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Standard Legal Notices

Copyright

Presentation and workbook copyright© 2024 by Multi Business Solutions. All
rights reserved. Printed in the United States of America. No part of this book
may be used or reproduced in any form or by any means without prior written
permission of Multi Business Solutions. Material remains the property of

Multi Business Solutions.

Disclaimer

This training material is presented without warranty of any kind, either
express or implied respecting the contents of this book, including but not
limited to implied warranties for the book’s quality, performance,

merchantability, or fitness for any particular purpose.

Trademark Acknowledgments

All product names and services mentioned in this workbook are trademarks or
registered trademarks of their respective companies. Multi Business

Solutions is not affiliated with any of these companies.
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About Your Trainer

Certified QuickBooks ProAdvisor Natalie Remund

Natalie is a certified QuickBooks expert who can guide you through the
maze of efficiently running a business. Natalie has been providing
QuickBooks training to a variety of businesses for over 6 years. Natalie
earned her Bachelor’s degree from South Dakota State University in
Brookings, SD.

The Multi Business Solutions team will help you master QuickBooks and
ensure your financial information is accurate and timely; better yet they will
arm you with critical knowledge of how to use the data to improve company
performance.

Multi Business Solutions
218-770-2691
office@multi-business-solutions.com
www.multi-business-solutions.com
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QuickBooks® Desktop Foundations

Important Information About the Structure of this Training.

Today’s course is intended as the foundation for using QuickBooks® as a bookkeeping,
business management and cash flow building tool. The material provides a critical basis for

establishing bookkeeping best practices and ensuring accurate financial information.

Please ask questions throughout the presentation.

Your Instructor is also available for one-on-one consultations.

In addition to what you will learn today these manuals are for use as a

post-class reference guide.

We are happy you are here today and look forward

to helping you master QuickBooks!
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QuickBooks® Desktop Foundations

The most important reason to advance our knowledge of QuickBooks® Desktop and
basic bookkeeping principles, whether you are a business owner or employee, is to
improve business performance.

While we identify specific learning objectives at the beginning of each section,
3 Overall Objectives include:

1. Introduction to basic features in QuickBooks and how they apply to best practice

bookkeeping principles.

2. How to effectively and efficiently use QuickBooks to manage daily bookkeeping tasks

and develop an understanding of how the data is entered, processed and reviewed.

3. How to customize QuickBooks to meet the specific needs of a business.

Why we teach Cash Flow with QuickBooks®:

Business owners typically identify Cash Flow as their number one area of concern.
QuickBooks Accounting Software, when utilized correctly, allows users to run Cash Flow
projections and develop a Cash Flow management strategy to prevent shortfalls. This
training will help participants develop a strong knowledge base of how to use QuickBooks

reports to manage a business and build cash flow.

The foundation of business success is in the daily use of accurate, real-time financial data.

What we measure, we manage; what we manage, we improve.
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QuickBooks® Desktop Foundations

It is important to focus on the areas of our business that contribute most to profitability.

QuickBooks helps us easily identify areas of focus if we know where to look.
The 80/20 rule, or the ‘Pareto Principle’, is a powerful concept that consistently rings true.

In most cases, 20% of our customers generate 80% of our net profit. At the same time,

20% of the goods or services we sell contribute 80% of our revenue, etc. You get the idea.

The most important value good bookkeeping brings to a business is an understanding of
where to focus.

By generating daily reports that uncover the best customers, jobs, services, or products,

you will soon see how you can refocus your internal efforts on doing highly valuable work.

Accurate real-time data with one click reports, is an enormous benefit of using
QuickBooks® the ‘right-way’.
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Table of Contents

Section 1 — Getting Started
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Historical Transactions
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Table of Contents

Section 4 — Accounts Receivable (A/R)
Objectives
Sales and Customer Preferences
Customer Center
Add, Edit, Delete, Make Inactive and Merge
Sales Receipts
Invoices
Receive Payments
Bank Deposits

Section 5 — Accounts Payable (A/P)
Objectives
Vendor Preferences
Vendor Center
Add, Edit, Delete, Make Inactive and Merge
Write Checks
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SECTION 1
GETTING STARTED

Objectives

Create New Company
Menu Bars

Home Page

Insights

Practice Test
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Section 1 Objectives

Upon completion of Section 1 each participant will become familiar with the following

objectives:

* Options for creating a new company file.

* How to setup a new company file.

* How to move around QuickBooks® using menu, icon, and navigation bars.
* How to view and utilize the Home Page.

* How to view and utilize the Insights Page.
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Create New Company

Once the installation of QuickBooks® is complete, a start process will begin. There are

several options that include:

Detailed Start where you will be prompted through the setup process.

Create a company based on an existing one.

Convert from Quicken or other accounting Software.

Express Start where information entered auto populates default settings and accounts.

Although it is simple to turn preferences on and off, it is important to correctly set up your

company default preferences and data.

Click Express Start.

Let’s set up your business!

Answer some basic guestions and we’ll do the rest.
You can always make changes later

Control the setup and fine-tune the Create a new company file based Convert data from Quicken or other
company file. on an existing one. accounting software.
Detailed Start Create Other Options ¥
12 QuickBooks Desktop Foundations
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Create New Company

The next step is to enter your company information: Business Name, Industry, Type, EIN,
Address and Phone Number. Use the Help Me Choose option to determine the Industry
and Business Type. Choosing a specific Industry will auto populate a chart of accounts. If

you choose Industry type Other/None, you will be able to customize or import an existing

chart of accounts.

Note: The Business Type is based on how you have set up your entity and how you file tax

returns with the Internal Revenue Service.

Click Preview Your Settings.

Glad you're here.

Help us customize your settings to offer you the right tools for seamless business experience.

Business Name * |Express Landscaping

Industry * || awn Care or Landscaping Help me choose

Business Type * |S Corporation + | Help me choose ’

Employer Identification Number 4478723001 © Phone [g41.831-5555
(EIN)

Business Address 4451 Main Street

City  Anytown ZIP 33951

State TN ~ Country US. = l

sgiion Back Preview Your Settings Create Company

Intuit’s Privacy Statement
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Create New Company

Previewing Your Company Settings window gives you the opportunity to select or remove
accounts from your Chart of Account List before it auto populates.
Click the Features Selected tab to turn default company settings on or off.

Click the Company File Location tab to change the location of where your company data

file is stored.

Note: You can always turn on and off features in Preferences within your company data file.

Click OK, to return to the Company Information window, then click Create Company.

Preview Your Company Settings

Click the tabs to review what we selected for you.
et Chart of Accounts Commparry File Locabion

Wi recommend these accounts for your company. You can add or remove accounts in the checkmark column.

| Acoourt Name | Type -
[+ Accounting Senvices Income s s
"] Bookdeeping Sendoes Income Irecoemes
¥ Conmdting Income Income
[ Payrol Services Income Tncoeme ’ LfE{WU nﬁedhta, you can add,
d ete, of change accounts
G Te wev ik later in QuickBooks,
[ Contracted Services Cost of Goods Sold
! Pl Cot of Goods Sold Wy your chart of acoounts is mportant?
Outsourced Senvdce Providers Cost of Goods Sold
o Advertising and Promotion Expere
o  Automobds Experse Eagerias -
Restore Recommendations
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Create New Company

QuickBooks will assist you in adding the following information:

Customers, Vendors, Employees, Products, Services and Bank Accounts

You can choose to enter this information later.

Click Start Working.

Get all the details into QuickBooks Desktop

Add the people you do business with

Why do this? Import or enter your contacts so you can bill your customers, pay
your vendors, and track your employees. & ses how it warks

iE

>
3

Add the products and services you sell

Why do this? So your customers know what they're getting billed for when you
send INVoICes or receipts. EhSes how it works

Add your bank accounts

Why do this? Se you can track deposits, payments and how much money you
have. Don't worry we won't connect to your bank. & Sze how it works

Start Working

No data to enter right now? No problem. You can always add it later.
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Menu Bars

There are many ways to move around QuickBooks®. Take time to explore the various

avenues for accessing data, reports, centers and more...

The MENU Bar is the main bar that leads to every area in QuickBooks®.

mﬁm View Lisls Fawvorites Accountanl Company Customers Vendors Employees Banking Reports Window Help

If you prefer Icons use the ICON Bar to access your favorite areas of QuickBooks®.
Right Click anywhere on the ICON Bar.

Click Customize ICON Bar.
Customize lcon Bar..

2 ) " B 1] B & 2 & ini

Home Wy Company | Income Tracker Bill Tracker Calendar | Snapshotz Customers Vendors Employees

|¥|+ ﬁ ]

User Licenzes Docs Repors

Bank Feeds

Here you can Add, Edit or Delete Icons. Change the order and add separators to create fast

and efficient shortcuts.

Customize lcon Bar

ICON BAR CONTENT

+ My Company 4 Add...

.
Edit...

+ Bill Tracker

+ Calendar Delete

@ (space)

Snapshots
¢ P Add Separator

¢ Customers

v

= To rearder the icons, drag an icon’s diamond up or
down to the position you want.
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Menu Bars

The Left Icon or Shortcuts Bar can be used in place of the ICON Bar. Notice the list of icons

under My Shortcuts is the same as the customized ICON Bar.

You can view balances, run your favorite reports and manage open windows.

Right click in the My Shortcuts section to Customize the list.

Click View from the Menu Bar to customize and select top or left ICON Bar and window

views.

The Open Windows List allows you to toggle between open window screens.

TN Lists Favorites  Accountant Company

w Open Window List

1 Switch to Multi-monitor Mode Crl+Alt+M
™ Home

My Shortcuts

w Top lcon Bar
Wy Company Left lcon Bar

Hide Icon Bar

& |ncome Tracker

v Search Box
Customize lcon Bar..
Add "Home "to lcon Bar...

) Bill Tracker

Calendar

- . w Favorites Menu
Snapshots
v One Window

Customize . .
LABIDMIZE Multiple Windows

® My Shoricuts
B View Balances

M Run Favorite Reports

B open Windows
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Home Page

Welcome to the Home Page. Here you can access centers and transaction screens. Notice

the arrows that lead you through the proper sequences for entering transactions. As

preferences are turned on/off the associated icons appear/disappear.

Click the tab for the center you wish to access. Vendors, Customers, Employees, Company

and Banking.

Click the specific icon to access the transaction windows, such as Write Check, Record

Deposits, Chart of Accounts etc.

Note: Itis very important to follow the proper sequence of steps when entering

transactions in QuickBooks® which will avoid costly cleanup. For example, Create Invoice,

Receive Payments, and Record Deposits (follow the arrows). The Home Page indicates the

number of deposits waiting in undeposited funds.

¥
—|
Purchase
Orders

Cx

Sales
Orders

@

Estimates

Payroll
Center

®

Enter Bills

Create
Invoices

Enter
Time

VENDORS
Receive Enter Bills Manage
Inventary Against Sales

Inventory Tax
Pay Bills
CUSTOMERS
Create Sales
Accept Receipts
Credit Cards

Statement
Charges

B

Finance
Charges

EMPLOYEES

Pay
Employees

o

Receive
Payments

& B

Staterments Refunds
& Credits

4 2 &

Pay Process  HR Essentials
Lianilities Payroll and Insurance
Forms

Chart of
Accounts

Items &
Senvices

Record
Deposits

Write
Checks

Print
Checks

COMPANY

Inventory
Activiies

Calendar
BANKING

Reconcile

Check
Register

Enter Credit
Card Charges

ACCOUNT BALANCES

10000 - Wells Far..  54,830.53
10100 - Wells Far... 5,000.00
10200 - Wells Far.. 406,378.83
11000 - Accounts ... 52,252.59
20000 - Accounts ... 39,571.28

DO MORE WITH QUICKBOOKS

o Save 20% on Assisted Payrol
\_j Accept Credit Cards

O Order Checks & Supplies

0 Clients Qutgrowing QB Pro?

BACKUP STATUS

Local: Movember 04, 2020,
5:20FM
Back up now
Online: Back up online with
Intuit Data Protect

~

Y

v

~
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Insights
Welcome to the QuickBooks® Insights dashboard.
You can monitor the activity and status of your company.
Access and drill down to detailed information with a simple click.
= Home x
Home Page
Express Landscaping |
Tuesday, December 22 2020 E - "’ a
Profit & Loss | LastFiscal vear - Accrual Basis Bl
136,781.73 -
NET INCOME
900,013.49
INCOME
763,231.76 Feb ar Apr 5 Ju
EXPENSES = FY 19
Income +Create Ivoice - EXpENSES + Create Bl
Last Month = Accrual Basis
|Tf’15,f'9:72,_
UNPAID PAID e
I:]l‘59393
1] e
52,252.59 22,722.60 107,006.15 ;‘uﬁ;;.zg :
OPEN INVOIC OVERDUE PAID LAST 30 DAYS I OTHER ACCOUNTS
@ Tumn on Payroll @ Accept Credit Cards e Order Checks & Supplies Clients Qutgrowing QB Pro?
=
What do you want to see? L. . .
Y Note: The additional icons provide
 Profit & Loss the following functions:
»* Prev Year Income Comparison
W Top Customers by Sales Settings Gear - select the report
» Income and Expense Trend graphs you want to see.
& Business Growth
& Net Profit Margin Print or Save the graph as a PDF.
»  Prev Year Expense COmMpanson

Please select at least one. Refresh the screen.
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SECTION 2
SET UP YOUR NEW

QUICKBOOKS® COMPANY

Objectives

Company Preferences
Manage Users

Chart of Accounts
Manage Sales Tax
ltems

Beginning Balances
Historical Transactions
Practice Test
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Section 2 Objectives

Upon completion of section 2 each participant will become familiar with the following

objectives:

* How to turn on/off preferences or settings for both user and company.
* How preferences are used as default settings and how they effect the company

datafile.

* How to setup and manage users.
* How to set up and utilize the Chart of Accounts and how it connects to all

transactions.

¢ How to use the Sales Tax center and where to turn on the feature.

* How to setup and maintain items.
* The best practice approach to entering beginning balances, outstanding invoices,

and unpaid bills when setting up a new company file.

21 QuickBooks Desktop Foundations
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Company Set-up is Vital

An accurate QuickBooks configuration is essential to effectively using the accounting
system. The initial set up will affect all future reportsin QuickBooks. We recommend you

practice a company set-up from scratch.

QuickBooks is a very forgiving program. Most mistakes can be fixed as you can go back and

make historical changes, however a correct setup will prevent the need in most cases.

Here are some questions for you to consider:

Do you need all historical transactions entered or can you just use correct
opening balances for all accounts to date and enter new transactions going

forward?

If you currently use the software, do you trust the accuracy of information in

your QuickBooks® file?

22 QuickBooks Desktop Foundations
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Accounting Preferences

Preferences are default settings for your Company data file. We use preferences to turn
on/off features in QuickBooks®. Although it is simple to turn settings on and off, it is
important to set up your company preferences and data correctly. Seek help from your

Accountant to avoid costly cleanup.

Accounting: Company Preferences
Click Edit from the Menu Bar.
Click Preferences.

Click Accounting from the preference list.
Company Preferences are default settings applied to all users and managed by the Admin
user. tabs are managed by the Admin User. All other users with an assigned login can

access My Preferences to customize their own user preferences.

Prefere
E2  Accounting A My Preferences Company Preferences
B sis ACCOUNTS
@ Calendar ¥ Require accounts

a Checking Show lowest subaccount only
gﬁ Desktop View

Finance Charge

__',__| General

zﬁ Integrated Applications
‘ﬁ-'_j ltems & Inventory

Eb Jobs & Estimates.

CLASS
< Use clags tracking for transactions

Promptto assign classes

v Automatically assign general journal entry number
% Muttiple Currencies ~/ Warn when posting a transaction to Retained Earnings
% Payments DATE WARNING S

Ef} Payroll & Employees

i‘_\,-' Reminders

~ Warn iftransactions are 90  day(s)in the past

;II b e ¥ Warn iftransactions are 30 day(s) in the future
il

m Sales & Customers CLOSING DATE
@;@ Sales Tax Date through which books are closed: (not set)
p Search
Set Date/Password
E Send Forms
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Accounting Preferences

Select Use Account Numbers when you want your chart of accounts and financials to

display account numbers as well as account names.

The Show Lowest Subaccount Only option shortens the appearance of a subaccount name
in reports by showing only the subaccount name instead of both the parent account name

and the subaccount name.

Require accounts forces users to always allocate Money in and Money out. Unallocated
amounts will end up in Uncategorized Income and Uncategorized Expense. Therefore, we

recommend that Require accounts be checked.

Preferences
B2 Accounting A My Preferences Company Preferences
B sis ACCOUNTS
m Calendar +| Require accounts

a Checking Show lowest subaccount only
gﬁ Desktop View

Finance Charge

ij General

zﬁ Integrated Applications
& ltems & Inventory

. Jobs & Estimates

CLASS
< Use clags tracking for transactions

Promptto assign classes

v Automatically assign general journal entry number
% Muttiple Currencies ~/ Warn when posting a transaction to Retained Earnings
% Payments DATE WARNING S

Ef} Payroll & Employees

'V_G Reminders

~ Warn iftransactions are 90  day(s)in the past

;II b e ¥ Warn iftransactions are 30 day(s) in the future
il

m Sales & Customers CLOSING DATE
@@ Sales Tax Date through which books are closed: (not set)
p Search
Set Date/Password
E Send Forms
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Accounting Preferences

Classes are used to assign transactions to different divisions or track information by a

specific class category.

For example: ABC company has several departments and would like to view a Profit & Loss

report for each individual department.

Click the appropriate box to turn on Use Class Tracking. Then click Prompt to Assign
Classes, which will create an alert when the class field is missed during the data entry

process.

Automatically Assign General Journal Entry Number tells QuickBooks® to auto populate a

reference number for all general journal entries.

Transaction Warnings are selected to prevent data entry errors. Turn off days in the past
when entering historical data, then turn it back on when your data is current.

Closing Date and Password are used to prevent users from changing historical data and is
highly recommended.

