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QuickBooks Accountant 2016

QUICKBOOKS ACCOUNTANT 2016

Many accounting professionals are drawn to QuickBooks purely to support and keep their clients, who
have fallen in love with the software because of its power and ease of use. What these professionals may
not realise is that in addition to great features for your client, there are many tools included in QuickBooks
Accountant (and, to a certain extent, in the other editions) that are aimed at helping accountants and
bookkeepers do their jobs more efficiently.

This course covers the “accountant-centric” features in QuickBooks Accountant, which also contains all
the functions of QuickBooks Premier, Pro. For all our bookkeeper friends out there, please forgive us the
use of the word “accountant” — we are using it inclusively to include all accounting professionals who
support more than 2 clients on QuickBooks.

Some of these accountant-centric features are in plain sight, while others are available behind the
scenes. Without exception, these features and tools will make the accounting professional’s life easier,
while delighting their clients and saving time! These features range from tools to help you support
multiple clients, to clean-up tricks that make light work of detecting and correcting typical client errors and
fallinto three major categories:

e Managing clients
e Month-end, quarter-end, year-end tasks simplified

e Power reports

Before we dive into these great features for accounting professionals, let’s clear up some ofthe
misconceptions many people have about QuickBooks, and why it's better than ever:
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QUICKBOOKS MYTHS DISPELLED

Myth #1: The QuickBooks Audit Trail can be turned off. Wrong! In 2008, the QuickBooks Audit Trail
became a full-time, always-on report that shows who did what and when.

Myth #2: QuickBooks users cannot be stopped from deleting transactions. Not true! In setting up
any other user’s permissions, the Admin user can prohibit that user from changing or deleting
transactions...even in areas to which they otherwise have access.

Set up user password and ac

Changing or Deleting Transactions Page 10 of 11

€
A
?&,@f Do you want this user to have the ability to change or delete fransactions in
qf;* the areas they have access to?

Should this user also have the ability to change or delete transactions that
were recorded before the closing date?

Back | Next | Finish Help Cancel

Myth #3: QuickBooks isn’t real accounting software; it’s not even GAAP-compliant. Wrong again!
Accounting professionals can use QuickBooks with the certainty that it complies with GAAP. In addition,
the QuickBooks Statement Writer can be used to produce professionally formatted financial statements in
accordance with Generally Accepted Accounting Principles and supporting documents. The QSW
includes a selection of preformatted Balance Sheets, Income Statements, Statements of Cash Flows, and
Statements of Retained Earnings. Additionally, you may create your own custom formats, or, customise
existing reports and save them for future use.




QuickBooks Myths Dispelled

Myth #4: Clients can go back and make changes to prior periods, and the trial balance keeps
changing. This is easily preventable. Simply create a closing date with a password and make sure to
keep moving that closing date forward as time passes & you close a period. Ensure that the permissions
you grant to users prohibit them from creating, changing or deleting transactions dated on or before the
closing date, evenif they know the closing date password. Furthermore, if a user with permissions (such
as the client signing in as the Admin user against your instructions) makes changes to a closed period
because they entered the closing date password, running the Closing Date Exception Report will help
you identify any changes they made, and reverse them if necessary.

Change user password and ac

Changing or Deleting Transactions Page 10 of 11
Tracking

Banking

Do you want this user to have the ability to change or delete tranzactions in
Reports the areas they have access to?

PASSWOR
L &

® Yes

“ No

Should this user also have the ability to change or delete transactions that
were recorded befare the closing date?

Yes

Back | Hext Finish Help Cancel

Myth #5: | spend too much time fixing the errors that QuickBooks allows my clients to make
because the client doesn’t know what they’re doing. Wrong again. The Client Data Review feature
makes light work of correcting client errors, freeing up your time for other activities. Clients will make
mistakes (we always joke that QuickBooks is easy, but accounting is hard)...but with the Client Data
Review tool you can find and fix those errors quickly and efficiently.
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QUICKBOOKS ACCOUNTANT 2016:
ACCOUNTANT-CENTRIC FEATURES

Now that we've dispelled some common myths about QuickBooks, let’s turn now to the accountant-
centric features of QuickBooks Accountant.

MANAGING CLIENTS

QuickBooks have designed several tools available to Accountants to help them manage their client files &
interactions.

Toggle to another edition

Accounting professionals and ProAdvisors using QuickBooks Accountant 2016 often need to see the
same interface their client sees when using QuickBooks. This is especially helpful during phone calls
from clients, “Toggle” helps the ProAdvisor or accounting professional see what the client sees. That
way, they cantell if the client, who may be running QuickBooks Pro, or Premier, has access to the menu
item, functions and reports which they will be advising them to use. This makes over-the-phone
consulting much easier.

Access this feature by selecting File > Toggle to Another Edition and then select QuickBooks
Pro or QuickBooks Premier General Business Edition.

Edit View Lists Favourites Accountant Cor

Mew Company...

Mew Company from Existing Company File..

Open or Restore Company...

Open Previous Company 3
Open Second Company

Create Backup...

Restore Previous Local Backup 3
Create Copy..

Close Company

Switch to Multi-user Mode

Utilities 3
Accountants Copy 3
Print Forms 3
Printer Setup...
Send Forms..

Toggle to Another Edition...

Exit k Alt+F4
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Choose Your QuickBooks Edition

@ Select the QuickBooks Edition you want to use.
infuls

Qu|ckBgok5@ ® Premier General Business Edition

" QuickBooks Pro

Cancel

@ You have selected: General Business Edition
infulrf

QuickBooks.

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

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

< Back Toagle Cancel

File Edt View Lists Favoures Accountant Company VAT Customers Suppliers Emplojess Banking Repors Window Help @ﬂ
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When you are finished simulating the edition you have chosen and you wish to return to thefull
QuickBooks Accountant functionality, select File > Toggle to Another Edition again.

Edit View Lists Favourites Comg

Mew Company...

Open or Restore Company...

Open Previous Company 3
Open Second Company

Create Backup...

Restore Previous Lacal Backup 3
Create Copy...

Close Company

Switch to Multi-user Mode
Remote Access

Ltilities 3
Accountants Copy 3
Print Earms 3

Printer Setup...
Send Forms..

Toggle to Another Edition...

Exit Alt+F4

This time, you may toggle to the QuickBooks edition you did not choose in the first place, but in all
likelihood you will want to return to QuickBooks Accountant so choose Premier Accountant Edition —
Home, which indicates that QuickBooks Accountant Edition is the native software.

Choose Your QuickBooks Edition

@ Select the QuickBooks Edition you want to use.
infuid

QuickBooks.

- %F'remiemccountant Edition - Home

T QuickBooks Pro

Cancel
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MULTI-INSTANCE

This is a feature that accounting professionals have been requesting for years. Often, they would wantto
have more than one client file open at a time (especially important for tracking and reconciling
intercompany loans), or a client's company data file and their own accounting firm company data file for
recording their time tracked or invoicing of that client.

Multi-instance allows the QuickBooks user to open two files at the same time. With one companyfile
already open, select File > Open Second Company.

Edit View Lists Favourites Accountant Coi

Mew Company...
Mew Company from Existing Company File...
Dpen or Restore Company...

Cpen Previous Company 3
Open Second Company

Create Backup... k

Restore Previous Local Backup 3

Create Copy...
Close Company

Switch to Multi-user Mode

Litilities 3
Accountants Copy 3
Print Eorms 3
Printer Setup...
Send Forms...

Toggle to Another Edition...
Exit Alt+F4

10
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When the second company opens, a window will advise you that now a Primary window (the first
company file that was already open) and a Secondary window (the second company file that was just
opened) will be open, and that there are certain restrictions (very few in the Primary company, but morein
the Secondary company) on what functions can be accessed when more than one company file isopen:

Dpen QuickBooks

Youve opened a new QuickBooks window for a second company file.

Primary window: Full CluickBooks functionality with a few exceptions.
Secondary window: Has a few additional restrictions.

Learn more

EDU not display this message in the future§

.ok

Each company file’'s QuickBooks window has a title bar that indicates the name of the company aswell
as whether the company file is the “Primary” or “Secondary” QuickBooks file:

= Fle Edit View Lists Favouites Company VAT Customers Suppliers Emplojess Banking Reports Window Help 0@ |. & x

11
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Below is a list of the restrictions on the two company files:

Open 2 company files at once

MNote: You can only open 2 company files at the same time in QuickBooks Accountant. The first file you open is labelled Primary and has a few limitations. The second file is labelled Secondary and has more limitations. If you dose the primary file while a secondary file is
open, the secondary file becomes the primary file.

How to open a secondary file
There are 2 ways to open a secondary file
u Locate the company file in the file system and double-diick the file name.
= Double-lick the icon that starts QuickBooks.
HMote: Don't use the Open command on the File menu to open a secondary company file.
Restrictions on both files
Wihen 2 company files are open, you can't perform the following operations listed in the table below in either file.

| Area ‘ Restriction

Company Menu Items ‘ Prepare Letters with Envelopes

Add QuickBooks Services Adding any QuickBooks Add ons

Internet Connection Setup Setting up an internet connection from the Windaws Contral Panel

Registration and Licensing Registering QuickBaoks, Licence Sync, Changing a Licence, Unlacking to Premier, and Adding Seats

SDK Applications Any application that use the QuickBooks Software Development Kit (SDK) to connect to QuickBooks,

Update QuickBooks Download an update to QuickBooks. If Automatic Download is on, the updates download, but are not installed until you exit from both file windows.

Restrictions on the secondary file

Wihen 2 company fies are open, in addition to the operations listed above, you can't perform the operations listed in the table below in the secondary file.

Area Restriction

Banking Order Cheques and Envelopes
Set up Account for Online Services
Import Web Connect File

Create online banking Message
Loan Manager

Set Cheque Reorder Reminder
Partidpating Online Institutions

Company Menu Items Alerts Manager

Customer Credit Card Protection
Manage Curren

FPlanning and Budgeting Tools

Customer Centre The Collections Centre

The fallowing Credit Card Processing activities:
Link Merchant Account to Company File

| Complex Password | The Complex Password Setup for Credit Card Protection

Customise Design and Layout Estimate, Purchase Order, Sales Order, Invoice, Sales Receipt, and Credit Note forms

File Menu Items Allitems on the Import and Export submenus of the Utilities menu
Send Forms
Synchronise Contacts

INew Business Checkiist Allitems on the checkiist

Payroll My Payrol Service (all items)
Pay Employees (induding starting scheduled payroll)
Setuyy

Add, Edit, and Delete Payroll Items
Get Payroll Updates

Process End of Year Forms

Pay or Adjust Payroll Liabilities
Edit/Void Payrall Payments
Advance Holiday Payments
Change SER Status

Process P45/P46

Printer Setup ‘You can only setup a printer in the Primary window.

QuickBooks Messenger Restricted in the Secondary window

Template List New

Edit

Delete
Duplicate
Active/Inactive
Download

Restrictions on QuickBooks Help

QuickBooks Help can only openin 1 window. If Help is already open, and you try to open Help in the other window, Help doesn't open again, Use the Help in the other window to search for a topic.

NOTE: When the Primary company file is closed, the company previously tagged as “Secondary” now
becomes the new Primary file.

12



QuickBooks Accountant 2016: Accountant-Centric Features

EDIT “No ComMpPANY OPEN”’ WINDOW

ProAdvisors, bookkeepers and accountants who support multiple clients and often restore, rename, and
move client files after opening them will appreciate this feature.

After a company file has been opened in QuickBooks, it populates both the No Company Open window
list when a company file is closed as well as the Open Previous Company list in the File menu. Before
QuickBooks 2012, if a company file had been moved or renamed, the old file location or filename would
continue to appear on the both these lists for some time unless some tedious workaround steps were
taken.

Now, with QuickBooks 2012 and beyond, simply open QuickBooks Pro or Premier and, if a company file

opens, select File > Close Company. The No Company Open window will appear. Access this feature

by selecting Edit List to remove the files you wish to disappear from this window (and the Open Previous
Company list).

No Company Open

Select a company that you've previously opened and click Open

m

BCAMS 2016 Traning Company.QBW 17/10/2015, 06:44 PM 12.40 MB “

Sample_Pro_MultiCurrency.qbw 17/10/2015, 06:40 PM 28.20 MB gt List

ILis
Sample_Premier_ProductBased.QBW 11/10/2015, 03:49 PM 27.09MB
Sample_Pro_ServiceBased.qbw 17/10/2015, 06:44 PM 27.58 MB

DCATION: CAUsers\Public\Documents\intut\QuickBooks\Company Files\

=id 4
Create a Open or restore an Open a
new company existing company sample file

13
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The QuickBooks Edit Company List window appears. Click a checkmark next to each company file you
wish to be removed from this list (and the Open Previous Company list found in the File menu) and
select OK.

QuickBooks Edit Company List

Edit Company List

Select a company to hide it from the list.

BCAMS 2016 Traning Co_17M10/2015, 06:44 PM 12.40 MB E
Sample_Pro_MultiCurre... 17/10/2015, 06:40 PM 2820 MB
Sample_Premier_Produ... 1102015, 03:49 PM 27.08 MB

[y}
m
1]
m

Cancel

Sample_Pro_SeniceBa... 17M10/2015, 0644 PM

The No Company Open window refreshes without the files that were checked to be deleted from thelist.
This action does not delete any files; it merely deletes any reference to them in thislist.

Similarly, the Open Previous Company list in the File menu also reflects the remaining filenamesonly.

TIP: This is a very useful feature if a number of accounting professionals in a firm have to access their
client files on a server. The No Company Open window (which shows the same company files as the
Open Previous Company list) shows a list of companies that is unique to that particular local
computer’s installation of QuickBooks Accountant. Each accountant can have their own unique list of
client company files displayed in the No Company Open window when using QuickBooks Accountant on
their own machine. There is no need to sift through client company files belonging to another
accountant in the firm.

QuickBooks FILE MANAGER

The QuickBooks File Manager is a great organisational and productivity tool for accounting professionals
who support many QuickBooks users. It is often challenging to know which version of QuickBooks to use
to open a client’s company file, because not everyone upgrades at the same rate. It is also challenging to
have a secure place to keep all the passwords the accounting professional must have at their fingertips
for all the different company files they support. In addition, because there are so many client files lurking
in different areas of an accountant’'s computer, and so many different types of clients, it is useful to havea
simple method of organising the client files for easy access and grouping them by type (for example, in
case you wish to copy a chart of accounts from one client to another’s file when setting itup).

The QuickBooks File Manager handles all these challenges.

14
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Access the QuickBooks File Manager within QuickBooks by selecting Accountant > QuickBooks File
Manager.

BCAMS 2016 Traning Company - Quic ’remier Accountant Edition 2016 - [Home | - %
= File Edit View Lists Favourites B0 iElL\® Company VAT Customers Suppliers Employees Banking Reports Window Help e - & X%
Accountant Centre
My Shortcuts Chart of Accounts Clr+A SUPPLIERS COMPAN
Eixed Asset ltem List
PN - = —_—
Home Batch Enter Transactions... @ @ @
Baich DeleteiVoid Transactions... Receive Enter Bills Manage Chart of
& Income Tracker Stock Against VAT Accounts Activiies
( Client Data Review 3
- Stock
B bl Track Make General Journal Entries...
B Bil Tracker Send General Journal Entries... % i
Reconcile
i Calendar " ills PayBills ffems &
Working Trial Balance Senvices
P Set Closing Date
@, search CUSTOMERS
QuickBooks File Manager Calendar
€ snapshots QuickBooks Statement Writer
_ Create Sales
. Orders Receipts BANKING
g Customers
L P
= g B
7| B El g
[® My Shortcuts = @ .
Estimates Invaices Receive Record Reconcile
B View Balances Payments Deposits
M Run Favourite Reports
B Open Windows @ @
Sé?w‘aerms!‘ Stalements Ezfrind?ti Write Current Account
9 Cheques Register
Do More With QuickBooks
- EMPLOYEES
E:E] Order cheques & supplies ﬂ
Q - o
ﬂ Add more users =3 Eﬁ @ q print
rir
B8 AcceptCredit Cards Payroll Enter Pay Liabilities Payroll Cheques
Centre Time Employees Forms

However, because QuickBooks File Manager is a separate program from QuickBooks Accountant, youdo
not have to have QuickBooks running in order to access the File Manager.

From outside of QuickBooks, access the File Manager by double-clicking on the shortcut icon onyour
desktop or by finding the program in your Start menu.

Client files can be added to the QuickBooks File Manager in one of three ways:

e Add/Update Clients Wizard
e Drag & Drop from Windows Explorer

e Add Clients Dialogue

15
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a QuickBooks File Manager 2016 = B
8 Clients = Groups Files Password Vault _'{,"\/ Tools - ? Help =
Files Information
All Clients hd \
—| Company Files - |
File Name Location Last Modified Version

3-Ways to Add Your Clients &
Shortcuts to their Files

Add/Update Clients Wizard

Have dients automatically added for you based
on file or folder names.

=| Accol prag & Drop from Windows Explorer

File MNam/ Drag/drop dient files and folders from Windows Created Version
Explorer,

Add Client Dialog
Add dients one at a time and browse to their
files.

—

—| Backup and Portable Files - |

File MName Location File Type Created Version

With the File Manager, accounting professionals can see all QuickBooks client files listed in one spotand
sort them by type, location, version year and last modified date. The File Manager displays summary
information for each company file including the company tax year, the report basis, the financial tax year
and more.

The File Manager will launch the right QuickBooks version simply by clicking on a file and securely store
usernames and passwords in the password vault.

16
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NEW COMPANY FROM EXISTING COMPANY FILE (““STARTER COPY™”)

This Starter Copy feature allows accounting professionals to take advantage of work they have done in
the past on other client companyfiles when creating new client company files in QuickBooks. This is very
useful when setting up new companies in an industry in which you have done work before, or for clients
who have many companies of similar structure. The feature essentially “clones” the setup of one
company, and use it to create a new company file.

Only non-sensitive information is imported from the original file to the new file including:

o Preferences (except those related to bank or credit card accounts)
e VAT items and VAT codes

e Memorised Reports (only if they do not filter for specific accounts, customers, suppliers, jobs,
items or employees)

e Chart of Accounts (no sensitive accounts like bank or credit cards)

To access the Starter Copy feature, select File > New Company from Existing Company File.

BCAMS 2016 Traning Company - QuickBooks: Premier Accountant Edition 2016 - [Home ]

New Company. Insights
New Company from Existing Company File
Open or Restore Company.. SUPPLIERS COMPANY
Open Previous Company ' - F1 = -
Open Second Company @ @ %
Create Backup.. urchase Receive Enter Bills Manage Chart of Stock
Restore Previous Local Backup , Orders Stock Aglaowgsl AT Accounts Activities
Create Copy...
Close Company/Logoff El‘ % i
" Items &
Switch to Multi-user Mode Enter Bills Pay Bills Senices
Utilities 3
L]
Send Company Flle » CUSTOMERS
% Calendar
Sales Create Sales
Orders Receipts BANKING
Print Eorms »
Printer Setup...
Send Forms... % v @ ] %
Toggle to Another Edition... stimates Invoices Receive Record Reconcile
it MbF4 Payments Deposits
WM Run Favourite Reports
= Open Windows @ @ é
Statement Statements Refunds .
y Write Current Account
Charges & Credits Cheques Register
Do More With QuickBooks
. EMPLOYEES
&8 Order cheques & supplies ﬂ
#B Add more users % @f} @ q orint
ini
& Accepl Credit Cards Payroll Enter Pay Liabilities Payroll Cheques
Centre Time Employees Forms

17
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Specify the source company and the name of the new company.

Create From Existing File

Quickly create a new company file by copying the preferences and key lists like the char of accounts from
an existing company All you need to dois...

1. Select a company to copy fram What data gets copied?

CAUsers\Public\DocumentsiintuitiCluickBooks\Company Files\BCAMS 2016 Tra... Browse...

2. Enter a name far the new company

Caonstruction Company Template|

Create Company Cancel

Confirm the location and the name of the QuickBooks company file you are creating and click on Save.

