

13 In the Item drop-down list, select Materials Heading:Hardware:Brass Hinges.

14 In the Qty field, type 3, and then press Tab.

15 In the Item drop-down list, select Materials Heading:Wood Door:Exterior Door.
16 In the Qty field, type 1, and then press Tab.

17 In the Item drop-down list, select Assembly Labour.

18 In the Qty field, type 2, and then press Tab.

The New Item window should resemble the following graphic.

b New ftem =i =]
Inventory Assembly = _Llse for inventory items that you assemble from other inventory
items and then sel. Cancel
What's the difference between an Inventory Assembly and a Group?
) Mext
Ttem Name /Mumber Subitem of R ———
Exterior Door Kit Custom Fields
I purchase this assembly item from a vendor Spelling
Unit of Measure Print...
Enable...
Item is inactive
Cost What is this cost? COGS Account
335.82 Cost of Goods Sold -
Description

Complete exterior door kit

Sales Price Tay Code Income Account
402.98 5 - Construction Inco...
Bill of Materials
Item Description Type Cost Qty Total | Edit Item...
Materials He... |Brass door hinges |Inv Part 1.99 3 597 &« ————
Materizls He... |Exterior Wood D... |Inv Part 119.95 1 119,95 FLNITES
Assembly La... |Direct Labour Service 20,00 2 40,00
- 4 8
Total Bil of Materials Cost: 335.82
Inventory Information
Asset Account Build Paint On Hand Total Value  Asof
Inventory Asset - 0.00 0.00 | 12312010

19 Click OK to add the Assembly item to the Item list.

253



LESSON 10

You can edit the Bill of Materials for an assembly item at any time. However, assembly
revision history is not tracked; if you need to build a previous version of an assembly, you
need to edit the assembly and reenter the original bill of materials.

Entering the build point

You can have QuickBooks remind you to build this assembly when your inventory quantity
reaches a certain level. (Assembly Items to Build must be turned on in the Company
Preferences Reminders.) QuickBooks will remind you to build when the combined value of
the quantity on hand and the quantity on order (from a purchase order) falls below the value
displayed in the Build Point field. Reminders appear in the Reminders window. In
QuickBooks: Premier or Enterprise Solutions editions, you can rebuild directly from the
Reminders list in any of these windows.

To enter the build point:
1 Onthe Item List select the Exterior Door Kit, click the Item button and select Edit Item.
2 Inthe Build Point field, type 5 and press Tab.

The New Item window should now resemble the following graphic.

b Edit Irem ===
Inventory Assembly _Llse for inventory items that you assemble from other inventory
items and then sell. Cancel
What's the difference between an Inventory Assembly and & Group?
) Custom Fields
Ttem Name MNumber Subitem of R ———
Exterior Door Kit Speling
1 purchase this assembly item from a vendor Print...
Unit of Measure L
— Item is inactive
Enable...
Cost What is this cost? COGS Account
335.82 Cost of Goods Sold -
Description

Complete exterior door kit

Sales Price Tay Code Income Account
402.98 5 - Construction Inco... =

Bill of Materials

Item Description Type Cost Qty Total | Edit Item. ..
|Exterior Mat... |Standard exteri... |Inv Part 129.95 1 129.95)» —
Materials He... |Exterior Locking ... |Inv Part 33.95 1 33.95 Full View. ..
Materials He... |Brass door hinges |Inv Part 1.99 3 5.97

Materials He... |Exterior Wood D... |Inv Part 119.95 1 119.95 -

Total Bill of Materials Cost: 335.82

Inventory Information

Asset Account Build Point OnHand Avg. Cost OnP.O. On Sales Order

Inventory Asset | |5 0 335.82 0 0

3 Click OK.

4 Close the Item List.
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Building finished goods

inventory

Once you’ve defined assembly items that define the pieces you build, you are ready to enter
the builds into QuickBooks. In this exercise, you build two exterior door Kits for White Ridge.

To build an inventory assembly:

1

From the Vendors menu, choose Inventory Activities, and then choose Build Assemblies

from the submenu.

QuickBooks displays the Build Assemblies window.

In the Assembly Item field, select Exterior Door Kit from the drop-down list.

In the Quantity to Build field, type 2.

The Build Assemblies window should resemble the following graphic.

941 Build Assemblies =N EoR >
& previous [ Next
Assembly Item
Quantity on Hand: 1] Build Point: 5
Exterior Door Kit - Quantity on Sales Order: 1]
Quantity Reserved for Other Assemblies: 1]
Quantity Available: 0
Components Needed to Build Exterior Door Kit
Component Item Description Type Qty On Hand Qty Meeded
Exterior Materials He... [Standard exterior door frame Inv Part 35 0
Materials Heading:H... |Exterior Locking doorknobs Inv Part 50 1]
Materials Heading:H... |Brass door hinges Inv Part 200 1]
Materials Heading:W... [Exterior Wood Door Inv Part 10 1]
Assembly Labour Direct Labour Service 1]
Maximum number you can build from the quantity on hand: 10
Quantity to Build 2
Date Build Ref. No.
12{31/2010 1
Memo

Build &.Close | | Buid &New | |

Clear

QuickBooks warns you when you do not have sufficient inventory items on hand to

complete a build.

If you choose to build an assembly and do not have enough components in inventory to

build the number of assemblies you have specified, you can postpone the build by
marking it pending. If you don’t mark the build as pending, you have to reduce the

number of assemblies or you won’t be able to save the build.

You have enough inventory to build two assemblies, so you can proceed with the build.

Click Build & Close.
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Understanding the effect of builds on inventory

When you build an assembly item, QuickBooks decrements the appropriate number of
individual inventory items from inventory and increments the number of inventory assembly
items. It takes the inventory asset value of the component items and transfers the value to the
assembly item. The parts and the values are combined into the quantity and value of the
assembly item.

The following graphics show the number of component and built items before the build.

Hardware
Brass Hinges Brazs door hinges 200 200
Door Pulls Door pulls for kitchen cabin... 100 100
Doorknobs Standard interior doorknobs 50 50
Doorknobs Locking Exterior Locking doorknobs. 50 50
Hardware - Other 0 0

Total Hardware 400 400

Assembly
Exterior Door Kit Complete exterior door kit 0 0

The following graphics show the number of component and built items after the build.

Hardware
Brass Hinges Brass door hinges 194 194
Door Pulls Door pulls for kitchen cabin... 100 100
Doorknobs Standard interior doorknobs 50 50
Doorknobs Locking Exterior Locking doorknobs 48 48
Hardware - Other 0 0
Total Hardware 392 382

Assembly

Exterior Door Kit Complete exterior door kit 2 2

Managing pending builds

A pending build is an inventory assembly build transaction that could not be finalized because
there were not enough component parts in inventory to build the specified number of
assemblies at build time. When a build is pending, “Pending” appears in the Build Assemblies
window to remind you that these assemblies haven't been built.

If you modify or delete a previous build transaction, or change inventory quantities or the
dates of purchase orders, invoices, or sales receipts, assembly builds that were finalized could
change to pending. Finalized builds change to pending when the quantity of at least one
component drops below the quantity needed to build the specified number of assemblies on
the build transaction date. You can use the pending builds report to see a list of all builds that
are currently pending.
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In addition, you can choose to manually mark a build as pending even if you currently have
enough components in stock to build the specified quantity. This allows you to set up build
information but postpone building the assembly until later.

Disassembling inventory assemblies

There are several ways to disassemble inventory assemblies and return component items to
inventory. You can do any of the following:

m  Use the Adjust Quantity/Value on Hand window to adjust the quantity on hand for each
assembly component and the assembly item.

®  Reduce quantity to build in the Build Assemblies window and then click Build &
Close. The quantity of assembly units in inventory is decreased and the quantities of
component inventory parts are increased accordingly.

m  Delete a build transaction completely. The quantity of assembly units in inventory is
decreased and the quantities of component inventory parts are increased accordingly,
but this method completely removes the build transaction from QuickBooks and should
not be used if you want to maintain a record of the transaction.

Selling finished goods

When assembly items appear on any form (for example, a sales receipt or in a report), their
component items are hidden. Only the assembly name, description, and price appear.

If you attempt to sell more assembly units than you have available in inventory, QuickBooks
warns you that quantities are insufficient to fulfill the order. If you decide to go ahead with
this transaction, the quantity on hand for the specified assembly changes to a negative value.
You can set a build point in the Build Assemblies window to remind you when assembly
stock is getting low and you need to build more units. If you turn on reminders, a list of
assemblies that need to be built appear in the Reminders window.

Using units of measure

Note: You must be using certain editions of QuickBooks: Premier or QuickBooks:
Enterprise Solutions to follow the exercises in this section. The exercises in the
remainder of this lesson require the use of editions of QuickBooks that support
units of measure functionality. Some of the exercises require the use of an
edition that supports single units of measure; others require the use of an edition
that supports multiple units of measure. You’ll find a list of the editions that
support single and/or multiple units of measure below.
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Using units of measure can show what quantities, prices, rates, and costs are based on. You
set up the units of measure and assign them to Service, Inventory Part, Non-inventory Part,
Inventory Assembly, and Group items. Some businesses need to track transactions using only
a single unit of measure, for example, a business buys inventory by the gallon and sells by the
gallon. Service businesses also may track by only one unit of measure, such as by the hour.
Other product-based businesses buy, sell, and stock inventory items in multiple units of
measure. A business may receive inventory in one unit, store it in another, and sell and ship
the items in a third unit of measure. Service businesses might also use multiple units of
measure, for example if they bill by the hour and by the day.

QuickBooks provides two different ways or modes for assigning units of measure to items:
single unit of measure per item and multiple unit of measure per item. The following editions
of QuickBooks support only the Single U/M Per Item mode:

B QuickBooks: Premier
®  QuickBooks: Premier Non-Profit

B QuickBooks: Premier Professional Services

The following editions of QuickBooks support both the Single U/M Per Item and Multiple
U/M Per Item modes:

®  QuickBooks: Premier Accountant

B QuickBooks: Premier Contractor

m  QuickBooks: Premier Manufacturing & Wholesale

m  QuickBooks: Enterprise Solutions (all editions except Retail)

QuickBooks provides two ways to set up the unit of measure modes. You can turn on the
mode in Preferences, or you can turn it on while editing or creating a new items.

Setting up single unit of measure mode

Note: You must be using one of the editions of QuickBooks: Premier or QuickBooks:
Enterprise Solutions that supports single units of measure to follow the exercises
in this section.

In Single mode you can assign different units of measure to different items, but each item can
have only one unit of measure assigned to it. If you buy, stock, and sell each item by the same
unit of measure, set up single unit of measure mode. For example, choose this mode if you
buy an item by the foot, keep track of it in inventory by the foot, and sell it by the foot.

To set up single units of measure:
1 Onthe Home page, click Items & Services in the Company area to open the Item List.

2  Select the non-inventory part item called Carpet (Direct Materials Heading:Flooring
Materials).

3 Click the Item menu button and select Edit Item.
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QuickBooks displays the Edit Item window for the non-inventory part called Carpet.

& Edit tem (== =
Use for goods you buy but don't track, like office

Mendnventory Part supplies, or materials for a spedific job that you Cancel
charge back to the customer.

Custom Fields
Ttem Mame MNumber /| subitem of Manufacturer's Part Mumber

Spelli
Carpet Direct Materials - Headin... I&I

Unit of Measure
Enable... Item is inactive

/| This item is used in assemblies or is purchased for a specific customer:job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Indoor /Outdoor Carpeting Indoor /Outdoor Carpeting
Cost 2.00 Sales Price 2.40
Purch Tax Code |G - Tax Code G -

Expense Account | Direct Costof Good... = Income Account | Construction Income =

Preferred Vendor -

4 Click Enable to turn on the Unit of Measure mode.
This starts the unit of measure wizard where you set up the base unit.

Choosing single units of measure lets you define a base unit. White Ridge buys and sells
carpet by the foot.

Unit of Measure @

‘ Enable the Unit of Measure (U/M) Feature

This feature lets you assign units of measure to your items. The units will then appear on
forms and reports. Select the mode that is right for your business.

M Lets you assign a single unit of measure to each item,
Multiple UM Per Item
Lets you define multiple units of measure—a base unit and any number of

conversions, If you buy and sell an item in more than one unit of measure, you must
select this option,

/| Begin defining units of measure.

Unit of measure overview

ack Help | | Cancel

5 Select Single U/M Per Item.

6 Make sure “Begin defining units of measure” is selected and click Next.

Next you’ll select the type or category of measure units.

7  Since White Ridge will buy and sell by the foot, select Length as the unit of measure
type.
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Unit of Measure @

2 ‘ Select a Unit of Measure Type
—~— If you don't see the Unit of Measure type you need, select Other to create a new one.

Count {each, box, case, dozen, etc.)

& = @ Length (inch, foot, yard, meter, etc.);

w Weight (ounce, pound, kilogram, etc.)

inches

Volume (guart, gallon, cubic yard, liter, etc.)
Area (square foot, acre, square meter, etc.)
Time {minute, hour, day, etc.)

Other

| Back | [ Mext Help | | Cancel

8 Click Next.

Now, you select the base unit.

9 Select Foot as the base unit.

Unit of Measure (3]
' Select a Unit of Measure

Centimetre (cm)

& Ibs. @ )
J Inch {jn)

inchas Yard (yd)

Millimetre (mrm)
Metre (m)

Other

Back Mext | Help | | Cancel |

The base unit should be the smallest unit of measure used for an item when purchasing it,
tracking it in inventory, and selling it. In QuickBooks, the base units of items are used to
count inventory, generate most inventory reports, and perform quantity-related
calculations.

10 Click Finish.

11 Click OK in the Edit Item window and close the Item List.
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Setting up multiple units of measure

Note: You must be using one of the editions of QuickBooks: Premier or QuickBooks:
Enterprise Solutions that supports multiple units of measure to follow the
exercises in this section.

If you buy, stock, or sell items in different units, set up multiple units of measure. For
example, choose this mode if you buy an inventory item by the gallon and sell it by the ounce,
or if you sell consulting services by both the hour and the day.

If you choose Multiple mode, you define unit of measure sets that you can assign to items. A
unit of measure set consists of a base unit (usually the smallest unit used to track a certain
type of item) and any number of related units (defined as containing a certain number of base
units). For example, you could create a unit of measure set called “Length by the inch” with a
base unit of inch and related units of foot (containing 12 inches) and yard (containing 36
inches).

With Multiple mode, you can change or convert the unit of measure when you enter an item
on a transaction form, such as an invoice or purchase order. For example, suppose you have
an item called Cable that you've assigned a unit of measure set that contains the inch, foot,
and yard units of measure. If you enter Cable on an invoice with a quantity of 30 feet, you
could then change the unit of measure to yards (causing 30 feet to become 30 yards) or
convert the unit of measure to yards (causing 30 feet to become 10 yards).

White Ridge purchases and sells inventory items in different units of measure. To track the
different units of measure, you need to turn on multiple units of measure.

Turning on multiple units of measure mode

Depending on how your company file has been set up, you turn on the multiple units of
measure mode in one of two ways. If your file has not yet been set up with units of measure,
skip ahead to the procedure {To turn on Multiple Units of Measure} on page 262.

If your file has already been set up with single units of measure, you’ll need to switch from
single to multiple mode. Follow the next procedure.

To switch from single to multiple units of measure:
1 Choose Preferences from the Edit menu.
2 Click Items & Inventory, and then click the Company Preferences tab.

3 From the Unit of Measure drop-down menu, choose Multiple U/M Per Item.
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Preferences @
B Accounting My Preferences I Company Preferences
_b Bills Purchase Orders and Inventory Cancel

E Chequing | Inventory and purchase orders are active. 7|
a8 - Help
“&" Desktop View V| warn about duplicate purchase erder numbers,
%y, Finance Charge When calculating Quantity Available for my inventory, deduct: Default
P General | Quantity reserved for Pending Builds | Quantity on Sales Orders
'fsri Integrated Applications Also See:
| Warn if not enough inventory to sell.

Items & Inventory N
— When the quantity I want to sell exceeds the Quantity On Hand General
_|_']\: Jobs & Estimates @ When the quantity I want to sell exceeds the Quantity Available Sales and
[T Multiple Currendes Customers
@ Payroll & Employees Unit of Measure
%y Reminders v

¥ Reports & Graphs
3 Sales & Customers
|§| salesTax

Send Forms

% Service Connection

E Spelling

& Time & Expenses

4 Click OK.

5 Click OK at the message that appears to notify you that QuickBooks must close all open
windows to switch to multiple units of measure. If desired, click Home to have the home
page displayed.

6 Continue with the procedure in “Assigning units of measure to items” on page 263.
To turn on multiple units of measure in a company file for the first time:
1 Choose Preferences from the Edit menu.

2 Click Items & Inventory, and then click the Company Preferences tab.

Preferences g
B Accounting My Preferences I Company Preferences
Eh Bils Purchase Orders and Inventory

i Inventory and purchase orders are active.
S35 Desktop View Warn about duplicate purchase order numbers,
% Finance Charge When calculating Quantity Available for my inventory, deduct: Default
Fp General Quantity on Sales Orders
'7“ Integrated Appiications Warn if not enough inventory to sell.
Items & Inventory @ When the quantity I want to sell exceeds the Quantity On Hand General
-+ Jobs & Estimates (@) When the quantity I want to sell exceeds the Quantity Available e
Customers
Payroll & Employees
@ b = Unit of Measure
q& Reminders
Enable...
il Reports & Graphs
& Sales & Customers
Sales Tax
Send Forms
% Service Connection
B Spelling
Time Tracking
L J

3 Inthe Unit of Measure section, click Enable.
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Unit of Measure ﬂ

E Enable the Unit of Measure (U/M) Feature

Thiz feature lete you assign units of measure to your items. The units will then appear on

boxes forms and reports. Select the mode that is right for your business.

e

w Lets you assign a single unit of measure to each item.
inches

() Multiple UM Per Ttem

Lets you define multiple units of measure—a base unit and any number of
conversions. If you buy and sell an item in more than one unit of measure, you must
select this option.

" Unit of measure gverview

Back Mext Help ] [ Cancel

L

4 Select Multiple U/M Per Item.
5 Click Finish.

QuickBooks returns to the Preferences window.
6 In the Preferences window, click OK.

7 Click OK if a message appears to notify you that QuickBooks must close all open
windows to switch to multiple units of measure.

8 Continue with the procedure in the next section.

Assigning units of measure to items

White Ridge sells countertops that can be customized according to a customer’s wishes. One
customer who is remodeling a kitchen wants Italian marble for the countertop. White Ridge
has a non-inventory part item called Counter for materials they purchase on behalf of a
customer but that they don’t normally carry in stock. White Ridge purchases the marble in
square meters, but charges the customer by the square foot. To track the different units of
measure, you’ll assign units of measure to items.

To assign multiple units of measure:

1 Click Home on the icon bar to open the Home page if necessary.

2 Onthe Home page, click Items & Services in the Company area to open the Item List.
3  Select the non-inventory part item called Counter (Direct Materials - Heading).

4  Click the Item menu button and select Edit Item.

QuickBooks displays the Edit Item window for the non-inventory part called Counter.
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& Edit rem

[=llE =

Type

Purchase Information

Description on Purchase Transactions

Custom made counter top

m - Use for goods you buy but don't track, like office
== supplies, or materials for a spedfic job that you

charge back to the customer.

Ttem Mame Mumber /| subitem of Manufacturer's Part Number
Counter Direct Materials - Heading =
Unit of Measure
UM Set v| [Ed

+ | This item is used in assemblies or is purchased for a specific customer:job

Sales Information

Description on Sales Transactions

Custom made counter top

Cost 20.00 Sales Price 24.00

PurchTax Code |G - Tax Code G -
Expense Account | Direct Cost of Good... = Income Account | Construction Income

Preferred Vendor -

Cancel
Custom Fields
Speling

Item is inactive

5 From the U/M Set drop-down menu, choose Add New.

This starts the Unit of Measure wizard where you set up the base unit and any related

units.

Choosing multiple units of measure lets you define a base unit and multiples of that base
unit. Since White Ridge buys the marble countertop in square meters and sells the

countertop in square feet, you define a measure set for area.

6 Select Area as the unit of measure type.

You’ll be defining a measurement set called Area that consists of a base unit and related

units.

Unit of Measure

. ' Select a Unit of Measure Type

() Count (each, box, case, dozen, etc.)
Length (inch, foot, yard, meter, etc.)
Weight (ounce, pound, kilogram, etc.)

Wolume (guart, gallon, cubic yard, liter, etc.)

@ Area (square foot, acre, square meter, etc.);

Time (minute, hour, day, etc.)
Other

If you don't see the Unit of Measure type you need, select Other to create a new one.

=)

| | Cancel

7 Click Next.
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Now, you select the base unit.

Unit of Measure @

2 Select a Base Unit of Measure

When you create inventory items, the base unit of
- measure should be the smallest increment used to track
Sguare foot (sgft) the item,

Square inch (sin) For example, if you buy screws in bags of 100 but use
one or two at a time, you should select a base unit of
Square yard {sqyd) "each”instead of "1 bag of 100.”

Square metre (sqm)
Hectare {ha)

Other

| Back | [ Mext ] Help | | Cancel

Select Square foot (sqft) as the base unit.

The base unit should be the smallest unit of measure used for an item when purchasing it,
tracking it in inventory, and selling it. In QuickBooks, the base units of items are used to
count inventory, generate most inventory reports, and perform quantity-related
calculations.

Click Next.

QuickBooks displays the window where you define the units related to the base unit.
Related units make it possible to show quantities of the same item in different
measurements in different places in QuickBooks. White Ridge purchases the marble by
square meter, counts that item in inventory by the square yard, and sells it by the square
foot. By creating a unit of measure set with a base unit of square foot and related units of
square meter and square yard, you can enter a quantity of square meters on a purchase
order, show the item in square yards on inventory reports, and enter a quantity of square
foot on an invoice.

Click in the Add column for square yard and square metre.

Notice that QuickBooks has already calculated the number of base units the related unit
contains in the # of sgft column.
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Unit of Measure (3]

Add Related Units

"ﬁ" Click the Add field for each related unit you want to add. To define additional units, didk on
an empty line and fill in the fields.

i Base Unit
i = LIS

Add Mame Abbreviation # of sgft
w J  |square yard sqyd g =
inches square rod sqrd 272,25
VA - Lare metre 76391
a 1,075.39104

| Back | [ Mext Help | | Cancel

11 Click Next.

Next, you’ll select the default unit of measure to use when buying this item and when
selling and shipping this item.

12 From the Purchase drop-down menu, select square metre.

Since White Ridge buys by the square meter, that’s what you want to appear by default
on purchase orders for this item.

Unit of Measure
& Ibs. Purchase SQUare -

Used by default for new line items on purchase forms.

Select Default Units of Measure

o
i

inches Sales square foot -

Used by default for new line items on sales forms.

Shipping -

If selected, overrides the unit of measure on sales orders when printing pick lists.

| Back | [ Mext ] | Help | | Cancel |

13 Leave the Sales default as square foot and leave the Shipping default blank.
14 Click Next.

You need to give this measure set a name. Notice that QuickBooks automatically
generates a name (although you can change it if you want).

15 Click Finish to accept the name of this unit of measure set that QuickBooks suggests.
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QuickBooks returns you to the Edit Item window. Notice that the Counter item has been
assigned the Area measurement set.

i Edit Item = 5=
- Use for goods you buy but don't tradk, like office
MNondnventory Part = supplies, or materials for a specific job that you Cancel
charge back to the customer.
Custom Fields
ITtem Mame Mumber | Subitem of Manufacturer's Part Number —
el

Counter Direct Materials - Heading = \ﬁ/

Unit of Measure

UM Set | Area by the square footi... « Edit... Item is inactive

+ | This item is used in assemblies or is purchased for a spedific customer;job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions

Custom made counter top Custom made counter top
Cost 20,00 | per sqft Sales Price 24.00 | per sqft
Purch Tax Code |G - Tax Code G -

Expense Account | Direct Cost of Good... = Income Account | Construction Income  w

Preferred Vendor -

16 Click OK in the Edit Item window.

Assigning measure sets

You can create several measure sets for your company that you can assign to items. You just
created a measure set for area for White Ridge. Since White Ridge buys and sells other items
using different measurements, you could create a measure set for count (each, pair, dozen, and
so on) and another one for length (inch, foot, yard, and so on). The number of measure sets
you create will depend on your business needs.

After creating the measure sets, you’ll need to go through the items in your Item List and
assign the unit of measure set to use for each item.

To assign a unit of measure set to an item:

1 Inthe Item List, select the non-inventory part item called Wood Flooring (Direct
Materials — Heading:Flooring Materials).

White Ridge also buys and sells wood flooring by area, so you can assign the Area
measure set to this item.
2  Click the Item menu button and select Edit Item.

QuickBooks displays the Edit Item window for the non-inventory part called Wood
Flooring.
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b Edit Item =[5 [w]
el Use for goods you buy but don't track, like office
0 =] 1* A . . - N —
supplies, or materials for a spedific job that you Cancel
charge back to the customer.
Custom Fields
Item MameMumber | Subitem of Manufacturer's Part Number )
cneli
Wood Flooring Direct Materials - Headin,.. \&/
Unit of Measure
UjM Set | [E

Item is inactive

/| This item is used in assemblies or is purchased for a specific customer:job

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Laminate Wood Flooring Laminate Wood Flooring
Cost 1.00 Sales Price 1.20
Purch Tax Code |G - Tax Code G -

Expense Account |Direct Cost of Good.,, = Income Account | Construction Income

Preferred Vendor -

3 Select Area by the square foot from the U/M Set drop-down menu.
4  Click OK in the Edit Item window.

5 Close the Item List.

Using units of measure on sales forms

White Ridge needs to order the marble for the kitchen remodel. In this exercise, you order the
marble using a purchase order, and see how you could easily convert from one unit of
measure to another unit within the same measure set.

To convert units of measure on sales forms:

1 Inthe Vendors area of the Home page, click Purchase Orders.

2 Inthe Vendor field of the purchase order, select Barata’s Building Supplies.
White Ridge orders the marble from this vendor.

3 Click in the Item column and select Counter (Direct Materials — Heading).

4 Inthe Qty column, type 10.
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Your screen should resemble the following graphic.

& Create Purchase Orders [E=n[EcE|=x<=]
4 Previous [P MNext &% Prnt ~ [ E-mail ~ | %) Find & Spelling B History [38 Customize =
Vendor Ship To Template | Print Preview
Barata's Building Supplies = - Custom Purchase O... =
Date
Purchase Order 11
Barata's Building Supplies White Ridge Construction Company
4895 King Edward Ave. 5673 Commercial Blvd.
Maple Ridge, BC Vancouver, BC V2W 565
W2H 4G4
Item Description Qty um Rate Customer Amount Tax |
Direct Materi... = |Custom mads 10EFE  [sqm = | 215.2782 - 215,28 |G - -
counter top 10 sgft J
/10 -;wm
Vendor GST (ITC) 5.0% 10.76 vie
Message
0.00
Total 226.04
V| To be printed To be e-mailed wendor Tax Code -
Memo Save & Close | [ Save &New ] | Clear

Notice that QuickBooks displays a menu you can use to specify the unit of measure if
you want to change it. For this exercise, leave the measurement as 10 sgm.

5 Click the down arrow in the U/M column to open the conversion menu.

Item

Description Qty um Rate Customer Amount
Direct Materi... w [Custom made counter |10 qm] ~ [ 215.2782] - 2,152.78
top < Add Mew =

Convert 10 sgqm to 107.6391 sgft
Convert 10 sqm to 11.9599 sqyd

Change 10 sqm to 10 sqft
Change 10 =gm to 10 sqyd

Notice that QuickBooks uses the default unit you selected for purchasing this item. You
can use the menu to convert to other units of measure within the Area measure set you
created. For this exercise, leave the unit of measure as sqm.

Click Save & Close.

Once you've created a unit of measure set and assigned it to an item, you can easily
convert to other units of measure within the set when you add the item to a transaction.
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Lesson objectives

m To get an overview of sales tax in QuickBooks (the steps involved in tracking,
collecting, and paying it)

To see how to set up QuickBooks to track sales tax
To see how to apply sales tax to a sale

To learn how to determine a business’s sales tax liability

To write a QuickBooks cheque to the appropriate tax agency for sales tax liability

Supporting materials

®  Handout 7: Sales tax
®  PowerPoint file: Lesson 11

®  Video tutorial: Track and pay sales tax

Instructor preparation
B Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

m  Have Handout 7 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction to this
guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

Select Restore a backup copy and click Next.
Select Local backup and click Next.
In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.

oo o1k~ WDN

In the Open or Restore Company window, click Next.
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7 Navigate to your C:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type lesson 11 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.

Overview of sales tax in QuickBooks

Although very small businesses are exempt, the Canada Revenue Agency (CRA) recommends
that all businesses register to collect the Goods and Services Tax (GST) or, in provinces
where the provincial sales tax has been combined with the GST, the Harmonized Sales Tax
(HST). Registered businesses track the GST or HST collected from customers on sales and
paid on purchases for the business. Usually, you collect more sales tax than you pay out and
must remit the difference to the CRA. (Occasionally, you pay out more than you do collect—
for example, when your business is starting up—and claim a refund.

When your company’s sales reach a certain level, you are required to register to collect the
GST or HST. You should check with the CRA or your accountant for detailed information
about how your business should handle the GST or HST.

Many provincial governments also require you to register to collect a provincial sales tax
(PST, or in Quebec, QST). In most provinces you track only the PST you collect from
customers (instead of both the amount you collect and the amount you pay) and remit that
amount to the government.

However, in Quebec, the QST works much the same way as the GST: businesses may be able
to deduct the amount of QST paid on business-related purchases—called an input tax credit—
from the amount of QST collected from customers, and then remit the difference.

Check with your province’s Ministry of Finance or your accountant about how your business
should handle federal and provincial sales taxes.

® In broad terms, collecting sales taxes in QuickBooks means confirming that
QuickBooks is handling GST and PST the way your business and government
regulations require; assigning tax codes to items so that QuickBooks knows what taxes
(e.g. non, GST only, PST only, or both GST and PST) to apply to items (or services)
that you sell or purchase; in rare cases, assigning tax codes to customers who have
special tax needs; and

m  Filing sales tax returns to the government and creating cheques for the amount you
owe.

Once you have confirmed that the default tax codes in QuickBooks meet your needs or else
set up sales tax codes of your own, then assigned these tax codes to the items you sell and
buy, QuickBooks automatically applies the correct taxes as you work. The dollar amounts of
the taxes appear at the bottom of sales and purchase forms. Later, when you’re ready to pay
your sales tax liabilities, QuickBooks can create a return and a cheque for the correct amount
for you.
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Refer to Handout 7, “Sales tax,” for the following discussion.

The assumptions this guide makes about PST

Provincial sales taxes vary significantly. The examples in this lesson work on two
assumptions which may not be true in your area. Always check with an accountant or your
province’s Ministry of Finance about how your provincial sales tax works.

The examples assume that there is a provincial sales tax. They also assume that when a
company buys something to resell, it does not pay the PST at the time of the purchase.

In some provinces, companies buying goods to resell can present a PST Exemption form to
avoid paying the PST on the purchase. In this case, you would set up the item in QuickBooks
to have one tax code when you buy it (GST only) and another when you sell it (GST and
PST).

In other provinces, businesses can claim the PST they pay on purchases as an input tax credit,
like the GST. In this case, you would assign the PST you pay on business-related items to
your PST Liability account (to reduce what you have to remit to the government) instead of to
a PST Expense account.

How QuickBooks calculates the GST and PST

QuickBooks uses your company address to determine what rates of GST and PST apply to
you and assigns these rates to the default sales tax codes. You then assign these sales tax
codes to the items you buy and sell.

On sales and purchase forms, QuickBooks calculates the GST and PST separately for each
item according to the sales tax code you assigned to it. It displays the GST and PST totals in
their respective boxes at the bottom of the sales or purchase form, and then adds these
amounts to the cost of the goods or services. The HST, if applicable, is calculated as one rate
in the GST field.

Because QuickBooks rounds the individual tax amounts to the nearest cent, the total may be
slightly different from the total you would get if you combined the taxes into one rate and
applied it to the sale. Don’t worry about this discrepancy; QuickBooks calculates and reports
each individual tax amount correctly.

At regular intervals, you file GST and PST returns to remit the amount you owe to the federal
and provincial governments. When you do, the sales and purchases covered by the return are
marked as “filed”. Filed transactions never appear in GST or PST returns. If you enter a
backdated transaction into a previous GST or PST period after you’ve already sent your
return, it will automatically be included in the next return you send, but no other transaction
from that period will be.
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To use QuickBooks to track and pay your sales tax:

1 Setup your tax rates and agencies.

QuickBooks uses your company address to determine what rates of GST and PST apply
in your province, what tax accounts to set up, and the tax agencies (that is, the
government departments that administer sales taxes) you’ll need. The tax rates are set up
in tax codes that combine a GST and a PST rate into a single code.

You can also set up new tax codes if you have additional tax rates or types of tax that are
applicable to your business.