Preferences
B  Accounting A My Preferences Company Preferences
B wis ACCOUNTS
E Calendar v Require accounts

E2 checking Show lowest subaccount only
gﬁ Desktop View
Finance Charge

_‘:I General

:ﬁ Integrated Applications
r_';-‘_j ltems & Inventory

Eﬁ Jobs & Estimates

CLASS
+| Use clags tracking for transactions

Prompt to assign classes

+| Automatically assign general journal entry number
'Ei Muttiple Currencies ¥ Warn when posting a fransaction to Retained Earninas
% Payments DATE WARNING S

Bl Payrol & Employees ~ Warn iffransactions are 90 day(s)in the past

Reminders.

||| Reports & Graphs < Warn iftransactions are 30 day(s)in the future
[l

m Sales & Customers CLOSING DATE

(‘@ Sales Tax Date through which books are closed: (nat set)
Search

ﬁ Set Date/Password

E Send Forms
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Checking Preferences

Checking: Company Preferences
Change Check Date is turned on when you setup checks to printand printthemon a

different day.

Turning on Warn about duplicate check numbers is always a good idea.

Autofill payee account number in check memo is useful when printing checks.
Default Accounts are helpful when you have several bank accounts and want to reduce the

error of selecting the wrong account when processing transactions.

Bank Feeds — Advanced and Express Mode allow us to create rules to assist in posting
transactions that have been imported from bank and credit card accounts, then posted to

bank and credit card registers through a transaction list window.

Preferences
E? Accounting A My Preferences Company Preferences
By sis
m Calendar Print account names on voucher

= Checking

373 Desktop View
Finance Charge ~| Start with payee field on check

+ Change check date when non-cleared checkis printed

':L':l General v Warn about duplicate check numbers
:ﬁ Integrated Applications

57 Autofill payee account number in check memo
:jl_| tems & Inventory

L’T‘k Jobe & Eotragtos SELECT DEFAULT ACCOUNTS TO USE

Ey wuttiple Currencies + Openthe Create Paychecks formwith | 10000 - Wells Fargo .. = account

% Payments

a P e + Openthe Pay Payroll Liabilities formwith | 40000 - Wells Fargo .. = account
ayro mployees

@ Reminders BANK FEEDS

il Reports & Graphs View and enter downloaded transactions using: What's the difference?
W Sales & Customers ® Advanced Mode (7 Express Mode 7 Classic Mode (Register Mode)
o8 sales Tax New in QuickBooks Desktop 2021

ﬁ Search
a Send Forms

% Service Connection
e : Turn on Bank feeds log files
Pl Speling
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Checking Preferences

Checking: My Preferences

Default Accounts — Each user can select default account for Write Checks, Pay Bills, Pay
Sales Tax and Make Deposit transactions.

Creating efficiencies and reducing errors while entering transactions is another way to

improve cash flow as you will spend less time on data entry and fixing mistakes.

Preferen

E{:‘Dd- Accounting A My Preferences Company Preferences

B sus
g Calendar
= Checking

®%%  Desktop View SELECT DEFAULT ACCOUNTS TO USE

Finance Charge ; ; TS ——

+| Open the Write Checks farmwith ' 410000 - Wells Fargo .. = account
Ui General

:ﬁ pibaled Npkcaing +| Open the Pay Bills farmwith 10000 - Wells Fargo .. = account
&, tems & Inventory +| Open the Pay Sales Tax form with |hDDUU-WeIIs Fargo C - |account
@- i e +| Open the Make Deposits farmwith ' 410000 - Wells Fargo ... = account

% Multiple Currencies
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Desktop View

Desktop View: Company Preferences

Home Page Features - turning on features in the Desktop View will trigger icons and

features on the Home Page.

Turn on Sales Receipts if you need to record sales after the fact.

Statements are useful for managing your Accounts Receivable and reminding customers of

balances past due.

Clicking Related Preferences will take you to the preference window also available in the

preference list.

' Accounting
B sis

m Calendar
@' Checking

&k Desktop View
Finance Charge
:—i:l General
:ﬁ Integrated Applications
& ltems & Inventory
E_l'/ Jobs & Estimates
% Multiple Currencies
% Payments
Ef Payroll & Employees
":'é:: Reminders
.lil Reports & Graphs
m Sales & Customers

GE@ Sales Tax

My Preferences

Company Preferences

Select the features that you want to show on the Home page.

CUSTOMERS VENDORS

| Statements and Statement Charges

* How do | remove this feature icon from the Home page?
RELATED PREFEREHCES
To show or hide feature icons on the Home page, you needto

turn the features on or off. Click a feature name below to view
its preferences.

Estimates (on) Inventary (on)
Sales Tax {on) Payrall (on)
Sales Orders  (on) Time Tracking (on)

Tao return to these preferences, click the Desktop View icon on the left.
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Desktop View

Desktop View: My Preferences

Multiple Windows allow you to view several windows on your monitor. One Window
works well with the Open Window List in the View Menu.

The Home Page is a great way to get around in QuickBooks®. All daily tasks are easily
accessed through the icons in each center.

Colored Icons changes the colors of the icon bar to a light background.

Color Scheme allows you to change the company file display colors for window headers.
This is useful when working with several company files.

E?J Accounting

B sis

m Calendar

@ Checking

"i Desktop View
Finance Charge
_':I General

ﬁ Integrated Applications
&I tems & Inventary
Dﬁ Jobs & Estimates
% Multiple Currencies
% Payments

EgL Payroll & Employees
:'é:: Reminders

Jll  Reports & Graphs
m Sales & Customers

%@ Sales Tax

My Preferences Company Preferences

VIEW
® One Window D

DE SKTOP

~ Multiple Windows [t|

® Save when closing company 1 Don't save the desktop

" Save current desktop

+| Show Home page when opening a company file

+| Switch to colored icons/light backaround an the Top lcon Bar

WINDOWS SETTINGS
Display... Sounds...

COMPANY FILE COLOR SCHEME

Default -

Note: Default settings can be changed any time. You can change some of the Desktop View
settings on the fly, from the Menu Bar -> View.
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General Preferences

General: Company Preferences

Time Format allows you to change default settings from Decimal to Minutes when
entering time transactions.

Save Transactions before Printing is a good way to make sure you do not lose information
when printing directly from an entry window.

Manage Login Settings allows you to determine how long users can be logged in. Many
users forget to logout when they go to lunch or take a break. Logging out helps to reset
computer resources being used by QuickBooks® and helps to keep your data file more
secure.

Preferences

E= AcTouing A My Preferences Company Preferences
B sis
m Calend TIME FORMAT

alengar
@. Checki Show portions of an hour as

ecking
iﬁ Desktop View ® Decimal (10.20)
Finance Charae 7 Minutes (10:12)
ﬁ Integrated Applications « Always show years as 4 digits (1999)
&l tems & Inventory Mever update name information when saving transactions

L—L_ Jobs & Estimates +| Save transactions befare printing
=

% Wuttiple Currencies

% Payments MANAGE LOGIN SETTINGS

Ef, Payroll & Employees 7 Log off every time a user closes the company or exits QuickBooks.

@ Reminders ® Keep userlogged in for:

.lil Reports & Graphs =X

% Sales & Customers After this time period, user will be automatically logged off. % Learn more

Note: Logging off every time a user closes the company file or exits QuickBooks® could be
useful for those working in multi-user mode.
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General Preferences

General: My Preferences

Pressing Enter between Fields allows you to use the enter key to move to the next field when
entering transaction data.

Beep when recording a transaction if you want to hear a sound every time a transaction is
recorded. Some users like the re-assurance and others find it annoying.

Turn off Pop-Up Messages if you want to stop pop-up messages. Click check the box.
Show ToolTips if you want to stop tooltips from appearingin windows. Uncheck the box.

Warn when Editing and Deleting a Transaction if you would like to receive a warning.
(Recommended)

Automatically Recall Information or Pre-Fill Accounts for Vendors using Pre-Fills allows you
to set default categories in each vendor. Using prefills is a great way to reduce errors when
categorizing transactions.

Default Date — Use Today’s Date if your data entry is current. Use Last Entered Date when
entering historical transactions.

Preferences
=7 Accounting A My Preferences Company Preferences
& sis _ ' :
@ +| Pressing Enter moves between fields Bring back all one time messages
Calendar
] Automatically open drop-down lists - Turn off pop-up messages for products
B2 checking when typing and senices
Gﬁ Desktop View +| Beepwhen recording a fransaction « Show ToolTips for clipped text
Finance Charge Automatically place decimal point Warn when deleting a transaction or

v 5
General unused list item
«| Warn when gditing a transaction

:ﬁ Integrated Applications

|-_-'_|!:| tems & Inventory AUTOMATICALLY RECALL INFORMATION

E" Jobs & Estimates ¥ Automatically remember account or transaction information
@ Multiple Currencies "~ Automatically recall Jast transaction for this name
% Payments ® Preill accounts for vendor based on past entries

Efl Payroll & Employess
e DEFAULT DATE TO USE FOR NEW TRANSACTION 5

Reminders

% Use today's date as default 7 Use the last entered date as default
ol Reports & Graphs

m Sales & Customers KEEP CUSTOM ITEM INFORMATION WHEN CHANGING ITEM IN TRANSACTIONS

48 sales Tax ® Ask 7 Always 7 Never
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Integrated Applications: Company Preferences

Many companies have developed add-on products that work with QuickBooks®. You can
allow the integration from the Company tab.

You can log into the Intuit App Center to find out if any of your favorite software integrates
with QuickBooks®.

Preferences
= Accounting A My Preferences Company Preferences
% Bils You can manage all applications that interact with this QuickBooks company file here.
ﬂ Calendar
a Checking Dontallow any applications to access this company file
ﬁrtg Desktop View | Motify the user before running any application whose certificate has expired
Finance Charge APPLICATION S THAT HAVE PREVIOU SLY REQUESTED ACCESS TO THIS COMPANY FILE
:i Conceal ALLOWACCESS | APPLICATION NAME
-7 Integrated Applications v QuickBooks Fixed Asset Manager Properties...
i tems & inventory [ v | Web TimeSheet

Q’/ Jobs & Estimates Remove

% Multiple Currencies Reauthorize
% Payments B

Ef Payroll & Employees

K:k" Reminders

Wl Reports & Graphs

m Sales & Customers
7 Learn about applications that integrate with QuickBooks
% Sales Tax
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Payments: Company Preferences

Receive Payments are default settings used when receiving payments from customers.
Automatically Apply Payments if you want invoices to be checked oldest to latest when
receiving a payment from a customer.

Automatically Calculate Payments will calculate the total received as you check off
invoices.

Undeposited Funds is a very important preference that allows you to group payments
when recording a deposit.

Online Payments allows your customers to pay invoices online. You will be prompted to
setup an account with Intuit’s Payment Network and make the payment method active in

the Payment Method List.

Payment Reminders are set to remind us to send invoices to customers.

Preferences
52 Accounting A My Preferences Company Preferences
By sis
RECEIVE PAYMENTS
@ Calendar i : . -
. Automatically apply Automatically Use Undeposited Funds as a
E# checking ] calculate payments default deposit to account
“ﬁ Deskiop View
Finance Charge ONLINE PAYMENTS
240 General Your customers can pay you online using:
W ntcorated Appicatins Credit Card Bank Transfer (A\CH)
Er'.l_‘j tems & Inventory
L—} Jobs & Estimates
EI Multinle Currencies Tip: To make payment methods active or inactive, go to the Lists menu, click
e Cot Customer & Viendor Profile Lists, and then click Payment Method List.

== Payments

I

Payroll & Employees PAYMENT REMINDER S

‘k" Reminders. Do you want to send payment reminders? ® Yes Mo

all  Reports & Graphs +| If QuickBooks Desktop is open, prompt me at  qpAM =

w Sales & Customers ’ P ; o s

(E@ e, How frequent should it be? * Daily Weekly Monthly
ﬁ' Search

a Send Forms

% Service Connection Mote: If QuickBooks isn't open, you'll see the prompt whenever you open it next.
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Reports & Graphs: Company Preferences

Here you will need to determine if you would like your reports to default to the Accrual or
Cash basis. This is a default setting that can be changed on the fly when viewing financial
reports.

If you invoice customers and maintain Accounts Receivable, then it is recommended you
view reports on both the Accrual and Cash basis.

Aging Reports gives you the option to Age from due date or Age from transaction date.
This will impact the A/R Aging Reports.

Report preferences for Items and Accounts will determine how they are displayed on the
reports.

Statement of Cash Flows will require setup to determine which accounts will be viewed on
a Cash Flow Statement.

Default Formatting is used to customize reports such as Headers/Footers and
Fonts/Numbers.

Preferences
% Billa A My Preferences Company Preferences
ﬁ Calendar SUMMARY REPORTS BASIS REPORTS - SHOW ACCOUNTS BY:
a’ Checking

® MName only

gﬁ Desktop View

Finance Charge

' Description only

T Mame and Description

U ceneral AGING REPORTS
el integrated Appications ® Age from due date STATEMENT OF CASH FLOWS
i ftems & Inventory ~ Age from fransaction date Click here to assign accounts to
|:J; Tobs & Exfimates sections of the Statement of
Cash Flows:
& Muttiple Currencies REPORTS - SHOW ITEM S BY:
i Classify Cash...
% Payments Name only

Ef, Payroll & Employees

[} >
Q) Reminders ® MName and Description

""" Reponts & Graphe Format...

Eia e ol Default formatting for reports
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Reports & Graphs: My Preferences

Prompts and defaults for Reports & Graphs are specific to each user.

Refreshing a report every time you make a change can take longer depending on the
amount of data being processed. Graphs provide a visual picture of your financial data.

Preferences
% Bills Y My Preferences Company Preferences
m Calendar . )
BB Checking Prompt me to modify report options before opening a report
iqg Desktop View REPORTS AND GRAPHS GRAPHS OHLY
Finance Charge When a report or a graph needs to be Draw graphs in 2D (faster)
Y8 General refreshed: Use patterns
ﬁ Integrated Applications ' Prampt me ta refresh

- )
& tems & inventory # Refresh automatically

£ Jobs & Estimates
% Multiple Currencies

% Payments
Ef Payroll & Employees

ket 1
LA Reminders

""" Reports & Graphs

T Don'trefresh

Click Help for information about
refreshing a large report.
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Sales Tax: Company Preferences

Turning on Sales Tax will require you to add and maintain Sales Tax Items. You can add an

item for each individual county and respective percentage. The tax is calculated when

entering Sales Receipts and Invoices.

Assign Sales Tax Codes are default codes used when setting up product or service items.

When you Owe Sales Tax is based on your state’s filing requirements.

When you Pay Sales Tax is also based on your state filing requirements.

SRR < R

[

£

=

Bills

Calendar

Checking

Desktop View
Finance Charge
General

Integrated Applications
ftems & Inventory
Jobs & Estimates
Muttiple Currencies
Payments

Payroll & Employees
Reminders

Reports & Graphs

Sales & Customers

Search

My Preferences

Do you charge sales tax?

SET UP SALES TAX ITEM

Add a sales tax item for each county, district, parish, etc. where you
collect sales tax. =~ Show Examples

Your most common sales tax item
Add sales tax item...

County, 3an Thomas -
AS5IGN SALES TAX CODES
Sales tax codes determine ifthe items you sell are taxable or non-taxable.

Taxable item code  Tax ~  MNontaxable item code Mon =

+| [dentify taxable amounts as "T" for "Taxable™ when printing

WHEN DO YOU OWE SALES TAX? WHEN DO YOU PAY SALES TAX?

® Maonthl
® As ofinvoice date (Accrual Basis) vaninty

1 Quarter!
" Upon receipt of payment (Cash Basis) Bl y

_ 1 Annually
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Send Forms: Company Preferences

Sendinginvoices and statements through email is a great way to reduce costs related to

mailing invoices to your customers.

Choose Email for the Default Delivery Method and customize the various Email Templates.

Add or edit a Default Template and set up a default Bcc email address.

¥

“4

FEPEANES

2
=

o=

C
aill

o8
Fo

g

-

Accounting

Bills

Calendar

Checking

Desktop View

Finance Charge
General

Integrated Applications
ftems & Inventory

Jobs & Estimates

% Multiple Currencies

Payments

Ef Payroll & Employees.

Reminders.

Reports & Graphs

m Sales & Customers

Sales Tax

Search

Send Forms
Service Connection

Speling

Preferences

My Preferences Company Preferences

Delivery Method Default E-mail -

Email Templates

Invoices -

Show

Bee

TEMPLATE NAME DEFAULT TEMPLATE
Basic Invoice Set as Default
Basic Invoice01 Current Default

Add Template Edit Delete

Estimates
Statements
Sales Order
Sales Receipt
Credit Memo
Purchase Order
Report

Pay Stubs
Overdue Invoices
Almost Due Invoices
Payment Receipt
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Send Forms: My Preferences

To send invoices and reports via email, each user will need to setup their own Email Info.
Select Auto-Check the Email Later box to automatically flag invoices to send later. This
feature requires you to add the E-Mail: Preferred Delivery Method in each customer’s
profile.

Select one of the of the default email clients. If you are using Outlook, this option will

appear on the list. If you choose Web Mail click the Add button and enter the Email ID.

Choose an Email Provider from the drop-down list. If your provider is not listed, you will

need to locate the SMTP Server Details and enter them here.

When you click Use enhanced security you will be required to enter your Intuit ID and

allow Intuit to connect to your email provider.

Preferences

[E%  Accounting 'y My Preferences Company Preferences
By sis
@ Calendar Auto-check the "Email Later” checkbox Use "Plain Text” format

if customer's Preferred Delivery Method is e-mail. for e-mailed invoices
a’ Checking
" Deskiop View SEND E-MAIL USING:

Show
Finance Charge & 51._’\'2{1 MBIE
28 Genera & Gitook Add Email Info
:ﬁ Integrated Applications o

O QuickBooks E-mail
|:’|_|:| tems & Inventory o Email Id

Please refer to the ‘Send email using’ secti kim@qbexpress.com

! .
.~ -Jobs & Estimats )
E Sk configure a default e-mail client

& Muttiple Currencies E-MAIL IDS Email Provider  [&3ienl -
% Payments
Bl Payroll & Employees + Use enhanced security (Recommended)

V:\' Reminders ’
Jdll  Reports & Graphs

w Sales & Customers

% Sales Tax
ﬁ 1) Pravide your Intuit 1D (If you do not have an Intuit 1D, you'll have the
Search . ; -
option to create a new Intuit ID or to recover your existing one.)
E¥  send Forms ‘ =

85, service Connection — 2 2)Authorize QuickBooks with "Full account access™ with your webmail
pravider. This will allow QuickBooks to send emails securely.