Filename for New Company

Savein: QuickBooks 2016 A< s s A
D= Name ’ Date modified Type Size
el | Attach 05/10/20150057  File folder
Recentplaces || o) jckBooks Letter Templates 05/10/201500:17  File folder
QuickBooksAutoDataRecovery 28/09/2015 12:14 File folder
. Sample_Company_File - Images 20/08/2015 20:52 File folder
Desktop , Sample_Premier_ProductBased OBW.5earch... 04/10/201512:01 File folder

Sample_Pro_MultiCurrency.gbw.Searchindex  17/10/2013 17:01 File folder

_C_UJ ) Sample_Pro_ServiceBased.qbw.5earchindex 06/10/2015 13:01 File folder
Libraries Samp\e_Premier_PrUductBased 11/10/2015 15:48 QuickBooks Com... 2776 KB
Sample_Premier_ServiceBased 19/08/2015 05:53 QuickBooks Com... 28,204 KB
:k Samp\e_Pru_MuItiCurrency 17/10/2015 18:57 QuickBooks Com... 28308 KB
Computer Sample_Pro_ProductBased 19/08/2015 05:33 QuickBooks Com.., 27,732 KB
- Samp\e_Pro_Ser\.riceEased 17/10/2015 18:44 QuickBooks Com... 28,240 KB
@' Samp\e_SimpIeStart 19/08/2015 05:53 QuickBooks Com.., 18,652 KB
Network —
File name: Ros Construction Company
Save astype: QuickBooks Files (*QBW) -

Save

Creating new company file. Please wait...

10 %
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QuickBooks Accountant 2016: Accountant-Centric Features

The new company is created, using non-confidential details that worked for other clients. The originalfile
used as the source for creating the new company is left untouched.

untant Edit

File Edit View Lists Favourites ers Suppliers Employees Banking Reports Window Help

My Shortcuts

®  Accountant

tement |
oks Information
M Home

QuickBooks has successfully created your new company file.
k1 calendar

The original file is unchanged.

E View Balanc:

M Run Favourite Reports

= Order cheques
#8 Add moreu

B8 Accept Credit Cards
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Month-end, Quarter-end, Year-end Tasks Simplified

MONTH-END, QUARTER-END, YEAR-END TASKS
SIMPLIFIED

ACCOUNTANT CENTRE

The Accountant Centre, a great feature of QuickBooks Accountant, streamlines workflow by providing
one-click access to the tools and resources accounting professionals use most. While it is possible to
access all the functions in the Accountant Centre via the Accountant menu, the Accountant Centre
acts as a hub and one- click access of these functions makes it very popular among accounting
professionals. Accountants are able to customise the tools displayed to have quick access to those
most used.

The Accountant Centre is divided into four main areas:

e Tools
e Reconciliation
e Memorised Reports

e Accountant Updates

Accountant Centre

A~
Accountant Centre
{c
& Tools . Customise m Memorised Reports
Batch Enter Transactions. QuickBooks File Manager 0UR |ACCOLIntant
Batch Delete/\Void Transactions Reclassify Transactions
Make General Journal Entries Fix Unapplied Customer Payments and Credits Adjusted Trial Balance
Waorking Trial Balance Write Off Invoices Adjusting Journal Entries
Set Closing Date._. Client Data Review Balance Sheet
General Ledger
Joumnal Entries Entered/Modified Today
& Reconciliation B Lt s
UK Balance Sheet - Standard
ACCOUNT LAST RECONCILED RECONCILED BALANCE CURRENT BALANCE
Reconcile Display Group
Show Accountant Centre when opening a company file
n Accountant Updates
MESSAGE
How to make Self Assessment season less stressful
next year
Free Webinars for Accountants and Clients v
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Month-end, Quarter-end, Year-end Tasks Simplified

Access this feature by selecting Accountant > Accountant Centre.

BCAMS 2016 Traning Company - QuickB: Premier Accountant Edition 2016 - [Home ]

st Favourites NAelg=yd Company VAT Customers Supplisrs Employees Banking Repots Window Help

Accountant Centre

Chart of Accounts Cirl+A SUPPLIERS COMPANY
FEixed Asset ltem List

P T
Home Batch Enter Transactions @ @

My Shortcuts

Batch Delete/Void Transactions... Receive Enter Bills Manage Chart of Stock
® Income Tr Client Data Review » Stock Against VAT Accounts Activities
o Wake General Journal Entries Stock
By Bil Tracker Send General Journal Entries %

Reconcile
Calendar . ills Pay Bills ftems &

Working Trial Balance Senvices

P Set Closing Date...
®, Search CUSTOMERS
QuickBooks File Manager Calendar
€ snapshots QuickBooks Statement Wiriter
_ Create Sales
Orders Receipts BANKING
-
=
=
% . =]
B My Shortcuts = @ "
Estimates Invoices Receive Record Reconcile
E view Balances Payments Deposits
M Run Favourite Reports
B Open Windows @ \‘;_E
S(':i‘:r’"sg‘ Statements E;f:’e"dd“i Write Current Account
g Cheques Register

Do More With QuickBooks.
EMPLOYEES

&5 Order cheques & supplies @
8 Add more users % @ q prnt

rint
Payroll Enter Pay Liabilities Payroll Cheques
Gentre Time Employees Forms

&8 Accept Credit Cards

The Tools area includes such accountant-centric tools as Make General Journal Entries, Client Data
Review (to be covered later in this course) and Batch Enter Transactions (also to be covered later in
this course), and is customisable by selecting the Customise button in the top right section of the Tools

area.

Accountant Centre "
e
4;79 Tools m Memorised Reports
Batch Enter Transactions... Customise Your List of
Batch Delete/foid Transactions
Available Tools to Add Chosen Tools to Add
Make General Journal Entries A
Working Trial Balance
o g Chart of Accounts l Add > Batch Deletefvoid Transactions...
Set Closing Date._.
Item List < Remove WMake General Journal Entries...
Fixed Asset ltem List Working Trial Balance
UM Set List Set Closing Date...
& Reconciliation Price Level List Move Up QuickBooks File Manager
Billing Rate Lavel List e Reclassify Transactions
AccounT LASTRECON © yur code List = Fix Unapplied Customer Payments
Small Tools and Equipment Payroll Item List Write Off Invoices
Payroll Schedule List Client Data Review
:
cancel
Show Accountant Centre when opening a company
MESSAGE
How to make Self Assessment season less stressful
next year
Free Webinars for Accountants and Clients W
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Month-end, Quarter-end, Year-end Tasks Simplified

The Reconciliation area lists all accounts that have undergone at least one reconciliation, as well as the
“last reconciled” date, the reconciled balance, and finally the current balance. Clicking on the account
name takes you to the register for this account. Clicking on the date next to an account name takes you to
the Select Previous Reconciliation Report screen so that you may select a prior period from which to
reproduce a reconciliation report. All this can be done by staying in the Accountant Centre, and without
having to go through the Chart of Accounts, the Banking menu or the Reports menu.

The Memorised Reports area is a convenient starting point from which to launch any reports that are
residing in the Memorised Reports List. From the drop-down list, the accountant can choose a group from
which to select reports, or the accountant can click on Display Group in order to select multiple reports
from that group. There is also one-click access to the QuickBooks Statement Writer from this area.

The Accountant Updates area lists links to information of particular interest and use to accounting
professionals. For example, in the screen capture below, there is a link to “Free Webinars for
Accountants and Clients.” Intuit will add information to this area as it becomes available andrelevant.

You can arrange for the Accountant Centre to appear automatically when you open a company file by
selecting the checkbox next to Show Accountant Centre when opening a company file at the bottom
of the Accountant Centre. If you find this automatic feature intrusive, deselect that checkbox.

Accountant Centre

Accountant Centre

f Tools Customise ﬁ Memorised Reports

Batch Enter Transactions QuickBooks File Manager SELECT GROUP |Acc0untant
Batch Delete/Void Transactions Reclassify Transactions

Make General Journal Entries Fix Unapplied Customer Payments and Credits Adjusted Trial Balance

Working Trial Balance Write Off Invoices Adjusting Journal Entries

Set Closing Date Client Data Review Balance Sheet

General Ledger

Journal Entries Entered/Modified Today

&’ Reconciliation Refresh Profit Loss
UK Balance Sheet - Standard
ACCOUNT LAST RECONCILED RECONCILED BALANCE CURRENT BALANCE
Small Tools and Equipment 0.00 0.00 Display Group
[ Accountant Updates
Show Accountant Centre when opening a company file

MESSAGE

How to make Self Assessment season less stressful
next year

Free Webinars for Accountants and Clients v
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Month-end, Quarter-end, Year-end Tasks Simplified

ADJUSTING GENERAL JOURNAL ENTRIES

This feature allows the user to tag a General Journal Entry as “adjusting” by checking the box nextto
Adjusting Entry at the top of the form.

Selecting this checkbox will segregate the general journal entry determined as necessary at a year-end or
period-end (such as accruals and depreciation) from other entries that are made in the course of
recording normal business activities.

Make General Journal Entries

Main Reports oA
@ P B E 2@ Creale a Copy @ @ e =

Find Mew  Save Delete arﬂemo:ise Reverse Print Hide Send

= List GJEs

currency  British Pound Sterling -
DATE |311202015 B | ExcHANGE RATE 168 ER =mvno Gz
|F‘arls and Materials 3,200.00 Adjustfor Current Engines in process of rebu... -
Work In Progress 3,200.00 Adjust for Current Engines in process of rebu

Totals 3,200.00 3,200.00

List of Selected General Journal Entries:  LastMonth >

Save & Close | Save & New ] Revert

WORKING TRIAL BALANCE

Especially useful during year-end accounts reconciliations and preparation for tax returns and financial
statement preparation, the Working Trial Balance feature allows the accountant to see the beginning
balance, the net effect of all transactions for the selected period, plus the net effect of all adjustingentries,
and to add work paper references.

Access this feature by selecting Accountant > Working Trial Balance. Then select the desired date
range, either by choosing a pre-set period from the drop-down box or by selecting a custom period with
user-determined From and To dates. Also select Accrual or Cash basis reporting. (Note that QuickBooks
can switch between the two at the click of your mouse.)

The user may double-click or “drill down” (see the magnifying glass with the Z in the middle in the screen
capture overleaf, indicating that a QuickZoom drill-down function is possible) into any number in this
report to find the transactions for this account, and may continue to drill down until a specific transaction
is opened for viewing or editing.
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Month-end, Quarter-end, Year-end Tasks Simplified

The Adjusting General Journal Entries (see previous section) are segregated into their own column so
that there is a separation between normal entries that are made during the year and any adjustments that
are determined by the controller, financial director, auditor, or accounting professionalto be necessary for
such items as accruals and depreciation, or year-end.

For simplicity, there is also the option to show only accounts with transaction activity by selectinga
checkmark in the box in the bottom left corner, Only show accounts with transaction activity.

The Working Trial Balance feature allows the accountant to enter adjusting general journal entries directly
from this window. Simply select the Make Adjustments button in the bottom right section of thiswindow.

Working Trial Balance

Current -24731.41 115,210.49 90,479.08

&
|
Euro Currency Bank 75,376.00 75,376.00
US Dollar Bank 45,000.00 45000.00
Accounts Receivable -66,808.75 236,584.29 169,775.54
Accounts Receivable - AUD 15,086.60 15,086.60

Accounts Receivable - CAD
Accounts Receivable - ELUR 732522 732522
Accounts Receivable - JPY

Accounts Receivable - USD

Stock
Undeposited Funds 0.00 626.22 626.22
Work In Progress 3,200.00 -3,200.[@@ 0.00
Fixed Assets
v
Totals 0.00 0.00 0.00 0.00

Met Income 380 32098

Cﬂﬂl}' show accounts with transaction activity ) Make Adjustments... | Print...
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Month-end, Quarter-end, Year-end Tasks Simplified

HIDE/SHOW LIST OF JOURNAL ENTRIES IN GENERAL JOURNAL

ENTRY WINDOW

When entering or reviewing previously-posted general journal entries, it is possible to see a list ofgeneral
journal entries (for a wide variety of pre-set date ranges) which were already entered. This can be quite
helpful in deciding whether to post an entry such as depreciation or an accrual, or to determine the
amount of the entry. Access this feature in a general journal entry by selecting the Show List green icon
with the plus sign in the main tab at the top of the Make General Journal Entries window.

Make General Journal Entries

Main Reports 52 A

& p a E % Create a Copy y E ﬁ =

Find Mew Save Delete aMemorise Reverse Print Show Send

it List GJEs %

CURRENCY Bﬂﬁsh Pound Sterling| - |

e 010112016 B o o ENTRY-NO. |G 2R " @ ADJUsTING ENTRY

ACCOUNT DEBIT (GB REDIT (G MEMC AME VAT ITEN BIL CLASS
|F'arts and Materials 3,200.00 Reverse of GJE GJ 2 —Adjust for Current Eng.. =
Work In Progress 3,200.00 Reverse of GJE GJ 2 —Adjust for Current Eng..

v
Totals 3,200.00 3,200.00
Save & Close i Sa\re_s. New | Revert
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Month-end, Quarter-end, Year-end Tasks Simplified

Conversely, if a list of previously-posted general journal entries is already displayed at the bottom of the
Make General Journal Entries window, the Show List icon with a plus sign becomes a Hide List iconwith
a minus sign. Select this Hide List icon if you do not wish to be overwhelmed with too much information
by seeing previously-posted general journal entries.

Make General Journal Entries

Main Reports i
@ P a E 2:3 Create a Copy ﬁ E e =
Find New Save Delete QMemorise Reverse Print Hide Send
i List GJEs
ol |British Pound Sterling] - | SURRENCY ADJUSTMEN %
DATE U‘UU1!201.5. Bl | EXCHANGE RATE 1 GBP = g‘-""f?ﬁ ENTRY NO G.J 2R i ¥ ADJUSTING ENTRY
ACCOUNT DEBIT (GBP) ;| CREDIT (G IEMG AME AT ITEM BIL CLAS
|F'arts and Materials ,200.00 Reverse of GJE GJ 2 —Adjustfor Current Eng.. o
Work In Progress 3,200.00 Reverse of GJE GJ 2 —Adjust for Current Eng..

Totals 3,200.00 3,200.00

List of Selected General Journal Entries: [ NN -

s = AT ACCOUNT MEMO =

01/01/2016 GJ2R v Parts and Materials Reverse of GJE GJ 2 — Adjustf... 3,200.00

311212015 GJ2 v Parts and Materials Adjust for Current Engines in -3,200.00

322015 VATUKOO03 WAT Liability File VAT

311212014 WATUKOD02 WAT Liability File VAT

322013 VATUKOO001 VAT Liability File VAT

06/06/2013 GJ1 Shareholder Loan Owner Contribution -25,000.00
Save & Close |_Sa;_sllew—| Revert
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AUTO-REVERSING JOURNAL ENTRIES

This feature of general journal entries in QuickBooks Accountant enables the user to open a previously-
entered entry and select the Reverse icon at the top of the journal window in the Maintab.

Make General Journal Entries

Main Reports

& B a E % Create a Copy y E a =
Find New Save Delete ) Memorise Reverse Print Hide Send
v by

List GJEs

currency | British Pound Sterling -
2o s EnTRY NO. | GJ2 P ADJUSTING ENTRY
ACCOUNT e C = EMC AME AT ITED BIL CLASS
|F'ans and Materials 3,200.00 Adjust for Current Engines in process of rebu.. =
Work In Progress 3,200.00 Adjust for Current Engines in process of rebu..

Totals 3,200.00 3,200.00

List of Selected General Journal Entries: | ~

01/01/2016 GJ 2R v Parts and Materials Reverse of GJE GJ 2 — Adjustf. 3,200.00

311212015 GJ2 L Parts and Materials Adjust for Current Engines in ... -3,200.00

31M12/2015 WVATUKODO03 VAT Liability File VAT

3111212014 WATUKOD0Z WAT Liability File VAT

3112/2013 VATUKO001 VAT Liability File VAT

06/06/2013 GJ1 Shareholder Loan Owner Contribution -25,000.00
Save & Close i Sa\re_& Hew | Revert

This will generate a reversing entry dated the first day of the next month, with all debits and credits
reversed, along with a checkmark in the box next to the words Adjusting Entry, an R added to the entry
number, and a memo indicating that it is a reversal of a particular journal entry.

This is very useful for accruals at financial year-end.

Make General Journal Entries

Main Reports

& P m E g@ Create a Gopy y E ﬁ =

Find New Save Delete @B Memorise Reverse Print Show Send
i List GJEs

thththth Hritish Pound Sterling > ! ¥ 15T
A [)1.‘&1!201&'- BE | 38P = ENTRY MO G‘J 2R i ¥ ADJUSTING ENTRY \

3,200.00

Yy

Reverse of GJE GJ 2 —Adjust for Current Eng

|F'arts and Materials
Qorkln Progress 3,200.00 Reverse of GJE GJ 2 —Adjust for Current Eng..
v
Totals 3,200.00 3,200.00

Save & Close | ([EREEVEE TV Revert
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HoME CURRENCY ADJUSTMENTS FOR MULTICURRENCY

Company files which have multiple currencies enabled often are required to revalue certain foreign
balance sheet accounts (banks, credit cards, accounts payable and accounts receivable) at least once
each year on the financial year-end date. The revaluation would be using a foreign currency exchange
rate as of that date to ensure that the home currency value of each foreign account on the balance sheet
is accurate. Depending on the company and the currency exchange rate swings, this valuation may have
to be done once a quarter or even once a month.

This revaluation is known in QuickBooks as a Home Currency Adjustment.

Access this feature in company files that have Multiple Currencies enabled by selecting Company >
Manage Currency > Home Currency Adjustment.

L4 Sample Monty’s Intemational Repair Shop - QuickBooks Premier Edition (via Accountant) - %

File Edit View Lists Favourites SfU'etill VAT Customers Suppliers Employees Banking Reports Window Help

Home Page Fame
Company Snapshot

Calendar

Lead Centre B

Campany Information Chartof
SetUp Users and Passwords Accounts
Customer Credit Card Protection. Pay Bills Manage

SetClosing Date el
HG)

Planning & Budgeting Items &
To Do List Semices

Reminders

Alerts Manager
Calendar

Chart of Accounts Cirl+A

Wake General Journal Entries. Create Sales

Wanage Currency i Download Latest Exchange Rates

My Shortcuts

BANKING

Currency Calculator Ctrl+Al+C

Enter Vehicle Mileage
E Home Currency Adjusiment %

Prepare Letters with Envelopes »  Currency List 1)

Estimates Create Leam About Multicurrency Record Reconcile
Invoices = z Depasits

& &2 =4

Statement Finance Statements Refunds
Charges Charges & Credits

=
]
=z
£
<
=
E
X

Write CurrentAccount
Cheques Register

EMPLOYEES

% Ea @ a E{ EntF;redN

Payroll Pay Liabilities Payroll Cheques Card Charges
Centre Employees Forms

When the Home Currency Adjustment Window opens, select the valuation date, currency, and the
chosen exchange rate between that currency and the home currency. Select Calculate Adjustment.

All foreign accounts using this currency will appear in the grid below: banks, credit cards, suppliers being
owed money (Accounts Payable) and customers owing money (Accounts Receivable). The expected
impact on the balance sheet and the Exchange Gain/Loss account in the home currency will appear in
the last column. Checkmark the accounts that you wish to revalue (not all accounts, or for that matter, any
of the accounts, must be revalued).
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After the desired accounts have been chosen and the impact reviewed, select Save & Close or Save &
New.

Home Currency Adj

Enter adjustment information and then click the Calculate Adjustment button to view open balances When and how should | use a home currency adjustment?
Date (314212016 @ ) Curency G_s Dollar D Exchange Rate 1 USD = Calculate Adjustment
TYFE NAME FOREIGN BALANGE [USD BALANCE (GBF ADJ. BALANCE (GBF EXCHANGE GAIN'LOSS (GBF
+ |'Supplier Burc D Gunes 13,244 .00 7,045.78 6,761.06 28872 4
+ | Supplier Kristina Holmgren 23,313.00 11,943.48 11,901.29 4219
Supplier Lisa Garcia 195194 1,000.00 996 47 353
u ‘/jElanK US Dollar Bank 30,000.00 45 000.00 15,315.00 -29,685.00
N

4
Preview of anticipated effect /

on Exchange Gain / Loss

¥

Total GBP -29,354.09

Select All Memo Adjust for GBP value of foreign currency (USD) atyeare... Save & Close | Save & New ‘ Help

The impact of this Home Currency Adjustment is a special kind of General Journal Entry, which allows for
multiple lines indicating Accounts Payable and/or Accounts Receivable accounts. The foreign amounts (in
this case, USD) do not change, but the home currency value of each account in the entry changes.