2 Indicate what (and occasionally who) gets taxed.

For each item, indicate the tax code to be used when that item is purchased and when it is
sold. In your Customer:Job list you can also indicate whether the Customer:Job has a
specific tax code. The customer tax code will override item tax codes in a transaction.

3 Apply tax to each sale or purchase.

When you fill out an invoice or sales receipt form, or purchase form, QuickBooks applies
the appropriate sales tax. If the item does not have a tax code assigned you can add a tax
code. QuickBooks uses the tax code to calculate the appropriate sales tax for the
transaction. If necessary, you can override the tax amount calculated.

4 Find out what you owe.

As you record taxable sales, QuickBooks keeps track of the tax you’ve collected in your
GST or PST Payable account. When you’re ready to pay your sales tax, you can open the
Sales Tax Payable register to see how much you owe, or you can create a Tax Agency
Report.

5 File your sales tax return.

To file your sales tax return to the applicable tax agency, from the Sales Tax menu, click
on File Sales Tax. This opens up the File Sales Tax window. Once you have selected the
appropriate Tax Agency, QuickBooks shows the amount you owe (or have owing to
you). You will be able to create a cheque and print out a return to assist in completing
your tax return for the tax agency. If you have a refund due to you, QuickBooks will
create an invoice for the amount that you are claiming as a refund on your return.

This lesson walks you through each of these steps.

Setting up your tax rates and agencies

QuickBooks creates sales tax codes, tax accounts, and tax agencies based on the province of
your company file. Tax codes are assigned to items, and then used in transactions to calculate
the tax. The sales tax is then tracked to the GST Payable and PST Payable liability accounts.
Now we need to make sure the default sales taxes set up by QuickBooks meet your needs and
assign a tax code to each item the company buys and sells.
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Reviewing the default sales tax codes

In rare cases, a business may need to adjust the default sales taxes that QuickBooks sets up.
For example, if your province charges an increased amount of sales tax on a particular item
your business sells, you may want to set up a new sales tax code that takes the higher rate into
account.

To create a new sales tax item:

1 From the Lists menu, choose Item List.

QuickBooks displays the Item list.

L Trem List =8 HoR|Fx3
Look for in | Al fields - Reset Sea
Mame Description Type Account On 5a... Price
+01Plans a... |Plans and Permits Service Construct. ..

+01.1Plans |Plans Service Construct... 0.00

+01.2 Bui... |Building Permits Service Construct... 0.00

+01,3 Cit... |City License Fee Service Construct... 0.00
402 Site Work (Site Waork Service Construct... 0.00

+02,10 D... |Demo Service Charitabl. .. 0.00
+03 Excavat... |Excavation Service Construct... 0.00
+04 Concrete  |Concrete Service Construct... 0.00
+05Masonry  |Masonry Service Construct... 0,00 +
| Item = || Activities ¥ || Reports * || Ewcel = | Indude inactive

2  Click the Item menu button, and then choose New.
QuickBooks displays the New Item window.

In this example, we will assume that White Ridge Construction is going to start offering

insurance policies to customers to cover weather damage to the building while it is under
construction, and that the provincial government charges 10% PST on insurance policies
instead of the usual 7%.

3 Inthe Type field, choose Sales Tax Item from the drop-down list.
4 Inthe Sales Tax Name field, type 1.

5 Inthe Description field, type Insurance Policies.

6 Inthe Tax Rate (%) field, type 10%.

7 Inthe Tax Agency field, choose Ministry of Finance(BC).

8 Inthe Sales Tax Return Line choose Box B Tax Collectable on Sales from the drop-down
list.

Your New Item window should now resemble the following figure.
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ik Mew Ttem EI@
Gales Tax Ttem Use to calculate a single sales tax at a spedfic rate

that you pay to a single sales tax agency. Cancel
Mext
Sales Tax Name _—
I Speling

Description
Insurance Policies Item is inactive
Tax Rate (%) or Amt Tax Agency (vendor that you collect for)

10.0% | |Ministry of Finance (BC) -

Assign this item to a line of the tax agency's sales tax return.

Sales Tax Return Line |FFRETTe e Lo -

What sales tax line do I choose?

9 Click OK.

10 Your Item List should resemble the following figure.

L4 Trem List =i =]
Look for in | Al fields - Reget Sea
Mame Description Type Account On Sal... Price
+GST On Sal... |GST On Sales 5.0% Sales Tax ... |GST Payable 5.0% &
+(GST Zero R... |GST on Zero Rated sales G5
»I Insurance Policies Sales Tax ... |[PST Payab... 10.0%
+PST (BC) PST (BC) on sales Sales Tax ... |[PST Payab... 7.0%
+PST (BC) A... |PST (BC) Adjustments-Bad Debt Write... |Sales Tax ... [PST Payab... 0.00
+PST (BC) A... |PST (BC) Adjustments-Returns Sales Tax ... |PST Payab... 0.00
+PST (BC) C... |PST (BC) Commission Sales Tax ... |[PST Payab... 0.00
+PST (BC) on... |PST (BC) on purchases Sales Tax ... 7.0%

[ Item - || Activities * || Reports  * || Excel = Indude inactive

11 Close the Item List.

What the Zero Rated (Z) tax code is for

Under the GST, certain goods and services are taxed at a rate of 0% instead of the usual 5%.
These items are called Zero Rated. Zero Rated items are not tax exempt, and should not be
assigned the Exempt tax code (E).

If you sell a Zero rated item, you charge your customers 0% GST on it. This means that you
do not collect any GST to remit to the government. However, because the item is taxable, you
can claim input tax credits (the GST you paid on the materials you needed to produce the
item) for it. When you file your GST return, you receive a refund based on these credits.

Zero Rated Items usually fall into these categories. (However, you should always check with
the CRA for the status of a specific item!)

m  Prescription drugs and medical devices

W Basic groceries
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®  Products destined for export
m  Professional farming and fishing goods
® International travel and transportation services

®  Financial services

Using QuickBooks to track and pay your sales tax

In this lesson you will learn how to set up your tax rates, tax accounts, and tax agencies.

Assume White Ridge Construction uses the standard (GST+PST) sales tax most often, and it
wants to set that up as the default sales tax.

To set up a default sales tax:
1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.

2 Inthe Preferences window, click the Sales Tax icon in the left panel, and then click the
Company Preferences tab.

Preferences (=3
B Accounting My Preferences Company Preferences
_é Bills Do you charge sales tax? @ o Cancel
E Chequing —————————
#304 Desktop View Customer and Vendor Tax Codes Display Taxes. . . Help

) Allow tax indusive (gross) prices -
‘ﬁ,}, Finance Charge | Use Customer Tax Codes and costs to be entered, Default
®a General /| Use Vendor Tax Codes Only display tax total on
%l Integrated Applications transactions. Also See:
‘ Ttems & Inventory Assign Sales Tax Codes General
j= Jobs & Estimates Choose the sales tax code you use most often for
() Multiple Currencies Taxable items |5 = Non-taxable items | =

q Payroll & Employees

& Reminders

¥ Reports & Graphs
W Sales & Customers
Send Forms

% Service Connection

|?| Spelling

& Time & Expenses

3 Make sure that Yes is selected for “Do you charge sales tax?”

4 Inthe Customer & Vendor Tax Codes area, make sure both the Use Customer Tax Codes
and Use Vendor Tax Codes are checked.

This means that you can assign tax codes to customers or vendors, but as these codes will
override item tax codes on all sales and purchase forms, it is best to assign individual
codes only as you need them.

5 Inthe Assign Sales Tax Codes area, choose S from the drop-down list. QuickBooks will
assign this tax code to all new items you create (although you can change it if you want.)
Leave the Non-taxable items field as is.
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6 Click OK.

If QuickBooks displays a Warning window.

Warning

QuickBooks must dose all its open windows to change this preference.

7 Click OK again.

If you’re using sales tax codes, you can use the Preferences window to tell QuickBooks which
sales tax codes to use as the default taxable and non-taxable codes. You can use the codes that
come preset with QuickBooks, or define your own. You can also manage sales tax codes
using the Sales Tax Code list, which is available on the Lists menu when the sales tax feature
is turned on in a company data file.

Indicating the tax rates on items

The next step in setting up sales tax is to indicate what tax rates apply to each item.

You must also distinguish between taxable and non-taxable items on the Item list. When you

add an item to the Item list, there’s a place in the window where you can indicate the tax code
when the item is purchased, and when it is sold. The tax code determines the rate of GST and
PST that QuickBooks applies.

In the next exercise, you’ll take a look at an item on White Ridge’s Item list to see how to
indicate the tax code that is being used.

To assign or change a tax code to an item:

1 From the Lists menu choose Item List and then in the Item List, select Bathroom Faucet
(under Plumbing Retail).

2 Click the Item menu button, and then choose Edit Item.

QuickBooks displays the Edit Item window.
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A Edit Itern =B 5|
Iventary Part Use for goods you purchase, track as inventory, and resell.
Cancel
Custom Fields

Item Name Mumber | Subitem of Manufacturer's Part Mumber —
Bathroom Fauce I i T = | speina |

Unit of Measure

Enable... Item is inactive
Purchase Information Sales Information

L . Desaiption on Sales Transactions
Description on Purchase Transactions i

Tub faucet - waterfall Tub faucet - waterfall
Cost 259.95 Sales Price 359.95
Purch Tax Code |G - Tax Code 5 -
COGS Account | Cost of Goods Sold w | Income Account | Retsil Sales -
Preferred Vendor b4

Inventory Information
Asset Account Reorder Point OnHand Avg, Cost OnP.O. On Sales Order
Inventory Asset - 5 269.95 0 1}

The code in the Purchase Tax Code field tells you how QuickBooks will calculate sales
taxes on this item when you purchase it from a vendor. When you include this item on a
purchase form (bill) QuickBooks knows the rate of tax to apply to the item and
automatically calculates the tax amount for it.

The code in the Tax Code field tells you the rate of GST and PST to be calculated on a
sales transaction. When you choose the item to be included in a sales form (invoice or
sales receipt) QuickBooks knows the rate of tax to apply to the item and automatically
calculates the tax on that item.

3 Click OK to close the Edit Item window.
4  Close the Item List.

In the same way that you can specify the tax rate on an item by attaching a tax code to the
item, you can indicate the tax rate in a particular customer’s record by attaching a tax code.
On a sales form, the tax code of the customer will override the tax code of the item.

To see an existing customer record:

1 Click Customer Centre on the icon bar.

QuickBooks displays the Customer Centre, including the Customers & Jobs list.
2 Select Bentley, Karen.

3 Click Edit Customer.

QuickBooks displays the Edit Customer window.
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'3 Edit Customer E'@
Customer Name Bentle
o
CurrentBalance :  0.00 How do I adjust the current balance?
Cancel
Address Info Additional Info Payment Info Notes
Company Name Contact Karen Bentley T
Mr. Ms. /... Phone
Ms.f Mrs. 604 855-9871 Customer is
First Name Karen M.I. FAX 504 855-0877 inactive
Last Name Bentley Alt. Phone | 504 526-9558
Alt, Contact
E-mail
Cc
Addresses
Invoice To Ship To |Ship To 1 A
Bentley, Karen Bentley, Karen
17 Amber Ave, ﬁ| 17 Amber Ave.
Port Coguitlam, BC (SORY 22 | port Coquitlam, BC
W3Y 463 V3Y 4G5
| Edt | | Addnew || Edit || Delete |
/| Default shipping address
4 Click the Additional Info tab.
3 Edit Customer EI@
Customer Name Bentley, Karen
Current Balance : 0,00 How do I adjust the current balance?

Cancel
Address Info Additional Info Payment Info Notes
Categorizing and Defaults Price Level = I&I

Type - Custom Fields Customer is
From advertisement] - Spouse's Name keith inactive
T

S - Customer Since 2000

Due on receipt -
Rep ContactsBirthday | aug. 14

- Website

Preferred Send Method |W|

Mone - -

Sales Tax Information
Tax Code  Country

G » | |Canada -

Business Number

The tax code selected (G) indicates that transactions with this customer are subject to
GST sales tax only. This code means that this customer will always pay only GST on
services purchased from you.

5 Click OK.

6 Close the Customer Centre.
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Applying tax to each sale

When you fill out a sales invoice, or sales receipt, each item will normally have a tax code
assigned. If an item does not have a tax code assigned, you can enter it directly on the form.
QuickBooks uses the tax code to calculate the amount of tax for the transaction.

To apply tax to a sale:
1 Onthe Home page, click Create Invoices.

QuickBooks displays the Create Invoices window

2 Inthe Customer:Job field, choose Nielsen, Clinton:Study Addition from the drop-down
list. (Select both the customer and the job.)

3 Inthe dates field make sure 12/31/2010 is selected.

4  Inthe Template field, select Intuit Product Invoice from the drop-down list.
5 In the Ship to field, select “Ship to 1”

6 Click in the Quantity column and type 5.

7  Click in the Item column and select Hardware:Doorknobs (Materials Heading) from the
drop-down list.

If the “Sales Tax Code” message appears, click OK. When you enter an item QuickBooks
displays the tax code associated with that item (in this case the standard S tax code) in the
Tax column. QuickBooks then calculates the sales tax and shows the amounts in the GST
and PST boxes below the items area.

Note: Even if you had assigned a different tax code to this item, in this case,
QuickBooks would have displayed the S tax code anyway because this is the
sales tax you assigned to the customer, Clinton Nielsen.

Tip:  You can select a different tax code from the list to change the tax that is
calculated for each item.
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sales

tax

The Create Invoices window should resemble the figure below.

Nielsen, Clinton
545 Mapleque Road
Vancouver, BC

V7A BF4

Nielsen, Clinton

Wancouver, BC
VA BF4

| 7] Create Invoices (===
& Previous 0 Net &% Print ~ G Send ~ | E Find [ Spelling %y History = Journal | B Letters  ~ ”
Customer: Job Template | Print Preview
Mielsen, Clinton:Study A... = Intuit Product Invaice =
_ Date
Invoice 123172010 (B |16
Ship To 1 -

545 Mapleque Road

Quantity Item

Description

Price Each

Amount

Ta)

X

| =

To be e-mailed

Customer Tax Code |5

Memo

Balance Due
-

5 Materials Headin. .. |Standard interior doorknobs 5.99 29.95 |5
Customer - GST 5.0% 1.50 Ed
Message
==l PST (BC) 7.0%
Total 33.55
To be printed ‘ Add Time/Costs... | | Apply Credits... | Payments Applied 0.00

33.55

‘ Save & Close | [ Save &MNew ] | Clear ‘

Click Save & Close. If the Job Costing window appears, click in the “Do not show this
window again” checkbox, and then click No.

The following table shows the journal entry for the invoice.

Account Title Debit Credit
Accounts Receivable $33.55
Retail Sales $29.95
Inventory Asset $14.95
Cost of Goods Sold 14.95
GST/HST Payable $1.50
PST Payable (BC) $2.10

Determining what you owe

If you’re required to collect sales tax from customers, you also have to make periodic

payments of the sales tax you’ve collected. QuickBooks gives you three ways to determine

the amount of your sales tax liability:

The Tax Agency Report (available in the Report Menu, Sales Tax or Vendors &

Payables)

The Sales Tax Payable register (GST or PST)

The File Sales Tax window (available in the Sales Tax menu)
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Creating a Tax Agency report
The tax agency report provides complete information about the sales tax your company owes
for a particular period of time.

To create the Tax Agency report:

1 From the Reports menu, choose Vendors & Payables, and then choose Tax Agency
Report.

Your report should resemble the following figure.

{i]] Tax Agency Report [E=3 5ol )
Modify Report... lemorize. | Print... || E-mail » || Export... | | Hide Header ” Collapse | ‘ Refresh |
Tax Agency | Select an Agency... -

Dates [T - | From To
9:10 AM White Ridge Construction Company
07124108 Tax Agency Report
Accrual Basis All Transactions

¢ Dec 31,10 ¢
Sales b 0.00 L]
Purchases o.00
Tax Collected on Sales 0.00
Tax Collected on Purchases 0.00
Het Tax 0.00

2 Inthe Tax Agency Field, select Receiver General from the drop-down list.

3 Inthe Dates field, choose Next Sales Tax Year from the drop-down list.

Your report should resemble the following figure.

£ Tax Agency Report [ =]
Modify Report... Memarize. | Print... ” E-mail » || Export... | | Hide Header H Collapse ‘ ‘ Refresh |
Tax Agency | Receiver General -
File Tax Return
Dates [Mext Sales Tax Year » | From |01/01/2010 [E] To | 12/31/2010 [H]
114 PM White Ridge Construction Company
07127109 GST/HST Return Report
Accrual Basis January through December 2010
@ Jan - Dec 10 E
Line 101 Sales and other revenue » 485,565.40 4
Line 103 GST/HST collected or collectible 24,278.28
Line 104 Adjustments 0.00
Line 105 Total GST/HST and adjustments for period 2427828
Line 106 Input tax credits (ITCs) 13,189.39
Line 107 Adjustments 0.00
Line 108 Total ITCs and adjustments 13,189.39
Line 109 Net Tax 11,088.89
Line 110 Instalment and other annual filer payments 0.00
Line 111 Rebates 0.00
Line 112 Total other credits 0.00
Line 113A Balance 11,088.89
Line 205 GST/HST due on acquisition of taxable real p... 0.00
Line 406 Other GST/HST to be self-assessed 0.00
Line 113B Total other debits 0.00
Line 113C Balance 11,088.89
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The tax agency report shows the total taxable sales as of a date you choose, and the

amount of sales tax you owe the chosen tax agency.

QuickBooks displays this report on an accrual basis (unless you changed the default
setting in the Sales Tax Preferences window). The report shows exactly how much sales
tax (GST) you collected, how much sales tax (GST) you paid (ITCs) and the balance that

you owe or have coming in a refund.

4 Close the Tax Agency report.

5 If QuickBooks asks if you want to memorize the report, click No.

Note: There is also a Tax Agency Detail Report, which provides in expanded detail
the information that is contained in the Tax Agency Report. The information
provided is categorized in the same way, but each transaction within the
categories is listed for review. To see the detail of any transaction in the

report, double-click on the item.

Using the sales tax payable register

Each time you write an invoice or sales receipt that includes sales tax, QuickBooks enters the
information in the sales tax payable register. QuickBooks keeps track of transactions for all

tax vendors, in separate GST and PST Payable accounts.

To see the sales tax payable register:

1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.

2 Click GST/HST Payable once to select it.

3 Click the Activities menu button and select Use Register.

QuickBooks displays the GST Payable register.

s GST/HST Payable = | 5]
2 Goto.. | 55 Print.. | & Edit Transaction QuickReport
Date Mumber Source Name Due Date Billed v Paid Balance
Type Account | Memo Filed Date

12{22/2010 The Phone Co. 12{22/2010 7.85 10,787.39 =
BILL Accounts GST on pu

12{31/2010 14 Greene, Jeremy:Kitd| 12/31/2010 300.00 11,087.39
NV Accounts | GST on sal|

12/31/2010 18 Nielsen, Clinton:5tud| 12/31/2010 1.50 11,088.89
NV Accounts ' G5T on sall

12/31/2010 | I

Ending balance

1dine

Sortby | pate, Type, Number/... v

11,088.89

Each entry in the register is a single tax transaction. Taxes you record on invoices and
sales receipts appear as increases, and payments you make to tax agencies appear as

decreases. The ending balance of the register is your current tax liability.
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4 Close the register.

5 Close the Chart of Accounts.

Paying your tax agencies

When it's time to pay sales tax, you use the File Sales Tax window to write a cheque to your
tax agency. Suppose White Ridge Construction is ready to make a sales tax payment.

To make a sales tax payment:

1 From the Sales Tax menu, select File Sales Tax.

QuickBooks displays the File Sales Tax window.

. File Sales Tax == )
Tax Agency | — Dates Today
From  |n7jz1/z000 [E) To  [n7iziz000 (2]
Your Calculated Tax Return
Sales Tax Description Line Amount Balance
-
3) Help with this screen |T‘

2 Select Receiver General from the Tax Agency drop-down list
3 Inthe Dates field select Custom.
4 Ensure the dates in the “From” and “To” fields reflect 01/01/2010 and 12/31/2010.

5 Then press Tab.

The File Sales Tax window should resemble the figure below.

How Would You Like to File Your Return? @

File Online Submit your return online to the Canada Revenue Agency.

File your return in QuickBooks, QuickBooks will nat submit

2 EDU Lt} S & HelumE any information to the Canada Revenue Agency.

Caontinue ]l Cancel |
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6 Click File Return.

7 The “How Would you Like to File your Return” window is displayed. Select Do not
Submit a Return and click Continue. If QuickBooks asks if you would like to print your
tax return click No.

-
How Would You Like to File Your Return_ li_E-J

File Online Submit your return online to the Canada Revenue Agency.

- :  File your return in QuickBooks. QuickBooks will not submit
e ?DD (3 SrEnil & FIeturrgE any information to the Canada Revenue Agency.

[ Continue ]l Cancel |

8 The Payment window is displayed to give you the option of paying now or later.

Payment 3]

You owe sales tax of 11,087.39 to Receiver General,

Whether you Pay Mow or Pay Later, QuickBooks creates an
entry in Accounts Payable,

If you choose Pay Later, remember to go to the Vendors
menu and Pay Bills,

[ Paymow | | Pay Later | | Cancel

9 Click Pay Later.

Filing Process Complete

- 1 Congratulations! You have completed the filing process for the Receiver General,

—  Remember to send a completed sales tax return and your payment (it any) to the tax
agency.

10 Click OK in the Filing Process Complete window.

11 To see the account payable to the Receiver General, from the VVendors menu select Pay
Bills.

Your screen should resemble the following:

[¥ Date Due Wendor Ref, Mo. Disc. Date Amt. Due  Disc. Used Credits Used  Amt. To Pay

[T |12/17/2010  |Utility Corp 360,15 0.00 0.00 0.00

[0 |12/22f2010 The Phone Co. 164.87 0.00 0.00 0.00

| 12/30/2010 Barata's Building 5... 2342 15,015.00 0.00 0.00 0.00

(| Receiver General GST/HSTCA... 11,038.89 0.00 0.00 0.00

[ |01/04/2011  |Blitz Marketing 12/15/2010 892,50 0.00 0.00 0.00 ~
Totzls 48,313.93 0.00 0.00 0.00

12 Close the Pay bills window.
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Lesson objectives

®  To gain an overview of payroll in QuickBooks
®  To learn more about payroll setup
m  To set up employee payroll information

To set up payroll schedules

To practice writing and printing a payroll cheque

To learn how QuickBooks tracks your tax liabilities

m  To practice paying payroll taxes

Supporting materials

m  Handout 8: Employer payroll responsibilities

®  Handout 9: Payroll item types
®  Handout 10: List of payroll expenses and liabilities
m  PowerPoint file: Lesson 12

®  Video tutorial: Payroll overview
®  Video tutorial: Paying employees

B Video tutorial: Paying taxes and liabilities

Instructor preparation
m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

m  Have Handouts 8 through 10 ready for distribution.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction to this
guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):
1 From the File menu in QuickBooks, choose Open or Restore Company.

QuickBooks displays the Open or Restore Company window.
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Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
In the Open or Restore Company window, click Next.

Navigate to your C:\QBtrain directory.

0 N o o0~ w N

In the File name field of the Save Company File as window, type lesson 12 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.

Overview of payroll tracking

Refer to Handout 8, “Employer payroll responsibilities” for the following discussion.

This lesson is designed to demonstrate some of the QuickBooks payroll features. The way you
process payroll for your company may differ from this lesson depending on which (if any)
payroll service you subscribe to.

Because payroll information is already set up in the exercise file, you will not go through the
payroll setup process in this lesson.

To calculate payroll, QuickBooks uses tax tables. The exercise file includes the tax table data
needed to complete this lesson. To get the tax tables to use with your own QuickBooks
company data file, you need to subscribe to one of the Intuit Payroll Services—either
QuickBooks Standard Payroll, QuickBooks Enhanced Payroll, or QuickBooks Assisted
Payroll. Intuit also offers a full service payroll option—Intuit Payroll Services Complete
Payroll. To learn about these options or subscribe to one of them, from the Employees menu,
choose Add Payroll Service, and then choose Learn About Payroll Options from the submenu.

QuickBooks calculates each employee’s gross pay, and then calculates taxes and deductions
to arrive at the net pay. With QuickBooks, you can write the paycheque, record the
transaction in your QuickBooks checking account, keep track of your tax liabilities, and pay
them.

You, as the employer, must subtract taxes and other deductions before issuing an employee’s
paycheque. Some typical paycheque deductions are Income taxes, Canada Pension Plan
/Quebec Pension Plan (CPP/QPP), and Employment Insurance. You may also deduct for
benefits such as a Registered Retirement plans (RRSP), or contributions to your company’s
medical/dental plan.

Then you must submit regular deposits of the withheld tax money (biweekly or monthly,
depending on the size of your payroll), and file annual forms that list the total amounts you
withheld from each employee’s paycheque.
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Calculating payroll with QuickBooks

To do its payroll calculations, QuickBooks needs four kinds of information:

m Information about your company
Besides the company name and address, this includes information about your Business
Number from the CRA. You enter this information in the EasyStep Interview when you
set up your QuickBooks company data file. (You can view most company information
by choosing Company Information from the Company menu.)

m Information about your employees

The QuickBooks Employee list stores general information about each of your
employees, and specific information related to payroll (such as the employee’s Social
Insurance Number, date of birth, salary or hourly rate, Federal and Provincial TD1
amounts, and miscellaneous additions, deductions, and company contributions). You
can store payroll information that most employees have in common in employee
defaults. Whenever you have a new employee to add, simply enter information that’s
specific to that employee (name, address, and so on).

m Information about your payroll items

QuickBooks maintains a list of items that affect the amount on a payroll cheque,
including company expenses related to payroll. When you specify that you want to use
payroll, QuickBooks creates a number of payroll items for you. You add others as you
need them.

m  Tax tables for federal and provincial withholdings

QuickBooks uses tax tables to calculate payroll. You get the current tax tables and keep
them current when you subscribe to one of the Intuit Payroll Services mentioned on
page 315. If you choose not to subscribe to one of these payroll services, you need to
calculate and enter your payroll tax deductions manually for each.

Once you’ve set up your company, employee data, and payroll items, to run payroll
you enter the number of hours worked during the pay period for each employee.
QuickBooks calculates the gross wages for the employee, and then refers to its tax
tables (if you’ve subscribed to one of the Intuit Payroll Services—Standard Payroll,
Enhanced Payroll, or Assisted Payroll) and the company and employee information
you’ve entered to calculate all withholdings and deductions and to arrive at the net pay
amount. QuickBooks also calculates your company payroll expenses (for example,
your contributions to CPP and El), and, if you want, prints the pay cheque(s).
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Setting up for payroll

By default, the QuickBooks payroll feature is turned on and it is turned on in the exercise file.
If you want to turn off payroll in your own company file, follow the procedure below.

To turn payroll off in a company data file:

1 From the Edit menu, choose Preferences, and click Payroll & Employees in the left panel.
2 Click the Company Preferences tab and select “No payroll.”

3 Click OK.

QuickBooks displays a Warning window.

Warning

QuickBooks must dose all its open windows to change this preference.

4  Click OK again.

Understanding payroll items

Refer to Handout 9, “Payroll item types,” for this discussion.

QuickBooks maintains a list for everything that affects the amount on a payroll cheque and
for every company expense related to payroll. This list is called the Payroll Item list. There
are payroll items for compensation, taxes, other additions and deductions, and employer-paid
expenses. QuickBooks uses payroll items to track individual amounts on a pay cheque and
accumulated year-to-date wage and tax amounts for each employee.

QuickBooks adds some items to the list for you, and you can add others as you need them.
For common payroll items, such as compensation and benefits, QuickBooks provides extra
assistance so you can set them up quickly and accurately.

You work directly with payroll items as you do payroll tasks. Behind the scenes, QuickBooks
tracks your payroll liabilities in the Payroll Liabilities account (an Other Current Liability
account) and your payroll expenses in the Payroll Expenses account.

To view the Payroll Item list:

1 From the Lists menu, choose Payroll Item List. (You must have payroll turned on to see
this choice.)

QuickBooks displays the Payroll Item List.
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t#§ Payroll ltem List [l =] el

Item Name Type Am... AnnualLi... Payable To Account...
Yearly Salary ] -

Sick Salary ‘fearly Salary

Vacation Salary ‘Yearly Salary

Hourly Rate Hourly Wage

Sick Hourly Rate  |Hourly Wage

Vacation Hourly ... [Hourly Wage

VacPay-Accrual ... |Vacation Pay

Bonus Bonus Box 14/A - Employ...

Advance Advance None

Automobile Allow... [Addition 250,00 3,000.00|Box 40/L - Other ta...

Charitable Donat... |Deduction -15.00 Box 46 - Charitable. .. Children's Ch...

Long Term Disabi... [Deduction -12.00 -144.00 [Mone Insurance Ex...

Health Plan Company Confr... [ 27.00 324.00 |None Insurance Ex...

VacPay-Accrued Vacation Pay Mone

VacPay-Paid Out  |Vacation Pay Box 14/A - Employ...

Federal Income ... |[Payroll Taxes Box 22 - Income Ta... |Receiver Ge...

CPP - Company Payroll Taxes Company's CPP co... |Receiver Ge...

CPP - Employee Payroll Taxes Box 16 - Employee'... |Receiver Ge...

EI - Company Payroll Taxes Company's EI prem... |Receiver Ge...

EI - Employee Payroll Taxes Box 18/C - Employ... |Receiver Ge...

QPP - Company Payroll Taxes Company's QPP co... |Ministére du ...

QPP - Employee Payroll Taxes Box 17/B - Employe. .. |Ministére du ...

Quebec Income ... |Payroll Taxes Case E - Impétdu ... |Ministére du ... il

| Payroll Item = || Activites ™ || Reports = | Indude inactive

You’ve already used the QuickBooks Item list, so this list should look familiar. Just like
the regular Item list, each payroll item has a Name and a Type.

The names of the payroll items are what you’ll see on pay cheques and in payroll reports.
2 Close the Payroll Item List.

You won’t add a new payroll item in this lesson, but if you need to add an item after you’ve
set up payroll in QuickBooks, you can use the following procedure.

To add a payroll item:
1 From the Employees menu, choose Payroll Setup, and then choose Add or Edit Payroll
Items

2 Inthe Payroll Item List click the Payroll Item menu button, and then choose New.

3 QuickBooks displays the Add new payroll item window, which steps you through the
payroll item setup process.

Payroll item type

T

Select the type of payroll item you want to create.
Wage (Hourly, Salary, Commission, Bonus)

?
éoz\ 'gddiﬁun

| & ® |peducton

O‘?)e Company Contribution
\I QOther Tax

4  Select the type of payroll item you want to create, and then click Next.

5 Follow the onscreen instructions to create any type of payroll item you like.
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6 Press Cancel to terminate the payroll item setup process, and then close the Payroll Item

List.

©
—_
©
8
vl
V4
~
5
o

Depending on your company’s payroll, you may need additional payroll items of
the following types: Yearly salary, Hourly Wage, Deduction, Addition,
Commission, or Company Contribution. Consult with your tax advisor.

Setting up employee payroll information

QuickBooks calculates payroll for each employee on the basis of that employee’s pay rate,
filing marital status, exemptions, and so on. The Employee list stores general information
about each employee, as well as payroll information.

What information does QuickBooks store?

You’re going to add a new employee to the White Ridge Construction payroll in a moment.

First, look at the information QuickBooks stores in the Employee list.

To view information stored in the Employee list:

1 Click Employee Centre on the icon bar.

2 When the window is displayed, select, if necessary, Next Calendar Year in the date field.

ﬂ Employee Centre: Carol Walker

Name
{Carol Walker

Kelly Lawson
Reynaldo Lopez
Rob deMontarnal
Sandra Adams

[E=3 =R
*§ New Employee.. ﬁj Manage Employee Information » (S Print» (Tj EnterTime» ] Excel* ) Word»
Employees | Transactions Payrol Employee Information Edit Employee... | Reports for this Employee
View | Active Employees - ] E Carol Walker Phone 604 456-73590 QuickReport

Carol Walker
2121 Ventura Blvd

Vancouver, BC V4Y 2M3

Payroll Summary
Vacation Summary

Payroll Transaction Detail

Edit Notes. ...

Show Al Transacti,., = Date |MextCalendar Yesr = | 01f01/2010 - 12/31/2010

Transaction Type
Pay Cheque

Date ¥

11/30/2010
10/31/2010
09/30/2010

Account
Chequing
Pay Cheque Chequing

Pay Cheque Cheguing

Amount
2,335.24
2,339.24
2,339.24

3 Select Sandra Adams in the list, and then click Edit Employee.

QuickBooks displays the Edit Employee window for Sandra Adams.
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§ Edit Employee [E=8| B =1
Information for: Sandra Adams
Change tabs: - ~ Concel

Personal Address and Contact Additional Info Notes
M. MS.I... Lot |

Legal Mame Employee is
First Name | Sandra M.L inactive

LastMame | Adams

Print as Sandra Adams

SIM 111888 111

Gender -
Date of Birth | 02/15/1975

The Personal tab contains general information about Sandra Adams, such as her name,
social insurance number, and date of birth.

4 Click the Address and Contact tab.

This is where QuickBooks stores employees’ addresses, telephone numbers, and other
contact information.