Mote: Your webmail credentials related information will be securely
stored by QuickBooks.
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When inviting users, you can determine how much or little access a user has to your
company data. Maintaining user access is important to implement checks and balances and

view activity by user. This can serve as a training tool to address and avoid common errors.

To set up users, click Company -> Set Up Users and Passwords -> Set up Users from the

menu bar.

Cgsmmers Vendors Employees Bar

Home Page

Company Snapshot SetUp Users...
Calendar Change Your Password. ..
Documents s Manage Login Settings

Lead Center Buy Additional User License. .

My Company
Set Up Users and Passwords

You will need to login as Administrator and will be prompted for the Admin Password to
manage users. Click Edit User. Enter Username, Password, and Confirm Password, if
prompted select a Challenge Question and enter your Challenge Answer. Click Next ->

Finish.

Admin Name and Password
Admin (logged on) Add User... ' Banking  Provide a name and an opiional passward for this user.
Reports User Name framin]
Edit User... Password cocomomo |
Confirm Password: | gpesesss
Delete User
View User
Close
Setthe closing date: Closing Date...
g Help - b | cana
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Users with Limited Permissions or Access

Click Add User from the User List window. Enter the Username, Password and Confirm

Password. Click Next.

Admin (logged on) |

Setthe closing date: Closing Date...

User Name and Password
Add User... | Banking Provide a name and an optional password for this user.
Edit User... - A -
Confirm Password:
Delete User [ Add this user to my QuickBooks license.
Explain

View User

Close

Help
e v || cane

You will need to select the level of access for the new user; All Areas or Selected Areas.

The External Accountant works well for your accountant as it provides more access without

the ability to view credit card numbers. Select All Areas of QuickBooks and click Next. A

Warning dialog box will appear and ask you to confirm this request. Click Yes -> Finish.

Set up user password and access

Access for user: Kim

@ Selected areas of QuickBooks

© Edernal Accountant

credit card numbers)

A

Finis}

(You will make the selections in the screens that follow)

- 1
(Access to all areas of Quif Warning

Are you sure you want to give Kim access to all areas of QuickBooks, including
payroll, check writing, customer credit card numbers, and other sensitive

information?
| Yes
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Restricted Access

Manage Users

Choose Selected areas of QuickBooks® and click Next. A window will appear for all areas

that pertain to your company file and will require you to choose between No Access, Full

Access or Selective Access. No Access was selected for Sales and Accounts Receivable.

Click Next. choose an option for Purchases and Accounts Payable and click Next.

Access for user: Kim

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

) All areas of QuickBooks

® Selected areas of QuickBooks
(You will make the selections i
@ Exemal Accountant

(Access to all areas of QuickBooks except sensitive custom

credit card numbers)

Sales and Accounts Receivable

n the screens that follow) Banking

Reports

PASSWOR
* &k

receivable reports.

want to give this user?

@ No Access]
O Full Access

) Selective Access

Banking

Back

Tell me about customer credit card protection

Page 1of 10
Access to this area includes activities such as: entering invoices, sales

receipts and sales orders, receiving payments, and writing estimates and
statements. It also includes access to the Customer Center and accounts

What level of access to Sales and Accounts Receivable activities do you

Cancel

Purchases and Accounts Payable Page 20f 10

Access to this area includes activities such as: Entering and paying bills,
entering credit card charges, and entering purchase orders. It also includes

= access to the Vendor Center and accounts payable reports

‘Whatlevel of access to Purchases and Accounts Payable activities do you
wantto give this user?

71 MoAccess

@ Fuilicce

) Selective Access

m FEinish Help Cancel

41 QuickBooks Desktop Foundations



@

QuickBooks.

Manage Users

Choose options for Checking and Credit Cards, Payroll and Employees. Click Next for each
window that appears. Remember the access windows that appear are based on the default

settings turned on in preferences.

Banking

Reports

PASS
* %k

Change user pa:
Checking and Credit Cards

Access to this area includes common banking activitie g
printing checks, making deposits, and entering credit c:

‘What level of access to Checking and Credit Card activi
give this user?

O FullAccess

@ Selective Access

Finish

Page 3of10

s

Payroll and Employees Page 6of10
= You can grant or restrict user access to the following activities: create
Banking  paychecks and paystubs: print payroll tax forms: payle-pay payroll taxes;
Reports access Employee and Payroll Centers; and runiview payroll reports.
lalaliat  Whatlevel of access to Payroll activities do you want to give this user?
7 NoAccess
O Full Access
@ Seiedive Access!
7 Create transactions only
@ Create, print, e-pay, and e-file transactions and forms
1 Create transactions and create reports
Back Finish Help Cancel

Choose options for Sensitive Accounting Activities and Sensitive Financial Reporting.

Click Next.

Banking

Reports

Back

Change user p rd and ac

Sensitive Accounting Activities

This area allows the user to perform activities such ag
between accounts, make general journal entries, and

What level of access to Sensitive Accounting Activities
to give this user?

@ No Access;
O Full Access

) Selective Access

Einish

Page 7of 10

Sensitive Financial Reporting Page §of 10
Banking This area gives access to all QuickBooks reporis. It overrides any other
reporting restrictions placed on this user.
Reports ! ’ - :
- What level of access to Sensitive Financial Reporting do you want to give
this user?
@ NoAccess]
O Full Access
T Selective Access
Back Finish Help Cancel

42

QuickBooks Desktop Foundations



@

QuickBooks.

Manage Users

Determine if this user will be able to Change or Delete Transactions.

Banking

Back

Reports the areas they have access to?

PASSWO
ok ok

Change user password and a
Changing or Deleting Transactions Page 9of 10
Do you want this user to have the ability to change or delete transactions in
@ res|
i No
Should this user also have the ability to change or delete transactions that
were recorded before the closing date?
O Yes

@ No

‘ Next ‘ Finish Help Cancel

A dialog window will display a summary of access for each user you set up.

Review and click Finish. Your new user will now appearin the User List. You can edit,

delete, or view a user in this list.

' Banking

Back

Change user password and access

Access for user: Kim Page 100f 10
You have finished setting this user's access rights and password
Below is a summary of this user's access rights. Click the Finish button
to complete this task.

5
T

E]

i
ol

Sales andAccounts Receivable
Purchases andAccounts Payable

= Zz |g
- >

Checking and Credit Cards
Inventary
Time Tracking

Payroll and Employees

z =<z z z < z |0

Sensitive Accounting Activities

Z <z zZ z < =z |3

Admin (logged on) Add User...

v -
Kim
Next Hel Delete User

Edit User...

View User

Close

Setthe closing date: Closing Date... Help
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The Chart of Accounts is a list of categories that make up your Balance Sheet and
Profit & Loss Statements. Every transaction entered into QuickBooks® will post to this
accounts list. This is how data is compiled to produce important reports you will use to

manage your business.

Balance Sheet
Assets (What your company owns ) - Bank Accounts, Petty Cash, Fixed Assets (Equipment
or Vehicles), Inventory, Undeposited Funds (Payments from customers waiting to be
deposited).
Liabilities (What your company owes) - Accounts Payable, Loans, Sales and Payroll Taxes.

Equity (The net worth of your company) = Assets - Liabilities
Business owners contribute or draw from the business and an accumulation of net profits

and losses from the start of the business to present or sale.

Profit & Loss

Income (What you have earned) - Sales of Products, Labor, Interest, Rental Income,

Materials, etc.

Expense (What you have spent) - Office Expenses, Wages, Professional Fees, Rent, Utilities,
etc.

The Profit & Loss Statement determines the net loss or gain for a period. At the end of a
calendar or fiscal year the net profit or loss rolls into the equity section of the Balance

Sheet.

Note: Keep your chart of accounts simple. Add new accounts when you need to track
specific information. Utilize reports to customize information within an account. Discuss

account changes with your accountant. Start by adding bank and credit card accounts.
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There are several ways to access the Chart of Accounts list. coupane
' :EEi
The Menu Bar, Home Page or Icon Bar. Sharet Invertor
Click Home -> Chart of Accounts in the “&
Sermvices
Company Section.
Calendar

Right Click in the body of the Icon Bar -> Customize Icon Bar.

You can choose which columns are displayed in the account list.

Customize lcon Bar

ICON BAR CONTENT

<+ Payroll o Add...
+ Credit Cards ‘
Edit...
+ Senices
+ (space) Delete Add Icon Bar ltem
<+ Feedback

A
» Home Back Up Data Label Acent

= Add Separator Bank Feeds
T |

' Description Chart of Accounts
Batch Delete/Void Transactions
............................................ Batch Transactions

L To reorder the icons, drag an icon's diamond up or Bill Tracker
down to the position you want

some addilienal commands
Calculator
Cards & eChecks

ICON BAR DISPLAY OPTIONS Chart of Accounts

Client Review

El
Be ' W Hﬂl ﬂl

® Show icons and text

7 Show jcons only

You may add most QuickBooks windows to the Icon Bar using
“Add to Icon Bar” in the View menu. This window lets you add

Cancel

Help

SEARCH BOX DISPLAY OPTIONS

| Show Search Boxin lcon Bar

When you sort your Chart of Accounts by Type, the top half is the Balance Sheet (Assets,

Liabilities and Equity) and the bottom half is the Profit & Loss (Income and Expenses).

. 10000 - Wells Fargo Checking #3166 .‘

+ 10200 - Wells Fargo Savings #4261 Bank
+ 11000 - Accounts Receivable Accounts Receivable
+ 12000 - Undeposited Funds Other Current Asset
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Search Accounts

Use the search feature to find your chart of accounts categories quickly. You can type a

portion of a word in the category name or use the account number.

Look for account name or numkber

[25K | T Reset
Mew Ctrl+M
Add Accounts EditAccount Ctrl+E
Delete Account Cirl+D

Make Account Inactive
Show Inactive Accounts
w Hierarchical View
or click the Account Tab -> New. Flat View

Customize Columns...

Right click in the body of the Chart of Accounts, then click New

Import from Excel ..
Determine the Type of Use ciri=y

Find Transactions in...
account to set up.

Print List... Ctrl+P
Re-sort List
There are 16 preset Account v | Actiities v
Account Types in
QuickBooks®.

Add New Account: Choose Account Type

Your Advisor can assist
you in selecting the

Choose one account type and click Continue.

correct one to use. Categorize money your business eams or spends
T Income Other Expense Account
’ © Expense Categorizes money your business
Let S Set Up anOther spends thatis unrelated to normal
Or, track the value of your assets and liabilities business operations, such as:
Expense account.
' Fixed Asset (major purchases) * Corporation taxes
i + Penalties and legal setiiements
Bank
Click Other Account © Loan o
More...
TypeS. 7 Credit Card
' Equity

/

Click Other Expense -
# Other Account Types -

from the drop-down list.

p me choose the right account type ‘ Continue | Cancel

Click Continue.
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If account numbers are turned on in the accounting preferences, enter 99999 for the
account Number and Ask My Accountant for the Account Name. Description and Notes
are optional fields.

By using the Tax-Line Mapping, you can Link the Tax Line to an item on your tax form,
which will allow for easy downloads to TurboTax®.

Select Track Reimbursed Expenses in Income if you want to post all transactions related to
this expense account to a specific income account. This option can be turned on in
preferences. Click Edit -> Preferences -> Time & Expenses - > Company Preferences ->

Invoicing Options -> select Track reimbursed expenses as income.

Click Save & Close. This account will now appear in your Chart of Accounts List.

Add New Account

[ AccountType  OtherExpense - Number 99999

AccountName  Ask My Accountant Select from Examples
Subaccount of

OPTIONAL
Description

Note

Tay-Line Mapping  =Unassigned= » | Howdolchoose the right tax line?

Track reimbursed expenses in Income Acct

Save & Close Save & New Cancel

Note: Ask My Accountant is an account used for transactions when we are uncertain
where to post them. Send your accountant a list of transactions in Ask My Accountant for

clarification. This is a great way to avoid mistakes and learn about categorizing transactions.
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Edit Account

From the Chart of Accounts List, right click the account you would like to change,

then click Edit or click the Account Tab -> Edit.

Mew Ctrl+M
Edit Account Cirl+E
Delete Account Ctrl+D

Make Account Inactive

Show Inactive Accounts
v Hierarchical View

Flat View

Customize Columns...

Import from Excel ...
Use Ctrl+U
Find Transactions in...

Print List... Ctrl+P
Re-sort List

Account ¥ | Activities -

In this example we will change a 5-year vehicle loan from the account type Other Current

Liability to Long Term Liability.

Use the Account Type drop-down list to change the type from Other Current Liability to

Long Term Liability. Verify Account Name and change Account Number. Click Save & Close.

Edit Account

[TTT| AccountType  Long Term Liability - - -

AccountName  pote Payable - 2017 Ford F-150 (

Subaccount of
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Delete Account

Right-Click on the Account you would like to delete.

Click Delete Account.

For this example, we will delete 2010 Equipment Loan.

Mew Cirl+h
Edit Account Ctrl+E
Delete Account Ctri+D

Make Account Inactive

27000 - 2010 Equipment Loan . Long Term Liability ‘

+ 27002 - 2016 Mew Tractor Loan Long Term Liability
+ 27004 - 2018 Equipment Loan Long Term Liability

An Alert will pop up and ask you to confirm. Click OK. If there are historical transactions for

this account a message will appear. Click Make Inactive to remove the account from

the account list.

QuickBook:

Probl
Delete Account A rovem

QuickBooks cannot delete this account because it has a balance
oritis used in atleast one transaction, in an item, orin your
payrall setup.

- Are you sure you want to delete this account? i
| | Solution
= Ifyou rarely use this account, consider making it inactive so
thatit doesn't appear in your chart of accounts. If you need to
Cancel use the account at a later time, you can always make it active again.

Make Inactive Cancel Help
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Make Account Inactive
If you are unable to delete an account due to attached transactions, you can make an

account inactive.
Right-Click on the Account you would like to make inactive.

Click Make Account Inactive.

27000 - 2010 Equipment Loan . Long Term Liability |

+ 27002 - 2016 Mew Tractor Loan Long Term Liability
+ 27004 - 2018 Equipment Loan Long Term Liability
Find. .

Mew
Edit Account

Delete Account

Make Account Inactive

Customize Columns..

You can view all inactive accounts or to make an account active again, click the Include
Inactive Box from the Chart of Accounts List. Click the X next to the account you wish to

make active again.

+ 27000 - 2010 Equipment Loan Lang Term Liability
27001 - 2012 Trailer Loan Long Term Liability
¢ 27002 - 2016 Mew Tractor Loan Long Term Liability

Account | v | Activities ¥ Reports (v Attach 7 Include inactive
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Merge Accounts

Merging accounts is helpful if two or more accounts are being used for the same types of

transactions and you want to combine the transactions into a single account.

Caution: The merge process cannot be undone and is permanent. It is important to confirm

the merge process will not affect the financial statements used to file tax returns.
It is advisable to discuss the clean up of your Chart of Accounts with your accountant or

business advisor before merging accounts.

In this example we have two accounts being used to track office expenses.

We will merge Office Supplies with Office Expenses.
from the Chart of Accounts Settings Window.

Click one time to highlight the Account you will keep Office Expense.
Click the Account Tab or Right Click on the screen.

Click Edit.
+ 64300 - Meals and Entertainment Expensze
+ 64800 - Office Expense Expensze
+ 64900 - Office Supplies Expense
+«B6000 - Payroll Expenses Expense
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Highlight the Name Office Expenses -> Copy (Ctrl + C) the account name. Click the Cancel

buttonin lower right to return to the Chart of Accounts List.

Edit Account

Account Type Expense - Mumber 64800

Account Name | Dffice Expense|

Subaccount of -

Highlight the Name Office Supplies -> Edit -> paste (Ctrl + V) to replace Office Supplies

with Office Expense then click Save. Click Yes.

ﬂ This name is already being used. Would you like to merge them?

Sub Accounts are a great way to organize your chart of accounts when used properly.
It is important to select the sub-accounts in all transactions and avoid using the main

account. For this example, we will create three Sub-Accounts for “Auto and Truck Expense.”

Add New Account:

CI |Ck the Account Tab % Choose one account type and click Continue.

Categorize maney your business eams or spends

from the Chart of Accounts

7 Income Expense Account
® Expense Categorizes money spent in the
1 1 course of normal business
LISt' CI ICk New' Or, track the value of your assets and liabilities operations, such as:
" Fixed Asset (major purchases) - Advertising and promotion
. - Office supplies
Select Account Type el
Loan + Charitable contributions
7 Credit Card + Rent
“ 4 =
Expense. Bty
More
. .
CI |Ck contlnue. ) Other Account Types =select> =
Help me choose the right account type. | Continue Cancel
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Chart of Accounts

The first Account Type is “Expense.” The Account Name is “Fuel.”
Click the box Subaccount of and select the main account “Automobile Expense.”

Click Save & New. Repeat the process for “License and Service”.

Add New Account

Account Type Expense - Mumber §0210

Account Name  Fyel Select from Examples

% + Subaccount of |60200 - Auto and Truck Expens -

Now that you have a Main Account for “Automobile Expense” and Sub-Accounts for “Fuel,

License, and Service” the Chart of Accounts should look like the following:

+B0200 - Auto and Truck Expenses Expense

o re | opense
+B0220 - License Expense
+B0230 - Senvice Expense
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Products and Services

It is time to setup a list of Products and Services offered to customers.
We create Items to track services, inventory, non-inventory, sales tax etc. The items are
used in Sales Receipts, Invoices, Bills and Checks and are the link between transactions and

the chart of accounts.

Click Lists from the Menu Bar Favorites Accountant Company G

Chart of Accounts Cirl+4

Item List

Eixed Asset ltemn List
Price Level List
Billing Rate Level List
Sales Tax Code List

The Items List displays the Name, Description, Type, Account and more...

Right-Click in the Items List, then click Customize Columns to add viewable columns such

as: Cost, Price etc.