Make General Journal Entries

Main Reports oA
& P n E g@ Create a Gopy @
Find New Save Delele @B memorise Reverse Print
EnTRY NG, |GJ3
|Exchange Gain or Loss 29,354.09 Adjust for GBP value of foreign currency (USD) at ye... ¥
Accounts Payable - USD 28872 Burc D Gunes
Accounts Payable - USD 4219 Kristina Holmgren
Ug Dollar Bank 29,685.00
v
Totals 29,685.00 29,685.00
Save & Close | Save & New | Revert
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The following is the Balance Sheet showing the Home Currency values of USD accounts before the
Home Currency Adjustment:

UK Balance Sheet - Standard

Customise Report Memorise Print = E-mail +  Excel = Hide Header | Collapse Refresh
Dates + Asof 31M2/2016 B  Columns Total only + SortBy Default -
AAEEM Monty's International Repair Shop
e UK Balance Sheet - Standard
Accrual Basis As of 31 December 2016
@ 31 Dec 16 @
Total Accounts Receivable 192 187.36 -
Cash at bank and in hand
Undeposited Funds 62622
Current 00 479.08
EucoCuccency Bank 75,376.00
Home currency values of USD ts 40386886
accounts on balance sheet BEFORE
the Home Currency Adjustment
=
able 15,663.27
able - AUD B8,420.87
TeComTTEPayable - CAD 12,999.99
Accounts Payable - EUR 11,024.44 'I
Accounts Payable - JPY 13,000.00
Accounts Payable - USD
Total Accounts Payable 81,1108
Credit Cards
Visa 12,679.39
Total Credit Cards 12,679.39
Other Current Liabilities
Payroll Liabilities 5162723
Shareholder Loan 25,000.00
VAT Liability 73,859.34
Total Other Current Liabilities 150,486.57
¥
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The following is the Balance Sheet showing the Home Currency values of USD accounts after the Home
Currency Adjustment, which affected balance sheet accounts:

UK Balance Sheet - Standard

Customise Report Memorise Print = E-mail +  Excel = Hide Header | Collapse Refresh
Dates  This Financial Year-to-date * Azof 31122016 B Columns  Total only ~ SortBy Default -
234 A Monty's International Repair Shop
e UK Balance Sheet - Standard
Accrual Basis As of 31 December 2016
@ 31 Dec 16 @
Total Accounts Receivable 192 187.36 -

Cash at bank and in hand

Undeposited Funds 62622
Current 50,479.03
Euro Currency Bank 75,376.00
Us Dollar Bank
Kk EV 181,756.30
= 373,983.66

Home currency values of USD
accounts on balance sheet AFTER the
Home Currency Adjustment

ble 15,663.27
ble - AUD 842987
ble - CAD 12,999.93
Accounts Payable - EUR 11,024.44 'I
Accounts Payable - JPY 13,000.00
Accounts Payable - USD
Total Accounts Payable 80,779.92
Credit Cards
Visa 12,679.39
Total Credit Cards 12,679.39
Other Current Liabilities
Payroll Liabilities 51,627.23
Shareholder Loan 25,000.00
VAT Liability 73,859.34
Total Other Current Liabilities 150,486.57

However, the value of USD in each account is unchanged from what it was before the adjustment.
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The following is a one-day Profit & Loss report that shows the Profit & Loss effect of the other side of the
Home Currency Adjustment: £29,354.09 expense in Exchange Gain/Loss [made up of the gain in value
of the Accounts Payable - USD account (288.72 + 42.19 for the two suppliers) and the loss in the value
of the US Dollar Bank (29,685.00) that day]:

Profit & Loss
Customise Report Memorise Print | E-mail = | Excel = Hide Header | Collapse Refresh
Dates Custom *  From 31122016 B To 31122016 EBE Columns Total only = Sort By Default
1130 PM Monty's International Repair Shop
e Profit & Loss
Accrual Basis 31 December 2016
B 31 Dec 16 2
Ordinary Income/Expense
Income
4870 - Services Income 108.95
Total Income 108.85
Gross Profit 108.95
Expense
6040 - Bank Service Charges 6.50
6330 - Insurance Expense
Fire Insurance 851.06
Total 6330 - Insurance Expense 851.06
Total Expense 857.56
Het Ordinary Income -748.81

Other Income/Expense

Other Expense
Exchange Gain or Loss » 29,354.09

Total Other Expense 29.354.09
Net Other Income -28354.08
Profit for the Year -30,102.70
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ACCOUNTANT’S CoPY

There was a time when clients would provide their accounting professionals with a copy of their
QuickBooks company data (or printouts from the data) for a given financial period or year, and the
accountant would work in that copy of the data while the client continued to enter new information inthe
live data back at their office. The disadvantages to this method were many:

e The client would often make changes to the financial period (or a period prior to that one), even
with a closing date in effect, and then the client and the accountant no longer had exact copies of
the data or the balances for the period in question;

e As aresult, when the end user would enter the accountant’s list of adjusting journal entries forthe
period into QuickBooks, the resulting final trial balance would not match the trial balance
produced by the accountant and confusion would ensue;

e Furthermore, after the next financial year-end, the opening balances of the copy of file provided
by the client to the accountant would not match the previous financial year’s trial balance andthe
accountant would be required to do extra work to make sure the opening balances matched,;

e The accountant would either have to charge for this extra work required (and defend anincreased
accounting bill) or write off the time they spent getting the previous year’s balances to be correct
and not alienate a client;

e The client’s live QuickBooks data often did not report the finalised and accurate balances for
many years;

e The client would still be required to enter the accountant’s adjusting journal entries, and often
transcription errors would occur.

To circumvent these problems, QuickBooks Pro, Premier and Accountant end users may create an
Accountant’s Copy of their data to provide to their accounting professional while they continue to do
work in their live data. The Accountant’s Copy merges back into the live copy once the changes are
made, which eliminates the chance that the data gets “out of sync.”

Clients access this feature by selecting File > Accountant’s Copy > Client Activities > SaveFile.
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The steps in creating, using, and incorporating the information from an Accountant’s Copy are asfollows:

1.

The client uses their live data (filename with format *.QBW) to create an Accountant’s Copy
(same filename with date and time of creation, with format *.QBX) with a dividing date, generally
the financial year-end; while this copy exists, the live *.QBW working file has some restrictions
upon its use;

The accountant obtains the *.QBX file (by email or via a flash drive) and turns it into a working file
he or she can use (same filename with date and time of creation, with format *.QBA) and worksin
it;

When the accountant is finished, he or she creates an import file of the changes made so thatthe
client will be able to import the changes (same filename with date and time of creation, with
format *.QBY);

The client imports the *.QBY changes back into the live working file (*.QBW), which removes all
previously-existing restrictions on the working file. The client file is now up-to-date with the correct
balances and entries that match the accountant’s work, without having to enter any entries
manually. All accountant changes are now shown in the live working file.

The filename extension sequence in using the Accountant’s Copy feature is:

QBW -> QBX -> QBA -> QBY ->QBW

The sequence of steps for the client and the accountant are shown in the screen capturesbelow:

Client c

reates Accountant's Copy (*.QBX)

= BEN Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help U@ |- = x

New Company... Insights
New Company from Existing Company File

Ll Open or Restore Company, SUPPLIERS COMPANY
Open Previous Company v . o = -
Open Second Company @ @ %
Create Backup.. urchase Receive Enter Bills Manage Chart of Stock

| Restore Previous Local Backup , Orders Stock Aglaolg;.t VAT Accounts Activities
| Create Copy. —
Close Company/Logoff @ @ i
ltems &

| Switch to Multi-user Mode Enter Bills PayBills Senvices
Utilities 3 -

|
Send Company File W Accountants Copy Open & Convert Transfer File Calend

alendar
Portable Company File Clri+Alt+X
Orders " " - BANKING
Print Forms \ ConvertAccountants Copy to CompanyFlIeiC}Bﬁ
Printer Setup..
=R _
= Send Forms.. % @ M
Toggle to Another Edition... stimates Invoices Receive Record Reconcile
B it Al+F4 Payments Deposits
M Run Favourite Reports
8 open Windows @ @ é
Satemert Statements fene Wit CurentAccount
g Cheques Register
Do More With QuickBooks
EMPLOYEES
g:g'] Order cheques & supplies ﬁ
#1 Addmore users & % @ a print
rin
. Accept Credit Cards Payroll Enter Pay Liabilities Payroll Cheques
Centre Time Employees Forms
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Client confirms Accountant’s Copy format

Confirm Accountant’s Copy

“erify that the Accountant's Copy is appropriate for your situation.

@ Accountant's Copy.

+ Use if your accountant is completing a fiscal period.
=¥ou and your accountant can work independently.
+ Then you import the accountant's changes into your file.

7 Portable or Backup File

= Use if your accountant needs to set up your books, do daily
bookkeeping, or work an payroll.

+¥ou must either stop working in your company file or manually
enter your accountant's changes later.

Help me choose

Back | Hext | Help Cancel

Client specifies dividing date

S5et the dividing date

Setthe date that divides the transactions that you can change from the ones your accountant can
change. Please discuss a suitable date with your accountant.

Your company Fila

You work on transackions
dated after dividing date

= You can wiew, but @
L nok change transactions

Accountant’s copy of your company file
EAjj Your accountant works
on or before dividing date

Before ' After

Accounkant can wiew, but @
nok change transactions

Dividing Date

End of Last Month -

2000942015

Back Help Cancel
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Saving of Accountants Copy

Savein: | [ Desktop 0 Er

i iz ,
=i | Libraries #  Homegroup Rosalyn Hodgson 1 | Computer
o5 . '
2 __| System Folder e% System Folder % System Folder Wl System Folder
="l .

Recent places

Y |, BCAMS 2016 Traning . BCAMS 2016 Traning '
] A Nk I Company (QuidBooks205.. il Company (QuickBooks2016.. ey Ples
| System Folder i e e File folder
; : Bb e folder f b Filefolder
Desktop

i)

S s BCAMS 2016 Traning

; :‘ FTgrle-guatnrs_les ((-l\fA Company (QuickBooks2016 .
:—wj lle folder QuickBooks Accountant Tra...
Libraries
L
Computer
w
Hetwark .

File nzme: BCAMS 2016 Traning Company Accountant Copy 30th Sept
Save astype: Quick Books Accountant's Copy Transfer Files (7 GIBX)

P

i

Save

Cancel

Help

Confirmation of *.QBX file creation

Accountant's Copy Created

You have successfully created an Accountant's Copy file.

File: C\lUsersiros_000\Desktop\BCAMS 2016 Traning Company
(QuickBooks2016 Acct Transfer Oct 18,2015 03 34 PM).QBX

Dividing Date: 30/09/2015

Deliver this file to your accountant using e-mail, CD, or some other
method.

Click Help for more infarmation about sending the Accountant's Copy to your

accountant.
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ECAVS 201 Traing Company

ntats Chan

Pering

Month-end, Quarter-end, Year-end Tasks Simplified

(QuickBaoks: Premier Accountant Edton 2016

Fle Edt View Lists Fawuites Accountant Company UAT Cstomers Suppliars Emploiees Banking Reports Window Halp

4

Accountant to convert Accountant's Copy

ZCY Edit View Lists Favourites Accountant Con

New Company...

New Company from Existing Company File...

Open or Restore Company..

Open Previous Company »
Open Second Company

Create Backup...

Restore Previous Local Backup »
Create Copy...

Close Company/Logoff

Switch to Multi-user Mode
Utiities )
|

Send Company File ¥ Accountants Copy

Portable Company File

Print Forms y
Printer Setup...
Send Forms..

Toggle to Another Edition...

Exit Alt+F4

¥ Open & Convert Transfer File...
Clrl+Alt+X {
ClientActivities »

ConvertAccountant's Copy to Company File/QBW
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Or from the File > Open or Restore Company File select as below.

ore Company

What type of file do you want to open or restore?

7 Open a company file

+ Open a regular company file (.qbw)
« Open an Accountant's Copy working file {.gba)

' Restore a backup copy
+ Restore a backup file {.qbb)

" Restore a portable file

+ Re-create a company file that was stored as a portable file {.gbm)

(w éConvert an Accountant's Copy Transfer Fileé

« Select an Accountant's Copy Transfer Fil.e (.aBX)
« Convert itto an Accountant's Copy working file{ QIBA) and save it

Back ‘ Next | Finish Help Cancel

Flowchart of filename types

Open and Convert Accountant” opy Transfer File

Overview of Accountant's Copy

Zlient creates File, EFre | eveteranuiniaari Accountant converks
sets dividing date Transfer File (QEX) ko Accountants Copey
wiorking File (OEA)

Client warks on Workinc Accounkant works on
transackions after the mELILTH) transactions on or before

dividing date [ndependenthy the dividing date

@ T e
-
=

Client reviews
and imporks Send Accountant’s Ac?i?euzls‘?:%taixizrts
accountant’s changes Changes (QEY) g

J
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Client/Accountant restriction list

Cpen and Convert Accountant’s €

What the Accountant's Copy Can and Can't Do
A In an Accountant's Copy, you CAN
= Edit and delete most types of transactions dated on or before the dividing date.
= Add new transactions with any date and add most types of list elements.

‘J = Edit existing accounts, vendors and items.

= Merge, delete and reconcile accounts.

[@ In an Accountant's Copy you CANNOT

= Edit or delete existing tfransactions dated after the dividing date.

« Edit or delete existing list elements, exceptthose listed above.

More details on what you can and cant do

What your client can and can't do

If the Accountant's Copy does not meet your needs, you can convert it to a regular
company file. How do | convert an Accountant's Copy to a regular company file?

%Qo not display this page or the previous one in the futureé

Back | Hext | Help Cancel

Accountant to convert QBXfile

Save As Acc

ou have just chosen an Accountant's Copy transfer file. This file is about to
be converted so that you can work with it. You need to name and save this
Accountant's Copy working file.

EDG not display this message in the future§
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Savein: | [ Desktop v @ T’ ° [
= R i H Roselyn Hod | Comput
Py ibraries o Homegroup oszlyn Hodgson [ | Computer
7 = || System Folder ‘ System Folder & System Folder EFSg System Folder
Recentplaces (L= L )
h Network | BCAMS 2016 Traning . BCAMS 2016 Traning (| BCAMS 2016 Traning
. ‘ ! thl-rF i ll, Company (QuickBooks2016.. |11 Company (QuickBooks2016.. ‘iu Company Accountant Copy..
i yStEm Folger Ik Filefolder I File folder I Flefolder
Desktop
——— .1 BCAMS 2018 Traning | BCAMS 2016 Traning .1 BCAMS 2016 Traning Demo Fil
|| Company Accountant Copy.. ||| Company Accountant Copy.. || Company Accountant.OBA... f g
i Il Fie folder I Fiefalde || sy File folder
._.:,!J 1k Filefolder ¢ File folder §F  Filefolder f
Libraries , ~TY  BCAMS 2016 Traning Ty BCAMS 2016 Traning [ BCAMS 2016 Traning
Other Regulators files F r
‘ e folde A Company (QuickBooks2016.. A Company Accountant Copy.. A Company Accountant Copy..
'E}L' ri CuickBooks Accountant's C.. QuickBooks Accountant's C.. QuickBooks Accountant's C..
=
Computer 5 BCAMS 2016 Traning y  BCAMS 2016 Traning
{A Company Accountznt Copy... A Company Accountant
@ QuickBooks Accountant's C.. QuickBooks Accountant's C..,
Netwark — =
Fl nzme: i Save
Save astype: QuickBooks Accountant’s Copy Files(" GBA) -

after 20/09/2015.

You have opened an Accountant's Copy with dividing date 20/09/20715.

You can edit transactions dated on or before 30/02/2015 (and add new
transactions with any date). Your client will be working on transactions dated

Changes you make to this file will be tracked, and yvou can view and export

them. Mare Information on Accountants Copy.

EDU not display this message in the future§

QBA file title bar

BCAMS 2016 Traning Compan

File Edt View Lists Favoures Accountant Company VAT Customers Suppliers Employees Banking Repors Window Help

ol
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Message that the client sees while the Accountants Copy is out with the Accountant

Accountant’s

@ An Accountant's Copy was created for this company file.

While an accountant is working on it, you can only work on transactions dated
after 30/09/2015. More...

[ Do not display this message again|

After accountant has entered all changes — accountant now creates file to send back to Client,for
them to import into their working file

I3l Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help

New Company.

New Company from Existing Company File.
Open or Restore Company..

QOpen Previous Company

Open Second Company

Create Backup.

Restore Previous Local Backup

Create Copy.

Close Company/Logoff

Switch to Multi-user Mode
Utilities

ompany File nts Copy Qpen & Convert Transfer File.

Print ortable Company File Crl+Alt+X
L

8ave as POF
Print Forms.
Printer Setup.

Convert Accountant's Copy to Company File/QBW

Send Forms.

Toggle to Another Edition...

un Favourite Reports

B Open Windows

Do More With QuickBooks
& Order cheq upplies
+8 Addmoreu

B8 Accept Credit Cards
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Accountant's Changes

Note for your client

Review your changes and add a note for your dient.
When your changes are complete, create a file of your changes to send to your dient.

‘Your dient can then incorporate these changes back into his or her company file.

Dividing date: 30/09/2015
Came from: QuickBooks 2016

BCAMS 2016 Traning Company

Action Type MNum Date MName Account Memo Amount Currency
B 1 Added Account Accruals
2 Added Journal Entry 1 30/09/2015
Expand Al I Collapse Al Refresh I Save as POF | Print I

Create Change File for Client

II Help I

Savein

i
Recent places

Desktop ﬁ;'

I e Y

B Desktop

Libraries

Imj | System Folder

Metwork

System Folder

[ @2 =@

T BCAMS 2016 Traning i
= l i\ Company Accountant Copy... l i
= bl Filefolder I
Libraries
Demo Files
E?L- F File folder |
L -~
Computer
e
“
Network
File name: BCAMS 2016 Traning Compar
Save as type Accountant’s Change File " QBY)

Accountants Copy

Homegroup
System Folder

BCAMS 2016 Traning

Company (QuickBooks2016 ...

File folder

BCAMS 2016 Traning

Company Accountant Copy...

File folder

Other Regulators_files
File folder

Acct Changes)

Rosalyn Hodgson
System Folder

BCAMS 2016 Traning
Company (QuickBooks2016 ...
File folder

BCAMS 2016 Traning
Company Accountant.QBA....
File folder

| Computer
System Folder

BCAMS 2016 Traning

Company Accountant Copy...

File folder

BCAMS 2016 Traning

Company Accountants Cop...

File folder

Information

You have successfully exported your changes to a file. Please send this file back
to your client so he or she can import these changes into his or her QuickBooks
company file.
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QBW file: Client importing accountant's changes

j3[N Edit View Lists Favourites Accountant

New Company.

Mew Company from Existing Company File...
‘Open or Restore Company.

Open Previous Company

Open Second Company

Create Backup.

Restore Previous Local Backup

Create Copy.

Close CompanyiLogaft

Switch to Multi-user Mode
Utilities

Portable Company File

Print Eorms
Printer Setup.
Send Forms.

Toggle to Another Edition.
Exit

un Favourite Reports

B 0Open Windows

Do More With QuickBooks

&5 Order cheq

+§ Addmore u

upplies

&8 Accept Credit Car

ompany VAT

Look n: | gy Deslcon

Libraries
Systemn Folder

Recent places

Open & Convert Transfer File.
Clri+Alt+X Export C

Convert Accountants Copy to Company File/QBW

Remove Restrictions.

