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Introduction

Introduction

As an accountant, you probably have many clients who either use QuickBooks or
could benefit from using QuickBooks. Many accountants have found that clients who
use QuickBooks are a boon to the firm: besides allowing you to work from more
organized financial information, a client’s use of QuickBooks can represent a source
of additional revenue. For example, if your clients use QuickBooks, you can offer these
additional services:

m  Setting up QuickBooks companies for clients who own small businesses.

m  Reviewing clients’ QuickBooks chart of accounts and recommending corrections
if necessary.

m Training clients on how to use QuickBooks for day-to-day financial transactions.

m Providing business and financial management advice. See Chapter 8, “Evaluating
client data.”

m Providing secure, off-site data storage for clients’ QuickBooks data disks. (They can
deliver data disks to your office on a periodic—weekly or monthly—basis.)

QuickBooks can give you the opportunity to provide full-service financial analysis and
business consulting services to clients who desire such assistance.

Using this guide

Because this guide is written for QuickBooks, QuickBooks Pro and QuickBooks
Accountant, all references to “QuickBooks” will mean all programs. When a feature or
example applies to specific versions only, it will be noted in the text.

The graphics and examples in this guide were created using QuickBooks Accountant.
If you are working with other versions of QuickBooks, or if you are using Microsoft
Windows XP, some of your screens may look different from the examples given.

When other sources of documentation provide additional information on a subject,
they are referenced in the text.

Finding the information you need

To help you find the information you need to work with your clients, we’ve divided
this guide into two sections.

Section 1 provides technical details about QuickBooks. It includes detailed
descriptions of report customisation options, information on how to import and
export QuickBooks data, and answers to frequently asked questions about QuickBooks
features.




Section 2 contains information to help you work with your clients who use
QuickBooks. You'll find information on how to help clients set up their QuickBooks
company files—including suggestions for setting up QuickBooks for different
industries. This section also contains information about specific QuickBooks reports
you might want to create to help you prepare financial statements and evaluate client
data. Finally, you'll find information to help you diagnose and fix common client
eITOorS.

Using other QuickBooks resources

In addition to this reference guide, there are a number of other resources you can use
to help you work with QuickBooks and your clients who use QuickBooks.

QuickBooks Training Guide

The QuickBooks Training Guide is included in your membership materials, and is
available to download. The training guide contains a set of lessons that cover key
QuickBooks features.

Use this guide to introduce your clients to QuickBooks features. The training guide is
modular so you can skip lessons that don’t apply to a client’s business.

QuickBooks printed and onscreen documentation

For an overview of QuickBooks features, refer to the QuickBooks User Guide. This book
contains direct references to onscreen help topics to help your clients easily find the
step-by-step information they need to use QuickBooks on a day-to-day basis.
QuickBooks even allows the user to launch specific QuickBooks features directly from
the onscreen help.

Most QuickBooks windows also include a natural language query box in the title bar,
giving easy access to help, tips and troubleshooting.

The User Guide also provides step-by-step instructions on how to install QuickBooks
and convert existing QuickBooks or Quicken files to QuickBooks.

Follow-Me Help and Support

The Find and Follow-Me Help panels consolidate the many ways of getting
QuickBooks help and support information into a single convenient location. The
information available draws upon advice, help, and tips provided within QuickBooks,
as well as from various sources on the World Wide Web.

The Follow-Me Help panel automatically shows help related to what you are doing in
QuickBooks.
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Alternatively you can use the Search to look for topics in the help, or look online, or
contact Intuit for further advice. You can also use the Index to locate information. The
results are shown in the Follow-Me Help panel.

To display the Help if it is not already shown, choose Help & Support from the Help
menu.




Section 1 Working with
QuickBooks

The first section of this book contains five chapters designed to help you work with
QuickBooks. Unlike Section 2 of this guide—which details ways you might want to
work with your clients who use QuickBooks—this first section provides technical
information about working with QuickBooks data files.

To introduce you to QuickBooks Regular, QuickBooks Pro and QuickBooks
Accountant, the book starts with a list of the new features and services with this
version that may interest your clients. Chapter 1 briefly describes each new feature
and service and tells you where to find more information.

As an accountant, you may have clients who might benefit from using QuickBooks.
Chapter 2 contains information about some of the technical and practical limitations
of QuickBooks data files and how forms can be customised, which can help you
determine whether a small business is right for QuickBooks.

If you have clients with questions about getting information into and out of
QuickBooks, Chapter 3 gives instructions for importing and exporting QuickBooks
data—including instructions for exporting QuickBooks reports to Microsoft Excel. In
this chapter, you'll also find instructions for using the Accountant’s Review feature to
work with your clients’ data files.

If you run reports for clients, you may find the extensive information about
QuickBooks reports in Chapter 4 especially useful. You’ll learn how to find the report
you're looking for; how to customise and filter data to get the information you want;
and how to save the settings so you can create customised reports that clients can
generate later.

Finally, in Chapter 5 you'll find answers to some frequently asked questions about
QuickBooks features that you might hear from clients.




Working with QuickBooks




CHAPTER 1 Technical details
about QuickBooks
data files

Maximum number of list items and transactions 8
Technical limitations 8
Practical limitations 9

Customising QuickBooks forms 10
Guidance on customising forms 11

Using the Customise window 11
Using the Layout Designer 16




Technical details about QuickBooks data files

Maximum number of list items and
transactions

Technical limitations

m  The maximum number of transactions QuickBooks can handle is two billion. (In
other words, maximum transactions are limited more by your system'’s disk space
and memory than by QuickBooks.)

m  Each list in QuickBooks can hold a certain number of items. Once that number is
reached, no new items can be created. The maximum number of items that can be
created in each list is shown in the following tables.

List names Maximum
Chart of accounts 10,000
Items—including inventory items 14,500

Price Level 100

(Fixed % and/or Per Item, up to a total of 100 combined)

Payroll ltems 10,000

Class 10,000

Total Customer:Job, Supplier, Employee, and Other Names lists 14,500
added together (Any one of these lists can contain up to 10,000
names, but they cannot exceed 14,500 combined).

Sales Rep 14,500
Customer Type 10,000
Supplier Type 10,000
Job Type (QuickBooks Pro/Accountant only) 10,000
A/R Terms and A/P Terms added together 10,000
Customer Messages 10,000
Payment Method 10,000
Ship Via 10,000
Templates 14,500
Memorised Transaction 14,500
To Do 10,000
Memorised Reports 14,500
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Practical limitations

The typical QuickBooks customer is a small business with 20 or fewer employees and
annual revenue of less than a million pounds. The ideal use of QuickBooks is to keep
at least two years of detailed transactions in a data file so you can run comparative
reports and have prior-year project information.

The rate of growth of a QuickBooks data file varies dramatically from company to
company. There is no “average” or “typical” size data file, since each business will
track different information for each type of transaction entered into QuickBooks. But
it is not uncommon for a QuickBooks data file to grow as large as 30 Mb. How quickly
a data file grows depends on the number of transactions, the amount of information
entered per transaction, and the number of “links” per transaction. For example,
someone who enters 500 one-line invoices per month might find that their data file
is smaller than another person who enters 100 five-line invoices per month. Or
someone who usually receives five separate payments per invoice would have a larger
file than someone who typically receives only one payment per invoice.

To determine whether a small business is right for QuickBooks, you can do a quick
check by taking the average number of monthly transactions—remember, an invoice,
payment, and deposit would be three separate transactions, and a bill and bill
payment would count as two—and multiplying that number by 2000. This gives you
an estimate of how much the data file will grow each month.

For example, if a company enters 300 transactions per month, on average, the data file
would grow by around 600 Kb per month (300 x 2000 = 600 Kb), or 7 Mb per year
(600 Kb x 12 = 7 Mb). If the annual data file size is less than 15 Mb, then QuickBooks
should be more than suitable for their company.

Important:  The 2000 multiplier does not include list information, which will also
grow as new names are added to the data file, and is only an approxi-
mation that may not be a good estimate for all QuickBooks data files.

Important:  The upper limit on how large a QuickBooks data file can grow without
causing noticeable performance degradation varies greatly. As a general
guideline, using an IBM-compatible Pentium computer, 166 MHz or
faster, with 32 Mb of RAM, should allow the typical small business to
keep two or three years of data with little performance degradation.

If performance becomes an issue or you decide you do not want to keep detailed
transactions for prior years, you can condense a QuickBooks data file. Before you
condense a data file, please read “Condensing data to reduce file size” on page 193
which explains how condensing data will affect the data file and what should be done
before a data file is condensed.




Technical details about QuickBooks data files

If you find that QuickBooks is getting slow when entering or recording transactions,
you might want to check the following preference:

Note: Only the QuickBooks Administrator can change Company preferences.
m [s auto-recall for last name on?

From the Edit menu, choose Preferences. Click General on the scrolling iconbar in
the Preferences window; click the My Preferences tab. If the “Automatically recall
last transaction for this name” option is selected, you can increase performance by
clearing it. This option requires QuickBooks to search backward for the last
transaction using the payee name. If the register contains a large number of
transactions, this can slow down data entry.

Customising QuickBooks forms

QuickBooks allows customisation of all forms—invoice, delivery note, sales receipt,
credit memo, statement, estimate, sales order and purchase order. You can modify the
name (label) of each field, select which fields display and/or print, and choose the
order and width of all columns. Using the Layout Designer, you can decide exactly
where columns and fields appear on the printed form. QuickBooks lets you save your
custom forms as templates, so you can easily recall your custom layouts.

To set QuickBooks to display years as two digits (DD/MM/YY):
1 From the Edit menu, choose Preferences.
2 Select General in the scroll box, and click the Company Preferences tab.
3 Click to clear the “Always show years as 4 digits” tick box.
Note: Only the QuickBooks Administrator can change Company preferences.
4 Click OK.

QuickBooks also gives you the ability to create custom fields in the Customer,
Supplier, Employee, and Item lists, and to add these fields to sales and purchase forms.
You can have up to seven custom fields each for customers, suppliers, and employees
(up to a total of 15 custom fields), and up to five custom fields for items.

The number of fields and/or columns QuickBooks can print depends on the size of
each field/column and the number of fields/columns you choose to print. To see how
the custom form will print, click the Print Preview button before printing the form. In
addition to the layout options possible with the layout designer, you can choose to
print using one of the built-in standard templates on blank paper or letterhead paper
and decide whether to let QuickBooks draw lines around each field.

Forms have a number of fields available to include on the onscreen version, the
printed version, or both. For example, a printed invoice would include the VAT
registration number which is not shown on the onscreen form; on an estimate the
onscreen version could include markup information which would not be included in
the printed version that is sent out to customers.

10



CHAPTER 1

To customise a form:

1 Open a form, such as an invoice.

2 Click Customise.

3 Select an existing form and click New.
4

Select each tab in turn and select the tick boxes for the items you want to include,
or clear them for items you do not want to include.

5 To customise the print layout (all versions), or to add graphics, text boxes and
borders (Pro/Accountant), click Layout Designer, make the required changes and
click OK.

For guidance on the options available, see the next section.

Guidance on customising forms

Using the Customise window

Each form is divided into areas, each of which are represented by tabs in the Customise
Form window.

In the following illustrations, Customise Invoice is shown, but the exact fields
available depend on the type of form, which features you have turned on, and
whether you have added any custom fields.

m  Header: This information typically includes the form title and number, and
details of the customer or supplier to whom the form is addressed.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Header I Fields l Columns lProgCoIs l Footer lCompanzl Format l Printer I Cancel

Screen Prink - Title Default |

DefaultTtle [ [ [rwoes

Date ¥ & [moae H;Ipl
Inwaice Number [ I~ W Ml
Bil To ¥ W~ [mwocetos

Ship Ta r & |wetor

Company YAT [~ I~ IVAT Registration Mum. ..

Customer ¥AT [~ - IW

Template is
inackive

1



Technical details about QuickBooks data files

m Fields: This includes details specific to the transaction, such as the terms, due date,
ship date and sales representative.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Header I Fields I Columns lProgCoIsl Footer lCompanzl Format l Printer I Cancel

Screen Prink - Title Default |
P.0. Mo, Wi W IP.O. Murmber |
Help
[

5.0, Mo, -

e v ~ I_Terms Lavout Designer
Due Date o 'l IDue Date

REP I~ I~ Rep

Account Mumber ] o IAchunt #

Ship Date I~ I~ IShip Diate

Ship ia I~ I~ IShip Wia

FOB I~ I~ IF.O.B. r Template is
ProjectfJob ] I~ IProject =
Cther o - I

Mobile: o 'l IMobiIe

Website - o IEmaiI address

Sales region o - IWebsite

m  Columns: This provides the area to enter item lines, and typically includes the
item name or code, description, quantity, rate or cost, VAT and total amount for
the line.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Header | Fields Igolumns I Prog Cols l Footer lCompanzl Format l Printer I Cancel

Screen Print Order  Title
Service Date r o [sEraceo 4”8&'”&
Item I I |3_ IITEM Help |
Deesete 3 3 |4_ IDESCRIPTION Lavout Designer |
Quantity # & [t [ousnmmy
Unit F Tz Jone
Rate ¥ F [z [
WaT Code ¥ |6_ AT
YAT Rate r & g e
VAT Amount I

¥ r I?_ VAT AMT r Template is

Arnount I~ I~ |1_ IAMOUNT inactive
Class vl - Ig_ ICLASS
Other 1 r - |0_ |
Cther 2 r - |0_ |
Colour r o Jcolur

12
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m  Prog Cols: (QuickBooks Pro/Accountant) This section on invoice forms includes
additional columns related to progress invoicing, including estimate quantity and
rate, prior quantity and rate, and percentages.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Header l Fields l Columns IProgEoIsI Footer lCompanzl Format l Printer I cancel

r Estimate Columns Default |
Screen  Prink Title =

o
[=
@

Estimate Quantity r o [Est ary H;'Dl
Estimate Rate
- o ID IEst Rate Layout: Designer |
Estimate Amount = - IU IEst Ak
Prior Quantity - - ID IPrior Qb
Prior Awg Rate o - ID IAvg Rate
Prior Armount - - ID IPrior Amt
Prior % ID IP ior %
Il r rior e r Template is
Curr %a o o ID ICurr i nactiye
Total % o o ID ITotaI i

r Sales Order Columns
Screen Print  Order  Title

Ordered r ID IOrdered
Prev. Invoiced o o ID IPrev. Invoiced

m  Footer: This provides the subtotals and totals, together with any other summary
information and messages.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Cancel

Screen  Prink  Title Default |
I~ ICustomer Message
Help |

Display YAT Summary as:  Lines % Columns
VAT Summary ] VAT
{Columns)
IVF\T AMOUNT

Header l Fields l Columns lProgCoIs I Footer ICompanzl Format l Printer I

Message

=

Subkotal r ~ [seoma

YAT Total ¥ & [etTotal

Total I~ I~ I'I'OTAL—

Payments/Credits ] | IW r Template is
Balance Due I~ - W e
YAT Total r & [etTes

Total ] I~ lTDtal—

Customer Tokal - | IW

Job Total Balance [~ - IW

ey - W

13



Technical details about QuickBooks data files

m  Company: This enables you to specify whether to print the company logo, name
and address details if you are not using pre-printed company paper.

Customise Invoice ﬂ
Template Mame |My Invoice 0K
[ Header l Fields l Columns l Prog Cols l Footer I Company I Format l Printer I Cancel

r— Company Information Default |
Contact Infarmation
Hel
[ Prink Phone Mumber 4;!'

[ Print Compariy Address ™ Print Fax Number Layout Designer |

[ Prink E-mail Address

[ Prink weh Sike Address

—Logo

™ Use logo

Template is

inackive
Specify . |

m  Format: This controls the font and size of different types of text, and whether to
use status stamps.

Customise Invoice ﬂ

Template Mame |My Invoice 0K

Header l Fields l Columns lProgCoIs l Footer lCompanz I Format I Printer | Cancel

Default
rFonts ———————————
Change Font For: Help |
. [V Print page numbers on Forms with more than 2 pages

Layout Designer |

Status Stamp
|7 Prink Skatus Starmp

This controls whether the status stamp is printed.
&0, PAID, PEMNDING, RECEIVED etc,

Example

Template is
Change... | r inactive

14
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m Printer: Choose whether to use printer settings, or set print options specifically for

this type of form.

Customise Invoice

Template Mame |My Irvaice

Header l Fields l Columns lProgCoIs l Footer lCompanzl Format I Printer I_

& {Ise Invoice printer setkings from Prinker Setup:

" Use specified printer settings below For this Invoice

Mumber OF Copies |1
1% Portrait

€ Landscape Paper Size |A4 (210 297 mm) x

Orientation

0K

Cancel

Default |
Help |
Layout Designer |

Template is
inackive

15



Technical details about QuickBooks data files

Using the Layout Designer

In the Layout Designer, you can immediately see the effects of your changes, and drag
the fields to the required positions.

Layout Designer - Customised Invoice ll
Make same —————— ~Center Undo/Redo Zoom
o= ol Py I T A | b4 “| » =N
Properties. .. Add Copy Remave Height: Widthy Size Harz Wnda Redo In Quk
I\|0.I|\|I|||I|||I||1.I|||I|||I|\|I||2‘I|||\|||I\||I|HI||\I|||\|||I\|‘.‘I|‘|I||\I|||\ll?l\||I|‘|I||\I||?I|||I|||I|||I||?.I||\I|||\|||I\|8.I|\|I||\I|||\||9.I\||I|i|

e T T T A T T T e T I e T T T Y T T T X I T e AT T

e

K1
Label Figld For Invoice [Zoom: 100% [ 4.25,0,38 [ 3.75x0.44
=] Margins... | | Grid.., I show envelope window i OK I Cancel | Help |
You can:
m  Change the properties of a field, such as its label
m Add graphics or text boxes, with or without borders — which can have rounded
corners (Pro/Accountant)
m  Copy fields, which you can move to any position on the page — for example-
header-type fields can be moved to the bottom of the form (Pro/Accountant)
m  Delete unwanted fields.

Note: The changes you make in the Layout Designer affect the printed version of the

form only.

For step-by-step instructions on customising forms, search the onscreen Help for
customising forms.

16
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CHAPTER 2

Overview

Your clients who ask about importing and exporting QuickBooks data may be
interested in a variety of topics. Among these may be importing from and exporting
to word processors, spreadsheets, other bookkeeping software, contact management
software, other QuickBooks company files, or files for review by an accountant.
QuickBooks has features that accomplish each of these tasks. Some perform
automatically, but others require a little skill and work to accomplish. This chapter
covers the import/export questions your clients are most likely to ask.

Understanding import and export formats

QuickBooks can export and import data in a format called IIF (Intuit Interchange
Format), which is different from QIF (used by Quicken). QuickBooks imports only IIF
data.

When you export information from QuickBooks, the program formats the data into
IIE. You can then import the IIF file into spreadsheets, word processors, and database
programs.

If you want to import data from other software applications, you need to create an IIF
file from scratch or reformat data you already use to conform to IIF standards. (See
“What is an IIF file?” on page 28.)

Creating an IIF file from scratch or changing data from another accounting program
into an IIF file is technically complex. It is not recommended for those who do not
have programming experience.

You do not need to learn about the IIF format to export lists and import them back
into QuickBooks. Furthermore, you will not need to learn about the IIF format when
exporting report data to Microsoft Excel, using the Write Letters feature with
Microsoft Word, or when synchronising your QuickBooks list information with
contact management software.

Capabilities and limitations of import and export

Description Import/Export?

Lists (customers, suppliers, items, etc.) Yes (most)

Transactions (invoices, payments, etc.) Import ONLY; must use IIF format
Estimates No

Timesheets No

19



Importing and exporting data

Importing and exporting between QuickBooks

files

Using the Accountant’s Review to create an Accountant’s
Copy file

The Accountant’s Review makes it easy for you to review and correct your client’s
QuickBooks data. You make correcting entries in an “Accountant’s Copy” of the
QuickBooks company file, while your client continues to make entries as usual in the
original QuickBooks file. When you are finished, your client imports your changes.
The table that follows gives you a quick reference for the capabilities of the
Accountant’s Review feature. For full details on using the Accountant’s Review feature,

refer to the onscreen Help.

For information on more ways to exchange QuickBooks data with your clients, see
“Accessing client data” on page 161.

What an accountant can do with an Accountant’s

Review copy

Accountant can Accountant cannot Client cannot
View all existing transactions Enter transactions other than Delete any items
and lists. general journal transactions. from lists.
Add new items to the chart of Memorise transactions other Reorganise lists
accounts, Iltem list, Payroll Item list, | than general journal (move items,
To Do Notes list, Memorised transactions. make one item a
Transaction list (general journal subitem of
transactions only). another).
Edit existing account name and Edit or delete existing N/A
numbers. transactions, including
pay cheques.
Edit existing payroll items. Reorganise lists (move items, N/A
make an item a subitem).
Edit account and tax information Make items inactive. N/A
for existing items on Item list.
Enter general journal transactions. Edit names of existing items N/A
on ltem list.
Reconcile new transactions. Adjust payroll liabilities. N/A
Adjust stock values or Enter or edit employee YTD N/A
quantities. payroll setup transactions.
Create reports. Memorise reports. N/A
Change preferences temporarily. Export changes to preferences. | N/A

20



CHAPTER 2

Transferring QuickBooks transactions between company files

There is no way to automatically transfer transactions from one QuickBooks file to
another.

Transferring QuickBooks lists between company files

QuickBooks allows you to export most lists and their related information (addresses,
phone numbers, and so on). You simply mark the lists that you would like to export,
and QuickBooks creates a file that you can import into another QuickBooks company.
This may be useful for a person who owns more than one company and uses the same
customers and suppliers in each. Or, as a professional advisor, you may have a preset
chart of accounts that you like to use when you set up a new client’s QuickBooks data
file.

You should be cautious when importing lists into an existing QuickBooks company
that already contains list data. QuickBooks assumes you are importing information
that is more current than that contained in the existing file, so when it encounters
duplicate entries, it replaces the entry in the existing company file with the one from
the import file.

For example, suppose that both Supplier lists (in the existing file and the import file)
have entries for Sergeant Insurance. The existing company file shows the address for
Sergeant Insurance as 3 Dean Street, while the import file has Sergeant Insurance’s
address as 26 Mellor Road. When you import the new Supplier list, QuickBooks
replaces the Dean Street address with the Mellor Road address. Of course, this is only
a problem if the import file contains incorrect or outdated information. We
recommend that you always make a backup copy of an existing QuickBooks company
file before you import new list data.

You can export these QuickBooks lists and information from one QuickBooks
company to another.

Budgets Iltem list Ship Via list
Chart of Accounts Job Type list Templates list*
Class list Other Names list Terms list
Currency list Payment Method list To Do list
Customer:Job list Payment Terms list Supplier list
Customer Message list Payroll Item list Supplier Type list
Customer Type list Price Level list VAT Code list
Employee list Sales Rep list

* QuickBooks templates are imported and exported only from the Templates list.
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To export lists from one company and import them into another:

1

8
9

Open the company that contains the lists you want to transfer.
Exporting lists does not remove or modify the lists in the original file.
From the File menu, choose Utilities, and then choose Export.

In the Export window, select the lists you want included in the export file.

K

X
0 |
ts: [~ Them List p— |
r Cusktomer Lisk r Payment Terms Lisk
™ Supplier List ™ Payment Method List Help |
™ Employee List I shipping Method List
[~ Other Mames Lisk r Customer Message List
™ Customer Type List r Budgets
™ Supplier Type List ™ waT Code List
[ Class List " To Do Notes
™ Job Type List [ Sales Rep List
r Currency Lisk I Price Level List
™ Payroll Ttems
Click OK.

Enter a filename for the export file.
The filename must have the IIF extension (for example, customer.iif).

Click Save.

From the File menu, choose Open Company. Select the filename of the company
that you want to import into, and click Open.

From the File menu, choose Utilities, and then choose Import.

Select the export file you just created (for example, customer.iif).

10 Click Open.

To export templates from one company and import them into

another:

1 Open the company file that contains the templates you want to transfer.

2 TFrom the Lists menu, choose Templates.

3 Select the template you want to transfer.

4 From the Templates menu button, choose Export.

5 Enter a filename for the template.
The filename must have the DES extension (for example, invoice.des).

6 Click Save.

7 From the File menu, choose Open Company. Select the filename of the company
into which you want to import the templates, and click OK.

8 From the Lists menu, choose Templates.

9 From the Templates menu button, choose Import.

10 Select the export file you just created (for example, invoice.des).
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11 Click Open.
12 Enter a filename for the template and click OK.

Exporting from QuickBooks to other software

When you export information from QuickBooks, the program formats the data into
IIF. You can then import the IIF file into spreadsheets, word processors or database
programs.

You do not need to use IIF files when exporting report data to Microsoft Excel or CSV
files, saving reports in PDF format, using the Write Letters feature with Microsoft
Word, or when synchronising QuickBooks list information with contact management
software.

Exporting QuickBooks lists

If you want to import information from a QuickBooks list into another program, you
first need to determine if the other program has an import feature and which formats
it supports. If the other program lets you import from a spreadsheet program, you may
be able to modify the QuickBooks export file from within a spreadsheet, to match the
format used by the other software program. You must have detailed information on
the other program’s import specifications and be very knowledgeable about
manipulating data in your spreadsheet program.

To export lists to a tab-delimited file:

1 Open the company file that contains the lists you want to transfer.
Exporting lists does not remove or modify the lists in the original file.
From the File menu, choose Export, then Lists to IIF files.

In the Export window, select the lists you want to include in the export file.
Click OK.

a A~ WN

Enter a filename for the export file. The filename must have the IIF extension (for
example, customer.iif).

o

Select the drive and folder where you want the export file to be created.
7 Click Save.

Exporting QuickBooks list data to Microsoft Word

Exporting QuickBooks list information to Microsoft Word requires QuickBooks Pro or
Accountant and Microsoft Word 97, 2000 or 2002.

You can export most information included in QuickBooks lists to Microsoft Word
using QuickBooks Letters. QuickBooks Letters are prewritten, preformatted business
letters which include collection letters for customers, credit requests for suppliers,
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memos for employees, and more. You can use the preset letters as is, or you can modify
them by adding or removing QuickBooks fields or by changing the wording.

You create and modify letters using the QuickBooks Write Letters wizard which walks
you through each step. When you’ve made all of your selections, you'll leave the
wizard and start creating letters in Microsoft Word.

When you modify existing letters, or create new ones, you use QuickBooks toolbars in
Microsoft Word to add fields for QuickBooks information. Then, when you create
letters to send, QuickBooks fills in the information from the fields you included in the
QuickBooks Letter.

This is an example of one of the preset QuickBooks collection letters. The << >>
symbols represent QuickBooks fields. The information in the fields is replaced with
data from QuickBooks when you generate letters to send to customers.

W Microsoft Word - Formal collection.doc [ =[ofx=]
ﬂﬁile Edit Wew Insert Format Tools Table Window Help o = |

A

DEHSRY 2B 0. o
ulE=
O RN SRR RS SN KX RN EREE S

1 QuickBooks Collection Letter Fields

Body Text = Times Mew Roman = 12 v| B 7
e

il Insert My Company Fields - | Insert Custarmer Mame Figlds - | Insett Collection Infa. Fields ~
gLetterDates]

1 [
1

1
ahddrBlockes|

1

Drear-«Ihshrss-«LastNames. |

1

Although-wehave-contacted-youabout-the outstanding-balanc e onsrour-accourt, wwesstill:
hawe-notheard-from-you.- ¥ ow-havean-outstanding-balane e of-«Over duslnwT otals - The
following-invoices-areoverdue]

wOverdue Invoices:q

1

[fowhave-already sent-payment-in- full “weaslethat -you-call-and-let-us-lmow - Otherwize, -
pleaze-call-me-to-discuss what-youplan-to-doto-settle-youraccount |

= Thantesyou-for-your-prompt-attention-to-this-matter
= Sincerely,

-1

-1

= 3ignaturesy

= Titlen Y

=« Wy Companyame:|

H DA

BB =4 4
“D[aka@j Autoshapes » ™. \DO‘|&-£-&-Er§.ﬂ‘“|ﬁH ‘
[Page 1 Sect it |[sb 38" Ini7 col b |[REC|[tREI|E | [EvR [wER] 4

o
o

To start writing letters:

m  From the Company menu, choose Write Letters.

For more information, search the onscreen Help index for write letters.
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Exporting QuickBooks reports

You can export QuickBooks report data to other programs using Microsoft Excel, a
CSV file or an ASCII file. You can also save QuickBooks reports as PDF files
(QuickBooks Pro or Accountant only).

Exporting a report to Microsoft Excel

For greater flexibility in report formatting, data manipulation, and customisation, you
can export QuickBooks report data to a Microsoft Excel spreadsheet. Because the
changes you make in Excel do not affect the QuickBooks data, you are free to
customise reports as needed and even change data to run “what-if” scenarios.

Note: To use this feature, you must be using QuickBooks Pro/Accountant and
Microsoft Excel 97, 2000, 2002 or 2003.

When exporting a report to Microsoft Excel, you indicate whether or not you want to
preserve the formatting of the QuickBooks report. You also have the option to turn on
or off several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Excel, and
turns on the following features:

m  AutoFit sets column widths in Excel wide enough to display data without cutting
off words or numbers.

m  Freeze panes allows you to scroll though data while keeping the row and column
headers in view.

m  Show Gridlines turns on gridlines in Excel.

To export a report to Microsoft Excel:

1 Generate the report you want to export.

2 On the report buttonbar, click Excel.

3 Choose whether you want to send the report to a new or existing spreadsheet file.

If you want to import data into another spreadsheet or database program, you can
export QuickBooks report data to a CSV file.

4 (Optional) Click Advanced to select formatting options, turn on or off the Excel
features listed, or to set printing options.

5 Click Export.

QuickBooks exports the report data (and formulas) to an Excel spreadsheet.

To show clients how to export reports to Microsoft Excel, refer to Lesson 9, “Analysing
financial data,” in the QuickBooks Training Guide.
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Printing a report to a file

If you are not using QuickBooks Pro, or do not have Microsoft Excel 97 or higher, you
can use the process described here to export a list or report from QuickBooks to
another software program.

Almost any list or report can be printed to an ASCII or tab-delimited file. This makes
it easy to transfer your transactions to a spreadsheet (tab-delimited) or word
processing (ASCII) program. You simply customise and filter a QuickBooks report until
it shows the transactions you need to export, and then print the report to a file.

To print a report to a file:

1 Display the report that contains the data you want to use in another program
(word processor or spreadsheet).

2 Click Print on the report buttonbar, and select File in the “Print to” field.

3 From the drop-down menu, choose “ASCII text file” (word processor), “Tab
delimited file” (spreadsheet), or “Comma delimited file” (spreadsheet).

4 Click Print.

5 In the Create Disk File window, enter a name for the file and select the drive and
folder where you want the file to be saved.

6 Click Save.

7 Open the file with your word processor or spreadsheet program to format or edit it.

Saving a report in PDF format

With QuickBooks Pro or Accountant, you also have the option to save reports in PDF
format.

To save a report in PDF format:
1 Generate the report.

2 (Optional) Modify the report if you want to change the fonts.
3 TFrom the File menu, choose Save as PDF.
4

In the Save Report as PDF window, enter a name for the PDF file and select the
drive and folder where you want to save the file.

5 Click Save.
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Importing information from other programs to
QuickBooks

This section describes the two methods you can use to import information from other
programs into QuickBooks:

m Intuit Interchange Format (IIF)

m  Cmma Separated Value (CSV)

Importing information using IIF

This section gives an overview of the Intuit Interchange Format, and provides
examples to guide you in constructing your own IIF files. The online help provides
specific information about what is required for each type of file (search the index for
Importing data then choose Reference guide to importing files).

A QuickBooks import file must be a text-only (ASCII) file that adheres to the Intuit
Interchange Format (IIF). IIF files may contain transaction data (cheques, invoices,
and so on) or list data (customers, suppliers, or items for sale). In fact, most
QuickBooks information can be imported using an IIF file. If you would like to use this
feature, you need to create an IIF file from scratch, reformat data you already use to
conform to IIF standards, or write a computer program to reformat the data for you.

If you decide to create an IIF file from scratch or reformat the data “by hand,” we
suggest that you use a spreadsheet program. We cannot offer specific suggestions
about writing a computer program to create or reformat the data for you. You must
already be proficient in a computer language to try this option.

Before you attempt to create an IIF file using any of these methods, we offer you these
cautions:

m Creating an IIF file from scratch or changing data from another accounting
program into an IIF file is technically complex, and is not recommended for those
without programming experience.

m  Unless you have a very large customer data base or more than 200 transactions, it
may be easier and less time-consuming to enter the data directly into QuickBooks.

This section gives an overview of the Intuit Interchange Format and gives examples to
guide you as you construct your own IIF files. For more information on creating IIF
files, please search the onscreen Help index for importing data or IIF file format.

Important: As you read this section and create your own IIF file, you must take care
to position the columns and rows correctly, and type the IIF headers exactly as they
appear. A misspelt header or omitted punctuation mark will cause your import to fail.
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What is an IlIF file?
An IIF (Intuit Interchange Format) file is a tab-delimited or comma-delimited text file.

In a tab-delimited text file, the data fields are separated by tabs. This format is typical
of files created in spreadsheet programs. Here is an example of a chart of accounts
import file using tab-delimited format:

IACCNT NAME ACCNTTYPE DESC
ACCNT Current BANK Lloyds TSB
ACCNT Sales INC Sales Income

In a comma-delimited text file, the data fields are separated by commas. This format
is typical for files created in word processing programs. Here is an example of a chart
of accounts import file using comma-delimited format:
IACCNT,NAME,ACCNTTYPE,DESC
ACCNT,Current,BANK,Lloyds TSB

ACCNT,Sales, INC,Sales Income

Although you can create such text files using either a word processor or a spreadsheet
program, we recommend that you use a spreadsheet, since the column and row layout
found in spreadsheet programs makes editing data easier.

What are IIF file headers?

File headers are markers used to tell QuickBooks the type of data that follows. Without
them, QuickBooks would not know how to interpret the data in your import file.

IIF file headers always begin with an exclamation point. In the example below, the file
header “!CUST” tells QuickBooks that the information that follows should be
imported as a customer list. The file headers for lists (groups of customers, suppliers,
employees, and so on) should always be placed in the first row of the data.

ICUST | NAME BADDR1 BADDR2

CUST Abercrombie, Kristy 47 Elm Road
Kristy Abercrombie

CUST Cook, Brian Brian Cook 5 Cherry Lane
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The headers used to import transactions (cheques, invoices, and so on) usually use
both the first and second rows. In the following example, “ITRNS” tells QuickBooks
that the information that follows is for a transaction. “!SPL” indicates the transaction
is split among several accounts.

ITRNS TRNSTYPE | DATE | ACCNT NAME CLASS | AMOUNT | —»

ISPL TRNSTYPE | DATE | ACCNT NAME CLASS | AMOUNT | —»

TRNS CHEQUE 3/3/07 | Main Mobil Qil -70 -
Current Company

SPL CHEQUE 3/3/07 | Fuel Cook, Brian 10 -

SPL CHEQUE 3/3/07 | Car 60 -
Repair

ENDTRNS

When you export a list from a QuickBooks company file, the program automatically
creates an export file header similar to the one that follows. This header provides
identifying information about the version of QuickBooks that created the file. It is not
necessary to include this header when you create your own import files.

'HDR | PROD VER REL IIFVER | DATE TIME
HDR QuickBooks Version Release 1 03/03/2007 | 794236875
14.0 R9P

Each list that can be imported into QuickBooks requires its own unique file header.
(For more information, search the onscreen Help index for importing data, Reference
guide to import files.)

Importing lists with QuickBooks

This table is an example of a chart of accounts import file.

A B C D | E
1 IACCHNT [MAME ACCMTTYPE |DESC |ACCNUM
2 ACCHT | Main Curremnt BAMNE Master Bank Curren 1000
3 JACCHT |Sales [MC G001
4 JACCHNT |COGS CoGs Cost of Good Saold 500
5 ACCHT |lease ExP 7001

Importing transactions into QuickBooks

Creating a transaction import file is more complex than importing lists. Thus, it is
essential that you read the “Reference guide to import files” topic in the onscreen
Help. To view the topic, search on importing data. Then select the topic Reference guide
to import files.
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The tables below show all the file headers that can be used in an IIF file to import
transactions into QuickBooks. Because there are too many columns to show, we have
split the information into four tables. Also, we added the row labels (1 to 2) and
column labels (A to AH) found in spreadsheet programs to make the information
easier to understand. For example, the “CLEAR” header in box K1 of Table 2 would
follow to the right of “MEMO” in box J1.

Table 1 of 4

A 7] C D E E G H ] J
ITRMNS|TRNSID [TRMETYPE |DATE [ACCHT [NAME |CLASS |AMOUNT |DOCNURM |MEMO
2 1SPL [SPLID TEMSTYPE IDATE [ACCHT INAME ICLASS JAMOUNT [DOCMNUR [MEMD

Table 2 of 4

K L 1] N 0 P Q B S
1 |CLEAR [TOPRINT |ADDR1 [ADDRZ JADDRS ADDR4  |ADDRS DUEDATE [TERMS
CLEAR |ONTY PRICE [IMNWVITEM |PAYMETH |TAXABLE |[REIMBERP [EXTRA

Table 3 of 4

I 1] k' W X Y i AR Ab
1 | PAID | PAYMETH | SHIPYIA | SHIPDATE|REP | FOB | POMUR [ INYTITLE | INWMEWMD

Table 4 of 4

AC AD AE AF AG AH
1 |SADDR1 |SADDRZ |SADDRS |SADDR4 |SADDRS |EXTRA

It is not necessary to include every column shown here. Use only the columns that are
related to the transaction you are importing. For example, if you only import cheques
and deposits, there is no need to include columns like DUEDATE or INVITEM (stock
item), since they do not contain information relevant to a cheque or a deposit. On the
other hand, INVITEM is required if you are importing invoices. To find whether a
column is required for a particular transaction, search the onscreen Help index for
importing data, Reference guide to import files.