- 01 Plans and Permits Plans and Permits 451[][] - Job Income

« 01 Plans and Permits:01.... Plans Sernvice 45100 - Job Income
« 01 Plans and Permits:01.... Building Permits Senvice 45100 - Job Income
¢ 01 Plans and Permits:01.... City License Fee Sernvice 45100 - Job Income
+ 02 Site Work Site Work Sernvice 45100 - Job Income
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Add Product or Service
Click the Item tab.

Click New.

Select the Item Type from

the drop-down list. For this example
we choose “Service”.

Enter the Item Name/Number.

Enter a Description that will

QuickBooks.
Items
New Cirl+M
Edit ltem Ciri+E
o e
Duplicate ltem SEVICE
Delete ltem Cirl+D

Inventary Part

Add/Edit Multiple ltems

Inventary Assembly

Mon-inventary Part

Make ltem Inactive

Other Charge
v Hierarchical View Subtotal
Flat View
Customize Columns... Group
Use CtrlsU Discount
Eind in Transactions... Payment

auto-populate in the Sales Receipt

Print List... Ctrl+P Sales Tax ltem
of Invoice, you can always change Re-sort List Sales Tax Group
ltem «  Activities | Reg

or add to the description during

the entry process.

Enter a default Rate.

Select the default Tax Code for the item.

Select the default Account from the drop-down account list. Click OK.

Mew ltem
TYPE
SEanes » Useforservices you charge for or purchase, like
specialized labor, consulting hours, or professional
fees.
Item Name/Mumber Subitem of

Labor b
UNIT OF MEASURE

U - Edit...

This service is used in assemblies oris performed by a subcontractor or partner

Description Rate 35.00

Labar- Tax Code MNon -

Account 40000 - Landsc.. -

How can | setrates by customers or employees?

- O

Cancel
Next
Notes

Custom Fields

Spelling
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Items can be setup for both purchases and sales. For this example, we have added a Non-

Inventory Part and will track the cost and sales of this item without adding it to inventory.

Select the box This item is used in assemblies or is purchased for a specific customer:job.

Enter the default Purchase Information (Cost, Description and Expense Account). This is

especially important when tracking inventory or using items in bills and checks.

Enter the default Sales Information (Description, Sales Price, Tax Code and Income

Account).
MNew ltem
e i
Non-inventory Part - Usefor goods you buy but dont track, like office
supplies, or materials for a specific job that you charge Cancel
back to the customer.
Next
Itern Name/Number Subitem of Manufacturers Part Number
- Notes
Fountain v -

UNIT OF MEASURE Custom Fields

UM - Spelling

+| This itemis usedin assemblies oris purchased for a specific customerjob
PURCHASE INFORMATION SALES INFORMATION

Description on Purchase Transactions Description on Sales Transactions

Rock Fountain [tem is inactive

Cost 150.00 Sales Price 275.00
Expense Account 50000 - Cost of Goods... = Tax Code Tax -
Preferred Vendor - Income Account 40000 - Landscaping ... =

Note: Descriptions auto-populate when items are used in an invoice, sales receipt, bill, or

check.
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Beginning Balances

It is important to verify or enter beginning balances and historical data. Your accountant
can assist you in using a journal entry or you can add beginning balances when you add
accounts to your chart of accounts list. Enter beginning balances when setting up a new
bank account, credit card and other assets/liabilities. In this example a new bank account
was added with a beginning balance of $5,000.00. The beginning balance is posted to the
bank register as a debit and a default account referred to as Opening Balance Equity is
credited. From the Chart of Accounts List, right click in the body of the list -> New. Add

Account Type Bank then click Enter Opening Balance.

TITT|  AccountType  Bank - Number 10100

Account Name | wells Fargo Checking ####
Subaccount of

OPFTIONAL
Description

BankAcct Mo
Routing Number

Tax-Line Mapping  B/3-Assets: Cash ¥ | Howdo | chaose the right tax line?

Enter Opening Balance... Should | enter an opening balance?

Remind me to order checks when | reach check number

\d Order checks | can print from QuickBooks Learn maore

Enter the Statement Ending Balance and Statement Ending Date.

Click OK. Click Save & Close.

Enter Opening Balance: Bank Account

Enter the ending date and balance from the last bank statement you received before your
QuickBooks start date.

Attention: If this account did not have a balance before your QuickBooks
start date, click Cancel and use atransaction to put money in this account.
Example transactions

Statement Ending Balance 5,000.00

Statement Ending Date 12131/2019 |
[ 0K Cancel Help
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Entering Historical Information

When entering historical information use the following process:

Accounts Receivable — enter transactions (invoices, credit memos, payments and deposits)
in the same order and date they were created or received. This process creates a historical

record of transactions by customer.

Invoice — Click Home Page (Customers Section) -> Create Invoices and enter each Invoice
sent between your start date and today. Be sure to use the correct dates as well as the

Items List.

Credit Memos — Click Customers from the Menu Bar -> Create Credit Memos/Refunds to

add customer credits given between your start date and today.

Receive Payment — Click Home Page (Customers Section) -> Receive Payments in the
customers section and enter all payments received from customers between your start
date and today. When payments are received, they are posted to a default holding account

known as Undeposited Funds.

Bank Deposit — Click Home Page (Banking Section) -> Record Deposits to select payments
and post deposits to the bank register. This is a very important step intended to group
payments that match the deposit sent to the bank. This step clears out the Undeposited

Funds holding account.
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Historical Transactions

Bank Transactions — If you are entering historical transactions for more than a one-month
time frame, enter the transactions one month at a time and reconcile all bank and credit

card accounts before going on to the next month.

There are two ways to enter historical bank transactions; manually and through the bank

feed center.

Use the following process to enter bank transactions:

1)  Manually enter all checks and debits — Home Page (Banking Section) -> Write Check
and enter all checks posted, one month at a time.

2)  Web Connect the bank account to QuickBooks® — Menu Bar -> Banking -> Bank
Feeds-> Setup Bank Feed for an Account and follow the setup process. Use caution

when selecting the period to download transactions to avoid duplicate transactions.

3) Complete Bank Reconciliation — Home Page (Banking Section) -> Reconcile.
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SECTION 3
REPORTS

Objectives
Memorized Reports
Balance Sheet
Profit & Loss

Ask My Accountant
Audit Trail

Practice Test
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Section 3 Objectives

Upon completion of section 3 each participant will become familiar with the following

objectives:

* How to memorize and group reports.

* How to setup and review a Balance Sheet.

* How to setup and review a Profit & Loss.

* How to setup a custom report for Ask My Accountant.
* How to review an Audit Trail.

* How financial reports are key to cash flow and profitability.
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Memorized Reports

Customizing and viewing reports on a regular basis is key to ensure the accuracy of your

company data, improve your cash flow and help make better management decisions.

You can manage reports using the Report Center or Memorized Reports List which allows
you to save custom reportsin groups and streamline the time it takes to review reports

daily, weekly, monthly etc.

Click Reports from the Menu Bar. findow Help
Report Center

Click Memorized Reports.

Memarized Reports

Commented Reports

Click Memorized Report List. ~EE e

Compa
Note: All new company data files wil Process  wy Favorite Reports b
L. . QuickBo
have a pre-existing Memorized Customers ,
Employees b
Report List. Vendors b

Memorized Report List

- Monthly Reports =
+Balance Sheet l
«Profit & Loss
+Ask My Accountant

+ Customers

+3ales by Customer Summary

+3ales by ltem Summary

+ AR Aging Detail

+Open Invoices
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Memorized Reports

Click the Memorized Report tab from the Memorized Report List.

Click New Group.

Edit Memorized Report Ciri+E
Delete Memauorized Report Ctrl+D

Customize Columns...

Print List... Ctri+P
Re-sort List

Import Template...
Export Template...

Memorized Report Display... I

Enter a Name for your new report group, for example Monthly Reports, Review Reports,

My Favorite Reports etc.

New Memorized Report Group

Mame: |Monthly Reports

The new group Monthly Reports will now appear in the Memorized Report List.

REPORT NAME
+ Maonthly Reports
+ Customers
+ AR Aging Summary
+ Customer Balance Detail
+Customer Balance Summary

+pen Invoices
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Memorized Reports

Balance Sheet

The Balance Sheet and Profit & Loss are two very important reports. The Balance Sheet is
often overlooked by business owners. This report displays assets, liabilities, and equity. It is
a snapshot of your company’s net worth.

Click Reports in the Menu Bar.

Click Company & Financial -> Balance Sheet Standard.

Bl Window Help Balance Sheet Standard
Balance Sheet Detail

Report Center

Memorized Reports , Balance Sheet Summary
Commented Reports Balance Sheet Prey Year Comparison
Company Snapshot Balance Sheet by Class

Process Multiple Reports et Wortn Graph

QuickBooks Statement Writer Statement of Cash Flows

Cash Flow Forecast

Company & Financial

Notice the Ribbon Bar options for processing reports. Print, Email, Expand/Collapse,

Refresh, etc. Notice you can toggle the report basis between accrual and cash.

Click Customize Report.

Balance Sheet

I‘ Customize Report I Comment on Report Share Template Memorize Print | v | E-mail * Excel v Hide Header Expand Rows Refresh

Dates Custom = | Asof 12/31/2020 H Show Columns  Total only ~ Sort By Default -

I Report Basis: ® Accrual ) Cash Show Filters I

Express Landscaping
Balance Sheet

Accrual Basis As of December 31, 2020
Dec 31,20
 ASSETS A
 Current Assets '
¥ CheckingiSavings

10100 - Wells Fargo Checking XXXX 5,000.00

10000 - Wells Fargo Checking #3166 7426817

10200 - Wells Fargo Savings #4261 406,378.83

Total Checking/Savings 485,645.00
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Memorized Reports

In the Customize Report window you have many options. Select a Date range, select

Accrual or Cash. Click the Advanced tab next.

Modify Report: Balance Sheet

Display Filters Header/Footer Fonts & Mumbers

REPORT DATE RANGE

Dates z

The date range you specify in the From and To fields

Display columns by  Total only * across the top. Sortby Default

® Ascending order

Sortin - _ ]
Add subcolumns for Descending order
Previous Period Previous Year % of Row % of Column
Advanced... Revert

From 01/01/2020 [ To 12312020 [E
REPORT BASIS

® Accrual T Cagh This setting determines how this report calculates income and expenses.
COLUMNS

Help

Select Non-Zero for Display Rows and Columns. This will remove all accounts with a zero

balance.

Advanced Options

DISPLAY ROWS DISPLAY COLUMMNS REFPORTING CALENDAR

7 Active 0 Active ® Fiscal Year
AN T Al ) Calendar Year
® Mon-zero 3 Income Tax Year

Cancel Help
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Memorized Reports

Click the Header/Footer tab to select information you would like to populate on the
balance sheet. Change the report title and add a footer line.

Click Fonts & Numbers tab to Select Show Negative Numbers -> In Parentheses or select

the area you would like to change the font style and click Change Font.

Modify Report: Balance Sheet

Display Filters Header/Footer Fonts & Numbers

SHOW HEADER INFORMATION

Modify Report: Balance Sheet

#Company Name | Express Landscaping Display Filters HeaderfFooter | Fonts & Numbers
¥l ReportTitle ZEIETERETEE FONTS SHOW NEGATIVE NUMBERS
7 Subtitle As of December 31, 2020 Change Font For e
P EXAMPLE
+ Date Prepared 1203101 - Column Labels A ® {n Parentheses:
. o 3 300.00
7 Time Prepared Row Labels ' With a Trailing Minus ( )
. Report Data
| Report Basis Example In Bright Red
Report Totals
+ Print header on pages after first page Company Name
SHOW ALL NUMBERS
Report Title
SHOW FOOTER INFORMATION Report Sublitle Divided By 1000
Page Numb e Date Except Zero Amounts
| Page Number age -
v Chanakonts Without Cents

| Extra Footer Line

+ Print footer on first page

Customize the Balance Sheet the way you want to view it each time.

Click Memorize in the Ribbon Bar.

Balance Sheet

Customize Report Comment on Report Share Template Print v | Email ¥ Excel ¥ Hide Header Expand Rows Refresh
Dates  Custom ~ Asof 12/31/2020 B Show Columps  Total only = SortBy Default -
Report Basis: (®) Accrual () Cash Show Filters

Express Landscaping

Balance Sheet
Accrual Basis As of December 31, 2020

Dec 34, 20
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Memorized Reports

The Memorize Report Name will auto populate. You can change the name of the report.

Select Save in Memorized Report Group and Select the Group from the drop-down list.

Click OK.

Memorize Report

Mame: Balance Sheet

-/ ESaue in Memaorized Report Grnup:é Monthly Reports -

Share this report template with others

Notice the customized Balance Sheet now appears in the Monthly Reports Group.

+ Monthly Reports

+ Customers
+ AR Aging Summary
+Customer Balance Detail
+Customer Balance Summary

+pen Invoices

Double-Click the Balance Sheet to view or edit the customization. You will need to save the

changes when you edit a memorized report.
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Memorized Reports

The Balance Sheet tells a story and provides numbers that can be used in mathematical

calculations referred to as Key Performance Indicators (KPIs.)

Do we have enough in assets to pay our liabilities? (Also known as Liquidity.) When dividing
current assets by current liabilities we can determine our current ratio and compare to
industry standards. Saving three months of expenses can improve our current ratio. (The

higher the ratio, the better.)

Do we maintain a positive equity balance in our business? Banks use this data to determine
if a business can pay back borrowed debt. There is much more to this story than most

business owners realize; when your Balance Sheet is accurate it becomes a great cash flow

management tool.
Express Landscaping
Balance Sheet
As of December 31, 2020
Dec 31, 20
ASSETS
Current Assets
Checking/Savings 485 545.00
Accounts Receivable 5225259
Other Current Assets 127,889.13
| Total Current Assets 66578672 |
Fixed Assets 05,421.86
TOTAL ASSETS 762,208.58
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable 39,571.28
Credit Cards 523025
Other Current Liabilities 83,172.82
| Total Current Liabilities 12797435 |
Long Term Liabilities 75,832.22
Total Liabilities 203,808.57
Equity » 55540201 4
TOTAL LIABILITIES & EQUITY 762,208.58
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Memorized Reports

Profit & Loss
The Profit & Loss report is an accumulation of income and expense for a period of time. At
the end of each year the net profit or loss rolls into the equity section of the Balance Sheet.

Each new year starts with a zero balance for income and expenses.

Click Reports from the Menu Bar.

Click Company & Financial
Window Help

Click Profit & Loss Standard.

Report Center Profit & Loss Standard
Memarized Reports Profit & Loss Detail
Commented REDUI’IS Profit & Loss YTD Comparison
Profit & Loss Prev Year Comparison
Company Snapshot
. Profit & Loss by Job
Process Mulliple Reports Profit & Loss by Class

CluickBooks Statement Writer

Company & Financial

Notice the Ribbon Bar options for processing reports. Print, Email, Expand/Collapse,

Refresh, etc. Notice you can toggle the report basis between accrual and cash.

Click Customize Report.

=

Customize Report

Dates  Custom * From 01/012020 [ To 12/2112020 [ Show Columps  Total only ~ SortBy Default -

Profit & Loss

Comment on Report Share Template Memorize Print v E-maill ¥ Excel v Hide Header Expand Rows Refresh

| Report Basis: (& Accrual () Cash Show Filters

Express Landscaping
Profit & Loss
Accrual Basis January through December 2020
Jan -Dec 20 - % of Income

Ordinary Income/Expense

-

Income

Retail Sales 3 4470 4 0%
Service 3,875.00 0.4%
40000 - Landscaping Services 676,158.55 T4.1%
40400 + Subcontractor Income 2,600.00 0.3%
45100 - Job Income 230,320.00 25.2%
49000 - Discounts 56.00 0%
Total Income 913,054.25 100.0%
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Memorized Reports

In the Customize Report window you have many options. Select a Date range, select

Accrual or Cash and % of Income, then click the Advanced tab.

REPORT BASIS

® Accrual

COLUMNS

Add subcolumns for

Previous Period

Display Filters Header/Footer Fonts & Numbers
REPORT DATE RANGE
Dates ¥  The date range you specify in the From and To fields
From 01/01/2020 B To 120312020 E

) Cash

Display columns by  Total only

Modify Report: Profit & Loss

This setting determines how this report calculates income and expenses.

* across the top. Sortby  Default -
@ Ascending order 24
Sortin ) -
Descending order  a%
Previous Year Year-To-Date % of Row %% of Column

| % of Income % of Expense

Advanced... Revert

Cancel Help

Select Non-Zero for Display Rows and Columns. This will remove all accounts with a zero

balance.

Advanced Options

DISPLAY ROWS DISPLAY COLUMNS REPORTING CALENDAR
7 Active T Active ® Fiscal Year
1Al 7 Calendar Year
® Mon-zero T Income Tax Year

Cancel Help
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Memorized Reports

Click the Header/Footer tab to select information you would like to populate on the Profit

& Loss Statement. Change the Report Title and add a footer line. Select Date and Time

Prepared.

Display

| Page Number

¥ Exra Footer Line

Eilters

SHOW HEADER INFORMATION

January through December 2

Date Prepared
Time Prepared
¥ Report Basis

| Print header on pages after first page

SHOW FOOTER INFORMATION

| Print fgoter on first page

Page 1

HeaderfFooter  Fonts & Numbers

PAGE LAYOUT
¥ Company Name Express Landscaping Alignment

y Standard
| Report Title Profit & Loss.
& Sublitle

For Management Purposes O

Revert

Help

Click the Fonts & Numbers Tab. Select In Parentheses and In Bright Red to display negative

numbers. Select the area you would like to change the font style and click Change Font.

Display
FONTS

Change Font For

Eilters

Modify Report: Profit 8

Header/Footer  Fonts & Numbers

SHOW NEGATIVE NUMBERS

) Normally

EXAMPLE
Column Labels 4 @ In Parentheses
Row Labels ' ©) With a Trailing Minus (200.00)
Report Data )
Example ¥ In Bright Red
Report Totals
Company Name
SHOW ALL NUMBERS
Repart Title
Report Subtitle Divided By 1000
Date Except Zero Amounts
i Chance Foei Without Cents
Revert
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Memorized Reports

Now you have customized the Profit & Loss Statement the way you want to view it each

time. Click Memorize in the Ribbon Bar.