(< s Mg b

Homegroup
Systemn Folder

Rosalyn Hodgson
Systern Folder

A

Computer
Systemn Folder

et 3 BCAMS 2016 Traning 9 BCAMS 2016 Traning > BCAMS 2016 Traning
s Company (QuickBooks2016 ... Company (QuickBooks2016 ... | Company Accountant Copy..
Systermn Folder § ¥ :
= ? File folder File folder File folder
Desktop § .
Wi BCAMS 2016 Traning BCAMS 2016 Traning BCAMS 2016 Traning BCAMS 2016 Traning
L= = ",}l Company Accountant Copy... “‘l Company Accountant Copy... J'l Company Accountant.OBA.... "l Company Accountants Cop...
‘-M% File folder b File folder | File folder | File folder
Libraries i " ) ", BCAMS 2016 Traning
- ’E ET"}D‘E”ES i r\ E‘Th? I:EBUIE“’“—ME‘ r Company Accountants Cop...
m&l‘ i T QuickBooks Accountant Ch..
Computer
MNetwork
File name: ‘ BCAMS 2016 Traning Company Accountants Copy (Acct Changes) > Open
Files of type: ‘l]uwckBooks Accountant Change Files(".QBY) X l el ]
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Accountant's Changes - Not Yet Incorporated

Review and print these changes for your records, Dividing date: 30/09/2015

Select Incorporate Accountant's Changes to bring these changes into your file.
Quickbooks will backup your existing data before incorporating your accountant's changes.

Note from your Accountant

Action Type Murn Date Name Account Mema Amount Currency
1 Added Account Accruals
2 Added Journal Entry 1 30/09/2015
\
Expand all Collapse all Save as PDF | Print |
Incorporate Accountant's Changes I Close | Help |

All Windo

ﬂ QuickBooks must close all windows to import Accountant's Changes.

Accountant's Changes - Incorporated

‘Your Accountant's Changes have been incorporated. All changes were incorporated successfully. Dividing date: 30/09/2015

Note from your Accountant

Action Type Mum Date Mame Account Memo Amount Currency
1  Added Account Accruals
2 Added Journal Entry i 30/09/2015
Expand All I Collapse Al Save as PDF | Print |

Help |
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QuickBooks recommends that you set a closing date password to prevent any changes to be made to the
file.

NOTE: The Accountant’s Copy may be created by the client in QuickBooks Pro, Premier or Accountant.
However, only the QuickBooks Accountant user is able to read, convert and use the Accountant’s

Copy.

Note: Additionally, only the file that created the original Accountant’s Copy will accept the
Accountant’s Copy back from the accountant or bookkeeper. This gives everyone the assurance that
the right changes are being imported back in to the working file.

BACKWARDS COMPATIBILITY USING THE ACCOUNTANT’S COPY

QuickBooks Accountant users may read and use and transfer Accountant’s Copy files that were created
either in the same version year or the year prior.

In other words, the accounting professional importing the Accountant’s Copy into QuickBooks Accountant
can make the changes necessary and send them back to the client for importing into the live working file,
and the client can be using either the same version year or the previous year (of QuickBooks Pro,
Premier or Accountant) with no compatibility issues and no need for the client to upgrade to the current
version yeatr.

For example, a client running QuickBooks Pro 2015 can send the Accountant’s Copy to theiraccountant
who is running QuickBooks Accountant 2016. The accountant can make the appropriate changes and
send the file back to the client running QuickBooks Pro 2015 and there will be no issues importing the
changes into the live 2015 working file.
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EXTERNAL ACCOUNTANT USER

An External Accountant is a powerful user type that can access all areas of QuickBooks except
sensitive customer data, such as credit card numbers. If you log in to your client’s QuickBooks Proor
Premier file (version year 2012 and above) as an External Accountant user, you can segregate the
changes you made during your review from other changes made by your clients, including the
administrator.

If you are logged in as an External Accountant user using your client's QuickBooks software, you can
access the hidden Client Data Review feature in the Pro and Premier editions of QuickBooks (via the
Company menu), although the feature set is an abbreviated version of the full-featured version of Client
Data Review (see below) that is available in QuickBooks Accountant. This is a great way to access many
of the accountant-centric features you love from QuickBooks Accountant when you are at your client’s
site and using their software. You must be using QuickBooks 2016 to access the 2016 Accountant
features (see next section).

NOTE: Client Data Review is not available in Pro or Premier when logged in as the Adminuser.

Create an External Accountant type of user in your client's company file while signed in as the Admin
user. Select Company > Set Up Users and Passwords > Set Up Users.

WAT Customers Suppliers Employees Banking Reports Window H
Home Page
Caompany Snapshot
Calendar

Lead Centre

Company Information...

SetUp Users and Passwords M SetUpUsers..

Customer Credit Card Protection... Change Your Password...
Set Closing Date... Buy Additional User Licence...
Planning & Budgeting 2

To Do List

Reminders

Alerts Manaager

Chart of Accounts Cirl+A
Make General Journal Entries...
Manage Currency 3

Enter Vehicle Mileage...

Prepare Letters with Envelopes 3
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From there, follow the prompts to create a name and password, and in the window in which you
determine if the user has access to all or select areas of QuickBooks, there is a third option to set upthis

user as an External Accountant.

Admin (logged on) | Add User...

Edit User...

Delete User

View User

Close

Setthe closing date: Closing Date... Help

Set up user password and ac

User Name and Password

Banking Provide a name and an optional password for this user,

Reports User Name: Accountant
* * ok Password: -
Confirm Password: sesssensd }
O Add this user to my QuickBooks licence.
Explain.
Back | Hext | Finish Help Cancel
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Set up user password and acc

Access for user: Accountant

Tracking
Banking
Reports  What do you want this user to have access to?

PAS DR

1 All areas of QuickBooks

' Selected areas of QuickBooks
(You will make the selections in the screens that follow)

)

1 External Accountant;

(Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)

Back | Next Help Cancel

CLIENT DATA REVIEW

The Client Data Review (CDR) feature was created to help the accountant or bookkeeper find and clean
up typical data entry errors made by clients in QuickBooks without having to search for them manually.
The purpose is to do this all seamlessly and quickly, saving the accounting professional a lot of time.

An example of a typical client error is receiving payment against an invoice, whilst making a separate
deposit for the funds against revenue into the bank. This double-counts revenue, leaves the Undeposited
Funds account uncleared, and the effects on VAT vary.

Client Data Review is a set of tools that can be used as a Monthly or Quarterly or Yearly “checklist” —
moving through the tools will ensure you have checked and validated all key areas of the P&L and
Balance Sheet. Additionally, notes can be entered, and you can “mark the review complete” when you
are finished.

TIP: Another time-saving benefit of the CDR can be to reduce the amount of time it takes for you to
account for and provide a quote for a new QuickBooks client engagement. Upon an initial sales
meeting with a prospect, you can run this review on the data file and see, at a high level, any errors
residing in the QuickBooks file. This will enable you to give a more accurate initial time budget for the
job. Alternatively, if you are proposing a fixed fee engagement, this tool can likely reduce the hours
you will need for the job and generate a more profitable data file clean-up engagement. Additionally,
you can create standardised processes within your firm for working with clients to help improve your
efficiency and productivity.

Since CDR may be used in multi-user mode, and since it can be used by any External Accountant user
created by the Admin user in QuickBooks Pro and Premier (and any user with sufficient permissionsin
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QuickBooks Accountant), there is no need to take the client file away, have the client stop working in
QuickBooks, and open the client file for CDR using your version of QuickBooks. This can all be achieved
at your clients’ locations, or remotely from your location, while your clients continue to work in
QuickBooks. No one is inconvenienced. Just remember that only one person may use the CDR function
in a QuickBooks data file at a time (while other users may certainly use other areas of QuickBooks.)

ACCESSING CLIENT DATA REVIEW

The instructions for accessing CDR depend on which version of QuickBooks is being used.

In QuickBooks Accountant, access CDR by selecting Accountant > Client Data Review, after which
you may select Client Data Review from the sub-menu or one of the specific tools in Client Data Review
asin the screen capture below. You may then see a prompt to create an External Accountant type of user
(unless the prompt has been turned off), although you do not have to create one if you already have
access to CDR.

In QuickBooks Pro & Premier (when signed in as an External Accountantuser), access CDR by
selecting Company > Client Data Review (this item in the Company menu does not appear in
QuickBooks Pro & Premier unless the user is an External Accountant user).

BCAMS 2016 Traning Company (Primary) - QuickBo Premier Accountant Edition 2016

Lieal e Company VAT  Customers Suppliers Employees Banking Reports Window Help

Accountant Centre

Chart of Accounts Cirl+A
Fixed Asset ltem List

Batch Enter Transactions. .
Batch Delete/Void Transactions...
Client Data Review

Make General Journal Entries. .. . .
. Reclassify Transactions

Send General Journal Entries._. . . .

. Fix Unapplied Customer Payments and Credits
Reconcile .

. . Clear Up Undeposited Funds Account

Working Trial Balance . .

: Write Off Invoices
Set Closing Date. .. . . . .

Fix Unapplied Supplier Payments and Credits

QuickBooks File Manager Compare Balance Sheet and Stock Valuation
QuickBooks Statement Writer Troubleshoot Stock

_ Find Incorrectly Paid Payroll Liabilities

NOTE: Controllers or internal accountants may also use CDR for their own company to clean up the
data file periodically. Even if the version of QuickBooks is not Accountant, create a new user which is
an External Accountant type of user. This will open up the functionality of CDR from the Company
menu which even the Admin user would not be able to access. Again, only certain CDR tools would be
available in this case.

TIP: Always create a backup of your clients’ data before you begin your year-end clean-up. The
preferred file type for this is the .QBB file a QuickBooks Backup file. To create this type of file, select
File > Create Backup (or File > Create Copy > Backup Copy) and follow the instructions on each
screen prompting you as to where and how to save the backup data file.
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Choose the review date range, either from the drop-down list or enter your own custom From and To
dates as well as the review basis (Accrual or Cash). If CDR was used previously, you will then be ableto
select whether or not to keep task notes from the previous review. Select Start Review.

Client Data Review - Start Review

The Client Data Review tool streamlines your client file cleanup tasks. To begin, specify the date range and basis for
the review.

QuickBooks REVIEW DATE RANGE
uil

Accountant
E‘E’dition Dates LastFinancial Year ~ From the first day through the last day of last financial year.

Erom 01/04/2014 B To 31032015 E

REVIEW BASIS TASK NOTES

Cancel Help

The CDR menu contains several tools and reports. Those items which are exclusive to CDR are marked
with a wrench icon. The other items without the spanner icon are available outside of CDR aswell. The list
can be customised at the settings cog.

Client Data Review

Client Data Review How ths works
easis Accrual ReviEw FErRICD Last Financial Year (01/04/2014 - 31/03/2088) Modify Review LOGGED IN A5 Accountant (Ext Acct)
Cleanup Tasks Review Notes ¢ ”
@ Tool not available outside COR n
ACCOUNT BALAMNCES -~
CLEANUP TASKS STATUS
& Troubleshoot Prior Account Balances IN"t Started . ﬂ
@ Redassify Transactions INot Started . ﬂ
Open Working Trial Balance ﬂ
REVIEW LIST CHANGES -~
CLEANUP TASKS STATUS TASK NOTES
& Chartof Accounts ﬂ
@ Items ﬂ
&) Fixed Asset Items ﬂ
& Payroll Items ﬂ
Review Item Setup 0
Customers ﬂ
Suppliers ﬂ
~
ACCOUNTS RECENWABLE -~
Print Save As PDF Audit Trail of Review Mark Review Complete Close
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The clean-up tasks of Client Data Review are listed below, organised by area. (Not every QuickBooks
company data file will have all these areas visible in CDR if particular functions have not been enabled.
For example, if payroll has not been enabled in QuickBooks, there will be no Payroll area clean up tasks
in CDR.):

Account Balances

0 Troubleshoot Prior Account Balances
0 Reclassify Transactions
o Open Working Trial Balance

Review List Changes

Chart of Accounts

ltems

Fixed Asset Items

Payroll Items

Review Items Setup
Customers (Customer Centre)
Suppliers (Supplier Centre)

O O 0O o0 o o o

Accounts Receivable

Fix Unapplied Customer Payments and Credits
Clear up Undeposited Funds Account

Review AR Ageing Summary Report

Write Off Invoices (includes VAT)

O O O o

Accounts Payable

o0 Fix Unapplied Supplier Payments and Credits
0 Review Unpaid Bills Report

VAT

o Find tax with no Tax Line
0 Adjust VAT Payable
o File VAT

Stock

0 Review Stock Setup

o0 Compare Balance Sheet and Stock Valuation
0 Troubleshoot Stock

0 Adjust Stock Quantity/Value on Hand

Payroll

o Fix Incorrectly Paid Payroll Liabilities
o0 Review Payroll Liabilities
0 Review Employee Default Settings
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e Bank Reconciliation

o0 Reconcile Accounts
0 Locate Discrepancies in Bank Reconciliation
0 Review Missing Cheques

e Miscellaneous
o0 Set Closing Date and Password

0 Review QuickBooks Preferences

Each section of CDR has a drop-down box for specifying the status of that function: Not Started, In
Progress, Completed, or Not Applicable. Also, the user may select the clipboard icon next to the status
box for entering notes regarding that particular function.

Client Data Review

Client Data Review How ths works
Basis Accrual review PeErICD Last Financial Year (01/04/2014 - 31/03/2015) Modify Review LOGGED IN AS Accountant (Ext Acct)
Cleanup Tasks Review Notes ¢|”
@ Tool not available outside CDR n
ACCOUNT BALANCES ~
CLEANUP TASKS STATUS TASK NOTES
Troubleshoot Prior Account Balances D
@ Redassify Transactions D
Open Working Trial Balance ﬁ
REVIEWY LIST CHANGES -~
CLEANUP TASKS STATUS TASK NOTES
& Chartof Accounts D
& Items D
& Fixed AssetItems D
& Payroll Items D
Review Item Setup D
Customers ﬁ
Suppliers ﬁ
v
ACCOUNTS RECENMABLE -~
Print Save As PDF Audit Trail of Review Mark Review Complete Close
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Client Data Review

Client Data Review How this works
e~s15 Accrual review FeErICD Last Financial Year (01/04/2014 - 31/03/2015) Modify Review LOGGED IM A5 Accountant (Ext Acct)
Cleanup Tasks Review Notes &
@Tnnlnnt available outside CDR ﬁ
ACCOUNT BALANCES ~
CLEANUP TASKS STATUS TASK NOTES
@ Troubleshoot Prior Account Balances Mot Started D
- ) ) In Progress
@. Redassify Transactions Eg?ﬁ::?;iiacdable D
Open Working Trial Balance Mot Started ﬁ
REVIEW LIST CHANGES ~
CLEANUF TASKS STATUS TASK NOTES
@) Chartof Accounts D
& Items D
&) Fixed Asset Items D
& Payroll Items D
Review Item Setup D
Customers D
Suppliers D
ACCOUNTS RECENVABLE ~
Print Save As PDF Audit Trail of Review Mark Review Complete Close

The CDR window displays who is logged in and currently performing these review tasks. Furthermore,
there is a large section on the right of the CDR panel for Review Notes related to the file as a whole, and
these notes may be accessed by selecting the pencil icon in the top right corner of the CDR window. The
Review may be marked as Complete. The progress of the Review may be printed out or Saved as a PDF
at any time by selecting the appropriate button in the bottom left section of the CDR window. Finally, an
Audit Trail related to the CDR can be produced at any time by selecting the Audit Trail of Review
button.
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NOTE: It is important to Mark the Review Complete at the end of the CDR process, because this
records your final Trial Balance figures for the period, against which you can compare your figuresthe
next time you perform a Client Data Review for this client.

Client Data Review

Client Data Review

BASIS Accrual reviEw FERIOD Last Financial Year (01/04/2014 - 31/03/2015) Modify Review C LOGGED IN AS Accountant 1Ex1ACCtD

Review Notes 2
o H 1 able to en view

How this warks

Cleanup Tasks

=
& Tool not avaiable outside COR

ACCOUNT BALANCES

CLEANUR TASKS STATUS TASH NC

@. Troubleshoot Prior Account Balances
@) Redassify Transactions

Open Working Trial Balance

INot Started .
|Not Started .
INot Started .

REVIEW LIST CHANGES

INot Started .

@ Chartof Accounts
& Iltems
@) Fixed Asset Items
& Payrol Items

Review Item Setup

Customers

Suppliers

L
ACCOUNTS RECEIVABLE ~

Save As PDF

CMarR Review Complete Close )

With notes and status available for each component of CDR as well as CDR as a whole, this enablesthe
accounting practitioner to produce working papers for the file review right in QuickBooks.

C Print Audit Trail of Review )
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RECONCILING ACCOUNTS

While it is important to reconcile bank and credit card accounts monthly (and in a timely fashion), theyare
by no means the only accounts that may be reconciled. In fact, any balance sheet account with the
exception of Retained Earnings may be reconciled using the reconciliation feature in QuickBooks.

Access this feature by selecting Banking > Reconcile.

Bepnrts Window Help

Write Cheques Ctrl+W
Order Cheques & Envelopes 2
Enter Credit Card Charges

se Register Cirl+R

Make Depaosits
Transfer Funds

Reconcile

Cnline Banking 3
Loan Manager

Other Mames List

At this point, you can choose the balance sheet account you wish to reconcile (along with the
reconciliation or statement date and any other details such as the mandatory ending balance as of that
date) from the drop-down box:

Begin Reconciliation

Select an account to reconcile, and then enter the ending balance from your account staterment.
Account Current last reconciled on 30/M11/2012.
Statement Dat FLabul
Beginning Bal Visa Credit Card
Ending Balanc Stock Other CurrentAsset
Undeposited Funds Other CurrentAsset
Enter any serv  Fixed Assets Fixed Asset
Service Char Accumulated Depreciation Fixed Asset
0.00 Furniture and Fixtures Fixed Asset -
Interest Earm: Land Fixed Asset
0.00 Leasehold Improvements Fixed Asset -
Office Equipment Fixed Asset
Locate Dis Vehicles Fixed Asset Help
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Once the account to be reconciled is chosen and the statement date and ending balances are entered,
the Reconcile window pops up with all outstanding transactions (i.e. those transactions that have not
undergone reconciliation in the past).

There are several important features of the Reconcile window that make reconciling easier, faster and
more accurate. It is a good idea to make use of these by clicking on them.

Reconcile - Current

For period: 3111212022 (& Hide transactions after the statement's end date )

Cheques and Payments Deposits and Other Credits
CHO " ¢ DATE « .

0411212022 Jane Horton i 1,886.28
0512/2022 18 Brijesh Power Deposit DEP 290.06
08M2/2022 Childrens Charities Deposit DEP 128.02
101212022 Deposit DEP 1,536.24
1411212022 Auto

Selectthe fields you would like to have displayed when reconciling
161272022 243 CHEQUES & PAYMENTS DEPOSITS AND OTHER CREDITS
20112/2022
2211212022 Cheque# | Ref# Cheque# | Ref#
2311212022 96 /Date /Date
2411212022 121 /Payee Payee J\
2511212022 201 ltemo Memo
311212022 Auto Type /Type \

@ Highlight Marked @ Sl Columns to Display...