For examples of import transactions for various QuickBooks forms, visit
www.QuickBooks.co.uk and search for IIF. Internet access is required.
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Importing information in Excel or CSV format
You can import an existing Excel (97, 2000 or 2002) file or CSV (comma-separated
value) file into QuickBooks. You can import information for:
m  Customers
m  Suppliers
m  Accounts

m Items

To avoid errors in data transfer, we recommend that you do the following before you
import data:

1 Prepare the file for import into QuickBooks.
2 Map the data from the source file to QuickBooks.

3 Preview the data before you bring it into QuickBooks.

These stages are covered in more detail below.

Preparing a file for import

It is important that you format your Excel or CSV file data properly before you import
it into QuickBooks. This reduces the likelihood of errors and makes the import process
cleaner and faster.

Tip: The easiest way to see and understand the format that QuickBooks needs to
import data is to export some QuickBooks lists and view the resulting file
in a spreadsheet. If you don’t already have a QuickBooks company file, you
can open a sample file and export lists from its data.

To prepare a data file for import into QuickBooks:
1 Open the spreadsheet that contains the data.
2 Move the contents of all the cells down by one row, so that the first row is blank.

3 In the blank row, create a header that follows the field recommendations for the
type of data.

4 Check the structure of the spreadsheet. Each type of list (account, customer, item
and supplier) should be in a separate spreadsheet or in a separate worksheet inside
a master spreadsheet.

Mapping data to QuickBooks

Mappings tell QuickBooks how to import the Excel or CSV data into the companay
data file. You can create and save mappings. You only need to map required fields i
order to save a mapping; mapping other fields is optional.
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To map data to QuickBooks:

0O N O G b WN =

Select the Excel or CSV file you want to import.

Type in a name for your mapping.

From the File menu, choose Import, then choose Excel Files.

Select a sheet. If your worksheet contains only one page, select Sheet 1.

From the Choose a mapping drop-down list, select Add New.

Select an Import type (Account, Customer, Supplier or Item).
In the QuickBooks column, select the row of information you want to map.

In the Import data column, use the drop-down button to select which column in

the import file should be mapped to the QuickBooks column.

Mapping name: ICustomer Mapping 1

Tmport type: [Customer j
QuickBooks: Impaort data:
Job or Customer Mame |custname -
Opening Balance

Opening Balance As Of

Salutation

First Mame
Middle Iritial
Last Mame
Contact

Phone

Fax

Alkernate Phone
Alkernate Contact
Ernail

Billing Address 1
Billing Address 2

Company Mame LS00

M|

Save | Cancel | Help

¥ How Do I?| x|

9 Repeat this process for each row of information you want to import.

10 Click Save.
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11 To preview the data (and correct any errors) before importing into QuickBooks,
click Preview.

¥ How Do I?| x|

File to be imported: C:\DatalCustomer Testl . xls

Mapping definition used: Customer Mapping 1

r— Data Preview:

In data preview show: all data -

3 rows processed with 0 errors {0 % of the file)

r— Details for:
QuickBooks Field File Column Data Error
Job or Customer ... (custname Walker Homes -
Company Mame custco ‘Walker Homes (Presta, .,

r— Error Handling:
‘When errors are detected during import:

& Import rows with errors and leave error fields blank

(o Do not impart rows with errors

Import | 0K | Cancel Help

Importing the file

To import an Excel or CSV file:
From the File menu, choose Import, then choose Excel Files.

At the Set up Import tab, choose the file you want to import.
Select the sheet. If there is only one sheet, select Sheet 1.
Specify whether the file you're importing has header rows.

From the drop-down list, choose the mapping.

O a b WN=

At the Preferences tab, set your preferences about how you want to handle
duplicate data and errors.

N

(Optional) Click Preview to see how the data will be imported into QuickBooks.

8 Click Import.
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Integrating QuickBooks Pro/Accountant with
other applications

Integrating QuickBooks with other software is much more secure than manually
importing and exporting your data, and QuickBooks validates integrated data as it
goes. Some applications may be able to run automatically even when no one is
working in QuickBooks.

We recommend that you back up your QuickBooks data prior to installing any third-
party application. Control of the third-party application will remain in your hands.
You must give the application permission before it can access your QuickBooks files.
You can also set permissions on a third-party application by using the existing user
permissions feature.

The first time the application tries to access a company file, an authorisation window
appears. You can then choose whether to allow the application to:

m  Access the file once
m  Access the file in the future without asking

m  Deny the application permission to access the file

In some cases, the application developer may digitally “sign” the application.
Associated with the signature is a certificate containing the name and other
information of the developer of the software. If the certificate is valid and the
application has not been modified since it was signed, the certificate shows the
application’s name, the developer’s name, and the name of the certificate authority—
the agency that issued the certificate. For questions and details regarding the
trustworthiness of a particular certificate authority or digital certificate, consult the
certificate authority’s Web site.

You may be able to get additional information about the application and its developer
by going to the QuickBooks Solutions Marketplace.

There may be instances in which you want an integrated application—one designed
to share data with QuickBooks—to access QuickBooks files automatically, without
user intervention. This might permit, for example, a particular application to run
during the night when there is no other activity on the company file.

If you want to allow applications to access QuickBooks files automatically, you may
also want to restrict what those applications can do. You can do this by creating a user
specifically for the application to use to log into QuickBooks, then restricting the
access permissions that user has.

You can also restrict an application’s ability to access QuickBooks files by using the
preferences to set or modify permissions or restrictions on an integrated application.
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Allowing an integrated application to access QuickBooks

Note: The QuickBooks Administrator is the only user who can do this.

You enable permission in the authorisation window when the application first tries to
access QuickBooks, which adds it to the Authorised Applications List. You then set
Preferences to specify the user and permissions for the application.

To allow the application to access QuickBooks:

In the authorisation window, choose whether to allow the application to:
m  Access the file once - click “Yes, This Time”.
m  Access the file in the future without asking — click “Yes, Always”

m  Deny the application permission to access the file — click “No”

To specify permissions through Preferences
1 In QuickBooks, from the Edit menu, choose Preferences.

2 Select Integrated Applications, and Company Preferences.

Preferences Aska help question Askl ¥ How Do I?| ll
E@ - IMy Preferences I Company Preferences I 0K |

Accaunting ;gtlecan manage all applications that interact with this QuickBooks company file Cancel |

[~ Dot allow any applications ko access this company File! Help |

™ Matify the user before running any application whose certificate has expired
Banking Default |
Applications that have previously requested access to this company file

&

Allow Access Application Marne Also See:

Desktop i‘ Eroperties... | General
Wi
REemove | Service

Connection

&

Finance
Charge

1

=

Ta learn more about applications that integrate with QuickBooks, go to the

7 QuickBiooks Solutions Marketplace

3 Make sure that the “Don’t allow any applications to access this company file”box
is clear, not ticked.

4 Torestrict an application from accessing QuickBooks automatically if its certificate
expires, select “Notify the user before running any applications whose certificate
has expired”.

B For each application you want to access QuickBooks, tick the Allow Access
column.

6 Select the application, and click Properties.
7 To enable integration, tick “Allow this application to access this company file”.

8 To enable automatic integration, clear “Prompt before Allowing Access” and tick
“Allow this application to log in automatically”.

9 If your company has multiple users, select a user for the application to log in as.
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10 Click OK.

11 In the third-party application, set it to log in to QuickBooks and run at the desired
time.

Note: This requires leaving your computer on. If you leave the computer
unattended, it should be in a locked room or otherwise physically secured.

Sharing QuickBooks Pro/Accountant data with
contact management software

You can configure QuickBooks Pro/Accountant to synchronise information from the
Customer:Job, Supplier, and Other Names lists with Symantec ACT! or Microsoft
Outlook contact management software. Being able to synchronise the information
between QuickBooks and a contact management program means not having to enter
contact information in two applications.

Synchronising with contact management software requires QuickBooks Pro/
Accountant and one of the contact management software programs listed in the
following table.

Product Versions supported
Symantec ACT! 3.0.8,4.0.2, 2000
Microsoft Outlook 97, 98, 2000, 2002

Only a subset of the information contained in the contact manager can be
synchronised with QuickBooks because contact managers store so much more
information than QuickBooks needs for lists. However, you can synchronise the most
vital contact information (including name, address, and fax number).

When synchronising information between QuickBooks Pro/Accountant and
Symantec ACT! or Microsoft Outlook, you have three options for transferring data:

m  QuickBooks to contact manager
m  Contact manager to QuickBooks

m  QuickBooks to contact manager and contact manager to QuickBooks

Information is not deleted with any of the transfer options.

Note: QuickBooks currently can’t accommodate the direct transfer of contact
information from a personal digital assistant (PDA).

After completing a brief setup process, you can synchronise information between
QuickBooks and the contact management software. During synchronisation, the
contact management wizard will point out records in which the information in
QuickBooks and the contact manager do not match and will offer a number of options
for resolving the conflicts or discrepancies between the software programs.
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To set up for sharing information with a contact manager:
1 As a precaution, back up the company data file.
2 From the Company menu, choose Synchronise Contacts.

3 Follow the onscreen instructions.

For more information, see the chapter “Staying in touch with important contacts” in
the QuickBooks User Guide, or search the Help index for contact management.

Using QuickBooks Remote Access

With QuickBooks Accountant, you can use the QuickBooks remote access service to
access a QuickBooks company file on another computer.

There are two ways you can do this:

m  You can check something in a client’s file, enter changes, or even set up a new
company file without being at your client’s place of business.
To do this, both you and your client must have an Internet connection. Remote
access lets you work with your client’s QuickBooks software and other programs
that integrate with QuickBooks, but not programs unrelated to QuickBooks.

m  You can access your own company file from a remote location.

To do this, your company computer must be running QuickBooks with the
company file open, and it must have an active Internet connection.

The computer you are using does not have to be running QuickBooks, so you can
always access your file when you are away from the office.

Note: To use remote access, Internet access is required. One 12-month basic
subscription valid for customers who purchase and install QuickBooks
Accountant Edition software before the end of December. After 12
months, users can subscribe to the service for a fee. Fees apply for
additional subscriptions. Service subject to change.

To sign up for remote access:
1 Connect to the Internet as you usually would.

2 From the Accountant menu, choose Remote Access.
3 Click the link to Sign Up Now.

To access a client’s QuickBooks file:
1 Connect to the Internet as you usually would.

2 From the Accountant menu, choose Remote Access.
3 Log in with your user name and password.
4

Call or email your client with his or her unique session number and the web page
he or she should visit.

5 Request control of your client's QuickBooks file.
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6 When the client approves your request, work with their QuickBooks data as you
normally would.

Note: Internet access is required. Service subject to change.

To access your own QuickBooks file:
Connect to the Internet as you usually would.
Log in to the Remote Access web page with your user name and password.
Select your work computer.

1

2

3

4 Enter your access code.

5 Work with your QuickBooks data as you normally would.
6

Once you have finished, make sure you choose End Session, and close the browser
on the remote computer, especially if you are working on one that other people
can access.

Note: Internet access is required. Service subject to change.

Setting up QuickBooks for income tax self-
assessment

Sole traders can use QuickBooks income tax reports to prepare UK Self-Assessment Tax
Returns. Follow the steps below to get accurate tax information for these reports.

Setting up QuickBooks income tax information

Follow these steps to set up QuickBooks to track self-assessment tax information:
1 From the Company menu, choose Company Information.

2 In the Legal Name field, enter the company name as you want it to appear on tax
forms.

3 In the Legal Address area, enter the complete business address as you want it to
print on legal forms.

4 Choose the first month of your income tax year from the drop-down list.

B Choose Self-Assessment Tax Return from the drop-down list in the Income Tax
Form Used field.

6 Click OK.

Associating tax-related accounts with income tax lines
For each tax-related (i.e., expense or income) account on the chart of accounts, follow
these steps to associate the account with an income tax line:
1 From the Lists menu, choose Chart of Accounts.

2 Highlight a tax-related account on the list.
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3 Click on the Account button and choose Edit.

4 From the Tax Line drop-down list, select the tax line you want to associate with
the account.

5 Click OK.
6 Repeat the previous steps for each tax-related account.

QuickBooks is now set up to associate tax-related accounts with the assigned tax line
when transactions are entered.
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Converting from Quicken or earlier versions of
QuickBooks

For complete information on how to install QuickBooks and how to convert data from
Quicken or earlier versions of QuickBooks, please refer to the User Guide.

For information about setting up company files for clients who are converting from
Quicken, see “Converting from Quicken to QuickBooks” on page 151 of this guide.
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Overview

This chapter describes how to find and generate the preset reports in QuickBooks. If
you find that a particular preset report doesn’t meet your needs, take advantage of the
extensive customisation and filtering options described in this chapter to create the

reports you want for you and your clients.

Once you've customised and filtered report data, see “Saving report settings” on
page 89 for instructions on how to save (memorise) the settings so you don’t have to
recreate the report from scratch each time.

Once they are memorised, you and your clients can easily recall these reports. You can
use report templates to export the layout and filters of memorised reports so your
clients can import them (provided they are using the same release version of
QuickBooks).

See “Evaluating client data” on page 167 for more information about specific reports
that you might use to evaluate client data.

When reviewing the reports you or your clients have created, you can use
QuickZoom® to see the transactions affecting the income and expense accounts. For
example, when you review QuickBooks reports, you may see errors or discrepancies in
particular areas. When you question an amount on a report, you can QuickZoom
(double-click) the amount to see a detailed transaction report of the figures that make
up that amount. This lets you return to the source of the transaction and make
corrections. For example, you might find that your client has inadvertently created
two expense accounts for car expenses—one named “Auto expense” and one named
“Car expense”—that you need to merge together.

If there are entries that would affect the balance sheet accounts, you can make changes
in the form of a journal entry, and provide the client with the journal entry. (To make
journal entries in QuickBooks, choose Make Journal Entry from the Company menu.)

Generating QuickBooks reports

This section describes how to find and generate the QuickBooks reports you need. If
the preset report does not meet your needs exactly, use the information in the
following sections to customise the data to get the report you want.

For information on how to restrict access to reports when using multi-user
QuickBooks, see “Setting up clients” on page 143.
Using the Report Finder

With the Report Finder, you can quickly review and choose among the many preset
reports that QuickBooks provides. To help you choose an appropriate report, the
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Report Finder displays a sample of each report, as well as a summary of what the report
conveys.

To use the Report Finder:

1 From the Reports menu, choose Report Finder to display the Report Finder

window:.
IgiReport Finder Ask a help question | Ask 8 * How Do 1? I — |EI| XI‘

Select a bype of report,

|Cust0mers & Receivables

Select a report,

ﬂ These reports provide information about your customers and what
they owe your company,

AIR Ageing Summary
AIR Ageing Detail
ustomer Balance Summar

Customer Balance Detail

Dpen Invoices
ollections Report

Accounts Receivable Graph
nbilled Costs by Job
ransaction List by Customer
ustomer Phone List
ustarmer Contact List

[item Price List

Customer Balance Detail
Type Becount Brnount Balance
Bbercrombie, Kristy
Family Room
Invoice Aocounts
Total Family Room
Total Abercrombie, Krist
Cook, Brian

4,225 41 4,225 41
FAocounts Rec -4,225.41 0.00

3 ge Order #1 0.00 0.00
Total Cook, Brian 0.00 0.00
TOTAL 920.00 920.00
Set the date range.
] ﬂ P W e e T o e N W
From Ta what vou'll learn
‘Wwhat payments and invoices make up each customer's current
I E I E balance?
Modify Report. .. | Display | Print. .. | Exrel... |

Does vour report need to be in a different format?

2 Choose the category of report that you want to view from the Select a type of
report drop-down list, and then select the name of the report you want to view.
QuickBooks displays an example of the report, using sample data from a fictitious
company.

3 Click Display to generate the report you've selected in the list using data from the
company file in which you are working.

Using the Reports menu

Once you are familiar with the available preset reports, if you know which report you
want, you may prefer to select it directly from the Reports menu.

To generate a preset report:

m  From the Reports menu, choose the category of report you want to generate, then
choose the report you want from the submenu.

To generate a list report:

m  From the Reports menu, choose List. Then choose the report you want to create.
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QuickBooks report types

QuickBooks provides a wide variety of preset reports designed to give you and your
clients easy access to company information.

QuickBooks reports can be classified as one of these three types:

m  Summary reports

m Transaction reports

m  List reports

Summary reports

A summary report summarises and subtotals the data. For example, a standard profit
and loss report summarises the amounts for each income or expense account:

Tl Profit & Loss Ask a help question | Ask @ = How Do 1?7 I — |E|| XI

Modify Report... Memarise. .. Hide Header | Collapse | Refreshl

Print... | Excel...

Dates |MoRraa > | From [01/0472003 @ To [30/04/2003 @ Columns [ Total anly ]|
219PM Port Meadow IT Solutions Limited
#3103 Profit & Loss
Accrual Basis April 2003
@ Apr 2003 £
Ordinary Income/Expense ﬂ
Income
Wweb » 617333 4
Database 610415
Hetwork 1,041 67
Consulting 1,793.34
Tech Support 1,450.00
Resold Hiware & S/ware 252425
Travel Charge 32250
Reimbursed Expenses
Commission on reimbursed exp 916
Reimbursed Consumables 2123
Reimbursed Travel 34.80
Reimbursed Delivery charges 5.06
Total Reimbursed Expenses 70.25
Total Income 19,479.49

Cost of Goods Sold

Materials 6,945.00
Subcontractors 270.00
Total COGS 7.215.00
Gross Profit 12 264 .49
Expense
Bank Service Charges 2134
Depreciation Expense
Computers Depreciation 101.39
Office Furniture Depreciation 22.50
Total Depreciation Expense 12389
Dues and Subscriptions 4.30 LI

Tip: You can double-click (QuickZoom) any number in a summary report to get
a transaction report, so you can easily see the detailed transactions behind
the numbers.
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Transaction reports
A transaction report shows each transaction that makes up the subtotals.

The profit and loss detail report shows year-to-date transactions (instead of totals only)
for each income and expense account. It is considered a transaction report:

Wi Itemised Profit & Loss Ask a help question |Ask [+ How Do I? 8 _ (O %

Modify Report... MEmOKise. . . | Print, | Excel... Hide Header | Expand Refresh
Dates |Mest Financial tear | From [o1jo4/z003 " 8| 1o [31/03/2004 | B s0rt By [oefal: -]
212 PM Port Meadow IT Solutions Limited
1103103 Itemised Profit & Loss
Accrual Basis April 2003 through March 2004
+  Type + Date « Hum « Hame + Memo « Class + Clr + Split +  Debit + Credit « Balance *
Reimbursed Software ;‘
Invoice 280372003 257 Surface hedia Lid Weh client ma... Accounts Rece... 130.00 130.00
Tatal Reimbursed Software 0.00 130.00 130.00
Reimbursed Consumables
Inwoice 2g04/2003 254 Kate Hurley SCEl Accounts Rece... 21.23 21.23
Invaice 280572003 256 Alice YWalter & Co Metweork cabl.. Accounts Rece... 9616 117.39
Invoice 30/06/2003 268 Hettford Health Clinic ps2 cable &p.. Accounts Rece... 15.98 133.37
Invaoice 280772003 272 Immunoccine Lt CatS connect... Accounts Rece... 2337 196.74
Total Reimbursed Consumables ooo 156.74 156.74
Reimbursed Travel
Invoice 28042003 254 Hate Hurley Return trip to Accounts Rece 11.60 11.60
Invoice 28042003 254 Hate Hurley Return trip to .. Acocounts Rece... 11.60 23.20
Invoice 28042003 254 Kt Hurley Return trip to .. Accounts Rece... 11.60 34.80
Total Reimbursed Travel ooo 34.60 34.60
Reimbursed Delivery charges |
Invoice 28M4/2003 254 Kate Hurley Royal mail RA. . Accounts Rece... 5.08 5.08
Invoice 28052003 258 Alice Walter & Co Computers de Accounts Rece 2979 34.85
Inwoice 28052003 260 Motfolk & Sustin DHL delivery ... Accounts Rece... 847 43.32
Invoice 30/06/2003 268 Hettford Health Clinic DHL 3 compu... Acocounts Rece... 17.02 E0.34
Invoice 28/08/2003 278 Imimunoccing Lo Royal Mail de.... Accounts Rece... 2553 85.87
Imvoice 29/09/2003 279 Hate Hurley DHL delivery ... Accounts Rece... 10.00 95.87
Total Reimbursed Delivery charges 000 93.87 93.87
Total Reimbursed Expenses 0.00 §33.82 §33.82
Total Income 5000 11306541 113,018.41
Cost of Goods Sold
Materials
Bill 1404/2003 8712 WWalker's Recording...  Annual web s, Accounts Paya... 25000 250.00
Bill 170472003 159, Kate Hurley G Bay IDE Des... Accounts Paya.. 219300 244500
Bill 23042003 189...  AliceWalter & Co Computer sys.. Accounts Paya.. 4,50000 6,945.00 L‘

Tip: You can double-click (QuickZoom) any line in a transaction report to open
the original transaction (for example invoice or bill).
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List reports

List reports do not display transaction information like summary or transaction
reports; instead, they allow you to report on information stored in your Customer,
Supplier, or Employee lists.

Tl Account Report Ask a help question | Ask @ = How Do 1?7 I — |E|| XI

Modify Report... Memorise,.. | Print... | Excel... Hide Header Refresh
Dates ~| From | E Ta | ESort By |Default j

227 PM Port Meadow IT Solutions Limited

310303 Account QuickReport

Accrual Basis All Transactions

@ Type £ Date + Hum_ + Hame £ Memo £ Split £ Amount £ Balance £
Petty Cash
» Deposit 310372003 Account Op... Opening Bal E... 13991 13991 4
Chegue 14i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 1283
Chegue 24i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 11671
Chegue 25i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 105.11
Cherue 020572003 CASH Post Office 100x2nd c...  -SPLIT- -189.00 8611
Chegue 121052003 CASH Reservoir Books Reference b... -SPLIT- -81.94 417
Cherue 02062003 CASH PC Planet Allzop clean...  -SPLIT- -2.88 119
Transfer 03062003 CASH Money Tran...  Current Acco... 15000 15119
Chegue 26i06/2003 CASH ACS Components ps2 cable &, -SPLIT- -18.78 13241
Cherue 270672003 CASH PC Planet CD roms -SPLIT- -49.95 243
Chegue 16072003 CASH ACS Components Cats connec...  -SPLIT- -2T 46 5497
Chegue 14i058/2003 CASH ACS Components Batteries -SPLIT- -12.88 42.09
Transfer 05/09/2003 Money Tran...  Current Acco... 100.00 142.09
Cherue 23092003 CASH Post Office 20x2nd cla...  -SPLIT- -5.20 136.89
Cherue 25092003 CASH ACS Components -SPLIT- -45.00 91.88
Tatal Petty Cash 91.88 91.88
TOTAL 91.89 91.89

QuickReports

QuickReports display all the transactions recorded in QuickBooks for a specific list
entry. For example, you can generate a QuickReport for an account on the chart of
accounts list—like a bank account—or generate one for a customer, supplier or item.

il Account QuickReport Ask a help question | Ask @ = How Do 1?7 I — |E|| XI

Refresh
Dates I ~| From | E Ta | ESort By |Default j

227 PM Port Meadow IT Solutions Limited

310303 Account QuickReport

Accrual Basis All Transactions

@ Type Date + Hum_ + Hame £ Memo Split Amount £ Balance £
Petty Cash
» Deposit 310372003 Account Op... Opening Bal E... 13991 13991 4
Chegue 14i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 1283
Chegue 24i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 11671
Chegue 25i04/2003 CASH RapidTrainz Returntripto... -SPLIT- -11.60 105.11
Cherue 020572003 CASH Post Office 100x2nd c...  -SPLIT- -189.00 8611
Chegue 121052003 CASH Reservoir Books Reference b... -SPLIT- -81.94 417
Cherue 02062003 CASH PC Planet Allzop clean...  -SPLIT- -2.88 119
Transfer 03062003 CASH Money Tran...  Current Acco... 15000 15119
Chegue 26i06/2003 CASH ACS Components ps2 cable &, -SPLIT- -18.78 13241
Cherue 270672003 CASH PC Planet CD roms -SPLIT- -49.95 243
Chegue 16072003 CASH ACS Components Cats connec...  -SPLIT- -2T 46 5497
Chegue 14i058/2003 CASH ACS Components Batteries -SPLIT- -12.88 42.09
Transfer 05/09/2003 Money Tran...  Current Acco... 100.00 142.09
Cherue 23092003 CASH Post Office 20x2nd cla...  -SPLIT- -5.20 136.89
Cherue 25092003 CASH ACS Components -SPLIT- -45.00 91.88
Tatal Petty Cash 91.88 91.88
TOTAL 91.89 91.89
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Understanding basic customisation options

The choices you have for customising a report depend on the type of report you want
to create. Certain options apply globally to all preset reports, certain similar options
apply to all types of summary reports, and other options to all types of transaction
reports are similar, and finally there are options that are similar for all types of report.

Global options

Certain settings control all reports generated in QuickBooks.

Hiding account numbers on financial statements

If the option to use account numbers is turned on, QuickBooks displays and prints the
account numbers on all financial reports. If you want to print financial statements
without the account numbers, you must temporarily turn off the “Use account
number” preference while printing the reports, and then turn it back on when you
have finished printing them.

To turn on/off account numbers:
1 From the Edit menu, choose Preferences.

2 Click Accounting in the scroll box.
3 Click the Company Preferences tab.
4

Click “Use account numbers” to turn the preference on or off.

Setting report preferences

There are a number of other global preferences you can set, which will affect the
default settings used as the basis for most reports. You can also set the default report
format, which you can reset on individual reports as required.

To change report preferences:
1 From the Edit menu, choose Preferences.

2 Select Reports & Graphs.
3 Click the Company Preferences tab.
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Jobs &
Estimates Summary Repaorts Basis
VAT
Iﬁzél @ accrual % het
Payroll & " Cash @ G
Employees
Ageing Reports
Purchases & Age from due date
& Suppliers " Age from transaction date
Reminders
Format. ., |

Sales &
Customers -

Reports - Show Accounts by:

& Name only
" Description only

" Name and Description

Balance Sheet Format

& UK Format
' QuickBooks Format

CHAPTER 3

Only the QuickBooks Administrator can change Company Preferences.

Preferences Ak, é"HéIp question Askl ¥ How Do I?| ll
) - IMy Preferences I Company Preferences I

0K |
Cancel |
Help |
Default |

Also See:

General

4 Change the settings as required by clicking the appropriate button:

m thereport basis for summary reports as accrual or cash (note that you can reset

this default on most individual summary reports)

m  whether ageing reports are based on the due date or the transaction date

m show accounts by name, description or both

m  whether to show balance sheets in UK format or QuickBooks format

5 Click Format.

QuickBooks displays the Report Format Preferences window, with the

Header/Footer view.

Report Format Preferences Ask a hé'l'é"guestion Askl ¥ How Do I?| ll

Header/Footer I Fonts & Mumbers I

r Show Header Information

— Page Layout

|P0rt Meadow IT Solutions L. Alignment
IStandard =
¥ Report Title I
¥ sSubtitle I Time Company
Dat_e

¥ Date Prepared  [31/12101 z Basis e
¥ Time Prepared _Hag i

m
¥ Report Basis . e
¥ Print headsr on pages after first page b

i

r Show Footer Information i
sam
¥ Page Number IPage 1 - Extra Line
I Exfra Footer Line |
¥ Print Footer on first page Revert |
0K | Cancel Help |

6 To change which items are included in the header or footer, tick or clear the boxes.
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7 To change the date format in the header, select the required format from the drop-
down list.

Dec 31, 01
December 31, 01
Dec 31, 2001
December 31, 2001

8 Click the Fonts & Numbers tab.

Report Format Preferences Ask a hé'l'é"guestion A_skl Ml ll
Header/Footer I Fonts & Numbers I
— Fonts r— Show Megative Numbers
Change Font For & Normally
= Example
' In Parentheses
" with a Trailing Minus Sy
omparry Mame Example ™ In Bright Red
eport Title
eport Subtitle
ate r Show All Numnbers
age Mumber
_ransactions ™ Divided By 1000
Ignpeort Basis 'l Except Zera Amounts
Change Font... [~ without Pence
Revert |
0K | Cancel | Help |

9 To change the font, select the text type (e.g. Report Title) and click Change Font.
QuickBooks displays the font dialog box for the selected type of text.

x|
Font: Font Style: Size:
Ok |
[ Bold [1a
| [Regular Al - ﬂl
Avial Black 1 |ltalic 16
B Avial Marmaw 18
W arial OUP = JEoditaic | fa0 =

Effect: Samnple
I~ Stikeout
I~ Underline AaBbeZZ

Calar:

I- Nawy LI Thiz iz an OpenType font. This same font will be
uzed on both your printer and your screen.

10 Change the font, style, size and colour, and click OK.

When QuickBooks asks if you want to change all related fonts, click Yes to change
the font for all types of text, or click No to change only the selected type of text.

11 To switch to a different format for negative amounts, select the option you want
(for example, show negative numbers in bright red).

12 To reduce numbers to multiples of 1000, select “Divided By 1000.”
For example, the amount 15,523 displays as 15.5.

13 To show pound amounts without pence, select “Without Pence.”
This rounds each amount up to the nearest pound.

14 Click OK.
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Customising summary reports

In QuickBooks, report customisation is simple because most customisation features
are grouped together. In a single window, you change the date range for reports, add
or delete columns, change the reporting basis, select filters for the report, modify
header and footer information, and adjust the page layout. In the same location, you
can also select the fonts you want to use for a given report, and tell QuickBooks how
you want to numbers to display.

To customise QuickBooks preset reports, click Modify Report on the report buttonbar.
This displays the Modify Report window, with different report settings on the four
tabs according to the type of report. For example, if you create a summary report, the
window looks something like this:

Modify Report: Profit & Loss Ask a hé'l'é"guestion Askl ¥ How Do I?| ll
Display I Filters l Header/Footer l Fonts & Mumbers I

— Report Date Range

EIEN | This Month-to-date
From [01/03/2005 B[ To [31/03/2005 H|

From the first day of the current month through today

— Report Basis

& Accrual " Cash This setting determines how this report calculates income and expenses,
r— Columns
Display columns by ITotaI only | across the top, Sork by IDeFauIt -

@ ascending order 24

Sartin
" Descending order 34

Add subcolumns For

™ Previous Period ™ Previous Year [" vear-To-Date [ % of Row [~ % of Column
£ Ch £ Ch o of YT
r g r g e [~ % of Income ™ % of Expense
™ % Change ™ % Change
Advanced... | Revert |
0K | Cancel | Help |

For a description of each option in the Modify Report window, see the tables below.

Important: Not all options are available for all summary reports. See “Customising
QuickBooks preset reports” on page 60 for a list of the options available.

If you want a summary-style report, and none of the preset reports meet your needs,
try a custom summary report. For a custom report, QuickBooks lets you specify the

columns you want across the top (how you want to subtotal the data) and the type of
information you want on the rows (such as income or expense accounts or customers).

Changing summary report default information

By default, most summary reports in QuickBooks display only “Active” information
for rows and columns in financial statements. (Active includes only those rows and
columns that show activity during the period of the report.) You can change this
default to “All” or “Non-zero”.

m  “All” displays accounts and names even if there was no activity during the
specified report period.
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m  “Non-zero” hides all accounts and names that have a zero balance during the
report period.

The preset time period for most summary reports is the current financial year, so for
example year-to-date reports always start with the first month of your client’s
financial year. You can change the date range of the report to “Calendar year” or
“Payroll year,” if different.

To change summary report default information:

1 Create a summary-style report (for example, a profit and loss standard report).
2 Click Modify Report.

3 Click Advanced to display this dialog box:

Advanced Options x|

Display Columns Reporting Calendar

& Active % Fiscal Year

Al " Calendar Year
" Non-zero " Non-zero " Income Tax Year
" WAT Year
 payroll Year
0K | Cancel | Help |

4 Select desired options for Display Rows, Display Columns, Reporting Calendar.
5 Click OK to close the Advanced Options dialog box.
6 Click OK to close the Modify Report window.

Selecting cash or accrual-based summary reporting

You can view most summary reports on a cash or accrual basis by customising the
report when you create it (transaction reports are always on a cash basis).

To change the basis of the current report:
1 In the Report window, click Modify Report.

2 On the Display tab, select either Cash or Accrual as the report basis.
3 Click OK.

If you wish to change the reporting basis for summary reports, follow the procedure
below. Changing this preference affects most summary reports.

To change the basis for all summary reports:
1 TFrom the Edit menu, choose Preferences.
2 Select Reports & Graphs.
3 Click the Company Preferences tab.
Note: Only the QuickBooks Administrator can change Company Preferences.
4 Under “Summary reports basis,” select either Cash or Accrual.
5 Click OK.
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Basic customisation options for summary reports

Summary
report option

Use to:

Report Dates

Set the date range for the report. You can choose a time period
from the drop-down list, or enter a custom date range in the
From and To fields.

Report Basis

Choose whether the report is done on an accrual or cash basis.

Columns

Subtotal amounts in columns for time periods or other factors.
For example, if you choose Month, QuickBooks displays your
report with separate columns for each month, within the date
range of the report.

Add Subcolumns

Select the additional columns you want included in the report
(such as Previous Period, Previous Year, Year-to-date, % of YTD,
% of Income, % of Expenses, % of Row, % of Column). Column
headings with a tick are included.

Sort By

Choose whether to sort by transaction order (Default) or amount
order (Total); also by ascending or descending order for either.

Units of Measure
(Pro/Accountant)

Choose whether to express quantities and units in stocking,
selling or purchasing units.

Additional options for customising budget reports

Budget
report
customise
option

Use to:

Show Actuals

Choose whether the report should show actual amounts in
addition to budgeted amounts.

If you select “Show actuals,” you can also select either or both of
the next two options: “£ Difference” and “% of Budget.”

Additional options for customising ageing reports

Ageing
report
customise
option

Use to:

Days per ageing
period?

Restrict transactions included in the report according to their age-
ing period. In this field, enter the period of time you want each
column to represent. For example, if you type 30, the column
headings would be “Current,” “1-30,” “31-60,” and so on.

Age through how
many days?

Specify the maximum number of days for which you want a
breakdown of ageing intervals. For example, if you don’t want
the report to go past 90 days, type 90 in this field.

CHAPTER 3
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Additional options for customising time reports
(QuickBooks Pro/Accountant only)

Time report

customise Use to:
option
Formats Determine how the report breaks down the amounts for time

worked. For example, if the format is “Time by Job by Item,” the
report shows how much time went into each type of work your
company did for each job. If, instead, you wanted the report to
show how much time each employee worked on each job, you
would choose “Time by Job by Name.”

Additional options for customising cash flow forecast
reports

Cash Flow
Forecast
report
customise
option

Use to:

Reporting Periods

Choose a time period that you want QuickBooks to use for the
report. For example, if you have the reporting period set to one
week, the report shows your cash flow at 7-day intervals for the
date range you specify.

Delay receipts
how many days?

Slow down receipts to produce a more conservative and realistic
cash flow. If you leave this field set to 0, QuickBooks includes all
receipts where the due date falls within the date range of the
report. If you type a number greater than zero, QuickBooks
doesn’t include a receipt until it is that number of days past its
due date.

reports

Additional options for customising custom summary

Custom
report
customise
option

Use to:

Display rows by

Customise the row headings you want for your report by
choosing them from a drop-down list.

Display columns
for

Specify whether the report should include columns for Amount,
Quantity, or Both.
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Customising transaction reports

When you create a transaction report and click the Modify Report button from the
report window, QuickBooks displays a Modify Report window similar to this one:

Modify Report: Customer Balance Detail Ask a hé'l'é"guestion Askl ¥ How Do I?| ll
Display I Filters l Header/Footer l Fonts & Mumbers I
— Report Date Range
Dates I * | all dates in your company file
From | LIRcH L
— Report Basis
& Accrual " Cash This setting determines how this report calculates income and expenses,
r— Columns Units of Measure
(et margin) | Total by |Cust0mer ﬂ Show Gy and Unit in:
Trans no . ;
[ Type I—:| ™ stocking Unit
ifi Default =
Eggte:odéliﬁ;; I\bﬂsdlﬁed el (e 7 Purchasing Unit
o I @
(/Date st ecendingorder 24 & Seling Unit
N " Descending order 34
P.C.no
Mamme P;It a check mark next to eachh colurnn
that wou wank to appear in the report,
Source Mame LI Advanced... | Revert |
0K | Cancel | Help |

When you click the Advanced button, QuickBooks displays a window similar to this:

Advanced Options x|

Open Balance | Ageing ‘at Basis

& Current {Faster) & Net
" Report Date  Gross

0K | Cancel | Help |

The table below describes each option available for customising transaction reports.

Important: Not all options are available for all transaction reports. See “Customising
QuickBooks preset reports” on page 60 for a list of the options available and the
default settings for each option.

Customise
. Use to:

option

Report Dates Set the date range for the report. You can choose a time period
from the drop-down list, or type a custom date range in the From
and To fields.

Report Basis Choose accrual or cash basis.

Columns Select the columns you want included in the report. Column
headings with a tick are included.

Total By Change how QuickBooks groups and subtotals the individual
transactions on the report.
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Customise
option

Use to:

Sort By

Change how QuickBooks sorts the transactions on a report.
Transactions normally appear in date order (earliest first) on a
report; you can also sort by amount or document order.