Dates  Custom

Report Basis:

Accrual Basis

Customize Report

® Accrual

Comment on Report

) Cash

Share Template | Print «

E-mail «

~ | From |01/01/2020 B To 12312020 B Show Columns

Show Filters

Express Landscaping

Profit & Loss

January through December 2020

Ordinary Income/Expense

Income

Cost of Goods Sold

Gross Profi

Expense

60500 -
60000 -
60200 -
60400 -
61000 -
61700 -
61800 -
62400 -
63300 -
64300 -

66500 -

it

Merchant Service Fees
Advertiging & Promotion

Auto and Truck Expenses

Bank Service Charges
Business Licenses and Permits
Computer and Internet Expenses
Dues & Subscriptions
Depreciation Expense
Insurance Expense

Meals and Entertainment

- Dffice Expense

- Payroll Expenses

Postage and Delivery

Jan - Dec 20

913,054.25 4
346,615.04
566,439.21

248.00
535.00
322220
240.00
5,300.00
1,575.00
1,400.00
18,960.00
5,674.00
1,320.00
740.00
337,796.39
580.00

Excel « Hide Header Expand Rows Refresh

Total enly * Sort By Default -

% of Income

100.0%
38%
62%

0.1%
0.4%

0.5%
0.2%
0.2%
21%
0.5%
0.1%
0.1%

7%
0.1%
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Memorized Reports

The Memorized Report Name will auto populate. You can change the name of the report.
Select Save in Memorized Report Group and Select the Group from the drop-down list.

Click OK.

Memorize Report

Mame: Profit & Loss

-/ ESaue in Memaorized Report Grnup:é Monthly Reports -

Share this report template with others

Notice the customized Profit & Loss now appears in the Monthly Reports Group.

+ Monthly Reports
+Balance Sheet

+ Customers
+ AR Aging Summary
«Customer Balance Detail
«Customer Balance Summary

+pen Invoices

Double-Click the Profit & Loss to view or edit the customization. You will need save changes

when you edit a memorized reports.
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Memorized Reports

The Profit & Loss continues with the story about the health of our business. Are we

meeting our sales growth targets? When we subtract expenses directly related to revenue,

we can determine our Gross Profit Margin.

Do we have enough Gross Profit to pay all other costs? When we subtract all other

expenses from Gross Profit, we can determine net income before tax and if we are

profitable. Each category is a percentage of Income which we use for cash management.

Express Landscaping

Profit & Loss

January through December 2020

Ordinary Income/Expense

Jan - Dec 20 - % of Income

Income 913,054.25 4 100.0%
Cost of Goods Sold 345 615.04 38%
I Gross Profit 566 439.21 62% I
* Expense

60500 - Merchant Service Fees 243.00 0%

60000 - Advertising & Promotion 535.00 0.1%

60200 - Auto and Truck Expenses 322220 0.4%

50400 - Bank Service Charges 240.00 0%

61000 - Business Licenses and Permits 5,300.00 0.6%

61700 - Computer and Internet Expenses 1,575.00 0.2%

61800 - Dues & Subscriptions 1,400.00 0.2%

62400 - Depreciation Expense 18,960.00 21%

63300 - Insurance Expense 5,674.00 0.6%
64300 - Meals and Entertainment 1,320.00 0.1%

54800 - Office Expense 740.00 0.1%

66000 - Payroll Expenses 337,796.39 3%

66500 - Postage and Delivery 580.00 0.1%

66600 - Printing and Reproduction 1,260.00 0.1%

66700 - Professional Fees 28,800.00 3.2%

67100 - Rent Expense 28,500.00 31%

67200 - Repairs and Maintenance 3,200.00 0.4%

68000 - Taxes - Property 2,100.00 0.2%

68100 - Telephone Expense 1,220.00 0.1%

68600 - Utilities 4,340.00 0.5%

Total Expense 447 110.58 49%

Net Ordinary Income 119,328.62 13.1%
Other Income/Expense (6,708.53) (0.7%}

Net Income

112,620.09 12.3% |
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Ask My Accountant

This report can be a very helpful tool. It is used to post transactions when the user is not
sure which category to use. The memo field allows the user to post notes and questions for

their Accountant. It is a great tool to train a new bookkeeper or business owner.

Click Lists in the menu bar -> Chart of Accounts . Locate Ask My Accountant in other

expense type, then click the Reports tab -> Quick Report.

Account QuickReport

Customize Report Comment on Report Share Template Memorize Print v | E-mail ¥ Excel v Hide Header Refresh
Egates All I \ ~ | From B To B SortBy Default -

Click Customize Report -> Header/Footer to change the Header to Ask My Accountant.

Change the Report Period to All Dates then click Run Report. Remember click Memorize

to save your custom report in the Memorized Report List.

Notice the Accountant’s response in the Memo/Description field to post the transaction to

Fixed Assets/Computer Equipment.

Ask My Accountant

Customize Report Comment on Report Share Template Memorize Print ¥ Email ¥ Excel v Hide Header Refresh
Dates Al ~ | From B To B8 SortBy Default -

Report Basis: (® Accrual Cash Show Filters

Express Landscaping
Ask My Accountant
All Transactions
Type Date Num Name Memo Amount
General Journal 09/30/2018 17 —

Accrual Basis

General Journal 1213112016 17

F Check 12/26/2020 9466 Field and Stream receipt does not state tem 626.00 4

Total 99999 - Ask My Accountant
TOTAL

626.00
626.00

4 o
——

Note: It is important to clear up all transactions on this report before year end and

especially before filing a tax return. This is a temporary place holder for transactions that

need more information to post in the correct account.
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Fraud Prevention
Fraud prevention is a growing topic. Many business owners have experienced this firsthand.
Implementing policies, processes and procedures can help detect and prevent fraudulent

activity.

Biz Q&A:

* Would you like to prevent fraud from occurring?
* Would you like to identify areas where the likelihood of fraud is the greatest?
* Would you like to protect business assets and cash?

* Did you know that businesses with strong internal controls in place have more
accurate financial statements?

PIP Wow Fact:
According to the Association of Certified Fraud Examiners, the average business will lose
approximately 7% of revenues due to employee theft. Small businesses have a 38%

greater amount of fraud than larger companies.

Let’s view and save an Audit Trail in My Customized Reports.
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Memorized Reports

Audit Trail

The Audit Trail report is a great way to view activity by user. This is also an effective training
tool used to enforce accurate data entry. Additionally, use of the Audit Trail is a good way to

enforce an accountability policy for all users.

Click Reports from the Menu Bar.

Click Accountant & Taxes -> Audit Trail.
The Audit Trail report displays the Dates Entered/Last Modified date and time, Last
Modified By, State, Original Transaction Date, Name, detailed transaction information and

other useful information.

Use the Ribbon Bar to modify the date range, add a comment, customize, print, etc.

Click Memorize to save the Audit Trail in your memorized report list group.

Express Landscaping

Audit Trail
Entered/Last Modified December 2020
Num Entered/Last Modified = Last modified by State Date Name Memo Account Split Debit Credit
Ti i entered or i by Admin
Bill
4 A2/07/2020 14:48:39 Admin Latest 13042020 Farmer's Insurance 20000 - Accounts... 63300 - Insur... 33000 4
Farmer's Insurance Policy MNo. 53300 - Insurance. 20000 - Acco... 330.00
Bill
12/07/2020 14:48:52 Admin Latest 1213172020 Farmers Insurance 20000 - Accounts. 83300 - Insur. 330.00
Farmer's Insurance Policy No. 63300 - Insurance. 20000 - Acco... 330.00
Bill
12/07/2020 14:50:12 Admin Latest 1110/2020 Cal Gas & Electric 20000 - Accounts... 68800 - Utilties. 255.00
Cal Gas & Electric gas/electric 83600 - Utilities 20000 - Acco... 255.00

77 QuickBooks Desktop Foundations



@

QuickBooks.

Speed is Critical to Positive Cash Flow

Business Tip: Cash flow includes all transactions that go in and out of your bank

accounts. Some transactions will post to the Balance Sheet and some will post to the Profit

& Loss.

Marketing
Overhead
Expenses

The Business
Cycle

Any event that slows down the
clock, thereby interrupting the
process, hurts cash flow.

Marketing

Overhead
Expenses

Collection
of Income

Cash Flow is
generated by the
business cycle.

Think of the cycle
as a clock.

Marketing

Overhead
Expenses

Invoicing

The proper use of
QuickBooks will
significantly increase
efficiencies and the speed
of the business cycle.
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SECTION 4
ACCOUNTS RECEIVABLE

Objectives

Sales and Customer Preferences
Customer Center
Sales Receipts
Invoices

Receive Payments
Bank Deposits

Credit Memos

Apply Credits

Refunds

Income Tracker

Sales and A/R Reports
Statements

Practice Test
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Section 4 Objectives

Upon completion of section 4 each participant will become familiar with the following

objectives:

* Overview of Accounts Receivable.

* How to correctly use Customer and Accounts Receivable related
settings/preferences.

* How to use the customer center.

* How and when to use a Sales Receipt vs. an Invoice.

* How to receive payments and record deposits.
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Accounts Receivable

In the Accounts Receivable section, we will discuss the importance of managing open
invoices owed to you by your customers. You would be amazed how costly this process can

be and the impact it has on your cash flow.

Biz Q&A: Why do you think it is important to manage your Accounts Receivable?
Why do you think business owners should have an Accounts Receivable and Collections

Policy?

BPA Wow Fact:

According to the Harvard Business Review, here is an average of what receivables cost a
company:

30day-1.82%

60 days — 9.20%

90 days — 17.74%

120 days - 26.71%

“Success is a few simple disciplines, practiced every day; while failure is simply a few

errors in judgment repeated every day.”

- Jim Rohn, American Entrepreneur
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Sales and Customer Preferences

Company Preferences
There are several preferences that can be modified related to sales and customers.
Click Edit from the Menu Bar -> Preferences -> Sales & Customers -> Company

Preferences. Note: You will need to be in Single-user mode.

Enable Sales Orders (Premier and Enterprise Version only). If you sell a product, the
customer can call in an order for delivery later, allowing you to track those sales without
posting to revenue. Also, you can track what sales orders are outstanding from the Sales

Order By Customer Report.

Select the Usual Shipping Method when you need to ship items and want to charge the

customer for shipping expenses.

My Preferences Company Preferences

SALES FORMS

Usual 2hipping Federal Express -

Method
Usual FOB

«| Warn about duplicate invoice numbers

MISCELLANEQU S

Choose template for invoice packing
slip:

Intuit Packing Slip -

COLLECTIONS CENTER

Enable Collections Center

CUSTOM PRICING

' Mo Custom Pricing

SALES ORDERS
+| Enable Sales Orders

Warn about duplicate
Sales Order numbers

Diont print items with zero
+| amounts when converting to
Invoice

Choose template for:
Packing 3lip:  |ntuit S.0. Packin... =

Pick List: Intuit 5.0. Pick List =

Note: You can ship directly from QuickBooks® through Federal Express or UPS. Click File
from the Menu Bar -> Shipping. We add a standard 5% Markup onto the FedEx charges for

time spent handling shipments.
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Customer Center

The Customer Center includes maintaining customer lists.

Click Home Page -> Customers or Menu Bar -> Customers -> Customer Center.

The Customer Information window has many features that will assist you in tracking and

filtering historical transactions such as: Contact Info, To do’s, Notes, Sent Emails. View a

QuickReport or Snapshot for each customer.

Click the Paperclip to add documents or contracts to your customer center.

Use the Ribbon Bar to add Customers, Jobs, Invoices, Sales Receipts, Receive Payments

and more.

Keeping Customer Information up to date is key to managing your accounts receivable and

improving cash flow.

Customer Center: ABC Company

é New Customer & Job ¥ ;lg Mew Transactions ¥ E} Print * Excel ¥ Word ¥ Q Income Tracker ‘
i a|[e)n
Customers & Jobs Transactions Custo mer Informatlon I
LA L ' ? Company Name ABC Company Mobie 775-343-8060
p Full Name Main Email Sam@abccompany. ...
Terms Due on receipt
@ [ NAME & BALANC...
” BilTo ABC Company v
+ ABC Company 0.00 4 >
+ Adam’s Candy Shop 115.00 '
+ Andres, Cristina 33.114.37 : Transactions Contacts To Do's Motes Sent Email
+ Balak, Mike 850.00 sHow |All Trans... « FILTERBY  |All v oeTE Al v
+330 Main St 425.00 . — DATE NS A
+Residential 425.00 Payment 10/15/2020 12000 - Undeposi...
< Blackwell, Edward 2,600.00 Invoice 4202 10/07/2020 11000 - Accounts ...
+ Chapman, Matalie 0.00
+ Cheknis, Benjamin 0.00 Manage Transactions | v Run Reports -
Hoecgran Car] s —————————————————— >
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Customer Center

The Add/Edit Multiple List Entries is a much more efficient way of maintaining customer
information. Click the Customers tab from the Home Page -> New Customer & Job from
the Ribbon Bar -> Add Multiple Customers:Jobs.

Select a list, Customize Columns or Paste Lists of information from Excel.

From the Customized Column you can change fields for all or multiple customers without

having to edit the customer information individually.

For example, click the drop-down arrow in the first field of the Preferred Send Message

column and change all customers to preferred delivery method Email.

Use this search function to quickly narrow your list.

Add/Edit Multiple List Entries

@ selectalist @ Customize columns to display. © Paste from Excel or type to add to or modify your list # Customize Columns

List View Find

Customers - Active Customers s Search within results
Currently Editing
COMPANY NAME FIRST NAME LAST NAME FHOME E-MAIL CC EM#
ABC Company ABC Company Sam@abccompany.com 4
Adam’'s Candy Shop Adam's Candy Shop Adam Bradley 707 555 5734 '
Andres, Cristina Cristina Andres 415-555-2174 cristina@samplename.c..

Balak, Mike Mike Balak 415-555-6453 mbalak@samplename.c...

330 Main St Hair, Nails and Supply Mike Balak 415-555-6453

Residential Mike Balak 415-555-6453

Blackwell, Edward Wild Garden Restaurant  Edward Blackwell 415-555-3221 eblackwell@samplenam...
Chapman, Matalie Matalie Chapman 415-555-3232 natalie@samplename.c...
Cheknis, Benjamin Benjamin Cheknis 415-555-4356 benc@samplename.com
Corcoran, Carol Carol Corcoran 415-555-8825 carolc@samplename.com
Crenshaw, Bob Scrounger's Auto Bob Crenshaw 415-555-2248

Crider, Craig Crider's Ciritters Craig Crider 415-555-8900 corider@samplename.c...

DJ's Computers Computer Services by DJ 415-565-1515 DJ@samplename.com

Ecker Design Deana Ecker 415-555-7896 deana_ecker@samplen...

v

B ——_———————————————— >

‘. Save Changes I Close Help
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Customer Center

Add New Customer

Click New Customer & Job -> New Customer from the Ribbon Bar in the Customer Center.

{b New Customer & Job + ;% MNew Transactions *

Mew Customer i

Add Job
Add Multiple Customer.Jobs

Enter Address and Contact information from the Address Info tab.

cusTomeER Mave  ABC Company

OFENING BALANCE ASOF 12312020 E How do | determine the opening balance?

Address Info

COMPANY NAME | ABC Company
Payment Seftings FULL NAME S First Las
JOB TITLE

Sales Tax Settings

Main Phone  + Main Email = Sam@abc.com
Additional Info X

‘Work Phone = CC Email -
Job Info Mobile *  841-831-8060 Website -

Fax hd Other 1 -

ADDRESS DETAILS
INVOIGE/BILL TO SHIF TO
ABC Company & +

555 Rock Bivd
Anytown, TH 88951 Copy >>

Customer is inactive
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Customer Center

Click the Payment Settings tab.

Select the Payment Terms, Preferred Delivery Method and Preferred Payment Method.

These defaults will populate when entering and sending sales receipts and invoices.

New Customer

cusToMER MavE ABC Company

CPENING BALANCE asoF 12/31/2020 B  How do | determine the opening balance?

Address Info

ACCOUNT NO. GREDIT LIMIT
Payment Settings -
£ay! g FAYMENT TERMS | Due on receipt L FRICE LEVEL - ﬂ
Sales Tax Settings FREFERRED -
DELIVERY METHOD | E-MaIl -
Additional Info PREFERRE
< FREFERRED :
PaYWENT METHOD | AUTIENICaN Express M
Job Info
CREDIT CARD INFORMATION a ONLINE PAYMENTS

Let this customer pay you by:

CreditCard visa = =

Bank Transfer (ACH) [Bark

CREDIT CARD MO.
EXP. DATE

MAME ON CARD
ADDRESS

Z|P / POSTAL CODE

Customer is inactive

Note: With a credit card listed as the Preferred Payment Method you can easily process

credit cards on-line.
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Customer Center

Click the Sales Tax Settings tab.

Enter the default tax code, tax item and/or resale number.

MNew Customer

cusToMeR Manve | ABC Company ]
OFEMING BALANCE a5 0F | 12/31/2020 B8 How do | determine the opening balance?
Address Info mxcooe [NIOR -8
Payment Settings
= g Tex ITEM  MWon-Taxable -
Sales Tax Settings .

Additional Info

Job Info

Click the Additional Info or Job Info tab to add optional information.

New Customer

cusTomeR Name ABC Company

OPENING BALAMCE asCF (12/31/2020 B How do | determine the opening balance?
Address Info CUSTOM FIELDS
CUSTOMER TYFE -
Payment Settings SPOUSES Nave
FEF v BIRTHDAY

Sales Tax Seftings

WEB URL
Additional Info

LOCATION

Job Info
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Customer Center

Edit Customer

Editing your customer information is important to ensure all sales receipts and invoices are
sent to the accurate location or email address.

Click the Customers tab from the Home Page.

Right Click on the Customer Name you wish to edit.

Click Edit Customer:Job and add changes to fields from the appropriate tabs.

Click OK.

Customers & Jobs Transactions
Find...
Active Cu Use Ctrl+U

Edit Customer.Job

MNew Customer

Delete Customer.Job

o Andres, t  Add/Edit Multiple Customer:.Jobs

Edit Customer

s= Adam's Candy Shop

How do | adjust the current balance?