Beginning Balance GBEP 40,885.47 Modify Senvice Charge GBEP 0.00
Items you have marked cleared InterestEarmed  GBP 0.00
0 Deposits and Other Credits GBP 0.00 Ending Balance  GBEP 56,264.00
0 Cheques and Payments GBP 0.00 Cleared Balance GBP 40,885.47
Difference GBP 15,378.53

| Reconcile Now | Leave

The first is Hide transactions after the statement’s end date in the top right corner of the Reconcile
window. This box is very important to check for a number of reasons:

e |t makes all transactions dated after the statement date go into hiding, so that it is easier to find
the transactions to mark as cleared. This is particularly useful if your client’s company data fileis
more than a month behind on having reconciliations done. It makes doing all the sequential
overdue reconciliations easier to handle, as later transactions will not confuse the eye of the
person doing the reconciling.

e There is no chance of accidentally clearing a future-dated transaction instead of one dated during
the statement period. This can happen especially when there are monthly pre-authorised
payments, such as leases on computers and office machines. It is very important to avoid doing
this, even if the amounts of the two transactions are identical. The reason for this is that the
Reconciliation Summary and Reconciliation Detail reports in QuickBooks, which show the bank
balance, cleared and uncleared transactions, show the register balance for that account basedon
a calculation. If a future-dated transaction is cleared, the calculated register balance will not
match the trial balance as of that date and confusion will ensue.
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Another important feature is the ability to click on the column headers to sort the transactions in the
reconciliation window by a particular column’s parameter (either in order or reverse order, based whether
the column header was clicked once or twice). Some things to keep in mind:

e Just as is the case in the Customer Centre and Supplier Centre, clicking on a particularcolumn
header will sort the listing by that column’s contents. Clicking on it a second time will sort the
listing in reverse by that column’s contents.

e Sorting by a column can help in finding a particular transaction to clear, especially if the column
used for sorting is the Amount column.

e Keep in mind that it is possible to sort and resort by different columns while reconciling, without
losing the checkmarks already clicked on transactions to be cleared. When having difficulty
finding one or more uncleared transactions, it is often useful at some point to click on the
checkmark column header on both sides of the Reconcile window, so that all uncleared
transactions appear together and are easier to find. For many practitioners, this feature alone is
reason enough to upgrade a client to the current version of QuickBooks, since it makes the bank
reconciliation process so much easier!

The next important part to click is the Columns to Display button. Clicking this button makes the
Customise Columns box appear, and the user can specify which columns should appear on the
Cheques & Payments side as well as on the Deposits and other Credits side. This is useful becausethere
may be details in these columns that make the transactions easier to locate, especially when sorting by
columns (see above).

A recommended checkbox to click is the Highlight Marked checkbox, in the bottom left corner of the
Reconcile window. When this box is checked, all marked transactions are shown in a slightly shaded
colour, visually segregating cleared transactions from those that have not yet been cleared. This is
particularly useful in a Reconcile window with many transactions to peruse.

NOTE: It is very important to print out the Reconciliation Summary and Reconciliation Detail reports if
you are using QuickBooks Pro, which saves (and makes available for printing) only the last completed
reconciliation report, either as a PDF or it its current state, including any changes made to
transactions since the original reconciliation. At the very least, save the reconciliation reports from
QuickBooks Pro as PDF files and name and organise them appropriately).

TIP: Printing or saving previous reconciliation reports is not necessary in QuickBooks Premier and
Accountant (or Enterprise Solutions), which preserve all prior reconciliation reports as PDF’s. These
versions of QuickBooks also make it possible to print out all prior reconciliation reports in their current
state. Therefore, it can be valuable to open a client’s QuickBooks Pro company file in QuickBooks
Premier or Accountant, in order to have access to prior months’ reconciliation reports if necessary.
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Select Previous Reconciliation Report

Account Type of Report
Current bl ™ Summary

71 Detail

Statement Ending Date

IMM22022

30M12012 In this report, include

3102012 ~ Transactions cleared at the time of reconciliation.
(Report is displayed as a PDF file)

o Transactions cleared plus any changes made to
thase transactions since the recanciliation

Display Cancel

There are times when a client might inadvertently change or delete a transaction that was already
reconciled. When that happens, the opening balance in the Reconcile window would be different from
what it should be. It can be useful to compare a PDF version of a bank reconciliation report to one that
changes with new data that was entered. This comparison, in conjunction with the Reconciliation
Discrepancy report, can help the ProAdvisor undo the changes that skewed thereconciliation.

What if the client has never reconciled the bank or credit card account? Many business owners do not
understand the importance of reconciling their bank and credit card accounts regularly. The only way to
start reconciling an existing (as opposed to a new) bank or credit card account on a particular statement
date is to have all periods prior to that date reconciled. If there are many months, or even years, of
statements that have not been reconciled, comprising thousands of transactions, this could present a
logistical problem. In this case, there are two options:

e Month by month, reconcile this account in QuickBooks. Make use of the Hide transactions after
the statement’s end date checkbox so that no post-dated transactions litter the Reconcile
window, making it easier to find the transactions to clear. Clicking on the column headers and
specifying which columns to show will also make it easier to find the transactions toclear.

e If you are certain that all transactions have been entered into the bank or credit card register,
perform one gigantic reconciliation from the beginning of time to the statement end date of the
last statement (or whatever statement date you decide). Select Mark All and then unmark the
transactions you know to have been outstanding as of that date. There will be no individual
reconciliation reports to print out or save, but this choice is often the most expedient. The opening
balance for this one gigantic reconciliation would be either 0 or the opening balance for the
account, if the person who set up QuickBooks for this company used the opening balance option
when they created the account.
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BATCH ENTER TRANSACTIONS

This new features allows the accounting professional to enter groups of bank-related and credit card-
related transactions quickly and easily into QuickBooks. These transactions — cheques/direct debits,
deposits, credit card charges and credits, bills & bill credits, invoices & credits, can be entered manually
in a line by line data entryfashion with a spreadsheet-like feel, or copied and pasted from Excel into
QuickBooks all atonce.

To access this time-saving feature, select Accountant > Batch Enter Transactions.

File Edit View Lists Favourites Blesiilnell® Company VAT Customers Suppliers Employees Banking Reports

Accountant Centre

Chart of Accounts Cirl+A
Fixed Asset ltem List

My Shortcuts

aa Accountant Batch Enter Transactio

Batch DeletefVoid Transactions...
Client Diata Review

Make General Journal Entries...
Send General Journal Entries...
Reconcile

IB statement Writer
224
" Home

& Income Tracker ) )
Working Trial Balance

Set Closing Date...

B Bill Tracker

CuickBooks File Manager
Calendar QuickBooks Statement Writer

Select the transaction type, and then the bank account or credit card account, and then choose from
multiple data fields and customise the columns you want in order to streamline data entry. For example,
add stock-related columns to track item costs and quantities.

Credit Memos and Bill Credits can be entered with the invoices and bills as negative values. If a
transaction has more than one VAT code or Account Code then use the Split button at the bottom of
the page to enter each part of the transaction.

TIP: you can enter Direct Debits using the Cheques drop down. Instead of having cheque numbers,
you can create a numbering scheme for the direct debits — perhaps by using the bank reference
number.

TIP: the columns are customisable, so you can re-order them to match the way you are entering
them, in the case of manual data entry, or if you are pasting from Excel.
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TRANSACTION TYFE] [N EE i

Deposits
Credit Card Charges & Credits
Bills & Bill Credits

Invoices & Credit Memos

4

Split

TOTAL VAT £0.00

OUNT VAT Al
A
L4
>
TOTAL: £0.00
=
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Because the QuickBooks Batch Enter Transactions screen allows for only one transaction type tobe
batch entered at a time, when copying and pasting transactions already in Excel, first sort the
transactions in Excel by type so that you can copy and paste groups of data easily into QuickBooks.

CaTE 18M0/2015

State Maintenance Ltd

REF NO. 456 wET  £26.00 TOTAL AMOUNT £334 00
Repairs and Maintena... S 156.00
Repairs to PlantMa... - £ - 178.00 |
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DELETE BATCH TRANSACTIONS — NEW TO 2016!

This great new feature available in the 2016 Accountant Version of QuickBooks gives the accounting
professional the ability to delete transactions as a batch instead of one by one. From time to time it may be

necessary to clear out duplicated or erroneous transactions and to do this one by one is time consuming
and tedious.

To access Delete Batch Transactions go to Accountant > Batch Delete/Void Transactions.

qb BCAMS 2016 Traning Company
File Edit

Wiew Lists Favourites BEGEGINTGERISN Company WAT  Customers Suppliers Employees

Accountant Centre

Chart of Accounts
Fixed Asset ltem List

Ctrl+A

My Shoricuts

 Home Batch Enter Transactions...

Batch DeleteMNoid Transactions...

Client Diata Review 3

sentre

& Income Tracker

) Make General Journal Entries...
\ ETICEEEy Send General Journal Entries .

Reconcile

Waorking Trial Balance ns..

Set Closing Date...

Calendar

Search
CiuickBooks File Manager
Snapshots CuickBooks Statement Writer

Customers

e v" Reconciliation

Shortcuts

Currently the transactions available for batch deletion are invoices, cheques and bills.
Once you have selected the type of transaction you which to delete or void choose whether you would like
to sort the transactions by the date they were entered, modified or the transaction date.

om TYFE Chegues | -| SHOW n= &7 | Entered date | - |
M .|
o TRAnEACTioH INVDICES Entered date

0 of 559 Selected Last modified date

Bills Transaction date

0 of 559 Selected

This is really useful if for whatever reason you or a client have accessed an old data file and begun to enter
transactions in error, you can partition just the day’s input and remove.

From the list of transactions select the transactions you wish to void or delete. You can choose to include
previously voided transactions to delete. The list can be sorted in ascending or descending order by
clicking on any column in the list. Choose
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Batch Delete/\Void Transactions

TRANSACTION TYPE | INVoices ~ [ Show linked transactions Wnat's this? (4 Show voided transactions cusTOMER-JOE |All A
SHOWTRANSACTIONS B |Entered date | ~ | FOR | Gustom ~| Frow | 01/09/2015 | 31102015 i |
1 of 10 Selected
ENTERED DATE LAST MODIFIED DATE GUSTOMER TYPE NUMBER TRANSACTION DATE : STATUS MEMO LINKED TRNS ¥ AMOUNT
W 2000972015 29/09/2015 James Invoice 3110372015 Paid Opening balance PMT 89500
221012015 2211072015 Hughes Invoice 3 31/0312015 Overdue Opening balance 562.00
221012015 221072015 Hughes Invoice 5 311032015 Overdue Opening balance 562.00
221012015 221072015 Hughes Invoice v 311032015 Overdue Opening balance 562.00
221012015 22102015 Hughes Inveice 8 311032015 Overdue Opening balance 562.00
221012015 22102015 Hughes Inveice & 311032015 Overdue Opening balance 56200
221012015 221072015 Hughes Invoice 4 31/03/2015 QOverdue Opening balance 562.00
2211012015 2211012015 Hughes Invoice 2 31/0312015 Overdue Opening balance 562.00
221012015 221072015 Hughes Invoice 1 31/03/2015 QOverdue Opening balance 562.00
29/09/2015 29/09/2015 Hughes Invoice 31/03/2015 Overdue Opening balance 562.00

Showing 1-10 of 104 g

« Transactions linked to the highlighted invoice
If you delete or void this invoice, QuickBooks will unlink these transactions from it but won't delete or void them

TYPE ¥ JUMBER TRAR DATE : MEM MOUNT

Payment 107182015 895.00

Heip Review & Void Close

QuickBooks will warn you if you select an invoice or transaction that is linked to another transaction such
as an invoice with an associated payment. It will unlink the transaction that you have chosen to delete but
not delete it, in the case of a purchase payment it will remain on the supplier account marked as ‘on
account’

v Transactions linked to the highlighted invoice
If you delete or void this invoice, QuickBooks will unlink these transactions from it but won't delete or void them

TYPE ¥ TRANSACTION DATE

Payment 10182015 §95.00

Help Review & Void Review & Delete l Close

Please also note that when you have selected the erroneous items — you will have the option to either to
void or delete and review before you do either. You will remember that we discussed the difference
between voiding and deleting in the module on Customer and Supplier Processes. Once you have
selected all the relevant transactions Review & Void or Review & Delete
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Check the list presented is correct, QuickBooks will warn you that this is a permanent change &
recommend that you Back-up & Delete. Itis strongly recommended that you do so — so that you have a
copy you can return to if there is any error! Though it will allow you bypass the back-up & to Delete Only.

Batch Delete Transactions

n Impaortant:
* QuickBooks removes deleted transactions permanently, so you can't undo them, When finished, you can view a report showing what you deleted or voided,
® Deleting or voiding linked transactions may have unintended consequences, For example, payments applied to a deleted invoice will be unapplied. Leam more
® Batch Delete/Void Transactions can't delete or void certain transactions. \Which ones?

2 of 2 Selected

= AST MODIFIED DATE LSTOMER TYPE NUMBER TRANSACTION DATE | STATUS MEMO LINKED TRNS ¥ AMOUNT
«  20/09/2015 29/09/2015 James Invoice 31/03/2015 Paid Opening balance PMT 895.00
¥ 2211072015 22102015 Hughes Invoice 3 31/03/2015 QOverdue QOpening balance 562.00

Delete Transaction

Important: This action can't be undone. Are you sure you want to
continug?

This process can take a while if you selected a large number of
transactions

TOTAL 1,457.00

Showing 1-2of 24 g
» Transactions linked to the highlighted invoice

Back Back Up & Delete | i Close

If you choose to back-up, QB will automatically run the back-up sequence and give you a message &
details of the location that you chose.

Once the process is complete you will get a message confirming the number of transactions voided or
deleted and have the option to either view the transactions or close.

Delete Transaction

A QuickBooks successfully deleted 2 invoices.

Just a reminder that your backup file BCAMS 2016 Traning Company (QuickBooks2016 Oct 18,2015
03 34 PM) (Backup 22 Oct 2015 01 50 PM).QBB is located here C:\Users\ros_000\Desktop

View Deleted Transactions Summary Close
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If you choose to view the transaction summary QuickBooks will display these in a Voided/Deleted
Transactions Summary report which you should keep for your records. If you are moving the data to

another QBDT file you could export the report to Excel, then configure the spreadsheet and batch enter in
the correct file.

1:53 PM BCAMS 2016 Traning Company
221015 Voided/Deleted Transactions Summary
Entered/Last Modified 22 October 2015
Num Action Entered/iLast Modified Date Name Memo Account Split Amount
Transactins deleted in current session
Invoige
» Deleted Transaction 221072015 13:50:51 04
Added Transaction 28/09/2015 15:01:51 3o James Opening balance Accounts Recerable Uncategorized In 895.00
Invoite 3
3 Dedeted Transaction 22N0/2015 13:50:52 0.00
Added Transaction 2211072015 03:20:03 310372015 Hughes Opening balance  Accounts Receivable Uncategerized In 562.00
-

Used carefully the Batch Enter and Batch Delete/Void can be used as a basic delete/export/import tool
for QuickBooks files.
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SEND GENERAL JOURNAL ENTRIES

For a variety of reasons (for example, perhaps the client is not that sophisticated and uncomfortable with
more esoteric computer functions), accounting professionals do not always use the Accountant’s Copy
feature. What this means is that the accountant or bookkeeper creates a set of journal entries that must
be posted in the client’s QuickBooks file so that the entries and the final Trial Balance in the client’s data
mirror what the accounting professional has.

This process is often problematic. The client may be uncomfortable entering the transactions, or perhaps
they might enter them incorrectly. This would result in a Trial Balance in the client’s live working file being
different from what the accounting professional has. This discrepancy would cause problems in creating
budgets, reporting year-over-year results, or when doing the year-end the next year as the beginning
balances are not accurate.

The Send General Journal Entries feature allows the accounting professional to send an attachment of
general journal entries to clients for importing into QuickBooks, rather than sending a list of entries forthe
clients to read and enter manually.

Access this feature by selecting Accountant > Make General Journal Entries.

BC. ning Company Master (Primary) - QuickBc >remier Accountant Edition 2016 - [Home | -

mers Suppliers Employees Banking Reports Window Help a - &

Accountant Gentre

Chart of Accounts Ctrl+A

My Shortcuts SUPPLIERS COMPANY
Eixed Asset Item List
& Acc - = = -
mm Accountant Batch Enter Transactions.. 5& @ B %
Batch Delete/Void Transactions Receive Enter Bills Manage Chart of Stock
18 statement Writer Client Data Review v Stock Agfmit VAT Accounts Activities
o)
A Make General Journal Entries..
" Home " -
Send General Journal Entries & )
Reconcile
® Income Tracker o ils Pay Bills ems &
Al Waorking Trial Balance Senices
) Eill Tracker Set Closing Date... CUSTOMERS
QuickBooks File Manager Calendar
Calendar QuickBoaks Statement Writer
Create Sales
Orders Receipts BANKING
@, search
o T8 = B €
[ My Shortcuts = =
Estimates Invoices Receive Record Reconcile
B view Balances Payments Deposits
M Run Favourite Reports
B Open Windows @ E @
Séitg:"sg' Statements ;Effe’f"i wiite Current Account
¢ Cheques Register
Do More With QuickBooks:
~ EMPLOYEES
-:] Order cheques & supplies B
0 . o
ﬂ Add more users =J % @ a prnt
rind
&8 Accept Credit Cards Payroll Enter Pay Liabilities Payroll Cheques
Centre Time Employees Forms
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Choose the date range in question and select the journal entries you wish to send. Then select Email as
Attachment to send the entries to your client to import. Alternately, click on Save as File and thenchoose
the name and location of the journal entries file to send to the clientlater.

Send General Journal Entries

Select Which Journal Entries to Send How this warks
DATES @Fiscal\"ear - FROM | 01/01/2016 B TS 311212016 B )

R ENTRY MO ACCOUNT MEME D

3_,'1!12:'20'18 G2 Accumulated Depr..  Depreciation for the period -100.00 *

1311202016 GJ3 Shareholder Loan Owner Contribution -25,000.00

4
Select All Deselect All
Journal Entry Details
Adjusting Entry  Yes
Shareholder Loan 25,000.00 Owner Contribution o
Current 25,000.00 Owner Contribution
v

+ Allow recipient to select which GJEs to postto file | Email as Attachment... | Save as File... Cancel

When selecting Email as Attachment, the file is emailed immediately and you do not have control over
what the file is called or where it is stored. For that reason, let's select Save as File to demonstrate what
happens. The resulting file is a *.QBJ file and you can rename it and store it anywhere youlike.

Save General Journal Entries File to...

Savein: | [ Desktop 1 é j‘ F @
T - Libraries Homegrou, Rosalyn Hodgson [ | Computer
% group ! 9 P
o || System Folder Qé System Folder ,& System Folder .k System Folder
Recent places g .
'Jl’_\ Netiverk | BCAMS 2016 Traning i BCAMS 2016 Traning \ BCAMS 2016 Traning
- L o D': e l || Company (QuickBooks2016 ... | Company (QuickBooks2016 ... || Company Accountant Copy...
- [ PysramEroer i File folder I File folder i File folder
Desktop
— | BCAMS 2016 Traning | BCAMS 2016 Traning i BCAMS 2016 Traning i BCAMS 2016 Traning
= l || Company Accountant Copy... l i Company Accountant Copy... , | Company Accountant.QBA.... l i Company Accountants Cop...
=1 ‘ IE  Filefolder I File folder i File folder Bk File folder
W=
Libraries i
| PEANEA o Traning Demo Files Other Requlators_files
I\l Company Accountants Cop... iy t e
[ e 4 File folder File folder
L i File folder
=
Computer
w
Network . — R
File name BCAMS 2016 Traning Company Accountants Copy {QuickBooks 2016 Oct 18,2015 07 08 P! - | Save
Save astype: General Jounal Entries File (".QBJ) v
=
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You then see a message prompting you to send this file to yourclient, as well as what instructions to give
to your client in order to import your entries on their end.

Send General Journal Entni

Send this file to your client. Instruct client to open the file and click "Add GJEs
to import the journal entries.

Ciont show this again

When you send the saved *.QBJ file to your client, instruct them to save the attachment, and thenselect
File > Utilities > Import > General Journal Entries. (If you had chosen to Email as Attachment, your
client would receive an email with instructions how to import the file.)

NOTE: The accounting professional and the client must be using QuickBooks 2016 for this feature to
work.

Sample Roving Auto Parts Pro (Secondary) - QuickB Premier Accountant Edition 2016 - [Home ]

HEHE Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reporis Window Help

New Gompany.. Insights

Mew Company from Existing Company File.