Units of Measure
(Pro/Accountant)

Choose whether to express quantities and units in stocking,
selling or purchasing units.

Show Detail
(Journal report)

Choose whether the report shows each individual transaction or
summarises totals.

Date Entered/Last
Modified (Audit
trail report)

Set the date range for the transactions included in the report.
QuickBooks includes a transaction if it was either entered or
modified within the date range you specified.

Include Specify whether you want to include all transactions, or only
those that show activity during the period covered by the report.

Open Balance/ Determine how QuickBooks calculates a customer’s open balance
Ageing on an ageing report. Choose “Current” to show the customer’s
open balance as of today. Choose “As of Report Date” to show
the customer’s open balance as of the ending date of the report.

VAT Basis Choose Net or Gross.

If you want a transaction-style report, the most flexible is the custom

transaction detail report. This report lets you specify how QuickBooks groups and
subtotals the individual transactions on the report (in the Total By field), as well as the
order in which transactions appear within a group (for example, in date order).

Displaying Debit and Credit columns on transaction
reports

By default, QuickBooks displays transaction-style reports to show amounts as positive
and negative, rather than as debits and credits. You can modify a QuickBooks report
to display and print Debit and Credit columns, instead of the preset Amount column.

To display Debit and Credit columns on transaction reports:
1 Create any transaction-style report (for example, a transaction by date report).
2 In the report window, click Modify Report.

3 In the Columns section on the first tab, select Debit and Credit, and clear the
Amount column. (A tick shows that a column is selected.)
4 (Click OK.
QuickBooks replaces the Amount column with Debit and Credit columns.
Important: The trial balance report (summary) and the journal report (transaction)

are always preset to show the Debit and Credit columns. Both reports are on the
Accountant & Taxes submenu.
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Changing columns on transaction reports

If a report has too many columns to display all information on your screen, as is true
of most transaction reports, you can choose to hide columns that you don’t need.

To hide columns on a transaction report:
1 Create a transaction-style report (for example, a general ledger report).

2 Click Modify Report.
3 For Columns, clear (click) columns you do not need to view onscreen.

For example; Left Margin, Memo, and Split can usually be removed from the
general ledger report.

4 Click OK.

You can also follow these steps to add columns to the report. For example, to add the
transaction number (trans no), date last modified, or custom field information to the
general ledger report, just tick the columns you want to display.

You can use this feature to combine transaction information with contact details. For
example, adding columns for customer contact name and phone number to an A/R
Ageing Summary gives you a list of overdue receivables with details of who you need
to chase for payment.

Customising list reports

When you customise list reports, QuickBooks displays the fields available in the
particular list you are reporting on. Because each list contains different fields, the
Modify Report window for each list report is unique. For example, the Modify Report
window for the customer phone list looks like this:

Modify Report: Customer Phone List Ask a help _question Askl ¥ How Do I?| ll
Display I Filters l Header/Footer l Fonts & Mumbers I
r— Columns Units of Measure
(et margin) « | Sort by |DeFauIt ﬂ Shows Qby and Unit in:
Active Status a
W Customer . & pscending order 24 & Stocking Unit
Balance orein -~ : z
escending order i i
Ealance Total (e} ad 7 Purchasing Unit
Has notes " Seling Unit
Company
Mr, Mrs
First Marne
M.I
Last Mame
Phone
Alk, Phone

Put a check mark next ko each column

E
ax that you want to appear in the report,

Contact 4

Revert |

0K | Cancel | Help |

In addition to the customisation options described earlier in this chapter, you can sort
report data by column and rearrange columns in reports.
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Sorting report data

If you wish, you can change the columns on which certain QuickBooks reports are
sorted. You can also change the report settings to sort report data in ascending or
descending order.

Sorting behavior varies by type of report and is not available for all reports. This table
provides examples of the types of reports that can and can’t be sorted in QuickBooks.

Report type Examples Able to sort

Regular Detail Customer Balance Detail, Yes
Transaction Detail by Account

Specialised Detail Profit & Loss Detail, Sales by Yes
Item Detail

Transaction Journal, Deposit Detail Yes

List Supplier Contact list, Item Yes
Price list

Specialised Summary Profit & Loss Standard, Yes
Balance Sheet Summary

Regular Summary A/R Aging Summary, Yes
Purchases by Supplier
Summary

Time Summary Time by Job Summary, Time Yes

(Pro/Accountant) by Name

Time Detail Time by Job Detail No

(Pro/Accountant)

Because you can only sort on columns displayed in a report, you may need to add
columns to standard QuickBooks reports to be able to sort the data the way you want.

Adding and deleting report columns

QuickBooks makes it easy to create the reports you want by allowing you to add,
delete, and rearrange report columns. The ability to add or delete columns is not
available on all reports.

To add or remove columns from a report:
1 Generate the report you want to modify.
2 Click Modify Report on the report buttonbar.

3 In the columns section of the Display tab, click the columns you want to add or
delete from the report (a checkmark indicates that a column is included in the
report).

4 Click OK.
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When you add a column to a report, QuickBooks adds that column to the “Sort by”
drop-down list (for reports that allow sorting).

If you are adding columns to a report which currently has the original column order,
QuickBooks inserts the new columns in the order in which they appear in the column
list for that report. If you have altered the display order of columns, QuickBooks
inserts each new column to the left of the column in front of which it would normally
appear.

Moving report columns

You move columns in transaction and list reports by dragging and dropping them (not
available for summary reports).

To move a report column:

1 Generate the report in which you want to change column order.

2 Place the mouse pointer over the header for the column you want to move.
Note: You can move only one column at a time.

3 Hold down the mouse button and drag the column to the new position, and then
release the mouse button.

You can only move columns to areas you can see onscreen. If you have a very wide
report and you want to move a column to a part of the report that you can’t see, move
the column in the desired direction until you reach to the edge of the report window.
Then, scroll through the report and move the column again. Continue this process
until you have moved the column to the desired location.

Turning off the date, time, and report basis stamps

QuickBooks reports are set to display the date, time, and report basis in the header
area. However, you can turn the stamps off on a report-by-report basis.

To turn off the date, time, and basis stamps on reports:
1 Generate the report in which you want turn off the stamps.

Click Modify Report, and then click the Header/Footer tab.
Click to clear the checkmarks for those items you do not wish to display.
Click OK.

g~ WN

(Optional) Click Memorise to save the report settings for future use.
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Changing fonts and colours in a report

To change fonts and colours in a report:
1 In the report window, click Modify Report.
2 Click the Fonts & Numbers tab.

3 To change the font for a particular type of text, select the text type (for example
Report Title) and click Change Font.

QuickBooks displays the font dialog box for the selected type of text.
4 Change the font, style, size and colour, and click OK.
5 Click OK again.

Note: To change for all reports, see global settings on page 48.

Changing how numbers display in a report

To change how numbers display in a report:
1 In the report window, click Modify Report.
2 Click the Fonts & Numbers tab.
3 To switch to a different format for negative amounts, select the option you want.
4 To reduce numbers to multiples of 1000, select “Divided By 1000.”
For example, the amount 15,523 displays as 15.5.
5 To show pound amounts without pence, select “Without Pence.”
This rounds each amount up to the nearest pound.
6 Click OK.

Note: To change for all reports, see global settings on page 48.

Customising QuickBooks preset reports

The following tables show which options you can set in the Modify Report window
for each type of QuickBooks report. The type is shown after the report name and tells
you whether the report type is a summary (S), transaction (7) or list (L) report. If a
customise option has a preset value, it is listed in parentheses after the option name.
Advanced options are shown in italics.

Note: If a feature isn’t turned on, reports relating to that feature will not appear
on the menus (for example if you don’t have Time Tracking turned on, the
time-related reports do not appear on the Jobs, Time & Mileage report
menu).

Tip: If you have a question about one of the options shown in the “Customise
options” column, refer to “Customising summary reports” above.
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Profit and loss reports

To generate these reports from the Reports menu, choose Company & Financial, and
then choose the report you want to create.

eepant Description Modify Report options
(type)
Profit & Loss Summarises income and m Report Dates (Month-to-date)
Standard expenses, totalled by m Report Basis (Accrual)
(S) rncome or expense m Columns (Total only)
account.
m Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
Profit & Loss Lists each income and m Report Dates (Financial Year-to-date)
Detail expense transaction forthe | g Report Basis (Accrual)
(T) financial year to date, a Columns
grouped and . . -
subtotalled by income and m Units of Measure (Stocking Unit)
expense account. m Include (In Use)
m Open Balance/Ageing (Current)
Profit & Loss YTD | Like the standard profitand | m Report Dates (Month-to-date)
Comparison loss statement, but with m Report Basis (Accrual)
(S) one column for this month | =~ 1umns (Total only)
to date and a second col-
. m Subcolumns (Year-to-date)
umn for this year to date. ) .
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
Profit & Loss Like the standard profitand | m Report Dates (Financial Year-to-date)
Prev Year loss statement, but with m Report Basis (Accrual)
Comparison Zoltumns fgr this yez:r tg t a Columns
() afnzluzt(e;/r:?ju‘;ycizrn oe &€ | a Subcolumns (Previous Year,
ge. f Change, % Change)
m Display Rows (Active)

Display Columns (Active)
Reporting Calendar (Fiscal Year)

Profit & Loss by
Job

(S)

Like the standard profit and
loss statement, but with
columns for each customer
and job. Amounts are for
the financial year to date.

Report Dates (Financial Year-to-date)
Report Basis (Accrual)

Columns (Customer:Job)
Subcolumns

Display Rows (Active)

Display Columns (Active)

Reporting Calendar (Fiscal Year)
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P&L report
(type)

Description

Modify Report options

Profit & Loss by
Class

(S)

Like the standard profit and
loss statement, but with
columns for each class and
subclass. Amounts are for
the financial year to date.

Report Dates (Financial Year-to-date)
Report Basis (Accrual)

Columns (Class)

Subcolumns

Display Rows (Active)

Display Columns (Active)

Reporting Calendar (Fiscal Year)

Profit & Loss
Unclassified

(S)

Like the standard profit and
loss statement, but
showing only unclassified
totals. Amounts are for the
month to date.

Report Dates (Month-to-date)
Report Basis (Total only)
Columns (Class)

Subcolumns

Display Rows (Active)

Display Columns (Active)
Reporting Calendar (Fiscal Year)

Income by Summarises net sales m Report Dates (Financial Year-to-date)
Customer income by customer and m Report Basis (Accrual)
Summary Jdoak;;or financial year to = Columns (Total only)
(s) ’ m Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
m VAT Basis (Net)
Income by Lists sales, returns, and Report Dates (Financial Year-to-date)

Customer Detail

(7)

reimbursed expenses for
the financial year to date,
grouped and subtotalled by
customer and job.

Report Basis (Accrual)
Columns

Units of Measure (Selling Unit)
Include (In Use)

Open Balance/Ageing (Current)
VAT Basis (Net)

Expenses by
Supplier
Summary

(S)

Summarises net expenses
by supplier for the
financial year to date.

Report Dates (Financial Year-to-date)
Report Basis (Accrual)

Columns (Total only)

Subcolumns

Display Rows (Active)

Display Columns (Active)

Reporting Calendar (Fiscal Year)

VAT (Net)

Expenses by
Supplier Detail

(7)

Lists each expense and
credit transaction for the
financial year to date,
grouped and
subtotalled by supplier.

Report Dates (Financial Year-to-date)
Report Basis (Accrual)

Columns

Units of Measure (Selling Unit)
Include (In Use)

Open Balance/Ageing (Current)

VAT (Net)
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Balance sheet reports

To generate these reports from the Reports menu, choose Company & Financial, and
then choose the report you want to create.

Balance
sheet report | Description Modify Report options
(type)
Balance Sheet Shows the balance in each m Report Dates (Financial Year-to-date)
Standard balance sheet account, with | g Report Basis (Accrual)
(S) subtotals for assets, liabili- = Columns (Total only)
ties, and equity. = Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
Balance Sheet Shows the starting balance | m Report Dates (This Month-to-date)
Detail at the beginning of last m Report Basis (Accrual)
(T) month, transactions a Columns
entered in the account for . . .
this month to date, and the | ™ Units of Measure (Stocking Unit)
ending balance as of today. | ® /nclude (All)
m Open Balance/Ageing (Current)
Balance Sheet Shows amounts for each m Report Dates (Financial Year-to-date)
Summary account type but not for m Report Basis (Accrual)
(S) individual accounts. = Columns (Total only)
m Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
Balance Sheet Has columns for today, a m Report Dates (Financial Year-to-date)
Prev Year year ago, amount and m Report Basis (Accrual)
Comparison % change. = Columns (Total only)
(S) m Subcolumns (Previous Year,
f Change, % Change)
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
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Cash flow reports

To generate these reports, from the Reports menu, choose Company & Financial, and
then choose the report.

For instructions on how to classify cash, use the Search facility in the onscreen Help
for statement of cash flows report or cash flows forecast report.

Cash flow e . .
e () Description Modify Report options
Statement of Shows net change in cash m Report Dates (Financial Year-to-Date)
Cash Flows during a period. m Display Rows (Non-zero)
(S) m Display Columns (Active)
m Reporting Calendar (Fiscal Year)

Cash Flow Shows expected cash m Report Dates (Next 4 Weeks)
Forecast inflows, expected cash m Reporting Periods (Week)
(S) disbursements, and m Delay receipts how many days (0)

expected bank account

balances, so you can

forecast how much cash

you'll have.

Customers and receivables reports

To generate these reports from the Reports menu, choose Customers & Receivables,
and then choose the report you want to create.

A/R report Description Modify Report options
A/R Ageing Shows when invoice pay- m Report Dates (Today)
Summary ments are or were due, m Days per ageing period (30)
(S) subtotalled by customer. m Age through how many days (90)
m Open Balance/Ageing (Report date)
A/R Ageing Lists each unpaid invoice m Report Dates (Today)
Detail and open credit memo, m Report Basis (Accrual)
(T) grouped and subtotalled by a Columns
days overdue. _Tells_ hO}N m Units of Measure (Purchasing Unit)
many days an invoice is )
overdue. m Open Balance/Ageing (Report date)
Customer Shows balances for cus- m Report Dates (All)
Balance tomers with unpaid bal- m Columns (Total only)
Summary ances, as of the ending a Subcolumns
(S) date.

m Display Rows (Non-zero)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)
m VAT Basis (Net)
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A/R report Description Modify Report options
Customer Lists each invoice, credit m Report Dates (All)
Balance Detail memo, payment, cash sale, | g Report Basis (Accrual)
(T) and general journal entry, a Columns
subtotalled by customer.
Total for customer equals w Total by (Customer)
customer’s unpaid balance. | ® Units of Measure (Selling Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)
Open Invoices Lists each unpaid invoice, m Report Dates (Today)
(T) grouped and subtotalled by | g Columns
customer. m Units of Measure (Selling Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Collections Displays which invoices are | m Report Dates (Today)
Report overdue by a specified = Columns
(7) number of days, along with | ' ynits of Measure (Stocking Unit)
customer names and .
phone numbers. m /nclude (Active)
m Open Balance/Ageing (Report date)
m Days Past Due (1) (on report header)
Unbilled Costs Shows any outstanding m Report Dates (All)
by Job reimbursed expenses that m Report Basis (Accrual)
(T) have not yet been charged a Columns
back to a customer. = Total by (Customer)
m Units of Measure (Selling Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)

Transaction List
by Customer

(7)

Lists all transactions,
grouped by customer.

Report Dates (Month-to-date)
Columns

Units of Measure (Selling Unit)
Include (In Use)

Open Balance/Ageing (Current)
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Sales reports

To generate these reports from the Reports menu, choose Sales, and then choose the
report you want to create.

Sales report

Description

Modify Report options

customer.

Sales by Summarises sales income m Report Dates (Month-to-date)
Customer (for parts, services, m Report Basis (Accrual)
Summary discounts, or other = Columns (Total only)
(S) charges) by customer for = Subcolumns
this month.
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
m VAT Basis (Net)
Sales by Like the customer sum- Report Dates (Month-to-date)
Customer Detail mary report, but with sales Report Basis (Accrual)
(T) transactions listed for each Columns

Total By (Customer)

Units of Measure (Selling Unit)
Include (In Use)

Open Balance/Ageing (Current)
VAT (Net)

Sales by Item
Summary

(S)

Summarises month-to-date
unit and pound sales, sub-
totalled by invoice item
(parts, services, discounts,
other charges).

Report Dates (Month-to-date)
Report Basis (Accrual)

Units of Measure (Selling Unit)
Columns (Total only)

Subcolumns (COGS, Avg. COGS,
Gorss margin, Gross Margin %)

m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)

charges) by employee for
this month.

Sales by Item Like the item summary m Report Dates (Month-to-date)
Detail report, but with sales m Report Basis (Accrual)
(7T) transactions listed for each | o cojumns
line item for this month. m Units of Measure (Selling Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Sales by Rep Summarises sales income m Report Dates (Month-to-date)
Summary (f_or parts, services, m Report Basis (Accrual)
(S) discounts, or other = Columns (Total only)

m Subcolumns

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)
m VAT Basis (Net)
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Sales report

Description

Modify Report options

Sales by Rep Like the employee sum- m Report Dates (Month-to-date)
Detail mary report, but with sales | g Report Basis (Accrual)
(T) transactions listed for each a Columns
employee. m Total By (Rep)
m Units of Measure (Selling)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)
Pending Sales Lists all invoices, cash m Report Dates (Month-to-date)
(T) sales, and credit memos m Report Basis (Accrual)
Fhatg;e ma;l;ed as per;c:l-1 t a Columns
ing. Shows the account tha
is affected when the sale is | ™ Tot.al By (Total only) .
marked as final. m Units of Measure (Selling)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Open Sales Lists all open sales orders, m Report Dates (All)
Orders by grouped and subtotalled by | g Columns
Customer s m Units of Measure (Selling Unit)
(7 m /nclude (In Use)
m Open Balance/Ageing (Current)
Open Sale Lists all open sales orders, m Report Dates (All)
Orders by Item grouped and subtotalled by | g Columns
(7) item. m Units of Measure (Selling Unit)

m /nclude (In Use)
m Open Balance/Ageing (Current)

Job, time and mileage reports (QuickBooks Pro/Accountant

only)

To generate these reports from the Reports menu, choose Jobs, Time & Mileage, and
then choose the report you want to create.

Job/mileage/
time report
(type)

Description

Modify Report options

Job Profitability
Summary

(S)

Compares actual cost to
actual revenue for all
customers and jobs.
Subtotals data first by
customer and then by job.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Act. Cost,
Act. Revenue, £ Difference)
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Job/mileage/
time report
(type)

Description

Modify Report options

Job Profitability
Detail (for one
customer:job)

(S)

For a customer or job,
compares actual costs to
actual revenues and shows
the difference between the
two amounts. Subtotals the
data first by item type and
then by item.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Act. Cost,
Act. Revenue, £ Difference)

Job Estimates vs.
Actuals
Summary

(S)

Compares estimated to
actual cost and estimated
to actual revenue for all
customers and jobs, show-
ing the difference between
the two amounts. Subtotals
data by customer and then
by job.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Est. Cost, Act. Cost,
f Difference; Est. Revenue,
Act. Revenue, £ Difference)

Job Estimates vs.
Actuals Detail
(for one job)

(S)

For a customer or job,
compares estimated to
actual costs and estimated
to actual revenues, show-
ing the difference between
the two amounts. Subtotals
data by item type and then
by item.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Est. Cost, Act. Cost,
f Difference; Est. Revenue,
Act. Revenue, £ Difference)

Job Progress
Invoices vs.
Estimates

(S)

Show estimates, and the
amount and percentage of
any progress invoices.
Subtotals data by
customer and then by job.

m Report Dates (Financial Year-to-date)
on report header

m Columns
m Units of Measure (Stocking Unit)

Item Profitability
(S)

For each item, compares
the actual cost to actual
revenue and shows the
difference between the two
amounts. Subtotals data by

item type and then by item.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Act. Cost,
Act. Revenue, £ Difference)

Item Estimates
vs. Actuals

(S)

For each item, compares
estimated to actual cost
and estimated to actual
revenue, showing the
difference between the two
amounts. Subtotals data by

item type and then by item.

m Report Dates (All)
m Columns (Total only)

m Subcolumns (Est. Cost, Act. Cost,
f Difference, Est. Revenue,
Act. Revenue, £ Difference)

Profit & Loss
by Job

(S)

Like the standard profit and
loss statement, but with
columns for each customer
and job. Amounts are for
the financial year to date.

m Report Dates (Financial Year-to-date)
m Report Basis (Accrual)

m Columns (Customer:Job)

m Subcolumns

m Display Rows (Non-zero)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)
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Job/mileage/
time report

Description

Modify Report options

time), subtotalled first by
the name of the person
who performed the work
and then by the customer
or job the person
performed the work for.

(type)
Estimates by Job | Shows all estimates, m Report Dates (All)
(T) grouped and subtotalled by | g Report Basis (Accrual)
customer and then by job. | o ¢ jumns (Customer:Job)
m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Unbilled Costs Shows any outstanding m Report Dates (All)
by Job reimbursed expenses that m Report Basis (Accrual)
(7T) have not yet been charged a Columns
back to a customer.
m Total by (Customer)
m Units of Measure (Selling Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)
Open Purchase For each customer:job, the m Report Dates (All)
Orders by Job report shows the remaining | g Columns
(7) line items that have not m Units of Measure (Purchasing Unit)
been received and their
expected delivery date. You m Include {in Use)
must enter customer:job m Open Balance/Ageing (Current)
information on purchase
orders to have the informa-
tion display in this report.
Time by Job Shows hours worked sub- m Report Dates (Financial year-to-date)
Summary totalled first by customeror | g Columns (Total only)
(S) job and then by service = Formats (Time by Job by Item)
item.
m Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
Time by Job Lists each time activity m Report Dates (This Month-to-date)
Detail (work done by one person = Columns
(7) for a particular customer or | it of Measure (Stocking Unit)
job on a specific date) and
shows whether it is billed, m Include (in Use)
unbilled, or not billable.
Time by Name Shows hours worked (or Report Dates (Financial year-to-date)
(S) tracked as sick or holiday Columns (Total only)

n
n
m Formats (Time by Name by Job)
m Subcolumns

Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)
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Job/mileage/

time report Description Modify Report options
(type)
Time by Item Shows hours worked sub- m Report Dates (Financial
(S) totalled first by service item year-to-date)
and then by customer or = Columns (Total only)
job.

m Formats (Time by Item by Job)

m Subcolumns (such as Billed,
Unbilled, Not Billable, and Estimated)

m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)

Mileage by Shows mileage and m Report Dates (This Tax Year)
Vehicle expense amount based on m Columns (Total only)
Summary Inlgc;\c:_Reanu_le publiflhed u Display Rows (Active)
(S) guidelines (mileage allow- m Display Columns (Active)
ance for employees who ]
m Reporting Calendar (Income Tax Year)

use their own cars for busi-
ness travel), subtotalled by

vehicle.
Mileage by Shows the mileage for each Report Dates (This Tax Year)
Vehicle Detail vehicle on a specific date, Columns
(7) and shows the expense Units of Measure (Stocking Unit)

amount based on Inland
Revenue published guide-
lines (mileage allowance
for employees who use
their own cars for business

Include (In Use)
Open Balance (Current)

travel).

Mileage by Job Shows mileage subtotalled | m Report Dates (Financial
Sumary by customer and job. year-to-date)
(S) m Columns (Total only)

m Subcolumns (such as Billed,

Unbilled, Not Billable)

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)
Mileage by Job Lists each mileage entry for | m Report Dates (Financial
Detail a particular customer or job year-to-date)
(T) on a specific date, with the | g Columns

amount billable to the cus- | o ypits of Measure (Stocking Unit)
tomer. It also shows the

billing status for each entry: m Include {in Use)

billed, unbilled or not bill- | ® Open Balance (Current)
able. The report groups and
subtotals the entries by
customer and job.
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Suppliers and payables reports

To generate these reports from the Reports menu, choose Suppliers & Payables, and
then choose the report you want to create.

subtotalled by supplier.

A/P report . . .
Description Modify Report options

(type) P Y P P

A/P Ageing Shows the ageing status of | m Report Dates (Today)

Summary unpaid bills in the accounts | g Days per ageing period (30)

(S) payable account, m Age through how many

days (90)

m Open Balance/Ageing (Report date)
A/P Ageing Detail | Lists each unpaid bill, m Report Dates (Today)
(T) subtotalled by ageing m Report Basis (Accrual)
period. Tells how many a Columns
days a bill is overdue. m Units of Measure (Purchasing Unit)
m Open Balance/Ageing (Report date)
Supplier Balance | Shows balances for m Report Dates (All)
Summary suppliers with unpaid m Columns (Total only)
(S) balances, as of the report's = Subcolumns
ending date. m Display Rows (Non-zero)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
m VAT Basis (Net)
Supplier Balance | Lists all supplier-related m Report Dates (All)
Detail transactions, subtotalled by | g Report Basis (Accrual)
(7T) supplier. The total for a a Columns
supplier equals the = Total by (Supplier)
supplier's unpaid balance. ) ] )
m Units of Measure (Purchasing Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)
Unpaid Bills Lists each unpaid bill, m Report Dates (Today)
Detail subtotalled by supplier. = Columns
(7T) m Units of Measure (Purchasing Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
m VAT Basis (Net)
Transaction List Lists all transactions for a m Report Dates (Month-to-date)
by Supplier supplier = Columns
(7T) m Units of Measure (Purchasing Unit)
m /nclude (In Use)

Open Balance/Ageing (Current)
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Purchases reports

To generate these reports from the Reports menu, choose Purchases, and then choose

the report you want to create.

Purchases
report (type)

Description

Modify Report options

Purchases by Summarisespurchasing Report Dates (Month-to-date)
Supplier expenses by supplier for Report Basis (Accrual)
Summary this month. Columns (Total only)

(S)

Subcolumns

Display Rows (Active)

Display Columns (Active)
Reporting Calendar (Fiscal Year)

Purchases by
Supplier Detail

(7)

Like the previous report,
but with credit card
charges, bills, supplier
credits, and cheques listed
for each supplier.

Report Dates (Month-to-date)
Report Basis (Accrual)

Columns

Total By (Supplier)

Units of Measure (Purchasing Unit)
Include (In Use)

Open Balance/Ageing (Current)

Purchases by
ltem Summary

(S)

Summarises unit and
pound purchases for this

month, subtotalled by item.

Report Dates (Month-to-date)
Report Basis (Accrual)

Units of Measure (Purchasing Unit)
Columns (Total only)

Subcolumns

Display Rows (Non-zero)

Display Columns (Active)

Reporting Calendar (Fiscal Year)

Purchases by
Item Detail

(7)

Like the previous report,
but with credit card
charges, bills, supplier
credits, and cheques listed
for each item.

Report Dates (Month-to-date)
Report Basis (Accrual)

Columns

Units of Measure (Purchasing Unit)
Include (In Use)

Open Balance/Ageing (Current)

Open Purchase
Orders

(7)

Shows all open purchase
orders, including the
supplier, PO. number, and
expected receipt date.

Report Dates (All)

Columns

Units of Measure (Purchasing Unit)
Include (In Use)

Open Balance/Ageing (Current)

Open Purchase
Orders by Job

(7)

For each customer:job,
shows line items not yet
received and their expected
delivery date. You must
enter customer:job
information on purchase
orders for this report.

Report Dates (All)

Columns

Units of Measure (Purchasing Unit)
Include (In Use)

Open Balance/Ageing (Current)
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Stock reports

To generate these reports from the Reports menu, choose Stock, and then choose the
report you want to create.

Stock report
(type)

Description

Modify Report options

Stock Valuation
Summary

(S)

For each stock item, shows
quantity on hand, average
cost, asset value, sales
price, retail value, % of total
asset value, and % of retail
value. Covers this month to
date.

m Report Dates (Month-to-date)
m Units of Measure (Stocking Unit)

VAT Basis (Net)

receipt, and average quan-
tity sold per week. Covers
this month to date.

Stock Valuation For each stock item, shows | m Report Dates (Month-to-date)
Detail all transactions for month = Columns
(7T) to date: that aff(_act the value m Units of Measure (Stocking Unit)

of the item. This report has

m /nclude (In Use)

the same columns as the .

valuation summary report. m Open Balance/Ageing (Current)
Stock Status by For each stock item, shows | m Report Dates (Month-to-date)
Item quantity on hand, quantity | g Units of Measure (Stocking Unit)
(T) on order, date of next order

Stock Status by

For each supplier, shows

m Report Dates (Month-to-date)

Supplier quantity of stock items on m Units of Measure (Stocking Unit)
(T) hand, quantity on order,
date of next order receipt,
and average sales per
week. Designed to help in
reordering items.
Stock Take For each stock item, shows | m Units of Measure (Stocking Unit)
Worksheet preferred supplier and
(N/A) quantity on hand with an
empty column to write in
the actual quantity from a
stocktaking.
Open Sales Lists all open sales orders, m Report Dates (All)
Orders by grouped and subtotalled by | g Columns
;:;),lstomer s m Units of Measure (Selling Unit)

Include (In Use)
Open Balance/Ageing (Current)
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Stock report

Description Modify Report options
(type) P Y P P
Pending Builds For assembly items, shows Report Dates (All)
(T) those assemblies marked Report Basis (Accrual)

[ |
. .
as pending. m Columns
.

Total by (Total only)

Units of Measure (Stocking Unit)
m /nclude (In Use)

m Open Balance/Ageing (Current)

Employee and payroll reports

To generate these reports from the Reports menu, choose Employees & Payroll, and
then choose the report you want to create.

Note: The P11 Report that was on this menu in some previous versions of
QuickBooks has been superseded by the P11 Working Sheet on the
Employees menu. It does not include any customisation options.

Payroll

e () Description Modify Report options

Payroll Summary | Summarises amounts paid | m Report Dates (Month-to-date)
(S) or deducted for each m Columns (Employees)
payroll item for each m Subcolumns (Hours, Rate)
employee; also taxes and u Display Rows (Active)

benefits.
m Display Columns (Active)
m Reporting Calendar (Payroll Year)
Payroll Item Shows the individual m Report Dates (This Month)
Detail transactions that make up m Report Basis (Accrual)
(T) each payroll item paid or a Columns
deducted from each . .
m Total By (Payroll item detail)
employee.
m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Payroll Pension Shows the individual Report Dates (Payroll year-to-date)
Detail (T) transactions that make up Report Basis (Accrual)

each payroll item paid or
deducted from each
employee which affect
pension benefits.

Columns

Units of Measure (Stocking Unit)
Include (In Use)

Open Balance/Ageing (Current)

74



CHAPTER 3

Payroll
report (type)

Description

Modify Report options

Payroll Detail Provides a breakdown of m Report Dates (Payroll year-to-date)
Review payroll transactions by m Report Basis (Accrual)
(T) employee, showing all a Columns
payroll items and which tax m Units of Measure (Stocking Unit)
table was used.
m /nclude (In Use)
m Open Balance/Ageing (Current)
Employee As summary report, but m Report Dates (This Month)
Earnings with a row for each m Report Basis (Accrual)
Summary employee and a column for = Subcolumns
(S) each payroll item. m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Payroll Year)
Payroll Lists payroll transactions m Report Dates (This Month)
Transactions by by payee (e.g. pay cheques | g Columns
Payee issued to each employee). | o nits of Measure (Stocking Unit)
(1) w Include (In Use)
m Open Balance/Ageing (Current)
Payroll Shows the line item detail m Report Dates (This Month)
Transaction for each payroll m Columns
Detail transaction. m Units of Measure (Stocking Unit)
(7 w Include (In Use)
m Open Balance/Ageing (Current)
Statutory Shows statutory payments | m Tax Year (Current year)
Payments Detail and recovery amounts for m Report Dates (Current tax and finan-
(S) the specified tax year. No cial year)
Modify Report options, but m Type of statutory payment (All)

report can be filtered.

m Employees (All)

Payroll Liability Shows amount currently m Report Dates (This payroll year-to-
Balances owed for each payroll date)
(S) liability item. m Columns (Month)

m Subcolumns

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Payroll Year)
BACS Report Lists BACS payments by m Report Dates (This Month)
(T) employee
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Banking reports

To generate these reports from the Reports menu, choose Banking, and then choose
the report you want to create.

Banking
report (type)

Description

Modify Report options

Deposit Detail
(7)

Shows detailed information
for each bank deposit,
including customer names
and payment allocations.

Report Dates (Month-to-date)
Columns

Units of Measure (Selling Unit)
Include (In Use)

Open Balance/Ageing (Current)

Cheque Detail Shows detailed information | m Report Dates (Month-to-date)
(7T) for each cheque, including s Columns
affzcgt_eltli expensi aﬁcounts m Units of Measure (Purchasing Unit)
?igns 1 payment afloca- m /nclude (In Use)
m Open Balance/Ageing (Current)
Missing Cheques | Lists cheques in a bank m Report Dates (All)
(for a selected account by cheque number, | g Columns
account) invoices in a receivables m Units of Measure (Purchasing Unit)
(T) account by invoice number,
or payments in a current
asset account by number.
Shows both missing and
duplicate numbers.
Reconcile For a specified account, m Report Dates (All)
Discrepancy hows entries or m Columns
(Accountant) adjustments made after the = Units of Measure (Stocking Unit)
(T) account was reconciled. u Include (In Use)
m Open Balance/Ageing (Current)
Previous For a specified account, m Report Dates (All)
Reconciliation stores up to 120 previous a Columns
...Detail recon_cnllatlon rep_orts = Units of Measure (Stocking Unit)
(Accountant) ShOWlng transactions a Include (/n Use)
(7) sorted by type. )
m Open Balance/Ageing (Current)
Previous For a specified account, m Report Dates (All)
Reconciliation stores up to 120 previous m Display Rows (Active)
..Summary reconciliation summaries. u Display Columns (Active)
(Accountant) m Reporting Calendar (Fiscal Year)
(S)
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Accountant and taxes reports

To generate these reports from the Reports menu, choose Accountant & Taxes, and

then choose the report you want to create.

Accountant
& Taxes
report (type)

Description

Modify Report options

Adjusted Trial
Balance

(S)

Shows the effect of
adjustments on the trial
balance.

Report Dates (Last month)
Report Basis (Accrual)
Columns

Display Rows (Active)

Display Columns (Active)
Reporting Calendar (Fiscal Year)

credits.

Trial Balance Summarises debits and m Report Dates (Month-to-date)
(S) credits, subtotalled by m Report Basis (Accrual)
account. m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
General Lists month-to-date GL m Report Dates (Month-to-date)
Ledger transactions, subtotalled by | g Report Basis (Accrual)
(T) account. Similar to the a Columns
;ransactlon Detail by m Units of Measure (Stocking Unit)
ccount report.
m /nclude (All)
m Open Balance/Ageing (Current)
Transaction Lists month-to-date m Report Dates (Month-to-date)
Detail by transactions subtotalled by | g Report Basis (Accrual)
Account account. a Columns
(7) m Total By (Account list)
m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Adjusting Displays adjusting journal m Report Dates (Last month)
Journal Entries entries. m Columns
(7) m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Journal Breaks down every m Report Dates (Month-to-date)
(T) transaction into debits and a Columns

m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
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Accountant
& Taxes
report (type)

Description

Modify Report options

Date (Edit, Preferences) in
order to run this report.

Audit Trail For a specified date range, m Report Dates (All)
(T) shows any transactions m Date Entered/Last Modified (Today)
modified or deleted and a Columns
what the modifications .
. m Show Deleted Transactions (Yes)
were. To create this report,
“Use audit trail” must first
be selected in the Transac-
tions Preferences window.
Closing Date Tracks changes made to m Report Dates (to Closing Date)
Exception Report | transactions for periods m Days Entered/Last Modified (from
(Accountant) that have been closed. Today)
(7) You must set a Closing a Columns

m Show Deleted Transactions (Yes)

assessment tax form.

Transaction List Lists all transactions in date | m Report Dates (Month-to-date)
by Date order. = Columns
(7) m Units of Measure (Stocking Unit)
m /nclude (In Use)
m Open Balance/Ageing (Current)
Account Listing Lists all accounts, grouped m Columns
(L) by type. m Units of Measure (Stocking Unit)
Fixed Asset Lists all fixed assets with its | m Columns
Listing original cost, m Units of Measure (Stocking Unit)
(L) purchase date and
description..
Income Tax Shows the tax line m Columns
Preparation assigned to each accountin | g Units of Measure (Stocking Unit)
(L) the chart of accounts.
Income Tax Shows the amount associ- m Report Dates (Tax year)
Summary ated with each tax line for m Report Basis (Accrual)
(S) ;he self-assessment tax = Display Rows (Active)
orm. m Display Columns (Active)
m Reporting Calendar (Income Tax Year)
Income Tax Shows the transactions m Report Dates (Tax year)
Detail associated with each tax m Report Basis (Accrual)
(T) line for the self- a Columns

Units of Measure (Stocking Unit)
Include (In Use)
Open Balance/Ageing (Current)
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Budget and forecast reports

To generate these reports from the Reports menu, choose Budgets & Forecasts, and
then choose the report you want to create.

Note: You must have set up a budget and/or forecast in order to run these

reports.

Budget/
forecast
report (type)

Description

Modify Report options

Budget Overview

(S)

Shows budgeted amounts
by month for each income
and expense account for
which you have set up a
budget.

Report Dates (Custom)

Report Basis (Accrual)
Columns (Month)

Show actuals (No)

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)

m Show only rows & columns with
budgets (No)

Budget vs. Actual
(S)

Compares budgeted
amounts for income and
expense accounts with
actual income and
expenses. Shows the
difference in pounds and as
a percentage of budgeted
amount.

Report Dates (Custom)
Report Basis (Accrual)

m Show actuals/f difference/
% of budget (Yes)

m Show actuals (No)

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)

m Show only rows & columns with
budgets (No)

Profit & Loss
Budget
Performance

(S)

Shows actual income and
expenditure compared to
the budgeted amounts for
the month and year, for
each income and expense
account for which you have
set up a budget.