Address Info

= Adam's Candy Shop

Payment Settings FULL NAME | M Adam Bradley
. JOB TITLE

Sales Tax Setfings

Main Phone  + 7075555734 Main Email
Additional Info

Work Phone  += CC Email -
Job Info Mobile - Website -

Fax - Other 1 -

ADDRESS DETAILS

INVOIGE/BILL TO sHIPTO | Ship To 1 -
Adam's Candy Shop &. Adam’s Candy Shop o+
Adam Bradley Adam Bradley

1528 Kitty Bang Bang St. Copy >> 1528 Kitty Bang Bang St 0
Fudge, CA 94555 Fudge, CA 94555

+ Default shipping address

Customer is inactive
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Customer Center

Delete or Make Customer Inactive

Making a customer inactive does not remove them from the system. You will have the
option to view inactive customers in the Customer Center. Maintaining your customer list is

very useful and cuts down on time searching for customers while entering transactions.

From the Customer Center right-click on the Customer you would like to Delete or Make
Inactive.
Click Delete Customer:Job from the menu that appears. (You can use this same menu to

make a customer Inactive.)

Click OK. |

Find...
uge Ctrl+L
Delete Customer:Job ]
Edit Customer.Job
I.-"'_"\-.I Are you sure you want to delete this customerjob? Mew Customer

- Delete Customer.Job
“ LD Add/Edit Multiple Customer:Jobs

Add Jab
Make Customer:Job Inactive

When a customer has historical transactions attached a message box will appear to inform
you that you cannot delete this customer. You will however have the option to make the

customer inactive.

QuickBooks Message

ﬂ Problem
QuickBooks cannot delete this name because it has a balance or
itis usedin atleast one transaction.
Solution

If you rarely use this name, consider making it inactive so that
it doesnt appear on the list. If you need to use the name ata
latertime, you can always make it active again.

Make Inactive Cancel Help
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Customer Center

Merge Customers

Merging customers is useful when there are duplicate names in the customer list.
For this example, we will merge ABC Company with Adam’s Candy Shop.

From the Customer Center, Double-Click the Customer you intend to keep.
Highlight the Customer Name and Copy (Ctrl + C) then click Cancel.

Double-Click the Customer you intend to merge.

Highlight the Customer Name then Paste (Ctrl + V).

Click Save.

Customer Cen

(b New Customer & Job ¥ New Transactions ¥ E} Print =
Customers & Jobs Transactions

Active Customers - >

jol

@ .—E FY Ej_j'..:
| o ABC Company 0.00 &
- Adam's Candy Shop 115.00 '
goAndres, Cristina 33,114.37

A Please Confirm warning box will appear, click Yes to confirm.

ﬂ This name is already being used. Would you like to merge them?

Note: The merge process cannot be undone.
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Sales Receipt

Sales receipts are used to record income for transactions that are after the fact. You have
already collected the payment and do not expect to collect anything in the future for this
transaction.

Click Create Sales Receipts from the Home Page or New Transactions -> Sales Receipts
from the Ribbon Bar in the Customer Center. Enter or verify the following information:
Customer Name, Email, Sale Date, Product or Service, Qty, Rate, Amount and Tax.

Add an invoice message or statement memo. Verify county and percentage for sales tax if

applicable.

Enter Sales Receipts

Main Formatting Send/Ship Reports Payments

€ P s E % Creale a Copy ° g = Print Later @ %Add i

Find New Save Delete ¢Memolize Mark As Print  Email Email Later Attach
= 2 Pending T - File

[shy e tizamel:) Adam’s Candy... =

1 SOLD TO
DATE
Sales Receipt T
1213142020 ] Adam Bradley
| - f = MORE | SALE NO. 1528 Kitty Bang Bang St.
i B3 = | = o Fudge, CA94555
CREDIT
CASH cHECK | Sggy | =CHECK v
CHECK NO.
ITEM DESCRIFTION ary uim RATE CLASS AMOUNT TAX
Pump Fountain pump 1 80.00 80.00 MNon i
i
™ [NonTaxable = (0.0%) 0.00
TanaL 80.00
CUSTOMER MESSAGE
MEMO - savesciose | ALl Clear

If you have a cash business or use other software for your receivables, you can use the sales
receipts as a method to batch your daily sales. Check for an integrated option at

https://desktop.apps.com/home
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Invoices

Invoices are used to record sales of product and services when we carry our customers

balances and receive payments based on terms.

Click Create Invoices from the Home Page or New Transactions -> Invoices from the

Ribbon Bar in the Customer Center.

Enter the following information:

Customer Name, invoice date, item code, qty, rate, amount and mark taxable if applicable.

Add an invoice message, verify county and percentage for sales tax if applicable.

Click Save & Close or Save & New to continue entering invoices.

Create Invoices

Main Formatting Send/Ship Reports oA
& P ﬁ E % Create aCopy 4@ g = Print Later [ Add Time/Costs [} Creaie 2 Batch
Find Mew Save Delete 9 Memorize Mark As Print  Email Email Later Attach q, Apply Credits Receive @ Refund/Credit
i » Pending " *: File Payments
Ve Balak Mike:330 MainSt v S ﬁ SIS Intuit Product Invoice |
I 1 R BILL TO SHIP TC i
n VO I Ce 12/312020 B | |Mike Balak [
INVOICE & 1800 Appleseed Ct
Bayshore CA 94326
4232
. NUMEER TERMS RE SHIF viA FOE.
Net 30 - * 12/31/2020 [ FederalExpr.. =
QUANTITY | ITEM CODE i DESCRIPTICN v PRICE EACH AMOUNT TAX
6 Installation:Tile ... Install Tile or Counter 250.00 1,500.00 Non .
Your customer can't pay this invoice onling T Non-Taxable > (0.0%) 0.00
Turn en 1.500.00
CUSTOMER NESSAGE 0.00
- 1,500.00
MO L Clear

Note: The Ribbon Menu Bar has many additional options such as: Email Later,
Refund/Credit, Historical Reports, Receive Payments, Apply Credits and More...

92 QuickBooks Desktop Foundations



@

QuickBooks.

Invoices

Add Past Due Stamp on Invoices

Click the Formatting tab in the Ribbon Bar. Click Manage Templates -> Double-click the

invoice template -> Check the Print Past Due Stamp and/or Print Status Stamp -> Click OK.

See History provides a historical view of transactions related to an invoice.

Main = Fomatting Send/Ship  Reports

@« b s E % CreateaCopy @ g = Print Later @ B Add Time/Costs [~ Create a Batch

it New Save Delete QMemonze Mark As Print  Email Email Later Attach B Apply Credits Receive B Refund/Credit
T v Pending - T File Payments

PR T Adam's Candy Shop - SR i C | intuit Product Invaice -

= ’ DaTE BILL TO sz ro (Ship T 5
Invoice s s

12/29/2020 B | pgam's Candy Shop Adam’s Candy Shop

e Adam Bradley Adam Bradley
INVOICE
s . R 1528 Kitty Bang Bang 5t 1528 Kitty Bang Bang St
PASTDUE
Past Due visible on print & email for this invoice 4133 Fudge, CA 94555 Fudge, CA 94555
Turn Off ' '
P.O. NUMBER TERMS REP SHIF via FOB
- = 12/29/2020 [ Federal Expr.. =
QUANTITY ITEM CODE DESCRIPTION Ui FRICE EACH | CLASS AMOUNT TAX
Gardening Weekly gardening senvices 85.00 85.00 Non =
=
Your customer can't pay this invoice online e County, SanT.. = (8.5%) 0.00
Turn on 85.00
CUSTCMER MESSAGE 0.00

Revert

Note: Use this feature to get customers to pay you faster. The stamp will appear on overdue

invoices sent to customers.
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Invoices

PDF Preview

When you create a new invoice, you can preview the PDF during the email process prior to
sending the invoice to your customer. This feature requires you to setup your default email
in preferences as we discussed in Section Two of this training. You will be required to add

an email address for each customer.

Menu Bar -> Customers -> Create Invoice -> Email (Ribbon Bar) -> Invoice.

1 examplegintus com =

xyz@testmail com

-
e I e

LT mvoIcE
o

Basic Invoice -

Plock Fouman

$274.50

PDF Preview

Increase confidence and accuracy in your customer emails by automatically previewing attachments before sending them.

See it in action (Path):
Customers > Create Invoice > Email > Invoice
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Invoices

Delivery Method

E-Mail Invoices - Verify the E-mail Later Box is checked in the Create Invoice Ribbon Menu
Bar.

Create Invoices

Main Formatting Send/Ship Reports

@ P Q E gg Create a Copy o g = Frint Later @ %Aﬁd TimeiCosts @; Create a Batch

Eind New Save Delete € memarize Mark As Print  Email [l /| Email Later Attach | B Apply Credits Receive B RefunarCredit
= = - - File

Pending Payments

You can set the Preferred Delivery Method default to E-mail in the Payment Settings tab
for each customer. This will auto check the E-mail Later box when entering invoices.

Address Info

ACCOUNT NO.

Payment Settings FAYMENT TERMS -

Sales Tax Settings

EFERRED

yemhop  Email -

Click File from the Menu Bar -> Send Forms -> Send Now. If you need to change the

outgoing email message, click Edit -> Preferences -> Send Forms -> Company Preferences -

> Add Template. Verify the new template is set as Current Default.

Select the email(s) you want to send and click Send Now From [lamy@expresslandscaping. com
11 of 11 Selected 2% 3 email(s) to Send 7o Sam@abe.com o
@ s=oTe TPE UM DATE AMOUNT
arTacH [ FHiny 4202 from & ndscaping 88929 11036.pdf @
ABC Company

At 6 MB fimit - 1 item(s:
@ |ABCCompany NV 4202 10/072020 $21,113.03 HEchoc 60K of ThE et 1 8

T Invoice 4202 from Express Landscaping

‘Corcoran, Carol

@ |Corcoran, Carol RCPT 23 1210422019 $725.00 =6ov Dear Customer
Your invoice-4202 for 21,113.03 s atiached. Please remit payment at
Wilson Supply your earliest convenience.
@ |\WisonSuppy NV 142 121152012 $150.17
Thank you for your business - we appreciate it very much
& |WisonSupply CRED 146 061282012 57189
incerely,
@& |WisonSupply INV 908 1170012013 $140.58 Express Landscaping
@ \WisonSupply NV 1606 10531201 $457.95 8418315555
wWww.gbexpress.com
@ |WisonSupply INV 2120 121252016 25000
G WisonSupply NV 2146 08182016 $471263
W Wilson Supply INV 3206c 121512018 §1,250.00
@ \WisonSuppy INV 3233 081142018 5420675
@ |WisonSupply INV 3773 061302019 $43931.25
Check Speling
Remove W Combine forms to a recipient in one email
Help @ QuickBooks wil take 2 min o send these emails & won't be available | | Send Now Close

Note: You can also e-mail estimates, statements and sales receipts with

Pro, Premier and Enterprise versions.
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Receive Payments

Receiving full or partial payments against open invoices is part of the Account Receivable
management process. Having accurate customer balances is key to avoiding messy cleanup

and cash flow issues.

Note: Always receive the amount received against the appropriate invoice. This will ensure
that the invoice is closed out properly. If a partial payment is received, then a balance will

remain on your Accounts Receivable Aging Report for that customer.

If you use Square or PayPal, fees are deducted on each transaction. Other merchant
services such as Worldpay deduct their fees at the end of the month. Not to worry!

Merchant fees will be addressed in the Bank Deposit process.

Undeposited funds is simply an asset account that acts like a clearing account. When
payments are posted to undeposited funds, they sit in this account until a deposit is made

to offset the balance.

When a payment is received Undeposited Funds is debited and Accounts Receivable is
credited. When a deposit is made, the bank account is debited, and Undeposited Funds is

credited. This account should have a zero balance.

It is recommended to select Use Undeposited Funds as a default deposit to account in the
Payments Preferences. This will allow you to group cash, checks and credit card payments
to match the deposit sent to the bank. It is very important to match deposits in QuickBooks
to the deposits posted at your bank. This will help to create a more efficient reconciliation

process.

Preferences

My Preferences Company Preferences

RECEIVE PAYMENTS

Automatically apply Automatically Use Undeposijted Funds as a
v v h
payments calculate payments default deposit to account
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Receive Payments

Business Tip: Few industries continue to carry Receivables because they can quickly eat

up cash flow and jeopardize a company’s ability to efficiently operate.

If you are not currently accepting electronic payments, you should consider getting set up
with a merchant services account, a critical component of controlling cash flow. Intuit, the
maker of QuickBooks, provides merchant services that fully integrate into QuickBooks. If

interested, visit https://quickbooks.intuit.com/payments

Get Set-Up to Accept Payments Anytime, Anywhere

The ability to collect money owed at the time services are rendered or products are sold
has a dramatic impact on cash flow. Research shows that credit cards increase the
probability, speed and size of customer purchases. Electronic payment methods provide a
guarantee you will be paid and reduces time and money spent on the billing process,

collections, and more.

Payments can be accepted anytime, anywhere and QuickBooks® can be updated at the

time of the transaction, increasing the speed of the business cycle.
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Receive Payments

Click Receive Payments from the Home Page or New Transactions -> Receive Payments

from the Ribbon Bar in the Customer Center.

Select the Customer:Job.

Enter the Amount received or processed.

Select Payment Method.

Verify Date.

Enter Reference # (Check No. or Credit Card Authorization).

Verify the proper invoice has been checked off and the amount in the payment column
matches the amount received. If there is a difference a window will appear letting you

know that the customer has either underpaid or overpaid.

Click Save & Close.

Main Formatting Reports Payments oA
== 3 o) c
» B X B= 4 & - @ o
Find New Delete Print Email | Affach Look up Un-Apply Discounts And Record
- i File Cuslomerinvoice = Payment  Credits  Bounced Check Add Credit Gard
Processing
Customer Payment
RES ! Adam's Candy Shop ~
k, h £ é (= MORE
24000 —
. CASH CHECK DEBIT e-CHECK
10/05/2020 ] X
CHECK = .3333 ‘ Where does this payment go?
¢ pate i - S [ ~
| w i 10/06/2020 3849 85.00 8500 85 EIU“
w» 101312020 3850 85.00 85.00 85.00
w 10/20/2020 3851 85.00 85.00 85.00
w 1012712020 3852 85.00 85.00 85.00
110372020 3852 85.00 85.00 0.00
1110/2020 4126 85.00 85.00 0.00
Totals 1,105.00 1,105.00 340.00
UNUSED CREDITS AMOUNTS FOR SELECTED INVOICES
340.00
650.00
340,00
Apply Credits
0.00
Save & Close | Save & New | Revert

Note: All merchant fees are adjusted in the deposit transaction.
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Receive Payments

Receive Partial Payment

Click Receive Payments from the Home Page or New Transactions -> Receive Payments

from the Ribbon Bar in the Customer Center.

Select the Customer: Job. Enter the Amount received or processed.

Select Payment Method & Verify Date. Enter Reference 4.

We received $15,000 against an outstanding invoice balance of $25,861.47 leaving an

underpayment balance of $10,861.47. An Underpayment options box appears in the lower

left section of the window. Select Leave This As An Underpayment or Write Off The Extra

Amount.

Main Formatting Reports Payments

«» AR 8= 0 &

Find New Delele Print  Email Aftach Look up
M T File Customerfinvoice

Customer Payment

15,000.00

S

CASH CHECK Cnig:,-‘r.r

113012020 ]

1130 1 Where does this payment go?

w | 11710/2020 4228

Totals

UNDERPAYMENT
$10,861.47.

YMENT

NT

VIEW CUSTOMER CONTACT INFORMATION

=

Un-Apply Discounts And
Payment

e-CHECK

25,861.47

25,861.47

Credils Bounced Check

[T
Add Credit Card
Processing
S 25.861.47
25,861.47 1500000
2586147 15,000.00
AMOUNT S FOR SELECTED INVOICES
25,861.47
15,000.00
0.00
Save & Close

Note: Payments can be automatically applied when received or you can specify how you

want payments applied. Edit -> Preferences -> Receive Payments -> Select Automatically

Apply Payments.
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Receive Payments

Receive Overpayment

Click Receive Payments from the Home Page or New Transactions -> Receive Payments

from the Ribbon Bar in the Customer Center.

Select the Customer: Job. Enter the Amount received or processed, select Payment

Method & Verify Date.

Enter Reference # (Check No. or Credit Card Authorization).

We received $500.00 against an outstanding invoice balance of $425.00, leaving an

overpayment balance of $75.00. The Overpayment options box appears in the lower left

section of the window. Select Leave The Credit To Be Used Later or Refund The Amount

To The Customer.

Receive Payments

Main Formatting Reports Payments Hoa
«» B X @@= 0 & B @ o
Find New Delete Print  Email Aftach Look up Un-Apply Discounts And }

T - File Customer/invoice Payment Credits Adg:&;:‘:glg;m
Customer Payment
RECENVED FROM  Balak, Mike:330 Main... =

| [= Square
20000 CREDIT
o (B & CASH CHECK nEmiT | eCHECK v
o -Square
REFERENCE = Where does this payment go?
i DATE NUMBE T, T. DUE ENT \
» 1200202020 4145 85.00 85.00 85.00
» 1200942020 4145 85.00 85.00 85.00
» (1201612020 4147 85.00 85.00 85.00
» 121232020 4148 85.00 85.00 85.00
» (1213002020 4149 85.00 85.00 85.00
Totals 425.00 425.00 42500
OVERPAYMENT AMOUNTS FOR SELECTED INVOICES
425.00
425.00
DITS
0.00
VIEW CUSTOMER CONTACT INFORMATION
o Save & Close | Save & New I Clear
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Receive Payments

Customized Payment Receipts

This new 2021 feature allows you to customize the way a payment receipt is displayed
when sending it to a customer. Click Customers -> Receive Payments -> Formatting
(Ribbon Bar) -> Choose a template. To create your own custom templates, go to Lists in the

Menu Bar -> Templates.

Payments

Main  Formatting  Reports  Payments

Select template for email/print & Q @

Preview Manage Customize

Intuit Standard Payme: v Templales Dala Layout
Customer Payment
REGEIVED FROM ood's Garden Cafejlig
—_— (9] g == HoRs
FAYMENT AMOUNT 15,000.00 -
CREDIT
CASH CHECK DEBIT e-CHECK
DATE 11/30/2020 ] ./
CHECK# 14130 Where does this payment go?