Open or Restore Company. SUPPLIERS COMPANY

Open Previous Company A= - = = -
Open Second Company @ @ %
Create Backup. ‘urchase Receive Enter Bills Manage Chart of Stock

Restore Previous Local Backup » Orders Stock Agtaawgil VAT Accounts Activities
Create Copy... .
= e
Close Company (& % =
" : ltems &
Switch to Mutti-user Mode Enter Bills PayBills Senices
Send Company Flle Expart Y UFFles
Synchronige Contacts Web Connect Files. Calendar
Repair File and Network Problems.. Timer Activities 3ales

Host Multi-User Access: General Journal Entries _ pts BANKING
Print Forms

Printer Setup. Verify Data

Send Forms Rebuild Data @ ] %

Togagle to Another Edition. Restore Backup For Earlier QuickBooks Version Receive Record Reconcile
Exit AltsFg [T e Payments Depasits

T Run Favourite Reports
— & ) —
B Open Windows e

Statement Finance Statements Refunds

Write CurrentAccount
Charges Charges & Credits Cheques Register
Do More With QuickBooks
-~ EMPLOYEES
53 Order cheques & supplies ﬁ E]
- S

Add more users 1&; é )] 'r @ a
a Print Enter Credit
&8 Accept Credit Cards Payroll Enter Pay Liabilities Payroll Cheques Card Charges

Centre Time Employees Forms

NOTE: Most accountants will wish to uncheck the box next to Allow recipient to select which GJEs to
post to file in order to ensure that all the transactions you created are indeed entered at the client’s
end.
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Power Reports

POWER REPORTS

TRIAL BALANCE

Access this report by selecting Reports > Accountant & Taxes > Trial Balance.

Window Help

Beport Centre
Memarised Repors 3

Company Snapshot
Process Multiple Reports
QickBooks Statement Writer

Company & Einancial 3

VAT b

Customers & Receivables 3

Sales 3

Jobs, Time & Mileage 3

Suppliers & Payables 3

Employees & Payrall 3

Banking 3

Accountant & Taxes Adjusted Trial Balance
List ¥ General Ledger

Transaction Detail by Account
Adjusting Journal Entries

QuickRepc Ciri+Q Journal
Transaction History

Transaction Journal

Custom Reports

Audit Trail

Closing Date Exception Report
Customer Credit Card Audit Trail
VoidediDeleted Transactions Summary
Voided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Fixed Asset Listing
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This provides you with a trial balance report for any date range, either a pre-set date range from the
Dates drop-down box or a user-specified range by selecting the From and To dates. This date range can
be as short as one day or as long as the range of all dates for which there are transactions in
QuickBooks.

NOTE: This date range flexibility feature is not generally available in other accounting packages.

=l Trnial Balance - 0O %

Customise Report Memorise Print E-mail ¥ Excel « Hide Header Collapse Refresh

astMonth )Gﬂm 01112016 B To 30M12016 B BortBy Default -
= e =

1:27 Py THiS Month-to-aate

Monty's Repair Shop

3M2M¢  This Financial Quarter Trial Balance
Accrua This Financial Quarter-to-date As of 30 November 2016
This Financial Year 30 Nov 16
This Financial Year-to-date #_ Debit =  Credit o
Yesterd » 87,123.27 4
ey ble 264,059.44
LastWeek iz 54,050.00
Last Week-o-date SR
22512.50
Last Month \ 25,000.00
Last Month-to-date 80,241.53
Last Financial Quarter 59,358.34
H 237,637.65
Last Financial Quarter-to-date 406 492,00
Last Financial Year 37,028.25
Last Financial Year-to-date i B
rges 71.50
Mext Week Ins 1375.00
MNext 4 Weeks ptions 2,341.32
Next Manth iELGeITeﬂﬂ Liability Insurance 3,025.00
oduction 608.52
Mext Financial Quarter " 1,650.00
Mext Financial Year 18,700.00
lenance 4 400.00
- :
Custom 2.970.00
Utilities 3,278.57
Finance Charge Income 956.57
TOTAL 694,955,583 694,955.53
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ADJUSTING JOURNAL ENTRIES REPORT

This report lists all General Journal Entries that were tagged as “adjusting” (by checking the box nextto

Adjusting Entry) during a given period.

Power Reports

Access this report by selecting Reports > Accountant & Taxes > Adjusting Journal Entries. Then, at
the top of the report, select the period or range of dates desired.

Window Help

Report Centre

Memarised Repors 3
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Company & Einancial

VAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
Banking

Accountant & Taxes

Budgets & Forecasts
List

LA T B . . . . . . A

*

Custom Reports

Transaction History
Transaction Journal

Adjusted Trial Balance

Trial Balance

General Ledger

Transaction Detail by Account

Adjusting Journal Entries
Journal

Audit Trail

Closing Date Exception Report
Customer Credit Card Audit Trail
Voided/Deleted Transactions Summary
Voided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Eixed Asset Listing
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Adjusting Journal Ent

Customise Report Memorise Print = E-mail ¥ | Excel - Hide Header = Expand Refresh
Dates - From 011212016 B To 311212016 B SortBy Default -
7:15 PM Monty's Repair Shop
g Adjusting Journal Entries
Accrual Basis December 2016
Date + Num  + Name % Memo % Account % Debit + Credit %
IMM22016 Gl2z Depreciation for the period  Accumulated Depreciation 100.00
] Depreciation for the pericd  Depreciation Expense 100.00 4
100.00 100.00
TOTAL 100.00 100.00
e —
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WORKING TRIAL BALANCE

The Working Trial Balance was covered in the previous section regarding simplifying period-end tasks,
but it bears repeating here as it is indeed a power report.

Especially useful during year-end accounts reconciliations and preparation for tax returns and financial
statement preparation, the Working Trial Balance feature allows the accountant to see the beginning
balance, the net effect of all transactions for the selected period, plus the net effect of all adjustingentries,
and to add work paper references.

Access this feature by selecting Accountant > Working Trial Balance. Then select the desired date
range, either by choosing a pre-set period from the drop-down box or by selecting a custom period with
user-determined From and To dates. Also select Accrual or Cash basis reporting. (Note that QuickBooks
can switch between the two at the click of your mouse.)

The user may double-click or “drill down” (see the magnifying glass with the Z in the middle in the screen
capture below, indicating that a QuickZoom drill-down function is possible) into any number in this report
to find the transactions for this account, and may continue to drill down until a specific transaction is
opened for viewing or editing.

The Adjusting General Journal Entries (see previous section, above) are segregated into their own
column so that there is a separation between normal entries that are made during the year and any
adjustments that are determined by the controller, financial director, auditor, or accounting professionalto
be necessary for such items as accruals and depreciation, or year-end.

For simplicity, there is also the option to show only accounts with transaction activity by selectinga
checkmark in the box in the bottom left corner, Only show accounts with transaction activity.
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The Working Trial Balance feature allows the accountant to enter adjusting general journal entries directly
from this window. Simply select the Make Adjustments button in the bottom right section of thiswindow.

Working Trial Balance

ACCOUNT o TRANSACTIO ORKFAFER REFERENCE
Current -24731.41 115.210.49. y 90,479.08 i
Euro Currency Bank 75,376.00 75,376.00
US Dollar Bank 45000.00 45,000.00
Accounts Receivable -66,808.75 236,584.29 169,775.54
Accounts Receivable - ALD 15,086.60 15,086.60
Accounts Receivable - CAD
Accounts Receivable - ELUR 732522 732522
Accounts Receivable - JPY
Accounts Receivable - USD
Stock
Undeposited Funds 0.00 626.22 626.22
Work In Progress 3,200.00 -3,200.[@@ 0.00
Fixed Assets
L
Totals 0.00 0.00 0.00 0.00
MNet Income 380,320.98
(Clﬂl}' show accounts with transaction activity ) C Print...
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ADJUSTED TRIAL BALANCE

The Adjusted Trial Balance report works in a fashion very similar to the Working Trial Balance function
described in the previous section.

This report displays the unadjusted balances (resulting from regular entries posted in the course of doing
business, prior to taking adjusting general journal entries into account), adjustments (in the form of
adjusting general journal entries), and adjusted balances (after taking the adjusting general journalentries
into account) as of the last day for the specified date range.

Access this report by selecting Reports > Accountant & Taxes > Adjusted Trial Balance.

Window Help

Report Centre
Memorised Reports 3

Company Snapshot
Process Multiple Reports
QuickBooks Statement Writer

Company & Einancial
AT

customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Adjusted Trial Balance

Trial Balance

zeneral Ledger

Transaction Detail by Account
Adjusting Journal Entries
Journal

v v IR Y ¥y ¥ ¥ vy vy wv v

-

Custom Reports

Transaction History

Transaction Journal Audit Trail

Closing Date Exception Report
Customer Credit Card Audit Trail
Voided/Deleted Transactions Summary
Yoided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Eixed Asset Listing
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Adjusted Trial Balance

Power Reports

Customise Report Memorise Print E-mail ¥ Excel - Hide Header | Collapse Refresh
Dates ~ | From 01/01/2016 B To 31122016 & SortBy Default -

713 P Monty's Repair Shop

nze Adjusted Trial Balance

Accrual Basis January through December 2016

Unadjusted Balance Adjustments Adjusted Balance
B Debit <+ Credit Debit + Credit - Debit <  Credit =

Current » 7677324 4 76,773.24 =
Accounts Receivable 27296124 272951.24
Undeposited Funds §26.22 852622
Fixed Assets:Furniture and Fixtures 1,275.60 1,276,580
Fixed Assets:0Office Equipment 3,200.00 3,200.00
Fixed Assets:Accumulated Depreciation 100.00 100.00
Accounts Payable 15,663.27 15,663.27
Visa 12,679.39 12,675.39
Shareholder Loan 25,000.00 25,000.00
Payroll Liabilities 80,241.53 80,241.53
VAT Liability 57,864.592 67,864.92
Retained Earnings 237 63765 23763765
Sales 450,498.00 450 498.00
Services Income 40,405.70 40, 405.70
Parts and Materials §8,181.72 §8,181.72
Bank Service Charges 78.00 78.00
Charitable Donations 1,500.00 1,500.00
Depreciation Expense 100.00 100.00
Dues and Subscriptions 266643 266643
Insurance Expense:General Liability Insurance 3,300.00 3,300.00
Printing and Reproduction 663.84 663.84
Professional Fees 1,800.00 1,800.00
Rent and Rates 20,400.00 20,400.00
Repairs and Maintenance 4 200.00 4 200.00
Staff Training 650.00 650.00
. N | e An 00 An 00 ¥

The Adjusted Trial Balance can be used as the basis for a discussion with you client about the errorsthey
are making. Alternately, it can be quite useful in analysing the books prior to an audit.
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AUDIT TRAIL

The always-on audit trail tracks all transactions, posting and otherwise, that were entered, modified, or
deleted that affect the general ledger. It also tracks who did what and when. For this reason, it is
imperative that each user be assigned their own user ID and password. Otherwise, you will see whatwas
done, but not by whom. (The exceptions are that it does not keep track of time tracking entries,
reconciliation status, VAT filing status, or changes to lists.) QuickBooks does not allow you to turn off the
Audit Trail, as was true with UK QuickBooks versions prior to 2008.

Access the Audit Trail by selecting Reports > Accountant & Taxes > Audit Trail.

The Audit Trail reports on many information fields (some are displayed only if you select Customise
Report and checkmark the desired columns in the Display tab) having to do with each transaction onthe
report, including:

e “Num” or Document Number (user-assigned, such as bill number or invoice number)

e Transaction Number (assigned automatically and sequentially by QuickBooks behind the scenes,
regardless of the user-assigned Document Number)

e Transaction Type

e Transaction Date

o Entered/Last Modified Date
o Entering/Modifying User

e Account
e Class
e  Quantity

e Unit Price
e |tem
e Debit amount

e Credit amount

If a transaction is modified several times, the Audit Trail keeps track of every single version or “State” of
that transaction, while highlighting the latest State (which is what appears in the appropriate non-Audit
Trail reports). The State column identifies whether you are looking at the most recent version of a
transaction (the Latest) or an earlier version of the same transaction (a Prior). Transactions may have
multiple Prior entries listed, but only one Latest. Very importantly, the Audit Trail tracks every entry,
modification, and deletion, precisely when it was done, and who did it.

TIP 1: The Audit Trail is your most powerful weapon against fraud. QuickBooks has listened to the
suggestions of accounting professionals globally and created a report that shows you everything you
need to see when troubleshooting a transaction. We encourage you to review the Audit Trail regularly
and call any problematic transactions to the attention of the business owner and accounting staff. This
puts them on notice that things are being checked regularly andinvestigated.

TIP 2: You must have separate user names and passwords for each user. Otherwise, the audit trail will
show every transaction as being from one user (in the case of a company in which everyone shares a
single log-in!)
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Any information about the transaction that has been changed is highlighted in Bold Italic type in the
report. If there are multiple versions of a transaction, the earliest version will have no highlighting, but
subsequent versions will highlight each value that differs from the previous version's value in that field by
displaying the value in bold italics. If a line item was added to the transaction, that entire line of thereport
will be highlighted.

Each transaction is identified by a bold heading (for example, Bill 3422a). The transaction heading
information always appears in the following order:

1. The type of transaction (deposit, cheque, bill, etc.)
2. The document number (if applicable).

This status (Latest or Prior) is automatically assigned by QuickBooks as transactions are added, deleted,
or modified. To view the most current version of the transaction, double-click any field in the Latest entry
in the report.

s Audit Trail - 0O %

Customise Report Memorise Print  E-mail v Excel v Hide Header Refresh
Date Entered/Last Modified Al ~* From B To ]
T:22PM Monty's Repair Shop
A Audit Trail
Entered/Last Modified
Num < Entered/Last Modified - Last modified by ~ _ State < Date @ Name @ Memo + Account + Split + Debit - Credit @
Transactions entered or modified by Admin il
Bill 3422a
34228 NN2201619:22.03 Admin 01122018 Shelly E King 1,500.00
4 Shely £ “H__ QuickZoom on the "Latest” state of fayable 1,276.60 1
HMBERA] Standar: a transaction to open it Payable 223.40
3422 22/02/2010 06:07:44 Admin Prior 01122016 Shelly E King Accounts Payable -SPLT 1,500.00
Shelly E King Fixed Assets:Furniture...  Accounts Payable 1,276.60
HMRC VAT Standard Purch... VAT Liabifty Accounts Payable 223.40
Bill
22/02/2010 06:08:13 Admin Latest 011122016 Deborah Garrett Accounts Payable -SPLIT- 3,760.00
Deborah Garrett Fixed Assets:Office Eq..  Accounts Payable 3,200.00
HMRC VAT Standard Purch.. VAT Liabiity Accounts Payable 560.00
Bill
22/02/2010 08:11:22 Admin Latest 01122018 Maure Giansiracusa Accounts Payable -SPLMT- 141.00
Mauro Giansiracusa Warketing Grou...  Dues and Subscriptions  Accounts Payable 120.00
HMRC VAT Standard Purch.. VAT Liabiity Accounts Payable 21.00
v
= Audit Trail -0Ox
Customise Report Memorise Print  E-mail v | Excel v Hide Header Refresh
Dale Entered/Last Modified ~ |From B To -]
7:28 FM Monty's Repair Shop
Ane Audit Trail
Entered/Last Modified
Hum _ + Entered/Last Modified » Last modifiedby + _ State ¢ Date ® Hame @ Memo ® Account - Split ® Debit @ Credit *
A
Bill .I
3111212016 19:26:00 Admin Deleted 0.00
22/02/2010 06:08:13 Admin Prior 0122016 Deborah Garrett Accounts Payable -SPLMT- 3,760.00
Deborah Garrett Fixed Assets:Office Eg..  Accounts Payable 3,200.00
HMRC VAT Standard Purch... VAT Liability Accounts Payable 560.00
Bill
22/02/2010 06:11:22 Admin Latest 011122016 Wauro Giansiracusa Accounts Payable -SPLIT- 141.00
Wauro Giansiracusa Marketing Grou...  Dues and Subscriptions ~ Accounts Payable 120.00
HMRC VAT Standard Purch... VAT Liabilty Accounts Payable 21.00
Bill
22/02/2010 06:12:05 Admin Latest 011272016 Heather L Gottas Accounts Payable -SPLMT- 763.75
Heather L Gottas QuickBooks Tra...  Staff Training Accounts Payable 850.00
HMRC VAT Standard Purch... VAT Liability Accounts Payable 1375
Bill
221242012 06:13:53 Admin Latest 2210212014 Chris Kim Accounts Payable -SPLT- 146.88
Chris Kim Telephone Accounts Payable 125.00
HMRC VAT Standard Purch... VAT Liability Accounts Payable 21.88
Bill b
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One very valuable feature of the Audit Trail is that the user can run a report filtered by two date ranges.
The first is the Report Date Range, which is the posting date of each transaction. The second is the
Entered/Last Modified Date Range, which is the date on which the last changes were made to a
transaction. (Unfortunately, one cannot filter by all modification dates but only the modification date that
resulted in the Latest State.)

Modify Report: Audit Trail

Display Filters Header/Footer Fonts & Numbers
ﬁ_EPORTDATERAHGE ‘-_
Dates - | Aldates myourcompammE==|  poging Date

kFrnm B To ]
# DAYS ENTERED / LAST MODIFIED ‘___

N

Dates Al ¥ | Al dates in your compessdle, Date Entered / Last
Modified when sitting in
From B To ] front of the computer
\_ /
——
COLUMNS
| Show Deleted Transactions
Look For
i =
/ Entered/Last Modified ;
/ Last modified by Put a check mark nexttn_ each column
that you want to appear in the report.
< Date
o Revert
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CLOSING DATE EXCEPTION REPORT

Oftentimes, accountants will run a Trial Balance as of the last financial period and find that it differs from
the finalised, printed Trial Balance for that period. This happens because someone in the organisation
decided to enter, edit or delete a transaction that was dated either on the last date of the Trial Balance
period or before that.

TIP: To prevent unwanted changes to prior periods, it is recommended that clients set a closing date
and a closing date password to “lock” down everything that is in the company data file from the
beginning of time up to and including the closing date. This stops anyone wishing to enter, edit, or
delete transactions on or before the closing date. It is a good practice to update (i.e., move forward)
the closing date and closing date password regularly. Only the Admin user or the External Accountant
user can set or change the closing date or the closing date password. The External Accountant useris
described earlier in this course.

Another benefit to establishing and maintaining a closing date and password is that if anyone knowingthe
password uses it to make changes to a closed period, QuickBooks will keep track of who made what
change, and when. This report, called the Closing Date Exception Report, is available only in
QuickBooks Premier, Accountant and is accessed by selecting Reports > Accountant & Taxes >
Closing Date Exception Report.

Window Help

Report Centre

Memgorised Reporis 3
Company Snapshot

Process Multiple Repons

QuickBooks Statement Writer

Company & Einancial 3

VAT 3

Customers & Receivables 3

Sales 3

Jobs, Time & Mileage 3

Suppliers & Payables 3

Employees & Payroll 3

Banking 3

Adjusted Trial Balance

Budgets & Forecasts ¥ Trial Balance
List b General Ledger

Transaction Detail by Account
Adjusting Journal Entries
Journal

Custom Reports

Transaction History

Transaction Journal Audit Irail

| Clising Dste ExcoponRepor |

: Customer Credit Card Audit Trail
Voided/Deleted Transactions Summary
Voided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Fixed Asset Listing
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This report also lists the history of when the closing date was set or changed.

TIP: It is important to note that if no closing date is set, then this report will not run and will be of no
value.