{ Edit Employee EI@
Information for: Sandra Adams
Change tabs: = r—

Personal Address and Contact Additional Info Notes
Home Address Help

Address 563 Newton Dr Employee is
inactive

City Vancouver Province |BC -
Postal Code |y3L M2 Country | Canada -
Phone

Mobile

Alt. Phone

Fax

E-mail

Pager PIM (Pager)

5 Click the Additional Info tab.
The Additional Info tab lets you add custom fields to the Employee list.

6 Inthe Change tabs drop-down list, select Payroll and Compensation Info.
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QuickBooks displays the Payroll Info tab of the Edit Employee window. This is where
QuickBooks stores payroll information.

§ Edit Employee ===
Information for: Sandra Adams
Change tabs: Payroll and Compensation Info~ w
Earnings What is a payroll schedule? =
Payroll
Item Name Hourly fAnnual Rate Schedule Monthly T Employee is
Salary 42,000.00 « Pay Freguency | Monkhly 0 inactive

[] Use time data to create pay cheques

Additions, Deductions and Company Contributions

Item Name Amount Limit | Taxes...
Automobile Allowa. .. 250.00 3,000.00 = VT
X X Accrual Hours...
Charitable Donations -15.00
Long Term Disability -12.00 -144.00 Vacation Pay...
Health Plan 27.00 324.00 —————————
i Direct Deposit

The Payroll Info tab contains an employee’s specific salary or hourly rate, and any
additions, deductions, or company contributions. You can see tax information for this
employee (the type of information you require for a T4) by clicking the Taxes button.

7 Click Taxes. Note the Tax Table field shows British Columbia.

QuickBooks displays the Taxes for Sandra Adams window.

Tax Table .

g recen
Federal Income Tax Federal TD1 8,929.00 ance
Additional Tax 50.00

Employment Insurance EI Factor 1.4
Canada Pension Plan Provindal TD1 9,373.00
Other Taxes

Item Name Amount Limit

The checkboxes indicate the types of taxes the employee should have deducted from each
pay cheque. A checkmark in the Employment Insurance checkbox indicates that this
employee should have Employment Insurance premiums deducted from her earnings.
The EI factor shows that the employer’s portion of El tax will be 1.4 times the amount
the employee pays (which is the standard amount).
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8 You also enter the employee’s federal and provincial TD1 amounts in this window.
9 Click OK to return to the Edit Employee window.

10 Click OK again to return to the Employee Centre.

Using the employee defaults to store common information

QuickBooks stores a wealth of information about each employee, but it doesn’t require you to
enter the same information over and over. When you have information that applies to most of
your employees, you can enter it into your employee defaults. Then, when you add an
employee, QuickBooks automatically fills in the information stored with the defaults. You
just need to add or change any information that is different for a particular employee.

To view employee defaults:

1 With the Employee Centre displayed, click Manage Employee Information menu button
and choose Change New Employee Default Settings.

QuickBooks displays the Employee Defaults window.

Employee Defaults ==
= payrol -
Item Name Hourly /Annual Rate Schedule

“  Pay Frequency | Biweekly - Cancel
- Class Help

What is a payrall schedule?

Use time data to create pay cheques
Additions, Deductions and Company Contributions

Item Mame Amount Limit: | Taxes...
-
Accrual Hours. ..
Vacation Pay...

Use this window to set up the payroll information that most of your employees have in
common. QuickBooks saves the information so you won’t have to re-enter it when you
set up the payroll record for an individual employee.

White Ridge Construction employees are not paid on the same schedule, so you would
not enter default Payroll Schedule or Pay Frequency here. You’ll learn how to set up
payroll schedules in the next exercise.

Since White Ridge Construction is enjoying substantial business growth, existing
employees and any new employees will be eligible for a company performance bonus of
$50 per pay period. You can add it now.

2  Click the “Use time data to create pay cheques” checkbox to include pay for time entered
using the time tracking feature.
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3 In the Additions, Deductions and Company Contributions area, click in the Item
Name column, and then choose Performance Bonus from the drop-down list.

4 In the Amount column, type 50 and press Tab.

Your screen should look like the following.

Employee Defaults ==
EaTinge Payrall -
Item MName Hourly fAnnual Rate schedule

“  Pay Frequency | Biweekly - Cancel
- | Class Help

What is a payrall schedule?

| Use time data to create pay cheques
Additions, Deductions and Company Contributions

Item Mame Amount Limit: | Taxes...

Performance B... 50.00 |
Accrual Hours. ..
Vacation Pay...
5 Click Taxes.

QuickBooks displays the Taxes Defaults window.

Taxes Defaults @
Tax Table =
Subject to

| Federal Income Tax Federal TD1 8,929.00 Cancel
/| Employment Insurance EI Factor 1.4 Help

¥| Canada Pension Plan Provindal TD1 3,373.00
Other Taxes
Item MName Amount Limit

The withholding taxes that should be deducted from each employee pay cheque are
entered in this window.

6 Click Cancel to close the Taxes Defaults window.

7  Click Vacation Pay.

QuickBooks displays the Vacation Defaults window.
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Vacation Defaults @

Pay every period

Percentage 4,0% | Cancel |

Earnings that accrue vacation | Help |

+  Payroll Item
[ Salary -
Sick Salary
Vacation Salary
Hourly Rate
Sick Hourly Rate

Information regarding earned vacation days is entered in this window. QuickBooks keeps
track of the earned time each pay period.

8 Click Cancel to close the Vacation Defaults window.
9 Click OK to close the Employee Defaults window.

10 When QuickBooks asks whether you would like to apply changes to all matching
employees, click Yes.

The new default you have created will now appear in all employee records if the
employee record has not been changed from the defaults.

11 Click the Home Icon to display the Home page.

The employee defaults affect employees you set up in the future. If your employee list
# already contains names of employees but does not have payroll information for them,
the defaults will not be applied to those employees.

QuickStart

Setting up payroll schedules

You can set up payroll schedules to group employees with the same pay frequency (daily,
semi-monthly, bi-weekly, and monthly). You define how often you pay your employees,
which date their pay cheque is due, and which day you run payroll. QuickBooks calculates
your upcoming payroll schedule so that you can pay your employees on time.

Using payroll schedules is a quick and convenient way to pay your employees at each pay
period. You set up the payroll schedule one time, assign the payroll schedule to the
appropriate employees, and QuickBooks calculates the due dates for each upcoming pay
period.

Note: If you do not set up at least one payroll schedule, you can still pay employees
using Special Payroll in the Payroll Centre.

White Ridge Construction has one payroll schedule: Monthly for salaried employees who are
paid monthly. They now wish to put hourly rated employees on a weekly pay schedule, and
need to set up a second payroll schedule.
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To define a payroll schedule:

1 From the Employees menu, choose Payroll Setup, and then select Add or Edit Payroll
Schedules.

QuickBooks displays the Payroll Schedule List window.

k. Payroll Schedule List [ =[]
Mame Pay Fr... MNext... Next...
Monthly Monthly  [12/31/2...|12/31/...

[ Payroll Schedule ][ | Indude inactive

2  Click the Payroll Schedule menu button, and then choose New.

QuickBooks displays the New Payroll Schedule window.
e Mew Payroll Schedule EI@

The information you provide will be used to create a payroll schedule. What is a payroll schedule?
‘You can set up multiple payroll schedules if you need to. Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do I setup a payroll schedule?
What do you want to name this payroll schedule? (e.g., "Weekly”, "Biweekly”, "Monthly”, etc) ||

How often will you pay your employees on this schedule? | Biweekly (Every other week) =

What is the pay period end date?

What date should appear on pay cheques for this pay period?

The following is based on the information supplied above:
‘You pay your employees DD days after the pay period end date in this payroll schedule.

Schedule is inactive [ oK l | Cancel |

3 Type Weekly in the “What do you want to name this payroll schedule?” field.
4 Press Tab and select Weekly as the pay frequency.
5 Press Tab and select 12/31/2010 as the pay period end date.

A pay period is the duration of time for which you are paying your employee wages. The
pay period end date is the last date of the pay period you have specified for a specific pay
schedule. It is the last date of the pay period that you want this pay cheque to cover.
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QuickBooks uses this date to calculate how many weeks an employee has worked in a
year and the time information to include in the pay cheque.

6 Press Tab and select 12/31/2010 as the date that should appear on the cheques.

The cheque date is the date when employees know they are getting paid. It is the date you
want the pay cheque to affect your bank account. For example, your pay period end date
could be Friday, April 14, but your pay cheque date is 5 business days later on the
following Friday, April 21. The CRA bases your tax liability and that of your employees
on the cheque date. For example, if you pay an employee in January 2011 for time
worked in December 2010, the income is reported on the employee's 2011 T4 form.

Your screen should resemble the following graphic.

w New Payroll Schedule [l ===

The information you provide will be used to create a payroll schedule. What is a payroll scheduls?
‘fou can set up multiple payroll schedules if you need to. Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do I set up a payroll schedule?
What do you want to name this payroll schedule? {e.g., "Weekly", "Biweekly”, "Monthly”, etc) |Weekly

How often will you pay your employees on this schedule? | Weekly -

What is the pay period end date? 12/31/2010

What date should appear on pay cheques for this pay period? 12/31/2010

The following is based on the information supplied above:
You pay your employees on the same day as the pay period end date in this payroll schedule.

OK ] | Cancel

7 Click OK.

QuickBooks Information

"% ‘four Weekly payroll schedule has been set up.
|

= To assign employees to this payroll schedule, go to the
Payroll and Compensation Info tab of the employee record of each employee
you wish to assign and choose the payroll schedule.

8 Click OK in the QuickBooks Information window.
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QuickBooks displays the Payroll Schedule List with the Weekly pay schedule now in the

list.
k. Payroll Schedule List == ]
MName PayFr... Mext... Next...
Weekly Weekly 12/3142...[12/31/...
Maonthly Monthly  [12/31/2...112/31/...

Ppayroll Schedule = [ ] Include inactive

9 Close the Payroll Schedule List.

Now that you’ve set up the pay schedules, you can assign the hourly paid employees to the
appropriate pay schedule.

Assigning employees to pay schedules

To assign employees to a schedule, choose the payroll schedule on the Payroll Compensation
Info tab of the employee record. (You can also assign employees during the Payroll Schedule
Setup process, but for this exercise, we’ll use the employee records.)

To assign a pay schedule:

1 From the Employees menu, choose Employee Centre.
2 Click the Employees tab if it is not already selected.
3 Select Kelly Lawson and then click Edit Employee.

4  In the Edit Employee window, choose Payroll and Compensation Info from the Change
tabs drop-down list.

{ Edit Employee [E=5|Ech|E=D)|
Information for: Kelly Lawson
Change tabs: v Cancel
Payroll Info Motes
Earmings Wwhatis & payrol schedule? T
Payroll =
Item Mame Hourly/Annual Rate §d:’adu|e Monthly T Employee is
Hourly Rate 2500 =~ inactive

Pay Freguency | Manthly

| Use time data to create pay cheques

Additions, Deductions and Company Contributions

Item Name Amount Limit | | Toxes. |
Long Term Disability -12.00 -144.00 - | e |
Health Plan 27.00 324.00 —

Charitable Donation -15.00 | Vacation Pay... |
Performance Bonus 50.00 ———
il | Direct Deposit |
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5  From the Payroll Schedule drop-down list, select Weekly to change the payroll schedule.

Kelly Lawson is an hourly paid employee who is how paid weekly. Notice that
QuickBooks changes the Pay Frequency to weekly

Your screen should resemble the following graphic.

i Edit Employee =lEEs

Information for: Kelly Lawson
Change tabs: Payroll and Compensation Info~ w ﬁ

Payroll Info Notes
Earnings What is a payroll schedule? T

=lp

Item Name Hourly fAnnual Rate P?:md" I Weekly x
Schedule Employee is
Hourly Rate 25.00 = Pay Freguency |weskly inactive

| Use time data to create pay cheques

Additions, Deductions and Company Contributions

Item Name Amount Limit | | Taxes... |
Long Term Disability -12.00 -144.00 = | e |
Health Plan 27.00 324.00 —————
Charitable Donation -15.00 | Vacation Pay... |
Performance Bonus 50.00 —
il | Direct Deposit |
6 Click OK.

7  Select Reynaldo Lopez from the Employees tab and click Edit Employee.

8 Inthe Edit Employee window, choose Payroll and Compensation Info from the Change
tabs drop-down list.

9 From the Payroll Schedule drop-down list, select Weekly to change the payroll schedule.
Notice that QuickBooks changes the Pay Frequency to Weekly.
10 Click OK.

11 Leave the Employee Centre open. You’ll use it in the next exercise.

Adding a new employee

Suppose you have a new employee on the payroll, and want to add him to your records.
To add a new employee:
1 With the Employee Centre displayed, click New Employee.

QuickBooks displays the New Employee window.

2 On the Personal tab, enter the employee data as shown below.
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Personal Address and Contact
Mr.Ms.f... |Mr,
Legal Name
First Mame |Michael M.L | M.

LastMame |White

Print as Michael M. White

SIN 111111 118

Gender Male -
Date of Birth |01/21/1975

3 Onthe Address and Contact tab, enter the employee data as follows.

Additional Info

Personal Address and Contact Additional Info

Home Address
Address 153 West Main 5t.

City Coquitlam Province |BC -
Postal Code |y3T 6RE Country | Canada -
Fhone 604 555-1234

Mabile 604-556-3578

Alt, Phone

Fax

E-mail mwhite @shaw.ca

Pager | PIM (Pager)

4 In the Change tabs drop-down list, select Employment Info.

5 Inthe Hire Date field, enter 11/29/2010.

6 Inthe Change tabs drop-down list, select Payroll and Compensation Info.

7 Inthe Earnings section of the window, click the Item Name column, and select Hourly
Rate from the drop down list and press Tab. (Notice that the Performance Bonus item is

displayed already.)

8 Inthe Hour/Annual Rate column for the Regular Pay payroll item, type 15. Then press

Tab.

9 From the Pay Schedule drop-down list, choose Weekly.
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The Payroll Info tab should look like the following.

f MNew Employee =S
Information for: Michael M. White
Change tabs: Payroll and Compensation Info | Cancel |
Payroll Info | DNext |
Earrings What is a payroll schedule? | = |
Payroll " L rer |
Weekly -
Ttem Name Haurly/Annual Rate | Schedule Employee is
Hourly Rate 15.00 = inactive

Pay Freguency |Weekly

/| Use time data to create pay cheques

Additions, Deductions and Company Contributions

Item Mame Amount Lirnit Taxes...

|

Performance Bonus 50.00 o ‘
\

\

Vacation Pay...

Accrual Hours... |

Direct Deposit

10 Click Taxes.
QuickBooks displays the Taxes for Michael M. White window.

QuickBooks automatically calculates the correct amount of income tax to withhold based
on the information an employee has entered on their TD1 form. You need to copy the
total claim amounts from the federal and provincial TD1 forms into QuickBooks using
this tax window for each employee.

11 Click OK.
QuickBooks returns to the New Employee window.
12 Click OK.

13 When QuickBooks asks whether you want to set up additional payroll information, click
Leave As Is.

QuickBooks returns to the Employee Centre, where the new employee’s hame is now
displayed.

14 Close the Employee Centre.
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Running a payroll schedule

QuickBooks lets you print payroll cheques in a batch based on payroll schedules. You may
want to process the pay cheques of salaried employees in one batch, and do payroll for the
weekly employees as another batch.

To run a pay cheque:

1 Onthe Home page, in the Employee area, click Payroll Centre.

QuickBooks displays the Payroll Centre.

2 Inthe Pay Employees section, choose the Weekly pay schedule.
N
Process Payroll by...  ...for Payroll Schedule  ...and Pay Period ... with Chg Date
[12/31/2010 Weekly 12/25/2010 - 12/31/2010 12/31/2010

= 12/31/2010 Monthly 12/01/2010 - 12/31,/2010 12/31/2010
Pay
Employees

e, 5 B

Unscheduled Start Scheduled Termination
Payroll Payrall Chegue

3 Click Start Scheduled Payroll.

QuickBooks displays the Enter Payroll Information Window.

Zh Enter Payroll Information

[= (e

Enter Payroll
Information

Review & Create
Pay Cheques

Print & Distribute
Pay Cheques

How do I pay my employees?
Payroll Information

Payroll Schedule: Weekly Pay Period Ends | 12/31/2010 Bank Account: | Chequing -
Employees Selected to Pay: 3 Cheque Date m Bank Account Balance: 169,006.83
Uncheck All | | Open Pay Cheque Detail... Sort By | Employee Mame - Show/Hide Columns
J Employee Hourly Rate Total Hours |
Kellv Lawson 0:00] =
J  Michael M. White 0:00
0:00

s

Reynaldo Lopez

How do I use this window to enter payroll information? [ Cancel |

Continue ]

Notice that QuickBooks has filled in the Pay Period Ends field and the Cheque Date field
based on the Weekly pay schedule you set up.

Click in the Hourly Rate column for Kelly Lawson’s name and enter 40.

Click in the Hourly Rate column for Michael M. White’s name and enter 25.
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6 Click in the Hourly Rate column for Reynaldo Lopez’s name and enter 40.

Your screen should resemble the following graphic.

& Enter Payroll Information E=REERE=S
Enter Payroll Review & Create Print & Distribute
Information Pay Cheques Pay Cheques
How do [ pay my employees?
Payroll Information
Payrall Schedule: Weekly Pay Period Ends | 12/31/2010 Bank Account: | Chequing hd
Employees Selected to Pay: 3 Chegue Date 12/31/2009 Bank Account Balance: 169,006.83
Unchedk All | ‘ Open Pay Cheque Detail... Sort By | Employee Name - Show/Hide Columns
J Employee Hourly Rate Total Hours |
J  Kelly Lawson 40:00 40:00
J  Michael M. White 25:00 25:00
' Revnaldo Lopez 40:00 40:00]
How do T use this window to enter payroll information? P ‘ | P |

7  Click Continue. If a warning message regarding payroll calculations is displayed, click

8

OK.

QuickBooks displays the Review and Create Pay Cheques window. To review an
employee’s pay cheque, click the employee name.

% Review and Create Pay Cheques

[ e ]

Enter Payroll
Information

Payroll Information
Payroll Schedule: Weekly

Mumber of Pay Chegues: 3 Cheque Date

Pay Cheque Options
@) Print pay cheques from QuickBooks;

Pay Period Ends

Review & Create
Pay Cheques

12{31 (2010 B8

124312009 [E )

Assign cheque numbers to handwritten cheques

Print & Distribute
Pay Cheques

How do I pay my employees?

Bank Account: | Chequing -

Bank Account Balance: 169,006.83

Explain Printing Options

< Back

First Cheque Number a5er Printing Preferences
Open Pay Cheque Detail. ..
Employee Gross Pay Taxes Deductions ~ MetFay Employer ... Contributi... Total Hours
Kelly Lawson 1,050.00 -256.18 -27.00 756.82 74.08 27.00 40:00
Michael M. White 425.00 -62.88 0.00 3g82.12 28.00 0.00 25:00
Reynaldo Lopez 1,050.00 -256.18 -27.00 766.82 74.08 27.00 40:00
2,525.00 -575.24 -54.00 1,895.76 175.16 54.00 105:00 |
[ Create Pay Chegues ] | Cancel |

In the Employee column click Michael M. White. (Be sure to click the underlined link for

the employee name.)
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9 Click OK at the two warning messages that occur.

If payroll tax information is not up to date, QuickBooks cannot calculate the Federal and
Provincial taxes. QuickBooks fills in the Employee Summary area of the Review Or
Change Pay Cheque window, showing the gross regular pay and all of the deductions
from Michael’s pay cheque. The net amount of the cheque appears at the bottom.

-
Michael M. White Pay Period | 12/25/2010 [] - | 12/31/2010 [HH]
Use Direct Deposit
Earnings
Item Name Rate Hours  Customer:Job Service Item |
Hourly Rate 1500 K -
ourly Ra - J25:00] - e Adv. Pay Bal. (§) 0.00
Sick Avail. (hr) 0:00
Vacation Avail. (5) 0.00
Sick Acc. (hr) 0:00
Vac. Accrued (%) 0.00
Do not accrue
Total Hours: 25:00
QOther Payroll Items Employee Summary
Item Mame Rate Quantity Item Mame Amount YD
Performance Bonus 50.00 +  |Hourly Rate 375.00 375.00 =
Performance Borus 50.00 50.00
CPP - Employee -17.71 -17.71
- |EI-Employee -7.35 -7.35
Federal Income Tax -37.82 -37.82
Company Summary
Item Mame Amount ¥TD
CPP - Company 17.71 FETAL |
EI - Company 10,29 10.29
VacPay-Accrued 0.00 0.00 =
+ | Chegue Amount: 362,12 |
‘ Clear all | |Save & Previous | [ Save & Next ] [ Save & Close ] ‘ Cancel | | Help ‘

Because payroll tax rates change regularly, your numbers will vary from this illustration.

The Company Summary area of the window shows company-paid taxes and
contributions that don’t affect the amount of the pay cheque (company-paid benefits).

10 Click Save & Close to return to the Review and Create Pay Cheques window.

11 Inthe Review and Create Pay Cheques window, ensure Print pay cheques from
QuickBooks is selected.

12 Click Create Pay Cheques. If a warning message appears, click OK.

QuickBooks writes a payroll cheque for each employee in the weekly payroll schedule
for the correct net amount, showing the deductions in the voucher area. QuickBooks
confirms that you have created the pay cheques. You can then choose to print the pay
cheques.

13 You don’t want to print the pay cheques now, so click Close.

14 Close the Payroll Centre.

3049



LESSON 12

Viewing the paycheque

QuickBooks records payroll cheques in your QuickBooks chequing account register. You can
see the cheque by going to the register.

To view the pay cheque from the register:
1 From the Lists menu, choose Chart of Accounts.
2 Double-click “Chequing.”
QuickBooks displays the Chequing account register.
3 Select the pay cheque transaction for Michael M. White, and click Edit Transaction.

QuickBooks displays the Pay Cheque — Chequing window for Michael. Notice that the
Pay Cheque Summary shows a summary of the cheque’s deductions. If you want to see
the deductions that make up this total, you can click the Pay Cheque Detail button.

gPayChequa-Chequmg EI@
& Previous [ Next E% Print - | %\ Find
Bank Account | STIn] - Ending Balance 167,111.07

No. To Print -
Date 12/31/2010 [E|

Pay to the Order of Michael M. White hd § 362.12
Three hundred sixty-two and 12/100* === **> == sx*=s=rxrxrrrrre>==> Dollars
Michael M. White

153 West Main 5t.
Address | Coquitlam, BC V3T 6R8

Order Cheques

Memo

| To be printed
Pay Cheque Summary

Earnings 375.00 Pay Period  12/25/2010 - 12/31/2010
Additions 50.00 Hours Worked  25:00

Taxes -52.88

Deductions 0.00

| Pay Cheque Detail... |

| Save & Close H Revert |

4  Click Save & Close to close the Pay Cheque — Chequing window.

5 Close the Chequing account register, but leave the Chart of Accounts open.

Printing pay cheques and pay cheque stubs
You can print pay cheques as you would any QuickBooks cheque. If you use voucher
cheques, QuickBooks prints the payroll item detail in the voucher area. If you don’t use
voucher cheques, you can print paystubs to give to your employees.
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To print a pay cheque:
1 From the File menu, choose Print Forms, and then choose Pay Cheques.
QuickBooks displays the Select Pay Cheques to Print window.

2 Inthe First Cheque Number field, type 106 if necessary.

Bank Account Chequing + | First Cheque Number | 108

Select Pay Cheques to print, then dick OK.
There are 3 Pay Cheques to print for 1,895,746,

< Date Employes Amount oK

[+ [12/31/2010 Kelly Lawson 756.82
J |12/31/2010 Michael M. White 362,12 m
< [12/31/2010 Reynaldo Lopez 766,82

Select Al

Select None

Company Message to be printed on all paystubs:

3 Make sure there’s a checkmark next to all the employee names, and then click OK.

4 The Print Cheques window is displayed. This is where you choose the Cheque style and
other options.

You have 3 cheques to print for §1,895.75

i

Settings | Partial Page

e Yl HP Officejet 6300 series on USBO01 -

Printer type: Page-criented (Single sheets) -

MNote: To install additional printers or to change port
assignments, use the Windows Control Panel,

Cheque Style Number of copies:| 1
@ Voucher (7 Standard () Wallet Collate

g = 7| [es = [ Print company name and address.
= [ use logo

"] 1n French

5 Close the Print Cheques window.

6 Click Cancel in the Select Pay Cheques to Print window.
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Tracking your tax liabilities

Refer to Handout 10, “List of payroll expenses and liabilities.”

As an employer, you need to track both payroll expenses and payroll liabilities. These are the
company payroll expenses you need to track:

m  Employees’ gross pay
m  Company-paid payroll taxes, such as the employer portions of El and CPP/QPP
m  Company-paid benefits for employees, such as company-provided medical/dental plans

QuickBooks uses an expense account called Payroll Expenses to track these actual costs to
your company. (The funds you deduct from employee pay cheques aren’t considered an actual
cost because they’re monies you’re holding for the government; they don’t come directly
from your company assets.) Whenever you run your payroll, QuickBooks keeps track of your
company’s expenses for each employee. You can then see totals for these expenses on the
payroll summary by employee report and on the profit and loss statement.

QuickBooks uses the Payroll Liabilities account (an Other Current Liability account) to track
what you owe to the government. When you do your payroll, QuickBooks calculates how
much you owe for each tax, deduction, or company contribution payroll item and records that
information as a transaction in the liability account. This produces a record of how much tax
you owe at any time, so you can plan to have the cash available for payment. When you pay
your payroll taxes or other payroll liabilities, QuickBooks decreases the balance of the
liability account.

Look at the payroll expense and liability accounts, so you can see how QuickBooks recorded
expenses and liabilities related to Michael White’s pay cheque.

To display the payroll expenses QuickReport:
1 Inthe Chart of Accounts window, select the Payroll Expenses account.
2 From the Reports menu button, choose QuickReport: Payroll Expenses.

3 From the Dates drop-down menu, choose Custom, enter 12/01/2010 in the From field,
and 12/31/2010 in the To field. Press Tab.

QuickBooks displays the QuickReport. You can scroll through the report to see the items
paid by the company.
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1 Account QuickReport ===
‘ Modify Report... | | Memarize. .. || Print... H E-mail * ” Export... | ‘ Hide Header | ‘ Refresh |
Dates | Custom | From | 12/01/2010 [E] To  12/31/2010 [E] sort By -
Z01PM White Ridge Construction Company
12131108 Account QuickReport
Accrual Basis December 2010
@ Type @ Date o Num < Name @ Memo 3 Split k3 Amount 3
Payroll Expenses
» Pay Cheque 1213112010 Kelly Lawson Chequing 1,000.00 4
Pay Cheque 12/31/2010 Kelly Lawson Chequing 27.00
Pay Cheque 12/3172010 Kelly Lawson Chequing 50.00
Pay Cheque 12/31/2010 Kelly Lawson Chequing 4864
Pay Cheque 12/31/2010 Kelly Lawson Chequing 2544
Pay Cheque 12/3172010 Kelly Lawson Chequing 60.00
Pay Cheque 123172010 Michael M. White Chequing 375.00
Pay Cheque 12/31/2010 Michael M. White Chequing 50.00
Pay Cheque 12/31/2010 Michael M. White Chequing 17.71
Pay Cheque 12/31/2010 Michael M. White Chequing 1029
Pay Cheque 12/3172010 Michael M. White Chequing 0.00
Pay Cheque 12/31/2010 Reynaldo Lopez Chequing 1,000.00
Pay Cheque 12/31/2010 Reynaldo Lopez Chequing 27.00
Pay Cheque 12/3172010 Reynaldo Lopez Chequing 50.00
Pay Cheque 12/31/2010 Reynaldo Lopez Chequing 4864
Pay Cheque 12/31/2010 Reynaldo Lopez. Chequing 2544
Pay Cheque 12/3172010 Reynaldo Lopez Chequing 60.00
Total Payroll Expenses 2875.16
TOTAL 2,875.16

4 Close the QuickReport.
5 Inthe Chart of Accounts, double-click the Payroll Liabilities account.

QuickBooks displays the register for the account. Scroll to find the items for Reynaldo
Lopez’s pay cheque. The register shows a separate transaction for each item from
Reynaldo’s pay cheque. The running balance shows an increase for every liability.

2 Payroll Liabilities | = =)
S Goto.. | & Print... | & Edit Transaction QuickReport
Date Ref Payee Increase < Decrease Balance
Type Account Mema
12/31f2010 Reynaldo Lopez 18.17 29,185.43 =~
PAY CHQ [ Chequing [split]
12/31f2010 Reynaldo Lopez 189.37 29,374.80
PAY CHQ [Chequing [split]
12/31/2010 Reynaldo Lopez &0.00 29,434.80
PAY CHQ ||Chequing [split]
[12/31/2003]E) - |
- | | -
Splits Ending balance 29,434.80
1Hine
Sortby | pate, Type, Number/... w Record ] | Restore

6 Close the register.

7  Close the Chart of Accounts.
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The Employee Earnings Summary report summarizes the wages, taxes, and
adjustments, the gross pay (total and adjusted), and the taxes withheld for each
employee and the entire company.

The Payroll Summary report shows information similar to the employee earnings
summary report, but in a much different layout. The report has a column for each
employee and a row for each payroll item.

2
=
+—
—_
©
—
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Y
>
o

To create either of these reports, choose Employees & Payroll from the Reports menu.

Paying payroll taxes

As long as you have a valid subscription to one of the Intuit Payroll Services, QuickBooks
uses current tax tables to keep track of your tax liabilities as they accrue, so you know how
much you owe at any time.

Figuring out what you owe

If you’re about to pay taxes or other liabilities, the payroll liabilities report shows you how
much to pay. Suppose you are ready to make a tax payment, and you want to see how much
you owe.

To create a payroll liabilities report:
1 From the Reports menu, choose Employees & Payroll, and then choose Payroll Liability

Balances.

2 Inthe Dates field, select Custom, type 10/01/2010 in the From field and 12/31/2010 in
the To field. Press Tab.

QuickBooks displays a report that shows what you owe for each payroll item by month,
as well as the balance.

Tt Payrell Liability Balances [E=nE=Rm
| Modify Report... |_| Memorize... | Print... || E-mail = || Export... |_| Hide Header |_\ Refresh |
Dates | Custom » | From | 10/01/2010 [E] To |12/31/2010[E@] columns |Month » |Sort By |Defal
207 PM White Ridge Construction Company
1231108 Payroll Liability Balances

October through December 2010
+ Oct10 ¢ Hov10 ¢ Dec10 o BALANCE ¢

Payroll Liabilities

Federal Income Tax b 169210 4 7,107.09 416.58 5,216.75
CPP - Employee 269.59 1,018.76 114.99 1,403.34
CPP - Company 260.59 1,018.76 11499 1,403.34
El - Employee 28875 1,081 67 43.69 143411
El - Company 41825 1,528.34 8117 2,007.76
Net Vacation Accrued 343.50 1,265.00 120.00 1,728.50
Long Term Disability 2400 60.00 24.00 108.00
Charitable Donation 50.00 95.00 30.00 175.00
Health Plan 54.00 135.00 54.00 243.00

Total Payroll Liabilities 342078 13,319.62 979.40  17,719.80

3 Close the report.

4 Click No at the message asking if you’d like to memorize the report.
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Writing a cheque for payroll taxes

QuickBooks recommends that you set up scheduled tax payments for your payroll taxes. But
you can also make an unscheduled tax payment if, for example, you don't have an active
QuickBooks Payroll subscription, you have a payroll tax that isn't set up as a scheduled
payment, or you need to make an adjustment to a payroll tax.

When it’s time to deposit payroll taxes with your deposit institution, use the Liability Cheque
window to fill out a QuickBooks cheque.

Note: Don’t just open the Write Cheques window and write a cheque from there.
QuickBooks can’t properly adjust your Payroll Liabilities account unless you
use the Pay Liabilities feature.

To pay payroll liabilities:

1 From the Employees menu, choose Payroll Liabilities, and then click Pay Payroll
Liabilities.
QuickBooks displays the Select Date Range For Liabilities window.
In the “From” field type 12/01/2010, and then type 12/31/2010 in the “Through” field.

Select the date range for the payroll lizbiites you want to pay.
Tip: Base your dates on the dates of the pay cheques you issued, not on your pay period dates.

Show Payroll Liabilities
Dates | Custom From |1201/2010 (8] Through |12/31/201d[E]

] | Cancel | |

2 Click OK.
QuickBooks displays the Pay Liabilities window. Ensure the Payment Date is
% Pay Liabilities (= |
V| To be printed o Review liabiity cheque to
enter expenses penalties —C |
Chequing Account ance
. Create liability cheque ]
Chi
equing — without reviewing Report
Payment Date
PD7A
12/31/2010 Show Payroll Liabiities
Sort By [Payable To L | Dates |Custom w | From | 12/01/2010 Through | 12/31/2010
J  Payrol Item Payable To Amt. Due Amt. To Pay |
Charitable Donation Children's Charities 30.00 0.00 -
Health Plan Insurance Experts 54.00 0.00
Long Term Disability Insurance Experts 24.00 0.00
CPP - Company Receiver General 114.99 0.00
CPP - Employee Receiver General 114,99 0.00
EI - Company Receiver General 61.17 0.00
EI - Employee Receiver General 43.65 0.00
Federal Income Tax Receiver General 416.56 0.00
859.40 0.00
Show all lizbiliies Ending Bank Balance 167,111.07
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3 Click in the column to the left of the CPP-Company payroll item.