To set a default template for all payments received, click Edit -> Preferences -> Payments ->

Receive Payments -> Set a payment receipt template for email and print.

Preferences
Accounting A My Preferences Company Preferences
Bills
RECEIVE PAYMENTS
Calendar
i Automatically apply Automatically Use Undeposited Funds as a
Checking payments calculate payments default deposit to account

Deskiop View Seta payment receipt template for emailiprint | |ntyit Standard PaymentR.. =

Finance Charge

General ONLINE PAYMENTS

Integrated Applications 3 .
Your customers can pay you online using:

tems & Invento
B Credit Card Bank Transfer (ACH)

Jobs & Estimates

Multiple Currencies

Payments Tip: To make payment methods active or inactive, go to the Lists menu, click
Customer & Vendor Profile Lists, and then click Payment Methed List.

TR FET F L
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Bank Deposits

Creating bank deposits is a very important step that follows a Sales Receipt or Receive

Payment and is often overlooked. This can lead to a compounding issue with Undeposited

Funds and is costly to cleanup. The bank deposit transaction is where we adjust for

merchant fees and vendor refunds.

Click Record Deposits from the Home Page.

The Payments to Deposit window displays all payments received and ready to deposit.

Select the Payment Method Type from the drop-down list to group credit card, cash and

check payments.

Click the Select All button or select the individual payments to match the deposit sent to

the bank. Click OK.

Payments to Deposit

SELECT VIEW
View payment method type All types =  [What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
4 i DATE TIME TYFE 10 FAYMENT METHOD | NAME AMOUNT
12/02/2020 PMT 1202 Check Stinson, Tracy 5,280.00
12M16/2020 PMT 1216 Check Russell Chiropractic 510.00
121712020 PMT 1212 Check Jim's Family Store 870.00
121712020 PMT 1217 Check Julie’s Doll House 12,753.38
121812020 PMT 1234 Check Jasmine Park 1,140.00
1212002020 PMT 1220 Check Loomis, Anne 6877277
1212312020 PMT 2222 Check Cheknis, Benjamin 15,875.00
1212712020 PMT 1227 Check Lee, Laurel 1,800.00
¥ 12/02/2020 FMT cC Visa Balak, Mike G80.00
¥ 1216/2020 PMT Visa Andres, Cristina 2,000.00
2 of 10 payments selected for deposit Payments Subtotal 2,680.00
Select All Select None
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Record Deposits

It is very important to select the correct Deposit To account for each deposit. Some
businesses have separate accounts for merchant services.
Verify the date and add memo information. In this example we have received two check

payments that match the deposit sent to the bank.

@ Previous ® Next [F] Save () Print v| B2 Payments [El] Histery [B Journal | @ Attach

Save time reconciling your
merchant service account with

LG AR 10000 - Wells Fargo Checking #3166 ‘ - Date 12/31/2020 [ Memo  Deposit

QuickBooks.
Click Payments to select customer payments that you have ived. List any o mounts to .
deposit below. ¢ Learn Maore
RECEIVED FROM FROM ACCOUNT s} CHK MO, | PMT METH CLASS AMOUNT
Balak, Mike 12000 - Undeposit... cc Visa G680.00
Andres, Cristina 12000 - Undeposit... Visa 2,000.00
Deposit Subtotal 2 680.00

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memao Cash back amount
Deposit Total 2 680.00
Save & Close | Save & New | Clear
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Record Deposits

Depositing a Square or PayPal payment: We received a $2,680.00 square payment and
entered a negative $80.40 to the account Merchant Service Fees. Our net deposit

transmitted to the bank is $2,599.60.

ﬂ Attach

@ Previous ® Mext E Save ) Print - &4 Payments @ History ﬂJournaI

Save time reconciling your
merchant service account with
QuickBooks.

< Learn More

DepositTo 10000 - Wells Fargo Checking #3166 - Date 12/31/2020 [ Memao Deposit

Click Payments to select customer payments that you have received. List any other amounts to
deposit below.

RECEIVED FROM FROM ACCOUNT IEMO CHKNO. @ FMT METH CLASS AMOUNT
Balak, Mike 12000 - Undeposit.. Square | Square 680.00
Andres, Cristina 12000 - Undeposit... Square Square 2,000.00
= 60500 - Mercha.. = Sqguare - - 30.40
Deposit Subtotal 259960

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount
Deposit Total 2,599.60
Save & Close | Save & New | Clear
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Credit Memos

Credit Memos are used to clear out uncollectible invoices, to clean up odd transactions in

Accounts Receivable or to refund a customer.

Click Refunds & Credits from the Home Page or open the outstanding Invoice and click

Refund/Credit in the Ribbon bar.

Main Formatting Send/Ship Reports

¢ P B EH X CreateaCopy €@ & = | Pontlster ] B Add Time/Costs B8 _BlcreatzBatch
Eind New | Save Delste €l Memorize Mark As Print  Email Email Later Attach | @ Apply Credits Receive BB Refund/Credit
i & Pending - - Fi

ile Payments|
This will populate a credit memo based on the original invoice. You will need to adjust the
credit memo to reflect the actual credit amount. Verify that the date of the credit memo is

in the current period.

Click Save & Close.

Create Credit Memos/Refunds

Main Formatting Reports

oA
g a E 2@ CreatcaCopy 4 E = Print Later @ @ Use credit to give refund
Find New Save Delete Qmemolize Mark As Print  Email Email Later Attach Use credit to apply to invoice
M T Pending a2 = File

fei-y e NI S Te -0 1M's Candy Shop + cu\ssi TEMFLATE |82V (] 1

i CRE CUSTOMEF
Credit Memo T
CREDIT NO. Adam Bradley

1528 Kitty Bang Bang St.

4196 Fudge, CA94555
0. NO
ITEM DESCRIFTION ary u RATE CLASS AMOUNT } TAX
Design Custom Landscape 650.00 650.00 Non -
Design
T County, San T... = | (6.5%) 0.00
TOTAL 650.00
CUSTOMER MESSAGE
= REMAINING CREDIT 650.00
o - saveaciose | LD Revert
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QuickBooks Desktop Foundations

SECTION 5
ACCOUNTS PAYABLE

Objectives

Vendor Preferences
Vendor Center

Write Check

Enter Bills

Pay Bills

Vendor Credits
Apply Vendor Credits
Print Checks

Bill Tracker

Receipt Management
A/P Reports

Practice Test
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Section 5 Objectives

Upon completion of section 5 each participant will become familiar with the following

objectives:

* Overview of Accounts Payable

* How to turn on/off Accounts Payable related preference settings.
* How to use the Vendor Center.

* How and when to create and Pay Bills.

¢ How to Print Checks.
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Accounts Payable

In the Accounts Payable section, we will discuss the importance of managing your bill
payment process and take advantage of discounts your vendors offer. You will be amazed
at the impact this process has on your cash flow and how developing a policy reduces

potential fraud.

Biz Q&A: Why do you think it is important to manage your Accounts Payable?

Why do you think business owners should have an Accounts Payable policy?

PIP WOW FACT:

According to JPMorgan, 60% of organizations were exposed to attempted or actual

payments fraud in 2013.

The typical financial loss as a result of payments fraud was 523,100 in 2013.

The lack of internal controls and ineffective Accounts Payable processes can end up
substantially costing the business in fraudulent payments, double payments, late fees, lost
discounts, additional allocation of labor to locate invoices, etc. Also, think about how the
Accounts Payable process can affect vendor relationships (i.e. reduced credit, requiring

payment upfront, and reduced payment terms.)
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Vendor Preferences

Bills: Company Preferences

There are several default preferences related to bills, inventory and expenses.
Click Edit from the Menu Bar -> Preferences -> Bills.

Select when bills are due, warn about duplicate bill numbers or automatically use credits
and discounts. You will need to add the default discount category from the chart of

accounts.

Preferences

EZ Accounting A My Preferences Company Preferences

ENTERING BILLS

Calendar

Bills are due |10 | days after receipt

a Checking
. 5 .
ﬁqg Deskiop View « Warn about duplicate bill numbers from same vendor
Finance Charge
PAYING BILLS
W General i §
e + Automatically use credits
:ﬁ Integrated Applications
& ttems & Inventory « Automatically use discounts
E} Jobs & Estimates Default DiscountAccount | 49000 - Discounts =

% Muttiple Currencies

Items & Inventory: Company Preferences
Select Inventory and purchase orders are active to turn this feature on and add icons to
the Home Page. Select Warn about duplicate purchase order numbers and Warn if not

enough inventory to sell.

E Accounting A My Preferences Company Preferences
% Bills PURCHASE ORDERS AND INVENTORY
@ Calendar ¥ inventory and purchase orders are active
Checki :
2 o +| Warn about duplicate purchase order numbers.
Desktop View 7 e 2
ic i When calculating Quantity Available  for my inventory, deduct:
Fnante Charge # Quantity reserved for Pending Builds ¥ Quantity on Sales Orders
0 General
:ﬁ +| Warn if not enough inventory to sell.
Integrated Applicati = : 3
* s Jomt ‘When the quantity | want to sell exceeds Quantity On Hand
]

tems & Inventory ® When the quantity | want to sell exceeds Cluantity Available
Jobs & Estimates.

]I

]‘T
L

@' Bl Ctericies el N o et e Learn about serial #lots, FIFO and
% Payments s i multi-location inventory

ﬂ Payroll & Employees UNIT OF MEASURE

e e
) Remiers Single UM Per ltem =
il Reports & Graphs
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Vendor Preferences

Tax: 1099: Company Preferences

Click Tax: 1099 from the Preference Menu List.

You will need to map all accounts associated with 1099’s. Follow the mapping wizard to

prepare your data file. Ask your accountant for assistance and review all 1099 reports

before processing required forms.

My Preferences Company Preferences E
Do you file 1099 forms? O Mo Cancel
Ifyou're ready to prepare your 1098s, including mapping Help
accounts, you can do it here

Default
If you want to map your accounts to boxes on Form 1099-NEC,
: i
you can do it here Also See:
If you want to map your accounts to boxes on Form 1098-MISC,
you can do it here General

Time & Expense: Company Preferences

Select default Time Tracking and Invoicing Options related to your company policies.

Set a Default Markup Percentage and Account. Create invoices from time and expenses.

Preferences

My Preferences Company Preferences

@ Calendar -
E#& checking

TIME TRACKING Cancel

iﬁ Desktop View
Do you track time? Help
Finance Charge
= ® Yes T Mo
o General Default
:ﬁ Integrated Applications. First Day of Work Week Maonday .
dljjl tems & Inventory : % Also See:
E“ ) + Mark all time entries as billable
.~ -Jobs & Estimates General
&y muttiple Currencies
Sales and
% Payments INVOICING OPTIONS Customers
Payroll & Employees P = . = :

j‘; b 2o iCreate invoices from a list of ime and expenses; Jobs and
&) Reminders Estimates

i Reports & Graphs +| Track reimbursed expenses as income

w Sales & Customers
@@ Sales Tax

ﬁ Search

a Send Forms

% Service Connection
Spelling
@ Tax: 1088

+ Mark all expenses as billable
Default Markup Percentage 100% |

Default Markup Account

45000 - Markup Inc.. =
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Vendor Center

The Vendor Center includes maintaining vendor lists, adding a bill, paying bills, bill tracker,

viewing status, and other transactions related to your vendors.

Click the drop-down arrow to Filter the vendor list. Click the Search icon to search All

Common or Custom fields or type a name in the search box.

E New Vendor... ¥ ;% New Transactions * E

Search  |EEENNTTREEEE - For
8 NAME - in All common fields -
Bayshare Water 97.50 @ Ccancel Help
Cal Gas & Electric 265.00
Cal Telephone 220.00

Click the Vendors tab from the Home Page. Click New Vendor from the Ribbon Bar.

Click Add Multiple Suppliers.
;‘E New Vendor.. ¥ ;% Mew Tran

Mew Vendar

Add Multiple Vendors

The Add/Edit Multiple Suppliers is a much more efficient way of changing vendor

information. Customize Columns or paste lists of information from Excel.

Change fields for all Vendors such as Eligible for 1099 without having to edit the vendor

information individually.

Add/Edit Multiple List Entries

@ Selectalist. @ Customize columns to display. @ Paste from Excel or type to add to or modify your list Customize Columr
List View Find
- Active Vendors = B X Search within res
Currently Editing: |

American Express
Bank of Anycity Bank of Anycity Lisa Holzhauser 415-555-9135 lisah@samplename.com  Bank of Anycity

Bayshore CalOil Service Bayshore CalQil Service 415-555-7378 Bayshore CalQil Service

American Express
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Vendor Center

The Vendor Information window has many features that will assist you in tracking and

filtering historical transactions. Track Vendor Info, To Do’s, Notes and Sent Emails for each

vendor. View a QuickReport, filter transactions by type and date or click the paperclip to

add documents to the vendor center.

Use the Ribbon Bar to add Vendors, Enter Bills, Pay Bills and more...

Keeping vendor information up to date is key to managing your accounts payable, track

discounts and avoid late fees that directly affect cash flow.

Vendor Center: Smith & Jones - Bookkeeping

New Vendor.. ¥

;% Mew Transactions ¥

& Print ¥

Excel v [ Word ¥

i Bl Tracker

Vendor Center: Smith & Jones - Bookkeeping

Excel *

Print *

f.'—é Word ¥

[ BilTracker

- g o A
Vendor Information .
Company Hams  Smith & Jones Main Phone B858-456-7890
Full Name Smith Fax 858-456-7399
L s o REPORTS FOR THIS VENDOR
endor Type  Professional Senvices Main Email janesmith@sandj.com
AccountNo. RRC cCEmai johnjones@sandj.com CRiCKREpOsL
Biled From  Smith & Jones Open Balance

Jane Smith

123 Ocean View

San Diego, CA 92004

Order 1099 Forms
Map | Directions
Nrdar Charke v
Transactions Contacts ToDo's Motes Sent Email
show Al Transa.. = rFuTersy (Al = | Dpate (Al o
Bill 12/05/2020 20000 - Accounts Payable -2 400.00 =
Bill Pmt -Check 9624 11/30/2020 10000 - Wells Fargo Ch... -2.400.00 '
v
Manage Transactions ¥ Run Reports -
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Vendor Center

Add New Vendor

Click New Vendor from the

Ribbon Bar in the Vendor Center.

Enter the Address and Contact information.

= New Vendor

OR

£ Rags to Riches Law

OFENING

Address Info

naye  Rags to Riches Law

Payment Seffings FuL

: 0B TITLE
Tax Seftings
Main Phone =  841-831-2299

Account Settings

Work Phone =
Additional Info Mobile hd
Fax =
ADDRESS DETAILS

BILLED FROM

999 Dinero Street
Anytown, TM 88951

Vendor is inactive

Rags to Riches Law ’

AsoF 01/022021 E@ How do | determine the opening balance?

Copy >>

E Mew Wendor.. ¥ ;% New Trar

{hewensor ——

Add Multiple Vendors

-0 x
Main Email =
CC Email -
Website ]
Other 1 -
SHIFFED FROM
&

Select the Payment Settings tab.

Enter Account No., (prints in memo field of checks) Payment Terms and Print Name on

Check As. (Use this option when the remit to name is different than the vendor name in the

list.)

= New Vendor

veNDoR ManvE Rags to Riches Law

OPENING BALAN

A5 0F  01/02/2021

e e ACCOUNT NO. 123456789

Bayment Settings PAYMENT TERMS Net 30

Tax Settings

FRINT NAL
CHECHK A

Account Settings

Additional Info

'; Rags to Riches Law

B How do | determine the opening balance?

CREDIT LIWIT

BILLING RATE LEVEL -
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Vendor Center

Click the Tax Settings tab.

When applicable: Enter Vendor Tax ID and select Vendor eligible for 1099.

New Vendor

VENDOR Nave Rags to Riches Law

OFEMING BALAMCE asoF 010022021 B How do | determine the opening balance?

Address Info
TAX, INFORMATION
Payment Settings
VENDOR TAX |0 99-8999999

Tax Settings
¥ Vendor eligible for 1009 [

Account Settings

Click the Account Settings tab to add a Prefill account to the vendor. This default will

reduce errors when entering transactions. Note: Click on How do Account Prefills work

with Bank Feeds.

= Mew Vendor

VENDCR N2UE Rags to Riches Law

OPENING BALANCE 45 0F |01/02/2021 B How do| determine the opening balance?

Address Info
Tell us which expense accounts to prefill when you enter bills for this vendor.

Payment Settings Spending a little time here can save you time later on
Accounts you select here show up automatically in the accounts field when you enter a bill for this vendor.
Tax Settings Example: Bills from the phone company would be assigned to the Telephone Utilties expense account.
66700 - Professional Fees -

Account Settings

Additional Info -

Clear All

Click the Additional Info tab to add custom information.

New Vendor

VENDOR NavE Rags to Riches Law

OFENING BALANCE asoF 01/02/2021 B How do | determine the opening balance?

Address Info CUSTOM FIELDS
ENDOR TYPE -

Payment Settings DISCOUNT AVAILABLE

Tax Settings

Account Settings

Additional Info
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Vendor Center

Edit Vendor
Editing your vendor information is important to ensure checks and tax forms are sent to the

accurate location or email address.

Click the Vendors tab from the Home Page.
Right-Click or double click the Vendor Name you wish to edit. Click Edit Vendor add

changes to fields in the appropriate tabs. Click OK.

Custom Filter... - > i
Find...
jol
se Ctrl+J
1 NAME BALANC... |
Bayshore Water 9?.50§
Cal Gas & Electric 255.00% Ed|t "u"E‘ndI:Ir
Cal Telephone 220.00
Chris Markley 1,260.00 NEW "I.I'IEFIEIUF
Computer Services by DJ 875.00§ Delete Vendor
= Edit Vendor -0 %
VENDOR MaME Chris Markley
CURRENT BALANCE 1,260.00 How do | adjust the current balance?
Address Info
COMPANY N,
Payment Settings Chris ! Markley
JOB TITLE
Tax Settings
Main Phone = 415-555-0046 Main Email =
Account Settings .
Work Phone = CC Email -
Additional Info Mobile - Website -
Fax - Other 1 g
ADDRESS DETAILS
BILLED FROM SHIFFED FROM
Chris Markley
610 W. Bush St. 9 &
Apt 201 Copy >>
Middlefield CA 94482
endor is inactive @ Cancel Help
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Vendor Center

Delete or Make Vendor Inactive
Making a vendor inactive does not remove them from the system. You will have the option
to view inactive vendors in the vendor center. Maintaining your vendor list is very useful

and cuts down on time searching for vendors while entering transactions.