Report Dates (Month)

Report Basis (Accrual)
Columns (Total)

Show actuals (Yes)

m Show actuals (No)

m Display Rows (Active)

m Display Columns (Active)

m Reporting Calendar (Fiscal Year)

m Show only rows & columns with
budgets (No)
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Budget/
forecast Description Modify Report options
report (type)

Forecast Shows the forecast income | m Report Dates (Financial year-to-date)
Overview and expenditure for each m Report Basis (Accrual)
(S) month. m Columns (Month)
m Show actuals (No)
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)
m Show only rows & columns with
budgets (No)
Forecast vs. Shows actual income and Report Dates (Financial year)
Actual expenditure against what Report Basis (Accrual)
(S) was forecast.

Show actuals (Yes)
f difference (Yes)
m % of forecast (Yes)
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)

m Show only rows & columns with
budgets (No)

| |
n
m Columns (Month)
n
| |
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List reports

To generate these reports from the Reports menu, choose List, and then choose the
report you want to create.

List report
(type)

Description

Modify Report options

Account Lists

Account Listing Lists each account in the m Columns
(L) chart of accounts by name, | g Units of Measure (Stocking Unit)
type, balance, description,
and tax-line assignment.
Item Lists
Item Price List Shows the sales price, m Columns
(L) name, description, and m Units of Measure (Selling Unit)
preferred supplier of each
item on the ltem list.
ltem Listing Shows more detail about m Columns
(L) each item on the Item list. m Units of Measure (Stocking Unit)
VAT Lists
VAT Code Lists VAT codes and rates. N/A
(L)
Payroll Item List
Payroll Item For each payroll item inthe | m Columns
Listing Payroll Item list, shows m Units of Measure (Stocking Unit)
(L) name, type, associated
account, and tax tracking
information.
Fixed Assets Lists
Fixed Asset Lists each fixed asset item m Columns
Listing with its original cost, m Units of Measure (Stocking Unit)
(L) purchase date and
description.
Customer Lists
Customer Phone | Lists each customer'sname | m Columns
List and phone number, using m Units of Measure (Stocking Unit)
(L) information from the
Customer:Job list.
Customer Lists contact information m Columns
Contact List for each customer in the m Units of Measure (Stocking Unit)
(L) Customer:Job list (name,

balance, phone, fax,
contact names, and billing
address).
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List report
(type)

Description

Modify Report options

Supplier Lists

Supplier Phone Lists each supplier’s name m Columns
List and phone number, using m Units of Measure (Stocking Unit)
(L) information from the
Supplier list.
Supplier Contact Lists contact information m Columns
List for each supplier in the m Units of Measure (Stocking Unit)
(L) Supplier list (name,
balance, phone, fax,
contact name, address, and
account number).
Employee Lists
Employee Lists contact information m Columns
Contact List for each employee in the m Units of Measure (Stocking Unit)
(L) Employee list: name,
phone, and address.
Other Names Lists
Other Names Lists the name and phone m Columns
Phone List number for each person on | g Units of Measure (Stocking Unit)
(L) the Other Names list.
Other Names Lists contact information m Columns
Contact List for each person in the m Units of Measure (Stocking Unit)
(L) Other Names list (name,
address, phone, fax, and
contact name).
Terms List
Terms Listing Lists details of each m Columns
(L) payment term in the Terms | g Units of Measure (Stocking Unit)

list (name, type, discount
percentage, net due days,
discount days, and day of
month due).
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List report
(type)

Description

Modify Report options

To Do Notes List

To Do Notes
(L)

Shows the date and
description of each note in
the To Do Notes list and
whether it has been
completed.

m Columns
m Units of Measure (Stocking Unit)

Memorised Transaction List

Memorised
Transaction
Listing

(L)

Shows details of
memorised transactions.

m Columns
m Units of Measure (Stocking Unit)

VAT reports

To generate these reports from the Reports menu, choose VAT, and then choose the
report you want to create.

VIR R Description Modify Report options
(type)
VAT 100 Shows the information m Report Dates - via report header
(S) needed to fill in the VAT 100

return form
VAT Shows a summary of input | m Report Dates - via report header
Summary and output VAT.
(S)
VAT Shows unfiled VAT transac- | N/A
Exception Report | tions up to the previous
(T) return, and VAT liability.

You can run this report only

if you use accrual account-

ing.
VAT Detail Shows detailed m Report Dates (Last VAT quarter)
(T) information for each trans- | @ Columns

action Itn the VAT Control m Units of Measure (Stocking Unit)

account. w Include (In Use)

m Open Balance/Ageing (Current)

EC Sales List Shows EC sales by cus- m Report Dates (This Financial Quarter-
(S) tomer:job. to-date) - via report header

Columns (Total only)
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Multicurrency reports

To generate these reports from the Reports menu, choose Multicurrency, and then
choose the report you want to create.

Multi-
currency Description Modify Report options
report (type)

Realised Gain & Shows actual gains and
Loss losses in foreign

(T) transactions due to
exchange rate fluctuations.

m Report Dates (All)

m Report Basis (Accrual)

m Columns

m Units of Measure (Stocking Unit)
m /nclude (In Use)

m Open Balance/Ageing (Current)

Unrealised Gain For a selected currency, m Report Dates (All)
& Loss summarises potential gains
(S) and losses by account.

Custom reports

Choose either of these reports from the Reports menu to create reports from scratch.

Custom

report (type) Description Modify Report options
Custom Shows totals and subtotals | m Report Dates (This Month-to-date)
Summary Report | for groups of transactions m Report Basis (Accrual)
(S) without showing the m Columns (Total only)
individual transactions.
m Rows (Income statement)
m Display Columns For Amount/

Quantity/Both (Amount)
m Subcolumns
m Display Rows (Active)
m Display Columns (Active)
m Reporting Calendar (Fiscal Year)

Custom Lists individual m Report Dates (This Month-to-date)
Transaction transactions showing each m Report Basis (Accrual)

Detail Report account_involved ina a Columns

(7 ;cir:g.sactlon on a separate m Units of Measure (Stocking Unit)

m Total By (Total only)

m Sort By (Date/Transaction)

m /nclude (In Use)

m Open Balance/Ageing (Current)
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QuickReports

Whenever you have a list, a register, or a form displayed, you can create a QuickReport
for the payee, account, or item.

Note: The exact customisation options and defaults depend on the type of
transaction. For example, the Units of Measure for customer and sales
transactions usually defaults to Selling Unit, but for supplier and purchase
transactions it usually defaults to Purchasing Unit. Similarly, some Quick-
Reports do not include the Report Basis option.

Quick . .

Report Description Modr_fy FIZEEITE @2 IEIE
may include

(type)

QuickReport Shows transaction history Report Dates

(T) for information being Report Basis

viewed.

Units of Measure
Include (In Use)
m Open Balance/Ageing (Current)

| |
| |
m Columns
u
u

Transaction reports

Other report

Description

Modify Report options

(type)
Transaction Lists transaction m Columns
History (for a information in two forms: = Show Detail (yes)
selected invoices and the payments
transaction) against them, and
(T) payments and the invoices
they are against.
Transaction Breaks down the selected m Report Dates (Custom)
Journal (for a transaction into debits and | g Columns
selected credits. m Units of Measure (Stocking Unit)
transaction)
(7)

85



Working with QuickBooks reports

Filtering report data

Regardless of which type of report you create, you filter the data the same way. When
you create a report, click Modify Report, and then click the Filters tab to display the
list of filters available for that report:

Modify Report: Supplier Balance Detail Ask a hé'l'é"guestion Askl ¥ How Do I?| ll
Display I Filters I Header/Footer l Fonts & Mumbers I
r~ Choose Filker — Current Filker Choices ————————————————
| Filter Account Filter Set ta
;I |AII accounts payable j Account All accounts pavable |
Armount
Date Include split detail?
Item & Mo
Memo " Yes
Mame " Far detail accounts matching
Mumber
TransactionType IA" accounts j
Remaove Selected Filker

r— Account Filker

Choose the types of accounts or a specific account From
the drop-down list. Indicate whether or not you wank
split detail to appear in the report {Balance Sheet

accounts only),
Tell me more. .. |

Revert |

0K | Cancel | Help |

This table describes each report filter available in QuickBooks. The actual filters
available depend on the report. Go to the Filters tab in the Modify Report window to
apply any of these filters to your reports. For more information about any of these
filters, click the Tell me more button on the Filters tab.

Field, option, or button | Use to:

Account Limit the report to certain accounts. For example, choosing All Bank
Accounts limits the report to the accounts from which you write
checks.

Amount (Any/=/</>) Restrict transactions on the basis of a particular amount.

(Click the =, <, or > button and type an amount in the field.)

Ageing Restrict the transactions included in a report on the basis of
ageing—the number of days an invoice or bill is past due.

Billing Status Limit the report to show billing status of your customers: whether
you have billed them or not, or whether they are considered not bill-
able.

Class Restrict the report’s transactions to particular classes.

Cleared (Either/No/Yes) Have QuickBooks choose transactions for the report based on

whether they have cleared.

Currency Limit the report to one or more currencies.

Customer Type Limit the report to transactions related to one of your customer types.
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Field, option, or button

Use to:

Date Restrict the report to transactions that fall within this date range.

Detail Level Show or suppress the detail lines (line items on an invoice or expense
account detail on check) for each transaction in the report.

Due Date Limit the report to transactions with due dates within a specific date
range. The Due Date is the date a customer owes a payment on an
invoice or the date your company owes payment on a bill.

Entered/Modified Limit the report to transactions entered or edited within a specific

date range (for audit trail report).

Estimate Active

Choose whether to include only estimates that are active, inactive or
either.

Filed (Either/No/Yes)

Choose whether to include VAT items already filed (i.e. included in
returns).

FOB

Limit the report to include invoices with a specific FOB (free on
board).

Foreign amount (Any/=/</>)

Restrict transactions on the basis of a particular amount in a foreign
currency. (Click the =, <, or > button and type an amount in the field.)

ltem Restrict the report to transactions that include specified items. Items
are goods and services you buy and sell.

Job Type Limit the report to transactions related to one of the job types on the
Job Types list.

Memo Restrict the transactions included in the report on the basis of the

contents of their Memo fields. (Enter the text you want to match.)

Mileage Expense (Any/=/</>)

Restrict the transactions included in the report on the basis of a
particular amount of mileage expense. (Click the =, <, or > button and
type an amount in the field.)

Name...

Address

City

County
Postcode
Phone Number
Fax Number
Email

Acc. Num/Note

Specify words or characters that must appear in the selected field.

Name

Limit the report to transactions related to certain names from your
Customer:Job, Supplier, Employee, or Other Names lists.

Number

Restrict the transactions included in a report on the basis of an
invoice or check number.

Online Status

Indicate whether you send a payment electronically to your bank
through the QuickBooks online banking feature.

Paid Status

Limit a report to include only transactions that are open (unpaid),
closed (paid), or either.
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Field, option, or button

Use to:

Paid Through

Limit a report to include only transactions that are paid within the
time period you specify.

Payment Method

Limit a report to show only customer payments you received by cash,
check, credit card, and so on.

Payroll Item

Limit the report to transactions related to a particular payroll item.

P.O. Number

Restrict the report to a specific purchase order number.

Posting Status (Either/No/Yes)

Restrict transactions included in the report on the basis of whether
they have been posted or not.

Printed Status (Either/No/Yes)

Restrict transactions included in the report on the basis of whether
they have been printed or not.

Received (Either/No/Yes)

Limit the report to show only purchase orders that are open, closed,
or either open or closed.

Rep Limit the report so it shows the sales for a particular employee (rep).

Ship Date Limit the report to show sales with a ship date within a period of time
or between two specified dates.

Ship Via Limit the report to show sales or purchases in which you used a

specified shipping method.

Supplier Type

Limit the report to transactions related to one of your supplier types.

Template Restrict the report to transactions for which a particular template was
used. Template refers to the form type used when a sales or purchase
transaction was entered.

Terms Limit the report to transactions with specified terms.

Total Miles (Any/=/</>)

Restrict transactions on the basis of the number of miles. (Click the =,
<, or > button and type an amount in the field.).

Transaction Type

Choose the type of transaction (checks, payments, and so on) you
want included in the report.

Trip End Date

Limit the report to trips that ended within a period of time or between
two specified dates.

VAT Code Limit the report to transactions with a specified VAT code.
Vehicle Limit the report to include only specified vehicles.
Voided Limit the report to include only transactions that are voided, not

voided, or both.

Custom Fields

Restrict the current report to transactions that contain information in
one or more of your customised fields.
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Saving report settings

After you have modified a report in any of the ways described in this chapter, you may
want to save or memorise the settings for future use.

Memorising the report saves all your customising and filtering changes. It also saves
the print settings and layout of the report. The next time you (or your client) generate
the report, QuickBooks recreates the format, but uses the latest financial data.

To memorise report settings:

1 After customising a report, click Memorise on the report buttonbar to display the
Memorise Report dialog box:

EMemorise Report ﬂ

[E=E I ustomer Balance Detail

™ save in Memorised Repart Group: |Acc0untant ﬂ

0K | Cancel |

2 Enter a title for the report (or accept the default title).

3 Tick the Save in Memorised Report Group box and select a group from the drop-
down list (optional).

4 Click OK.

To use a memorised report:

1 From the Reports menu, choose Memorised Reports and then Memorised Report
List to display this window:

Ask a help question | Ask 8 * How Do I? I — ||:|| XI

Report Mame
<+ All Lnbilled Time in Detail
+Emploves Contact List
+Profit & Loss by month
+Time by Customer by Employee (april - Sept 03)
+nbilled time by Customer by Month by Trem
+Accountant
+Balance Sheet
+General Ledger
+Journal Entries Entered/Modified Today
+Profit & Loss
+Trial Balance
+Banking
+Cheque Detail
+Deposit Detail
+Company
+Balance Sheet
+Profit & Loss
+Customers
+AfR Ageing Surmmary
+Customer Balance Detail
+Customer Balance Summary
+0pen Invoices
+Employees
+Payroll Item Detail
+Payroll Liability Balances
+Payroll Summary
+Suppliers
+AfP Ageing Summary
+5Supplier Balance Detail
+5Supplier Balance Summary
+Inpaid Bills Detail

Display. .. | Print... | Excel...

2 Select the report you want.

3 Click Display or Print as desired.
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Processing reports in groups

QuickBooks allows you to easily process multiple reports at one time. Before you can
display or print reports in batches, the reports must be memorised. QuickBooks comes
with predefined groups of memorised reports already set up. You can use the
predefined groups as is, modity them to suit your needs, or create your own. You can
also memorise reports without including them in a group.

This table lists the predefined groups of memorised reports set up in QuickBooks.

Group Reports included

Accountant Balance Sheet, General Ledger, Journal Entries
(Accountant only) Entered/Modified Today, Profit & Loss, Trial Balance
Banking Check Detail, Deposit Detail

Company Balance Sheet, Profit & Loss

Customers A/R Ageing Summary, Customer Balance Detail,

Customer Balance Summary, Open Invoices

Employees* Payroll ltem Detail, Payroll Liabilities, Payroll Summary

Suppliers A/P Ageing Summary, Supplier Balance Detail,
Supplier Balance Summary, Unpaid Bills Detail

*The Employees group will not be generated automatically in files that have payroll
features turned off.

You can set up groups of reports that you would like to have your clients run at certain
times of the year. For example, you could create a memorised report group called “Year
End” and include in that group all of the reports that you would like your clients to

run for you at year end. At year end, your clients need only select the “Year End” group
and QuickBooks will process all reports you need (with the settings you specified) at
one time.

To create a new memorised report group:

1 From the Reports menu, choose Memorised Reports, and then choose Memorised
Report List.

2 From the Memorised Report menu button, choose New Group.

3 Enter a name for the group, and then click OK.

To add a report to a group:
1 Generate the report you want to add to the group.

2 Click Memorise on the report buttonbar.
3 Enter a name for the report (or accept the name QuickBooks provides).
4

Click to select the “Save in Memorised Report Group” checkbox.
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5 From the “Save in Memorised Report Group” drop-down list, choose the name of
the group into which you want to place the report.

6 Click OK.

To process multiple reports:
1 From the Reports menu, choose Process Multiple Reports.
2 Select the memorised reports you want to process.

Note: You can save time by changing the report date before you view or print a
memorised report.

3 Click Display to display the selected reports onscreen, or click Print to print the
reports.

Exporting memorised report settings as templates

You can export the settings for a memorised report, or for a group of reports. The
export file containing the templates has the extension .QBR.

If you are exporting templates, their memorised settings can include most types of
filters, but not filters for specific accounts, customers, jobs, suppliers, employees or
items.

You are recommended to use filters that do not use specific names. This ensures that
the filters will still work for clients’ data or for other company files.

You can then import the template to use with another company file, or your client
can import the templates for use with their own data. It does not matter whether they
are using QuickBooks Regular, Pro or Accountant. However, they should be using a
version of QuickBooks released in the same year, and may also need to have
downloaded the same update patches

To export a report template:

1 From the Reports menu, choose Memorised Reports, then choose Memorised
Report List.

2 Select the memorised report or report group.
3 Click the Memorised Report menu button, and choose Export Template.
4 Click Browse and specify a location.

5 Accept the default filename, which is the same as the report or report group you
chose, or specify a new filename.

6 Click Save.

To import a report template:

1 From the Reports menu, choose Memorised Reports, then choose Memorised
Report List.

2 Click the Memorised Report menu button, and choose Import Template.
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3 Click Browse and specify the location of the template file.

ES

Select the template file.
5 Click Open.

QuickBooks creates the new memorised report or report group.

Saving report data
When QuickBooks memorises a report, it memorises your custom report settings, not
your report data. If you want to save the actual data, you can:

m  Export the report to a Microsoft Excel spreadsheet (this option is available in
QuickBooks Pro/Accountant only). This allows further customisation and
filtering.

m Print the report to a file (ASCII, tab-delimited or comma-separated value).

m  Save the report in PDF format (QuickBooks Pro/Accountant only)

To export a report to Excel:

1 Display the Memorised Report List as described above.

2 Select the report you want.

3 Click the Excel button to display this dialog box.
T = help question [Ask]| ¥ Howbo 12| x|

File options

K

& Send report bo a new Excel spreadshest

" Send report to an existing Excel spreadsheet Cancel

| Erowse, .. | Help
Advanced... |

e

4 Indicate whether you want to open a new spreadsheet or an existing one (enter or
browse for the filename.

5 Click the OK button to open the desired spreadsheet.

Or, click the Advanced button for more options.

For more information about exporting report data to Microsoft Excel, see “Analysing
financial data” in the QuickBooks Training Guide, or search the onscreen Help index for
Microsoft Excel, exporting reports to.
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Printing reports

You can print reports from either the Report window or Report Finder.

When you print reports, you can choose to do any of the following:
m Print in portrait (vertical) or landscape (horizontal) orientation
m  Select a printer or send the report to a file

m Print in colour

m  Control widows and orphans (prevent headings from printing near the bottom of
a page or single lines at the top of a page) by selecting Smart Page Breaks

m Fit the report to __ page(s) wide

m Insert a page break after each major grouping
m  Print a range of pages

m Enter the number of copies

m Change margins

m Preview the report before you print
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Overview

This chapter includes an introduction to some of the services available for which you
can sign up to use with QuickBooks.

To sign up and use these services, you will need an Internet connection. Fees apply.

QuickBooks Card Solutions

With QuickBooks Card Solutions, you can accept payments by credit or debit card,
which your customer can pay online or directly.

When you create an invoice, you can choose to send your customer an email that
includes a link to a secure payment page to enable them to pay their invoice online.
You can then receive the payment against the invoice.

You can also receive a credit or debit card payment that a customer has made directly.

If you are selling directly and have not created an invoice, you can create a sales receipt
for a credit/debit card payment.

Payments are transferred to your bank account, and you can get a statement for
reconciliation that includes details of payments, service charges and fees.

Signing up for QuickBooks Card Solutions

In order to sign up for QuickBooks Card Solutions, you will need an Internet
connection.

You will need to have personal or company details to hand, such as:
m  Company registration number and address.
m  Company bank account information.

m Credit or debit card.

To sign up for QuickBooks Card Solutions:

1 From the Banking menu, choose Banking Services, then choose Accept Online
Card Payments, or
From the Customers menu, choose Customer Services, then choose Accept Online
Card Payments.

QuickBooks opens the QuickBooks Card Solutions window. From here, you can
click the tabs at the top for information.

2 TFrom the Common Questions or Getting Started tab pages, click the Apply Now
link, and follow the onscreen instructions.
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3 Once your application has been accepted, you will be sent an ID. You will then
need to set up passwords on the Card Solutions webpage and in QuickBooks.

You can then log on to the webpage at any time to set up or change your config-
uration prefences, to get statements, and so on.

4 You will also need to set up accounts to use for assigning QuickBooks Card
Solution payments and expenses, for example:

m  Card Service Expenses: expense account

m  Due from QB Card Services: other asset account

Using QuickBooks Card Solutions

There are three ways you can use the service to accept credit/debit card payments:

m  Send an invoice by email with online payment link, so the customer can pay
online. You then receive the payment against the invoice.

m Prepare an invoice in the normal way, which the customer then pays directly. You
record the credit/debit card payment against the invoice.

m  Enter a sales receipt for a credit/debit card payment made directly by phone or in
person.

Tip: If you have a customer who pays regularly by credit/debit card, you can
record their card details on the customer record. QuickBooks will then use
these details when you receive payment or record a sales receipt and select
the relevant card as the payment method. For security, the card number is
partly obscured after you have entered it.

Emailing an invoice with online payment option

In order to send an invoice by email to your customer, you must have an Internet
connection, an email account, and your default email package must be MAPI-
compliant.

Tip: You can amend the default cover note for the email message text: from the
Edit menu, choose Preferences. Select Send Forms, and click Company
Preferences.

To email an invoice with online payment option:
1 TFrom the Customers menu, choose Create Invoices.

2 Enter the details of the invoice.

3 Click the the drop-down arrow next to the Email button, and choose ‘Email
invoice with online payment option’.
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E Create Invoices Ask a help question | Ask | = How Do I? I |E|| XI
previous [Puext & - CJEmail | - | € #opeling ByHistory B Journal 8 TimeCosts. .
Customer; Job Irvoice Template Customise |
ISheIdon Porcina - | [ Invoice with anline payment option IIntuit Product Invoice j
Invoice 15/12j2007 @] |13

Invoice To:
Sheldon Porcina
123 High Road

Cambridge
CE1 OXK

P.0. Mumber Terms Rep Ship Date =]
EI B S [T N

Cuankity Eem Descripkion Price VAT
2 Monitars 17" Flat Screen Monitors: 200,00 (5 70,00 400,00 ;I
Offer
[
Customer - VAT TOTAL 70,00
Message
TOTAL £470.00

Rate
¥ Tobe printed [ arks inc vaT Balance £470,00
i I Save & Close | Save & New | Clear |

4 When QuickBooks prompts you to save the invoice, click Yes.

If the customer record does not include an email address, QuickBooks prompts
you to enter an email address for this customer.

Information Missing Or Invalid x|

‘fou have marked this Form to be e-mailed. To add it to the list of messages to be e-mailed,
please provide a valid e-mail address For the Following name:

Mame: Elizabeth allen

E-mail address {To:) : |

1] 4 | Cancel |

5 Type the email address, and click OK.

Your default email package opens with a new message to the customer. The
message text also includes a link to a secure payment page to enable the customer
to pay their invoice online., and the invoice is included as a PDF attachment.

Note: If your default email package is not MAPI-compliant, you have the option
instead of saving the invoice as a PDF file. You can then create your own
email and attach the file, but the email would not include the link to allow
online payment.

6 You can then amend the text of the message if you wish, before sending the email.

Receiving a payment made online

When the customer has made their payment online, you receive an email confirming
that payment has been made.

If the email includes an Online Invoicing Payment file (.OIP) as an attachment, you
can then import the file. This will mark the invoice as paid, and it will also update the
journal to transfer the receivable amount to the ‘Due from Credit Card Services’
account, as follows:
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m  Debits the transaction fees including VAT to the expenses account for Card Service
Expenses.

m  Credits the sum of fees plus VAT at standard rate to the other current asset account
for Due from Card Services.

If the confirmation email does not include an attachment, you would need to make a
manual journal entry to transfer the amount, and you would then record the payment
against the invoice in the normal way.

To import an OIF file:

1 When you receive the email, save the attachment to your chosen folder.

2 TFrom the File menu, choose Import, then choose Online Invoicing Files.

3 Click Browse, navigate to your chosen folder, and select the OIP file.

QuickBooks marks the invoice as paid, and performs the journal entry.

Recording a debit/credit card payment to an invoice

If you have invoiced a customer and they make a debit or credit card payment directly
to you, perhaps over the phone, you need to record the payment.

To record a debit/credit payment against an invoice:
1 From the Customers menu, choose Receive Payments.

QuickBooks displays the Receive Payments window.

& Receive Payments fisk 3 hielp question [Ask]] = How Do 12 [ _ T ]
Werevious [Piext | TyHistory = [ Joumsl | | Print Credt Memo
Customer Payment
Received From | *|  customer Balance: £0.00
Pk, Method = Date | 1511242007 =
CadMo. _____ Exp.Date __j____ |Amount g oo
Memo ChequeMo,
Applied Ta: ¥ show credit information
i Date Number Orig. Amt, Amt. Due Credits Payment :‘
.
Totdls 0.00 0.00 0.00 000 |
Set Credis futo fipl G0 To Unused Payment {100
= EEY, =z linused Crecits 0.00
Exchange Rate [
& Group with other undeposited funds % I~ Process online when saving
" Deposit To = saveticlose | savesNew | cear |
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2 In the Received from field, select the customer/job from the drop-down list.

QuickBooks displays details of the outstanding invoice(s) for the customer in the
Applied To fields.

3 In the Amount field, type in the amount and press Tab.

4 In the Pmt. Method field, choose the relevant type of credit card from the drop-
down list, or choose Add New and set up the name and type of card:

% New Payment Method x|

Payment Method 0K |
IMaster Bank Visa
Cancel |

Payment Type
Wisa =

Help |

Method is
inactive

B Click in the tick column to select the invoice(s) to which this payment applies.

6 If you want to process the card payment online when saving, leave the tick in the

box:
¥ Process onling when saving
Save & Close | Save & New | Clear |

If you choose to process online, QuickBooks automatically selects to deposit the
payment to “Due from QB Card Solutions”

7 Click Save & New or Save & Close.

QuickBooks displays the Enter Customer Card Information window. If you have
already set up card details for the customer, these are displayed, but you can
amend them if necessary.

Enter Customer Card Information x|

Enter information For online payment processing Amount: £1.00

r— Cardholder Information ————————————— [~ Card Infarmation

* Name l— * Card Mumber l—
Address l— * Expiry Date I_,l’ I_
I— Walid From I_,l’ I_
Postcode I— B - Card Security Code I_
Telephone l— Card Issue Mumber I_ (Debit Cards only)

Ernail |

* Required Field

Send | Cancel | Help |

8 Record the cardholder’s name and card details:
9 Click Send.

This sends and records the payment. The customer payment record indicates that
the transaction has been processed:

Transaction has been processed

Save & Close | Save & New | Clear |

A “PAID” stamp will appear on the invoice the next time it is retrieved.
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Entering a debit/credit payment at the time of sale

If you receive payment at the time you make a sale and do not raise an invoice, you
fill in a cash sales receipt instead. The QuickBooks cash sales receipt includes
information about the items or services purchased, and also includes information
about how payment was made.

To enter a card payment sales receipt in QuickBooks:
1 From the Customers menu, choose Enter Sales Receipts.

QuickBooks displays the Enter Sales Receipts window.

2 Select the customer/job from the drop-down list.
3 Complete the item details.

If you want to process the card payment immediately, tick the box for Process
online when saving:

¥ Process onling when saving

Save & Close | Save & New | Clear |

QuickBooks automatically selects to deposit the payment to “Due from QB Card
Solutions”.
4 Click Save & New or Save & Close.

QuickBooks displays the Enter Customer Card Information window. If you have
already set up card details for the customer, these are displayed, but you can
amend them if necessary.

Enter Customer Card Information x|

Enter information For online payment processing Amount: £1.00

r— Cardholder Information ————————————— [~ Card Infarmation

* Name l— * Card Mumber l—
Address l— * Expiry Date I_,l’ I_
I— Walid From I_,l’ I_
Postcode I— B - Card Security Code I_
Telephone l— Card Issue Mumber I_ (Debit Cards only)

Ernail |

* Required Field

Send | Cancel | Help |

5 Record the cardholder’s name and card details:
6 Click Send.

This sends and records the payment. The sales receipt indicates that the
transaction has been processed:

Transaction has been processed

Save & Close | Save & MNew | Rewvert |
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Recording a customer’s card details

If you want to record a customer’s card details for future reference, these details will
be available as the default next time you select to receive payment or enter a sales
receipt.

To record a customer’s card details on the customer record:
1 From the Lists menu, choose Customer:Job List.

2 Select the customer, then click the Customer:Job menu button, and choose Edit.
3 Click the Payment Info tab.
4 From the Preferred Payment Method drop-down list, select or add the type of card.

5 Enter the card details and customer card billing address.

& Edit Customer Ask a help question | Ask 8 * How Do I? I - |EI| XI
Customer Name  [Elizabeth Allen
Current Balance :  0.00 How dio T adjust the current balance? Ll
Cancel |
Address Info l Additional Info I Payment Info I Job Info |
Motes |
r Customer is
Account Na. I inackive
o Currency
Credit Limit I IUnited Kin... j

Preferred Payment Method

IMaster B... j @E
Go ko Customer
Card Mo, Ixxxxxxxxxxxx1234 Exp. Date |04 I} |2008 Manager

Mame on card |E R Allen

Address |12 Mew Town Road

Postcode I,qu ZBC

QuickBooks obscures most of the digits in the credit card number after you have
entered them, for security reasons.

6 Click OK.
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QuickBooks BACS e-Payment Solutions
(Pro/Accountant)

QuickBooks e-Payments Solutions enables you to make BACS payments to employees
or suppliers. This service uses the BACSTel-IP system.

You can make choose to make payments using BACS. This generates an encrypted
BACS file, which you can then transmit. Alternatively you can choose to generate a
non-encrypted BACS file, which you can use with an existing BACS service provider.

You will receive a monthly statement of charges, sent by email. QuickBooks
automatically creates a cheque for the direct debit payment.

To use this service, you must be using QuickBooks Pro or Accountant.

Signing up for e-Payment Solutions

There are two stages to signing up for e-Payment Solutions:
m  Applying for BACSTel-IP membership.

m  Enrolling for QuickBooks e-Payments Solutions.

To apply for BACSTel-IP membership:
m  Contact your bank and complete a BACSTel-IP application form.

When your application has been processed, you will receive a BACS username,
password and 6-digit service ID. You will need these details before you can enroll
for QuickBooks e-Payments Solutions.

To enroll for QuickBooks e-Payments Solutions:
1 From the Employees menu, choose Employee Navigator.

2 Click the link “Find out how you can pay your employees online using BACS”.
(You can use this link even if you are intending to pay only suppliers and not
employees.)

QuickBooks opens the QuickBooks e-Payment Solutions window. From here, you
can click the tabs at the top for information.

3 From the Common Questions or Getting Started tab pages, click the Apply Now
link, and follow the onscreen instructions.

Preparing to use QuickBooks e-Payments Solutions
In order to use QuickBooks e-Payment Solutions, you need to set up the relevant
preferences and account details in QuickBooks, for:
m  Company bank settings
m  Employees you want to pay by this method
m  Suppliers you want to pay by this method
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Company bank settings

You need to set up the banking preferences to use BACS for e-Payment Solutions, and
you also need to set up the BACS details in the bank account from which you want to
make the payments.

To set up banking preferences to use BACS for e-Payment Solutions:

1 From the Edit menu, choose Preferences.

2 Select Banking, and click the Company Preferences tab.

Ask a help question | Ask il = How Do 1?7
My Preferences I Company Preferences I oK |
Accounting ™ Print account names on woucher Cancel |
™ Change cheque date when cheque is printed Help |
Banking [~ Start with papee field on cheque Diefault |

[V w/am about duplizate cheque numbers

Ldbel b : : Also See:
™ Autofill payee account number in cheque memo

<

Desktap General

iew Select Default Accounts To Use

IV Open the Create Pay Cheques  farm with IMaster Bank Cur... j account
Fina!bnce I~ Open the Pay Payroll Lisbilties  form with IMaster Eank Curr... j account

Charge BALS Infarmation
% BEEE ser Humter |
General i s 7|1l am sianed up for ePayment Solutions
Payrall output files location: | Brawse,.. |
(]
&
Integrated

Applicationsll

3 Tick the boxes next to “Create BACS output files” and “I am signed up for
e-Payment Solutions”.

Note: If you tick the e-Payment Solutions box, the file will be encrypted ready for
submission using the QuickBooks e-Payment Solutions. If you use another
system to submit files directly, you would not tick the second box. The file
would not be encrypted, and you would use your existing system to
encrypt and submit it.

4 Click BACS User Number.
QuickBooks displays the Company BACS Details window.

Company BACS Details E
BACS Information ———————————————— 0K |

BACS User Mo, I
Cancel |

5 Type in the BACS user service ID number that you received from your BACSTel-IP
application, then click OK.

Note: This number must always be 6 digits.

6 Click OK.

7 Specify the locations where your encrypted BACS files will be stored for:
m  Payroll export file location.

m  Non-Payroll export files.
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Preferences Ask a help question Askl ¥ How Do I?| ll
My Preferences I Company Preferences I ok |
Accounting [ Print account names on voucher Cancel |
& ™ Change cheque date when cheque is printed Help |
Banking [ Start with payee field on cheque Default |

[V warn about duplicate cheque numbers

Also See:
[V autofil payee account number in cheque mema

Select Default Accounts To Use General

[V Open the Create Pay Cheques Farm with ICurrent Account j account
?b v Open the Pay Payroll Liabilities Form with I accaunt
Finanee ¥ op ' Payl Current Account j

Charge BACS Information
% ¥ Create BACS export files W 1.am signed up For e-Payment Solutions
General BACS User Mumber
Payroll export files location:  [c:ipayrolli2007-20081BACS) Browse. ..
f i —
@ Mon-Payrall export files location: [nee\Payableslz007-20081BACS P | Brawse. ..
Integrated

ApplicationsLI

8 Click OK.
Next, you need to set up the BACS details in your bank account.

To set up BACS details in your bank account:
1 TFrom the Lists menu, choose Chart of Accounts.

Select Master Bank Current.

Click the Account menu button, and choose Edit.
Click the BACS Information tab.

Complete the BACS details as follows:

o~ WN

m  Account Name

m  Sort Code

m  Account Number
6 Click OK.

Setting up employee records

If you want to pay employees by using QuickBooks e-Payments solutions, you need to
set up their records to enable them to be paid by BACS.

Each employee needs to supply you with details of the bank account into which they
want you to make payment.

To set up employees to be paid by BACS:
1 From the Employees menu, choose Employee List.

Select the employee from the list.
Click the Employee menu button, and choose Edit.

From the Change tabs drop-down list, choose Payroll and Compensation Info.

g~ WN

For Pay Method, choose BACS from the drop-down list.
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6 Click Bank Details.

QuickBooks displays the Bank Details window.
7 Complete the account information:

m  Account Name

m  Sort Code

m  Account Number

You can also enter the bank details.

Bank Details for Cornell, Loredana

r Account Information

Account Mame IJ L Cornell
Sort Code [50-50-50 o
Account Mumber |999888?? Help

r— Bark Details

Tame IMaster Bank High Inter...

Address 13 High 5t
Slough

8 Click OK to return to the Edit Employee window.
9 Click OK.

0K

i

Setting up supplier records

In order to pay suppliers through e-Payments Solutions, you need to set up their bank
details to enable them to be paid by BACS.

The supplier needs to provide you with details of the bank account into which they
want you to pay. If they want you to notify them by fax or email that you have made
the payment, they will need to provide these details as well.

You can use BACS payments only for UK suppliers (or for foreign suppliers with UK
bank accounts into which you can pay in UK sterling).

To set up suppliers to be paid by BACS:
From the Suppliers menu, choose Suppliers List.

Select the supplier name from the list.

Click the Supplier menu button, and choose Edit.

On the Address Info tab, enter the email address for the supplier, if you have it.
Click the BACS Information tab.

O A b WN =

Complete the supplier’s bank information as follows:
m  Account Name
m  Sort Code

m  Account Number
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# Edit Supplier Ask a help question | Ask 8 * How Do I? I - |EI| XI
Supplier Marne |C0mputer Warehouse
Current Balance :  1,325.41 How do I adjust the current balance? i

Cancel |
Address Info l Additional Info I BACS Information I
Motes |

Account Mame: IComputer ‘Warehouse r Supplier is
inactive
Sort Code: |03-04-02 CUFFENCY
[onited kin... | =]

Account Mumber: OF947ETS

7 Click OK.

Making payments through e-Payments Solutions

Paying employees

To pay employees through e-Payments Solutions:

1

From the Employees menu, choose Pay Employees.
QuickBooks displays the Select Employees To Pay window.
Click in the tick column to the left to select the employees.
Click Create.

If you ticked “Enter hours and preview payment before creating”, QuickBooks
displays the Preview Payment window. Enter the hours and click Create. Repeat
this for each employee.

QuickBooks redisplays the Select Employees To Pay window.
Click Leave.

QuickBooks produces a payment for the employees in this batch.
Close the Employee List.