Customise Report Memorise Print = E-mail v | Excel v Hide Header Refresh

7:43 PM Monty's Repair Shop

Ame Closing Date Exception Report
Books are currently open
Num -« Entered/Last Modified < Last modified by ~ _ State < Date < Name “ Memo < Account “ Split @ Debit “ Credit <
4
Closing Date History
Closing date set to 31/12/2016 on 31/12/2016 18:43:00 by Admin
Closing date set to 30/09/2012 on 15/12/2007 03:27:32 by Admin
Closing date set to 30/06/2012 on 15/12/2007 03:25:57 by Admin
Closing date set to 31/03/2012 on 15/12/2007 03:25:24 by Admin
Closing date set to 3112/2011 on 15/12/2007 03:24:54 by Admin
Closing date set to 31/12/2010 on 15/12/2007 03:24:28 by Admin
Closing date set to 31/12/2009 on 15/12/2007 03:23:43 by Admin

Transactions entered or modified by Admin

Bill 3422a
3422a 311202016 19:22:03 Admin Latest 0112120186 Shelly E King Accounts Payable -SPLT- 1,500.00
Shelly E King Fixed Assets:Furniture...  Accounts Payable 1,276.60
HMRC VAT Standard Purch VAT Liability Accounts Payable 22340
General Journal GJ 2
Gi2 3111212016 19:15:35 Admin Latest 311212016 Depreciation fo. Fixed Assets Accumu. Depreciation Exp. 100.00
Depreciation fo...  Depreciation Expense Fixed Assets:Ac.. 100.00
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RECONCILIATION DISCREPANCY REPORT

There is nothing in QuickBooks that stops a client from changing or deleting a transaction that has
already been reconciled in the Banking > Reconcile function (unless the Closing Date has been set and
the client does not know the password — in which case they cannot change or delete a transaction inthe
closed period). There is a warning when someone attempts to change the amount of a reconciled
transaction, which end users often ignore and select Yes without considering the ramifications of what
they are doing:

Transaction Reconciled

A QuickBooks lets you do this, but it's not a good idea.

Here's why: QluickBooks thinks this transaction has been reconciled. If you
change this transaction now, when you reconcile your next statement your
opening balance waont match your bank statement any mare.

Do you want to save your changes?
+ [f you changed this amount by accident, click MNo.
+ [f you meant to change this amount, click Yes.

« [f you're changing this transaction to fix a problem, weve got some
information and solutions that can help you. # Click here for more help.

Similarly, there is a warning when someone attempts to change the (bank or credit card) account ofa
reconciled transaction, which end users sometimes ignore and select Yes without considering the
ramifications of what they are doing:

Account Has Changed

When you are viewing a previously recorded transaction and you change the
A account, QuickBooks will ask you to record the change when you're finished
viewing the transaction.

Click OK to continue with the change to this transaction’s account. Click
Cancel to restore this transaction's original account.

EDU not display this message in the future§
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Similarly, there is a warning when someone attempts to delete a reconciled transaction, which clients
sometimes ignore and select Yes without considering the ramifications:

Delete Transaction

ﬁ Are you sure you want to delete this reconciled transaction?

NOTE: QuickBooks does not offer any warning other than “You have changed the transaction. Areyou
sure you want to record your changes?” for edits to reconciled transactions such as changing the date
or adding a memo. Changing a date on a transaction, especially changing it to a date in the future
(past the statement date for this account), can have undesired effects on reconciliation reports. See
below, in the section on bank reconciliations.)

Because the warnings in QuickBooks are sometimes ignored by clients, and they end up makingchanges
to reconciled transactions, bank and credit card reconciliations can be affected, so that the Beginning
Balance on the next reconciliation differs from the Ending Balance on the lastreconciliation.
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If this happens, the first report you should run is the Reconciliation Discrepancy Report. Access this
report by selecting Reports > Banking > Reconciliation Discrepancy Report. Then select the account

for which you want the report.

‘Eer;;curt-s. Window Help

Report Centre

Memarised Reports
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Company & Einancial
AT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
| Banking
Accountant & Taxes
Budgets & Forecasts
List

Custom Reports

Transaction History
Transaction Journal

LN T T W ¥ ¥ ¥ ¥

b . .

Deposit Detail
Cheque Detail
Missing Cheques

Reconciliation Discrepancy

Previous Reconciliation
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It can also be accessed at the beginning of a bank or credit reconciliation by selecting Locate
Discrepancies in the pop-up Begin Reconciliation window.

Begin Reconciliation

Select an account to reconcile, and then enter the ending balance from your account staterment.

Account New Bank| b ]
Statement Date 30M11/2016 B
Beginning Balance 0.00 What if my beginning balance doesnt match my statement?

Ending Balance

Enter any service charge or interest earned.

Service Charge Date Account Class

0.00 30M11/2016 B b hd
Interest Earned Date Account Class

0.00 30112016 E v v
Gocate Discreganciee-) Undo Last Reconciliation ‘ Continue ‘ Cancel Help

The report will show any changes or deletions to reconciled transactions for the account in question, so
that the user may change the transactions back to the original state and the reconciliation will have the
correct beginning balance.

Previous Reconciliation Discrepancy Report

Customise Report Memarise Print | Email |+ Excel - Hide Header Refresh
Dates - From | To &
8:02 PM Monty's Repair Shop
I Previous Reconciliation Discrepancy Report
Current
Type @ Date < Entered/Last Modified + Num < Name = Reconciled Amount = Type of Change + Effect of Change <
Statement Date: 3111012016
» Cheque 08/07/2016 3112/2016 20:02:16 11238 Childrens Charities -125.00 Amount -1,000.00 4
Total 3110/2016 -1,000.00
-1,000.00

If, however, the edited amount was correct and the previously-conducted reconciliation was erroneous
because the person who did the reconciling “fudged” entries to force the account to reconcile, it is
important to know that it is possible to undo reconciliations (in the same Begin Reconciliation window as
seen above) and redo them.
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VOIDED/DELETED TRANSACTIONS REPORTS

Access these reports by selecting Reports > Accountant & Taxes and choosing one of the two versions
of this report available. There are two versions of these reports:

e Voided/Deleted Transactions Summary:

Voided/Deleted Transactions Summary

Customise Report Memorise Print E-mail ~ || Excel = Hide Header Refresh
Date Entered/L ast Modifisd ~ From 314212016 E To 3112/2016

&1 PM Monty's Repair Shop

e Voided/Deleted Transactions Summary

Entered/Last Modified 31 December 2016
Num = Action < Entered/Last Modified « Date 3 Name E Memo £ Account k3 Split 3 Amount E
Transactions entered or modified by Admin
Bill
» Deleted Transaction 3112/2016 19:26:00 0004
Added Transaction 22/02/2010 06:08:13 0122016 Deborah Garrett Accounts Payable -SPLMT- -3,760.00

e Voided/Deleted Transactions Detail:

Voided/Deleted Transactions Detail

Customise Report Memorise Print | E-mail v | Excel Hide Header Refresh
Date Entered/Last Modified -~ From 311212016 B To 31122016 @
812 PM Monty's Repair Shop
e Voided/Deleted Transactions Detail
Entered/Last Modified 31 December 2016
Num = Action + EnterediLast Modified » Date * Hame + Memo @ Account @ Split “ Debit @ Credit +
Transactions entered or modified by Admin
Bill
» Deleted Transaction 3122016 18:26:00 0.00 4
Added Transaction 22/02/2010 08:08:13 01122018 Deborah Garrett Accounts Payable -SPLIT- 3,760.00
Deborah Garrett Fixed Assets:Office Eq. Accounts Payable 3,200.00
HMRC VAT Standard Purch WAT Liability Accounts Payable 560.00

These reports provide valuable extra information in addition to the Audit Trail report, which cannotbe
programmed to show only deleted or voided transactions.
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TRANSACTION JOURNAL

It is often a challenge to look at a transaction window (such as a cheque) on the screen and know
instantly how the ledgers are affected behind the scenes. There is a simple way to see precisely what has
been affected behind the scenes in QuickBooks by any transaction. Firstly, one must open a transaction
that was already recorded. (This will not work on transactions that have not yet beensaved.)

In QuickBooks Accountant, transactions have a Transaction Journal icon at the top of the entry inthe
Reports tab as seen in the screen capture of this invoice:

Create Invoices
Main Formatting Send Reports oA
— =
=]
Quick Transaction | Transaction
Report History Journal
*  TEMPLATE Intuit Product Invoice -
I = Tax Date Invoice To ShpTe | SHip To 1 -
nVO I Ce 3012018 E Puja Ramani p,_,ja Ramani
e The Meadows The Meadows
70 MNottingham NG2 2EQ Mottingham NG2 ZEQ
PO. N Term R o Date Ship Via FOB
A - 300112016 B -
oT ITEM DESCRIFTIC RATE LAS AN &
40 Matorca... Complete Care 150.00 6,000.00 8 =
v
1,050.00 Edit
CUETOMER MESSAGE 7.050.00
. 0.00
7,050.00
END | Save &MNew | Revert

Selecting this Transaction Journal icon will produce a Transaction Journal, which may be customised to
add or remove columns, change column widths, order of columns and other typical report modifications.

TIP: Control+Y is a keyboard shortcut for this Transaction Journal icon and produces the same
report.

Transaction Journal

Customise Report Memgrise Prinf = Email v Excel v Hide Header Refresh
Dstes ~ From () & sortBy Defaut -
8:45PM Monty's Repair Shop
Suene Transaction Journal
All Transactions
Trans no Type +_ Date ¢ Num = Name e Memo ¢ ltem » _ltem Description + Account +_Class + Sales Price ¢ Debit i Credit +
» 3874  Invoice 3011112016 70 Puja Ramani Accounts Receivable 7,050.00
Puja Ramani Complete Care MotorcarD..  Complete Care Sales 150.00 6,000.00
HUAC VAT Standard Sales  Standard Standard Sales AT Liabity 17.5% 1,050.00
7.050.00 7.050.00
TOTAL 7,050.00 7,050.00
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TRANSACTION HISTORY

There are times when the accountant, when reviewing a client’s financial records, needs to find related
transactions to ensure that everything was entered properly. There is a simple way to find the history on
transactions in QuickBooks.

Access this feature by selecting the Transaction History icon at the top of an entry in the Reports tab
as seen in the screen capture of this invoice. Alternately, select Control+H. Once the Transaction History
window opens, the accountant can open up and edit any of the transactions in the TransactionHistory.
Transactions in the Transaction History would be any linked transactions such as Bills and Pay Bills, or
Invoices and Receive Payments.

ive Payments

=
= &
ransaction Processed Wiew Open

Joumnal  Payment Receipt  Invoices

35.250.00
DATE 30M2014 B

PUT. METHO!

T |Visa - REFERENCE # DEFOSITTO | Gurrent =

Transaction History - Payment

Y Payment Information Cancel
* Customer.Jobs  Froilan Rosqueta 11,750.00 A
Date Received  30/11/2014 Payment Method  Visa Helo i
Cheque No. PaymentAmount  11,750.00 : :
Print 0.00
Mema
. .
Invoices Paid, Statement Charges Paid and Payment Deposit 11,750.00
: Type Date Mumber Amount Pmt Balance Edit Payment OICES
Invoice 19/08/2014 -11,750.00 | |
: L | 11.750.00
11.750.00
ErELIED 0.00
WEMOD Process Credit Card Payment When Saving Save & Close | Save & Hew | Revert
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E-MAIL REPORT AS PDF OR EXCEL SPREADSHEET

Any report in QuickBooks may be e-mailed as an attachment (with Outlook and Outlook Express, Mozilla
Thunderbird, Gmail, Hotmail, Yahoo Mail or custom SMTP email provider), either in Excel or PDF format.
This is very useful for accountants or bookkeepers who wish to send a query to their clients based on
what they’ve seen in QuickBooks, or clients who wish to send draft statements to their accountant.

Access this feature by selecting the E-mail button at the top of the report, and then by selecting either
Send report as Excel or Send report as PDF.

Profit & Loss
Customise Report Memorise Print @ Excel | Hide Header Collapse Refresh
ST LMl This Month-to-date -~ pn Sendreportas Excel 016 B Columns Total only - SortBy Default -
~ Send report as PDF i

8:24 PI Monty's Repair Shop

it Profit & Loss

Accrual Basis December 2016

£ Dec 16 L

Ordinary Income/Expense
Income

Sales » 54,000.00 4
Services Income 3,377.45
Total Income 5737745

Cost of Goods Sold

Parts and Materials 44416
Total COG3S 44416
Gross Profit 56,933.29
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SAVE REPORT AS PDF

Many accounting professionals and business owners would prefer to save reports on their computersor
networks as a PDF, rather than print them out. The advantage of doing this (as opposed to printing or
using the e-mail function above) is that the report may be saved anywhere on the computer or network
that you choose and you may name the report something unique and meaningful, such as
AdjTrialBalNov2014SavedDec122014.PDF. (When e-mailing a report, your system saves the PDF in a
default location and gives the PDF attachment a generic name.) Naturally, saving the report as a PDF
means that it is unlikely that anyone can make unnoticed changes toit.

Access this feature with the desired report open by selecting File > Save as PDF.

IHe Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help

Mew Company... Profit & Loss
MNew Company from Existing Company File...
Open or Restore Company... ! 2
Open Previous Company vy 0112/2016 B To 31/12/2016 B Columns Total only - SortBy Default ¥
Open Second Company B

Create Backup... Monty's Repair Shop

Restore Previous Local Backup 3 Profit & Loss

Create Copy... December 2016

Close Company - Dec 16 ©

E-mail ¥ Excel ¥ Hide Header | Collapse Refresh

>

Ordinary Income/Expense
Switch to Multi-user Mode Income
Utilities r Sales » 54,000.00 4
. Services Income 337745
Accolntants Copy 4 Total Income 5737745
Print Report... Ctrl+P
N il
5 Parts and Materials 44418
EYALEOMNS ' Total COGS 44815
Printer Setup...
Send Forms... Gross Profit 56,933.29
Toggle to Another Edition e
Exit Alt+F4 Bank Service Charges 6.50
Charitable Donations 125.00
Depreciation Expense 100.00
Dues and Subscriptions 32511
Insurance Expense
General Liability | 275.00
Total Insurance Expense 275.00
Printing and Reproduction 55.32
Professional Fees 150.00
Rent and Rates 1,700.00
Repairs and Maintenance 400.00
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EXCEL INTEGRATION

Any report in QuickBooks may be exported to Excel, and this can be very useful for performing extra
formatting and calculations that cannot be done within QuickBooks. But what is really useful is that
starting in 2012, QuickBooks now remembers the link to Excel! We’'ll cover this in more detail in the next
section but this is a very powerful feature that is sure to save you a lot oftime!

Access this feature with the desired report open by selecting the Excel button at the top of the report.
Then choose whether to Create New Worksheet or Update Existing Worksheet.

Adjusted Trial Balance

Customise Report Memorise Print E-mail Hide Header | Collapse Refresh
Dates  Last Month ~  From 01/1/2¢  Create MewWorksheet Default -
- - Update Existing Worksheet -

12:20 PM Monty's International Repair Shop Ri

FHHeidp Adjusted Trial Balance

Accrual Basis November 2016

Unadjusted Balance Adjustments Adjusted Balance
= Debit = Credit <+ Debit + Credit < Debit @ Credit <
Current b 10652911 4 108,529.11 -
Eurc Currency Bank 75,376.00 75,376.00
US Dollar Bank 45 000.00 45 000.00
Accounts Receivable 233 468 85 233,468.85
Accounts Receivable - EUR 207165 207165
Undeposited Funds 54 050.00 54 050.00
Work In Progress 0.00 0.00
Accounts Payable 9210.64 921064
Accounts Payable - AUD 6,429.87 5,429.87
Accounts Payable - CAD 5,999.99 9,5999.99
Accounts Payable - EUR 4 024 41 402441
Accounts Payable - JPY 5,000.00 9,000.00
Accounts Payable - USD 19,993.26 19,993 .26
Visa 22612.50 22812.50
Payroll Liabilities 51,627.23 51,627.23
Shareholder Loan 25,000.00 25,000.00
VAT Liability TIM3Ts T7,013.75
Retained Earnings 216 ,452.51 216,452.51
Sales 510,469.65 510,469.65
Services Income 37,0358.86 37,035.86
Uncategorized Income
Cost of Goods Sold 30,199.88 30,199.85
Parts and Materials 7091756 70,917.56
Professional Fees:Accounting 1,650.00 1,650.00
Professional Fees:Legal T.045.78 7,045.78
Bank Service Charges 71.50 71.50
Charitable Donations 1,375.00 1,375.00
Computer and Internet Expenses 11,043 48 11,843 48
Dues and Subscriptions 234132 234132
| Insurance ExpenseiGeneral Liabilitv Insurance 025.00 023,00 ¥
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Send Report to Excel

/_WWDULD ¥OU LIKE TO DO WITH THIS REPORT?

® {Crefte new worksheet

4 in new workbook

1 in existing workbook

-~ :
Update an existing worksheet “4:."‘ How it works

Feglace an existing worksheet

Cregate a comma separated values (.csv) file

C Advanced... )

Cancel Help

:

As with saving a report to PDF, the advantage of doing this (as opposed to printing or using the e-mail
function previously mentioned) is that the report may be saved anywhere on the computer or network that
you choose and you may name the report something unique and meaningful (e.g.
“AdjTrialBaINov2015SavedDec122015.xIsx”).

e There are several options when selecting the Excel button at the top of areport:

e Create a new worksheet in a new workbook

e Create a new worksheet in an existing workbook

e Update an existing worksheet (one-click refresh — see next section for details)

e Save as a *.csv file (which is useful in case Excel is not installed on the system)

e Advanced options (by selecting the Advanced button) thatinclude:

Auto Outline (allows for collapsing or expanding) — extremely useful
Auto Filtering (allows for custom data filtering) — extremely useful
Report header to show on the screen or just on the printed report
Repeat row labels on each page

O O 0o o
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QuickBooks Options:
Keep the following format options from QuickBooks:

+| Space between columns

¥ Colours ¥ Row height

Excel Options:
Turn on the following Excel features:

| AutoFit (set column width to display all data)
+ Freeze panes (keep headers and labels visible)

| Show Gridlines

Auto Qutline (allows collapsing / expanding)

Auta Filtering (allows custom data filtering)

I+ Include QuickBooks Export Guide worksheet with helpful advice

¥| Create backup worksheet during update

Printing options:
Show report header:
® On printed report only
7 On printed report and screen
+| Repeat row labels on each page

Power Reports
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ONE-CLICK REFRESH/UPDATE OF EXCEL INTEGRATION

As mentioned above in the section on Excel Integration, any QuickBooks report may be exported to
Excel. Many users make a series of specific formatting changes once the Excel export has taken place,
such as changing column and row sizes, renaming report headers and column and row headers, and
inserting rows and formulas. All these desired formatting changes would have to be repeated any timethe
same report in QuickBooks was exported to Excel with refreshed data.

With the one-click refresh feature, however, the tedious task of repeating the formatting changes every
time the same report is exported to Excel is unnecessary. This can save a busy accounting professionala
tremendous amount of time every month!

When a new, refreshed version of a report (that was already exported, formatted and saved in Excel)is
run in QuickBooks, access this feature by selecting the Excel button at the top of the desired report in
QuickBooks, and then choose Update Existing Worksheet.

d Trial Balance

Customise Report Memaorise Print  E-mail Hide Header | Collapse Refresh
Dates  LastMonth = | From 01/11/2¢_  Create New Worksheet Default -
§ Update Busting Worksheet
12:20 PN Monty's International Kepair Snop .
ity Adjusted Trial Balance
Accrual Basis November 2016
Unadjusted Balance Adjustments Adjusted Balance
@ Debit + Credit <+ Debit < Credit < Debit +  Credit @
Current P 106529.11 4 106,529.11 A
Euro Currency Bank 75,376.00 75,376.00
US Dollar Bank 45 000.00 45 000.00
Accounts Receivable 233 468.80 233,466.60
Accounts Receivable - EUR 2,071.65 2,071.85
Undeposited Funds 54 050.00 54,050.00
Work In Progress 0.00 0.00
Accounts Payable 521064 521064
L____Accounts Pavable - AUD 5,420 87 542087
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Alternately, there is another way to update an existing worksheet with refreshed QuickBooks data, but
this time from Excel as opposed to from QuickBooks. In Excel, click the QuickBooks tab and select
Update Report.

H = Book! - Excel T H - O %

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT QuickBooks Rosalyn Hodgson -

~

- fe ~

A B C D E F G H ] K L M M O P Q |-

i ]

2
3
4
5
6
T

g -

Sheet1 (] HIE] v

READY il M -——+ %

NOTE: The first time you update a report from Excel, QuickBooks must be open. This is important
because QuickBooks automatically updates your integrated applications preference. Basically, it tells
QuickBooks that Excel has permission to access your data. After that, you can update reports from
Excel even if QuickBooks is closed.