QuickBooks places a checkmark in the column to show that the item will be paid. It also
places checkmarks next to EI and Federal Income Tax items.

Now your Pay Liabilities window should look like the following.

& Pay Liabilities =] )
V| To be printed & Review liability cheque to
enter expenses/penalties |—C | |
Chequing Account L ance
Cheaui Create liability cheque
=quing — without reviewing | Repogk |
Payment Dahe | PO7A |
12/31/2010 Show Payroll Liabilities
Date: Fi Th h
Sort 8y |Payable To . ates | Custom w | From | 12/01/2010 rough | 12/31/2010
J  Payroll Item Payable To Amt. Due Amt, To Pay |
Charitable Donation Children's Charities 30.00 0,00 =
Health Plan Insurance Experts 54.00 0.00
Long Term Disability Insurance Experts 24.00 0.00
pany Receiver General 114.99
J |CPP -Employee Receiver General 114.99 114.99
o |EI - Company Receiver General 61,17 61.17
J |EI -Employee Receiver General 43.65 43.65
J |Federal Income Tax Receiver General 416.56 416,56
§59.40 751.40
Show all liabilites Ending Bank Balance 166,359.67

4 Make sure “Review liability cheque to enter expenses/penalties” is selected and then
click Create.

QuickBooks displays the Liability Cheque - Chequing window, with your cheque

displayed.
#! Liability Cheque - Chequing =] (=)
@ Previous [P Next &5 Print ~ | %) Find ¥y History
Bank Account | BTy - Ending Balance 166,359.67
No. ToPrint
Date 12/31/2010 ||
Pay to the Order of Receiver General hd 5 751.40
Seven hundred fifty-one and 40/10p* = === ==ssssssersssnrersssess Dollars
Receiver General
Address
9
Memo o || |OrderCheques
Period: | 12/01/2010 - | 12/31/2010 V] To be printed
Expenses £0.00 | Payroll Liabilities $751.40
Payroll Item Amount Memo |
CPP - Company 114,99 | -
CPP - Employee 114.99
EI - Company 61.17 s
Clear Splits | | Recalculate Save &Close || Revert
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5 Inthe Memo field, type BN 123456789 as a reference number for the CRA.
6 Click Save & Close to record the cheque.
7  Click Yes if QuickBooks asks if you wish to record changes made to this transaction.

Whenever you make a payment and record your cheque this way, QuickBooks decreases the
balance of the Payroll Liabilities account.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the payroll liability transaction.

Account Title Debit Credit
Chequing $751.40
Payroll Liabilities $751.40

Preparing PD7A, T4, T4 Summary, and Relevé 1 forms

Along with your liability cheque, you’ll need to submit a PD7A (Current Source Deductions
Remittance) form to the CRA. On this form, you report the federal income tax amounts, El

premiums, and CPP contributions you withheld from your employees’ pay cheques over the
past month. To help you prepare this form, QuickBooks provides a PD7A Summary Report.

Creating a PD7A Summary Report:

1 From the Reports menu, choose Employees & Payroll, then PD7A Report.

2 Inthe Dates field, select Custom. In the From field type 12/01/2010, in the To field, type
12/31/2010, and then press Tab

QuickBooks displays a summary of the income tax, pension plan contributions, and
Employment Insurance premiums that you’ve withheld from employee pay cheques, as
well as the company contributions.

317



LESSON 12

Your screen should look like the following.

{il PD7A Report F=5 EoB (™)
| Memorize. .. || Print... || E-mail » || Export... | | Hide Header | | Refresh |
Dates | Custom w | From | 12/01/2010 To |h2/31/2010
Z24 PM White Ridge Construction Company
12131109 PD7A Report
December 2010
+ Dec10 +
Gross payroll for period b 252500 4
No. of employees paid in period 3
Remittance for period
Tax deductions 416.568
Total CPP contributions
CPP - Employee 114.5%
CPP - Company 114.55%

Total CPP contributions 22558

Total El premiums

El - Employee 43.69

El - Company §1.17
Total El premiums 104.88
Remittance for period 751.40

You would use the figures in the report to fill in your PD7A form.

3 Close the report.

Preparing T4 slips
At the end of the year, you’ll need to provide T4 slips for your employees and the CRA.
QuickBooks can help you create these.

To create a T4 slip:
1 From the Employees menu, select Payroll Forms, then Process T4s.
QuickBooks shows the Process T4s window. If a warning message appears, click OK.

2 Check that the Year drop-down menu is showing the correct year (for this example, 2010
— though usually you would want the year that just finished).

3 Click in the checkmark column to the left of Sandra Adams.
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32 Process T4s EI@
| chekcan | [ pingTa | | Done |
Year 2010 w
| ReviewTs | [ EfileTs |
J  Employee SIN Reviewed Printed E-File Submission ID_ |
Jf|5andra Adams ~ |111888 111 -
Rob deMontarnal |111 888 111
Kelly Lawson 111888 111
Reynaldo Lopez (111888 111

Michael M. White

111111 118

Employee T4

4  Click the Review T4 button to see Sandra’s T4.

Doing payroll with QuickBooks

Employer's name

White Ridge Construction Company

14 Employment income
7,500.00

22 Income tax ded.
2,396.68

54 Business number
123456735RP0O001

10 Province
BEC

Emplovee no.

16 CPP contributions
345.84

24 Elinsurable earnings

125.LN,
111388 111

29 Emp. code

28 Exempt
| [Cleerjgre [ E

[ rPe

17 QPP contributions

26 CPP/QPP pens. earn.

18 EI premiums
375.00

44 Union dues

Surname
ADAMS

563 Newton Dr
Wancouver, BC

W3l M2

Employee's name and address

First name
Sandra

Initial

20 RPP contributions

46 Charitable donations
30.00

52 Pension adjustment

50 Pension plan no.

55 PRIF Premiums

56 PFIP Ins, Earn.,

30 Housing/Board

31 Special work site

32 Travel in zone

33 Medical travel

34 Use of auto

36 Interest benefit

37 Home relocation

38 Security options

39 Stock/Share ded.

40 Other tax.benfs,
500,00

41 Stock/Share ded.

42 Emp. commissions

43 C.F.Personnel

53 Security Options{Def.)

70 Officer expense allow.

71 Status Indian

72 Emp. out, Canada

73 Days out, Canada

74 Past serv, cont,

75 Past serv, not cont,

77 WCE Repaid

78 Fishers gross

79 Fishers net

30 Fishers shareperson

21 Agency workers

82 Drivers

83 Hairdresser

84 Public Transit

85 Priv Health Premiums

MNext

] [ Cancel ]

[ Help

Notice that the information on the T4 summarizes the information from the pay cheques
processed for Sandra. If you’re not sure what a box on this form is for or how amounts
should be entered, click the Help button, then you can find out more about individual
boxes. The online help contains a good deal of information about how T4 slips should be
completed.

Double-click the EI Premium box (Box 18).
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Adjustments to box 18, EL prem_ium @

Calculated Amount: 375.00
Description Amount |

Mew Amount:

In the Adjustments window, you can adjust amounts on the T4 slip, if necessary, and
enter a memo to remind you why you made the adjustment (the Description field). The
amount you enter is added to what is already showing on the T4 (the amount field). To
decrease the amount on the T4, you would enter a negative number.

6 Click Cancel.

7  Click OK to close the Employee T4 window.
You are returned to the Process T4s window.

8 Click Print T4 — click Yes in the warning concerning not all employees being selected.
In the Print T4s window, choose the printer you want to use and the printer type.

You can then choose whether to print on blank paper (the default if you have an inkjet or
laser printer), or pre-printed, multipart forms from the CRA. Finally, you select who you
are printing the forms for: the CRA, your own records, or to give to the employee.

Settings | Fants
e = Tl | - Officejet 5300 series on USB001 -

Print

Cancel

Printer type: | Page-oriented (Single sheets) -

Mote: To install additional printers or to change port
assignments, use the Windows Control Panel.

Print on: () Preprinted forms
(@) Blank paper
T4FormType: @ Single Sheet
@ Canada Revenue Agency Copies

(") Employer Copies

(71 Employee Copies (Mo Business Mumber Printed)

tipart {Impact) Forms

[ Alsa print company legal address on the T4s

9 Close the Print T4s window and click OK in the Reminders window.

10 Close the Process T4s windows.
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Preparing a T4 summary report

When you file the T4s you created for your employees, you need to include a T4 Summary
that totals the amounts on all the T4 slips. You can use a report to fill in your T4 Summary
form quickly.

To create a T4 summary report:

1 From the Reports menu, choose Employees & Payroll, then T4 Summary.

QuickBooks displays a summary of your T4s.

Ll T4 Summary ===
_| Memaorize. .. || Print... || E-mail » || Export... |_| Hide Header |_| Refresh |
Dates | EAr S ~ | From |01,01/2010 [B] To |12)31/2010 [E]

236 PM White Ridge Construction Company

123110 T4 Summary
January through December 2010

= Jan - Dec 10 «

Number of T4 glips printed (Box 83) o
Employment Income (Box 14) 49916.65
RPP contribution (Box 20) 0.00
Pension Adjustment (Box 52) 0.00
Employee's CPP contributions (Box 16) 2,3058.60
Employer's CPP contributions (Box 27) 2,309.60
Employee's El premiums (Box 18) 2413.28
Employer's El premiums (Box 19) 337860
Income Tax Deducted (Box 22) 15,3458.22
Total deductions reported (Box 80) 25,760.30

2 For this example, ensure This Calendar Year is selected in the Dates field.

When you work with your own company file, you will likely want to select “Last
Calendar Year” when you use this report.

You can now use the information in the report to fill in the T4 Summary form.

If you want to print the report, click Print in the report button bar.

3 Close the report.
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LESSON 13

Lesson objectives

m  To learn how to create job estimates

m  To find an estimate in a data file

®  To learn to duplicate an existing estimate
m To create an invoice from an estimate

m  To display project reports for estimates
m  To update a job’s status

B To make an estimate inactive

Supporting materials

m  PowerPoint file: Lesson 13
®  Video tutorial: Prepare an estimate

Instructor preparation
m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):
1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open or Restore Company window.
2 Select Restore a backup copy and click Next.
3 Select Local backup and click Next.
4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.

5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
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In the Open or Restore Company window, click Next.
Navigate to your C:\QBtrain directory.

In the File name field of the Save Company File as window, type lesson 13 and then
click Save.

Click OK when you see the message that the file has been successfully restored.

Creating jobs and estimates

An estimate is a description of work or products you propose to sell to a current or
prospective customer. You can create multiple estimates for each name (customer or
customer:job combination). If the customer accepts an estimate, you can turn the estimate into
an invoice, modifying it as necessary. When you have actual costs and revenues, you can
compare them to your estimated costs and revenues to see if you were over or under the
estimate.

Estimates are “non-posting” transactions—they do not affect any financial reports or income
and expense balances. QuickBooks allows you to create invoices from estimates either by
transferring the entire estimate to an invoice or by allowing you to choose a percentage or
selected items to invoice from the estimate. The ability to bill for only a percentage of the
estimate or selected items on an estimate is called progress invoicing.

When you create a new QuickBooks company using the EasyStep Interview, QuickBooks
asks you if you use estimates and/or progress invoicing. If you respond yes, QuickBooks turns
on these features for you. If you respond no, you need to turn on these features in order to use
them. White Ridge Construction already has estimates and progress invoicing turned on, but
you’ll review how to do this so you become familiar with QuickBooks preferences.

Turning on estimates and progress invoicing

To turn on estimates and progress invoicing:

1

2

From the Edit menu, choose Preferences.
Click Jobs & Estimates in the left panel.

Click the Company Preferences tab to display the job and estimate preferences.

QuickBooks displays the Jobs & Estimates section of the Preferences window.
Click Yes for “Do You Create Estimates?”

Click Yes for “Do You Do Progress Invoicing?”
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Preferences @
B Accounting My Preferences Company Preferences
—é Bills | Cancel |
2 Chequing Pending ] Enter the job status descriptions you )
a3l — prefer for your business, For example, | Help |

¥ Desktop View . e w N —_—

Awarded Awarded you could enter “Submitted” for Pending. P —

% Finance Charge | Default |
l__’ General In progress In progress
'.'s'i Integrated Applications Closed Closed Also See:
g Items & Inventory - I I

B Mot awarded |Mot awarded enera
— . . Sales and
=) Multiple Currendies Do You Create Estimates? Do You Do Progress Invoicing? Customers
B3 payrol & Empl
? ayrol SEmployees 9 Yes Mo 9 Yes Mo Time Tracking
@ Reminders
¥l Reports & Graphs

7] Warn about duplicate estimate 7 Don't print items that have zero

3 sales & Customers numbers amount

|§| SalesTax

Send Forms

% Service Connection

E Spelling

%] Time & Expenses

6 Click OK to record your selections and close the Preferences window.

If your industry uses a term other than “estimate” (for example, “bid” or “proposal”),
you can change the title that appears on the QuickBooks estimate form.

To change the title of the form:
From the Lists menu, choose Templates.
In the Templates list window, click the Templates menu button and choose New.

2
=
+—
—
©
+—
(%]
-~
Y
>
o

In the Select Template Type window, select Estimate and click OK.

In the Basic Customization window, click the Manage Templates button.
In the Template Name field, enter a name for the template and click OK.
Click the Additional Customization button.

In the Additional Customization window, enter the title you want (Proposal, for
example) in the field next to the Title checkbox (this is the first field on the
Header tab). Click OK.

8. If the Layout Design message window appears, click OK.

N o g bk~ 0D

9. Click OK again to save the template.

10. Close the Templates list window.

Creating a new job

With the estimates feature turned on, you can add a new job for a bathroom remodel project
for your customer, Jeremy Greene. Then you’ll create an estimate for the job.

To create a new job:

1 Click Customer Centre on the icon bar.

2 Inthe Customers & Jobs list, select Greene, Jeremy.
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3 Click the New Customer & Job menu button, and then choose Add Job.

QuickBooks displays the New Job window.

Estimating and progress invoicing

|1 Mew Job

Job Name

Opening Balance

asof | 12/31/2010 How do I determine

the opening balance?

Address Info Additional Info Payment Info Job Info
Customer Greene, Jeremy w | Contact | Jeremy Greene
Company Mame Phone 604 554-7895
Mr.Ms. /... Mr. FAX 604 554-7300
First Name Jeremy M.L Alt. Phone | 504 628-4561
Last Name Greene Alt. Contact
E-mail
Cc
Addresses
Invoice To Ship To -
Greene, Jeremy
133 Sunnyside Blvd I
Vancouver, BC Copy => |
V2H 150
| Edit | e

Cancel
Next
Help

Job is inactive

4 In the Job Name field, type Bathroom remodel.

5 Click the Job Info tab.

QuickBooks displays the Job Info portion of the New Job window.

[ New Job

== s

Job MName

Bathroom Remodel

Opening Balance

Job Description

Address Info Additional Info
Job Status Start Date
one A3

as of | 12/31/2010 How do I determing

Payment Info

Projected End

the opening balance?

C= ]

Job Info

End Date

Job Type

-

Cancel
Next
Help

Job is inactive

6 Inthe Job Status field, select Pending from the drop-down list.

7

8

In the Start Date field, type 01/05/2011, and then press Tab.

In the Projected End field, type 02/28/2011.
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9 Inthe Job Description field, type Remodel bathroom.

10 Inthe Job Type field, select Remodel:Bathroom from the drop down list.

Job types give you a way to classify your jobs so you can group and subtotal similar jobs
on your reports. By using them, you’ll be able to determine which kinds of jobs are the
most profitable for your business.

Your screen should look like the figure below.

[ New Job

[F=1 I8 5

Job Name
Opening Balance

Address Info

Job Status

Job Description
Remodel Bathroom

Additional Info

Start Date
Pending ~ | 01/05/2011[E] |02/28/2011 [E]

Bathroom Remodel

e I e et
.

Payment Info

Projected End

Job Type

Remodel:Bathroom

Job Info

End Date

-

Cancel
Mext
Help

Job is inactive

11 Click OK.

QuickBooks returns you to the Customer Centre.

Click this button to expand
the Customers & Jobs list

Customers & Jobs Transactions
View | Active Customers - Tl
Find
Mame Balance ... Job.. Estimate...
+Allin, Hilda Q.00 54,853.05
+600 50 Ft Addition 0.00 Pending 54,853.05
+Bentley, Karen 0.00 0.00
+Roof and Attic 0.00 Inpro... 0.00
«(Card, Brad 0.00 21,735.00
+Theatre Room 0.00 Inpra... 21,735.00
+Greene, Jeremy 3,762.00 42,462.00
+Bathroom remodel 0.00 Pending
+Kitchen Renovation 8,762.00 Awarded 42,462.00
+Nielsen, Clinton 0.00 0.00
+Study Addition 0.00 0.00

12 Click the expand arrow to show full details in the Customers & Jobs list.
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Notice that the new Bathroom remodel is listed as a pending job for Greene, Jeremy.

and progress

invoicing

+(Ereene, Jeremy 8,762.00
+Bathroom Remodel 0.00
+Kitchen Renovation 8,762.00

Pending
Awarded

Writing an estimate

Now that you’ve created a new job for the bathroom remodel, you can create an estimate
forit.

To create an estimate:

1

2

In the Customers & Jobs list, if necessary, select Greene, Jeremy: Bathroom remodel.

Click the New Transactions menu button, and then choose Estimates.

QuickBooks displays the Create Estimates window for this customer and job. You
learned in Lesson 6 how to fill out an invoice form, so this form should look familiar.

Press Tab to accept Greene, Jeremy:Bathoom remodel in the Customer:Job field.

Notice that QuickBooks enters the customer’s name and address in the appropriate area

of the form.

If necessary, select “Custom Estimate” in the Template field.

_-rCreateEstimate: = || = || EE
4 previous [ Net &% Print + [} E-mail v| #) Find [ Spelling T History ?
Customer:Job ) Estimate Template | Print Preview

Active

Greene, Jeremy:Bathroo.., Custom Estimate -

Estimate #
12312010 (@] |6

Estimate
MName | Address

Message

Total

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150
Item Description Qty R.. Amount Markup Total Tax
-
Customer - 0.00 Vie

0.00

0.00 0.00 0.00

Tobe e-mailed  Customer Tax Code |G

Memo

-

| Save & Close | [ Save & New ] | Clear

5 Click in the Item column in the middle of the form.

A down arrow appears, indicating that a drop-down list of choices is available.

The Item list, which contains all the services and goods your business provides, is the
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same list that is available to you on invoice forms and throughout QuickBooks.

6 Select Direct Labour:Demolition Labour from the Item drop-down list. If the Sales Tax
Codes message window appears, click OK.

7  Press Tab twice to move to the Qty column.

8 Type 10 in the Qty column, and then press Tab and type 35.00 in the Rate column. Press
Tab.

The total amount is calculated by QuickBooks when you move out of this field.
9 Click the line under “Demolition Labour” in the Item column.
10 Choose Direct Labour:Framing Labour.

11 Press Tab twice to move to the Qty column, type 40, Tab and type 25 in the Rate column.
Press Tab.

12 In the line under Framing Labour in the Item column, select Direct Materials -
Heading:Framing Materials.

13 Press Tab three times to move to the Rate column, and then type 2500.
14 Press Tab to move to the Markup column.

15 Type 15%, and then press Tab twice.

_+{ Create Estimates E=n|E=h ==
3
& Previous ¥ Net &5 Print ~ L) E-mail v| %) Find [§f Spelling %y History
Customer:Job | Estimate Template | Print Preview
Greene, Jeremy:Bathroo... = Active Custom Estimate -
- Estimate #
Estimate 12312010 |@| |6
MName [ Address
Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150
Item Description Qty Rate Amount Markup  Total Tax
Direct Labour:Demo... |Demolition Labour 10 35.00 350.00 350,00 |G -
Direct Labour:Frami... |Framing Labour 40 25.00 1,000.00 1,000.00 (G
Direct Materials - H... |Framing Materials 2,500.00 2,500,00 15.0% | 2,875.00 |G
- r -
Customer - GST 5.0% 211.25 |yje
Message 0.00
Total 3,850.00 375.00 4,436.25
Tobe e-mailed  Customer Tax Code |G -
Memo | Save & Close | [ Save & New ] | Clear |

Notice that QuickBooks has filled in most of the information for the estimate based on
the items selected.

16 Click Save & Close to save the estimate.

330



Estimating and progress invoicing

QuickBooks returns you to the Customers & Jobs list. Notice the Estimate Total column
for the Pending Bathroom remodel job for Jeremy Greene now has a balance of 4,436.25.
(Click the expand arrow if you don’t see the Estimate column).

Customers & Jobs Transactions

View | Active Customers - \E’

Find

Name Balance Total = Job Status Estimate Total

+Allin, Hilda 0,00 54,853.05
+600 50 Ft Addition 0.00 Pending 54,853.05

+Bentley, Karen 0.00 0.00
+Roof and Attic 0.00 In progress 0.00

+Card, Brad 0,00 21,735.00
+Theatre Room 0.00 In progress 21,735.00

+Greene, Jeremy 10,240.74 46,898.25
+Bathroom Remodel 1,478.74 In progress 4,436.25
+Kitchen Renovat... 3,762.00 Awarded 42,462.00

17 Click the collapse arrow, and then Close the Customer Centre.

Creating multiple estimates

Just as you’ve completed the estimate for this customer, he calls and asks you to prepare a
second estimate for the same job. He’d like you to price a couple of different options.

Finding estimates

Because you just created the estimate, you can open the Create Estimates window and press
the Prev button and that will take you to the correct estimate. However, when you don’t know
where an estimate is, there are a couple of methods you can use to locate the estimate you
want quickly. You’ll use one of them here.

To find an estimate:
1 From the Customers menu, choose Create Estimates.

2 Click Find (the magnifying glass icon) on the button bar.

QuickBooks displays the Find Estimates window.

( |
Find Estimates ‘ li_hj
Customer:Job
| | —

Date Cancel
To ———
Advanced
Estimate #

Amount

3 Inthe Customer:Job drop-down list, select Greene, Jeremy:Bathroom remodel.
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4 Click Find.

QuickBooks displays the estimate that you’ve already created for this job (Estimate # 6).

_+ Create Estimates ==
3
& previous [P Net <% Print ~ [&) E-mail ~ | %) Find [ Spelling T History
Customer:Job | Estimate Template | Print Preview
Greene, Jeremy:Bathroo... = Active Custom Estimate -
- Estimate #
Estimate 12/31/2010 |@) |6
MName [ Address

Greene, Jeremy

133 Sunnyside Blvd

Vancouver, BC

V2H 150

Item Description Qty  Rate Amount Markup Total Tax
Direct Labour:D... |Demolition Labour 10 35.00 350.00 350.00 |G -
Direct Labour:F... |Framing Labour 40 25.00 1,000.00 1,000.00 |G

Direct Materials ... [Framing Materials 2,500... 2,500,00 15.0% 2,875.00 |G

- r -
Customer — G5T 5.0% 211,25 | vies
Message 0.00
Total 3,850.00 375.00 4,4356.25
To be e-mailed  Customer Tax Code |G -
Memo | Save & Close | [ Save & New ] | Clear

5 Keep the estimate open; you’ll use it in the next exercise.

Duplicating estimates

Your customer wants you to prepare a second estimate for the bathroom remodel job because

he is considering buying the cabinets from you in addition to having you do the installation
work.

First, you’ll create a duplicate of the original estimate, and then make the modifications
necessary for the second bid.

To create a duplicate of an existing estimate:

1 Right-click in the body of the estimate (not in the item list area) and choose Duplicate

Estimate from the list that displays. Click OK at the QuickBooks information window
that displays.

QuickBooks duplicates the estimate and displays the new version on your screen. Notice
that QuickBooks assigns the next available estimate number to the new form.
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Name [ Address

Greene, Jeremy
133 Sunnyside Blvd
Wancouver, BC

_+ Create Estimates =xE=h ===
4 Previous [P Next <@ Print + C& E-mail = | %) Find [ Spelling % History Create Invoice = -
Customer:Job Estimate Template | Print Preview
Greene, Jeremy:Bathroo... Active Custom Estimate -

Estimate mmm & F@,

W2H 150
Item Description Qty Rate Amount Markup Total Tax
Direct Labour:Demoli... |Demalition Labour 10 35.00 350.00 350.00 |G &
Direct Labour:Frami... |Framing Labour 40 25.00 1,000.00 1,000.00 |G
Direct Materials - He... |Framing Materials 2,500.00 2,500.00 15.0% | 2,875.00 |G
- 0.00 - 000G = -
Customer = GST 5.0% 211.25 | view
Message 0.00
Total 3,850.00 375.00 4,436.25

Tobe e-mailed  Customer Tax Code |G -

Memo

Save & Close | [ Save &New ] | Clear

2 Click in the Item column in the line below Framing Materials, and select Materials

Heading:Cabinets:Cabinet Wall Unit from the drop-down list.

3 Press Tab twice and type 6 in the Qty column.

4 In the Mark-Up column, type 15%, press Tab

5 Click in the Item column in the line below Materials Heading:Cabinets: Cabinet Wall

Unit and select Materials Heading:Hardware:Door Pulls from the drop-down list.

6 Press Tab twice and type 12 in the Qty column.

7  Press Tab twice and type 15% in the Mark-Up column.

8 Press Tab

Your estimate should look like the following figure.

_+ Create Estimates

[E=E|ECE)F>|

Customer:Job  Estimate
Greene, Jeremy:Bathroo... Active
Estimate

Name | Address

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC

4 Previous [ Next &5 Print ~ L& E-mail v‘ %) Find [ Spelling T History [E] Createlnvoice v [ Customize ~

Template | Print Preview

Custom Estimate -

Date Estimate #
25y @

V2H 150

Item Description Qty Rate Amount Markup Total Tax
Direct Labour:Demoli.... |Demalition Labour 10 35.00 350.00 350.00 |G &
Direct Labour:Framin. .. |Framing Labour 40 25.00 1,000.00 1,000.00 |G

Direct Materials - He... |Framing Materials 2,500.00 2,500.00 15.0% | 2,875.00 |G
Materials Heading:C... |Light Pine Kitchen Cabinet wall unit 99.95 599.69 15.0% 689.65 |G
Materials Heading:H... |Door pulls for kitchen cabinets 12 0.99 11.88 15.0% 13.66 |G

Customer -
Message

GST 5.0% 296.42
0.00

Total 4,461.57 466.74 5,174.73

Tobe e-mailed  Customer Tax Code |G -

Memo

Save & Close ‘ [ Save & Mew ] | Clear

9 Click Save & Close.
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Creating an invoice from an estimate

Once you have created an estimate and the customer has approved it, you can use the estimate
to invoice the customer. In this exercise, you’ll be using the QuickBooks progress invoicing
feature.

Progress invoicing (also known as progress billing), lets you invoice for jobs that you work on
and complete in phases. When using progress invoicing, you start by creating an estimate for
the job (you don't have to give this estimate to the customer). Then, as you complete each
phase, you can easily transfer items from the original estimate to an invoice. You can specify
which items to include on each invoice and change estimated amounts or percentages. When
you use estimates to create progress invoices, you can run reports to help you track your
estimated versus actual costs.

To create an invoice from an estimate:

1 Click Customer Centre on the icon bar.

2 Inthe Customers & Jobs list, select Greene, Jeremy: Bathroom remodel.

3 Click the New Transactions menu button, and then choose Invoices.
QuickBooks displays the Create Invoices window.

4 Press Tab to leave the Customer:Job field.

QuickBooks displays a list of estimates created for this job.

1

Customer:Job hd

Select an estimate to invoice

C |
Date Amount Customer:Job Est. Na. \L/
[2/31/2010 4,436, 25Greene, Jeremy. .. Help

12312010 5,174.73|Greene, Jeremy...

Rl (=]

5 The customer accepted the first estimate you created, so select estimate number 6, and
click OK.

QuickBooks displays the Create Progress Invoice Based On Estimate window.
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Create Progress Invoice Based On Estimate- M

Spedify what to indude on the invoice.

@ Create invoice for the entire estimate {IDD%).E

() Create invoice for a percentage of the entire estimate.
%= of estimate

~) Create invoice for selected items or for different percentages of each item.

[ oK | [ cancel | | Help |

White Ridge Construction typically bills for one-third of the job before starting work,
one-third when the project is one-third complete and the final one-third when the job is
completed.

6 Select “Create invoice for a percentage of the entire estimate.”
7  Type 33.333 in the “% of estimate” field.

If you need to invoice for only selected items on an estimate or for varying percentages or
amounts for different items, select the option “Create invoice for selected items or for
different percentages of each item.” QuickBooks then displays a table of all items on the
estimate and allows you to select which items you want to include and the amounts for
each item.

8 Click OK.

QuickBooks completes the invoice for one-third of each item on the estimate. Your
invoice should resemble the following figure.

|.J Create Invoices

& Previous [ Next < Print ~ 3 Send '| £ Find [ Spelling % History 5] Joumnal [] Progress | ™ Letters ~ ”

Customer:Job
Greene, Jeremy:Bathroo.., =

Invoice

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC

Template [ Print Preview J

Progress Invoice -

12/31/2010 El 16

W2H 150
Met 15 -
Item Description Est Amt Prior Amt Qty Tax Rate Total % Amount |
Direct Labour:... |Demolition Labour 350.00 3.3333 |G 35.0... | 33.33% 116.67 *
Direct Labour:F... [Framing Labour 1,000.00 13.3332 |G 25.00 | 33.33% 333.33
Direct Materials... |Framing Materials 2,875.00 0.33333 |G 2,87... | 33.33% 958.32
Customer — Edit GST 5.0% 70,42
Total 1,473.74
[T To be printed [ Add Time/Costs. .. ] { Apply Credits... | Payments Applied 0.00
To b iled
[ To be e-maile e ——— = Balance Due 1,478.74
Mema
Save & Close I [ Save &New ] I Clear

J
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Notice that QuickBooks changed the invoice template to Progress Invoice. QuickBooks
also tracks that one-third of the Green kitchen renovation job has been invoiced and that
two-thirds has not yet been invoiced.

Note: If you want your customers to see more detail on the invoice you send them,
such as Estimate Amount, Prior %, and Current % you can customize the
invoice template to add some of these columns from the printed form. See
Lesson 15, “Customizing forms and writing QuickBooks Letters,” for more
information.

9 Click Save & Close to record the invoice.

10 Close the Customer Centre.

Displaying reports for estimates

QuickBooks provides five reports on estimates, as described in the following table. You can
create these reports from the Jobs, Time & Mileage submenu of the Reports menu.

Report Description

Job Estimates vs. Actuals Summary Compares estimated cost to actual cost and
estimated revenue to actual revenue for all
customers and jobs.

Job Estimates vs. Actuals Detail For a particular customer or job, compares
(for one job) estimated costs to actual costs and estimated
revenues to actual revenues.

Job Progress Invoices vs. Estimates Compares each estimate with progress invoices
based on the estimate.

Item Estimates vs. Actuals For each item, compares estimated cost to actual
cost and estimated revenue to actual revenue.

Estimates by Job Lists all estimates by job.

Displaying the job progress invoices vs. estimates report

Because you’ve just completed a progress invoice, you can see how QuickBooks records this
on the job progress invoices vs. estimates report. This report shows job status, estimate total,
total invoiced from the estimate on progress invoices, and the percentage of the estimate
already invoiced on progress invoices.

To display the job progress invoices vs. estimates report:

1 From the Reports menu, choose Jobs, Time & Mileage.

QuickBooks displays a submenu of project reports that deal with customer jobs and
estimates.

2 Choose Job Progress Invoices vs. Estimates.

QuickBooks displays the Job Progress Invoices vs. Estimates report.
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3 Choose Custom for the Dates field, then 12/01/2010 for the From field and 12/31/2010
for the To field, and then press Tab.

Your report should look like the following figure.

Tl Job Progress Invoices vs, Estimates E=nEoRrs)
| Modify Report... ‘ | Memarize. .. || Print... ” E-mail * || Export... | | Hide Header | ‘ Refresh |
Dates | Custom > | From |12/01/2010 [E] To | 12/31/2010 [EH] Sort 8y |Default -
3:41 P White Ridge Construction Company
07128108 Job Progress Invoices vs. Estimates
December 2010
k3 Type @ Date + Num < Estimate Active = Estimate Total < Progress Invoice ¢« % Progress  «
Greene, Jeremy
Bathroom Remodel
] Estimate 123172010 6 J 443825 147874 33.33% 4
Estimate 123172010 7 J 517473 0.00 0.0%

Notice that the progress invoice you completed for Jeremy Greene is listed in the
Progress Invoice column. The % Progress column shows how much of the total estimate
you’ve invoiced for so far.