QuickBooks produces an encrypted BACS payment file for the employees in this
batch. The filename starts QBOut-, and has the suffix .bacs. It is saved in the folder
you specified for Payroll Output Files.

QuickBooks Information

QuickBooks has successfully created the e-Payment Solutions export file
'Ci\PayralZ007-2008BACT Pay-151 220070000, bacs'

Click OK.
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7 Close the Employee List.

Since the file is encrypted, you can view the BACS report to see details of the
payment: From the Reports menu, choose Employees and Payroll, then choose
BACS Report.

The next stage is to process the electronic payment using the encrypted file.

To process the BACS payroll payment:

1 From the Banking menu, choose Banking Services, then choose Pay Employees via
e-Payment Solutions.

2 Log in to the payment services page.
3 Select the relevant file to transmit, and click Upload File.

A summary message appears when transmission is complete.

Paying suppliers

To pay suppliers through e-Payments Solutions:
1 From the Suppliers menu, choose Pay Bills.

QuickBooks displays the Pay Bills window.
2 Select the bill(s) you want to pay.

3 For Payment Account, choose the account for which you set up BACS payment
details.

4 For Payment Method, choose BACS from the drop-down list.

Ask a help question | Ask 8 * How Do I? I - |EI| XI

r— Select Bills ko be Paid

8 AP Account -
chow bills DU on o befare [esitzizn07 || A [accounts Payable = |

% Shaw all bills Sort Bills By IDue Date + | Exchange Rate |1
Supplier Ref, Mo Ak, Due Credits Lsed
2007 ] 0,00 |
30/09/2007 |Southeast Electric 661021866 343.72 0,00 0,00
J |05/10/2007 (Computer \Warehouse K796 256.16 0.00 256,16
09/10/2007 |GMET Lkd KISET §5.00 0,00 0,00
J |186/10/2007 (Computer Warehouse 194213 1,069.25 0.00 1,069,25
20{10{2007 |Premier Office Equipment 87651 120,00 0.00 0.00 LI
Totals 2,257.33 0,00 1,404.56 |
r— Credit Information For Highlighted Bill
Supplier  B2B Telecom Number of Credits 0
Bill Ref. Mo, Q¥97203 Total Credits Available £0.00
Go ko Bill | Set Credits |
—Payment Account ———— —Payment Method ——————— ~ Payment Date
Current Account = BACS =
| : M Fl hd [15i12/2007 |
Ending Balance 10.209.94 | | BACS Agency Payee IBACS j

Clear Selections | How do I process e-Payment transactions? Pay & Close | Pay & New | Clear |

5 Click Pay & Close.

QuickBooks produces an encrypted BACS payment file for each supplier in this
batch. The filenames start QBOut-, and have the suffix .bacs. They are saved in
the folder you specified for non-Payroll Output Files.
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QuickBooks Information

QuickBooks has successfully created the e-Payment Solutions export file

@ ‘ciigbtrainiBillPmt-310320030000,bacs'

6 Click OK for each message.

QuickBooks also produces a BACS Bill Payment Cheque to record each payment.
If you want to review them, from the Banking menu, choose Write Cheques and
click the Back button until you see the BACS Payment to each supplier.

The next stage is to process the electronic payment using the encrypted file.

To process the suppliers’ BACS payments:
1 From the Suppliers menu, choose Suppliers Navigator.

2 Click the link for “Process BACS Payments online using e-Payment Solutions”.
3 Log in to the payment services page.
4 Select the relevant file(s) to transmit, and click Upload File.

A summary message appears when transmission is complete.

You can then notify your suppliers that you have made payment. You can use an
additional e-Payment Solutions service so that they are sent remittance advices by
email or fax.

Otherwise you can print the remittance advices and send them by fax or post.
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CHAPTER 5

Overview

This chapter covers some basic procedures and troubleshooting techniques you and
your clients will use with QuickBooks to produce reports, set up payroll and VAT, track
sales and customers or purchases and suppliers, and resolve printing problems.

QuickBooks reports

Cash-basis transaction reports

QuickBooks produces reports on an accrual basis, unless you change the reporting
preference (from the Edit menu, choose Preferences and select Reports & Graphs from
the scroll box) to cash basis. However, the report basis you set up in the Reporting
Preferences window applies only to QuickBooks summary reports (not to transaction
reports). If you want to see a cash-basis transaction detail report, you must use a
different method.

There are two ways you can generate a cash-basis transaction detail report:

m  You can QuickZoom a cash-basis summary report. When you QuickZoom on a
cash-basis summary report, QuickBooks displays a cash-basis transaction report.

m  You can also generate cash-basis transaction reports by generating an accrual-basis
transaction detail report and customising it so it uses cash basis. (After you
generate the accrual-basis transaction detail report, click the Modify Report button
and click “Cash” for Report Basis.)

Modify Report: Purchases by Supplier Detail sk a he question Askl ¥ How Do I?| ll

Display I Filters l Header/Footer l Fonts & Mumbers I

— Report Date Range

EIEN | This Month-to-date

From [01/03/2005 B[ To [31/03/2005 H|

From the first day of the current month through today

— Report Basis

& Accrual " Cash This setting determines how this report calculates income and expenses,
r— Columns Units of Measure
(et margin) | Total by |Supplier ﬂ Show Gy and Unit in:
Trans no . ;
[ Type I—:| ™ stocking Unit
ifi Default =
Eggte:odéliﬁ;; I\bﬂsdlﬁed el (e & Purchasing Unit
o I @
(/Date st ecendingorder 24  Seling Unit
N " Descending order 34
P.C. no
A hame P;It a check mark next to eachh colurnn
that wou wank to appear in the report,
Source Mame LI Advanced... | Revert |
0K Cancel | Help |
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Cash-basis report examples

A cash-basis transaction report can look complicated when the report includes items
that post to balance sheet accounts. This is because the report has to show a balancing
entry for each amount. Without the balancing entries, the company finances would
be out of balance.

Example 1: Payment in full for an invoice

Suppose you sell an stock item to a customer on 31 August. The item'’s cost is £10.00;
its sales price is £25.00. On 1 September, you receive a payment for the full £25.00. A

cash basis transaction by date report represents the two transactions as follows:

31/08/2007 Stock Asset Sales -10.00
31/08/2007 Accounts Receivable Sales 10.00
01/09/2007 Cost of Goods Sold Sales 10.00
01/09/2007 Accounts Receivable Sales 10.00
01/09/2007 Sales Accounts Receivable -25.00
01/09/2007 Accounts Receivable Undeposited Funds 25.00
01/09/2007 Undeposited Funds Accounts Receivable 25.00
01/09/2007 Accounts Receivable Undeposited Funds -25.00

When you record the invoice, you sell an item whose value as stock is £10.00.
Accordingly, the Stock Asset account decreases by £10.00. To balance this amount,
Accounts Receivable increases by £10.00:

31/08/2007
31/08/2007

Stock Asset

Accounts Receivable

Sales

Sales

-10.00
10.00

When you apply the customer’s payment to the invoice, you incur the cost of selling
the item. Accordingly, the Cost of Goods Sold Account increases by £10.00. To balance
this amount, Accounts Receivable decreases by £10.00:

01/09/2007
01/09/2007

Cost of Goods Sold

Accounts Receivable

Sales

Sales

10.00
-10.00

Because the customer’s payment is £25.00, the Sales account (where you track sales
income) decreases by £25.00. (The account decreases because accounting conventions
treat income as a negative number.) To balance this amount, Accounts Receivable
increases temporarily by £25.00:

01/09/2007
01/09/2007

Sales

Accounts Receivable

Accounts Receivable

Undeposited Funds

-25.00
25.00
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Finally, the Undeposited Funds account increases by £25.00, the amount that the
customer paid. (Undeposited Funds is where QuickBooks “holds” money you receive
until you deposit it in a bank account.) To balance this amount, Accounts Receivable
decreases by £25.00:

01/09/2007 Undeposited Funds Accounts Receivable 25.00
01/09/2007 Accounts Receivable Undeposited Funds -25.00

The net effect on the accounts is as follows:
m  Stock Asset decreases by £10.00.

m  Cost of Goods Sold increases by £10.00.
m  Sales decreases by £25.00.

m  Undeposited Funds increases by £25.00.

m  Accounts Receivable remains unchanged.

Note that the total of all the changes is £0.00. The accounts are in balance.

Example 2: Partial payment of an invoice

What happens when you receive a partial payment for an invoice? Let's assume the
same invoice as before, but this time you receive a payment of £12.50—half of the
invoice total. The cash basis transaction report now looks like this:

31/08/2007 Stock Asset Sales -10.00
31/08/2007 Accounts Receivable Sales 10.00
01/09/2007 Cost of Goods Sold Sales 5.00
01/09/2007  Accounts Receivable Sales -5.00
01/09/2007 Sales Accounts Receivable -12.50
01/09/2007 Accounts Receivable Undeposited Funds 12.50
01/09/2007 Undeposited Funds Accounts Receivable 12.50
01/09/2007 Accounts Receivable Undeposited Funds -12.50

Notice that QuickBooks has reduced all of the 1 September amounts by one half to
reflect that fact that you only received half of the invoice total:

m  Cost of Goods Sold increases by £5.00, not £10.00 as in the previous report.
m  The cost of the sale is one half of the item's stock value, not its full value.

m  Sales decreases by £12.50, not £25.00 as in the previous report.

m  Undeposited Funds increases by £12.50, not £25.00 as in the previous report.

Each of these entries corresponds to a balancing entry in Accounts Receivable. As in
the previous report, the total of all the entries is £0.00.
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Payroll

Entering payroll year-to-date information

QuickBooks provides two options for entering year-to-date (YTD) payroll information.
The first option is to recreate all pay cheques and liability payments from the
beginning of the year. The second (shorter) option is to enter your previous payroll
transactions as year-to-date adjustments. Both options provide summary information
for payroll reports, payroll forms and accurate tracking of your payroll liabilities and
employees’ taxes, deductions, and additions. Whichever option you choose, be sure
to enter your year-to-date information before creating any new pay cheques for
employees.

Recreating payroll cheques and liability payments

Recreating payroll cheques and liability payments from the beginning of the tax year
gives you the most detailed information about your payroll transactions. This is the

method Intuit recommends and it’s a good way to become familiar with the built-in
Payroll feature.

Set up employees

When you set up all your employee information, make sure you include any previous
SSP or SMP details (from the Add Employee window, select Statutory Pay Info and click
Previous Info).

Statutory Payments before QuickBooks 201 ﬂ

Use this window to enter information about SMP and SSP payments you made to this
employee in an earlier accounting system or version of QuickBooks, Fill in this window if

* wou paid SMP to this employee in a previous version of QuickBooks or a different
accounting system and are still paying it now, OR

* wou paid 55P to this emploves in a previous version of QuickBooks or a different
accounting system within the last eight weeks, OR

* this employes became no longer eligible For S5P in the last payroll year,

— Stakutory Maternity Payments
If the employee is currently on maternity leave, enter:

‘Weeks of SMP already paid to this employee IE
Last day of the week you last paid SMP I E
Employee's average earnings used to calculate SMP Ig

— Statutory Sick Payments
If this employee is currently sick or has been sick in the last & weeks, enter:

S5P Waiting Days this emploves has currently served Ig
Weeks of S5P already paid to this employee I 0.00

Last day of employes's last Period of Incapacity For Work (PTW) I E

r— Incapacity Benefit and Severe Disablement Allowance
If this employee has received a Form BF 220/2204/2208/220C from the Social
Security Office, enter:

S5P is not payable for any sickness starting on or before I E

0K Cancel Help |
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Entering year-to-date adjustments

QuickBooks provides an Enter YTD Amounts wizard to help you enter the year-to-date
adjustments. There are two basic types of information you must enter:

m  YTD summaries for each employee

m  YTD summaries of payments of payroll taxes and other liabilities

To enter YTD amounts:
1 From the Employees menu, choose Set Up YID Amounts.

2 Click Next, and follow through the questions for each stage.

Be sure to enter your year-to-date information before creating any new pay cheques
for employees.

The earnings basis

The earnings basis is the total amount of employee wages or earnings on which a
payroll tax is calculated. This can be different from total gross earnings if the employee
has pre-tax deductions. If there is an annual wage limit for the tax (for example, the
Upper Earnings Limit for National Insurance Contributions), the earnings basis for the
payroll year does not exceed this limit. QuickBooks calculates an employee’s wage
basis using the total for salary, hourly wage, and commission payroll items, plus any
additions to gross that are subject to a tax, minus any deductions from gross that
reduce a tax.

When entering YTD amounts, it is very important that gross earnings and all additions
and deductions affecting the earnings basis are entered correctly; otherwise
QuickBooks will not be able to calculate payroll taxes correctly.

YTD summaries for each employee

You must enter summaries of earnings, taxes, and other amounts for each individual
employee (both current and former) you paid during the current tax year, through
your QuickBooks start date. For each employee you must enter both taxes withheld
and taxes that are a company expense, as long as you owed them as a result of the
employee’s earnings. For example, you must enter employee’s and employers’s
National Insurance summaries for each employee.

YTD summaries of payments of payroll taxes and
other liabilities

If the company has not made any payments for payroll taxes or other liabilities during
this tax year, skip this adjustment.

For this adjustment, you'll need to know how much you paid from 5 April of this year
through your QuickBooks start date for each of the following:
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m  Each payroll tax (whether withheld or paid as a company expense)

m  Fach employee-paid deduction you withheld and then paid (e.g., dental
insurance)

m  Fach company contribution you tracked by payroll period and then paid (e.g.,
company-paid health insurance)

This adjustment is just for payroll liabilities you paid. It is not for expenses paid
directly to employees.

Paying payroll taxes and liabilities

When you want to pay payroll taxes and other liabilities, QuickBooks shows you all
of your current liabilities, lets you choose all or just some of them to pay, and creates
cheques to pay them. You can also add penalties and expenses to these cheques.

Important: Before you can pay these liabilities, you must have a payee name associ-
ated with each liability. Usually these payees are tax agencies, but they may also be
banks or insurance companies.

To set up the payee names:

1 From the Employees menu, choose Payroll Item List.
2 Select the item you want to edit.

3 Click the Payroll Item menu button, and choose Edit.

4 Click Next; then, in the first field of the window, enter or choose a payee name.

To pay payroll tax liabilities:
1 From the Employees menu, choose Pay Payroll Liabilities.

2 Enter the date range for which you want to pay liabilities.
3 Indicate whether you want to print the cheques you create.

To print the cheques later, select the “To be printed” tick box. If you're trans-
mitting this request by phone or you're writing the cheques by hand, clear the “To
be printed” tick box.

4 If you have more than one current account, choose the account from which you
want to write the cheques.

5 If you want a date other than today’s date to appear on your liability payment
cheques, enter that date in the Payment Date field.

6 If you want to view your liabilities as of a date other than the last day of the
previous tax month, enter a different date in the “Show liabilities from/through”
fields.

7 If you want QuickBooks to sort your list of liabilities in a different way, choose
another option from the Sort By drop-down list. You can sort the list alphabeti-
cally by payee name, alphabetically by payroll item, or by amount due (largest
first).
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8 Select the liabilities you want to pay now. If you have not yet entered a payee
name, QuickBooks prompts you.

m To select liabilities one by one, click the field next to the liability to add or
remove a tick mark.

m  To select all liabilities, click Mark All. QuickBooks changes the button name to
Unmark All and places a tick mark next to every liability.

m  To clear (unmark) all liabilities, click the Unmark All button. QuickBooks
changes the button name back to “Mark All” and clears the tick box next to
every liability.

m If youselect one of two related liabilities, QuickBooks automatically selects the
other liability. For example, if you select PAYE, QuickBooks automatically
selects employee’s and employer’s National Insurance.

Note: QuickBooks writes a single cheque for all liabilities to the same
supplier name. If you want to write different cheques to the same
supplier, you can go through the Pay Liability process once for each
cheque, or give the supplier more than one name in your Supplier list.

9 (Optional) If you want to pay less than the full amount of a liability you selected,
enter the amount you want to pay in the “Amt. To Pay” field.

10 Choose whether to preview the cheques before QuickBooks creates them.

m  Select “Create liability cheque without reviewing” if you want QuickBooks to
write cheques for all selected liabilities as soon as you click Create. This option
saves time if you do not need to preview the cheques to enter penalties or
expenses.

m  Select “Review liability cheque to enter expenses/penalties, Class 1A NIC, SSP
or SMP” if you need to add expenses, penalties, Class 1A National Insurance
contributions, or statutory sick pay or maternity pay to one or more of the
cheques you are creating.

If you choose to preview the liability cheque, you can enter expenses or penalties

on the Expenses tab of the Liability Cheque window. After you enter the expenses

or penalties, you can click Next or Prev to enter expenses or penalties on other
cheques.

If the penalty or interest is for several taxes, you can increase the balance for one

tax or distribute it among all the taxes. Then, pay the entire amount you owe

when you write your liability cheque.

11 Click Create.

Troubleshooting payroll liability amounts due

Is the “Show Liabilities as of”” date correct?

By default, QuickBooks uses the last day of the previous tax month as the “Show
Liabilities as of” date. If your payroll taxes are paid on a weekly basis, change the
“Show Liabilities as of” date to the week-ending date. To change the date:
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1 From the Employees menu, choose Pay Payroll Liabilities.

2 In the Select Date Range for Liabilities window, change the “Show liabilities from”
date to your week-ending date.

For additional information search the onscreen Help index for payroll liabilities, paying.

Checking the amounts you are comparing

Are you comparing the amounts to the amounts on the payroll liabilities report? The
Pay Liabilities window shows current outstanding liabilities through the date in the
“Show liabilities as of” field. The payroll liability report shows liabilities that were
outstanding as of the date of the report, even if the liabilities were paid on a later date.

When comparing the numbers, the amounts will match only when the report and the
Pay Liabilities window dates are the same. For additional information, search the Help
index for payroll liabilities, paying and income taxes, reports about.

Is a liability account associated with the item?

If the account is an expense account, QuickBooks does not show the amount in the
payroll liabilities window.

To see if the item is associated with a liability account:
1 From the Lists menu, choose Payroll Item List.

2 Select the payroll item, then choose Edit from the Payroll Iltem menu button.
3 Click Next until you see the window that lists the associated liability account.
4 In the Liability Account field, check the type of account selected.

Are the amounts double or too high?

To run a QuickReport for a payroll item for all dates:
1 From the Lists menu, choose Payroll Item List.

2 Select the payroll item whose amount is too high, and then choose QuickReport
from the Reports menu button.

3 At the top of the report, choose All from the Dates drop-down list.

This report displays all the transactions for the item. Review the report for duplicate
transactions.

Have there been changes to Director’s NI during the
year?

If the details and summary sections of the director’s P11 disagree because their NI code
has changed during the year, you can get additional information by looking at the NI
End of Year Summary, available through Report Finder, Employees & Payroll.
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Value Added Tax

Value Added Tax is tracked in a separate account in QuickBooks, and is handled
differently from your regular accounts payable.

Setting up an opening balance for the VAT Control account
In QuickBooks, how you enter an opening balance for your VAT Control account
depends on the setup method you're using:

m Re-creating all transactions for the financial year
m Entering opening balances

m  Upgrading from an earlier version of QuickBooks

Re-creating all transactions

If you plan to re-create all transactions for this financial year, turn on the VAT feature
in Preferences (on the Edit menu). Enter your transactions normally. The opening
balances will be calculated automatically using the transactions you enter.

Entering opening balances

If you’ve entered opening balances for balance sheet and income/expense accounts as
of your start date and you need to make entries in the VAT Control account, follow
these instructions:

To make entries in the VAT Control account:

1 TFrom the Edit menu, choose Preferences, then choose VAT, and click the
Company Preferences tab. Turn on VAT and choose the appropriate settings.

2 From the Company menu, choose Make Journal Entry.
In the Date field, enter your start date.
3 In the Account column, select VAT Control from the drop-down list.

4 Enter the accrued VAT due (as of the start date) in the Credit column. If you've
paid in advance or have a credit owed to you, use the Debit column.

5 In the Name field, choose HM Customs & Excise (or add it if not shown).

6 On a new line of the general journal entry, select Opening Bal Equity as the
account. QuickBooks calculates the debit amount automatically.

7 Click Save & Close to save the entry.

To make sure you entered the journal entry correctly, verify that this amount appears
when you choose Pay VAT Liability from the Suppliers menu.

If you have created opening balances by re-creating the current year’s transactions, but
still have a carryover from the previous year, follow Steps 2-8 above. Select the
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appropriate date (the end of your last fiscal year) for the general journal entry
transaction.

Upgrading VAT from an earlier version of QuickBooks

When upgrading from a version of QuickBooks earlier than 2003, if you are using
accrual accounting, QuickBooks flags as “Filed” all transactions for which a VAT
liability payment or refund has already been made. This is because QuickBooks now
tracks VAT differently, and enables you to report on and automatically include
unreconciled transactions from previous periods when you make the next return.

Note: Once transactions have been flagged, this step cannot be undone. Make
sure you have the date of your last VAT return ready when you upgrade
your company file.

To flag VAT when upgrading from an earlier version than 2003
(accrual accounting):

1 Back up the company file in the old version of QuickBooks.
2 Restore the backup in the current version of QuickBooks.

QuickBooks displays a message that all users need to run the new version in order
to access the company file, then displays a window asking for your last VAT return
date:

Update YAT Transactions x|
The way QuickBooks reports VAT has changed.

It is important that the Following information be entered
into QuickBooks for reporting purposes, IF this information
is not entered, your YAT100 Liability report will not be
carreck,

Value Added Tax

Enter the ending date of the last VAT period For which
wou paid your VAT liability or received a WAT refund,

s

Important: All transactions up to the date specified are
marked as filed and will not be calculated in your next VAT
liability

Text Cancel Help
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3 Type in the ending date for the last date on which you paid VAT liability or
received a refund, and click Next.

QuickBooks asks you to confirm.

Important Information

@ ‘fou are about to mark all transactions up to the date specified as 'Filed',

‘Warning: This step cannot be undone, Click Cancel now if vou need to make changes to the
dateis),
Otherwise, click Ok,

Cancel |

4 (Click OK.
QuickBooks restores and upgrades the company file.

5 From the Banking menu, choose Use Register, and select VAT Control from the
drop-down list.

QuickBooks displays the VAT Control account register. All cleared VAT
transactions are flagged with F.

¥ VAT Control IS[=] B3

3 Goto,., | @Prin;. " | @Edi_t Transaction Q_uickReport
Date Mumber Supplier Due Date Increase | Decrease Balance |
Type Account Memo

31/03/2003 Bentley Management College  [|Paid 590,63 533.02 ~|
INY Accounts Recei Tokal VAT F i

31/03/2003 InfoMed Link. Paid 328.65 911.67
Iy Accounts Recei Tokal VAT F

31/03/2003 Walker's Recording Studio Paid 266,88 1,178.55
Iy Accounts Recei Tokal VAT F

31/03/2003 Mindmeld Internet Kiosk. Paid 243.25 1,421.80
Iy Accounts Recei Tokal VAT F

31/03/2003 HM Customs & Excise Paid 435.75 1,857.55
Iy Accounts Recei Tokal VAT F

31/03/2003 Surface Media Lkd Paid 250,25 2,107.80
Iy Accounts Recei Tokal VAT F

31/03/2003 LD's Used Autoparts Paid 148.75 2,256.55
Iy Accounts Recei Tokal VAT F -|

I~ 1-line Ending balance 4,610,758

Sort by IDate, Type, Mumber/Ref *

Memarise your report setkings so that yvou can run the same report with current data

Note: If the “1-Line” box is ticked, you need to clear it in order to see the flags.

Paying VAT

There are two methods of paying VAT, depending on whether you use accrual or cash
based accounting.

To pay VAT liability (accrual accounting):
1 From the Suppliers menu, select VAT, then File VAT.
QuickBooks displays the File VAT window.
2 If necessary, change the “Show VAT through” date and press Tab.

QuickBooks recalculates the details, and prefills the necessary fields.
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3 Click in the Pay column so that a tick appears.
4 Select “To be printed”.

5 Click Next.
QuickBooks displays the Value Added Tax Return report:

* Pay ¥AT =] 3

Value Added Tax Return

Registration Mumber [aime

GB 1234 56 Part Meadow |T Solutions Limited
Reporting Period Due Date

From : 1-7-2003 To: 30-9-2003 15-10-2003

- 513826
- .00
Total VAT due (the sum of hoxes 1 and 2) - 513826

WAT reclaimed in this period on purchases and other inputs - 52748
d , aid to - 4610.75

- 2667407
327706

AT due in this period on sales and other outputs

AT due in this period on acouistions from other EC member states

Total walue of sales and all other outputs excluding any WAT

Total walue of purchases and all ather inputs excluding any VAT

Total walue of all supplies of goods and relsted services to other EC Member States

Total walue of all acquisitions of goods and related services to other EC Member States

Mext Cancel Help |

6 Click Next.
An information message is displayed.
7 Click OK.
QuickBooks redisplays the Pay VAT window.
8 Click Print.
The Print dialog box appears.
9 Click Print.

QuickBooks sends the VAT return to your printer, records the VAT cheque in the
current account register, and deducts the amount from the VAT Control account.

You can use the QuickBooks return to fill in the VAT 100 return that you send to
HM Customs and Excise. The VAT cheque can be printed in the usual way.

Note that VAT payments do not affect VAT reports at all. After you pay your VAT for
a reporting period, your VAT reports for that period maintain the amount you paid.
This provides you with the necessary support in the event of a VAT audit.
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To pay VAT liability (cash accounting)

1 From the Reports menu, choose VAT, then VAT 100.
QuickBooks displays the VAT 100 report.

2 Use these figures to fill in the return form.

3 From the Reports menu, choose VAT, then VAT Summary.
QuickBooks displays the VAT Summary report.

4 From the Suppliers menu, choose Pay VAT Liability.

QuickBooks displays the Write Cheques window, and prefills the necessary fields
in the top part of the window.

5 In the Net Amt field (on the Expenses tab), enter the Total VAT Owed amount
from the VAT Summary report.

o Write Cheques - Master Bank Account sk a help question |Ask [ ¥ How Do 17 [ <]

d@previois Bphext @Print ~ | ELFnd  [E] Journal
Bank Account  [Master Bank Account i EndingBalance  £0.00

Mo. 1
Date 14/01j2003 |

Pay o the Order of HM Customs & Excise i £ 300,00
Three huncred and GOJLED® % % % %% ¥ % 4% 4k 4k 46 4K 4K 3K A K 4K 4K H KRR R R
HM Customs & Excise
Address
Memia WAT Registration Number: 24234234234
_————
Expenses £300.00 ] Ttems £0.00 | I amtsinc¥aT [~ To be printed

Account WAT Met Amt WAT Amk Memo Customer:Job
WAT Cantral 300,00 [

Totals 300,00 0.00 |
Clear Splits | Recalculate | Save & Close | Save & New Clear |

Did vou krow that vou can easily create invoices from estimates?

6 Click Save & Close.

When you record the VAT cheque, QuickBooks automatically deducts the amount
from the VAT Control account.

Note that VAT payments do not affect VAT reports at all. After you pay your VAT for
a reporting period, your VAT reports for that period maintain the amount you paid.
This provides you with the necessary support in the event of a VAT audit.
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Entering a VAT-only bill

There are certain situations when you might receive a bill from a supplier which is for
VAT only. This might be for a number of reasons: maybe they have recently registered
for VAT, or maybe they are overseas and they need to send you a bill for just the VAT
portion of an order.

This example shows how to enter a £50.00 bill which is all VAT. The two “Net Amt”
entries on lines 1 and 2 cancel each other out to equal zero.

+# Enter Bills Ask a help question | Ask @ = How Do 1?7 I — |E|| XI
4@previons B Hext | B Find By History Journal
& gl Credt [V Bill Received
Supplier Site Direct -| Date 31/03j2003 M|
Bil bue 30/04/2003 |
Discount Date Amount Due £ 50.00
Terms  Met 30 j Ref, Mo,
Memo
Expenses £50.00 I Ikems £0.00 I [ Amts inc vaT
Account VAT Met Amb VAT Amt Memo Customer: Job E Class
Professional F... |3 1.00| 5S0.00 -
Profession... ¥|5 *| -1.00 = =
[
Totals 0,00 50,00 |
Clear Splits Recalculate Save & Close Save & New Clear |

Purchases and suppliers

Applying credits and discounts from suppliers

This section describes how to apply supplier credits and discounts.

Handling supplier credits

To enter a supplier credit:
1 From the Suppliers menu, choose Enter Bills, and then select Credit.

Create the credit just as you would a bill.

2 When you want to pay a bill to that supplier (and apply the credit against the bill),
from the Suppliers menu, choose Pay Bills.

3 Select both the bill and credit (click to the left of each).
4 Confirm the credit amount you want to apply to the bill.
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5 Click Done.

QuickBooks automatically applies the credit to the bill, and reduces the amount
you owe. You can also choose to apply credits to specific bills.

For multiple bills, QuickBooks applies the credit to the smallest bill first, and then
to the remaining bills in ascending order, unless you select the credit and the one
bill to which you want to apply it.

6 Click Save & Close.

Tip: In the Pay Bills window, change the Sort Bills By option to “Supplier” in
order to group transactions for the same supplier.

Handling supplier discounts

You can record and apply a discount on supplier bills directly from the Enter Bills
window.

To apply a discount:
1 From the Suppliers menu, choose Enter Bills.

2 In the Enter Bills window, click Credit.

The window now displays the Credit form.

3 Select the supplier from the drop-down list.

ES

Complete the Credit Amount field.

5 In the Account field, enter the name of the account you use to track discounts
received from suppliers. (e.g., Cash Discounts). This information is required.

6 Complete the VAT code, Net Amt and VAT Amt fields.
7 Click Save & Close.

Sales and customers

Tracking reimbursable expenses

When you record expenses, you can assign part or all of the expense to a customer or
job. Later, QuickBooks can recall the amount and add it as a line item to an invoice,
sales receipt, or statement charge.

To assign reimbursable expenses:
1 Open the form where you want to enter the expense. It can be a cheque, credit
card charge, bill, item receipt, or a special transaction (general journal entry).

2 Choose the supplier from the Supplier drop-down list, and enter any supplier-
related information.
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3 Enter the expenses and items.

m If you're recording a direct expense such as freight or shipping, enter the
expense on the Expense tab.

m If you're recording customer- or job-related items or services contracted, enter
the item or service you purchased on the Items tab (this feature is only
available in QuickBooks Pro/Accountant).

Any description you manually enter on the Items tab is not transferred to the
invoice. The invoice uses the description from the New/Edit Item window.

4 In the Customer:Job field of the detail area, enter the name of the customer(s) or
job(s) that you want to assign the expense to.

If you are assigning an expense to a job, enter the customer's name followed by a
colon (:) and the job name. For example, Fred Ahl:Kitchen.

5 Indicate in the billable column (the column headed by the small invoice icon)
whether to pass this charge on to the customer.

m If the invoice icon does not appear in the billable column, you probably did
not select an Expense or Other Current Asset type of account.

m If the expense is billable to the customer, leave the invoice icon next to the
customer's name as it is.

m If the expense is not billable to the customer, click the invoice icon next to the
customer's name to mark an “X” through it. (Clicking the invoice icon again
removes the “X”.)

Note: You may want to attribute an expense to a customer but not make it
billable. For example, you may need to redo a job without charging the
customer, but still need to track the expenses incurred on behalf of the
customer. In that case, click the Expense button (the Time/Cost button
in the Pro/Accountant version) on the invoice, and select the option
to “Hide” the expense; it will not appear on the invoice.

m  After you record the invoice that includes the expense, the invoice icon is
dimmed for that expense, indicating that you have billed the expense to the
customer.

6 (Optional) If you are assigning only part of the expense to this customer or job,
select the amount shown in the Amount column, and enter the amount you want
to assign.

7 Click OK to record the expense.

If you delete the invoice or the invoice line containing the reimbursable expense, and
you want to invoice the customer again, go back to the form where the expense is
recorded. Select it as billable by clicking on the dimmed invoice icon next to the
customer or job.

Note: With QuickBooks Pro/Accountant, you can use the options to enter time
and vehicle mileage and indicate if they are billable, then pick up these
details on the invoice (via the Time/Cost button).
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Fixing payments misapplied to invoices

This section describes how to find and reapply misapplied payments. This process can
be lengthy or quick, depending upon when payments were first misapplied. There are
three steps involved in fixing payments applied to the wrong invoices:

m  Use a customer balance detail report to find the first misapplied payment.
m  Delete and reapply each incorrectly applied payment.

m If the misapplied payments were caused by a customer credit, account for the
credit in a new way, so you don't have the same problem again with this customer.

Finding the first misapplied payment

To find the first misapplied payment:

1 From the Reports menu, choose Customers & Receivables, and then choose
Customer Balance Detail.

2 Click Modify Report, then click the Filters tab.

3 In the Filter scroll box, select Name.

4 From the Name drop-down list, select the Customer:Job with the misapplied
payments.

5 Click OK.

QuickBooks displays the customer balance detail report for the customer you need
to work with.

6 On the report, QuickZoom the latest payment. (Use the mouse to point to the
payment amount, and double-click.)

QuickBooks displays the Receive Payments window for this payment.

7 Check whether the invoices QuickBooks indicates were paid by this payment are
the correct ones. If they are not, click Cancel and check the previous payment on
the report until you find the first misapplied payment.

Make sure you check the Existing Credits field. Often, misapplied payments are caused
by a credit to this customer; QuickBooks always applies all existing credits before
applying the current payment amount.

When you find the first misapplied payment, move on to the next section.

Deleting and reapplying payments

To reapply payments to the correct invoices, you'll have to delete the payments, re-
enter them, and apply them to the proper invoices. If the payments have been
deposited, you first have to delete the deposit.

We recommend that you back up your company file before deleting payments.
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To delete the payment:

1 Display the first misapplied payment.

2 Write down the information about the payment, since you’re about to delete it.

3 Press Ctrl+D.
If the payment has been deposited, QuickBooks will not let you delete it until
you've deleted the deposit in which it’s included.

4 If you have already deposited the payment, complete the following steps before
continuing:

m To find out which deposit the payment is linked to, press Ctrl+H from the
Receive Payments window. The Transaction History window shows the paid
invoices and the deposit linked to the payment.

m To get to the deposit, click on the deposit line and click the Go To button.

m At the Make Deposits window, click the Print button to print a list of the items
(payments) included in this deposit, since you’ll have to delete and then re-
enter this deposit. (Or, write down the contents of the deposit.)

m  Press Ctrl+D to delete the deposit. Once the deposit has been deleted, delete
the payment.

5 Re-enter the payment you deleted, making sure the payment is applied to the
correct invoice(s).

If there is a credit in the Existing Credits field when you enter the payment, see
the next section before proceeding. When you've cleared any existing credits,
continue with Steps 6 and 7.

6 Re-enter the deposit you deleted, including the newly entered payment.

7 Repeat these steps until you’ve re-entered and applied each payment to the correct
invoices.

Handling existing credits

QuickBooks applies any existing credits to invoices before it applies the current
payment amount. If you’d rather apply a current payment amount to an invoice
instead of the existing credit amount, clear the “Apply Existing Credit” tick box in the
Receive Payments window.

Handling customer overpayments

When you have a customer who has overpaid an invoice, QuickBooks keeps track of
the overpaid amount. The best way to handle the overpayment is to enter the
overpayment in QuickBooks and then apply the overpayment (either to another
invoice or to a refund cheque).
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Creating the overpayment

To enter the overpayment in QuickBooks:

1 From the Customers menu, choose Receive Payments.
2 Select the Customer:Job from the drop-down list.
3 Enter the amount being received.

QuickBooks enters the amount received in the Total to Apply field, enters the
payment of the invoice, and enters the amount of the overpayment in the Unap-
plied Amount field.

4 (Optional) Click Print Credit Memo to print a credit memo for the unapplied
amount.

B Click Save & Close in the Receive Payments window.

6 Click OK in the message window that QuickBooks displays.

Applying the overpayment

There are two ways to handle the overpayment. You can wait until you have another
invoice to apply it to, or you can issue a refund cheque for the overpayment amount
in the Create Credit Memo/Refund window.

To apply the overpayment to an invoice:
1 From the Customers menu, choose Receive Payments.

2 Select the Customer:Job from the drop-down list.

3 Do not type an amount in the Amount field. Enter an amount only if you are
receiving an additional payment at the same time.

4 Select the “Apply Existing Credits?” tick box.
5 Click Save & Close.

QuickBooks automatically applies the existing credit to the outstanding invoice. If
you do not use all of the existing credit, the unapplied amount remains as an existing
credit.

To issue a refund cheque for the overpayment:
1 TFrom the Customers menu, choose Create Credit Memos/Refunds.
2 Click Refund. DO NOT fill in the Credit Memo.

3 If QuickBooks asks if you want to write a refund cheque that is not directly linked
to this credit memo, click Yes.

4 In the Write Cheques window, choose the Customer:Job from the drop-down list
in the “Pay to the Order of” field.

5 Enter the amount of the overpayment in the dollar amount field.

6 Select “To be printed” to print the cheque.
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7 Clickin the Account column on the Expenses tab and choose Accounts Receivable
from the drop-down list.

8 Click Save & Close.

9 In the Create Credit Memo/Refund window, click Clear and then close the
window (do not save the credit memo).

The final step is to link the refund cheque to the existing credit.

To apply the refund cheque to the overpayment:
1 From the Customers menu, choose Receive Payments.
2 Select the Customer:Job for which you just wrote the refund cheque.

You'll see the amount of the credit included in the Existing Credits field, and the
refund cheque in the bottom section of the window.

3 Select the “Apply Existing Credits?” tick box. Make sure that the refund cheque
line is selected in the bottom section of the window.

4 Click Save & Close.

Applying an existing credit to an invoice

If you've already created a credit memo for a customer, follow these steps to apply the
credit memo to an invoice.