NOTE: If you select How it works in the Send Report to Excel window, there is a description of
which formatting changes are preserved when updating a QuickBooks report in Excel.
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QuICKBOOKS STATEMENT WRITER

Accounting professionals wishing to produce professionally formatted financial statements and supporting
documents will want to make use of the QuickBooks Statement Writer, available for free and only in
QuickBooks Accountant.

With this tool, you can create professional-looking financial statements in accordance with Generally
Accepted Accounting Principles for those clients who use QuickBooks. It includes a selection of
preformatted Balance Sheets, Income Statements, Statements of Cash Flows, and Statements of
Retained Earnings. It also comes with some preformatted title pages, and accountants’ reports, auditors’
reports, review reports and audit reports. You may also upload your own documents and you can create
professional reporting packets with the pages printed in any order you specify, and properly paginated
and numbered.

Access this feature by selecting Accountant > QuickBooks Statement Writer.

Sample Mon

LIl Company MAT  Customers

Accountant Centre

Chart of Accounts Cirl+A
Fixed Assetltem List

Batch Enter Transactions...

Client Data Review »
Make General Journal Entries. ..

Send General Journal Entries...
Feconcile

Working Trial Balance

Set Closing Date...

Remote Access

CuickBooks File Manager

QuickBooks Statement Writer
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Help Cantre =

Prepare professional financial reports quickly and easily...

F] Preferences & Formats

Sat global prefenances for your reports I

E. Design New

Design a new financial report

Open Report N
Open an existing financial report

o

@. Copy From
Create new financial report from exsting

There are over 35 pre-set templates for financial statements and supporting documents, butaccounting
professionals may also create their own templates.

R =)

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish
g

1 - Design Report Content, Date Range, Name

Create your report [ayout with the  Select report date and basis, add statements and documents, & provide a report name.

Designer.

elected Perind: Ecome Jo.
Basis:
Report Datg:  Last Month v 01f12f2012 ¥ 31/12f2012 = e
I| 2 - Adjust in Excel @ Accrual @ Cash
. * Balance Sheets are based on the To date only. fl

|| From Preview & Finish, select

Create Report” to launch and D
Statement Writer in Excel.

Ti Financial Report Contents

1

|=] Balance Sheets = #ﬂmme Statement : Selected Period with %

1| Selected Year
Selected Year Two Column /
Selected and Prior Year
Selected and Prior Year with Variance
Selected and Prior Year with Variance and %
Selected Year with %
Selected and Prior Year with %
me Statements
Selected Period

Selected Period with % b}
Selected and Prior Period
Selected and Prior Period with %
Selected and Prior Period with Variance and %
Selected Period and Year-to-Date
Selected Period and Year-to-Date with %
Four Quarters of Financial Year -
< I | v

[

.
5

sl
2]
™

l Show: [All statements and documents. v]

Repart Name:
i
Save Location:  C:\Users\Esther'\Documents\Intuit\Statement Writer \Monty's International Repair Shop Change

Need Helo?
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(=5 s

1- Report Content

e}

1 - Design
Create your report layout with the
Designer.

2 - Adjust in Excel

From Preview & Finish, select
"Create Report” to launch
Statement Writer in Excel,

2 - Columns 3 - Rows/Accounts

Report Content, Date Range, Name

Select report date and basis, add statements and documents, & provide a report name.

4 - Headers & Formatting

5 - Review & Finish

Selected Period: From:

01/12{2012
* Balance Shests are based on the To date only.

Report Date: I:as;: I\;'Ior;ﬂ'; v

To:

- 31/12/2012

Basis:

-

@ Accrual () Cash

Stat t and D« Ti

Financial Report Contents

-E| Selected and Prior Period with Selected and Prior Year ar =
Cash Flow Statements
1 selected Period
-E| Selected and Prior Period
-E| Selected Period and Year-to-Date

[=] Budget to Actual Statements
-El Selected Period
-E| Most Recent Four Quarters of Selected Pgelhd
1| Most Recent Twelve Months of Selegie Period
Retained Earning Statements
-E| Selected Period - Detailed
-E| Selected Period - Simpli

[=] Supporting Docu
T Contents
-i-;l Company Information

-El Auditor's Report
4| m r

m

&l B

'alnccme Statement : Selected Period with %%
] Other Dacuments : Cover Page

show: [AII 1ts and documents

Report Name:

Save Location:

Need Help?

C:\Users\Esther \Documents\Intuit\Statement Writer\Monty's International Repair Shop

Change
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After choosing or creating and editing a template, an Excel-like window opens with the data populated for
the chosen template from the QuickBooks company file.

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish

(7] Refresh BMOVE Left [Ell\‘lave Right I_R‘_ Insert Column ~ B Delete Column | 15> Column Header... > Column Dates. .. Maore
Drag/Drop Columns Customize Columns

Insert, move, and delete columns. Customize column header and dates.

Drag to Insert Columns

EE Blank IncomeStatement... |C|wer Letter|
E Account Numbers A B [E /D =
'Dec 31, 2016 k1l
Q?E; QuickBooks Data b 2 % 2
2 | Revenue
HiL. variance =
3 Sales 524886.27  (B3/Current...
GL Variance w/ % i
E}E 5% of the Whole i Sales Discounts 0.00 (B4/Current... T
o
B summary Total 5 | Services ncome 3455679 (BS/Current..
E%; Grand Total
6 Uncategorized Income 0.0 (B&iCurrent =
8 Total Revenue 5UM(B3:B6),... (BBICurrent..

11 | Cost of Goods Sold

11 Cost of Goods Sold 46199.91  (B1M/Curren...

12 Parts and Materials 71361.72 (B12iCurren...

13

14 ot ol SUM{B11:612... (B14/Curren...

Sold

15

16 Gross Profit (B&-B14),2)... (B16/Curren...

17

14 | Dperating Expenses =
Need Help? <<Previous ‘ [ Nextz> ] I Cancel

The accounting professional may insert rows (for subtotals, grouped accounts, and blank rows for
spacing), columns (to show prior year balances, and to calculate variances, ratios and percentages),
combine fields, rename accounts, make formatting changes, determine rounding, and much more.
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This can all be done in a familiar Excel-like interface.

These edits can be changed and applied to refreshed data.

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish
|~ | @ Refresh | |3 Move Up [¥]Move Down | &8 InsertRow ~ :HRDelete Row | @) Combine Accounts F2 Separate Accounts
Drag/Drop Rows & Accounts  Customize Rows and Accounts
Insert, move, and delete rows. Combine and separate accounts. Edit formulas for total rows.
Drag to Insert Rows
% Blank/Custom IncomeStatement... | Cover Letter
E Primary Caption A |B | c o | R
Ei| secondary Caption 23 | Charitable Donations 1500.00  (B23/Curren..
@ Column Heading 24  Computer and internet 1194348  (B24/Curren..
Expenses
= Account
E Total & 25 Depreciation Expense 0.00 (B25/Curren..
E Total 3 26 | Dues and Subscriptions 266643  (B26/Curren..
E Total2 S ]
27 Insurance Expense 4151.06 (B27/Curren
E. Total 1 | L
Drag to Assign Accounts - Monty's 28 Interest Expense 0.00 (B28/Curren..
International Repair Shop
29 Meals and Entertainment 0.00 (B2%Curren..
3010 Capital Stock ke =y =
3020 Dividends Paid 30 i nnon  rRIMCyren.. « Right-clicked on
L 85 Insert Row 4 these rows
3200 Retained Earnings = k31 Office Expt Irren...
: B Delete Row | N
Share Capital Account 32 | Payroll Ex =
4560 Sales b — Combine Selected Accounts }
43830 Sales Discounts = | Hostage 21 ks SEP”?’{/&\CCCU“E ks
4870 Services Income 34 Printing an. Rename Account rren..
4990  Uncategorized Income 35 | Rentand Rates 20400.00  (B3S/Curren..
Sa00;, | Gast af Goads Sokd 36 Repairs and Maintenance 4800.00 (B3&/Curren..
5280 Parts and Materials e
37 Staff Training 650.00 (B3T/Curren
Professional Fi
stk 38 Taxes 0.00 (B3&Curren.. =
Professional Fees:A...
Frofessional Fees:L... =
Missing/New (@) Al Need Help? <<Previous ‘ ’ Nextz3 l I Cancel
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IncomeStatement... | Cover Letter

A |8 lc o] -

Business Licenses and
22 : 0.00 (BZ2/Curren...

Permitz
23 Charitable Donations 1500.00 (B23/Curren...
Pl CompUErand nteres 1194348  (B24/Curren...

Expenses
25 Depreciation Expense 0.00 (B2%/Curren...
26 Dues and Subscriptions. 2666 43 (B26/Curren... B

=T |
27 Insurance Expense 4151.06 (B2¥/Curren...
28 Interest Expenze 0.00 (B2&/Curren... -
29 WMeals and Entertainment 0.00 (B2%/Curren... » : i
— ! Combined two accounts in this row;
b 30 '[ Mizcellaneous hpenhw may rename this row as well
L d il

3 Payroll Expenses 0.00 (B31/Curren...
32 Postage and Delivery 0.00 (B32/Curren...
33 Printing and Reproduction 663.84 (B33¥Curren...
34 I Rent and Rates 20400.00 (B34/Curren...
35 Repairs and Maintenance 4300.00 (B35/Curren...
36 i Staff Training 650.00 (B3&/Curren...
a7 Taxes 0.00 (B37/Curren... i
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The accountant’s information and company information can be inserted, along with footers, page
numbers and other edits well beyond the capabilities of QuickBooks reporting. When initially opening up
the QuickBooks Statement Writer, the Preferences & Formats button should be selected to enter the
accountant’s information.

QuickBooks Statement Writer Preferences ==

General Preferences

& Your Details

[Your Details

Enter your information to appear in documents

Formatting
Firm Name:

[Styles Name: Initials:

Address:
Resources

City: County:

Postcode:

Phone: Fax:
Email:
Website:

Employers PAYE Reference:

oK H Cancel H Aoty

The statements as they appear in the Excel-like interface can be tweaked using “drag/drop” functions as
seen in the screen capture below:

Formulas  Dats  Review £
3 las - ia L \
{1 A S"myg 2 _! | @ - ¥ -} l
By - M-A- EFEE EE bucet Ocle Fomat | o pnd &
. Select =
peoard s suc asi st " s 0o |
om0 1) Eelit Statement Hesder and Footer sy .
L Drixg Drop Fields Edit Statement Header & Footer 1
——————————
I5 [Drag the fiedds to the desired location with the Header and Footer areas. Click In 3 headerffooter area to = Document Actioen e
- vy rag b Bt aaarpp i i customee further, You may aiso type in the text directly. e —
; Comperny Nowme Nate: To format the text, retum to the Designer and select the "Headers & Formatting” tab. & Hu- al
“{‘ el Stnxment Type Stalement Header Class Fiter: Asusssesy = gt
#1 0f Goods
Ftaternanst Erciee D o =
1 - i Monty's International Repair SI Jobs Flter: Ao v
16 TomiCostoff | Statement Staring Date STATEMENT OF INCOME Shaw Zera-Balance
i Slatemens Du i
. Manth Ended Dec 31, 2012 and 2011
¥ Date Prepared
|18 Operatmg txpeni| Column Endng Date
&
& i m '
T | Colun Startrg Date
5 Colen Duration Actions:
5 Opersing ing|l e Statement Footer
AT Ste Accourtants Complation Report gl @ Refresh frem Quicktisek
43 Dther Income Pic & g e :
Edit MeaderFoster
(4]
54 Total Other i)l & Delete 2atement
i sl
5 Other Lxpensen
= | J_’i
55 Tot Other B4 g Jrowproorrse =
® [ (=
& Imcome {Losq) S| (pmtiecie| (b [ ]Calmbwmin ¥
L - . —
f} Income Tax T - EJ‘:‘“ -
[# 4 F ¥ Income Statement . £ He (30}
Neacy ] B s v (il

The QuickBooks Statement Writer can produce balance sheets in UK format.
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OTHER QUICKBOOKS STATEMENT WRITER FEATURES
e Reuse your customised financial statements with the same or multiple differentclients

e Supporting Document Editor allows you to prepare complete sets of financial statements,
including custom title pages, accountant reports and notes

e Quickly refresh statements with QuickBooks data

e Export to Excel or save as a PDF for printing or emailing

AVERAGE DAYS TO PAY REPORTS

These valuable reports, located in the Customers & Receivables section of the Reports menu, allow the
accounting professional to alert their clients to the risks of slow-paying customers. This aids incollections,
improves cash flow, and reduces bad debt.

e Average Days to Pay Summary

Access the summary version of this report by selecting Reports > Customers & Receivables >
Average Days to Pay Summary.

Premier Accountant Edition 20

[ECLLLEN Window Help

Report Centre
Memprised Reporis 3
Company Snapshot

Process Mulliple Reports

QuickBooks Statement Writer

Company & Einancial 3

VAT »

Customers & Receivabl AR Ageing Summary

Sales r AR Ageing Detail

Jobs, Time & Mileage ¥ Customer Balance Summary

Suppliers & Payables ¢ Customer Balance Detail

Purchases ¥ Open Invoices

Stock »  Collections Report

Employees & Payroll v~ Average Days to Pay Summary

Banking ><ﬁwerage Days to Pay )

Accountant & Taxes »  Accounts Receivable Graph

Budgets & Forecasts »  Unbilled Costs by Job

List ¥ Transaction List by Customer

Custom Reports Online Received Payments
Customer Phone List

Transaction History Customer Contact List

Transaction Journal ftem Price List
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11:08 PM
J1M216

Customise Report

Memorise

Print

E-mail ~ Excel -

Roving Auto Parts Pro
Average Days to Pay Summary

All Transactions
= Average Days to Pay «

Adwin Ko » 13.00 4
Andre Prefontaine 16.00
Cathy's Classics 5458
Froilan Rosqueta 103.00
Jen Zaccarella 40417
Milbourn Reborn 3267
Puja Ramani 516.67
Robert G. 5age 207.33
TOTAL

183,12

Hide Header

Refresh

e Average Days to Pay

Access the detailed version of this report by selecting Reports > Customers & Receivables >
Average Days to Pay. This detailed version shows invoices, the invoice dates, due dates,and
paid date, along with other information.

Customise Report Memarise Print = E-mail || Excel « Hide Header Refresh
soney -
HOBEN Roving Auto Parts Pro
el Average Days to Pay
All Transactions
4 Type + DueDate + MNum « Memo ks Account + Class %+ Amount o Date + Paid Date + Avg Days to Pay +
Adwin Ko
4 Invoice 30122016 25 1100 - Accounts Rece... 373.65 30112016 13122016 13.00 4
Total Adwin Ko 373.65 13.00
Andre Prefontaine
Invoice 3N112016 24 1100 - Accounts Recs... 12455 301172018 16122018 16.00
Total Andre Prefontaine 12455 16.00
Cathy's Classics
Invoice 24032013 i 1100 - Accounts Rece. 1,750.00 22022013 30/09/2013 220,00
Invoice 21062013 28 1100 - Accounts Rece... 11,750.00  22/05/2013 3010872013 131.00
Invoice 21092013 29 1100 - Accounts Rece... 11,750.00  22/08/2013 300972013 35.00
Invoice FINZ203 30 1100 - Accounts Rece. 175000 22112013 30/08/2013 -53.00
Invoice 241032014 31 1100 - Accounts Rece... 1,750.00 Z2/02/2014 3110z04 251.00
Invoice 21i0602014 32 1100 - Accounts Rece... 11,750.00  22/05/72014 oz 162.00
Invoice 2102014 33 1100 - Accounts Rece. 11,750.00 22/08/2014 31M0z04 70.00
Invoice 2122014 34 1100 - Accounts Rece... 1,750.00 2201172014 31102014 -22.00
Invoice 24022016 1 1100 - Accounts Rece... 1,750.00 257012016 07022016 13.00
Invoice 28/032016 2 1100 - Accounts Rece. 11,750.00 25/02/2016 31/03/2016 35.00
Invoice 2410412016 3 1100 - Accounts Rece... 11,750.00 25/0322016 3110372016 6.00
Invoice 250052016 4 1100 - Accounts Rece... 35,250.00 25042016 IN0TZNE 57.00
Invoice Z4/06/2016 5 1100 - Accounts Rece... 28,200.00 254052016 311072016 67.00
Invoice 250072016 6 1100 - Accounts Rece... 21,150.00 254062016 3110772016 36.00
Invoice 24i082016 7 1100 - Accounts Rece... 30,550.00 25072016 JTZME 6.00
Invoice 24092016 8 1100 - Accounts Rece... 11,750.00 25/08/2016 31/07/i2016 -25.00
Invoice 2511002016 9 1100 - Accounts Rece... 4485000 25/09/2018 307206 -56.00
Invoice 241112016 10 1100 - Accounts Rece... 37,600.00 25/10/2016 3012016 36.00
Invoice 2512206 1 1100 - Accounts Rece... 54,050.00 25/11/2016 191272016 24.00
Total Cathy's Classics 352,450.00 5458
Froilan Rosqueta
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SEARCH

Sometimes the Find feature in QuickBooks does not help the accountant find what they're looking for,
especially if they aren’t that familiar with names or other specifics of this company datafile.

The Google-like Search feature allows the accountant or any other user to find list names ortransactions
quickly. The parameters of the search for transactions can be narrowed by a date range or an amount
(either equal to, greater than, or less than).

Access this feature by selecting Edit > Search or by hitting F3.

Lists Favourites Company

Usze Register
Llse Calculator

Eind...
Search...
Preferences...
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An example of using this feature would be searching for the word “main”:

main

Show Results From:

All Results

» Transactions
Customers
Suppliers
Accounts

b ltems
Employees

¥ Others

Amount

Exactly

nter amount

1]

Date Range
From

| Select a date -]

To

‘ Select a date -]

Last Update:
24/01/2013 1:10 PM
Update search information

Search - O %

Enter the word or phrase you want to search for.

Tip! Before searching, Update search information
for up-to-the-minute results.

Power Reports
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The results that show up may be opened up. In this example, the cheques to Tom’s cleaning were posted
to Repairs and Maintenance. Therefore the search terms cast a wide net and result in many “hits,” some
of which may be less than useful or even meaningless. But for the accountant who is not familiar with the
names that were used in the company data file, this could aid in finding transactions and list entries
quickly.

main
Show Results From: Cheque I
291 To Tom's Cleaning For € 470.00
All Results (84) Date: 25/12/2016
» Transactions (31) Address:
Customers (2) Tom's Cleaning Unit 53 Estate Ruddington Lane Wilford Mo...
Suppliers ]
Accounts (3)
Items (28)
Employees
. DthF:e::‘sy{E} 290 To Tom's Cleaning For € 470.00
Date: 25/11/2016 _
Address:
Tom's Cleaning Unit 53 Estate Ruddington Lane Wilford Mo...
Amount
Exactly A
enter amount Ga 289 To Tom's Cleaning For € 470.00
Date: 25/10/2016
Date Range Address:
From Tom's Cleaning Unit 53 Estate Ruddington Lane Wilford No...
| Select a date =5 |
To
| Salact 3 date [ | 288 To Tom's Cleaning For € 470.00
Date: 25/09/2016
Address:
Last Update: Tom's Cleaning Unit 53 Estate Ruddington Lane Wilford No...
24/01/2013 1:10 PM
Update search information
287 To Tom's Cleaning For € 470.00
Date: 25/08/2016
Address:
Tom's Cleaning Unit 53 Estate Ruddington Lane Wilford Mo...
286 To Tom's Cleaning For € 470.00
Do A0 .
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Conclusion

CONCLUSION

As you can see, QuickBooks Accountant is packed with features and benefits that make the accounting
professional’s life easier both in terms of working with client accounting files and in terms of managing
their client base. This frees up many billable hours for other tasks. The value of the many tools in
QuickBooks Accountant cannot be quantified; it is worth many times the price.

Harnessing the power of QuickBooks Accountant by familiarising yourself with these wonderfulfeatures
and tools will supercharge your practice.
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