4 Close the report window. Click No in the Memorize Report window.

Updating job status

Every time you change the status of a job, you should update its job status in the
Customer:Job list. For example, the estimate for the bathroom remodel is no longer pending;
Jeremy Greene awarded you the job and you have started work.

To update the status of a job:
1 Click Customer Centre on the icon bar.

QuickBooks displays the Customer Centre.
2 Inthe Customers & Jobs list, select Greene, Jeremy: Bathroom remodel.
3 Click Edit Job.
QuickBooks displays the Edit Job window.
4  Click the Job Info tab.
QuickBooks displays the Job Info portion of the Edit Job window.
5 Inthe Job Status field, select “In progress.”

Your screen should look like this.
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|-+ Edit Job [F=HEoR <)
Job Mame Bathroom Remodel
CurrentBalance :  1,478.74 How do I adjust the current balance?
Address Info Additional Info Payment Info Job Info | Cancel |
Job Status Start Date Projected End  End Date | Motes |
In progress ~ | |01f05/2011 02/28/2011 | Help |
Job Description Job Type o
Remodel Bathroom| Remodel:Bathroom - Job s inactive

6 Click OK.
QuickBooks returns you to the Customer Centre.

7  If necessary, click the expand arrow to display the full details on the Customers & Jobs
list.

The Customers & Jobs list now shows this project as being in progress.

8 Collapse the Customers & Jobs list, and then close the Customer Centre.

Making estimates inactive

Now that the customer has accepted one of the estimates for the bathroom remodel job and
you have started work, you might want to make the unaccepted estimate inactive. When you
make an estimate inactive QuickBooks keeps a record of it, but does not use the numbers in
reports.

To mark an estimate inactive:
1 From the Reports menu, choose Jobs, Time & Mileage.
2 Choose Estimates by Job from the submenu.

QuickBooks displays the Estimates by Job report.
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Tl Estimates by Job = |[= ][R
Modify Report... | [ Memorize... || Print... || E-mai v || Export... | [ HideHeader | [Refresh
Dates | [TI ~ | From To [E] sort By Default -
346 PM White Ridge Construction Company
0728109 Estimates by Job
All Transactions
@ Type < Date <+ Num_ Memo « Estimate Active « Amount @
Allin, Hilda o
600 50 Ft Addition
» Estimate 0170472010 1 v

Total 600 SQ Ft Addition
Total Allin, Hilda 54,853.05

Card, Brad
Theatre Room
Estimate 0411612010 2 J
Total Theatre Room

Total Card, Brad 21,735.00

Greene, Jeremy
Bathroom Remodel

Estimate 123172010 6 o 4,436.25
Estimate 1213172010 7 o 517473
Total Bathroom Remodel 9,610.98

Kitchen Renovation

Estimate 05/01/2010 3 N 42,462.00
Total Kitchen Renavation 42,462.00
Total Greene, Jeremy 52,072.98

3 Scroll to the section of the report that displays the estimates for Jeremy Greene.
4 Double-click anywhere on the line for Estimate #7.

QuickBooks displays the estimate.

_+f Create Estimates (===
& previous B Net 5 Print ~ [3 E-mail ~ | %) Find & Spelling % History CreateInvoice v [¥4 Customize ~+ ”
Customer: Job 7 Estimate Template | Print Preview
Greene, Jeremy:Bathroo... « Active Custom Estimate -

- Date Estimate #
Estimate

Name / Address

Greene, Jeremy
133 Sunnyside Blvd
Wancouver, BC

W2H 150

Item Desaiption Qty Rate Amount Markup Total Tax
Direct Labour:Demoli.... |Demolition Labour 10 35.00 350.00 350.00 (8 o
Direct Labour:Framin... |Framing Labour 40 25.00 1,000.00 1,000.00 |G
Direct Materials - He... |Framing Materials 2,500.00 2,500.00 15.0% | 2,875.00|G
Materials Heading Light Pine Kitchen Cabinet wall unit 3 99.94928 599.69 15.0% 689.65 (G
Materials Heading:H... |Door pulls for kitchen cabinets 12 0.98986 11.88 15.0% 13.86 |G
Customer - GST 5.0% 246.42 | vie.
Message 0.00

Total 4,461.57 466.74  5,174.73
Tobe e-maled  Customer Tax Code G -
Memo Save & Close | [ Save & New ] | Revert

5 Click to clear the checkmark in the Estimate Active checkbox.

6 Click Save & Close.

7 Answer Yes to the message asking if you want to save the changes you made to the
transaction.

8 Close the report.
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Lesson objectives

m  To learn how to track time worked on a project

m  To learn how to invoice a customer for time worked on a project

m  To create project reports for time tracking and learn about other project reports
m  To learn how to set up items used to track time worked by owners or partners

m  To learn how to pay nonemployees for time worked

Supporting materials

®  PowerPoint file: Lesson 14

®  Video tutorial: Time and billing

Instructor preparation

B Review this lesson, including the examples, to make sure you’re familiar with the material.

m  Ensure that all students have a copy of QuickBooks-2011-in-the-Classroom-data-file-for-
lessons.QBB on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing
the exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to your C:\QBtrain directory.

Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
In the Open or Restore Company window, click Next.

Navigate to your C:\QBtrain directory.

o N o o0 b~ W N

In the File name field of the Save Company File as window, type lesson 14 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.
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Tracking time and mileage

QuickBooks provides time tracking for any job. Time tracking lets you keep track of the time
a person spends on each job (including vacation time and time spent for general overhead).
The person whose time you track can be an employee, an owner or partner, or a subcontractor.

You can use time data to do the following:

Invoice the customer for the time spent doing a job.

Provide hours worked on an employee's pay cheque or a cheque to a nonemployee
(vendor, owner, or partner).

Report on the number of hours worked—by person, by job, or by item.

Turning on time tracking

Track the cost of employees’ gross pay by job.

The following procedure shows how to turn on the time tracking feature, (it is already turned
on in the exercise file).

To turn on time tracking:

1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the left panel. Then click the Company Preferences tab.

Preferences

=] Accounting

gl Bills

2 Chequing

#31 Desktop View

% Finance Charge
Ba General

#H Integrated Applications
‘ Items & Inventory
|=t Jobs &Estimates
=) Multiple Currencies
@ Payroll & Employees
@ Reminders

¥l Reports & Graphs
1 Sales & Customers
lg| Sales Tax

Send Forms

% Service Connection
E Speling

QuickBooks displays the Time Tracking Preferences window.

My Preferences I Company Preferences

Time tracking
Do you track time?

) Mo

First Day of Work Week Monday

Invoicing options

[ create invoices from a list of time and expenses
[ Track reimbursed expenses as income

Default Markup Percentage | 0.0%

Default Markup Account

Also See:
General

Sales and
Customers

Jobs and
Estimates

3 Make sure Yes is selected as the answer to the question “Do You Track Time?”

4

Click OK to save the preference setting.
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Entering time data

There are three ways to get time data into a company file:
m  Enter time directly onto a weekly timesheet or single activity form in QuickBooks.
m  Use the Stopwatch to time an activity while you are performing it.

m  Use the QuickBooks Timer program to track time and then import the time directly into
QuickBooks.

®  Download online timesheets using the QuickBooks Time Tracker.

When you track time with QuickBooks, you have a choice of two forms to enter time: Weekly
Timesheet or Time/Enter Single Activity window. If you want to enter time for multiple jobs
or multiple days, then the Weekly Timesheet is the best choice.

You can access time sheets by clicking on Enter Time in the Employee area of the Home
page, and then choosing which Timesheet you require.

% Weekly Timesheet EI@
@l Previous [ Mext &5 Print = |

Name = -

Timesheet
Week Of Dec 6 to Dec12,2010 |& |
. M Tu W Th F Sa Su ?
7
Custome... Service ... Notes P 7 s a 10 11 12 Total  Gillable? ‘
Totals 0:00 0:00 O&:00 0:00 O:00 00 0:00  0:00

| Wrap text in Motes field

| Copy Last Sheet | | Save & Close | [ Save & New l | Clear |

QuickBooks Time Tracker works with QuickBooks for Windows 2006 or later (Pro, Premier,
and Enterprise versions), updated to the most current release. Internet access is required.
Additional fees, terms, and conditions apply.

A single activity entry shows the time spent by one person doing a single activity for a single
job on a single date. If you tend to enter a lot of detailed notes about your activities, or you
prefer to enter time data as you complete an activity, use the Time/Enter Single Activity
window instead.

For example, an attorney could use a single activity entry to record the time he or she just
spent on a phone conversation with a client.
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% Tire/Enter Single Activity = B <
Al previous [ Next | [# Spelling | Timesheet
B Not Billed
Date 12{14/2010 = | Billable
Name | i
Customer:Job M
Service Ttem i
Duration Motes
' 0:00
!
| start |
| Save & Close | [ Save &New ] | Clear |

Information you enter in the Time/Enter Single Activity window displays in the Weekly
Timesheet, and vice versa. They’re different views of the same information.

The Timer program is useful when you have employees or subcontractors who need to track
their time but don’t need or want to run QuickBooks. When time is imported into QuickBooks
from the Timer application, you view the imported time data on the same timesheets you
would use if you did the data entry directly into QuickBooks.

If you have employees who don’t have access to a computer or who don’t have access to
QuickBooks, you can print blank copies of the weekly timesheet for your employees to fill
out by hand.

To print a blank timesheet:

1 From the Employees menu, choose Enter Time and then choose Use Weekly Timesheet.
QuickBooks displays the Weekly Timesheet window.

2 From the Print drop-down menu, choose Print Blank Timesheet.

3 Inthe Print Timesheets window, click Print. Close the Weekly Timesheet window.

Recording employee time on a weekly timesheet

In this exercise, you’ll complete a weekly timesheet for Reynaldo Lopez. In a later exercise,
you’ll learn how to invoice a customer for the time Reynaldo spent working on a job for that
customer.
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To enter information on a weekly timesheet:

1 Inthe Employee area on the Home page, click Enter Time, and then click Use Weekly
Timesheet.

QuickBooks displays the Weekly Timesheet window.

% Weekly Timesheet = ==
@l Previous [ Mext &35 Print - |
Mame | - -
Timesheet
Week Of Dec13toDec 19,2010 @ |
Customer... Serv... Pay... MNotes T3 .lI-i '"1""]5 11-2 '; 51; ?g Total  Billable? ‘
Totals 0:00 0:00 0:00 0:00 0:00 0:00 0:00  0Q:00 |
| Wrap textin Motes field
| Copy Last Sheet | | Save & Close | [ Sawve & New l | Clear |

2 Inthe Name field, select Reynaldo Lopez from the drop-down list.
QuickBooks will track the time you enter for this employee and display it when you are
ready to pay employees.

3 Inthe week of field, select Dec 13 to Dec 19, 2010.

4  Click in the Customer:Job column, and then choose Uchman, Roy:2nd Story from the
drop-down list.
QuickBooks will associate the time that you enter in this window with the work being
completed for Roy Uchman.

5 Inthe Service Item column, select Direct Labour:Drywall Labour.

The Item list, which contains all the services and goods your business provides, is the
same list that is available to you on invoice forms and Direct Labour:Drywall Labour
throughout QuickBooks.

6 Inthe Payroll Item column select Hourly Rate.

Reynaldo Lopez is paid by the hour. QuickBooks has his hourly rate stored in the
Employee Centre, on the Payroll Info tab in the Edit Employee window.
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Tip: If you try to select a payroll item that is not associated with this employee,

7

10

11

QuickBooks displays a warning message. For example, if you try to select Salary as

the payroll item for Reynaldo Lopez, QuickBooks tells you that you do not have that
type of payroll item set up for the employee. (It still lets you make the selection, but

it warns you that the Salary is set up with a $0.00 rate.)

Click in the M 13 column for the row in which you entered Roy Uchman’s job.

M stands for Monday and 13 for the date, Monday, the 13th of December, 2010. Note
that you can change the first day of your work week in the QuickBooks time tracking
preferences. (From the Edit menu, choose Preferences, Time & Expenses and Company
Preferences.)

Type 8 to enter the number of hours worked on Monday.

In the Tu field, type 8.

In the W field, type 8, and then press Tab.

As you enter hours for each day, the Total column displays the total hours for the week.

Your screen should resemble the figure below.

% Weekly Timesheet (=xeE="
& Previous [ Next &5 Print + | BZ Edit Single Activity
Mame Reynaldo Lopez - -
Timesheet
Week Of Dec 13 to Dec 19, 2010 |H |
. . M Tu W Th F Sa Su ’ =
Customer:Job  Service ... Payroll... MNotes 13 14 15 16 17 13 19 Total  Billable? ‘
Uchman, R... w |Direct... = |Hourl... = 3:00 | 8:00] 8:00 [ 24:00 7 ]=-
Totals 8:00 8:00 8:00 0:00 0:00 0:00 0:00 24:00 |
| Wrap text in Notes field
Copy Last Sheet | Save & Close | [ Save & New ] | Clear |

The Billable column to the right of the Total column tells QuickBooks if the time will be
transferred onto an invoice. A checkmark in the field indicates that you do want to
invoice the customer for time worked.

If you do not plan on invoicing the customer for time worked, you can click the checkbox
to remove the checkmark.

Click Save & Close to record the Weekly Timesheet.

QuickBooks records the time for Reynaldo Lopez and for Roy Uchman’s 2nd Story job.
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This time can now be transferred onto an invoice for Roy Uchman’s 2nd Story job and to
create a pay cheque for Reynaldo Lopez.

Entering mileage
By tracking your vehicle mileage, you can enter, sort, and print lists of your vehicles and the
mileage you've driven for work-related tasks. You can use this information for your tax
deductions and for billing your customers.

You cannot use this feature to reimburse employees or vendors for mileage. Nor can you track
specific vehicle expenses, such as gas, tolls, etc. with this feature. However, you can track
these types of expenses by entering bills for them as the expenses are incurred by employees.

Important: Intuit recommends that you consult with your tax advisor, accountant, or the
CRA to determine if you can deduct the costs of operating and maintaining
your vehicle and which method you should use.

To record mileage:

1 From the Company menu, choose Enter Vehicle Mileage.

2 Inthe Vehicle field, select 2006 Ford Truck.

3 Inthe Trip Start Date field, enter 12/13/2010.

4 Inthe Trip End Date field, enter 12/13/2010.

5 Inthe Total Kilometers field, type 30.

6 Inthe Customer:Job field, select Uchman, Roy:2nd Story job from the drop-down list.

7 Inthe Item field, select Expense Report:Mileage - Direct Job Rel. from the drop-down
list.

The Enter Vehicle Mileage window should look like the following.

@i Enter Vehicle Mileage [ | =[]
revious ellin ehicle Lis ileage Rates ileage Reports  «
alp [ Mext Spelling Vehicle List %z, Mileage Rat Mileage Report
Vehide 2006 Ford Truck - NDt BI I IEd
| Billable
Trip Start Date 12/13f2010 (@] customer:loh Uchman, Roy:2nd Story
Trip End Date 12/13/2010 [E] 1tem Swpense Report:Mieage - -
How is this item used?
Odometer Start 0
Odometer End 0 Notes
Total Kilometres 30
Save & Close | [ Save & MNew ] | Clear
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8 Make sure the Billable button is selected and then click Save & New.

9 Repeat the steps above to enter 30 kilometers for the same vehicle and customer:job for
December 14 and 30 additional kilometers for December 15.

10 Click Save & Close.

Instead of entering time on a weekly timesheet, you can enter single activities at the

i time they occur. A single activity entry shows the time spent by one person doing a

& single activity for a single job on a single date. If you prefer to jot down the details of
one day’s work as the day progresses, this method might work best for you. For
example, an attorney could use a single activity entry to record the time he or she just
spent on a phone conversation with a client.

You can move back and forth between the two time entry forms. If you are viewing a
single activity entry, you can display that person’s weekly timesheet with a click of the
mouse. On a weekly timesheet, you can select any hourly entry and view it as a single
activity entry. The two forms are simply different views of the same data.

QuickStart

Invoicing a customer for time and mileage

Now you can invoice Roy Uchman for the time White Ridge Construction’s employee,
Reynaldo Lopez, spent on the 2nd Story job.

To invoice a customer for time:

1 Onthe Home page in the Customers area, click Create Invoices.

2 Select Uchman, Roy:2nd Story job as the Customer:Job.

Billable Time/Costs [=3]

o The customer or job you've selected has outstanding billable time andfor costs.
| |

W Do you want to:

@ Select the outstanding billable time and costs to add to this invoice?;

Exdude outstanding billable time and costs at this time? (You may add these
later by dicking the Add Time Costs button at the bottom of the invoice.)

Save this as a preference. [ 0K ] | Help |

3 Inthe Billable Time/Costs window, make sure the first option is selected and click OK.
The Choose Billable Time and Costs window is displayed.

4 Click beside the three entries for Reynaldo Lopez.
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Time and Costs For: Uchman, Roy:2nd Story

Time %960.00 | Expenses 80.00 | Mileage £0.00 | Items £0.00 |
Selact Al Click on Options... to customize how information from
===t timesheets is brought into QuickBooks invoices LT
J Date Employee Service... Hours Rate Amaunt Notes Hide |

Directla...
Directla...
Directla...

o |1213/2010 [Reynaldo Lopez
J |12/14/2010 |Reynaldo Lope:

[ print selected time and costs as one invoice item Total billable time and costs 960.00

[ Ok ] l Cancel ] [ Help ]

Note: QuickBooks can combine time for activities that have the same service item,
and list them as one line item on the invoice instead of individual line items. In
the Options for Transferring Billable Time window, you can also select to
transfer notes about time activities (in addition to descriptions) onto invoices.

For this exercise, you’ll choose to show the activities as one line item on the invoice.

5 Click the Options button and select Combine activities with the same service item and

rate.

Options for Transferring Bil Iam lﬂ

When transferring billable time to an invoice:

(@ Combine activities with the same service item and rate;

Co ) (o ] |

6 Click OK. Then click OK again to close the Choose Billable Time and Costs window.

7 If necessary type 12/31/2010 in the Invoice Date field.

8 From the Template drop-down list, select Intuit Service Invoice.
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The top part of the invoice should resemble the figure below.

| ] CreateInvoices

[E=8 I8 5
& Previous [ Next @Print - qSend '| aFind [ Spelling El‘-t.Hist:cn'y' = Journal | fm Letters = %Customize -
Customer: Job Template
Uchman, Roy:2nd Story

{ntuit Service Invoice =

Date | Invoice #
oy (m|s |

Uchman, Roy
257 200th St
Langley, BC
vaw 7as

Net 15 -
Item Qty Description Rate Class Amount Tax |
Direct Labour:Dr... |24 |Drywal Labour 40,00 950.00 |G -

9 Keep the invoice open. You’ll use it in the next exercise.

To invoice a customer for mileage:
1

In the Create Invoices window, click the Add Time/Costs button, and then click the
Mileage tab.

QuickBooks displays the mileage you entered earlier for this job.

Time and Costs For: Uchman, Roy:2nd Story

| Time £0.00 | Expenses £0.00 | Mileage $0.00 | Items
Click on Options. .. to customize how mileage " ;
Select All infarmation is brought into QuickBooks invoices .Options...
J Date Item Kilometres Rate Amount Notes Hide |
12/14/2010 |Expense ... 30 1.00 30.00
12/15/2010 [Expense ... 30 1.00 30.00
[ print selected time and costs as one invoice item Total billable time and costs 0.00

[ QK ] ’ Cancel ] ’ Help ]

2 Click in the Use column (the column with the checkmark) to select each of the lines that
represent the mileage for this job.

3 You want to combine mileage on a single line, so click Options.
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4  Select the “Combine activities with the same service items” option.
If you are not using a Premier or Enterprise Solutions edition, this option will not
reference rates.

Options for Transferring Billable Mileage‘ @

When transferring billable mileage to an invaice:

Enter a separate line on the invoice for each activity

T £

ranster acavity notes

@ Combine activities with the same service item and rate;

[ 0K ] | Cancel | |

5 Click OK.
6 Click OK to transfer the mileage to the invoice.

The top of the invoice should now look like the following image.

[£] Create Invoices |l |[= e
4 previous [ Next &% Print = [ Send = | ) Find [ Spelling %y History =] Journal | ™ Letters ~ [} Customize ~

Customer: Job Template | Print Preview
Uchman, Roy:2nd Story - Intuit Service Invoice

Date Invoice #
L0 (8

Uchman, Roy
257 200th 5t
Langley, BC
Vaw 7A9

MNet 15 -
Item Qty Description Rate Class Amount Tax |
Direct Labour:Dr... |24 Drywall Labour 40,00 960,00 |G -
Expense Report... (30 Mileage that IS related to a Job. 1.00 90,00 |G

7 Click Save & Close to record the invoice.

If the window Job Costing — Invoice Without Estimate displays, select “do not display
this message in the future”, and then click Yes.

Creating an invoice from a list of time and expenses

You can invoice for time and expenses using the procedure described in the previous exercise,
in which you start by creating an invoice for a customer and then choosing which time and
expenses for that customer to add to the invoice.

QuickBooks also provides a list of all billable time and expenses by customer and job that you
can use as the starting point for billing customers.

To display a list of time and expenses for all customers:
1 From the Edit menu, choose Preferences.

2 Click Time & Expenses in the list on the left, and then click the Company Preferences
tab.
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3 Click to select the “Create invoices from a list of time and expenses” checkbox.

e 2 T ™ (X
B Accounting My Preferences Company Preferences

‘é Bills ) Time tracking

E Cheguing Do you track time?
#3 Desktop View
%y Finance Charge
. General First Day of Work Week Monday
#H Integrated Applications
g Items & Inventory

= Jobs & Estimates

: P - - Sales and
= Multiple Currendes Create invoices from a list of time and expenses! e

@ Yes ) No

Invoidng options General

@ Payroll & Employees [ Track reimbursed expenses as income
; Jobs and

@ Sminders Default Markup Percentage | 0.0% Eoass
¥l Reports & Graphs

% Sales & Customers Default Markup Account
lg| Sales Tax

Send Forms

€4 service Connection

|_§| Speling

4 Click OK.

When you turn on this preference, QuickBooks adds a new item to the Customers menu
and a drop-down menu next to the Invoice icon on the Home page. You can use either
option to open the Invoice for Time & Expenses window.

To invoice from a list of time and expenses:

1 From the Customers menu, choose Invoice for Time & Expenses.

QuickBooks displays a list of all billable time and expenses for all customers and jobs.
Note that the amounts are broken down by category: time, expenses, mileage, and items.

[ =] Invoice for Time & Expenses [F=N|EoR| =)

Select the Date Range for the time and expenses you want to invoice for, select the Customer:Job, and then dick Create Invoice,

Date Range From To m

Customer:Job & Time Expense:

Mileage

Allin, Hilda:600 5Q Ft Addition 2 0.00
Card, Brad:Theatre Room 0.00 0.00 0.00 10,875.00
Greene, Jeremy 0.00 0,00 0.00 5,000.00 5,000.00
Greene, Jeremy:Kitchen Renovation 0.00 0.00 0.00 13,015.00 13,015.00
Uchman, Roy:2nd Story 0.00 1,512.00 0.00 7,500.00 9,012.00

[ Let me select specific billables for this Customer: Job Create Invoice ] [ Close
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2 Select Allin Hilda:600 sq ft Addition.
3 Click Create Invoice to invoice Hilda for all outstanding billable items for this job.

QuickBooks creates an invoice that includes all billable items for the 600 sq ft addition

for Hilda Allin.

] Create Invoices =2
“ Previous [ Next @ Print ~ [ Send v| € Find [ Spelling B History 5] Joumal | T Letters ~ [ Customize ~

Customer:Job Template [ Print Preview

Allin, Hilda:600 5Q Ft Additic v

Intuit Service Invaice =

Date Invoice #
250

Allin, Hilda
57 River Avenue
New Westminster, BC
V15 314
Dueonrec.. =
Ttem Qty  Description Rate Class Amount Tax ]
Direct Labour:Ca... |1 Cabinetry & Countertops 6,000.00 6,000.00 |G =
Direct Labour:Cl... (1 Clean Up Labour 40.00 40.00 |G
Direct Labour:Dr... |1 Drywall Labour 40.00 40.00 |G
Direct Materials -... |1 Exterior Finish Materials 4,500.00 4,500.00 |G
Direct Materials -... {1 Foundation Materials 3,500.00 3,500.00 |G
Direct Materials -... |1 Insulation Materials 800.00 800.00 |G
Direct Materials -... |1 Exterior Windows and Doors 3,000.00 3,000.00 |G
Direct Materials -... |1 Roofing Materials 2,000.00 2,000.00 |G
Direct Materials -... |1 Rental Equipment 1,450.00 1,450.00 |G il
Customer - 1,085.40 Et
e
Total 22,793.40
To be printed Add Time/Costs... | [ Apply Credits... | Payments Applied 0.00
To be e-mailed

Customer Tax Code |G | Baance Due 22,793.40

Memo

save Close | [ save&New | [ Clear

If you wanted to include only some of the items on the invoice, you would select the
“Let me select specific billables for this Customer:Job” checkbox in the Invoice for Time
& Expenses window. This would allow you to add items to the invoice from the Choose
Billable Time & Costs window.

4 From the Template menu, ensure Intuit Service Invoice is selected.
5 Click Save & Close. Click No if the Available Credits window is displayed.

6 Close the Invoice for Time & Expenses window.

Displaying project reports for time tracking

QuickBooks provides four reports on time, as described in the following table. You can create
these reports by choosing Jobs, Time & Mileage from the Reports menu.

Project report Description

Shows hours worked subtotaled first by customer or job and

Time by Job Summary then by service item.

Lists each time activity (that is, work done by one person for a
particular customer or job on a specific date), and shows
Time by Job Detail whether the work is billed, unbilled, or not billable. The report
groups and subtotals the activities first by customer and job
and then by service item.
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Time by Name

Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed the
work and then by the customer or job the person performed
the work for.

Time by Item

Shows the hours worked, subtotaled first by service item and
then by customer or job.

Displaying the time by job report

The time by job summary report summarizes the total hours for each job, and the time by job
detail report breaks down those summary figures into hours for each service item and hours

for each customer:job.

To create a time by job report:
1 From the Reports menu, choose Jobs, Time & Mileage.
2 From the submenu, choose Time by Job Summary.
QuickBooks displays the Time by Job Summary report.
3 Inthe Dates field, choose Custom, and the range from 12/01/2010 to 12/31/2010.

Ji Time by Job Summary

[E= Eon (e

| Modify Report... |_| Memorize. .. || Print... ” E-mail » ” Export... ‘_‘ Hide Header ” Collapse |_| Refresh ‘

Dstes  Custom w | From | 12/01/2010 [B] To |112/31/2010 [E] Columns | Total only » | SortBy | Default =

Z32PM White Ridge Construction Company
Orz9i0s Time by Job Summary
December 2010
o Dec10 =
Uchman, Roy:2nd Story
Direct Labour:Drywall Labour b 24:00 4
Total Uchman, Roy:2nd Story 24:00

TOTAL

H

4

Notice that the report shows the 24 hours for Drywall Labour work performed by
Reynaldo Lopez.

Viewing time data in more detail

Like all QuickBooks reports, you can QuickZoom any of the numbers in a report to see more

detail.

To view time data details:

1 Position your mouse pointer over the 24 hours for Drywall Labour on the Uchman, Roy:

2nd Story job, and then double-click.

When you position your mouse pointer over the number, the pointer changes into a

magnifying glass with a Z in it. After you double-click, QuickBooks displays a Time by
Job Detail report for the time data you selected. (This functionality is called QuickZoom.)
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T4 Time by Job Detail = ==
[ Modify Report... |_| Memorize... || Print... |[ E-mail = | Export... |_| Hide Header |_| Refregh |_
Dates |[EYEETINN ~ | From | 12/01/2010 [E] To | 12/31/2010 [E]

2:35 FM White Ridge Construction Company

O7izais Time by Job Detail

December 2010
B Date & Hame + Billing Stat... # Duration %

Uchman, Roy:2nd Story
Direct Labour:Drywall Labour

» 12M3/2010  Reynaldo Lo... Biled 200 4
12142010 Reynaldo Lo...  Billed &:.00
12M5/2010  Reynalde Lo... Billed 800
Total Direct Labour:Drywall Labour 24:00

Total Uchman, Rey.2nd Story 2400

TOTAL 24:00

You can see that Reynaldo Lopez did the work and the time has already been billed to the
customer.

2 Close the Time by Job Detail report.
When QuickBooks asks if you want to memorize the report, click No.
3 Close the Time by Job Summary report.
When QuickBooks asks if you want to memorize the report, click No.
Displaying other project reports

In addition to the estimate and time reports, QuickBooks provides several project reports to
track job profitability, as described in the following table.

Project report Description

Compares the actual cost to the actual revenue for all
Job Profitability Summary | customers and jobs. The report subtotals the data first by
customer and then by job.

For a particular customer or job, compares actual costs to
Job Profitability Detail (for | actual revenues and shows the difference between the two
one customer:job) amounts. The report subtotals the data first by item type and
then by item.

For each item, compares the actual cost to actual revenue
Item Profitability and shows the difference between the two amounts. The
report subtotals the data first by item type and then by item.
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Paying nonemployees for time worked

When the company file has time data for a person who is not on your payroll, you can write
cheques based on the time worked. QuickBooks can transfer time data for a specified date
range to a cheque. QuickBooks prefills the Items tab of a cheque with information from the
time data, including hours worked and rate.

You can pay a subcontractor, owner, or partner for time worked. The person must be on one
of the following lists:

m  Vendor (appropriate for subcontractors, especially if you must report payments to them
on Form T5018)

m  Other Names (appropriate for owners and partners)

Note: To pay an ordinary employee for time worked, use the payroll feature to write a pay
cheque.

Creating service items for subcontractors, owners, or partners

When you use service items for subcontractors, QuickBooks records expenses and income for
the work in separate accounts. You can use such items on both purchase forms and sales
forms.

In this section, you learn how to do the following:
m  Set up a service item to use to track work performed by a subcontractor
m  Enter time worked for a subcontractor

m  Prepare a cheque to pay a subcontractor for time worked

To set up a service item for subcontractors:

1 From the Lists menu, choose Item List.

2 Click the Item menu button, and choose New.

3 Inthe Type field of the New Item window, choose Service from the drop-down list.
4 Inthe Item Name/Number field, type Planning & Estimates.

5 Select the “This service is used in assemblies or is performed by a subcontractor or
partner” checkbox.

QuickBooks changes the window to display fields for sales and purchase information.
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& Newltem =<
Servi Use for services you charge for or purchase, like
ervice - A - :

speciglized labour, consulting hours, or professional | Cancel |

fees, —_—

| Mext |

Ttem Mame/MNumber Subitemn of 7|d

Custom Fi
Planning & Estima... | ustom Fields |
| Spelling |

Unit of Measure L == |

| Enable... |

Item is inactive

/| This service is used in assemblies or is performed by a subcontractor or partner:

Purchase Information Sales Information
Description on Purchase Transactions Description on Sales Transactions
Cost 0,00 Sales Price 0,00
Purch Tax Code |5 - Tax Code 5 -
Expense Account - Income Account -
Preferred Vender -

How can I set rates by customers or employees?

6 Inthe Description on Purchase Transactions field, type Job Planning & Costing and
press Tab.

QuickBooks copies the text into the Description on Sales Transactions field.
7 Inthe Cost field, type 50 and press Tab.
8 Inthe Purchase Tax Code, select G.
9 From the drop-down list in the Expense Account field, choose Subcontractors.

Note: If you pay owners (or partners) for time worked, you need a service item that
records the cost of the work as a draw against equity, rather than an expense.

10 In the Sales Price field, type 90.

11 Inthe Tax Code drop-down list, select G.

12 In the Income Account field, type Planning and press Tab.

13 When QuickBooks tells you that Planning is not on the Account list, click Set Up.

14 Inthe Add New Account window, make sure Income is selected in the Account Type
drop-down list and click Save & Close.

Your screen should now look like this.
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& MNew ftem

Type
Service
fees.

Item Mame/MNumber Subitem of

Planning & Estima...

Unit of Measure

Enable...

Purchase Information

Description on Purchase Transactions

Job planning & costing

Cost 50,00
Purch Tax Code |G -
Expense Account | Subcontractors

Preferred Vendor

-

-

. | Use for services you charge for or purchase, like
specialized labour, consulting hours, or professional

/| This service is used in assemblies or is performed by a subcontractor or partner

Sales Information

Description on Sales Transactions

Job planning & costing

Sales Price Q0,00
Tax Code G -

Income Account | Planning -

Cancel
Next
Custom Fields
Speling

Item is inactive

How can I set rates by customers or employees?

15 Click OK to close the New ltem window.

16 Press Esc to close the Item List window.

In the next section, you learn how to use the Planning & Estimates item you’ve just created to
track time performed by a subcontractor for White Ridge Construction.

Recording nonemployee time worked

You record data for time worked by nonemployees the same way you enter it for employees.

To enter time for nonemployee time worked:

1 From the Employees menu, choose Enter Time., and then choose Time/Enter Single

Activity from the submenu.

QuickBooks displays the Time/Enter Single Activity window.