To apply a credit amount to the oldest invoice:
1 From the Customers menu, choose Receive Payments.
2 Select a Customer:Job.
The amount of the credit appears in the Existing Credits field.

3 Select the “Apply Existing Credits?” tick box to apply the credit amount to any
invoice for this customer.

4 If the credit amount is not displayed next to the first invoice listed, click the Auto
Apply button.

5 Click Save & Close.

If you have set QuickBooks to automatically apply payments, QuickBooks applies the
credit to invoices that match the amount of the credit first, and then to the oldest
outstanding invoice.

To apply a credit amount to a specific invoice:

1 In the Receive Payments window, click the Clear Payments button, if it is
available.

2 Select the “Apply existing credits?” tick box and choose the invoice you want to
pay by clicking in the tick mark column next to the invoice being paid.

The amount of the credit should now appear in the payment column next to the
invoice you have selected.
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3 Click Save & Close.

Handling returned items on an unpaid invoice

If you have a customer who is returning items from an unpaid invoice, you may want
to void the invoice instead of deleting it to keep complete records of all sales. If the
customer is returning items, but there are items remaining on the invoice, you can
create a credit memo to record the returned item.

To void an invoice:
1 Display the sales form you want to void.
2 From the Edit menu, choose Void Invoice.

QuickBooks changes the amounts on the sale to zero and displays “Void” in the
Memo field.

3 Click OK in the Create Invoices window, or click Record in the Accounts
Receivable register.

To record a return:

1 TFrom the Customers menu, choose Create Credit Memos/Refunds.

2 Fill in the credit memo, entering the returned items in the line-item area.
Use the same information that was on the original invoice or cash sale.

QuickBooks decreases the income accounts of the invoice items by the amount of
the return.

3 (Optional) To print the credit memo, click Print.
4 Click Save & Close.

QuickBooks enters a negative amount in the A/R register for the credit memo.

QuickBooks accounts

Using the Undeposited Funds account

When you use the Receive Payments window, a payment item on an invoice, or the
Enter Cash Sales window, QuickBooks knows you’ve received money. You may hold
the money in a drawer or cash register and later go to your bank to make a deposit.

QuickBooks holds the amount in an Other Current Asset account called Undeposited
Funds until you record a deposit. QuickBooks then transfers the money into your bank
account. The Undeposited Funds account is specifically designed to hold money a
company has received that has not yet been deposited in the bank. This makes it easier
to reconcile your bank account because deposits match those appearing on your
statement.
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Here is a summary of how QuickBooks uses the Undeposited Funds account:
m  The business owner receives payment from a customer.
m  QuickBooks holds the payment in the Undeposited Funds account.

m  When the business owner deposits the payment into a bank account, QuickBooks
moves the money from Undeposited Funds to the specified bank account.

Deposits display “Undeposited Funds” in the Account
field

When you choose payments to deposit, they appear in the Make Deposits window
with Undeposited Funds as the originating account.

When you click Save & Close in the Make Deposits window, QuickBooks enters the
deposit in your bank account register. Because the payment amounts have moved
from the Undeposited Funds account to your bank account, your register shows
Undeposited Funds as the account in the deposit transaction. Use Make Deposits
whenever you go to the bank so your bank statements will match your account
registers in QuickBooks.

Changing the name of the Undeposited Funds account

You can change the account name to something that suits you better. The new name
appears in your account register.

To change the name of the account:
1 TFrom the Lists menu, choose Chart of Accounts.

2 In the Chart of Accounts window, select the Undeposited Funds account.
3 Click the Account menu button and then choose Edit.
4 Enter a new name for this account.

Some suggestions for new names are “Sales income holding account,” “Payments
received,” “Funds from A/R,” or “Payments to be deposited.”

5 Click OK.

Reviewing journal entries
You can review journal entries by opening the General Journal.
In QuickBooks Accountant, you can see a report of today’s journal entries.

If you need to reverse a journal entry, you can do this automatically without having
to retype the original entry. The reversed entry will be dated the 1st of the next month.
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To report on today’s journal entries:

m  From Report Finder, choose Memorised Reports, then Accountant, and then

Journal Entries Entered/Modified Today.
QuickBooks displays the report:

1 Journal Entries Entered;/Modified Today Ask a help question | Ask | How Do I? I — |EI| XI
Modify Repart... Memarise. .. | Print. .. | Exrel... Hide Header | Collapse Refresh
Dates |AII j Froml E TDI E
6:05 PM Grangeworth Premier Kitchens Ltd
310303 Journal Entries Entered/Modified Today
All Transactions
Trang no « Type + EnteredLast Modified « Date +Hum ¢« Hame <+ Memo <+ Account <  Debit + Credit -«
» 420 General Journal 310372003 158:05:00 032003 9 SCANNEr Cost 25000 4
SCAnner Deprecistion 250,00
250,00 25000
421 General Journal 310372003 18:05:35 31032003 10 LCD monitor - Cost 500.00
LCD monitor  Deprecistion £00.00
a00.00 500.00
TOTAL 750.00 T50.00

To reverse a journal entry:
1 From the Banking menu, choose Make Journal Entry.

2 Click Previous until you find the entry you want to reverse.

EE General Journal Entry Ask a help question | Ask 8 * How Do 1? I _ |E|| XI
&Erevious I*Next @Prin;. . | %{Find % Histary Journial F#Reverse | Reports -
= = Show on  Input (Purchase)
Date 3 J Entry Mo, IlD v autofill Mema VAT reports € Cutput (5ale)
Account Debit Credit VAT VAT Amount [Memo [amne B Class
| | |LcO manitor | .
Computer ... 500,00 LE0 monitar
[~
Taotals 500,00 500,00 |
List of Selected General Journal Entries:  |Last Month ﬂ
Date Entry. Mo, Account Memo DebitfCrediti+-)
Armounts In: IGBP i EZE:ange 1 United Kingdom ... I~ Home Currency Adjustrent
Hide List of Entries | Save & Close | Save & New Revert
+ Corporation Tax return is due
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3 Click Reverse.

QuickBooks creates a journal entry with the same number with an R suffixed,
dated the 1st of the following month:

EE General Journal Entry Ask a help question | Ask 8 * How Do 1? I _ |E|| XI

&Erevious I*Next @Prin;... |€{Find %History ;ournal IE—#Reverse |Rep0rts =

Show on  Input (Purchase)
Entry No. [10R I Autofil Memo— yaT reports £ oo (5ale)

Credit

WAT YAT Arount

[Memo [amne d Class
500.00 | £ -
Computer ... 500,00
[~
Taotals 500,00 500,00 |
List of Selected General Journal Entries:  |Last Month ﬂ
Date Entry. Mo, Account Memo DebitfCrediti+-)

Amaounts In: IGBP ~| Ewchange [q
Rate
Hide List of Entries |

+ Corporation Tax return is due

United Kingdorm ... I~ Home Currency Adjustrent

Save & Close | Save & New Clear

136




CHAPTER 5

Printing

Troubleshooting techniques for printing problems

Most printing problems can be resolved by changing the printer settings in
QuickBooks or the Windows operating system. This section discusses many of the
factors that affect printing. Try to categorise the printing problem accordingly, then
follow the appropriate steps below.

Keep this in mind as you troubleshoot: if everything was printing correctly in the past
but now it is not, the system may have been changed recently. For example, has new
software been installed?

Nothing prints out at all
m  Make sure the printer is turned on and is indicating that it is “online.”
m Try printing from another application to verify that Windows is still communi-

cating with the printer.

m  Check the printer window for other previously stalled documents and clear them
if necessary. (In Windows, click the Start button, choose Settings, and then choose
Printers. Double-click the icon for the printer you want to view. You'll see the
print queue with all print jobs listed.)

All printers have some type of indicator to let you know they are ready and waiting to
receive data. Check that the printer is in this “online” state.

Since Microsoft Windows controls the printer, a good test is to print from the basic
Windows text editor called WordPad. During this test, be sure that you select the same
printer that you are having difficulty with in QuickBooks.

To test printing from WordPad:

1 In Windows, click the Start button, then choose Run. In the Open field, type
wordpad and then click OK.

2 In the WordPad window, type a test sentence.
3 From the File menu, choose Print and click OK.

If the test sentence printed correctly, the problem is probably with QuickBooks.
Try to print another type of document or form from within QuickBooks to isolate
the problem area, then confine the changes to that setup area only.

4 [f the test sentence does not print from WordPad, this means that Windows is not
communicating with the printer and, therefore, neither can QuickBooks.

Next, check the print queue in Windows to see if there are other print documents
stalled there.
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To check for stalled documents:
1 In Windows, click the Start button, choose Settings, and then choose Printers.
Double-click the icon for the printer you're testing.

2 If there are documents listed under the printer name, click the first one to high-
light it. If Windows says it is stalled, choose Cancel Printing from the Document
menu to stop the print job.

3 You can also choose Purge Print Jobs from the Printer menu to clear out all of the
queued documents. This is especially useful if Windows fails to delete a queued
document. If this is a chronic problem, you may wish to disable the “spool
settings” for this printer.

Windows lets you “spool” your printing jobs, so that you can work on the computer
while printing in the background. If you disable print spooling, you must wait until
the document prints out before you can use the computer again. However, since
eliminating print spooling simplifies the printing process, it may allow you to print
correctly.

Important: If you share your printer with others (for example, you print to a network
printer), print spooling is required.
To disable print spooling:

1 In Windows, click the Start button, point to Settings, and then choose Control
Panel.

In the Control Panel window, double-click the Printers icon.

Click the icon for the printer you want.

From the File menu, choose Properties.

Click the Details tab, and then click the Spool Settings button.

In the Spool Settings window, select “Print directly to the printer.”

Click OK until you return to the Control Panel window.
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Close the Control Panel window.

There is “garbage” or clipped text on the printout

m  The presence of “garbage” generally indicates that the printer does not understand
the language Windows is using to communicate. Make sure that the printer driver
listed in the Printer name field of the QuickBooks Printer Setup window is the
correct one.

Select the correct printer from the Printer name drop-down list. If the correct
printer driver is not on the list, you need to install it. You can get the right driver
from the printer manufacturer or from Microsoft. If you need detailed instructions
on installing a printer, search the Windows onscreen Help for printer drivers,
installing.

m  Some printers can emulate several other printers. Check that the printer is in the
same emulation mode as the printer selected in QuickBooks Printer Setup. Refer to
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your printer manual for clarification. If the printer manual lists several alternate
compatible printer drivers, install and try them in the order listed.

m Text clipping and, occasionally, garbage can indicate that the selected font is too
complex or too large for the print area. In the QuickBooks Printer Setup window,
choose the appropriate font area and select another font, or reduce the font size.

m  Occasionally, a font controller or enhancer, such as Adobe Type Manager, may
cause QuickBooks to produce unwanted results on the printout. If changing the
font or size did not reduce the clipping or garbage, exit QuickBooks, disable the
font program, and then try printing again. Refer to that program’s documentation
for instructions on disabling it.

The printout is not aligned correctly, or large areas or
lines do not print

m  Run through the form alignment process again.

m  On reports, make sure the margins are not set too large or too small.

Most users need only perform cheque and form alignment once to set up QuickBooks
for a specific printer.

m If you have a continuous-feed printer, note the position of the forms after aligning
so you can accurately position the forms by hand the next time. Otherwise you
will have to coarse-align every time you print on preprinted cheques and forms. If
you have a page-oriented printer, forms only need to be fine-aligned.

m If the entire right-hand vertical line of an invoice is not printing, try fine-aligning
the form to the left.

m  On reports, clipping can be caused by having too-narrow margins in the Report
Printer Setup. Most printers cannot print closer than one-half inch from the
paper’s edge. Therefore, margins set at O-inch, for example, will probably result in
clipped text near the margins. On invoices with marginal clipping, choosing to
use a custom form may resolve some clipping problems, as the internal margins
are different from those on standard forms.

For detailed instructions on print alignment in QuickBooks, search the onscreen Help
index for aligning forms in printer.

The printer is pulling from the wrong tray or feeding
incorrectly

m  Check that the printer settings in the QuickBooks Printer Setup window such as
paper source, paper size, and printer memory are correct for what you are printing.

m  Check the printer manual to understand what the manufacturer intended to
happen during printing.

If the printer is using the wrong paper tray, or wrong orientation, or printing in the
wrong place on the page, verify your printer setup settings.
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To verify the settings in printer setup:
1 From the File menu, choose Printer Setup.

2 Click the Settings tab, and then click Options.
3 Click the Paper tab.

Make sure that these settings are correct for the document and the printer you are
having trouble with.

Some printers feed cheques and forms face up from their paper trays, while others feed
tace down. If your printer feeds face down, a stack of numbered cheques should be fed
in the wrong order. Be sure to manually resort the stack of cheques so that the cheque
number recorded in the register matches the printed document. Check the printer
manual to understand the manufacturer’s intended paper handling.

Wingdings or Symbol fonts are printing on my P60
forms

The P60 form uses the OCR-A.ttf font that QuickBooks installs to the
Windows\System directory, or in a Fonts folder in Windows. If QuickBooks cannot
find this font, it uses another, typically the Windings or Symbols font. If your
QuickBooks forms print in what looks like pictures or gibberish, the OCR-A font is
unavailable or damaged. Below are the common causes and their solutions.

m  You haven't finished installing QuickBooks. If you’ve just installed QuickBooks,
make sure to restart Windows prior to using the program.

m  Your OCR-A font is missing or damaged. In Windows, select Fonts from your
Control Panel. Double-click the OCR-A font. In the font window that displays,
click Print. If you can’t locate this font or print successfully, it can be reinstalled.

m  You may have hidden the OCR-A font with a font program. If you're using a font
controller like HP FontSmart or Adobe Type Manager, go into the font program
and select the option to “Show All Fonts” or a similar option that un-hides or
displays all fonts.

Printing company logos on QuickBooks forms

You can have QuickBooks print a logo (a .BMP file) on your forms. By default, it prints
to the left of the company name and address on forms. If you like, you can move the
logo to a different part of the form, for example, centred at the top.

The logo can be a .BMP, .GIE, .JPEG or similar file created with a Windows 95 or higher
application. You can reduce or expand the size of the logo by using the mouse to select
and resize it.

For details, see “Customising forms” in chapter 1.
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Section 2 Working with
clients who use
QuickBooks

As a sophisticated QuickBooks user, you can be a valuable resource for your clients. By
setting up their QuickBooks companies for them, or by reviewing the setup of clients
already using QuickBooks, you may be able to suggest ways that they can maximize

their use of QuickBooks to suit their businesses. For example, you may see a way that
a client can use QuickBooks classes to track the profitability of different segments of
the business.

When your clients are set up on QuickBooks, there are many ways you can choose to
work with them and use their data files. Much is dependent on how much assistance
your clients want, and how confident they feel in creating or customizing their own
QuickBooks reports. Here are some possible scenarios:

m Clients may enter their day-to-day transactions in QuickBooks and create their
own monthly financial statements. They may give you the data only when they
want you to prepare a yearly tax return.

m Clients may enter their day-to-day transactions in QuickBooks but want you to use
their data disk to create monthly financial statements. This gives you an oppor-
tunity to check their transactions and make recommendations on how they can
improve the accuracy of their data. Depending on the needs of the client, you may
want to offer training on a specific aspect of QuickBooks.

m  After seeing profitability reports, clients may request business-management
advice. You can use their data disk to create financial reports that allow you to
determine areas of risk in the business (for example, dependency on a particular
customer) or areas of high expenses.

m Clients may want to send you a backup copy of their data on a periodic basis, as a
method of quick, off-site data storage.

This section gives you information about setting up QuickBooks for clients, modifying
QuickBooks to suit their businesses, and working with a client’s QuickBooks data file.
The section also contains information about some reports you may find helpful in
working with and analysing your clients’ data.
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Converting from a manual system

This section describes how to set up QuickBooks for a client who has been using a
manual bookkeeping system. If you have clients who have been using Quicken to
track their business’s financial transactions and who have decided to upgrade to the
small-business capabilities of QuickBooks, see the User Guide.

Before you set up QuickBooks for clients, you should know how the business operates,
what information they need to track, and what information they require for
management decisions. This will help you determine which QuickBooks features they
should use.

QuickBooks setup also requires detailed information about employees, customers, and
suppliers. The next section provides a checklist of the information you should have
available before you create the client’s new QuickBooks company.

Tip: QuickBooks contains onscreen Help topics written to address the needs of
many professions, such as architects, consultants, medical personnel, and
product sales businesses. These topics may help you gain insight into the
special problems and reporting needs of your clients’ businesses. To view them,
search in the Help for Your Type of Business.

Client setup checklist
You should have these items available before you set up a new QuickBooks company
for your client:
m Name
m  Address
m  Company registration number
m Financial year end
m  QuickBooks “start date”
m  Type of business
m Trial balance for the period up to the QuickBooks start date
m  Chart of accounts
m List of customers, including addresses, contact names, and phone numbers

m List of types of items being sold (either products or services), sale prices (or hourly
rates), and whether taxable

m List of invoices outstanding as of the QuickBooks start date

m VAT registration number and other information, if applicable. For example, you
need to know which tax rates are charged for different products or services.

m  List of suppliers, including addresses, contact names, and phone numbers

m  List of supplier invoices that have not been paid as of the QuickBooks start date
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m  Details of any business done in foreign currencies
m  Budget for the financial year, if any
m Payroll tax information:

- PAYE reference number

- Types of regular additions or deductions from employee pay (such as auto-
mobile reimbursements, employee loan repayments, insurance co-payments)

- List of employees, including tax codes, National Insurance numbers,
addresses, rates of pay, and other regular additions or deductions from pay

- Tax year-to-date employee pay, summarised by employee by month

When you have gathered the information above, create a new QuickBooks company
as described in Chapter 3, “Setting up your company in QuickBooks,” in the
QuickBooks User Guide. Choose the preset chart of accounts that most closely applies
to the client’s type of business. Later, you can add to or edit the chart of accounts as
necessary. Then set up QuickBooks lists for your client, as described in the next
section.

Setting up QuickBooks lists for your client

After you add a QuickBooks company, you'll want to set up QuickBooks to suit the
needs of your client. For more information on what to do next, see “Setting up a new
company,” in Chapter 2 of the QuickBooks User Guide.

The information stored in QuickBooks lists can be added to or corrected as you process
transactions. However, if you're doing the QuickBooks setup for your client, you'll
want to add the most common list items, to increase efficiency and accuracy when the
client enters transactions.

Item list

Whether the client sells products or services, any line item to be included on an
invoice must be on the QuickBooks Item list. Add a QuickBooks item for each type of
charge that appears on an invoice.

Items are how you associate an income account with goods or services a company
invoices for, so it’s important that you set up items correctly to generate meaningful
financial reports. The following table summarises the types of QuickBooks items.
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Usual effect on

Item type Use for
yp accounts

Service Services you charge for or services | On sale: Increases income.
you purchase.

Stock Part Products you purchase, track as On sale: Increases income,
stock, and then resell. increases cost of goods sold,
Examples: Electrical outlets, and decreases stock assets.
T-shirts On purchase: Increases

stock assets.

Stock Assembly | Products you assemble from stock On build: Decreases stock assets
items that you have purchased (or for the components, increases

from sub-assemblies), and then stock assets for the assemblies,
resell. calculates cost of asset based on
If the component items are also average cost of components.
stock items that you resell, selling On purchase: Increases stock
price of the assembly can be set assets.

independently of the combined On sale: Increases income,
selling prices of the components. increases cost of goods sold,
Examples: Finished goods, decreases stock assets for the
computer, gift basket assemblies; independent of any

accounts affected by the individ-
ual component stock parts.

Non-stock part Products you sell but do not On sale: Increases income.
purchase; items you purchase and On purchase: Increases
resell but do not track as stock. expenses.

Examples: Custom-made
slipcovers, pizza

Other Charge Other charges on a sale or a On sale: Increases income.
purchase. On purchase: Increases
Examples: Shipping charge, expenses.

delivery charge, finance charge

Subtotal Calculating and printing a subtotal Subtotal items have no effect on
on sales forms. accounts.

Group Fast entry of a group of individual Each item in the group affects
items already on the list. the same account it affects when

Examples: A group of services and | used by itself.
food items provided by a caterer.

Discount Calculating an amount to be Either decreases income or
subtracted from a total or subtotal. | increases expenses (depending
Examples: A 10% discount given to | ©n item setup).
nonprofits.
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Usual effect on

Item type Use for
yp accounts
Payment On invoices: Payment received at Increases the balance of either a
the time of invoicing, so that specific bank account or the
amount owed on invoice is account for undeposited funds
reduced. (depending on item setup).

On cash sales summaries: To show
totals for each type of payment
(cash, cheques, credit card

charges).

Enter a VAT code (exempt, standard, zero-rated, or not registered) for each item.

If you are using units of measure, make sure you enter the units when you first set up
the stock item (the unit can be different for stocking unit, selling unit and purchasing
unit).

Complete all the fields in the New Item window, so that invoices and cash sales
receipts are entered accurately.

These items are affected by price levels.

For more information, refer to the Help.

Customer:Job list

Determine whether the client will want to sort later based upon the type of customer.
If so, create customer types. For example, you can use customer types to distinguish
between corporate and individual or wholesale and retail customers.

If the client wants to track jobs (or projects) for each customer, make sure you know
the amount owed to the client for each job as of the QuickBooks start date.

Complete all of the information requested in the Customer:Job list. If the customer
purchases for resale, obtain the resale number and record it in the list.

If your client uses QuickBooks Pro, you can set up different price levels and associate
them with specific customers. Each time your client creates an invoice, credit memo,
or sales form for that customer, QuickBooks will use the price level associated with
that customer to calculate the rate for service, inventory, and non-inventory items.

For more information about setting up and using price levels in QuickBooks Pro,
search the onscreen Help index for price levels.

For a new QuickBooks company, you need to enter the opening balance for each
customer as of the client’s QuickBooks start date. Enter a summary invoice for each
customer using an item called “opening balance.” Assign the item to the appropriate
income account. Each invoice should be dated before the QuickBooks start date.
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QuickBooks allows you to create custom fields for customers. For example, if your
client wants to track additional information for customers, such as the customer’s
e-mail address, administrative assistant, or region, you can add custom fields to the
Customer:Job list. For more information on custom fields, search the onscreen Help
index for custom fields.

Supplier list

Before adding the supplier information, determine whether the client will want to sort
later based upon the type of supplier. If so, create supplier types. For example, supplier
types allow your client to distinguish between suppliers who provide business supplies
and those who provide construction materials.

For a new QuickBooks company, you need to enter the opening balance for each
supplier as of the client’s QuickBooks start date. Enter a summary bill for each supplier
in the Enter Bills window. Assign the amounts to the appropriate expense account.
Each supplier bill should have a date earlier than the QuickBooks start date.

In the Supplier list, use the Account field (on the Additional Info tab) to record the
client’s account number with the supplier. QuickBooks puts this information in the
Memo field of cheques that pay bills from this supplier.

If you want to store additional information about suppliers (such as an e-mail address
or region), you can use a custom field.

Payroll Item List

QuickBooks maintains a list—called the Payroll Item list—for everything that affects
the amount on a payroll cheque and for every company expense related to payroll.
When you indicate you want to use payroll, QuickBooks creates an initial Payroll [tem
list with items for salary and wages, income tax, and National Insurance
contributions. However, you'll need payroll items for other payroll additions and
deductions such as bonuses, commissions, pension and health contributions.

For more information, search the onscreen Help index for payroll items.

Employee list

If your client will be using QuickBooks for payroll and has more than one or two
employees, you’ll want to set up an employee template. The employee template lets
you set up several employees quickly, because you use the template to enter
information that most employees have in common (such as payroll period and tax
information). Then, when you go to the Employee list to set up individual employees,
many of the fields will be prefilled with the information you entered on the employee
template.

For more information on setting up the employee template, search the onscreen Help
index for employee defaults, creating.
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To add the information for each employee in the Employee list:
1 Provide general employee information on the Address Info tab.

2 Provide other pertinent information on the Additional Info tab. Add any custom
fields for additional employee information you want to track (such as birthdays).

3 Use the Payroll Info tab to set up regular earnings, additions and deductions which
you haven’t entered on your employee template (you can also modify each pay
cheque when you run payroll).

4 Click Sick/Holiday to enter details of sick and holiday pay.

(5]

Click Tax/NI Details to enter tax code and NI status.

6 Click Bank Details to enter the employee’s bank details for Giro or BACS
payments.

7 Click Previous Employment to enter P45 details if the employee joined the
company in the current tax year.

8 Use the Statutory Pay Info tab to enter details of SSP, SMP, SPP or SAP. If there are
any previous details to enter, click Previous Info.

For more information about setting up employee payroll information, search the
onscreen Help for employees, payroll information about.
Classes

If your client wants to classify expenses and income, you can use class tracking. You
need to turn it on and set up the classes before any transactions are entered.

If you turn on class tracking later on, existing transactions will not have a class applied
to them, and will appear in reports as Unclassified.

Classes can be used on a line-by-line basis on forms like invoices and purchase orders.

You can set the preferences so that QuickBooks warns users if they try to enter a
transaction without assigning a class.

Fixed Assets Items

In QuickBooks Pro/Accountant, if your client wants to be able to record information
about their fixed assets, such as the purchase price, serial number and warranty expiry
date, you can use the Fixed Assets Item list.

Fixed asset items can be tracked in reports, and used in transactions, for example in a
purchase order, or if an item is repaired or sold.
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Converting from Quicken to QuickBooks

When you convert data from Quicken to QuickBooks, QuickBooks makes a copy of the
Quicken file and performs the conversion on the copy. QuickBooks does not modify
the original Quicken data file. Your client may continue to use Quicken with the
original data while using QuickBooks with the converted data, but keep in mind that
the Quicken file and the new QuickBooks data file are different and do not
communicate with one another.

Converting a client’s data from Quicken to QuickBooks involves these steps:
m  Making a backup copy of the client’s Quicken data disk.
m  Removing accounts that are inactive or not related to the business.

m  Making changes to the data after conversion.

Preparing for the conversion

Before converting, make a copy of the Quicken data disk and include only the current
financial, payroll, and calendar year information. This lets you maintain the
information needed to process the payroll year-end and prepare the P11, P60, and P35
payroll information. Rename the file using your client’s initials and conv (for
“convert”)—for example, PSIconv.

Review the account listing and remove those accounts that are either inactive or not
related to the business. Convert only the accounts you want to use in QuickBooks.

Now follow the conversion instructions in the manual. (See Chapter 3 in the User
Guide.)

Making changes to the converted data

When you convert Quicken data to QuickBooks, the conversion saves you the time of
typing in all the transactions, but you'll probably want to make some changes to the
converted data.

Before your client starts using the QuickBooks data file, you may want to complete the
following steps to help them get up and running with QuickBooks.

To set up the converted QuickBooks file for your client:

1 Complete company information: From the Company menu, choose Company
Information.

2 Customise QuickBooks to match the needs of your client’s company by turning
on the features they need, turning off the features they don’t, and customising the
forms they’ll use. To do this, you'll need to go through the all of the menu choices
in the QuickBooks Preferences window (available from the Edit menu) that apply
to your clients.
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3

Depending on your client’s business, some options in the Preferences window are
especially important to check:

m  Accounting. By default, the “Use account numbers” option is turned off. If
you want your client to use account numbers and account names, select this
option.

m  Chequing. By default, printing account names on the voucher portion of
cheques is turned off. Turn it on if you want your clients to print account
names on voucher cheques.You may also want to select default bank accounts
to use in the Write Cheques, Pay Bills, Pay Liabilities, and Make Deposits
windows.

m  Payroll & Employees. By default, payroll is turned off. If your client has a
payroll—even if it is not processed using QuickBooks—you will want to turn
payroll on by selecting either “Full payroll features” or “Payroll reports only.”

m  Purchases & Suppliers. Turn on stock by selecting “Stock and purchase orders
are active”. If they want to use units of measure, you can turn this on here, but
note that once turned on you cannot turn it off again.

m  VAT. The option, “Do you track VAT” is turned off by default. If necessary,
turn it on and set up your client’s VAT reporting details.

This is a list of some of the changes you may have to make to the converted data, as
well as where you can find complete information in the standard QuickBooks
documentation:

Look at the new chart of accounts and make necessary changes. QuickBooks
supports many more types of accounts than Quicken and has more flexibility in
how the accounts can be organised. You'll want to make changes in your
converted chart of accounts to take advantage of the additional flexibility in
QuickBooks. For example, you might want to do the following:

- Remove or merge duplicate accounts.
- Add accounts.

- Verify that accounts are assigned to the correct type, and edit the account type
if necessary.

- Edit accounts that you want to be subaccounts of another account.
- Rearrange the position of accounts in the list.

For details on how to do each of the procedures above, search the onscreen Help
index for accounts, and double-click the appropriate Help subtopic.

Important: If you create subaccounts, make sure your client understands that
they need to select the subaccounts rather than the parent accounts when they en-
ter transactions. If they have selected the parent account, the P&L reports will
show the parent account name followed by “- Other”.

Enter opening balances for asset and liability accounts that were not previously
maintained (for example, your client may not have tracked the office building as
a fixed asset in Quicken). You can do this by editing the chart of accounts, or you
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can create a journal entry by choosing Make Journal Entry from the Company
menu. The advantage of using a journal entry is that it gives a better audit trail.

m Enter adjusting journal entries, as necessary, so that all accounting information is
correct and represented in QuickBooks. Because Quicken does not support many
types of business activities, you'll usually find it necessary to make adjustments in
QuickBooks for information not tracked in Quicken. See the last two items in this
list for how to enter balances for accounts receivable and accounts payable.

You can create a working trial balance by printing the QuickBooks trial balance
report to disk, in tab-delimited format. (To do so from the Reports menu, choose
Accountant & Taxes, and then choose Trial Balance. Click Print. In the Print
Reports window, click the Settings tab, click File, and choose Tab delimited file.)
You can then open the “working trial balance” in your spreadsheet program and
prepare journal entries to obtain an adjusted working trial balance. After verifying
that the balances are what you expect them to be, record the journal entries to
QuickBooks (from the Company menu, choose Make Journal Entry), using the
client’s QuickBooks start date as the “entry date” for the journal entries.

m  During conversion, QuickBooks gives you the option to assign each of the
Quicken payee names to one of these QuickBooks lists: Customers, Suppliers,
Employees, or Other Names. If you don’t know which list a name belongs on,
leave it on the Other Names list. After conversion, you can edit the Other Names
list to change Quicken payees to QuickBooks suppliers, customers, or employees,
and to enter additional information not previously stored by Quicken. See “Edit
your Other Names list” in Chapter 3, “How do I bring my data into QuickBooks,”
of the User Guide.

Once you assign a name to the customer, supplier, or employee list, you will not
be able to switch it to a different list, so it’s safest to choose the Other Names list
when you're unsure.

m  Set up invoice items in QuickBooks. Whether the client sells products or services,
any line item to be included on an invoice must be on the QuickBooks Item list.
Add a QuickBooks item for each type of charge that appears on an invoice.

m  If your client was tracking accounts receivable in Quicken: When QuickBooks
converts a Quicken A/R account, it makes the following changes:

This transaction in the Quicken Is converted to this in

A/R account... QuickBooks...

Each transaction that increases the A/R An invoice to a customer
balance

Each transaction that decreases the A/R A credit memo

balance and has only one split line

Each transaction that decreases the A/R A credit memo to a customer
balances and has more than one split line

Each payee A customer on the QuickBooks
Customer:Job list
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This transaction in the Quicken Is converted to this in
A/R account... QuickBooks...

Each category Both an item on the Item list and an
income account on the chart of accounts

QuickBooks marks invoices as paid by assigning each payment it converts to the oldest
invoice for that customer first.

You may want to change the names of some of the converted invoice items. For
example, if the Quicken category your client used in most A/R transactions was “Sales
income,” you'll want to change the name of the converted invoice item from “Sales
income” to the product or service they actually sell, such as “Consulting hours.” In
addition, you should set up your clients so they can start using QuickBooks invoices
and accounts receivable for all future invoices they create.

m If your client was not tracking accounts receivable in Quicken: You probably
want to enter detail for outstanding customer balances, rather than just entering
opening balances for customers in the Customer:Job list. Enter a summary of each
customer invoice. To do this, create a QuickBooks item called “Convert,” and
assign the total invoice (including any VAT) to a Sales income account. Each
invoice should have a date earlier than the client’s QuickBooks start date.

m  If your client was tracking accounts payable (A/P) in Quicken: QuickBooks
converts the Quicken A/P account to a QuickBooks current liability account type.
You need to show the client how to enter bills in QuickBooks accounts payable for
all future bills.

m If your client was not tracking accounts payable in Quicken: Enter each
supplier invoice (bill) and assign the amount to the appropriate expense account.
Each supplier invoice should have a date earlier than the client’s QuickBooks start
date.

Completing the EasyStep Interview

Although it’s possible to set up a QuickBooks company on your own by working
through the menus, we strongly encourage users to take advantage of the EasyStep
Interview.

Many Professional Advisors do company setup for their clients. However, some prefer
to serve as backup in case of trouble, and the clients actually set up the QuickBooks
company themselves. If you deal with clients who will be setting up a QuickBooks
company on their own, the best advice you can give them is to work through the
EasyStep Interview.

The EasyStep Interview gives your clients information about each choice they are
asked to make during setup. They'll learn the advantages and disadvantages of
potential choices, and they will be better partners with you as a result.
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Break it down into smaller steps

You should recommend to clients that they do not attempt to complete the EasyStep
Interview while they are in the middle of a busy workday. Most business owners find
their setup time is more efficient if they go through the interview before or after work
hours or at the weekend. They should allow a couple of hours to complete the
interview.

Admittedly, setting up a QuickBooks company takes time. Most small-business owners
do better with QuickBooks setup if they break the job into manageable chunks.

Your clients’ goal while setting up is to provide as much information as necessary to
get going, but not to provide all the details at once. We recommend, for example, that
users enter only a portion of their customer, supplier, employee, and list data while
they are completing the Interview. They can enter data for three customers, for
example, and then go on to the next part of the Interview. This lets them enter the
rest of their customer data as they go and as they begin working in QuickBooks.

Have them follow the order of tasks on this list.

Choose the QuickBooks start date.

Gather the necessary business information and documents.
Set up the company using the EasyStep Interview.
Fine-tune the chart of accounts.

Enter any historical transactions.

Complete customer and supplier information.

Complete the Item list.
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Enter any optional adjustments.

Choose a start date

The QuickBooks start date is the date for which you give QuickBooks a financial
snapshot of the company. The date your client chooses determines what they will
enter in the Interview.

To choose a start date that’s best for their company, consider the following questions:
m  When does the company’s financial year start?

m  How close is today to the end of the financial year?

m Is there an accurate balance sheet for the current financial year?

m Is there an accurate profit and loss statement for the current financial year?

m  How far back in time are they willing to enter historical transactions?
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Gather the necessary business information and
documents

Refer your clients to the detailed list of information that they’ll need in Chapter 2,
“Setting up your company in QuickBooks”, in the QuickBooks User Guide.

Go through the EasyStep Interview

When you click the General tab on the right side of the EasyStep Interview window,
QuickBooks displays five tabbed sections along the top: Welcome, Company Info,
Preferences, VAT, and Start Date. We recommend that all users begin with the General
tab, so that QuickBooks has the basic information it needs for the remaining interview
questions.

m  The Welcome section explains how to navigate through the Interview.

m  Company Info is where your client provides general information about the
company, such as name, address, tax identification number, and so on.

m Preferences is where your client turns on several optional QuickBooks features,
such as stock, payroll, estimates, time tracking, progress invoicing, multicurrency,
and classes. It is also where clients can choose a preset invoice format, how they
want to handle bill-paying, and whether they want the Reminders window to
appear.

m VAT is where the client turns on VAT tracking and enters the VAT reporting
period, reporting method (accrual or cash basis) and accounting method (Net or
Gross).

m Start Date is where the client views information on how to choose a start date, and
is asked to enter the date.

The rest of the Interview asks users to enter information about:
m Income and expense accounts.

m Income and stock item details.

m  Opening balances for customers, suppliers, and accounts.

m  Payroll details.

The Interview concludes with suggestions on what to do next.

After the Easy Step Interview

After your clients complete the EasyStep Interview, we recommend that you help
them with these tasks.
Fine-tune the chart of accounts

First, review the chart of accounts QuickBooks has set up. You may need to add
income and expense accounts, add subaccounts, delete accounts, or move accounts.
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It is important to decide on an account structure before your clients begin entering
transactions.

In particular, if multicurrency is enabled, accounts may need to be set up for payables
and receivables, bank and credit cards in each foreign currency used.

Enter any historical transactions

If the QuickBooks start date is before today’s date, clients also need to enter past
transactions, in order to have complete financial records from the start date forward.
It is not necessary to enter all historical transactions at one time, but the picture of
their financial status will not be complete until they do.

If your clients are going to use QuickBooks to track payroll, they should enter
historical payroll information so QuickBooks has complete year-to-date records of
wages and salaries already paid.

Entering historical transactions in bank accounts is only part of the picture. Your
clients must also enter these types of transactions:

m  Cheques or other charges that occurred before the start date but didn’t appear on
statements before the start date.

m  Other cheques written after the start date that were not for bills or accounts
payable.

m  Deposits made after the start date that were not customer payments.

m  Deposits made before the start date, but which didn’t appear on statements before
the start date.

m  Bank charges and fees.

m Interest paid on the account.

Advise your clients that is important to enter historical transactions in this order:
Invoices sent since the start date.

Purchase orders issued since the start date.

Cash or cheques received since the start date.

Bills received since the start date.

Bills paid since the start date.

Deposits made to any of the accounts since the start date.
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Any other cheques written (for things other than bills) since the start date.