From the Vendor Center right-click on the Vendor you would like to Delete or Make

Inactive.

Click Delete Vendor from the menu that appears. (You can use this same menu to make a

vendor Inactive)

Click OK.
Find...

Use Ctrl+U

Delete Vendor

Edit Viendor

E Cancel Mew Vendor

Delete Vendor
Add/Edit Multiple Suppliers

Make Vendor Inactive
When a Vendor has historical transactions attached a message box will appear to inform

you that you cannot delete this vendor. You will however have the option to make the

vendor inactive.

QuickBooks Message

ﬂ Problem
QuickBooks cannot delete this name because it has a balance or
itis usedin atleast one transaction.
Solution

Ifyou rarely use this name, consider making itinactive so that
it doesnt appear on the list. If you need to use the name ata
later time, you can always make it active again.

Make Inactive Cancel Help
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Vendor Center

Merge Vendors

Merging vendors is useful when there are duplicate names in the vendor list.
For this example, we will merge CalOil Company with Cal Gas & Electric.
From the Vendor Center double-click the Vendor you intend to keep.
Highlight the Vendor Name and Copy (Ctrl + C) then click Cancel.
Double-Click the Vendor you intend to merge.

Highlight the Vendor Name then Paste (Ctrl + V).

Click Save.

A Please Confirm warning box will appear, click Yes to confirm.

All Vendors - >
jo
¥ 1 NaME BALANC
American Express 0.00 =
Bank of Anycity 0.00 '
Bayshore CalOil Senvice 0.00 A This name is already being used. Would you like to merge them?
Bayshore Water 97.50 Yes “
Blue Cross / Blue Shield 0.00
Brown Equipment Rental 0.00
Bryan McDonnell 0.00
Cal Gas & Electric 265.00
- Car01Gomany | o)
| CalTelephone 220.00

Note: The merge process cannot be undone.
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Write Checks

This is where we enter debits/ACH, manually written checks or checks to be printed. Itis

recommended to enter all manual checks before importing transactions from your bank.
Click Write Checks from the Home Page.

Enter or verify the following information:

Bank Account, No., Date, Payee Name, Amount, Account and Memo.

Select Customer:Job, Billable or Class when applicable.

Use the Items tab to record purchases of Inventory & Non-Inventory items.

Click Save & Close.

Write Checks - Wells Fargo Checki

Main Reporis oA
“«* B B XQoowow @ ww g B O B B & W O
Find MNew  Save Delete ‘}Memmize Print Pay Online Aftach Select Enter Clear Recalculate Batch Reorder

i o File PO Time Splits Transaclions Reminder Order

Checks
BANK ACCOUNT | 10000 - Wells Fargo Checking ... = ENDING BALANGE 54,830_53
no. | 9601

DeTE (1210172020 B

FAY TO THE ORDER OF 'American Express - 3 -28,936 25
Twenty-eight thousand nine hundred thiry-six and 25100 ** *****s*sxxxxxxxxxxxxxxxx LOLLARS
ADDRESS

American Express

il
fin}

Expenses $28,936.25 ltems $0.00
21000 - American Express #10175 - 28,936.25 | - - |i
v
Save & Close | Save & New | Revert
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Write Checks

New vendor names can be added on the fly. If the name does not appear on the vendor

list, the following message will appear. It is recommended that you choose Set Up versus

Quick Add to avoid choosing the incorrect name type.

Name Mot Found

% Mew Vendoris notinthe Name list.

To automatically add Mew Vendor ta the Mame list, click Quick Add.
You can enter more detailed information later.

To enter the detailed information now, click Set Up (usually not required).

| QuickAdd SetUp Cancel

Select Name Type

Select which type of name to add then click QK.

1 Customer
T Employee
T Other
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Write Checks

Link checks to unpaid bills was added in 2019. So many users write checks directly to
vendors with unpaid bills. This process eliminates errors by checking to see if there are

unpaid bills for vendors during the write check process.

Click Write your check if you want to create a new check while leaving the unpaid bills

open. Click Go to Pay Bills to properly pay and close out an unpaid bill.

Write Checks - Wells Fargo Checking #3166

Main  Reports

&« P ﬁ E ?/g Create a Copy g Print Later @ % o E & % O

Find Mew Save Delete ¢M3m0|\ze Print Pay Online Attach Select  Enler Clear Recalculate Baich Reorder

Order
File PO Time Splits Transactions Reminder Cliacis
BAMCACCOUNT 10000 - Wells Fargo Checking . = enpinc BaLance  54,830.53
wo. 9803
FRINT AS:  Smith & Jones DeTE (01022021 @
FY TOTHE ORDER OF | Smith & Jones - Bookkeeping s 5 0.00 i

DOLLARS

ADDRESS

Check for Bills
,l.\, You have unpaid bills with this vendor.
Are you writing a check for an unpaid bill? Work in the Pay Bills window to connect it to the
bill correctly.
Expenses $0.00 ltems $0.00
66700 - Professional Fees 12/05/2020 2,400.00

Write your check G ‘Go to Pay Bills _‘

Note: It is very important that users follow the proper steps when paying bills to avoid

duplicate expenses and outstanding bills that never clear out.
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Enter Bills

Click the Enter Bills from the Home Page or New Transactions from the Ribbon Bar in the

Vendor Center.

Click Enter Bills.

Enter or verify the following information:

Vendor, Address, Terms, Bill Date, Ref No., and Due Date.

Enter account, amount, determine if billable, apply sales tax and assign the transactionto a

Customer or Job.

Click the Items tab to enter Product/Service you are tracking. This section is typically used

when tracking inventory related products.

Click Save and Close.

= Enter Bills
Main Reports
o -
¢ B B X Boewocm & ) &
Find New Save Delete €BMemorize Print Aftach Select  Enter Clear Recalculate
= i File PO Time Splits
@ Bill ) Credit | Bill Received
VENDCR  Robert Carr Masonry L DATI 12/31/2020 B
sppress | Robert Cam Masonry clig
2780 County Rd B
Bayshore CA94326 P 000,00
BILL DUE 01/30/2021 &
TER Met 30 - DISCOUNT DATE
Expenses $23,000.00  Items $0.00
53600 - Subcontractors Expense v 23,000.00 - v (S
CPVRACEl save & New Revert

- 0O %
Hoa

Pay

Bill
SUMMARY &
Phone 415-555-2046
Open balance 23,000.00
POs to be received 0
RECENT TRANSACTION @
12/31i20 Bill 23,000.00
10/31i20 Bill Pmt -Check 23,000.00
09/30i20 Bill - Paid 23,000.00
07/31i20 Bill Pmt-Check 22,500.00
06/30/20 Bill - Paid 22,500.00
NOTES &
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Pay Bills

Click Pay Bills from the Home Page.

Filter and sort how bills are displayed in the Pay Bills window.

Select the Bills you intend to pay. Change the amount in the Amt to Pay column to make a

partial payment.

Verify the Payment Date, Method and Bank or Credit Card Account.

Select To Be Printed if you intend to print checks. Select Assign Check Number to post

manual checks used to pay bills.

Click Pay Selected Bills.

SELECT BILLS TO BE PAID

(1 Due on or before
Show bills

* ® Show all bills
-
-
-
-

12/30/2020 Bayshore Wat.

Credit Card

Pay Bills

Filter By

SortBy vendor

97.50
12/25/2020 Cal Gas &Ele... 265.00
12102020 Cal Telephone 120.00
01/09/2021 Cal Telephone 100.00
Totals 39,821.28
Select All Bills
DI SCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL
Vendor Terms
Bill Ref. Mo Sugg. Discount 0.00
Go to Bill Set Discount
FAYMENT
Date Method
T Tob ted
owzzz W z] @ Tobepred

0.00 0.00 000 A
0.00 0.00 0.00 '
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
MNumber of Credits 1]
Total Credits Available 0.00

= Assign check number Ending Balance

4

10000 - Wells Fargo Checking #..
54.830.53

Account

Cancel
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Pay Bills

If you selected “assign check numbers” this window will appear with the option to add next

check number or let QuickBooks assign the number before printing.

gn Check Numbers

PaymentAccount 10000 - ‘well: Fargo Checking #3166

How do you want to assign check numbers?
) Let QuickBooks assign check numbers.

@ et me assign the check numbers below:;

‘ 01/02/2021 Bayshare Water

97.50

01/02/2021 Cal Gas & Electric

265.00

Help

Next, the Payment Summary window will appear.

Click Pay More Bills, Print Checks or Done.

Payment Summary

PAYMENT DETAILS

Payment Date 01/02/2021
Papment Account 10000 - Wells Fargo Checking #3166
Payment Method Check

12/30/2020 Bayshore Water
12/25/2020 Cal Gas & Electric

Total

How do | find and change a bill payment?

Pay More Bills Done

Payments have been successfully recorded for the following 2 of 2 bills:

97.50
265.00

362.50
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Print Checks

Click File from the Menu Bar.

Click Print Forms -> Checks.

Verify the Bank Account and First Check Number.

Verify the number of checks to print and the total amount deducted from the checking

account, then review the confirmation window.

Click OK.

Bank Account ells Fargo Checking #3166 6489 Order Checks
Select Checks to print, then click OK.
There is 1 Check to print for $28,936.25.
< 1210172020 American Express 28,935.25| Cancel
Help
Select All
Select None
Show: ® Both I Checks ' Direct Deposit

Print Che

Settings Fonts Partial Page

Printer name:

Printer type:

CHECK STYLE

@ Voucher 0 Standard

T Wallet
|y :

|Adobe PDF on Documentsy pdf -

Page-criented (Single sheets) -

You have 1 check to print for $28 936 25 ﬁ

Options...

Note: To install additional printers or to change port
assignments, use the Windows Control Panel.

Mumber of copies: 1 i

« Collate

Print company name and address.

Use logo
Print Signature Image

Cancel
Help

Logo

Signature
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SECTION 6
BANK & CREDIT CARD ACCOUNTS

Objectives

Bank Feeds Center
Bank Transactions
Transfer Funds
Reconcile

Bank Reports
Practice Test
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Section 6 Objectives

Upon completion of Section 6 each participant will become familiar with the following

objectives:

* Overview of the banking center.

* How to enter bank transactions.

* How to connect bank and credit card accounts.
* How to transfer funds.

* How to reconcile bank and credit card accounts.

* How to access and view bank reports.
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Bank Feed Center

Connecting bank and credit card accounts to QuickBooks® is easy to do. An understanding
of how to manage the Bank Feeds Center is important and will help you avoid posting old
and/or duplicate transactions. However, this is a great way to enter historical transactions.
It is recommended that new users are comfortable entering transactions manually. Please

seek help from your accountant to avoid costly clean up.

Click Banking from the Menu Bar. Click Bank Feeds -> Set Up Bank Feed for an Account.

Reports Window Help

\Write Checks Ctri+W
Order Checks & Envelopes
Enter Credit Card Charges Set Up Bank Feed for an Account
Use Register Ctr+R Faricipating Financial Institutions
Make Deposits Import Web Connect File
Transfer Funds Change Bank Feeds Mode
Reconcile

Learn About Online Bill Payment
Bank Feeds

Loan Manager

Other Names List

Once the bank or credit card accounts have been connected to QuickBooks®, whether it be
from the web connect or direct connect process, you can import transactions into the
Bank Feed Center. Use the Bank Feed Center to manage and post transactions directly to

the bank and credit card registers.

Note: Itis recommended that you seek help from your accountant to learn the proper

posting process to avoid costly mistakes.
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Transfer Funds

Many business owners have multiple bank accounts and setup automatic transfers between

accounts. For example: A monthly transfer from checking to savings.

Click Banking from the Menu Bar. Repots Dncow Jlow
Write Checks Ctri+W
Order Checks & Envelopes »
Enter Credit Card Charges

Use Register Ctri+R

Click Transfer Funds.

Make Deposits

Transfer Funds

Reconcile
Bank Feeds »
Loan Manager

Other Names List

Verify the Date.

Select the Transfer Funds From account.

Select the Transfer Funds To account.

Enter the Transfer Amount -> Save & New.

Transfer Funds Between Accounts

@ Previous B Next [ Save | B Joumnal | il Attach
Transfer Funds e il 0 Sl Sl ol 2
12/31/2020 ] -
TRANSFER FUNDS FROM -ml}un-wens Fargo Checking #3166 S ] ACCOUNT BALANCE 54 45803
TRANSFER FUNDETO | 10200 - Wells Farge Savings #4261 - ACCOUNT BALANCE 406,378.83
TRANSFER AMOUNT |~ 3,000.00
WMEMO Funds Transfer
Save & Close i Save & New | Clear
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Bank Reconciliation

Reconciling your bank and credit card accounts is an important task to ensure that all
transactions are accounted for. It also helps to correct input errors and verify all
outstanding transactions. Completing the bank reconciliation process for all bank and
credit card accounts is key to ensure all information is accounted for and financial

statements are accurate.

Click Reconcile from the Home Page or Banking from the Menu Bar -> Reconcile. Select
the Account you wish to reconcile from the drop-down list. Refer to the current period
bank statement to enter the Statement Closing Date, Beginning Balance, and Ending Date.

Click Continue.

Begin Reconciliation

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

5m| A SRR ~ | lastreconciled on 11/30/2020. h

Statement Date 121312020 B
Beginning Balance 152,002.85 What if my beginning balance doesn't match my statement?
Ending Balance T4 26617

Enter any service charge or interest earned.

Service Charge Date Account Class

0.00 1213112012 HE 60400 - Bank Semnvice Charges - -

Interest Earned Date Account Class

0.00 121312012 E - -
Locate Discrepancies Undo Last Reconciliation | Continue l Cancel Help

Note: You can use the Locate Discrepancies or Undo Last Reconciliation to locate
previous transactions that have been changed after the prior bank reconciliation or

start the last reconciliation over.
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Bank Reconciliation

Note: Click Hide transactions after the statement’s end date when reconciling several
months at a time.

Check off all Deposits and Other Credits transactions that appear on the bank statement.

Verify outstanding transactions and make corrections as needed.

Verify that total Deposits and Other Credits match the bank statement.

Check off all Checks and Payments transactions that appear on the bank statement.

Research and verify outstanding transactions, make corrections as needed.

Reconcile - Wells Fargo Checking #3166

For period: 12:’3‘1:’2020’ ‘
Checks and Payments Deposits and Other Credits
S L DATE = CHIC # PAYEE AMOUNT < D DATE = CHI # MEMO TYPE AMOUNT
7 |rmozozo  fesas  [ewecrosss.. | 200000 © V |1momoz0 | oeposit |oEP | ssgsnse
¥ 111302020 9619 Bayshore Water 97 .50 ' ¥ 1113002020 Deposit |DEP 673.00
¥ 1113012020 9620 Cal Gas &Ele... 255.00
¥ | 111302020 9521 Cal Telephone 100.00
¥ | 111302020 9522 Conner Garde..| 2,100.00
¥ 111302020 9623 Farmers Insu... 472.00
¥ 1113012020 9524 Smith & Jone... | 2400.00 v
¥ Highlight Marked Mark All Unmark All Go To Columns to Display...
Beginning Balance 152,002.85 Modify Service Charge 0.00
ltems you have marked cleared — Interest Earned 0.00
2 Deposits and Other Credits 5 G63.86 Ending Balance 74,266.17
25 Checks and Payments 133,300.54 Cleared Balance 7426617
Difference 0.00
|- Reconcile Now | Leave

Click Modify to locate discrepancies or undo the last reconciliation.

Click Reconcile Now or Leave to complete the reconciliation at another time.
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When you click Reconcile

Bank Reports

Now, the Select Reconciliation Report window will appear.

Select to Display or Print the Summary and Detail Reports. These reports provide support

documentation for the completed reconciliation.

Customize Report Comment on Report Share Template Memorize Print v E|
Show Filters
Congratulations! Your accountis balanced. All marked items Express Landscaping
have been cleared in the account register. Reconciliation Summary
Selectthe type of reconciliation repart vourd like to see 10000 - Wells Fargo Checking #3166, Period Ending 12/31/2020
Dec 31,20
— Beginning Balance 152,002.85
Summary =
Cleared Transactions
Detail Checks and Payments - 25 items 13330054
Deposits and Credits - 2 items 55,563.86
Total Cleared Transactions 77,736.68
To view this report at a later time, select the Report menu, Cleared Balance 74,266.17
display Banking and then Previous Reconciliation. Register Balance as of 1213112020 7426817
New Transactions
Checks and Payments - 17 items -19,793.14
@ Print... Close Total New Transactions -19,793.14
Ending Balance » 54,468.03 4

Show Filters

12:21 PM
01i02121

Type
Beginning Balance

» Bill Pmt -Check
Bill Pmt -Check
Liability Check
Bill Pmt -Check
Bill Pmt -Check
Bill Pmt -Check
Bill Pmt -Check
Check

Customize Report Comment on Report Sha T Memorize Print | v | E-mail ¥ | Excel Hide Header

Cleared Transactions

Checks and Payments - 25 items

Express Landscaping
Reconciliation Detail
10000 - Wells Fargo Checking #3166, Period Ending 12/31/2020
Date Num Name Cir Amount Balance

152,002.85

- >

1302020 9524 Smith & Jones-Bo... -2,400.00 -2,400.00 4

117302020 9522 Conner Garden Su... v -2,100.00 -4,500.00

1302020 9536 Blue Cross/BlugS... -2,000.00 -5,500.00

11/30/2020 9623 Farmer's Insurance v -472.00 -5972.00

113072020 9620 Cal Gas & Electric v -7 227.00

/3072020 5621 Cal Telephone v -7,327.00

117302020 9619 Bayshore Water vy -7,424 50

12/01/2020 American Express v -28,936.25 -35,360.75 v
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