% Time/Enter Single Activity =N
& Previous [P Next | | Spelling [ Timesheet
B Not Billed

Date 12/31/2010| E 7] Billable
Mame S Payroll Item S
Customer:Job M

Service Item i

Duration Motes

@ 0.00
| M
| start | e
Save &Close | [ Save &MNew ] | Clear
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2 Inthe Name field, choose Rick’s Plumbing from the drop-down list.

Note:  When you selected the subcontractor’s name, QuickBooks removed the
Payroll Item field from the window. (When class tracking is on, this field is
replaced with the class field.) Owners and partners should be set up on the
Other Names list, because they are also not paid with payroll cheques.

3 Inthe Customer:Job field, choose Allin, Hilda:600 SQ Ft Addition.

4  Inthe Service Item field, select Planning & Estimates from the drop-down list and press
Tab.

5 Type 8 in the Duration field and press Tab.

Your screen should resemble the following.

% Time/Enter Single Activity == ==
& previous [ Next | & Spelling [ Timesheet
B Not Billed

Date 12312010 (= Billable

Name Rick's Plumbing -

Customer:Job Allin, Hida:600 SQF... =

Service Itern  Flanning & Estimates =

Duration Motes

;ij 8:00
| Save & Close | | Save & MNew | | Clear |

6 Make sure that the date is set to 12/31/2010 and click Save & Close.

Preparing a cheque to pay for nonemployee time worked

In this section, you’ll learn how to create a cheque to reimburse a subcontractor for time
worked on a specific job.

To write a cheque for time worked:

1 Onthe Home page in the Banking area, click Write Cheques.

QuickBooks displays the Write Cheques window.
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= Write Cheques - Chequing == =l
& Previous [ Next Q% Print  ~ | %‘. Find 5] Journal
Bank Account | Chequing - Ending Balance 169,006.83
MNo.  To Print -
Date 12/31/2010 [E
Pay to the Order of - $ 0.00
Dollars
Address
5
Memao Order Cheques
Expenses $0.00 | Items $0.00 V| To be printed
Account Tax Amount Memo Customer:Job  Billable? ‘
Vendor Tax Code - 0.00) | Ed
0.00
Clear Splits Recaloulate | Save & Close | [ Save &MNew ] | Clear |

Make sure that Chequing is selected in the Bank Account field.
If necessary, click to put a checkmark in the “To be printed” checkbox.
In the Pay to the Order of field, choose Rick’s Plumbing from the drop-down list.

Click Yes at the message QuickBooks displays asking if you want this cheque to pay for
time worked.

QuickBooks displays the Select Time Period window.

Select Time Period ‘ L&J

Select time period for which you want to pay.
Start Date: End Date: e
| —
Help

Type 12/30/2010 in the Start Date field and press Tab.
Type 12/31/2010 in the End Date field and click OK.

QuickBooks prefills the Items tab of the cheque with information from the time data,
including hours worked and rate.
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g Write Cheques - Chequing EI@
& previous  [F Next @ Print = | a Find 5| Journal
Bank Account | Chequing - Ending Balance 169,006.83
Mo. ToPrint o
Date 12/31/2010 |E
Pay to the Order of Ridk's Plumbing - § 420.00
Four hundred twenty and 00/100= == * * === s ssxxxxssxsssrsszsrrs Dallars
Rick's Plumbing
101 Marion St.
Address | Richmond, BC
V35 3T5 P——
—
Memo (12/31/2010 - 12/31/2010) Order Cheques

Expenses $0.00 | Ttems $400.00 /| To be printed
Item Description Q. Cost Tax Amount Customer:Job  Billable? |
Planning &E... |Job planning & costing | 8 50,00 & ‘ 400,00 |Alln, Hida:s... | [T =
| Time |
Vendor Tax Code - 20.00) | Ed
0,00
Clear Splits Recalculate ‘ Save & Close | [ Save &Mew ] | Clear |

Notice that time activity is marked nonbillable so that it is not billed twice—as a time
activity and an item.

8 Click Save & Close in the Write Cheques window.

When you record the transaction, QuickBooks creates a journal entry. The following table
shows the journal entry for the cheque.

Account Title Debit Credit
Chequing $420.00
Subcontractors $400.00
GST Paid on Purchases $ 20.00
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Lesson objectives

m  To learn how to modify a preset invoice form

®  To design a custom invoice form

m  To see how to print invoices

m  To learn how to prepare a collection letter for overdue customers

m  To learn how to edit a prewritten letter in QuickBooks

Supporting materials

®  PowerPoint file: Lesson 15

® Video tutorial: Customize sales forms

Instructor preparation

m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m  Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB) on your hard disk. See “Installing the
exercise file” in the Introduction to this guide if you haven’t installed it.

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

To restore the exercise file (QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB):

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

2 Select Restore a backup copy and click Next.

3 Select Local backup and click Next.

4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.

5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
6 Inthe Open or Restore Company window, click Next.

7 Navigate to your C:\QBtrain directory.
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8 Inthe File name field of the Save Company File as window, type lesson 15 and then
click Save.

9 Click OK when you see the message that the file has been successfully restored.

About QuickBooks forms

Each form you use in QuickBooks has its own layout—that is, its own arrangement of fields
and columns for entering information. If the layout of a particular form doesn’t meet your
needs, you can create your own custom layout and use your version instead of the
QuickBooks version.

In Lesson 6, you learned about the three preset formats for invoices: professional, service, and
product. If these formats don’t precisely meet your needs, you can create your own invoice
templates. You can also create templates for other sales and purchase forms.

For each form, you can decide which fields and columns to include, what they are called, and
where to place them. Once you have created your forms, you can save the new layouts as
templates—to use whenever you wish, and to modify whenever you want. The forms you can
customize in QuickBooks are the invoice, sales receipt, credit memo, statement, purchase
order, estimate, and sales order (QuickBooks: Premier and higher editions only).

Customizing invoices

QuickBooks lets you customize an invoice form to suit the needs of your business, but there
may be times when you want to design a completely different invoice form. QuickBooks lets
you do that, too. You can use the Layout Designer to create a new form design for your
business. In the Layout Designer, you can move, resize, or change the width of columns, turn
borders around fields on or off, and control font type and size for each field.

In the following exercises, you’ll use both the customize forms and Layout Designer features
in QuickBooks to create a custom invoice.

Note that these features affect only the printed forms; you cannot customize the onscreen
version of QuickBooks forms.
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Creating new templates

To create a new invoice template:
1 From the Lists menu, choose Templates.

QuickBooks displays the Templates list.

) Templates =n =R
MName Type

Attorney's Invoice Inwvaice

Fixed Fee Invoice Inwvaice

Intuit Packing Slip Invoice

Intuit Product Invaice Inwoice

Intuit Professional Invoice Invoice

Intuit Service Invoice Inwoice

Invoice from Proposal Invaice

Tire & Expense Invoice Invoice

Custom Credit Memo Credit Memo

Return Receipt Credit Memo

Custom Sales Receipt Sales Receipt

Daily Sales Summary Sales Receipt

Custom Purchase Order Purchase Order

Intuit Standard Statement Statement

Custom Estimate Estimate

Proposal Estimate

Quote Estimate S
| Templates * || Open Form | Indude inactive

2  Click the Templates menu button, and then choose New.

QuickBooks displays the Select Template Type window.

Select Termnplate Type (3]

Please select the type of
template you are creating:

Credit Memo
Sales Receipt
Purchase Order
Statement
Estimate

Sales Order

[ CK l | Cancel |

3 Click OK to select the Invoice template.
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4

5

QuickBooks displays the Basic Customization window.

Selected Template Preview
New Invoice Template

Invoice
Logo & Fonts

7] Use logo Select Logo...

Select Colour Scheme:
Flease Select,,, = Apply Colour Scheme
[oe [ wm [ o
Change Font For: -——
itle Change Font... T = P

Company Name
Company Address
Labels
Data
Subtotals Label
Total Label
Company & Transaction Information ——

Tota e
Company Name [ Phone Number | Update Information... " ———
Company Address [ E-mail Address Balance Due =
[] Fax Mumber [ web Site Address
CRA Business No. [ MRQ QST Registration No.
[7] Mark taxable amounts with “T™ when printing P,
Print Status Stamp
This controls whether the status stamp is printed.
£.q. PAID, PENDING, RECEIVED etc. 1195205

l Help I I Additional Customization. .. ] { Layout Designer... ] { oK J l Cancel I

Click the Manage Templates button to give the template a name.

In the Template Name field, type My Invoice and click OK.

This is the name you’ll use for the new template.

Look at the options in the Logo & Fonts section of the Basic Customization window.

Use this section to change the fonts for various textual elements on the form and to
choose a colour scheme.

If you wanted to add your company logo to the form, you would select the Use logo
checkbox and tell QuickBooks which file to use. QuickBooks supports BMP, JPEG,
TIFF, PNG, WMF, EMF, and GIF graphic formats.

In the Company & Transaction Information section, select the Phone Number checkbox.

Use this section of the window to specify which pieces of company information to
include on your sales and purchase forms.

QuickBooks displays a message that you can use the Layout Designer to change the
layout of your form. You’ll learn how to use the Layout Designer later in this lesson.
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8 Select the “Do not display this message in the future” checkbox, and then click OK.

Your window should look like the following graphic.

Basic Customization =X
Selected Template Preview
My Invoice Manage Templates...
Invoice
e N
Use logo Select Logo L [ |
Select Colour Scheme:
Please Select... - | Apply Colour Scheme |
- [om [ ww [ oo ]
Change Font For: I I
| Change Font... | w———" = o —
Company Name —
ICompany Address
Labels
Data
Subtotals Label
Total Label
Company & Transaction Information ::u = - Total .
E i Lo e
/| Company Name V|7 B Update Information... E::I';; Du:
/| Company Address E-mail ress
Fax Number Web Site Address
/| CRA Business Mo. MRQ QST Registration Mo.
Mark taxable amounts with *T~ when printing amame [Lemmem ]
| Print Status Stamp
This controls whether the status stamp is printed. N )
e.g. PAID, PENDING, RECEIVED etc., |M
| Help ‘ ‘ Additional Customization. .. | | Layout Designer. .. | [ Ok, ] | Cancel |

If you don’t want QuickBooks to print the status stamp (paid, pending, etc.) on forms,
clear the Print Status Stamp checkbox on this tab.

9 Leave the Basic Customization window open. You’ll use it in the next exercise.

Customizing fields on forms

You can further customize your invoice template by setting formatting options and changing
how fields display.

To customize fields on a template:

1 Click the Additional Customization button at the bottom of the window.

QuickBooks displays the Additional Customization window, which uses multiple tabs to
display several sets of formatting options. Each area of the form is represented by a tab.
To display the available formatting options, click the tab for the area of the form you

want to change. QuickBooks shows you a preview of the invoice as you make selections
on the tabs.
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Additional Customization @
Selected Template = - Preview
My Invoice Template is inactive:
Header Columns Prog Cols Footer Print Invoice
= I
) [ T |
Screen Print Title
Default Title ] 7 Invoice
Date v v |Date
Invoice Mumber [ 7 Invoice &
Invoice To 5 T [tworeTo T I
Ship To Ship To
P.C. Mo. 7 7 P.O. No. Daarpdn o Fam i
5.0. Ma. 5.0, Nao. 3
Terms i v Terms
Due Date Due Date
REP Rep
e i
Account Number Account # (-
. Payments/Cradits
Ship Date Ship Date Balance Due
ship Via Ship Via
FOB FOB
Project/Job 7 Project
other ot =
Customer Bus.# Customer Bus. =
- R S N B - b — -
When should T check Screen or Print? |w‘e""“"
| Help ‘ | Default | | Layout Designer. .. | [ OK. ] | Cancel |

Notice that the Header tab is currently selected. The Header tab is where you select which
fields you want to appear onscreen, on paper, both, or neither. You can specify your own
title (label) for each field. You can enter a new title by highlighting the current title text
and typing your new one.

If you want to track information about a particular invoice, but don’t want your customer
to see this information, select the Screen checkbox and clear the Print checkbox.

Suppose you want to remind customers of payment due dates at the time you send the
invoice. You can customize the invoice form to display the Due Date field.

2 To have the Due Date field display both on screen and on the printed form, click the
Screen checkbox for Due Date to select it.

3 Click the Print checkbox for Due Date.
Checkmarks appear in both checkboxes.

4 Clear the Screen and Print checkboxes for the P.O. No. field to remove the field from the
form.

Notice that the invoice preview shows the changes you’ve made.

Adding fields on forms

The lower half of the standard QuickBooks invoice form is where you enter details about the
items or services purchased by the customer. You can add fields to appear on your invoices.

The Order column shows you how fields display from left to right on the invoice form.
Currently, Description is the first column and Amount is the last column. Suppose you want
the Item field to appear on the printed form.
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To add fields to a form:

1 Click the Columns Tab.

LESSON 15

Additional Customization

Selected Template
My Invoice Template is inactive
Header Columns | Prog Cols Footer Print

Screen Print Order  Title

Service Date 0 Serviced
Item 1 Item
Description i Fl 2 Description
Quantity v v 3 Qty

Rate i v 4 Rate
Amount v 5 Amount
Tax Code £ Tax

Other 1 0

Other 2 0

When should T check Screen or Print?

Preview

Invoice

sz

e Era

Totst

Paymants Cracits

Balance Due

e

| Print Preview... ‘

| Help | | Default | | Layout Designer... ‘ [ oK ] ‘ Cancel |
2 Click in the Print box for Item.
Additional Customization (3]
Selected Template Preview
My Invoice Template is inactive
Header Columns | Prog Cols Footer Frint Invoice
Screen Print  Order  Title ki
Service Date Serviced
Item Ttem
Description v Description [Fow T o T o |
Quantity 7 Qty -__
Rate - At - Dacrcien = - -~
Amaunt Amount
Tax Code Tax
Other 1
Other 2 —
T . -
o Faments/Cradts .
Balnce Due -
=]
When should I check Screen or Print? | Bt Previ |
Help Default | | Layout Designer... | [ QK l | Cancel ‘
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The screen now shows the item column inserted before the description column. Note that
the numbers in the Order column reflect the order in which the fields are displayed.

Changing field order on forms

Now that we have added a column to the form, suppose we wish the quantity field to appear
after the item field, and before the description field.

To change the order of fields on a form:

1 Ensure the Columns tab is selected.

Additional Customization @
Selected Template Preview
My Invoice Template is inactive
Header Columns | Prog Cols Footer Print Invoice
[ [ e ]
[ T |
Screen Print Order  Title S
Service Date 0 Serviced
ftem 0o [em
Description 7 7 2 Description [rerm T wom T e |
Quantity v v 3 Oty
Rate o 7 P Rote o = e sons
Amount v 5 Amount
Tax Code 6 Tax
Other 1 0
Other 2 0 _
e i -
—— .
Balance Due -
=
When should T check Screen or Print? |m‘
| Help ‘ | Default | | Layout Designer. .. | [ OK. ] | Cancel |

2 Double-click the Order column in the Quantity row to select the number.

3 Type 2, press Tab.

4 Look at the Order column in the Description row. Note the change. (If it has not changed
to 3 automatically, type 3.)
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Your screen should look like the following figure.

Additional Customization @
Selected Template Preview
My Invoice Template is inactive
White Ridee C H
Header Columns | Prog Cols Footer Print Invoice
I
[ T |
Screen Print Order  Title o
Service Date i} Serviced
Ttem 1 Ttem
Description 7 7 3 Description [rerm T wom T e |
Quantity v v 2 |
Rate o 7 P Rote = i o sons
Amount v 5 Amount
Tax Code 6 Tax
Other 1 0
Other 2 i _
e i -
—— .
Balance Due -

T

When should I check Sereen or Print? | Print Preview... ‘

| Help ‘ | Default | | Layout Designer. .. | [ OK. ] | Cancel |

If you use progress invoices or sales orders, use the Prog Cols tab to customize the
columns on those forms.

5 Click the Footer tab.

The Footer tab contains information that you usually find at the bottom of the form. It
also provides a place for you to enter free-form text, such as a disclaimer, on your form.
In the next exercise, you’ll learn how to move fields on forms.

6 Click the Print tab.
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Additional Customization @
Selected Template Preview
My Invoice [ Template is inactive
Header Columns Prog Cols Footer Print Invoice
I
[ T |
@ Use Invoice printer settings from Printer Setup:
Use specified printer settings below for this Invaice
Orientation IEETN TN B
Humber Of Copies [1 I R
Paper Size |Letter (8 102 % 11 in) = L o e
| Print page numbers on forms with more than 2 pages
Trailing Zeroes ke T e Total e
Print Trailing Zeroes Paymsats/Credts -
Balance Due -
Adds additional zeroes so that quantity amounts
are aligned on the decimal on the printed form.
Minimum number of decimal places: |Hone [=es ]
When should T check Screen or Print? |m
| Help ‘ | Default | | Layout Designer. .. | [ OK. ] | Cancel |

Use the Print tab to associate print settings with individual form templates. For example,
if you print most forms in Portrait mode, but have one form that you print in Landscape,
you can associate the Landscape print setting with that form’s template. When you send
the form to the printer, QuickBooks knows to print it in Landscape.

If your forms print on multiple pages, select whether or not you want to print page
numbers.

7  Click OK to record the changes made.

8 Click OK again and then close the Templates window.

Displaying your customized form
Now display the customized form to see the changes you made in the previous exercise.

To display the custom form:

1 From the Customers menu, choose Create Invoices.

QuickBooks displays the Create Invoices window with a standard Intuit Invoice template
displayed.
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[ 4] Create Invoices =N EoR| %=
& Previous T Net &5 Print ~ [} Send ~ | E Find [ Spelling % History ‘ B Letters ~ ”
Customer: Job Template
- Intuit Product Invoice +
_ Date
Invoice 12/31/2010 @ |16l
- - [112/31/2010 El -
Quantity Item Description Price Each Amount Tax |
| | | | | -
Customer - 0.00 Edit
Total
[7] To be printed apply Credits... | Payments Applied 0.00
[ To be e-mailed Customer Tax Code - Balance Due 0.00
Memo
l Save & Close ] [ Save &New ] l Clear

2 Inthe Template field, choose My Invoice from the drop-down list.
LJ Create Invoices \E’@
0 Previous [ Next &3 Print + [l Send v‘ &) Find [ Spelling % History [5] Journal ‘ ) Letters ~ [34 Customize ~
Customer:Job Template
- My Invoice -
Invoice
Ttem oty Description Rate  Amount Tax |
’(\:"usmmer - 0.00 Edit )
e
Total
[] Te be printed Apply Credits... | Payments Applied 0.00
[7] To be e-mailed ——— | Balance Due 0.00
Memao
save &Close | [ saveanew | [ Clear
Notice how this form reflects the changes you made in the Customize Invoice window.
The Due Date field now displays onscreen and the Qty column appears in its new order
before the Description field.
3 Leave the Create Invoices window open, you’ll use it in the next exercise.

Designing custom layouts for forms

With the QuickBooks Layout Designer, you can change the design or layout of a form. In the
Layout Designer, you can move, resize, change the width of columns, turn on or off borders
around fields, add coloured backgrounds, and control the font type and size for each field.
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Here are a few examples of what you can do with a custom layout:

Give your company name, address, and logo special treatment on the form. For
example, you could center your logo at the top of the form and put your company name
and address in a special font immediately below the logo.

Enlarge a custom field so that it can display more information.

Position the customer’s billing address so that it coincides with the address window in
the envelopes you use.

Change the borders on fields, add background colours, and add extra text fields.

Add multiple graphics to a form.

Changing the position of fields on forms

Next, you’ll use the Layout Designer to move the Phone # and Invoice To fields, and to
decrease the width of the Quantity column.

To move fields on forms:

1

2

In the Create Invoices window, click the customize icon (the icon with the pencil and
ruler). (Don’t click the down arrow next to the customize icon; that displays a menu you
won’t be using for this exercise.)

QuickBooks displays the Basic Customization window that you used to customize the
form.

Now, you’ll use the Layout Designer to change the design of the form.

Selected Template E | (R
My Invoice E

Invoice
Logo & Fonts

Use logo

Select Colour Scheme:

Please Select... Apply Colour Scheme

Change Font For:

itle | Change Font... |
[Company Name

(Company Address
Labels

Data

Subtotals Label
Total Label

Company & Transaction Information e - Tota

— FamemCE
/| Company Name | Phone Mumber Update Information. .. Fr——
nce Due

/| Company Address E-mail Address

Fax Number Web Site Address
/| CRA Business MNo. MRQ QST Registration Mo.

Mark taxable amounts with "T" when printing e [[emen |
7] Print Status Stamp

This controls whether the status stamp is printed. S
€.g. PAID, PENDING, RECEIVED etc. Print Preview...

Help ‘ | Additional Customization. .. || Layout Designer... H Cancel |

Click the Layout Designer button.

QuickBooks displays the Layout Designer window.
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Make same Centre Undo/Redo Zoom

= 2 || Oy R | m a vl “ | » Q| &

Broperties... Add Copy Remove Height | | Width || Size Horz Unda || Redo In Out
1 5 [ g 8 -

=
E »
k= 673 Commercial BRd, * 2
3 TR -
E
= Sammple o720 Semgie
3 ) ] E ) s
= Cmm T e T aml
E
; »
Label field for Invoice: Zoom: 100%  4.25,0.50 = 3.75x0.44
[¥] Show envelope window oK |[ cencel |[ reb

By clicking the Zoom buttons, you can zoom out to see an overall view of the form or
zoom in for a closer look at a small section of the form.

3 Click the Invoice To field.

4 Press and hold the Shift key.

Holding down the Shift key when clicking on an object allows you to select multiple
fields at the same time. Having multiple fields selected lets you move the fields together.

5 Click the field directly below the Invoice To field (the field containing the words “This is
sample text”).

Notice the four-directional arrow that appears when you move the cursor over the
selected fields.

The selected fields on your screen should look like this.

6 Release the Shift key.
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7 With the cursor over the selected fields, press and hold the left mouse button.
8 Drag the selected fields down about one inch.

Note: If you see that the fields are too wide to fit, deselect both fields by clicking
outside the fields. Select each field separately. Move the mouse over the dark
square along the right edges of the fields. Hold the mouse button and drag to
the left to reduce the width of each field.

9 Release the mouse button.

Your screen should now look like this.

10 Select the field containing White Ridge’s address.

11 Move the mouse over one of the dark squares on the bottom of the field and then hold the
mouse button while you drag the bottom of the field up to a point just below the
address—the goal being to get rid of the extra space below the address so you can place
the phone number directly beneath it.

12 Scroll to the bottom of the screen and select the Phone # field.
13 Click Remove.
14 Select the field containing the numbers 555-555-5555.

15 Holding down the mouse button, drag the field so that it sits just below White Ridge’s
address.
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Changing field widths

In the next exercise, you’ll change the font size for White Ridge’s phone number to make it
match the address, but first you want to make the field wider so that the phone number isn’t
cut off,

To change the width of a field:

1 Select the field containing the telephone number and drag the right border further to the
right while holding down the mouse button.

The fields should resemble the figure below.

White Ridge Construction rarely enters a quantity greater than two characters, so you
want to make the Qty column smaller. Decreasing the width of the Qty column also
increases the width of the Description column.

2 Inthe Layout Designer window, scroll until the Qty column is visible.

3  Click the Qty column to select it.

Your screen should resemble the figure below.

Notice that when the cursor is positioned between the Qty and Description columns, it
turns into a two-directional arrow.

':,‘_I_;:..

4  Click and hold the left mouse button on the line separating the Qty and Description
columns.

5  While holding down the mouse button, drag the column line to the left (to approximately
Y the original size).
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6 Release the mouse button.

The forms area on your screen should resemble the figure below.

Changing fonts, borders, and colours

Using the Properties window in the Layout Designer, you can change font size and style, and
text justification. You can also add, remove, or change the borders around fields.

To change fonts, borders, and colours:

1 With the Phone # field selected, click Properties.

QuickBooks displays the Properties window.

Properties @

Data field for Phone #

Text Border Background

Justification

Horizontal Vertical
Top

Bottom

@ Centre

Font... | Colour E

[ oK ] | Cancel | | Help |

2 Onthe Text tab, select Left for horizontal justification.

3 Click Font.

4 In the Size list, select 12, and then click OK.

5 Click the Border tab.

6 Click to remove the Top, Bottom, Right, and Left checkboxes.
7  Click OK to save your changes in the Properties window.

8 Click OK to save the changes in the Layout Designer.

9 Click OK to close the Basic Customization window.
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This exercise covers only a portion of the changes you can make with the customization and
layout tools. For example, if you wanted to add a background colour to the field, you could do
so using the Background tab. You could use the Add button to add empty fields into which
you can enter your own text—or to add data fields that you forgot to select in the Customize
window. If you want a field to appear on a form more than once, select the field and click

Copy.

We encourage you to experiment with the tools available to create your own custom forms.
For examples of what you can achieve, visit the forms library at
http://www.quickbooks.ca/templates.

You can download templates from the forms library to use in your own business.

Previewing new forms

Notice that the invoice form displayed by QuickBooks doesn’t show the changes you just
made in the Layout Designer. This is because changes made in the Layout Designer only
affect the printed invoice and not the invoice QuickBooks displays onscreen for data entry.

To preview the invoice:

1 To see how the printed invoice form will look, click the Print Preview button (above the
Template drop-down list) in the Create Invoices window.

QuickBooks displays the Print Preview window.

White Ridge Construction Company |nV0iCE
3673 Commercial Blwd.

Vancouver, BCVIW 5G3 Cat= Invoice £
103110 1

604937-6541

Invoice To

| Tems Due Daie Project

Sales Tax Summary
Total
ToelTx 00

PaymentsiCredits

Balance Due

GST/HST Mo, 123456789
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The invoice displayed in the Print Preview window shows exactly how the printed
invoice will look. Notice that the changes you made in the Layout Designer are reflected
in this preview.

When you are finished looking at the preview, click Close.

Press Esc to close the Create Invoices window without saving.

Using QuickBooks Letters

From time to time, you may need to send a letter to a customer or vendor (or someone on your
employee list or other names list), or to another list of people. With QuickBooks, you can
easily add the pertinent QuickBooks data (such as name, address, and balance information) to
a letter without having to re-type it.

QuickBooks provides a number of business letters focusing on collections, news, and
announcements. You can edit these letters as needed to suit your business and style of
communication.

Note: To proceed with this lesson, you must have Microsoft Word installed. The

examples shown here use Microsoft Office Word 2007.

Preparing customer letters

In this exercise, you’ll learn how to prepare a letter to send to a customer regarding a returned
cheque.

To prepare a customer letter:

1

From the Company menu, choose Prepare Letters with Envelopes, and then choose
Customer Letters.

If QuickBooks prompts you to find letters, click Copy.

QuickBooks will copy the QuickBooks letters from your installation directory to your
QBtrain folder. QuickBooks opens the Letters and Envelopes wizard.

In the Letters & Envelopes window choose Active and Customer.
Click Unmark All and then click Greene, Jeremy.

Your screen should look like this.

381



LESSON 15

Letters and Envelopes @
O T TOITIore
pressHilEd | Review and Edit Recipients
e s 94326
Indude names that are: i
@ Active Clustnll'ners
. ) Allin, Hilda
rs, Kristy &bercy Inactive Bentley, Karen
Both Card, Brad
-  [Greene, Jeremy
Create a letter for each: Mielsen, Clinton
@ Customer Rajyaguru, Kamlesh
- Receiver General - Receivable
Job Uchman, Roy
Mark All | | Unmark All |
Full Name:

Greene, Jeremy

Back | Cancel | | Help

5 Click Next.

6 When QuickBooks prompts you to choose the letter you want to use, click “Bounced
cheque” and click Next.

7 Inthe Name field of the next screen, type Tom Ferguson. In the Title field, type
President.

Your screen should look like the following.

Letters and Envelopes (3]
T

pressHilREd | Enter a Name and Title
e b 9437

For letters with fields for signature and title, enter how you want to
sign off.

rs. Knsty Sbercy

Mame | Tom Ferguson
Title President]

When you dick Next:

« Letters will be created in a single Microsoft Word Document
» Each letter will start on a new page
# Editing your letters will not affect the original letter template

« fou can continue working in QuickBooks and choose to print envelopes

| Back | [ Mext Cancel | | Help

8 Click Next.
9 If QuickBooks displays a message about missing information, click OK.

If QuickBooks displays a “Server Busy” warning message, click Retry.
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QuickBooks starts Microsoft Word (if it’s not running already) and displays the customer
letter for the customer that you selected.

White Ridz= Construction Company
5673 Commercial Blvd.
WVancouver, BCVIW 3G3

Dec 31,2010

Greens, Jersmy

133 Sunmyzids Blvd
Vancouver, BC
VIH150

Diear My Jeremy (reens,

Your secent payment has been retumed for msufficient funds. To keep yowr zccomtwrith
us in good standing, we ask datyon send s monsy osder or cashisr's check for e
spount duswitinthes dos

If the retumed checkis due to 2 bank error, plesse contect us with verification from the
bank In the cass of a bank error, we do Jet customers simply send 3 replacement check
Plazse handle this matier prompthy, 25 2 delay may affect vour zcoount with us. If vou
have questims sbontthis lemer pleass conEot me

Sincersly,

Tom Fermson
President
Whits Ridzs Constroction Cempany

You can scroll through the Microsoft Word document to see the entire letter. Notice that
QuickBooks entered Tom Ferguson’s name and title at the end of the letter.

Note: Microsoft Word will date the letter with the computer’s current date; therefore
the date on the letter just created may not match the one above.

10 Close the Microsoft Word file without saving the letter.

When you do save letters you’ve created using QuickBooks Letters, don’t save them to
the QuickBooks Letter Templates folder. The QuickBooks Letter Templates folder
should only be used to store the original QuickBooks Letters Templates installed with the
QuickBooks software program and any templates you’ve created and want to access
through the Letters and Envelopes wizard.

To print the letters, you would use the Print command from within Microsoft Office
Word.

11 Return to QuickBooks and click Cancel.
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Editing QuickBooks Letters

You can make changes to individual letters using Microsoft Word, or you can make global
changes by editing the QuickBooks Letter Template used to generate a specific letter.

In this exercise, you’ll edit the customer letter you prepared in the last exercise (Bounced
cheque). However, instead of working with completed letters with customer information
already filled in, you’ll work with the underlying QuickBooks Letter Template used to create
the letters.

To edit a QuickBooks letter:
1 From the Company menu, choose Prepare Letters with Envelopes.
2 Select Customize Letter Templates.

3 If necessary, click View or Edit Existing Letter Templates.

Letters and Envelopes (=3

T TCTCITTIE

pressHilEd | Choose What You Want to Do
e C& 04326
Create a Mew Letter Template From Scratch

rs. Knisty Abercy Convert an Existing Microsoft Word Document to & Letter Template

@) View or Edit Existing Letter Templahesé

Organize Existing Letter Templates (Delete, Rename, Duplicate, or Move)

Back Cancel | | Help

4 Click Next.

5 When QuickBooks prompts you to choose the letter template you want to view or edit,
click Customer, and then select “Bounced cheque” from the list of available letters.
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Your screen should look like this.

it T TR =

O TCTORITOeE

pressHilRd | Choose a Letter Template to View or Edit

e C4 94326
Types of Letters:  Letters templates available:
() Collection EAccept credit app -

rs. Kristy Lbercy @ Customer Blank customer letter

- ® Invai nced check

~ nvoice fBounced chegue
") Estimate Contract transmittal
@ Vendor Customer apology

- Customer birthday
(") Employee Customer return follow-up
) Other Names Deny credit app
Design Agreement
Fax to customer ki

When you dick Next:
« A letter template is opened in Word
« You can select what QuickBooks information will appear in the letters
« The letter template is saved in the folder for the letter type
« You can use the new letter template when you complete this wizard

[ Back ] [ Next Cancel ] [ Help

6 Click Next.
If QuickBooks displays a “Server Busy” warning message, click Retry.
QuickBooks opens Microsoft Word (if it’s not running already) and displays the letter

(Bounced cheque) and a toolbar (QuickBooks Custom Toolbar) that you’ll use to add
information from QuickBooks to the letter in Word.

Note:  If using an older version of Word, the QuickBooks Customer Letter Fields
toolbar will already be available on the screen. You can move this toolbar by
clicking it with your mouse pointer and dragging it to a new location.

7 Click the Add Ins tab on the ribbon to view the QuickBooks toolbar.

@ R = e 3 -Bounced cheque.doc [Compatibility Modle] - Micros... =)
=) 4

Home Insert Page Layout References Mailings Review View Add-Ins @

Insert My Company Fields ~ Insert Customer Name Fields ~

Custom Toolbars

‘l'l‘l\‘Z' RN R NN KK AR KRR RN TR TR 1 Il'lf‘l'lla‘l'lEQ%
I:(MyCompanyName» =
«MyCompanyAddrBlock» =

«LetterDate»

«AddrBlock»

Dear « MrMsMrs» «FirstNames» «LastNames,

Your recent payment has been returned for insufficient funds. To keep your account with
us in good standing. we ask that you send a money order or cashier’s cheque for the

amount due within three days.

If the retumed cheque is due to a bank error, please contact us with verification from the
bank. In the case of a bank error, we do let customers simply send a replacement cheque.

Please handle this matter promptly. as a delay may affect vour account with us. If vou
have questions about this letter, please contact me.