Complete customer and supplier information

Your clients entered only some of their customer and supplier data. Next, they need
to fill in the customer and supplier records, to provide detailed information such as
addresses, phone numbers, and credit limits.
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Businesses with a large number of customers or suppliers may want to hire a data-entry
clerk to handle this task.
Complete the Item list

QuickBooks starts a list of items when you go through the Interview, but your clients
will want to add to the list. Remind them that each item they want to use on a sales
form must be on their QuickBooks Item list.

Enter any optional adjustments

After your client has created a company in the EasyStep Interview, you may need to
make a few adjustments as of its start date.

Enter VAT liability

If your client is registered for VAT, you may need to record a balance for VAT owed as
of the company’s start date in the VAT Control account register. Make sure that HM
Revenue & Customs is a supplier on the client’s Supplier list.

Note: Do not enter the amounts in the register if you have entered historical
invoices. VAT is already included on them. However, you will want to check
to see if you owe more VAT than is represented on the invoices. In that case
you will need to enter an adjustment in the VAT Control account register for
the remaining tax liability.

For further information, see “Value Added Tax” in Chapter 4.

Adjust the Uncategorised Income and Uncategorised
Expenses (for accrual basis only)

When you enter unpaid balances for customers, QuickBooks assigns the income to an
account called Uncategorised Income. Similarly, when you enter unpaid balances for
suppliers, QuickBooks assigns the expenses to the Uncategorised Expenses account.

If your clients keep their books on an accrual basis, QuickBooks shows these two
accounts on a profit and loss statement as of the QuickBooks start date. You may want
to make an adjustment so that the income from all invoices and the expenses from all
bills before the start date are also tracked on an accrual basis, regardless of whether
payment has occurred.

Adjust for current income and expenses if the start date is
not at the beginning of the client’s financial year

If your client is setting up with a midyear start date and you know what your client’s
income and expenses are for the period from the beginning of the financial year to the
start date, you can enter an adjustment for them. Then, when you create a profit and
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loss statement in QuickBooks, it will be accurate for the period starting with the
beginning of the financial year and ending on any date after the start date.

Distribute earnings and equity from before the client’s start
date

After you have entered all of the client’s opening balances and made other
adjustments, you may want to move the amount in the Opening Bal Equity account
to the other equity accounts if you want to identify retained earnings or the equity of
several owners.

Using QuickBooks payroll

To help ensure compliance with Inland Revenue regulations, QuickBooks uses tax
tables to calculate payroll. Your clients can get current tax tables, and keep them
current, by subscribing to the QuickBooks Payroll Service.

If your clients choose not to subscribe to the payroll service, they will need to calculate
and enter their payroll tax deductions manually for each pay cheque.

To learn more about the QuickBooks Payroll Service, from the Help menu, choose
Information & Support, and then click on QuickBooks Payroll Service.

For more information about setting up payroll in QuickBooks, see Chapter 7, “Payroll
and employees”, in the QuickBooks User Guide.

Setting up QuickBooks Pro/Accountant for
multiple users

Your clients who have QuickBooks Pro/Accountant can use the program in multi-user
mode, with up to five people working in the same company file at the same time.

Multi-user mode is only available in QuickBooks Pro or Accountant. Each user must
have a unique copy of QuickBooks Pro or Accountant installed with a unique
Installation Key Code. Each user must be using the same version of QuickBooks.

In addition, to run QuickBooks Pro/Accountant in multi-user mode you must have:
m  Windows 2000 Server, NT 4.0 Server with Service Pack 6a.
OR

m  Peer-to-Peer network, using either Windows NT 4.0 with Service Pack 6a or
Windows 95, 98, 2000 or XP.

m  One licensed copy of QuickBooks Pro or QuickBooks Accountant for each
networked computer (up to five).
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Important: Intuit recommends you have the latest Service Pack or update for your
operating system or network software. If you are uncertain whether you have the latest
Service Pack or update, contact Microsoft, Novell, or your network administrator.

Multi-user installation

Each user who wants access to the QuickBooks company file should have read/write
access and create/delete rights to the directory where the company file is stored.
QuickBooks must be installed on each of the networked workstations, but the
company file is in one shared location.

If the QuickBooks CD is mounted on a server or a shared CD-ROM drive, you can
install from the mounted CD, but you cannot install across the network fo a remote
computer. That is, you must be sitting at the computer you're installing to, but you
should store the company file on the shared resource.

Important: If your clients are using the multi-user feature in an earlier version of
QuickBooks Pro/Accountant and want to continue using it in the current version of
QuickBooks Pro/Accountant, they must replace all copies of the earlier version of
QuickBooks Pro/Accountant with the current version. Company files updated in the
current version of QuickBooks cannot be read by earlier versions—and such files can-
not be converted back to earlier QuickBooks versions after they’ve been updated.

For more details, see Chapter 1, “System requirements and installation,” in the User
Guide.

Setting up users

The Set up Users and Passwords feature lets you set up users in QuickBooks and guides
you step-by-step through the different access areas of QuickBooks. For each access area
of QuickBooks, you can give a user no access, full access, or customised access.

Note: You can set up as many users as you wish; however, only five users may
have access to the company file at a time.

Until you set up users in a QuickBooks company file, any person who accesses the
company file has full access, just as they always have. However, no two people can
access the company file simultaneously. If you want to have concurrent usage or you
want to restrict access, you must set up users. The first person to set up users has the
ability to set the password for the QuickBooks Administrator, who is a special user and
has abilities that no other user can be granted (such as setting up other users).

The QuickBooks Administrator

When you create a new QuickBooks company file, QuickBooks creates a user called
“Admin.” This is the QuickBooks Administrator for that company file. The
QuickBooks Administrator has unlimited access to all data in the company file, and is
the only person who can add additional users to access the company file.
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Assigning user passwords and permissions

When you (as the Administrator) set up a user, you also assign a password that the user
can change later. You can restrict access to certain users by specifying the areas of
QuickBooks in which they are allowed to work.

To set up users and customise their access:
1 From the Company menu, choose Set Up Users.

2 Set up the Administrator’s password and click OK.
3 In the User List window, click Add User.
a4

Follow the onscreen instructions to set up users and passwords.

Search the onscreen

To learn about... T e el

Setting up users users, adding

The role of QuickBooks admin
Administrator

The different access areas of passwords, access areas
QuickBooks
Setting up passwords passwords, adding

Accessing client data

From time to time, both during and after setup, you may need to access your clients’
data files. In most cases, you need to be using the same version of QuickBooks as the
client with whom you are working. This section describes how to install multiple
versions of QuickBooks on your computer, and discusses several scenarios you might
use to access client data when you are not at the client’s site.

Using remote access

If you have QuickBooks Accountant, you can use the QuickBooks remote access
service to access a QuickBooks company file on another computer. With remote
access, you can check something in a client’s file, enter changes, or even set up a new
company file without being at your client’s place of business.

To use remote access, both you and your client must have an Internet connection.
Remote access lets you work with your client’s QuickBooks software and other
programs that integrate with QuickBooks, but not programs unrelated to QuickBooks.

Note: You can also sign up to access your own company file from a remote
location.
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To sign up for remote access:

1 Connect to the Internet as you usually would.

2 TFrom the Accountant menu, choose Remote Access.
3 Click the link to Sign Up Now.

Note: Internet access is required. One 12-month basic subscription valid for
customers who purchase and install QuickBooks Accountant Edition
software before the end of December. After 12 months, users can subscribe
to the service for a fee. Fees apply for additional subscriptions. Service
subject to change.

To access a client’s QuickBooks file:
Connect to the Internet as you usually would.

From the Accountant menu, choose Remote Access.

Log in with your user name and password.
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Call or email your client with his or her unique session number and the web page
he or she should visit.

Gl

Request control of your client's QuickBooks file.

o

When the client approves your request, work with their QuickBooks data as you
normally would.

Note: Internet access is required. Service subject to change.

Installing multiple versions of QuickBooks on your computer

Since your clients may use different versions of QuickBooks, it is likely that you will
need to install multiple versions of QuickBooks on your computer.

You can have QuickBooks Regular, QuickBooks Pro and QuickBooks Accountant on
the same computer.

When installing new versions of QuickBooks, if you want to continue to use an older
version of QuickBooks, be sure to install the newer version in a new folder or directory.

Within the same version of QuickBooks, you can open data files created with
QuickBooks, QuickBooks Pro or QuickBooks Accountant. However, when using
QuickBooks Regular to view a file created in QuickBooks Pro or Accountant, the
Pro/Accountant features cannot be edited; the data is still in the file, but it cannot be
changed using QuickBooks Regular.

Note: If the QuickBooks Pro/Accountant file uses multicurrency, it is not
possible to open the file in QuickBooks Regular.
Sharing data files with clients

Following are several scenarios of how you might want to work with your client’s data
file. No matter which method(s) you choose, it’s always a good idea to have your

162



CHAPTER 6

clients send you a backup of their QuickBooks data file on a regular basis (monthly or
quarterly, depending on the amount of activity); if the computer or data are damaged
or lost for any reason, you can help clients get up and running with the backup stored
at your location.

Scenario 1: Using the Accountant’s Review feature, your client sends an
“Accountant’s Copy” data file on disk to you. You modify the data file, as necessary,
and return an export data file containing only your adjustments to your client.

To use the Accountant’s Review feature, both you and your client must be using the
same version of QuickBooks, QuickBooks Pro or QuickBooks Accountant for
Windows.

1 Your client backs up data using the QuickBooks Accountant’s Review feature,
“Create Accountant’s Copy,” and sends the data file to you.

2 You restore the data file to your hard drive using the QuickBooks Accountant’s
Review feature, “Start using Accountant’s Copy.”

3 You review the file and make adjustments as necessary, using the journal entry
screen.

4 When you finish your adjustments, create an export file containing your adjust-
ments to send back to your client. Using the Accountant’s Review feature, choose
“Export changes for Client.”

5 Your client uses the QuickBooks Accountant’s Review feature to “Import
accountant’s changes” from the file you returned—your adjustments will then be
added to their data file.

Important: While you have the data file, your client can continue to enter
transactions into QuickBooks. However, there are certain limitations to what you can
do in the Accountant’s Copy. For details on what you can and cannot do in the
Accountant’s Copy, see “What an accountant can do with an Accountant’s Review
copy” on page 20.

Scenario 2: Client sends QuickBooks data file on disk to you. You modity the data file,
as necessary, and return the data file to your client. In this scenario, you must have
the same version of QuickBooks as your client. QuickBooks, QuickBooks Pro and
QuickBooks Accountant data files are interchangeable if they are the same version.

1 Your client backs up data using the QuickBooks Backup feature and sends the data
file to you.

2 You restore the data file to your hard drive using the QuickBooks Restore feature.

3 You make adjustments and corrections, as necessary, directly to your client’s
QuickBooks data file. You can use the journal entry screen or modify the actual
transactions.

4 When you finish your adjustments, back up the QuickBooks data file using the
QuickBooks Backup feature and send the disk(s) back to your client.
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5 Your client uses the QuickBooks Restore feature to restore the data file you return
to them. The client overwrites the data file that is on the hard drive, since the copy
you returned is more current.

Important: While you have the data file, your client must either stop entering trans-
actions into QuickBooks or must re-enter the transactions that occurred while the file
was at your office. (The transactions must be re-entered into the data file you return.)

Scenario 3: Client sends QuickBooks data file on disk to you. You modify the data file
as necessary and give your client a report of adjustments for the client to enter into
their copy of the data file. In this scenario, you must have the same version or a more
recent version of QuickBooks, QuickBooks Pro or QuickBooks Accountant than your
client.

1 Your client backs up data using the QuickBooks Backup feature.
2 You restore the data file to your hard drive using the QuickBooks Restore feature.

3 You make adjustments/corrections, as necessary, directly into your client’s
QuickBooks data file. This works best if you make only general journal entries for
the adjustments, so you can easily generate a report on the changes/adjustments
made to the data file.

4 When you complete your adjusting entries, print a journal report. (From the
Reports menu, choose Accountant & Taxes, and then choose Journal.) Filter the
report for transaction type “Journal” and specify the date range for your adjust-
ments.

Scenario 4: You use a modem and remote control communications software to log on
to your client’s computer. You enter adjustments directly into the client’s data file that
resides on your client’s computer.

®  You must have a modem and special communications software that allows you to
remotely control another computer. Depending on the communications software,
you may also have to install some software on your client’s computer.

m  Your client cannot use the computer while you have remote control of the
computer.

1 You start QuickBooks on your client’s machine, make changes and adjustments as
necessary, and print any necessary reports.

2 When you'’ve finished your corrections, you log off your client’s computer.

Your client can use the QuickBooks data file again.

Scenario 5: Client sends the QuickBooks data file to you electronically, using a
modem and communications software. You enter the adjustments directly into the
client’s data file and return the data file via modem.

Both you and your client must have a modem and communications software. You will
also want to compress (or zip) the QuickBooks data file before sending it, to reduce the
file size—this greatly reduces the time necessary to transmit the data file. Common
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compression software includes PKZIP and WINZIP; these programs are “shareware”
and are distributed free of charge on most online services.

You might also try using the Backup and Restore features in QuickBooks. QuickBooks
backup files are compressed.

1 Your client first must compress or zip the data file and then send it to you via
modem.

2 You download the file to your hard drive and then uncompress or unzip the file.

3 You can enter adjustments as necessary and print any needed reports. When you
are done with your work, you must compress or zip the QuickBooks file again and
return it to your client via modem.

4 Your client then must download the file, uncompress or unzip it, and make sure
the updated data file is in their QuickBooks directory.

For more information about backing up and restoring QuickBooks files, see “Backing
up company data” on page 190, and “Restoring company data” on page 201.
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Tools for evaluating client data

If you want to provide financial management and analysis services for your clients,
you may find the information in this section especially helpful.

Getting an overview of company data

If you'd like to get an overview of your client’s company before running reports to
evaluate data in depth, start with the Company Centre. The Company Centre gives
you a snapshot of your client’s company information by showing the following
information in a single location.

m  All company account balances
m A graph of the income and expense trends

m  Summary information for accounts payable and accounts receivable

L Company Centre !IE[ E
Company Centre Centies v | Help |
Account Balances Decision Tools

¥ Through T oday Activiies =
Account . Balance At Due To find out about your financial
Accounts Feceivable £29,626.69 £0.00 position, click on a link below.
Accaunts Payable £2.41917 £0.00 ) . .
Business Fisserve £12 587 O = How profitable is my business?
Cunent Account £19.418.05 = Are you prepared to pay pour bills?
Peetty Cash £91.89 L] .t&m | borLo?winu ehough motey, af
Cormpany Card £714.21 100 mueh:
Paproll Liabilitizs £2.28359 ..tare Decigion Toals
WAT Control £4,585.19 -
Income And Expense Trend Customer Centre Highlights
¥ This Financial Quarter Bctivities ¥
* our open customer balances and
30 custamer credits botal £0.00.
2 W0 & ouhave £424.55 in unbiled costs
s 10 and 53.08 unbilled hours.
fl a »  Overdue balances from your
customers total £0.00.

-10
Az of March ... Az ofMay 31, Az ofduly 3.
Az of April .. Az of June 3. As of Septem. ..

Click here far help about entering back orders in QuickBooks

To display the Company Centre:

m  From the Company menu, choose Company Centre.

In addition to the Company Centre, QuickBooks provides three other centres: the
Customer Centre, the Customer Detail Centre, and the Supplier Detail Centre.

QuickBooks centres collect and group data for specific areas of a business. In each
centre you can look at several sets of related data, analyse the information, and take
appropriate action on it.
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Creating and using QuickBooks standard reports

The following is a description of standard reports you may want to generate for your
clients. You can set up the customised reports in your client’s data file and memorise
them. This makes it easier to recall the reports you find useful, without repeating all
the steps to customise each time.

Statement of cash flows

The statement of cash flows report shows how your client’s cash position changed
over a period of time. It shows the amount of cash earned from profit, where the client
received additional cash, and where cash was spent. Use the report t osee how much
cash was provided or used by operating activities, investing activities and financing
activities.

To create a statement of cash flows:
1 From the Reports menu, choose Company & Financial.

2 Choose Statement of Cash Flows.
EistatementofCoshriows [T kAo M=E

Print... | E-mail | Export... Hide Header | Refresh | Classify Cash... I
~| From [01/09j2002 8| 70 [31/05/2005 B
11:08 PM Grangeworth Kitchens Ltd
#3103 Statement of Cash Flows
September 2002 through March 2003
+ Sep "2002 - Mar 2003 -
OPERATING ACTIVITIES
Het Income » 9101 57 4
Adjust tstor ile Het |
to net cash provided by operations:
Accounts Receivable -28,562.94
Stock Asset -23,088 65
Accounts Payable 9,803 69
VAT Control 6,050.95
Het cash provided by Operating Activities -26 665.08
IHYESTING ACTIVITIES
Comp i preciati 83250
Office furniture:Depreciation 49385
Van:Depreciation 3,750.00
Het cash provided by Investing Activities 507645
FIHAHCIHG ACTIVITIES
Opening Bal Equity 43 28036
Het cash provided by Financing Activities 43 28036
Het cash increase for period 21 BN T3
Cash at beginning of period 19,427 16
Cash at end of period 4.115.89

For instructions on how to classify cash in the statement of cash flows report, search
the onscreen Help index for statement of cash flows report.
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Balance sheet

The QuickBooks comparison balance sheet lets you see current balances compared
with prior periods (such as the previous year). If you are preparing a statement of cash
tflows for a client, the comparison balance sheet lets you see which items would be
affected. It also helps you determine “where the cash went” when the client is
reporting net income but no comparable cash increase.

To create a comparison balance sheet:
1 From the Reports menu, choose Company & Financial.
2 Choose Balance Sheet Prev Year Comparison.

3 If required, modify the report to show a different date range to look only at a
specific month or quarter.

Wl UK Balance Sheet Prev Year Comparison Ask. a help question | Ask[l = How Do 17

Modify Repott... Memarise. .. ‘ Print... | Excel... Hide Header | Collapse Refresh
Dates [Custom x| asof [30/06/2003 B@| Columns  [Total anky | sort By [oefaul =]
10:52 AM Port Meadow IT Solutions Limited
31103103 UK Balance Sheet Prev Year Comparison
Accrual Basis As of June 30, 2003
+ As of June 30,2003 As of March 30, 2003 + £ Change B % Change -
ASSETS ﬂ
Fixed Assets
Computer Equipment
Computer Equip (Cost) 4,500.00 0.00 4,500.00 100.0%
= Equip (Depreciati 250146 b _0.00 425048 100.0%
Total Computer Equipment 199554 0.00 1,995 54 100.0%

Office Furniture

Office Furniture (Cost) 1,35000 0.0o 1,350 00 100.0%
Office Furniture (Depreciation) -607.50 0.00 -607 .50 -100.0%

Total Office Furniture 74250 0.00 74250 100.0%
Total Fixed Assets 2741 .04 0.0 274104 100.0%
Other Assets

Research and Development 5,000.00 0.00 5,000.00 100.0%
Total Other Assets 5,000.00 0.0 5,000.00 100.0%

Current Assets
Accounts Receivable

Accounts Receivable 5328530 0.00 5326530 100.0%
Total Accounts Receivable 53,28530 o.o0 53,2685 30 100.0%

Current/Savings
Undeposited Funds 3566014 0.0 366014 100.0%
Current Account 542718 -51.13 547525 10,714.4% ;I

Before printing the report, you can view it onscreen. If you see balances that appear
abnormal, you can use QuickZoom (by double-clicking the balance in question) to see
a detailed transaction report on that balance.

With the detailed transaction report displayed, you can change the date range to look
only at a specific month or quarter. You can then print the detailed transaction report
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for your files. (New fixed asset purchases are a typical use of this type of transaction
report. Just QuickZoom on the fixed asset amount on the balance sheet.)

Vi1 Transaction Detail by Account Ask a help question | Ask [l = How Do 17§ _ [0 x|
Madify Report. .. Memorise. .. | Print. .. | Excel... Hide Header ‘ Expand
Dates [Custom x| From [31j03jz005 |10 [30j0ef2005 | B |Totel By [account st v sort By [Default |
10:52 AM Port Meadow IT Solutions Limited
0303 Transaction Detail by Account
Accrual Basis As of June 30, 2003
Y Type £ Date + Hum ¢ Hame £ Memo + Clagg < ClIr ¢ Split <  Debit +  Credit  + Balance k3
Computer Equipment 0.00
Computer Equip (Cost) 0.00
» General Journal 31032003 op bal 1 Computer edq... Dpening Bal E. .. 3 ES0.00 363000 4
Credt Card Charge  03/04,2003 AC098 Computer Wareho...  Computer fo.. Company Card 1.,150.00 4,800.00
Total Computer Equip (Cost) 4 800.00 0.0o 4,800.00
Total Computer Equipment 4 800.00 0.0o 4,800.00
TOTAL 4,800.00 0.00 4,800.00

Profit and loss report (income statement)

For year-end preparation of tax returns or financial statements, you can create a
standard profit and loss report and change the date range to “Financial year to date.”
You can customise the report to include columns for Previous Period, % Change (from
previous period), and % of Income.

To create a customised profit and loss report at year-end:
1 From the Reports menu, choose Company & Financial.

2 Choose Profit & Loss Standard.

3 In the Report window, click Modify Report.

4

In the Report Dates field, select “This Financial Year-to-date” from the drop-down
list.

1

For Other Columns, select “Previous Period,” “% Change,” and “% of Income.”

o

Click OK to see the customised report.

FiProfit & Loss sk a help question [Ask[ll = How Do 12 i _[OJ]
[Modify Report, ., Memgrise. .. ‘ Prink. .. | Excel,.. Hide Header | Collapse Refresh
Dates [Custom 7| From [01/08j2005 B To [30/09/2008 8| Columns [Total only x| Sort By [Default x|
10:58 AM FPort Meadow IT Solutions Limited
I Profit & Loss
Accrual Basis June through September 2003
+ June through 2003 ¢ Februarythrough May 2003 o % Change s+  %of Income -
Resold Hiware & S/ware 1242000 10,223 50 M 5% 155% ~|
Travel Charge 58043 599.00 =17 0% 0.9%
Reimbursed Expenses
Commission on reimbursed exp 5994 4382 228% 01% _I
Reimbursed Hardware 307 B3 o.oo 100.0% 0.5%
Reimbursed Software oon 13000 -100 0% 00%
Reimbursed Consumables 3935 11739 -66.5% 01%
Reimbursed Travel oon 3480 -100 0% 00%
Reimbursed Delivery charges 5255 4332 21.3% 01%
Total Reimbursed Expenses 453.43 37433 228% 0.7%
Total Income: 6715852 60,771.89 10.5% 100.0%
Cost of Goods Sold
Materials 11,550.00 9,390.00 230% 17 2%
Subcontractors 436735 416.25 5.4% 0.7%
Total COGS 1188875 9,306 25 223% 17.8%
Gross Profit 8517077 5096564 8.3% 82.1%
Expense
Bank Service Charges 9432 44 46 122% 01% LI
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You can analyse the income and expense accounts, and see a detailed transaction
report by using QuickZoom to view any amounts that seem abnormal.

If the income statement points out a need for “reclassification,” you can either merge
accounts or QuickZoom to the original transaction and make the changes.

If the changes you want to make would affect the balance sheet, you may want to
create a journal entry. (From the Company menu, choose Make Journal Entry.) For
example, suppose the client recorded a purchase of equipment as “office supplies.”
You would prepare an entry to debit Fixed Assets and credit Office Supplies.

Cash disbursements journal

QuickBooks cheque detail report gives you the same information you would see in a
cash disbursements journal. The report lists all transactions that decrease (credit) the
bank account, and the expense accounts associated with each transaction for the
specified date range. For each transaction, QuickBooks also displays the transaction
type (for example, whether it is a cheque, bill payment cheque, payroll cheque,
liability cheque, payroll YID adjustment, or general journal entry).

To create a cash disbursements journal:
1 From the Reports menu, choose Banking.

2 Select Cheque Detail.

This is one of the few reports that provides all the account information for each
transaction—even for transactions that are associated with more than one account.
(On other reports, QuickBooks displays the word “split,” rather than listing each
account assigned to a transaction.)

Gl Cheque Detail Ask a help question | Ask @ = How Do 1?7 I — |E|| XI
Modify Report... Memorise... | Prink... | Excel... Hide Header
Dates = | From | E Ta | ESort By |Default j
11:29 AM Port Meadow IT Solutions Limited
310303 Cheque Detail
All Transactions
@ Type + Hum_ + Date £ Hame + Hem =+ Account + Paid Amount < Original Amount <
Cheque 1337 032003 Heveu, Helene Current Account -396.00 ;I
Opening Bal Ecuity -396.00 3596.00
Opening Bal Ecuity -39.09 39.09
Income Tax 39.09 -39.09
Opening Bal Ecuity -21.80 21.80
Ml Employes 21.80 -21.580 _
TOTAL -386.00 396.00
Cheque 1338 M042003 Donning Trust Current Account -3,875.00
Rert -3,875.00 3,575.00
TOTAL -3,675.00 3,575.00
Bill Pmt -Cheq... 1339 02042003 B2B Telecom Current Account -T4.33
Bill QKBS 310352003 Phone/Fax -63.26 63.26
HM Customs & Exc... WAT Contral -11.07 11.07
TOTAL -74.33 7433 LI

172



CHAPTER 7

Cash receipts journal

The QuickBooks deposit detail report provides the information you would normally
see in a cash receipts journal. The report lists all transactions that increase (debit) the
bank account. QuickBooks does not display the income accounts that the payment is
linked to. Instead, it displays “Undeposited Funds” or “Accounts Receivable,”
depending on how the payment was deposited.

To create a cash receipts journal:
1 From the Reports Menu, choose Banking.
2 Choose Deposit Detail.
T N - - < o< (A~ Fowbo v (51|

Modify Report... Memarise. .. | Print... | Excel... Hide Header | Refresh |
Dates Jall x| From | E Ta | ESort By |Default ]|
11:42 AM Port Meadow IT Solutions Limited
310303 Deposit Detail
All Transactions
@ Type + Hum_ + Date £ Hame £ Account £ Amount £

Deposit 03072003 Current Account 7,160.14 ;I
Payment 864 30/06/2003 Geovalue Lid Undeposited Funds -3660.14
Payment E45 02i07/2003 Alice Walter & Co Undeposited Funds -3,500.00

TOTAL -7, 16014
Deposit 09072003 Current Account 107457
Payment 10291 070772003 Bertley Manageme...  Undeposited Funds -2,284.39
Payment 486 070772003 Morfolk & Sustin Undeposited Funds -3816.58
Payment 154 08072003 Mindmeld Internet ... Undeposited Funds -a73 60

TOTAL -7.074.57
Deposit 14072003 Current Account 4,500.00
Payment 9347 1440772003 Surface Medis Ltd Undeposited Funds -4 500.00

TOTAL -4,500.00
Deposit 19072003 Current Account 2,455.75
Payment 10193 180720053 Walker's Recordin...  Undeposited Funds -245575

TOTAL -245575
Deposit 24072003 Current Account 4,349.04
Payment 98723 2210772003 Hertford Health Cli...  Undeposited Funds -4.349.04

TOTAL -4,349.04
Deposit 281072003 Current Account 3,139.39 LI

Because the QuickBooks deposit detail report (cash receipts journal) does not provide
income account information, you may want to generate an additional report that
displays all sales (paid and unpaid), with account detail, during a specified period of
time. To generate a report that displays all sales and account information, you can
customise a QuickBooks journal report.
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To show all sales, with account detail:

1

2
3
4

(5]

From the Reports menu, choose Accountant & Taxes.
Choose Journal.
Click Modify Report, then click Filters.

Click Account in the Filter scroll box, and select “All accounts receivable” from the
Account drop-down list.

Click OK.

[ ek o el quescn | Ask]]  How Do 17 O]

Maodify Repart. .. Mermarise. .. | Print... | Excel... Hide Header | Expand Refresh
Dates [Custom =] From [otjoerz003 | B o [a0foefzo0s )
11:55 AM Port Meadow IT Solutions Limited
e Journal
June 2003
Trans no < Type @ Date + Hum_ = Hame £ Memo @ Account k3 Debit k3 Credit Y
214 Invoice 30406/2003 265 Mortolk & Austin Irwe 265 Accounts Receiva 2,007 65 ﬂ
2,007 B3 ono
220 Invoice 30062003 266 Hertford Health Ci...  Inw 268 Accounts Receiva 4,349.04
4,349.04 0.0o
296 Payment 10/06/2003 a1 Wate Hurley Iree 254 Accounts Receiva 4,520.23
onoo 452023
297 Payment 0306/2003 702 Geo'slue Ltd Iree 249 Accounts Receiva 91356
0.00 91356
298 Payment 30,06/2003 BG4 Geoalue Ltd Irey 259 Accounts Receiva 366014
ooo 366014
304 Payment 17/06/2003 3577 LD's Used Autoparts e 248 Accounts Receiva 367239
0.00 367238
321 Payment DBDE/2003 435 Morfolk & Austin Irey 255 Accounts Receiva 85091
0.00 8509 _I
326 Payment 11/06/2003 2098 Surtace Media Ltd I 251 Accounts Receiva 1,530.44
000 1,530.44
TOTAL 23,493.83 1514767 _I
&

Purchase journal

The QuickBooks unpaid bills detail report lists all unpaid bills by supplier. When you
combine this report with the cash disbursements journal, you have a complete picture
of all purchases during a specified period of time.

To create a purchase journal report:

1
2

From the Reports menu, choose Suppliers & Payables.
Choose Unpaid Bills Detail.
e R - - o.cs:cn [k Hom Do T L[]

Modify Report... Memarise. .. | Print... | Excel... Hide Header | Expand Refresh
Dates |Custam | From [o1/06fz005 | 8| To [30j08/2003 B
1212PM Port Meadow IT Solutions Limited
#3103 Journal
June 2003
Trang no + Type £ Date + Hum_ + Hame £ Memo £ Account £ Debit £ Credit i
» 49 Credit Card Char...  11/06/2003 PC Planet Company Card 211.50 «
.00 211.50
246 Bill Pt -CCard 09062003 Site Direct Company Card 29375
.00 29375
266  Credi Card Char...  15/06/2003 Tech'World Maga...  Magazine su...  Company Card 4.30
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If your clients also make credit card purchases that they track in QuickBooks, you may
want to create an additional report that details the purchases on that credit card.

To create a report that details credit card purchases:
From the Reports menu, choose Accountant & Taxes.

Choose Journal.

In the report window, click Modify Report, then click Filters.
Click Account in the Filter list.

From the Account drop-down list, choose “All credit cards.”
Click OK.

O G h WN =

This report lists all credit card transactions, with complete account detail, for the
specified period of time.

1 Journal Ask a help question | Ask [l = How Do 17§ _ O] %]
Madify Report. .. Memorise. .. | Print. .. | Excel... Hide Header ‘ Expand
Dates | Custam | From [otfos/z005 | E| To [30/08/2005 B
12:12PM Port Meadow IT Solutions Limited
0303 Journal
June 2003
Trans no + Type £ Date + Hum_ 2 Hame £ Memo k3 Account @ Debit k3 Credit 'y
» 48 Credt Card Char... 11/08/2003 P Planet Company Card 211.50 4
o000 211.50
248 Bill Pmt -CCard 09/06/2003 Site Direct Company Card 29375
o000 28375
266  Credt Card Char... 15/08/2003 Tech'World Magaz...  Magazine su...  Company Card 4.30
o000 4.30
277 Credt Card Char... 10/08/2003 Super Sandwich Company Card 7.35
o000 T3
285 Checue 16082003 13T MF Commercial CC payment Company Card §39.00
§39.00 0.00
TOTAL 839.00 516.90

Payroll summary report

The QuickBooks payroll summary report shows amounts paid to each employee, with
details for all deductions, employer expenses, and contributions.

Important: If your client does not use a separate bank account for payroll, pay
cheques appear in the cheque detail report. However, the payroll summary report
gives more detail, so you can easily determine how net pay was calculated.

To create a payroll summary report:
1 From the Reports menu, choose Employees & Payroll.

2 Choose Payroll Summary.
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Il Payroll Summary #isk. a help question | Ask [l = How Do 17 [ _TO0[ x]

Modify Report... Mematise. .. | Print. .. | Excel... Hide Header Refresh

Dates | Custam | From [01/08j2003 | | To [30/08/2003 B Columps  [Emplaves =]
12:16 PM Port Meadow IT Solutions Limited
31103103 Payroll Summary
June 2003
Arun, Joe Cornell, Loredana Heveu, Helene g

+ Hours <+ Rate <+June2003 + Hours <+ Rate +June2003 + Hours <+ Rate < June 2003 o:
Employee Wages, Taxes and Adjustments

Gross Pay
Salary » 000 4 2,791 67 0.00
Hourhy Pay 433333 16.00 6933 0no 56 83334 16.00 941 34
Bonus _boo 000 0.00
Total Gross Pay 6933 2,791 67 941,34
Adjusted Gross Pay 6933 2,791 67 941 34

Taxes Withheld

Income Tax -1518 -510 34 -111.20
HIC Employee not contracted-out o000 -27947 -58.54
HIC Employee Rebate _ooo ooa 0.0a
Total Taxes Withheld -15168 -789.51 -169.74

Additions to Het Pay

Tax Credit .00 ooa 0.0a

Total Additions to Het Pay .00 ooa 0.0a

Het Pay 5415 2,002.16 T71.60
Empl Taxes and Contril

HIC Employee Rebate(ER) 000 000 0.0

HIC Employer o.oo 32942 69.07

HIC Employer Rehate .00 ooa 0.0a

Total Employer Taxes and Contributions 0.00 329.42 69.07

KI| i

Comparing payroll totals to the income statement

If you want a report that you can use to compare totals for earnings, taxes, and other
payroll expenses to totals shown for these items on the income statement, you can
customise the payroll summary report.

To compare totals for payroll items to totals shown on the income

statement:

1 From the Reports menu, choose Employees & Payroll, then choose Payroll
Summary.
Click Modify Report.

Modify the date range to match the date range used on the income statement.
In the Other Columns section, click the Hours and Rate columns to clear them.
Click OK.

o~ WN
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i Payroll Summary #isk. a help question | Ask [l = How Do 17 [ _TO0[ x]
Modify Report... Mematise. .. | Print. .. | Excel... Hide Header Refresh
Dates | Custam | From [01/08j2003 | To [30/09/2005 & Columps  [Emplaves =]
12:22PM Port Meadow IT Solutions Limited
31103103 Payroll Summary
June through September 2003
+ Arun, Jog + Cornell, Lore... < Heveu, Helen... < Sarhene, Hef... < Stroup, Geor... © TOTAL e
Employee Wages, Taxes and Adjustments
Gross Pay
Salary 0.00 11,166.65 b 000 4 241660 11,166 68 2475004
Holiday Advance Hourly 0.00 0.00 240,00 0.00 o.0a 24000
Holiday Hourhy 0.00 0.00 120.00 0.00 o.0a 12000
Hourhy Pay 1,394 .65 0.00 3,276.02 0.00 o.0a 4 67066
Bonus 0.00 0.00 0.00 0.00 0.00 oo
Total Gross Pay 1,354 .65 A1, 16668 3,636.02 246.68 11,166 68 2876072
Adjusted Gross Pay 1,394 .65 1,166 68 3,636.02 241660 11,166 68 2370072
Taxes Withheld
Income Tax -306.65 <201 14 -368.39 11614 =204 .14 -4 87349
HIC Employee not contracted-out -90.00 -1, 11667 -203.41 07 B8 -360.00 -2357 .76
HIC Employee Rebate 0.00 0.00 0.00 0.00 0.00 oo
Total Taxes Withheld -396.65 -3,1587.8 -571.60 -203.82 -2801.14 723123
Deductions from Het Pay
Advance repayment 0.00 0.00 0.00 -225.00 0.00 -225.00
Total Deductions from Het Pay 0.00 0.00 0.00 -225.00 o.0a -22500
Additions to Het Pay
Tax Credit 0.00 0.00 0.00 227 87 0.00 22797
Total Additions to Het Pay 0.00 0.00 0.00 227 87 0.00 22797
Het Pay 997.98 8,008.57 3,064.22 2,215.83 8,265.54 22,552.44
Empl Taxes and Contril
HIC Employee Rebate(ER) 0.00 0.00 0.00 0.00 o.0a onoo
HIC Employer 106.20 13767 240,02 10344 1,135.96 280329
HIC Employer Rebate 0.00 0.00 0.00 0.00 0.00 oo
Total Employer Taxes and Contributions 106.20 1,767 240.02 103.44 1,135.96 2,903.29

If payroll item totals vary from those shown on the income statement, use QuickZoom
on the income statement to create a detailed transaction report and locate the
variance. (The variance is often due to another tax payment, e.g. corporation tax,
incorrectly posted, or penalties and interest on late payments.)

Displaying the earnings basis for a payroll tax

To help you review payroll information, you can have QuickBooks display the
earnings basis used to calculate a particular tax by following these steps.