Sincerely, @

e —
II‘ Page:1of1  Wordsi106 | <&  English (United States) EEEEE e ) I
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Now, you’ll enter more text and use the toolbar to insert data from QuickBooks into the
“Bounced cheque” letter.

8 Click your mouse pointer after the period at the end of the first sentence and then press
the Space bar once. (You’ll insert a sentence into the paragraph.)

9 Type Our records also show that your balance is past due.

10 Click your mouse pointer after the «MyCompanyAddrBlock» at the top of the letter and
press the Enter key.

11 From the Insert My Company Fields drop-down list on the QuickBooks Custom Toolbar,
select My Company’s Phone Number.

= ﬁ—' —
.'/D \\| AE= Bounced cheque.doc [Compatibility b
rca)

- Home Insert Page Layout References Mailings

|Inser‘t My Company Fields ~ | Insert Customer Mame Fields =

My Company Name
My Legal Company Mame
My Company's Full Address

H My Company's Phone Mumber B 'I' s 7 II' g1 -IE tl -::I- 1
My Company's Fax Number <<MyCcmpa.nyNa_me»
My Company's Email Address MyCompanvAddrBlocks

My Company's Website Address
My Company's Business Number
Letter Author's Name

Letter Author's Title

Date Letter was Created

Insert My Company Logo

«AddrBlocks
Dear «MrMsMrs» «FirstName» «LastName»,
Your recent pavment has been retumed for insufficient funds.

vour balance is past due. To keep vour account with us in good
send a money order or cashier’s cheque for the amount due wit

QuickBooks adds the «MyCompanyPhoneNumber» field to the line you just added.

«MyCompanyName»
«MyCompanyAddrBlocks
«MyCompanyPhoneNumb er»l

«LetterDatex»

«AddrBlocks
Dear « MrMsMrs» «FirstName» «LastNames,
Your recent pavment has been returned for insufficient funds. Our records also show that

vour balance is past due. To keep vour account with us in good standing, we ask that vou
send a money order or cashier’s cheque for the amount due within three days.

380



Customizing forms

12

13

14

15

16

17

When you create letters using this modified QuickBooks letter, QuickBooks will replace
the «MyCompanyPhoneNumber» field with your company’s phone humber.

From within Word, choose Save As.
Enter a new filename My Bounced cheque and click Save.

If you save the file to this folder without changing the filename, you will overwrite the
original QuickBooks Letter.

To see how this change affects the final letter output, close the letter file in Microsoft
Word and switch to QuickBooks. QuickBooks displays the following screen:

,
e ==

eI
pressHilRd | Use the New Letter Template
e CA 94326

You have created a new letter template for the letter type "customer,”™ with the
name “Bounced cheque.”

rs. Kristy Abercy

You can now begin preparing a customer letter using this new letter template.

Press Cancel if you do not wish to use it at this time.

Back ext Use Tempiate: | [ canced |[ e |

Click Use Template, and go through the wizard again (all of your previous choices
should still be selected but you will need to unmark all customers and select just Jeremy
Greene again).

When you get to the “Choose a Letter Template” screen, select the name of the file you
just saved, and then click Next.

At the Name and Title window, your previous choices should still be showing, click
Next.

When you’re done, your letters should resemble the following.
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Whits Ridge Construction Company
5673 Commercial Blvd.
Vaneouvar, BC VIW 3G3

604 9876341

September 1, 2009

Graene, Jeramy
133 Sunnyside Blvd
Vancouvar, BC
VIH180

Dear Mr. Jeramy Graena,
Your racent payment has been returnad for insuffi funds. Ourracords also show that

vour balancs is past due. Tokeep youraccount with us in good standing, we ask thatyou
send amoney ordar or cashier’s chaquafor the amownt dus within three days.

Ifths raturned cheque is due to a bank arror, pleass contact us with verifioation from the
bank. In the case ofa bank srrox, we do let customers simply senda seplacement chequa

Please handle this matter prompily, as a delay may affact vour sccount with us. I vou
have quastions about this lattar, plaase comtactma.

Sinceraly,

TomFerguson
President
‘White Ridge Construction Company

18 Close Microsoft Word.

LESSON 15

19 Click Cancel in the Print Letters & Envelopes window in QuickBooks.
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Restoring the demo data file

The following demonstration is meant to be presented by the instructor with the class
observing. It gives students an introduction to the major QuickBooks features, and lets them
see how QuickBooks automates day-to-day bookkeeping.

Before you start the demonstration, restore the file “QuickBooks-2011-in-the-Classroom-data-file-
for-lessons.QBB” in the QBtrain folder you set up using the instructions in the introduction to
this guide.

To restore the data file:

1 From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks
displays the Open or Restore Company window.

2 Select Restore a backup copy and click Next.

3 Select Local backup and click Next.

4 In the Open Backup Copy window, navigate to your C:\QBtrain directory.

5  Select the QuickBooks-2011-in-the-Classroom-data-file-for-lessons.QBB file, and then click Open.
6 Inthe Open or Restore Company window, click Next.

7 Navigate to your C:\QBtrain directory.

8 Inthe File name field of the Save Company File as window, type demo and then click
Save.

9 Click OK when you see the message that the file has been successfully restored.
10 If you are not starting the demonstration now, exit QuickBooks.

Explain to students that later they’ll be learning how to create their own QuickBooks
company. For most of the course, however, they’ll be using a sample file for a fictitious
construction company called White Ridge Construction.

Entering sales

One of a business’s primary concerns is revenue, so let’s begin with that. Suppose your
business has made a sale and you need to invoice the customer. To do that in QuickBooks,
you fill out an invoice that looks just like a paper form.

Creating an invoice

You can choose any QuickBooks task from the QuickBooks menu bar located on the top of
the screen, or from the icon bar located just below. The icon bar is organized by business
areas (for example, company, customers, vendors, employees).
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You can also choose tasks from the Home page. The Home page includes icons for common
tasks grouped in the following areas, vendors, customers, employees, company & banking.

To create an invoice:

1 From the Customers menu, choose Create Invoices.

The Create Invoices window looks just like a paper invoice form. The upper part of the
form is where you enter customer information. The bottom part of the form is where you
enter the items or services you’ve sold. You can move from field to field by pressing Tab,
or you can use the mouse to point to the field you want, and then click the mouse button.

2 Click the drop-down list next to the Customer:Job field.

If you see this arrow (% next to a field, it means there’s a QuickBooks list where you
can choose an entry.

3 Choose Kitchen Renovation under Greene, Jeremy from the Customer list. (Press “G” to
move to that part of the list.) If a Sales Order screen displays, click Cancel. If a billable
Time/Costs screen displays, close the screen.

Notice how QuickBooks automatically fills in other information about the customer.

Choose Intuit Product Invoice, and then point out the address and payment terms.

4 Press Tab once to move to the Date field.

QuickBooks automatically displays today’s date here For demonstration purposes the
date is not critical, however should you wish to adjust the date; simply enter the desired
date in the date field on the invoice.When you’re finished, this is how the top half of the
invoice should look.

| =] Create Invoices =n|Eeh ="
4 Previous [ Next <% Print ~ [f Send ~ | %) Find [ Spelling % History =] Journal T Letters +
Customer:Job Template | Print Preview
Greene, Jeremy:Kitchen ... = Intuit Product Invoice »
_ Date
Invoice i

Ship To 2 -

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC V2H 150

Now you’re ready to fill out the bottom half of the invoice form.

Greene, Jeremy
133 Sunnyside Blvd
Vancouver, BC
V2H 150
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Filling in the details

The bottom part of the invoice is where you list the items the customer has purchased. You
list each service or product you’re selling on its own line of the invoice, along with the
amount the customer owes for each item. The lines on this part of the invoice are called line
items, because each individual item is on its own line.

All the information about your line items is in the QuickBooks Item list. The Item list stores
information about each service you render and each product you sell. It also stores
information about other types of line items you’ll want to put on invoices, like discounts, sales
taxes, and subtotals. You’ll be learning more about the Item list later in the course.

To fill in details:

1 Click in the Item column. Then click the arrow next to the field to display the drop-down
list.

When you click in the Item column, QuickBooks displays a drop-down list where you
can choose the items you want to invoice the customer for.

Suppose you’ve done nine hours of design work for Jeremy’s kitchen renovation project.

2 Choose Direct Labour: Design Services from the drop-down list.

This item is already entered in White Ridge Construction’s Item list, so QuickBooks can
automatically fill in the item description and a rate ($50.00). It also knows that the tax
code for this customer is G.

Point out that the customer tax code overrides the item tax code; however, in this instance
the code is OK as the item code is also G.

Now you just need to enter a quantity.

3 Click in the Quantity field, and type 9. Then press Tab.

When you enter the quantity, QuickBooks calculates the amount for the nine hours of

work.

Quantity Item Description Price Each Amount Tax |
9 |Direct Labour:Design Services = |Design Services | 50,00 = | 430.00 |G o |
I I I I I S¢

Customer — GST 5.0% 22.50

Total 472.50
Ta be printed [ Add Time/Costs... | [ Apply Credits... | Payments Applied 0.00

Tob iled
0 be e-maile Customer Tax Code |G - Balance Due 472.50
Memo
Save & Close | [ Save & New ] | Clear

4 Click Save & Close to record the invoice.
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Viewing the customer’s register

The money owed to your business, by customers or from other sources, is your accounts
receivable. When you fill out and save an invoice form, QuickBooks automatically makes an
entry for you in your customer’s accounts receivable register.

To display the register:
1 Intheicon bar, click Customer Centre.

2 Inthe Customers & Jobs list, right-click Greene, Jeremy, and then choose Use Register.

& Greene, Jeremy - Accounts Receivable =] E ] 3]
&5 Print... | B Edit Transaction ¢ Time/Costs... QuickReport
Customer:Job | EfE=ERRETN] -
Date MNumber Item Qty Rate Amt Chrg Amt Paid Balance
Type Description Billed Date Due Date
07/02/2010 221 15,000.00 2,462,00
PMT
12{27/2010 18 472,50 2,934.50
NV 01/11/2011
12312010 14 5,300.00 9,234.50
NV 01/15/2011
v I
| -
1dine Show open balance Ending balance 9,234.50
Sortby | Date, Type, Number/... [ Record ] | Restore |

The customer accounts receivable register looks similar to a paper cheque register. The
register shows every transaction for this customer that affects your company’s
receivables. The invoice you just recorded is in the register in order of its date. The
second column shows the invoice number and the type of transaction it is (invoice).
When you wrote the invoice, QuickBooks automatically updated the register and account
balance.

3 Close the register and then close the Customer Centre.

Receiving a customer payment

When you receive a payment from a customer for outstanding invoices, you want to record
receipt of the payment and indicate which invoices are being paid. Suppose you’ve received a
cheque in the mail from Jeremy Greene, a customer that has several outstanding invoices.
This cheque is for Invoice # 16.

To receive a payment;

1 Onthe Home page, in the Customers section, click Receive Payments.

2 From the drop-down list in the Received From field, choose Greene, Jeremy.
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QuickBooks lists all the outstanding invoices for the customer you selected.

‘1 Receive Payments EI@
4 Previous [ Net &3 Print v| By History ~ ] Journal |

Customer Payment

Received From | Sreene, Jeremy

w | Customer Balance 9.234 .50
Amount 0.00 Date 12/27/2010
Pmt. Method | Chegue - Cheque #
Memo Depasit to Chequing A4

| Find a Customer/Invaice. .. |

4 Date Job Number Orig. Amt. Amt. Due

Payment |
06/25/2... |Kitchen Renovation |8 31,328.85 2,462.00 0.00 =
12(27/2... |Kitchen Renovation |16 472,50 472.50 0.00
12{31/2... |Kitchen Renovation |14 6,300.00 6,300.00 0.00
Totals 38,101.35 9,234.50 0.00

Amounts for Selected Invoices

Amount Due 0.00
| Auto Apply Payment | Applied 0.00
| Discount & Credits... | EszronizmlEmis 0.00
= 1 Applied
Save & Close | [ Save &New ] | Clear |

3 Inthe Amount field, type 472.50 and press Tab twice.
4 Inthe Pmt. Method drop-down list, select Cheque, then press Tab.

You might want to point out that QuickBooks changes the name of the cheque# field
depending on which payment method you select.

5 Type 659 in the Cheque # field, and choose Undeposited Funds in the Deposit to field.

J Date Job MNumber Orig. Amt. Amt, Due Payment |
06/25/2010  |Kitchen Renovation |8 31,328.85 2,462.00 0,00 =
S |12/27/2010  |Kitchen Renovation |16 472.50 472.50 472.50
12{31/2010 (Kitchen Renovation |14 5,300.00 6,300.00 0.00
Totals 38,101.35 9,234.50 472.50

Amounts for Selected Invoices

Amount Due 472.50
| Un-Apply Payment | Applied 47250
| Discount & Credits... | Exzoegin Teide 0.00
=" | Applied

QuickBooks applied the amount to the invoice with a matching amount. If the amount
had not matched any particular invoice, QuickBooks would have applied it to the oldest
outstanding invoice. If you want to apply the payment differently, QuickBooks is
flexible—you can choose to apply payments to the invoices of your choice. You’ll see
how to do that later in the course.

6 Click Save & Close.
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When you record a customer payment, you have a choice of where to put the payment. If you
want to deposit several payments at once, the best way to handle the deposit in QuickBooks is
to have QuickBooks hold the payment in an account called “Undeposited Funds” until you
deposit the payments in a bank account. The Undeposited Funds account is like a cash drawer.
Using the Undeposited Funds account makes it easier to reconcile the bank account because
the deposits match those made at the bank.

There is a preference that allows you to set “Undeposited Funds” as the default deposit to
account. That preference is not turned on in this file. When the preference is not turned on, a
“Deposit to” field displays in the Receive Payments and Enter Sales Receipts windows. This
field allows you to select into which account you want to deposit the funds. If you are
depositing a payment in a bank account by itself, you can click “Deposit to” and choose the
bank account. Then QuickBooks records the deposit in the bank account automatically.

Making a deposit

When you group deposits into the Undeposited Funds account, QuickBooks keeps customer
payments in the account until you’re ready to go to the bank. Then you just tell QuickBooks
you’re ready to make a deposit.

To record a deposit:

1 From the Banking menu, choose Make Deposits.

The Payments to Deposit window shows all the payments you have in Undeposited
Funds waiting to be deposited.

Payments to Deposit @

Select View

View payment method type | What are payment method views?

Select Payments to Deposit

<+  Date Time Type No. Payment Method ~ Name Amount

[ 03/01/2010 FMT 455 Card, Brad:Theatre R... __4,500.00]
12{16/2010 RCPT 15 Cheque Greene, Jeremy:Kitch... 179,15
12272010 EMT 659 Cheque Greene, Jeremy 472,50

2 Click Select All to place a checkmark next to all the undeposited payments, and click
OK.
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% Make Deposits (ol ==

4 Previous [ Net &5 Print = | & Payments & History =] Joumnal

DepositTo | S v | Date |12/27/2010[E@] Memo |Deposit

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

Received From From Account Memao Chg Mo. Pmt Meth. Amount

Card, Brad:Theatre R... |Undeposited Funds 455 4,500.00 =

Greene, Jeremy:Kitch... |Undeposited Funds 1245 Cheque 179.15

Greene, Jeremy Undeposited Funds 653 Cheque 472,50
Deposit Subtotal 5,151.65

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

Cash back goes to Cash back memo Cash back amount
-
Deposit Total 5,151.65
Save & Close | [ Save & New ] | Clear

3 Inthe Make Deposits window, be sure you are set to record the deposit in the chequing
account, and click Save & Close.

If you click Print in the Make Deposits window before recording the deposit,
QuickBooks prints a deposit summary that lists each payment you are depositing.

QuickBooks enters the deposit transaction in the Chequing account.

You can show students the register if you have time.

Entering and paying bills

Accounts payable is the record of outstanding bills your business owes. By tracking your
account payable, you’ll know exactly how much you owe and when. This is the only way you
can get an accurate picture of your business’s finances.

Using accounts payable in QuickBooks is easy: when you’re billed for an expense, just enter
the bill in QuickBooks when it arrives. This lets QuickBooks track the money you owe
vendors in the accounts payable account.

Entering a bill

Suppose you receive a bill from Insurance Experts for an insurance premium and want to
enter it in QuickBooks but pay it later.

To enter a bill:
1 Onthe Home page, in the Vendors area, choose Enter Bills.

2 Inthe Vendor field, type in for Insurance Experts and press Tab.
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QuickBooks fills in the full name, using the feature called QuickFill, since Insurance
Experts is the only vendor name that begins with “in.”

QuickBooks assigns a due date for the bill based on the payment terms you’ve entered for
this vendor. If you don’t have specific payment terms assigned, QuickBooks assumes
bills are due 10 days from the date of receipt. You can change the due date if you wish.

3 Inthe Amount Due field, enter 2000.

4  Click in the Account column of the Expenses tab, and then click the arrow to display the
list of expense accounts.

This part of the form lets you track exactly what you spend your money on. The
Expenses tab lets you assign the bill amount to one of your expense accounts; the Items
tab is for entering details about service or product items you are purchasing. When you
assign a bill to one of your expense accounts, you can later create reports that show how
much you’ve spent in specific areas.

5 Choose Liability Insurance (under Insurance) from the list.

You can also assign expenses to a particular customer or job, in the Customer:Job field.
This lets you keep track of your costs for a specific project.

6  Since there is no sales tax on insurance, select E from the drop-down list in the tax

column.
;\H_'| Enter Bills EI@
@ Previous [ Next ‘ &) Find % History 5 Journal
9 ol T +/| Bill Received
Vendor Insurance Experts - Date 12/27/2010 .
Insurance Experts Ref. Mo,
Addr=SS | 2624 Shaoter Dr. > 200,00
Toronto,OM Amount Due 000,

M4y 2M3

Bill Due 12/27(2010 (]

Terms  Dueonreceipt ~  Discount Date

Memo

Expenses $2,000.00 | Items §0.00

Account Tax Amount Memo Customer:Job  Eillable? |
Insurance:Liability Insurance > |z - 2,000.00 - | -

Vender Tax Code - 0.00
0.00

Clear Splits Recalculate | Save & Close | [ Save &Mew ] | Clear

7 Click Save & Close. If the Job Costing window displays, click Yes.

When you record a bill, QuickBooks automatically adds the amount due to the vendor’s
balance.
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8 In the icon bar, click Vendor Centre.

QuickBooks displays the Vendor Centre, which shows outstanding balances for all your
vendors. If necessary choose Next Fiscal Year in the Date field.

9 Type Iin the vendor list to go to Insurance Experts. Notice the new item for 2,000.00.

(2 Vendor Centre: Insurance Experts [All Transactions)
P
& New Vendor... New Transactions = ;g Print » ﬂ Excel » "5 Word
Vendors Transactions Vendor Information Edit Vendor... | Reports for this Vendor
View | Active Vendars - Y] Ve me Insurance Experts Dustin Chok uickReport
Fd . Open Balance
! C Insurance Experts
Name Balance ... ss Insurance Experts
. 2624 Shooter Dr,
Accounting Cyde 0.00 * Toronto,ON .
All Subs 18,48... M4y 2M9 .
Andre's Mechanical 0.00 B Due on receipt
Barata's Building Supplies 15,01... - "

. [ ¥ QuickBooks Cheques &
Blitz Marketing 1,785.00 otes Edit Notes. .. |8s53 Supplies:Learn Mare
C.U. Electric 0.00
Children's Charities 0.00
Craig's Lumber 0.00 Show |All Transa... = | Filter By |All » | Date ThisFiscal... » | 01/01/2009 - 12/31/2009
Dan's Auto Emporium 0.00 Type Num Date * Account Amount
Daniel's 0.00 There are no transactions of type "All Transactions”, filtered by "All", in date range "This Fiscal Year”,
Dobson's Exteriors
Fisher Supplies
Gunes's Marketing
[ Insurance Experts
Jeanne's Compu-Excellence 0.00
Jesse's Convenience Store 0.00
Kewvin Anderson Barrister and 5. 0.00

10 Close the Vendor Centre.

Using QuickBooks to remind you when to pay

QuickBooks has a reminder system that can tell you when you have transactions due. You can
set up QuickBooks to display a Reminders window that lists the due dates for each transaction
coming due. You can decide whether you want QuickBooks to remind you, and choose
exactly which transactions you want to be reminded of.

Any time you want to change the behaviour of QuickBooks in a particular area, you go to the
Preferences window.

To change preferences:

1 From the Edit menu, choose Preferences.
2 Click Reminders in the left panel.

The My Preferences tab for reminders allows you to select whether to display the
Reminders List every time you start QuickBooks.

3 Click the Company Preferences tab.

Tell students that the Preferences window is where you customize QuickBooks to work
the way you want.
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If you share a company file with others, the company preferences are in effect for
everyone who uses this file. The Company Preferences tab for reminders lists all the
ways QuickBooks can remind you of transactions. For each type of reminder,
QuickBooks can give you a detailed list of transactions due, a summary only, or not
remind you at all.

4  Click Cancel to close the window.

Any time you want to see the Reminders window, you can choose Reminders from the
Company menu.

5 From the Company menu, choose Reminders. The items and amounts that will be
displayed will be as of the current date on your computer. (The date for the data file must
be 12/31/2010 for this window to show the following figures.)

The Reminders window gives you a summary of the transactions coming due. If you
want to see a detailed list, you can click the Expand All button.

6 Inthe Reminders window, click Expand All.

@ Reminders E'@
Due Date Description Amount

Bills to Pay -39,230.04 -
11/07/2010 Blitz Marketing -392.50
11/14/2010 Roger's and Company CA's -450.00
11172010 Utiity Carp -350.15
1122/2010 The Phone Co. -164.87
11302010 All Subs -18,480.00
1214/2010 Roger's and Company CA's -450.00
12(17/2010 Utility Corp -360.15
12/22/2010 The Phone Co. -164.87
1227/2010 Insurance Experts -2,000.00
1230/2010 Barata's Building Supplies -15,015.00
01/04/2011 Blitz Marketing -892.50
01/23/2010 1 - Allin, Hilda:600 5Q Ft Addition 18,970.19
02/02/2010 2 - Allin, Hilda:600 5Q Ft Addition 17,886.18
020772010 3 - Allin, Hilda:600 5Q Ft Addition 18,026.08
04/30/2010 5 - Card, Brad: Theatre Room 4,500.00
06/25/2010 @ - Greene, Jeremy:Kitchen Renovation 2,462.00
1210/2010 15 - Uchman, Roy:2nd Story 1,050,00
1215/2010 11 - Rajyagury, Kamlesh:Tea and Crumpets Room 10,104.00
12{15/2010 12 - Uchman, Roy:Hangar 2,346.93
| Custom View ” Collapse all || Expand All H Set Preferences... ]

7 Double-click one of the Bills to Pay transactions displayed.
QuickBooks displays the original bill form.
8 Close the Enter Bills window and then close the Reminders window.

You’ll explore the preferences in more detail as you go through the course.
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Paying bills

When QuickBooks reminds you that bill payments are due, you can decide which bills you
want to pay and even have QuickBooks print the cheques for you.

To record a bill:

1 From the Vendors menu, choose Pay Bills.

QuickBooks displays a list of all bills due on or before 01/06/2011 (which is 10 days after
“today™). Just click to select the ones you want to pay, or click Select All Bills to select
all the bills in the window.

Suppose you want to pay by cheque from your Chequing account.

2 Under Payment Method, ensure Cheque and “To be printed” are selected. Be sure that
Chequing is selected as the account under Payment Account.

3 Select the first two bills on the list. To select a bill, click the checkbox in the left-hand
column.

QuickBooks writes the cheques for you automatically. It also enters a transaction for
them in your chequing account. At the same time, it enters a transaction in your accounts
payable register, to reduce the total of your amounts payable by the amount of your
cheques.

If you select “To be printed,” you can print the cheques from QuickBooks. If you select
“Assign cheque no.,” QuickBooks enters the cheques in your register with numbers. (You
can edit the numbers if they are incorrect.)

“w Pay Bills [=leEs
Select Bills to be Paid
Due on or befare |1 /06,2011 §

Show bills
@) Show all bills SortBY  pue Date -
[¥ DateDue Vendor Ref. Mo, Disc. Date Amt. Due  Disc, Used Credits Used Amt. To Pay
I~ |1tjo7/2010  |Blitz Marketing 892,50 0.00 0.00 §92.50 =
=2 |11,."14,."1|:| 0 |F!_-:-ger‘s and Company... 450,00 0.00 0.00 450.00
™ [1y/17/2010  |utility Corp 360.15 0.00 0.00 0.00
I |11/22/2010  |The Pheone Co. 164.87 0.00 0.00 0.00
| 11/30/2010 All Subs 544 18,430.00 0.00 0.00 0.00 -
Totals 39,230.04 0.00 0.00 1,342.50
| Clear Selections |
Credit Information for Highlighted Bill
Vendor Roger's and Company ... Terms Number of Credits 0
Bill Ref. No. Sugg. Discount 0.00 Total Credits Available 0.00
Go to Bill Set Digcount Set Credite
Payment
Date Method > g Account
@ Ti inte,
12/27/2010 Chegue HEREEL Chequing -
Assign cheque no. Ending Balance 172.815.98
Pay Selected Bils ] | Cancel

4  Click Pay Selected Bills.
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QuickBooks provides a summary of the bills you paid.

Payment Summary @

Payment Details
Payment Date 12272010

Payment Account  Cheguing
Payment Method  Cheque

Payments have been successfully recorded for the following 2 of 2 bills:

Date Due Wendar Amount Paid
11/07/2010  |Blitz Marketing 892.50
11/14/2010  |Roger's and Company CA's 450.00

Total 1,342.50

How do I find and change a bill payment?

You can print chegues now, or print them later from Print Forms on the File menu.

| Pay More Bills | | Print Chegques || Dane

5 Click Done.
Now look at the cheques QuickBooks wrote for you.

6 From the Banking menu, choose Write Cheques.

7 Inthe Write Cheques window, be sure the Chequing account is selected in the Bank
Account field.

8 Click Previous twice to see the cheque dated 12/27/2010 that QuickBooks wrote to Blitz
Marketing for $892.50. Notice that QuickBooks wrote the cheque to pay the oldest
outstanding bill.

The window now says Bill Payments (Cheque) instead of Write Cheques to indicate this
is a cheque that QuickBooks wrote to pay a bill.

The lower part of the window lists the bill that this cheque paid.

Bills paid in this transaction: | To be printed
Pay Date Due Vendor Ref. Mo, Bill Amt. Amt. ... Disc. Date  Amt. Paid
o |11/07/2010 |Blitz Marketing 892,50 | 892.50 892,50 =~
01/04/2011 |Blitz Marketing 392,50 | 892.50 |12/15/2010 0.00
| Clear splits | | Recalculate || Discounts | | Save & Close || Revert |

Intuit has cheques you can purchase that are made to work with QuickBooks. You can
have QuickBooks print all your cheques at once, and save yourself from writing cheques
by hand.
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9 Close the Bill Payments(Cheque) window.

Now, open the accounts payable register to see how the payments affect your accounts
payable. You can open the register of any balance sheet account by starting from the
chart of accounts.

To display the accounts payable register:

1 From the Lists menu, choose Chart of Accounts.

You could select the Accounts Payable account, click the Activities menu button at the
bottom of the window, and then choose Use Register. But you can use another shortcut:
Just double-click any account to open its register.

2 Double-click the Accounts Payable account.

Here’s the register with the 12/27/2010 bill payment QuickBooks entered for Blitz
Marketing.

& Accounts Payable =N =l =
% Goto.. | & Print.. | [ Edit Transaction QuickReport
Date MNumber Vendor Due Date Biled o Paid Balance
Type Account | Memo
12222010 The Phone Co. 12/22/2010 164,87 37,230.04 =
BILL ~split-
12272010 Blitz Marketing 92,50 36,337.54
BILLPMT |[Chequing
12/27/2010 Roger's and Compan| 450,00 35,887.54
BILLPMT |[Cheguing
12/27/2010 Insurance Experts | 12/27/2010 2,000.00 37,887.54
BILL Insurance -
| spits | Ending balance 37,887.54
1dine Shiow open balance
Sortby | pate, Type, Number/... [ Record ] | Restore

3 Close the Accounts Payable register and the Chart of Accounts.

Handling purchases you pay for on the spot

When you pay for a purchase on the spot, you don’t need to enter a bill first. You can write a
cheque at the Write Cheques window for a manually written cheque or a cheque you want to
print. (You can even set up a QuickBooks “bank” account for petty cash and record “cheques”
for payments made from petty cash.)

Suppose Sheldon’s Software House sends over a technician to improve the network for your
office, and you want to write and print a cheque.

To record a cheque:

1 Onthe Home page in the Banking area, click Write Cheques.

2 Inthe Write Cheques window, be sure the Chequing account is selected in the Bank
Account field.

Now, fill out the cheque the same way you would a paper cheque.

3 Inthe “Pay to the Order of” field, select Sheldon’s Software House.
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4  Type 253.45 as the amount, and press Tab.
QuickBooks automatically writes the amount for you on the next line.

5 Click in the Account column of the Expenses tab and assign the cheque to the Office
Supplies expense account.

6 Inthe Tax column, if necessary select S, note that QuickBooks automatically adjusts the
expense amount to reflect the taxes that are paid.

7  If you wish to print the cheque right now, click Print. Click the “To be printed” checkbox
to select it if you plan to print the cheque later.

QuickBooks keeps track of two separate cheque numbers: the number of the last cheque
you printed and the number of the last cheque you wrote by hand and recorded later. It
tells you the number it expects to be the next number for a printed cheque.

Expenses

$226.30 | Items

$0.00 ik

£ Write Cheques - Chequing [ E ]
4 previous [P Next &5 Print ~ | %} Find 5 Journal
Bank Account | Chequing - Ending Balance 172,815.98
MNo. To Print -
Date 12/27/2010 @
Pay to the Order of Sheldon's Software House - $ 253.45
Two hundred fifty-three and 45/100F * * = **=*x=xxxxxxxxxxxxxxxx==> Dollars
Sheldon's Software House
6412 Maple 5t
Address | yancouver, BC
V5M 5M35 _—
9
Memo Order Cheques

Account

Tax

Amount

Memo

Customer:Job

Billable?

Office Supplies

5

226,30

Vendor Tax Code

GST (ITC) 5.0%
PST (BC) on purchases 7.0%

11.31
15.84

| Clear Splits || Recalculate | | Save & Close |[ Save & MNew ]| Clear |

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

Be sure to click Save & Close or Save & New. If you click Clear or close the window,
QuickBooks does not record the cheque.

QuickBooks enters the cheque in the register of your chequing account.

When you’ve written a handwritten cheque (for example, you stop at the office supply store
and purchase a box of laser printer paper), just enter the transaction directly in the Write
Cheques window when you get back to the office.
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Managing inventory

If your business has inventory items to resell, you can use QuickBooks to keep track of
ordering items, receiving items, paying for items, and selling items.
Ordering inventory

The first step is to order some inventory items. Now, create a purchase order for doors from
Barata’s Building Supplies.

To create a purchase order:

1 Onthe Home page, in the Vendors area, choose Purchase Orders.

2 Inthe Vendor field, type ba and let QuickFill fill in the rest of the vendor name. Press
Tab.

3 Click in the Item column and under Materials: Wood Door choose Interior Wood Door
from the Item list.

4 Inthe Qty field, type 35, then press Tab.

QuickBooks multiplies the quantity by the cost to calculate the amount.

& Create Purchase Orders EI@
b
&l previous [ Net & Print [ E-mail v| €} Find i Spelling % History
Vendor Ship T Template | Print Preview
Barata's Building Supplies w | Custom Purchase Q... =
Date
Purchase Order 12/27/2010 (@] |10
Barata's Building Supplies White Ridge Construction Company
4395 King Edward Ave. 5673 Commerdial Blvd.
Maple Ridge, BC Vancouver, BC V2W 5G5
V2H 4G4
Item Description Qty Rate Customer Amount Tax
Materials Heading:Wood. .. -« |Interior Wood Door 35 EER - 2,798.25|G = =+
Vendor GST (ITC) 5.0%: 139.91 |yien
Message
0.00
Total 2,938.16
| To be printed To be e-mailed Vendor Tax Code -
Memao | Save & Close | [ Save & MNew ] | Clear |

Since the item being ordered has a sales tax code assigned, QuickBooks automatically
fills in the code on the invoice.

5 Click Save & Close to record the purchase order.
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Receiving inventory items

Receiving items is the second step. A few days after you order the doors, they are delivered,
and you want to receive the shipment to update your inventory records (the amount of the
item you have on hand). Suppose you’ve received the inventory items, but you haven’t
received a bill with the items. (This is a very common occurrence.)

To record the receipt of inventory items:

1
2

From the Vendors menu, choose Receive ltems.
In the Vendor field, type ba. When QuickFill completes the entry for you, press Tab.

You’ll see a message letting you know that open purchase orders exist for Barata’s, and
asking if you want to receive the items against one of the outstanding purchase orders.

In the Open POs Exist window, click Yes.
Now you need to choose the purchase order(s) filled by the shipment.

QuickBooks lets you receive shipments against multiple purchase orders at one time.
That’s important, because it’s very common for vendors to ship items from different
purchase orders in the same shipment. In this case, we only have one from which we are
receiving items.

Select purchase order number 10.

Open Purchase Orders @
Vendor | Barata's Building Supplies -
Select a Purchase Order to receive 7|
C
< Date PO No. Mema | concel |
01/16/2010 3 Estimate 2 Help
05/01/2010 & Estimate 3
11/30/2010 8 Estimate 5
< |12/27/2010 10
Click OK.

QuickBooks looks up the purchase order(s) you’ve selected and tells you which items,
and how many, you should be receiving. All you have to do is make sure that everything
has been shipped in the proper quantities.

Suppose you’ve received only thirty of the thirty five doors.

Change the 35 in the Qty field to 30 and press Tab.
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;\’:| Create ltem Receipts =
4 Previous [ Next | %) Find % History = Joumnal

E Cregit Bill Received

Vendor Barata's Building Supplies - Date 12/27/2010 .

Item Ref. No.

.
Recelpt Total 2,518.43

Memo  Received items (bill to follow)
Expenses £0.,00 | Items $2,398.50
Item Description Qty  Cost Tax Amount Customer:Job Billable? PO Mo. |
Materials He... w [Interior Wood Door 30 [70.05| IS 2,398.50 - 10 B

[ selectPo | | ClearQtys | | ShowpPo |

Vendor Tax Code - GST ({ITC) 5.0% 119.93 Edit

Clear Splits Recalculate Save & Close | [ Save & New l ‘ Clear

QuickBooks keeps track of the missing doors, and lets you know they are still due.

7 Click Save & Close to record the item receipt.

Receiving bills after receiving items

The third step is to deal with the final bill for the items you ordered. Perhaps two weeks go
by, and you get the bill from Barata’s. QuickBooks makes it painless to reflect any changes
that appear on the final bill. As it turns out, there’s one change you need to record when you
pay this bill: Barata’s charged you $75 for shipping.

To record a bill:

1 From the Vendors menu, choose Enter Bill for Received ltems.

2  Select Barata’s Building Supplies from the Vendor drop-down list, and select the
12/27/2010 item receipt (the one you recorded today).

Select Itern Receipt |
Vendor Barata's Bulding ...
Choose the Item Receipt which corresponds to your bill | Cancel |
Date Ref Mo, Mema ] —H I
| |received items (bill to follow) I—/E P

3 Click OK, and you’ll see the Enter Bills window with the items already filled in.
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4  Click the Expenses tab and type Postage and Delivery in the Account field and press
Tab.

5 Inthe Sales Tax Code field type G.

8 Enter the $75 shipping charge in the Amount field to assign it to the Postage and Delivery
account.

9 Press Tab.
10 Click Recalculate.

1) Enter Bills (=R ==
& Previous B Next ‘ %_Find Qh History 5] Journal

Credit | Bill Received

Vendor Barata's Building Supplies - Date 12/27/2010 .
Barata's Building Supplies Ref. No.

Fal 4895 King Edward Ave.
Maple Ridge, BC AmountDue  2,597.18
V2H 4G4

Bill Due 01/26/2011

Terms  Net30 ~  Discount Date
Mema
Expenses £75.00 | Items §2,398.50
Account Tax Amount Memao Customer:Job Billable? ‘
Postage and Delivery G 75.00 | -
Vendor Tax Code - GST {ITC) 5.0% 123.68 | | Edit

0.00

Clear Splits

Save & Close || Save &MNew H Revert

11 Click Save & Close to record the bill.

12 If QuickBooks displays a message asking if you want to change the transaction, click
Yes.

Selling items

You can sell inventory items by creating an invoice the same way you did earlier.
QuickBooks automatically keeps track of the items sold and updates your financial reports. If
you sell three doors, QuickBooks automatically reduces the number of doors on hand by
three, and adds both the revenue and the cost of goods sold associated with these doors to
your financial reports.

Generating inventory reports

QuickBooks has a variety of inventory reports to tell you everything you might want to know
about your inventory. Now that you’ve entered the bill, you can generate an inventory stock
status by item report to make sure that all the items you’ve received are accounted for.
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To generate an inventory report:

1 From the Reports menu, choose Inventory, and then choose Inventory Stock Status by
Item from the submenu. Make sure the report reflects the entire year 2010. Scroll
through the report to see all items.

Tl Inventory Stock Status by ltem o= ==
| Modify Report... | [ Memorige... || Print.. || E-mail = | Export... | [ Hide Header | [ Refresh |
Dates | Next Fiscal Year ~ | From [01/01/2010 [B] To | 12/31/2010
9:29 AM White Ridge Consfruction Company
101308 Inventory Stock Status by Item
January through December 2010
» Item Description » Pref Vendor » Reorder Pt = On Hand < On Sales Order = For Assemblies < Available |
Wall Sconce ArtDeco 8 2 o ] 2 |-
Lighting Retail - Other 0 1] 0 i}
Total Lighting Retail 10 0 0 10
Materials Heading
Cabinets
Cabinet Wall Unit Light Pine kitchen c. 10 o 0 10
Finished Cabinets 0 ] ] o
Cabinets - Other 0 1] 0 i}
Total Cabinets 10 o ] 10
Hardware
Brass Hinges Brass door hinges. 200 0 ] 200
Door Pulls Door pulls for kitch 100 o 0 100
Doorknobs Standard interior d... 50 o ] 50
Doorknobs Locking Exterior Locking do 50 0 o 50
Hardware - Other 0 ] o o
Total Hardware 400 o ] 400
] »

For each inventory item, this report shows quantity on hand, quantity on order, date of
next order receipt, and the average quantity sold per week, among others.

If you want to see the transactions that make up any amount in a report, you can use the
QuickZoom feature. Whenever you see the mouse pointer change from an arrow to a
magnifying glass with a Z inside, double-click the amount you want to investigate.

2 Double-click the line for Door Pulls on the report.

QuickBooks creates a QuickReport that shows more detail on that specific inventory
item. You can also use QuickZoom from here.

3 On the QuickReport, double-click the Inventory Adjustment transaction. Scroll though
the report until you see the transaction recording the adjustment to cabinet pulls.

4 From the Window menu, choose Close All to close all the windows you have open.
5 Click No at the message asking if you would like to memorize the report.

6 Click Home on the icon bar to display the Home page.
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Creating reports and graphs

The Reports menu has a wide variety of preset reports. You can customize any of the preset
reports to show the exact data you need. To create a report, you choose the report you want
from the QuickBooks Reports menu.

To generate a report of overdue customers and balances:

1 From the Reports menu, choose Customers & Receivables, and then choose A/R Aging
Summary. Choose Custom in the Dates field, and then 12/31/2010 in the next field. Click
Refresh.

The report lists the jobs with open balances for each customer. The columns show which
amounts are current (not yet due) and which are overdue. Notice that Jeremy Greene is
more than 90 days overdue on his kitchen job.

Tl A/R Aging Summary E=R|E=E 5
| Modify Report... | [ Memorize... | Print.. || E-mall = || Export... | [ HideHeader || Collapse | [ Refresh |
Dates | Custom « | 12/31/2010 Interval (days) 30 Through {days past due) |90 Sort By | Default -
931 AN White Ridge Construction Company
1013108 A/R Aging Summary
As of December 31, 2010
@ Current @ 1-30 @ 3 - 60 * 61 -90 * >90 * TOTAL @
Allin, Hilda
600 5Q Ft Addition b 0.00 L] 0.00 0.00 0.00 0.00 0.00
Total Allin, Hilda o.00 0.00 0.00 0.00 0.00 0.00
Card, Brad
Theatre Room 0.00 0.00 0.00 0.00 0.00 0.00
Total Card, Brad 0.00 0.00 0.00 0.00 0.00 0.00
Greene, Jeremy
Kitchen Renovation £,300.00 0.00 0.00 0.00 2,452.00 8762.00
Total Greene, Jeremy 6,300.00 0.00 0.00 0.00 2,482.00 8,762.00
Rajyaguru, Kamlesh
Tea and Crumpets Room 0.00 10,104.00 0.00 0.00 0.00 10,104.00
Total Rajyaguru, Kamlesh o.00 10,104.00 0.00 0.00 0.00 10,104.00
Uchman, Roy
2nd Story 0.00 1,050.00 0.00 1,050.00
Hangar 0.00 234683 0.00 0.00 0.00 234593
Total Uchman, Roy 0.00 3,396.93 0.00 0.00 0.00 3,396.93
TOTAL 6,300.00 13,500.93 0.00 0.00 2,462.00 22,262.93
H H [y ”
2 For a more concise report, click the “Collapse” button.
Ll A/R Aging Summary ===
| Modify Report... | | Memorize. .. || Print... || E-mail * ” Export... | | Hide Header || Expand | | Refresh |
Dates  Custom w» | [12{31/2010 Interval (days) B0 Through (days past due) |90 Sort By | Default -
%32 AM White Ridge Construction Company
1013109 A/R Aging Summary
As of December 31, 2010
+ Current ¢ 1-30 ¢ 34-60 + 61-90 <+ >90 « TOTAL «
Allin, Hilda 0.00 0.00 0.00 0.00 0.00 0.00
Card, Brad » 0.00 4 0.00 0.00 0.00 0.00 0.00
Greene, Jeremy 6,300.00 o.00 o.00 0.00 2,452.00 8,762.00
Rajyaguru, Kamlesh 0.00 10,104.00 0.00 0.00 0.00 10,104.00
Uchman, Roy 0.00 3,396.93 0.00 0.00 0.00 3,396.93
TOTAL 6,300.00 13,500.83 0.00 0.00 246200 22,262.93
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Instructor demonstration of QuickBooks

4

5

From this report it is easy to see whether anyone else is more than 60 days overdue.

Now change the “Through (days past due)” field at the top of the report from 90 to 120.
Press Tab.

QuickBooks makes a column for >120. Since Greene’s account is still showing, in that
category, we might want to see just how many days he is overdue. QuickZoom in on the
amount in the >120 column to see the actual aging of this account.

Close the QuickZoom report window, and the Aging Summary window.

Click No at the message asking if you would like to memorize the report.

If you want to see a visual display of how much you’re owed by customers, you can create an
accounts receivable graph.

To create an accounts receivable graph:

1

From the Reports menu, choose Customers & Receivables and then choose Accounts
Receivable Graph.

Click the Dates button, and in the change graph dates window type 12/31/2010, click
OK.

When you finish viewing the graph, close the graph window.
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Course handouts

Using the course handouts

In this section, you’ll find copies of all the handouts referenced in this course. The handouts
are available for download in Portable Document Format (PDF) from the Instructors’

Resource Centre.

Handout 1: Balance sheet accounts

The following table describes the use of each of the balance sheet account types available in

QuickBooks.

This account type

Tracks

Bank

Chequing, savings, and money market accounts. Add one bank
account for every account your company has at a bank or other
financial institution. (You should also use this account type to
track petty cash.)

Accounts receivable
(A/R)

Transactions related to the customers who owe you money,
including invoices, payments, deposits of payments, refunds,
and credit memos. Most companies have only one A/R
account.

Other current asset

Assets likely to be converted to cash or used up within one
year, such as notes receivable due within a year, inventory,
prepaid expenses, and security deposits.

Fixed asset

Long-term notes receivable and depreciable assets your
company owns that aren't likely to be converted into cash
within a year, such as equipment or furniture.

Accounts payable (A/P)

Transactions related to the vendors to whom you owe money,
including your company’s outstanding bills, bill payments, and
any credit you have with vendors.

Credit card

Credit card purchases, bills, payments, and credits.

Current liability

Liabilities scheduled to be paid within one year, such as sales
tax, payroll taxes, accrued or deferred salaries, and short-term
loans.

Long-term liability

Liabilities such as loans or mortgages scheduled to be paid
over periods longer than one year.

Equity

Owner’s equity, including capital investment, drawings, and
retained earnings.
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Handout 2: Accounts created automatically

The following is a list of the accounts that QuickBooks creates automatically.

m  Accounts Receivable. QuickBooks creates this account during the EasyStep Interview,
or the first time you create an invoice.

m  Inventory Asset. When the first inventory item is created in a company data file,
QuickBooks creates the Inventory Asset account.

m  Undeposited Funds. QuickBooks adds this account to the chart of accounts the first
time you record a payment from an invoice or a sales receipt. QuickBooks uses this
account to hold money you’ve collected until you deposit it in a bank account.

m  Accounts Payable. QuickBooks creates this account during the EasyStep Interview, or
the first time you enter a bill.

m  Payroll Liabilities. QuickBooks adds this account to the chart of accounts
automatically when you turn on the payroll feature in a company file. QuickBooks
initially maps all payroll items that create liabilities to this account.

m  Sales Taxes Payable. QuickBooks creates these accounts when you turn on the sales
tax feature. These accounts are GST, PST, GST/HST, & QST. Depending on your
provincial location, you will use the relevant sales tax account(s).

m  Opening Bal Equity. This account is created the first time you enter the opening
balance for a balance sheet account. Every time you add a new account with an
opening balance, QuickBooks records the second half of the entry in the Opening Bal
Equity account. This means that total equity is the net balance of the assets minus the
liabilities entered into QuickBooks. Once you’ve entered all of the accounts and
balances, you may use a journal entry to allocate Opening Balance Equity to the proper
equity accounts.

m  Retained Earnings. This account is unique because there is no register associated with
it. Each time you run a balance sheet, you assign the date of the report. QuickBooks
then calculates the net income from all transactions from the earliest date in the
company file to the end of the fiscal year prior to the current year. QuickBooks
displays the results as retained earnings. Because of this feature, you don’t need to
make the traditional closing entries at the end of the year.

m  Uncategorized Income. QuickBooks creates this account the first time you enter an
opening balance for a customer.

m  COGS. When the inventory feature is turned on and the first inventory item is created
in a company file, QuickBooks creates a Cost of Goods Sold (COGS) account.

m  Payroll Expenses. This account is created when you turn on payroll in a company data
file. All payroll expense items are initially mapped to this account.

m  Uncategorized Expenses. QuickBooks creates this account the first time you enter an
opening balance for a vendor.

m  Reconciliation Discrepancies. QuickBooks creates this expense account when you
enter an adjustment to reconcile small accounting discrepancies. QuickBooks uses this
account to track all reconciliation differences.

m  Purchase Orders. QuickBooks creates this account the first time you create a purchase
order. This is a non-posting account that does not affect your balance sheet or income
statement.
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Handout 3: Registers associated with QuickBooks windows

You can open the register associated with a window by choosing Use Register from the Edit
menu when the window is displayed.

While you have

this window You can display the register for this

. account...

displayed...

Create Invoices Accounts Receivable

Enter Bills Accounts Payable

Write Cheques The account you have displayed in the Bank Account
field on the cheque form.

Receive Payments Accounts Receivable

Make Deposits The account you have displayed in the Deposit To field,
or Undeposited Funds if that option is selected.

Enter Sales Receipts The account you have displayed in the Deposit To field.

Create Credit .

Memos/Refunds Accounts Receivable

Enter Credit Card The account you have displayed in the Credit Card field.

Charges

You can also open the register for any balance sheet account (except Retained Earnings) by
double-clicking the account name in the chart of accounts.
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Handout 4: QuickBooks item types

Items for things you buy and sell

Type Use to enter

Services you charge for or services you purchase.
EXAMPLES: Professional fees, labour

Items you purchase, track as inventory, and then
resell. EXAMPLES: Electrical outlets, t-shirts

Items you produce or buy, track as inventory, and
then resell. EXAMPLES: Pre-assembled door kits,
custom bicycles

Service

Inventory Part

Inventory Assembly
(Premier)

Items you sell but do not purchase; items you
purchase but do not resell; items you purchase and
resell, but do not track as inventory. EXAMPLES:
Custom-made slipcovers, pizza, office supplies

Non-Inventory Part

Other charges on a sale or purchase. EXAMPLES:

Other Charge Shipping charges, delivery charges

A group of individual items already on the item list.
EXAMPLES: A group of services and lab fees for
office visits, a group of services and food items
provided by a caterer

Group

Iltems that calculate

Type Use to

Calculate a subtotal before calculating a discount

Subtotal .
or charge that covers several items.

Calculate an amount to be subtracted from the
Discount total. (To discount several items, use a subtotal
item before the discount item.)

Record a payment received at the time of invoicing

Payment so that the amount owed on the invoice is reduced.

Sales tax )
Calculate a single sales tax for a sale.

Calculate two or more sales taxes grouped

Sales Tax G .
ales fax troup together and applied to the same sale.
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Handout 5: Inventory workflow

The following graphic provides an overview of how to track inventory information in
QuickBooks.

P

= ™

Order
inventory

T Bil

If you use
purchase orders

Receive
inventory

B uying without
a purchase order

inventory

|

s
Sell
inventory

Qrder

more —
|
.

Adjust :
inventory

Analyze
inventory

Handout 6: Group vs. inventory assembly items

The following table compares group and assembly items to help you decide which item type

is appropriate for a given situation.

Group item

Inventory assembly item

Can include combinations of different
item types, such as inventory and
service items

Can contain only inventory parts or
other inventory assembly items. To
combine a service item with an
assembly item, create a group and
include both the assembly item and the
service item in the group.

Allows you to print individual items
contained in the group on sales forms

Prints only the assembly name, not
component part names, on sales
forms.

No reports available specifically for
groups

Will appear after inventory part items
on standard inventory reports; pending
build report will list builds in the
pending state.

Quantity on hand of each item
included in the group is adjusted in
inventory at the time of sale

Quantity on hand of component items
is adjusted in inventory when the
assembly is built.
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Handout 7: Sales tax

The following graphic provides an overview of how to track sales tax information in
QuickBooks.

Set up
Tasks

EGS'I'— Canada Revenue
Agency H
{PST—Minister of Finance |

......................................

Setup Tax
Rates &
Agencies

Indicate { Ausign tax codes toitems, |

‘and sometimes customers |

what (and

sometimes and/or vendors

who) gets :
taxed

Collecting Apply tax to  QuickBooks tracks the |
sales tax each sale or ‘tax vou collect and
purchase ‘pay in the GST and

+PST Payable accounts |

{Submit Reports and |
:Remittances / Refunds |
+to relative agencies H

Handout 8: Employer payroll responsibilities

The following is a list of payroll activities for which the employer is responsible.
1 Calculate gross pay for employees.

2 Calculate Income tax to be deducted.

3 Calculate Employment Insurance (EI) premiums.

4  Calculate PPIP/QPIP premiums.

5 Calculate Canada/Quebec Pension Plan (CPP/QPP) contributions.

6 Add any other deductions.

7  Withhold taxes and deductions from employee’s pay cheque.

8 Write a cheque for the net pay to the employee.

9 Submit tax reports and pay taxes to the government.

10 Pay any other withheld deductions.
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Handout 9: Payroll item types

A payroll item is anything that affects the amount on a pay cheque. QuickBooks has six types
of payroll items.

The following table provides the name and description of each payroll item type.

Type Description Examples

Compensation Hourly wage, salary, bonus Straight time, salary, overtime
Sales commission, piece rate,
tips, awards

Insurance Deductions for medical insurance | Health, dental, and vision

benefits and other insurance insurance, group term life
insurance, health savings account

Retlre_ment Deductions for retirement plans RRSPs, company pension plans

benefits

Paid time off Employee time off Vacation, sick, PTO

Miscellaneous Additions and deductions Cash advance, mileage
reimbursement, wage
garnishment, union dues

Custom other taxes RESPs, CPP, QPP

Handout 10: List of payroll expenses and liabilities

Payroll expenses
m  Employee’s gross pay
m  Employer payroll taxes:
m  Canada/ Quebec Pension Plan (CPP/QPP) contributions
®  Employment Insurance (EI) premiums
m  Medical Benefits — if paid by employer
m  Workers Compensation Board (WCB)

Payroll liabilities

Taxes you’ve withheld from pay cheques for the following:
m  Canada / Quebec Pension Plan (CPP/QPP)

m  Employment Insurance (EI)

®m  Federal income tax

Other expenses owed to government agencies

m WCB
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A

AJP. See accounts payable
AJR. See accounts receivable
accounting
accrual basis, 15
cash basis, 15
accounts
adding, 47
adding subaccounts, 57
adding to chart of accounts, 57
asset, 107, 114
credit card, 107
described, 41
editing, 56
equity, 107
liability, 107, 121
pre-fill for vendors, 91
purchase order, 240
registers for, 92, 93
transferring money between, 96
accounts payable, 4, 187
accounts receivable, 138
accrual basis bookkeeping, 15
adjusting inventory, 246
amortization
entering transaction, 119
tracking, 117
assembly items, 247
adding labour to, 250
building finished goods, 255
creating, 251
entering build point, 254
assets
accounts, described, 114
amortization, 117
described, 14, 114
fixed, 124
automatic recall of transactions, turning off, 90

B

backorders
current availability of items, 158
tracking, 157
tracking on purchase orders, 164
tracking on sales orders, 162
balance sheet accounts, described, 46
balance sheet, described, 16, 37, 128
balances, opening, 37
balancing. See reconciling
base unit of measure, defining, 261

Index

bill of materials
adding labour to, 251
editing, 254
billing customers
using invoices, 135
using statements, 134
billing statements, 134
bills
due, 191
entering, 188
inventory, entering for, 243
paying, 191
paying credit card, 112
recording payments, 194
unpaid, 187
when to use, 187
BMP, 367
bookkeeping methods
accrual basis, 15
cash basis, 15
building, finished goods, 255

C

cash back, from deposits, 182
cash basis bookkeeping, 15
cash flow forecast reports, 188
cash sales receipts
displaying, 133
price levels on, 147
saving in PDF, 135
when to use, 133
Centres
described, 8
Report, 208
charges, entering credit cards, 107
chart of accounts
adding subaccounts, 57
automatically created accounts, 39
described, 13, 55
editing, 55
purchase orders, 240
setting up, 39
cheques
assigning to expense accounts, 91
handwritten, entering, 94
payroll, writing, 307

preparing for nonemployee time worked, 360

writing, 89
clients. See customers
columns, reports, 205
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Index

company
described, 22
setting up, 23
converting unites of measure, 261
credit cards
entering charges, 107
paying bills, 112
reconciling, 110
reimbursable expenses, 107
credit memos
price levels on, 144
saving in PDF, 135
current assets, examples of, 114
current liabilities, examples of, 121
custom fields
for items, 76
Customer Centre, described, 8
customer types, described, 46
customers
adding, 41
adding new, 59
described, 41
down payments, 174
generating statements for, 134, 152
invoicing based on time, 349
list of, 59
opening balances, 41
prepayments, 174
price levels, 146
taxable, 276
Customers & Jobs list
described, 59
expanding, 80
customizing
forms, 365
graphs, 228, 231
invoices, 365
layouts, 374
lists, 72
reports, 211

D

debit and credit columns, viewing, 17
deposits

cash back, 182

handling, 180

making, 178

payroll taxes, 315

discrepancies, locating while reconciling, 101

double-entry accounting, 17
down payments, 174
duplicating, estimates, 332

E

EasyStep Interview, 23
e-mail, sales forms, 61
Employee Centre, described, 9, 64
employees
adding, 65, 304
assigning to pay schedules, 303
default information for payroll, 298
list of, 64, 295
paying, 307
payroll information for, 295
equity, described, 14
estimates
creating invoices from, 334
described, 325
duplicating, 332
finding, 331
making inactive, 338
reports on, 336
saving in PDF, 135
status of, 337
turning on, 325
writing, 329
expense accounts
described, 46
payroll, 312

F

fields
adding to lists, 72
custom for items, 72
moving, 375
order of, 369
width of, 378
finding, transactions, 331
finished goods
building, 255
effects on inventory, 256
selling, 257
setting up to track, 251
tracking, 247
fixed assets
described, 117
forms
changing field order, 369
customizing, 365
described, 4, 365
displaying customized, 373
e-mailing, 61
sales, 131
saving in PDF, 135
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G

GIF, 367
graphic formats supported for logos, 367
graphs
creating, 227
customizing, 228, 231
described, 226
details, viewing, 229
income and expense, 226
types of, 226
group items, 248

H

handwritten cheques, entering, 94
help
how do | menu, 51
index, using, 52
onscreen, 51
hiding
details on invoices, 368
Open Window list, 7
home page
customizing, 13
described, 10
icons on, 10
workflow diagram, 10

icon bar, described, 7
income accounts, described, 46
income and expense, graphs, 227
income statement, described, 16
inventory
adjusting, 246
bills for, 243
converting units of measure, 268
creating assembly items, 252
current availability, 158
entering products into, 235
finished goods, 256
parts, 235
pending builds, 256
receiving, 241
tracking finished goods, 248
using assembly items, 248
using group items, 248
inventory assemblies
adding labour to, 250
building finished goods, 255
disassembling, 257
entering build point, 254
pending builds, 256
invoice
creating from sales orders, 155
invoice letters, 150

invoices, 135
creating, 134
creating from estimates, 334
creating from sales orders, 156
customizing, 365
displaying, 132
entering mileage on, 351
entering time on, 349
price levels on, 146
printing, 137
progress billing, 334
saving in PDF, 135
saving recurring, 139
templates for, 134
when to use, 131

item list, 141

items
adding, 48
assigning units of measure, 267
choosing between group and assembly, 248
creating, 141
deleting, 84
described, 40, 48, 136
fixed assets, 124
inventory, entering, 235
making inactive, 84
nonemployee, 357
payroll, adding, 293
received, bills for, 243
receiving inventory, 241
sales tax, 275
service, 141
showing current availability, 157
tracking time, 357
using inventory assemblies, 248

J

jobs
adding, 43, 326
reports on, 356
status of, 43, 337
journal entries, viewing, 17
JPEG, 367
justifying accounts. See reconciling

L

labour, adding to assembly items, 250
Layout Designer, described, 365, 374
layouts, customizing, 374
letters

editing, 384

invoice, 149

sample, 381

writing, 381
liabilities, described, 14
liability accounts

adding, 121

described, 121
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Index

line items
creating, 141
described, 136
entering, 136

lists
chart of accounts, 55
combining, 81
customers & jobs, 59
customizing, 72
deleting items, 84
described, 5, 55
employee, 64, 295
inactive items on, 84
items, 141
managing, 78
memorized transaction, 140
merging items on, 81
Payroll Item, 293
Payroll Schedule, 301
printing, 85
renaming items, 83
sales tax codes, 279
sorting, 78
vendors, 68

loans
payments, recording, 121
tracking, 121

logos, graphic formats supported, 367

M

manufacturer’s part numbers, described, 77, 237
markup, entering default percentage, 249
measure sets
assigning to items, 267
described, 267
memorized sales, recalling, 140
memorizing
reports, 216
sales forms, 139
menu bar, described, 7
merging, list items, 81
Microsoft Excel, 221
mileage
entering into QuickBooks, 348
transferring to invoices, 349
money, transferring between accounts, 96
moving, fields on forms, 375
multiple price levels, 144
multiple shipping addresses, 60
multiple units of measure
mode, described, 261
setting up, 261

N

nonemployees
paying for time worked, 357
preparing cheques for time worked, 360
recording time worked, 359

O

open windows, managing, 7

opening balance equity account, 128
opening balances, entering, 37

ordering products, 238

other current asset accounts, setting up, 114
overpayments, entering, 172

owners, paying for time worked, 357

P

partial payments on invoices, 169
partners, paying for time worked, 357
pay cheques
printing stubs, 310
writing, 307
payables. See accounts payable
payments
down payments, 174
in full, recording, 167
loan, 126
overpayments, entering, 172
partial, entering, 169
payroll taxes, 314
prepayments, 174
receiving, 133, 167
recording bill, 194
sales tax, 286
payroll
depositing taxes, 315
employee information, 295
expenses, reports on, 312
how QuickBooks calculates, 292
items, adding, 293
liability, reports, 312
paying taxes, 314
schedules, setting up, 300
turning on, 293
writing cheques, 307
Payroll Centre, described, 9
Payroll Item list, 293
payroll items, adding, 294
Payroll Schedule List, 301
payroll schedules
assigning to employees, 303
described, 300
running, 307
setting up, 300
pending builds in inventory, 256
Portable Document Format (PDF)
saving forms in, 135
saving reports in, 213
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preferences registers
described, 29 accounts payable, 187
estimates, 325 accounts receivable, 138
payroll, 293 bank account, 92
progress invoicing, 325 described, 5, 93
sales tax, 31 editing transactions in, 94
setting up, 29 how they work, 93
prepayments, 174 opening, 92
price levels sales tax payable, 285
associating with customers, 146 reminder statements, 152
entering new, 144 Reminders window, 191
on sales forms, 146 renaming, list items, 83
using multiple, 144 reorder point, described, 237
prices, rounding, 145 Report Centre, 208
printing report columns
lists, 85 adding, 204
pay cheque stubs, 310 moving, 205
reports, 219 reports
status stamps on forms, 368 columns, 204, 205
products customizing, 204, 211
bills for, 243 described, 201
damaged, 246 details, viewing, 214
entering, 235 estimates, 336
ordering, 238 job, 356
receiving, 241 memorizing, 216
samples, 246 payroll exxpenses, 312
profit and loss statement, described, 16 payroll liabilities, 314
progress invoicing preset, 207
described, 334 printing, 219
preferences for, 325 profit & loss comparison, 209
reports on, 336 profitability, 356
projects. See jobs progress invoices, 336
proposals. See estimates project, 356
purchase orders purchase orders, 240
creating, 239 QuickReports, 202
reports on, 240 sales, 213
saving in PDF, 135 sales tax liability, 284
tracking backorders, 164 sales tax revenue, 284

saving in PDF, 213
sending to Microsoft Excel, 221

Q templates for, 216
time by job, 354

QuickBooks time tracking, 354

described, 3 types of, 207

exiting, 18 restoring company data, 3, 54
QuickReports retained earnings account, 128

customizing, 204 revenue, sales tax, 283

when to use, 202 rounding prices, 145

quotes. See estimates

R

receipt for cash sales. See cash sales receipts
receivables. See accounts receivable
reconciling

accounts, 97

credit card accounts, 110

described, 97

locating discrepancies, 101

undoing previous reconciliations, 101
recording bill payments, 194
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Index

S

salaries
employee, 357
nonemployee, 357
preparing cheques, 360
sales forms
choosing a format, 134
described, 131
filling in, 135
memorizing, 139
price levels on, 146
recalling memorized, 140
saving in PDF, 135
types of, 134
when to use, 131
sales orders
creating, 154
creating invoices from, 155
invoicing against, 154
saving in PDF, 135
tracking backorders, 162
sales receipts. See cash sales receipts
sales reports, 213
sales tax
applying to sales, 282
assigning to customers, 278
code list, 279
described, 273
how QuickBooks handles, 274
items, setting up, 275
liability reports, 283
paying, 286
rates, 275
register for payables, 285
revenue reports, 283
setting up default, 278
tracking, 31, 273
turning on, 31
what you owe, 283
sample data file
restoring, 3, 54
service items
creating, 141
creating for subcontractors or owners, 357
setting up
QuickBooks. See EasyStep Interview
your business, 23
shipping addresses, multiple, 60
showing Open Window list, 7
single unit of measure mode, described, 258
sorting lists, 78
start date, choosing, 36
statements, 134, 152
status stamp, suppressing printing, 368
stock (inventory)
entering, 235
ordering, 238
receiving, 241

subaccounts
adding to chart of accounts, 57
creating, 57

subcontractors, paying for time worked, 357

T

tax
liabilities, tracking, 312
paying, 314
rates, setting up, 275
zero rated, 277
tax agencies
paying, 286
setting up, 275
templates
for sales forms, 134
reports, 216
sales and purchase forms, 365, 366
TIFF, 367
time
data, entering, 344
data, viewing, 355
invoicing for, 349
recording employee, 345
recording nonemployee, 359
tracking, 343
time by job report, 355
time tracking
described, 343
entering time data, 344
invoicing customers, 349
nonemployees, 357, 359, 360
options for tracking, 344
reports, 354
turning on, 343
uses for, 343
using timesheets, 345
Timer (Pro and Premier), using, 345
timesheets
filling out, 345
recording employee time on, 345
tracking
amortization, 117
assets, 114
backorders, 157
bills, 188
credit card transactions, 107
debts, 121
fixed assets, 124
loans, 121
other expenses, 114
payroll expenses, 312
payroll liabilities, 312
sales tax, 31, 273
time, 343
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transactions
amortization, 119
credit card, 107
editing in registers, 93
entering past, 50
historical, 50
marking as cleared, 98
Transactions tab, described, 9
transferring money, 96
turning off, automatic recall, 90

turning on
payroll, 293
sales tax, 31

units of measure (multiple), 261
units of measure (single), 259

U

undeposited funds, account for, 180
unit of measure set, described, 261
units of measure

assigning to items, 267

base unit, 261

converting, 268

described, 258

measure sets, 261

modes, 258

on sales forms, 268

setting up multiple mode, 261

setting up single mode, 258
unpaid bills, 187

V

Vendor Centre, described, 8
vendor types, described, 46
vendors
adding, 44, 68
auto-recall expense account, 91
described, 41
opening balances, 44

W

width of fields, changing, 378
windows, viewing multiple, 7
writing

cheques, 89

payroll cheques, 307
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