To display the earnings basis used to calculate a particular tax:

1 From the Reports menu, choose Employees & Payroll, and then choose Payroll
Summary.

2 Double-click (QuickZoom) the payroll tax amount for which you want to know
the earnings basis.

QuickBooks displays the transactions by payroll item report.
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Il Transactions by Payroll Item sk a help question [Ask [l = How Do 17§ _TO0[ %]
Modify Report... Mematise. .. | Print. .. | Excel... Hide Header Refresh |
Dates [ = | From [01/06/2003 " B To [30j092002 " B|Tatal By [Payrolitem detal > ] Sort By [DeFault [
1226 PM Port Meadow IT Solutions Limited
3110303 Transactions by Payroll Item
June through September 2003
+ Type > Date < Hum o Hame + Earnings Base ¢  Amount @ Balance -
HIC Employer
3 Pay Chegue 23M0B/2003 1375 Arun, Joe 6333 o.oo0 000 4
Pay Chegue 07072003 1385 Arun, Joe 340.00 2962 2962
Pay Chegue 2100742003 1388 Arun, Joe 264.00 2065 5027
Pay Chegue 04/08:2003 1394 Arun, Joe 69.33 o.oo0 5027
Pay Chegue 18/08:2003 1395 Arun, Joe 32533 2788 7816
Pay Chegue 01/08:2003 1409 Arun, Joe 32667 28.04 106.20
Total MIC Employer 1,394 66 106.20 106.20
TOTAL 1,394.66 106.20 106.20

This report shows the earnings basis and the calculated tax amount for each pay
cheque for the specified period, with overall totals for each.

Trial balance

To create and print a trial balance report, from the Reports menu, choose Accountant
& Taxes, and then choose Trial Balance. You may find it useful to work from this trial
balance when making journal entries.

o

Balance Ask a help question | Ask 8 * How Do 1? I — |E|| XI

Modify Repott. .. Memarise. .. | Print... | Excel... Hide Header | Collapse | Refresh |
Dates | Custom x| From [01/09j2003 @ To [30/0972003 @ Sort By |Default ]|

12:30 PM Port Meadow IT Solutions Limited

#3103 Trial Balance

Accrual Basis As of September 30, 2003

As of September 30, 2003
£ Debit +  Credit  +
Current Account P 1941605 4 ﬂ
Petty Cash 91.89
Business Reserve 12 5587 .06
Accounts Receivable 28 26 B9
Undeposited Funds 5,811.03
Employee Advances 75.00
Comp Equi t p Equip (Cost) 4,500.00
Comp Equi t p Equip (Depreciati 320157
Office Furniture:Office Furniture (Cost) 1,350.00
Office Furniture:0ffice Furniture (Depreciation) E75.00
Research and Development 5,000.00
Accounts Payable 241917
Company Card 714
Payroll Liabilities:Income Tax 112610
Payroll Liabilities:Hl Employee 55876
Paytoll Liabilities:Hl Company 8962
Payroll Liabilities:Student Loans 0.00
Payroll Liabilities:Tax Credit 90.59
VAT Control 458519
Start up Capital 20,000.00
Opening Bal Equity 362054
Retained Earnings 1442035
BACS .00
Web 3521082
Database 24174 .95
Hetwork 627916
Consulting 5,397 .52
Tech Support 1119915
Resold Hiware & S/ware 22 B43.50
Travel Charge 1,279.43
il sed Exp on reimbursed e... 108.76 LI
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You can also save the report to disk to use in creating a working trial balance using a
spreadsheet program. If you use Microsoft Excel (97 or higher) and QuickBooks Pro or
Accountant, you can export the trial balance report directly into Microsoft Excel. For
more information, see “Exporting a report to Microsoft Excel” on page 25.

Ed Microsoft Excel - Book1 : =]
J File Edit W¥iew Insert Format Tools Data Window Help ;Iill“
DzEHggRY sad - (o stl@@? - 2
Al | =]
A B c o E [ F &
1 Rs of September 30, 2003
2 Debit Credit
| 3 | cCurrent Account 1941305
| 4 | PettyCash 9189
| 5 | Business Reserve 12 587 06
i Accounts Receivable 28 26 B9
| 7 | Undeposited Funds 531103
| § | Employee Advances 7500
|9 | comp Equi t p Equip (Cost) 4,500.00
110 comp Equi t p Equip (Depreciati 3,201 .57
l Office Furniture:Office Furniture (Cost) 1,350.00
£ Office Furniture:0ffice Furniture (Depreciation) E75.00
i Research and Development 5,000.00
| 14 | Accounts Payable 241917
| 15|  Company Card T14.21
i Payroll Liabilities:Income Tax 112610
i Payroll Liabilities:Hl Employee 55876
i Paytoll Liabilities:Hl Company 5962
ﬁ Payroll Liabilities:Student Loans 0.00
A Payroll Liabilities:Tax Credit 90.59
| 21|  vAT control 458519
| 22| Start up Capital 20,000.00
| 23|  Opening Bal Equity 3,620.54
| 24 | Retained Earnings 14 42035
25| BAcs 0.00
| 26| web 35,210.82
| 27 | Database 24174 .95
| 28| Hetwork 627916
| 25| cConsulting 5,397 52
| 30|  Tech Support 1119915
i Resold Hiware & S/ware 22 B43.50
| 32|  Travel Charge 1,279.43
i il sed Exp ig=ion on reimbursed exp 108.76 -
14 4[» [M]sSheet1 / sheetz £ sheets / 14l LlJ
Ready 1 | o v o

General journal

You can make journal entries by choosing Make Journal Entry from the Company
menu.

Note: General journal entries auto-number in all QuickBooks 2002 and higher
versions. (You can turn this preference off by choosing Accounting in the
Preferences window and then clicking the Company Preferences tab.)

You can prepare “standard journal entries” for recurring items such as depreciation,
expensing prepaid items, regular accruals of expenses, or amortisation of interest on
notes payable (using 1/12th of the annual expected interest expense). You can
memorise each of these transactions in QuickBooks and have them automatically post
at the end of each month. This lets you capture a significant portion of the year-end
expenses.
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Tip: When entering a description for the journal entry in the Memo field, you

can tick the Autofill Memo box to repeat the description in all lines of the
entry, or use the Copy and Paste commands (on the Edit menu) to copy an
individual description.

For QuickBooks Accountant, you can reverse a general journal entry by opening the
original entry and clicking the Reverse button. Reversing an entry creates a new entry,
dated the 1st of the following month, that reverses the debit and credit amounts. It
has the same journal number, suffixed with “R”.

In QuickBooks Accountant, within the General Journal Entry window you can:

Display a list of journal entries and edit entries from one screen.

Find (and edit) a transaction from the Make Journal Entry window using the Find
button in the window’s buttonbar.

Access five journal reports from the Make Journal Entry window Reports drop-
down list: entries entered today, last month, last fiscal quarter, this fiscal year to
date, and all entries.

See totals for the Debit and Credit columns to see if the transaction is in balance.

EE General Journal Entry Ask a help question | Ask |l = How Do 17§ _ |EI|1|
&Erevious I*Next @Prin;. . | %{Find % Histary Journial IE—#Reverse | Reports -
Shov  Entries Entered Today
Date Entry Mo, v i
D |29;09;2003 @ 2 | ¥ Adtofil Mema  yat Lo Rl
Account Debit Credit VAT VAT Amount [Mema Harne Last Fiscal Quarter
This Fiscal Year to Date
Al Entries
[ 1 ]
Taotals 0.00 0,00 |
List of Selected General Journal Entries:  |all ﬂ
Date Entry. Mo, Account Memo DebitfCrediti+-)
[30/09/2003 [COMP4 Computer Equipment: Comput| COMP4 depreciation -31.98
[30/09/2003 |Op Bal Depr |Computer Equipment: Comput| Depreciation from asset pool -101.,39
01/09/2003 |C-depR Computer Equipment: Comput|Reverse of GIE C-dep -- Dep 31,98
[31/08/2003 [COMP4 depriComputer Equipment: Comput|COMP4 depreciation -31.98
[31/08/2003 |Op Bal Depr |Computer Equipment: Comput| Depreciation from asset pool -101.,39
[29/08/2003 |C-dep Computer Equipment: Comput|Dep, Exp:Comp -31.98
[31/07/2003 [COMP4 depriComputer Equipment: Comput|COMP4 depreciation -31.98
[31/07/2003 |Op Bal Depr |Computer Equipment: Comput| Depreciation from asset pool -101.,39
[30/06/2003 [COMP4 depr|Computer Equipment: Comput|COMP4 depreciation -31.98
[30/06/2003 |Op Bal Depr |Computer Equipment: Comput| Depreciation from asset pool -101.,39 LI
Hide List of Entries | Save & Close Save & New Clear |
Did vou know that vou can drop ship items on & purchase order o customers and vendors?

Make sure you provide the client with the journal entries and have the client record
the entries in the original data file. Otherwise, you may be repeating entries each time
you prepare a financial statement and the client will not have accurate information.

To create a general journal report:

1

2
3
4

From the Reports menu, choose Accountant & Taxes.
Choose Journal.
Click Modify Report, then click Filters.

In the Filter list, select Transaction Type, and then select Journal from the
Transaction Type drop-down list.
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5 Click OK.

QuickBooks displays all general journal entries for the specified period of time.

Il Journal sk 2 help question [ask]] ¥ How Do 17 [ _TO[ ]
Modify Report... Memarise, .. | Print. . | Excel... Hide Header ‘ Expand Refresh
Dates | Custam | From [o1f07/2003 | | To [Rojosiz00s B
1:08 PM Port Meadow IT Solutions Limited
H33 Journal
July through September 2003
Trans no + Type @ Date % Hum « Hame <+ Memo E Account @ Debit % Credit E
264 General Journal 30/08/2003 Op Bal Depr Depreciation Computer Equip (D 10138 ;I
Depreciation Computers Deprec 101.38
Depreciation Office Furniture (O 2250
Depreciation Office Furniture De. 2250
12388 123889
274 General Journal 31072003 COMP4 deprn COMP4 depre. Computer Equip (D 388
COMP4 depre. Computers Deprec 3188
31496 31858
275 General Journal 31/08/2003 COMP4 deprn COMP4 depre. Computer Equip (D 388
COMP4 depre. Computers Deprec 3188
31496 31858
276 General Journal 30/08/2003 COMP4 COMP4 depre. Computer Equip (D 388
COMP4 depre. Computers Deprec 3188
31496 31858
454 General Journal 28/08/2003 C-dep Dep. ExprComp Computer Equip (D 388
Dep. ExpeComp Computers Deprec 3188
31496 31858
457 General Journal 01082003 C-depR Reverse of G Computer Equip (D 3188
3 Dep. Exp:Comp  Computers Deprec 3198 4
31496 314958 —I
TOTAL 531.57 531.57
Bl

General ledger

If you maintain copies of your clients’ data disks, you may not need to print a general
ledger.

However, after making the journal entries, you can print a general ledger. From the
Reports menu, choose Accountant & Taxes, and then General Ledger. You can
customise the dates and print a report for the entire financial year, or any other period.

It General Ledger Ask a help question [Ask [l = How Do 17§ _TO0[ %]
Modify Report... Pri Excel... Hide Header
Dates [Custom | From [01/07j2003 | To [30/09/2005 | B8] s0rt By [Defauk =]
1:21 PM Fort Meadow IT Solutions Limited
3110303 General Ledger
Accrual Basis As of September 30, 2003
% Type @ Date + Hum_« Hame k3 Memo % Split % Debit % Credit % Balance @
Irvvoice 28082003 276 Immunoccing Lid Royal Mail .. Accourts Re.. 2553 -85.87 ;I
Irvvoice 29/08/2003 279 Kate Hurley DHL delivery...  Accourts Re.. 1000 -95.87
Total Reimbursed Delivery charges oo 35453 -85.87
Reimbursed Expenses - Other 0.00
Total Reimbursed Expenszes - Other 0.00
Total Reimbursed Expenses oo 21454 -g33.82
Materials 12,090.00
Bill 28072003 9354 Kaley's Kat Konce...  Annual web...  Accourts Pa... 250,00 12,340.00 _|
Bill 291072003 193837 Immunoccine Lid Computer 5v...  Accourts Pa... 720000 18,540.00
Bill 11/08/2003 Infokded Link Annusl web...  Accourts Pa... 250,00 18,790.00
Bill 16/03/2003 194213 Hate Hurley Computer 5v...  Accourts Pa... 900,00 20,690.00
Eill 2408/2003 9720 Alice Walter & Co Anrual web... Accourts Pa... 250,00 20,840.00
Total Materials §,850.00 0no 20,540.00 LI
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Reconciliations

For your client files, you may want to have a hard copy of the QuickBooks bank
reconciliations, along with the client’s last bank statement.

If your client does the reconciliation, simply print the last reconciliation report by
selecting Reconcile from the Banking menu, choosing the account to reconcile, and
clicking the Print Last Report button.

If you are using QuickBooks Accountant (and your client is using the same version)
you have several reports available to help you find discrepancies when you reconcile
an account in your client’s data file:

m  Reconcile Discrepancy - lists transactions that have changed since you last
reconciled an account.

m  Reconciliation Detail - lists all the transactions that were cleared in a given
reconciliation period. (120 reports can be saved per reconciled account.)

m  Reconciliation Summary - lists the overall totals for cheques/payments and
deposits/credits for a reconciliation period. (120 reports can be saved per
reconciled account.)

gl Reconciliation Summary Ask a help question | Ask  # How Do I? I _ |EI| XI
Modify Report... Memarise. .. | Print... | Excel... | Hide Header | Collapse | Refresh I
1:28 PM Port Meadow IT Solutions Limited
310303 Reconciliation Summary
Current Account, Period Ending 31/08/2003
+ As of Sep 30,2003 -«
Beginning Balance 28 960 .62

Cleared Transactions
Cheques and Payments - 16 items  -22 57542

Deposits and Credits - 5 items 25 457 B1
Total Cleared Tr: i 2490919
Cleared Balance 31,869.81

Uncleared Transactions
Cheques and Payments - T items -2248813

Deposits and Credits - 1 item 5,000.00
Total Uncleared Tr: il 1748813
Register Balance as of 31/08/2003 14,381.68

Hew Transactions
Cheques and Payments - 14 items -972362

Deposits and Credits - 3 items 14,759.99
Total Hew Transactions 5,036 37
Ending Balance » 19,418.05 4

If you are reconciling the account for the client and need reconciliation instructions,
search the onscreen Help index for reconciling.
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Determining concentration of credit risk

The following reports can help you prepare full-disclosure financial statements or
advise your clients of potential business risks given their current operations.

Checking for dominant customers

When preparing financial statements, or sometimes for discussions with the client,
you may need to determine if there is a significant concentration of credit risk (or if
one customer forms more than 10% of the client’s business). You can determine this
by creating a sales by customer summary report.

To create a sales by customer summary report:

1 From the Reports menu, choose Sales.
2 Choose Sales By Customer Summary.
3 Click the Modify Report button.
4 Change the date range to match the period covered in the financial statements.
5 For Other Columns, select “% of Column.”
6 Click OK.
Etsolesby Costomer summery [Tl e) kg MI=ES
Modify Report... Memorise... | Prink... | Excel... Hide Header | Collapse | Refreshl
Dates | ~| From [01/07/2005 8| 7o [30/09/2005 8| Columns [Total only -
2:58 PM Port Meadow IT Solutions Limited
310303 Sales by Customer Summary
Accrual Basis July through September 2003
+ July through Sep 2003 - % of Column £
Alice Walter & Co » 225847 4 4.8%
Bentley Management College 1.817.09 3.9%
George & Danver Cafe 58,730.24 18.6%
GeoValue Ltd 545417 11.6%
Hertford Health Clinic 118584 25%
Immunoccine Ltd 16,035.41 34.2%
InfoMed Link 494555 10.5%
Kaley's Kat Koncerns 5,053.83 10.8%
Kate Hurley 1,035.00 22%
Litons Real Estate 421 67 0.8%
TOTAL 46,950.27 100.0%

Another useful report is a sales journal arranged by customer, listing each unpaid
invoice and unapplied credit memo. When you combine the sales journal with the
cash receipts journal, you'll have information on all sales during a specified period.
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To create a sales journal:

1 From the Reports menu, choose Customers and Receivables.

2 Choose Open Invoices.
R 5 belp question [Ask ] & How Do 12 - T ]

Modify Report. .. Memarise. .. | Print Excel... Hide Header Refresh Callection Services I
Dates [Custom | s of [0jo9/2005 B|sort By [Defauie =
01PM Port Meadow IT Solutions Limited
310303 Open Invoices
As of September 30, 2003
- Type ¢ Date < Mum ¢ P.O.no ¢ Terms ¢ DueDate + Class < Ageing « Open Balance o
Alice Walter & Co
» Inviice 260852003 275 Met 30 27i08/2003 3 243265 4

Total Alice YWaltter & Co 243265
Bentley Management College

Inviice 29/08/2003 278 Met 30 291 0/2003 1,018.683
Total Bertley Management College 1,018.83
George & Danver Cafe

Inviice 260852003 274 Met 30 27i08/2003 3 6,438.51

Inviice 280802003 277 Met 30 291 0/2003 3,892.03
Total George & Danwver Cafe 10,430.54
Immunoccine Ltd

Inviice 260852003 276 Met 30 27i08/2003 3 8,140.07

Credit Memo 15/08/2003  276CR 151 02003 -a8.75
Total Immunoccine Lid 8,081.32
Kaley's Kat Koncerns

Inviice 31072003 270 Met 30 30/M8/2003 e 5835825
Total Haley's Kat Honcerns 593825
Kate Hurley

Inviice 29/08/2003 279 Met 30 291 0/2003 1,229.64
Total Hate Hurley 1,229.64
Litons Real Estate

Invaice 28/08/2003 280 Met 50 291 0/2003 435 46
Total Liton= Real Estate 435 46

TOTAL 29,626.69

If you prefer to see sales information for each item (that is, each service provided or
each product sold), you can generate an item summary or item detail report.

To create an item summary or item detail report:

1 From the Reports menu, choose Sales.

2 Choose Sales by Item Summary or Sales by Item Detail.

il Sales by Item Summary

Ask a help question | Ask | + How Do 17 8 _ |0 X

Wadify Report. .. Hide Header ‘ Collapse
Dates [Custom “r| From [50/03jz005 H| To [01j07/2005 8| Columps [Total onky =] 5ort By [Default |
3:05 PR Port Meadow IT Solutions Limited
0303 Sales by Item Summary
Accrual Basis March 30 through July 1, 2003
March 30 through July 1, 2003
o Oty o Amount o %ofSales o AvgPrice o COGS o Aug COGS o Gross Ma... - Gross Ma... «
Parts -~
RESELL
Computers & 4 528000 12.7% 1,035.00
RAID IDE 2 5,048.50 7% 2,524.25
Total RESELL 13,328.50 20.4%
Total Parts 13,328.50 20.4%
Service
CONSULT
Backup 175 §75.00 1.3% 5000
Heuval 23 91665 1,19585 1.8% 5000
Install 17.75 85750 1.4% 5000
Train 3916667 2,350.00 3.6% 60,00
Total COHSULT 530835 81% =
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You can create a report that displays total sales for each customer:job, so you can
determine if a single customer dominates.

To see sales for each customer:
1 From the Reports menu, choose Custom Summary Report.

2 In the Display rows field, select Customer.
3 Click Filters.
4

Select Name in the Filter list, and then select “All customers/jobs” from the Name
drop-down list.

5 Click OK.
Fm—'l Custom Summary Report Ask a help question | Askll = How Do 17§ _ O] x|
Madify Report. .. Memorise... | Print... | Excel... Hide Header ‘ Collapse Refresh
Dates | ~| From [o1/07/z005 | To [s0j05/2005 | columns [Totalony 5o

3:09 PM Port Meadow IT Solutions Limited

0303 Custom Summary Report

Accrual Basis July through September 2003

< Juby through September 2003 =
Alice Walter & Co » 187017 4
Bentley Management College 1,682.42
George & Danver Cafe 7.580.06
GeoValue Ltd 4,743.50
Hertford Health Clinic 1,195.84
Immunoccine Ltd 512442
InfoMed Link 4,549.30
Kaley's Kat Koncerns 3,064 66
Kate Hurley 136.50
LD's Used Autoparts -5087
Litons Real Estate 33387
Surface Media Ltd -138.57
TOTAL 33.991.20

Checking the ageing of accounts receivable

Use the ageings for A/R to determine if there should be an allowance for doubtful

accounts, or even adjustments to accounts. From the A/R ageing summary report, you
can determine whether your client runs the risk of having to write off a large bad debt,
and you can recommend that the client not extend further credit to a risky customer.

To create a customer ageing report:
1 From the Reports menu, choose Customers and Receivables.
2 Choose A/R Ageing Summary.
T R 1+ el question [AskI] = How Do 17 | - TO[ X]

Modify Report... Mematise. .. | Print. .. | Excel... Hide Header ‘ Callapse Refreshl Collection Services |

Dates ICustom leD,I’DQ,I’ZDDS E Interval (days) |30 Through {days past due) |90 Sart EyIDeFauIt j
33 PM Port Meadow IT Solutions Limited
310303 AR Ageing Summary

As of September 30, 2003
<+ Current + 1-30 <+ 3M1-60 - 61-90 - =90 < TOTAL =

Alice Walter & Co » 000 4 243265 o.oo o.00 000 243265
Bentley Management College 101883 0.00 o000 0.00 0.00 101883
George & Danver Cafe 399203 643851 o.oo o.00 000 1043054
Immunoccine Ltd -5875 814007 o.oo o.00 000 808132
Kaley's Kat Koncerns o.oa 0oo 583525 o.00 000 583525
Kate Hurley 1,229 64 000 o.oo o.00 ooo 122964
Litons Real Estate 495 46 0.00 .00 0.00 0.00 495 46
TOTAL 6677.21 17,041.23 5938.25 0.00 0.00 29,626.69
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Displaying customer information

You can print a customer list which shows the details held on each customer, sorted
in the same order as the Customer:Job List.

To display customer information:
1 Display the Customer list by choosing Customer:Job List from the Lists menu.

2 Trom the File menu, choose Print List.

If you want to determine the area your client serves, you can print mailing labels for
customers—sorted by post code and printed on blank paper—by following these steps:

To display customer geographical information:

From the File menu, choose Print Forms, and then choose Mailing Labels.
From the Name drop-down list, select “All customers/jobs.”

From the “Sort mailing labels by” drop-down list, select Post Code.

Click OK.

a b 0N =

Click Print in the Print Labels window.

QuickBooks prints customer name and address information, sorted by post code.

Checking for dominant suppliers

This report displays the total purchases from each supplier, so you can determine if
your client is dependent on one or more suppliers.

Vi1 Custom Summary Report sk a help question | Askll # How Do 12 B _ O] x|
Madify Report. .. Memorise. .. | Print. .. | Excel... Hide Header ‘ Expand
Dates [Custom | From [otj07jz003 E| To [30/05/2005 8| Columns [ttem detai x| sort By [Defaul Ea
324 PM Port Meadow IT Solutions Limited
0303 Custom Summary Report
Accrual Basis July through September 2003
Computers
» (RESELL} ¢ Total RESELL - TotalParts ¢ HoMem o TOTAL  +
B2B Telecom 3 000 4 000 000 195417 9547
Computer Warehouse -5,100.00 -5,100.00 -5,100.00 580.53 -5,680.53
PC Planet 0.00 000 000 2T ES A2TES
Premier Office Equi 0.00 0.00 0.00 -252.34 25234
TOTAL -$,100.00 -8,100.00 -8,100.00 1,155.69 -9,256.69

To display sales by supplier information:

1 From the Reports menu, choose Custom Summary Report.
2 In the Display Rows By field, select Supplier.

3 Click the Filters tab.
a4

Select “Name” in the Filter scroll box, and select “Selected names” in the Name
drop-down list.

1

In the dialog box, select all essential suppliers (those from whom your client
purchases goods, and that are necessary for the continued operation of the
business).
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6 Click OK.

7 To determine if your client is dependent on a supplier for a key item, you can
choose “Item detail” from the Columns drop-down list in the Customise Report
window to have QuickBooks display purchases by supplier for each item.

8 Click OK in the Modify Report window.

Checking the ageing of accounts payable

Use the ageings for A/P to highlight disputed amounts (which may need to be
adjusted) or possible duplicated entries.

This report tells you if your client is behind on paying bills. Given this information,
you can (as appropriate) make financial recommendations to help them pay off
overdue bills.

To create a supplier ageing report:
1 From the Reports menu, choose Suppliers & Payables.

2 Choose A/P Ageing Summary.
FET'I A/P Ageing Summary sk a help question |Ask = How Do 17§ _ T0O0] x|

Madify Report... Memorise. .. | Print... | Excel... Hide Header | Collapse Refresh

Dates |Cu5t0rn ﬂ I30,l’09p’2003 E Interval {days) |30 Through {days past due) IQD Sork By |Default ﬂ
3:26 PM Port Meadow IT Solutions Limited
10303 AIP Ageing Summary

As of September 30, 2003
oCurrent  1-30 ¢ 3M-60 © 61-90 o >90 o TOTAL o

B2B Telecom P TIAs A 000 0.00 000 o000 79.45
Computer Warehouse 1,325.41 000 0.00 onon 000 132541
GHET Lid 85.00 000 0.00 000 o000 85.00
Morten Kringlebach & Assoc 0.00 000 0.00 onon 171.84 171.84
Premier Office Equipment 120.00 000 0.00 onon 0.00 120.00
Site Direct 29375 000 0.00 000 o000 29375
Southeast Electric 343.72 0.00 0.00 000 _ 000 _34372
TOTAL 2,247.33 0.00 0.00 0.00 1784 24947

Displaying supplier information

You can print the Supplier list which shows the details held and balances for each
supplier.

To display supplier information:
1 From the Lists menu, choose Supplier List.

2 TFrom the File menu, choose Print List.

If you want to determine whether your client is dependent on a particular
geographical area for supplies, you can print mailing labels for suppliers, sorted by
post code and printed on blank paper.

To display supplier geographical information:
1 From the File menu, choose Print Forms.
2 Choose Mailing Labels.
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From the Name drop-down list, select “All suppliers.”

3
4 From the “Sort mailing labels by” drop-down list, select Post Code.
5 Click OK.

6

Click Print in the Print Labels window.

QuickBooks prints supplier name and address information, sorted by post code.
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Daily tasks

Backing up company data

Encourage your clients to back up their QuickBooks company file daily or at the end
of each QuickBooks session. Backup copies are important insurance against data loss.

The QuickBooks Back Up command compresses company data into a compact file that
has the same filename as the company data, but with the extension QBB, rather than
QBW. (For example, Acme.QBW contains the company data, while Acme.QBB
contains the compressed company data.)

To make a backup copy of the company data:

1 Open the file you want to back up by choosing Open Company from the File
menu.

QuickBooks displays this window.

Open company 2=l

Look i Ia QuickBooks Accountant j - & EB-

Backup

Components

Grangeworth Premier Kitchens Ltd - Images
Port Meadow IT Solutions - Images
QuickBooks Letters

Grangeworth Kitchens Basic Lkd, QBW
Grangeworth Premier Kitchens Lbd, QBW

Paort Meadow IT Solutions. QEW

File name: IPort tMeadow IT Solutions. OBW j Open I

Files of type: I QuickBooks Files [~ 0BW,." QBA) Cancel

Help

ik

[~ Open file in multi-user mode
i

2 Select the company you want to back up, and click Open.
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3 From the File menu, choose Back Up.

In the “File name” field, QuickBooks displays the company you have open.

QuickBooks Backup Ask a help quesEiEn Askl ¥ How Do I?| ll

Back Up Company File I Schedule a Backup I

Current Cormpany:

#~»  ‘ou are about to make a backup of your QuickBooks company file,
Use Restore ko retrieve your backup,
=]
Filename:  Port Meadow IT Solutions, QEW

Location:  C:YProgram Files\Intuit\QuickBooks Premier - Accountant Edition,

Back Up Current Company:

Select a backup option, IF backing up to a 3.5-inch disk or other
i_:"j removable storage, put the disk in the drive before clicking Back Up.

Filename: |P0rt Meadow IT Solutions, JBE

Lacation: |C:'|,Pr0gram Files\Intuit\QuickBooks. ., Browse |

) FREE triall Online backup copies your files to an Tell Me Mare |
" Online: offsite data center for protection against loss, —

Back Up Options:
Selecting either option will increase time,

I™ Werify data integrity Set Defaults. . |

™ Format each floppy disk during backup

1] 4 | Cancel | Help

4 In the “Backup Current Company” section, type in the name of the backup copy,
and select the drive and folder where you want to save it. This can be on the hard
drive, floppy drive or CD-ROM drive. If you are backing up to floppy disk, you also
have the option to tick “Format each floppy disk during backup”.

5 If required, tick Verify Data Integrity.
6 Click Back Up.

If you are backing up to a 3.5-inch disk and the data doesn’t fit on a single disk,
QuickBooks prompts you when it’s time to put in another disk.

If you are backing up to a location that already contains a file with the same name,
QuickBooks asks, “This file already exists. Do you want to replace it?” If you click Yes,
QuickBooks asks you to confirm again with “Are you sure you want to delete the
already existing file (drive, directory, filename.qbb)?” The options are Yes or No:

m If you choose Yes, QuickBooks overwrites the existing backup file.

m If you choose No, QuickBooks returns to the Back Up Company File window so
you can enter a different name.
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Automatic and scheduled backups

Encourage clients to use the automatic backup features, which creates a backup in the
QuickBooks Autobackup folder. In addition, clients can schedule backups.

For example, they can choose to back up every time they close the company file (or at
an interval that is more appropriate for their usage level), then schedule a weekly
backup that is stored offsite.

To set automatic and scheduled backups:
1 From the File menu, choose Backup.

2 Click the Schedule a Backup tab.

3 For automatic backup when closing the file, type in the frequency, for example 1
for every time.

To schedule a backup, click New.

Type a description for the scheduled backup.

4

5

6 Browse for a location.

7 Select the start time, day and frequency.
8

You can set a password and specified user if required..

Schedule a Backup x|

Enter a description of the backup task you want to schedule,

r— Backup:

Description

Location I\":'l,Archive'l, Brawse... |

™ Mumber of backups to keep |3

— Select the time and day you want to back up this data file:

StartTime |g4 - :|3g - IpM -
Run this task every I 1 w| weekson:
™ Monday ™ wednesday v Friday

™ Tuesday [~ Thursday ™ saturday

™ sunday Set Password, .. |

1] 4 Cancel | Help |
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9 Click OK.
QuickBooks displays your scheduled backup details in the lower part of the
window.
e I -+ - elp question [Ask || How Do 12 X

Back Up Company File I Schedule a Backup I

Automatic backup:

[V automatically back up when closing data file every |1 times

‘four file will be backed up to the Autobackup Folder located in your QuickBooks
program directory,

Schedule backup:

Click Mew to schedule a regular backup of your data file even while vou are away
from your computer,

Description Backup Location Status Mext Backup
Weekly Backup il Archive) Mew 1172003 =
=]
Edit... | Delete |
1] 4 Cancel | Help |

10 Click OK.

See “Restoring company data” on page 201 for instructions on how to restore a backup
copy.

As needed tasks

Condensing data to reduce file size

The QuickBooks Condense Data command reduces the size of the company file by
summarising transactions dated on or before a date that you specify. After QuickBooks
summarises the transactions (in a General Journal entry), you can have it delete items
from the company lists that you haven’t used.

When you condense data, QuickBooks automatically creates an archive copy
(ArchiveCopyMMDDYYYYourCompanyFileName.qbw) of your company date file
before the condense/removal process begins. This archive snapshot is intended as a
safeguard in the event that the condense process is interrupted and to provide a
reference for past periods. You should not use the archive copy for active data entry.
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Notes on using Condense Data

m  You can’t “uncondense” data after QuickBooks condenses it. Before condensing
the data, QuickBooks requires you to make a backup copy. You can select a
directory other than the default if you don’t want to overwrite this “uncon-
densed” backup with subsequent backups.

m  The time QuickBooks requires to condense the data depends on the computer’s
speed and memory, the size of the company file, and other factors. It can take from
a few minutes to a few hours.

m  While QuickBooks is condensing the data, you can’t use other applications.
Therefore, you may want to select Condense Data when you can leave the
computer running for an extended, uninterrupted period of time, such as over-
night.

m  QuickBooks will not condense stock transactions.

m  The condensing process may stay at a certain percentage of completion for a long
time. If you notice activity occurring on the hard drive (that is, you can hear the
hard drive or can see the light flashing), let the process continue.

m  On average, condensing a QuickBooks data file will reduce its size by a maximum
of 30%.

When you condense data, QuickBooks first creates general journal entries in each
account for the total amount of the transactions being deleted. It then deletes the
transactions. So, keep the following in mind when condensing data:

m  After the data is condensed, you can no longer generate cash-basis or transaction
detail reports for the period of time that was condensed, because the transactions
are no longer in the data file.

m  You can still run summary reports (for example, profit and loss and balance sheet
reports) for prior periods in the condensed data. This means that you'll still be able
to run comparative financial reports covering periods that have been condensed.

Transactions not deleted by Condense Data

Important: If you are not familiar with Condense Data, please read this section care-
tully so you understand exactly which transactions Condense Data will not condense
before you attempt to condense the data file.

m Transactions with an open balance. These include partially paid or unpaid
invoices, undeposited payments, unpaid bills, or unused credit memos.

m Transactions linked to a transaction with an open balance, e.g. an undeposited
customer payment that you applied to an invoice. QuickBooks doesn’t delete the
invoice or the undeposited payment. Although the invoice is paid, QuickBooks
doesn’t delete the invoice because it has a link to an open transaction (the unde-
posited payment).

m Transactions not marked as cleared. These include any unreconciled transactions
in a bank, credit card, asset, liability, or equity account.
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m Transactions marked “To be printed.” These include any invoices, bills, credit
memos, sales receipts, or cheques for which you selected the “To be printed” tick
box. From the File menu, choose Print Forms to find these transactions.

Running Condense Data

To condense data:

1 Before running Condense Data, run several reports, such as Profit & Loss, Balance
Sheet, and transaction reports.

This lets you compare figures before and after you condense the data.
2 Trom the Window menu, choose Close All.

3 TFrom the File menu, choose Archive and Condense Data.

Archive & Condense Data x|

Choose a Condense Option

Archive & Condense Data creates an archive copy of your company file For your
records after which it removes old transactions to reduce the size of your company

' Condense transactions as of a specific date
This option removes closed transactions on or before the specified date and enters
monthly summary journal entries For them, All open transactions on or before the

specified date are retained, All transactions after the specified date are also
retained.

Remove closed transactions on or before |31,|’05,|’2003 E

(o Remove ALL transactions

This option removes all transactions From your company file, Al of your lists,
preferences and service subscriptions will be retained,

Erew | MNext | Beqin Condense | Help | Cancel |

4 In the “Remove closed transactions on or before” field, enter the ending date of
the time period for which you want QuickBooks to summarise transactions and
click Next.

Archive & Condense Data x|

Select Additional Criteria for Removing Transactions

Even if an old transaction is closed, QuickBooks will not remove it if it has one or more
of the following attributes, By checking one or more of the following options, you can
improve the effectiveness of condense,

™ Remove uncleared {unreconciled) bank and credit card transactions.:

™ Remove transactions marked 'To be printed',
™ Remove transactions containing unbiled (unreimbursed) costs.

# I Remove tax transactions that are not et filed,

Prev | MNext Beqin Condense Help Cancel
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5 Select the tick box for each additional criterion you wish to apply, and then click
Next.

Archive & Condense Data x|

Select Unused List ltems To Remove

After condense removes transactions, there may be list items that are no longer
used, Choose the unused list items you want QuickBooks to remove,

™ Unused invaice items
w“d ™ Unused customers I 'Done' To Do notes
W ™ Unused suppliers

[ Unused other names

Prev | MNext | Beqin Condense | Help | Cancel |

6 Select the tick box for each list item that you want QuickBooks to remove after it
condenses the data, and then click Next.

Archive & Condense Data x|

Proceed with Condense?

Depending on the size of your data file, the condense process can take
several minutes or even several hours.

od L QuickBooks will perform the Following operations during the condense process:

w@‘ - Close all open windows in QuickBooks,
- Backup your data file, {Backing up to a fresh set of disks or alternate hard drive
s‘s@e" is recommended),

- Yerify the integrity of your data,

@dﬂg r - Create an archive copy of your company,
?‘3‘# - Remove transactions From your company file,

Click Begin Condense to proceed,

Prev | [k Help Cancel

7 Click Begin Condense to continue.

QuickBooks may display several warning messages, cautioning you that if you
condense data, you'll lose certain YTD payroll information. You can click OK or
Cancel.

8 Click OK when QuickBooks displays a message that a backup must be made.

9 Accept the default location for the backup or select another, and click Save.

QuickBooks condenses the data after finishing the backup.
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Keeping QuickBooks up to date
Intuit sometimes provides updates to QuickBooks that are available for downloading
from the Internet. These updates might contain any of the following:

® A maintenance release for an existing version of QuickBooks which Intuit creates
when a problem is discovered and fixed after the version has been distributed to
customers.

m A new feature.
m A new service.

m Timely information relevant to you and your clients.

You can receive these updates by downloading them from our Web site into your
QuickBooks software, or by ordering an update on CD-ROM from Intuit.

Note: New versions of QuickBooks are not available for downloading.

To check your release number:
1 Open QuickBooks.

2 Press Ctrl-1.

Requirements for downloading updates

To download an update to QuickBooks 2003, you need the following:

® A modem (baud rate of at least 28.8 recommended), or other means of connecting
to the Internet.

m  Access to the Internet.

The first time you use a QuickBooks Internet feature (such as when you update
QuickBooks), you will need to run through a short, one-time setup program. In this
setup program, you indicate which Internet Service Provider you will be using with the
Internet features in QuickBooks.

Choosing an update method

QuickBooks offers two methods for obtaining updates from the Internet: Automatic
updating and immediate updating. You can use these methods concurrently.

There are some special considerations when downloading and installing QuickBooks
updates when multiple users access the same company file. For more information, see
“Downloading updates with multi-user QuickBooks” on page 199.
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Updating QuickBooks automatically

Using this method, updates of your choice are automatically downloaded from the
Intuit server to your computer. QuickBooks periodically checks the Intuit server for
new updates, and downloads the information gradually at times when your open
Internet connection is not being used by another process or application.

Some of the advantages of this method include the following:

m  You can download updates without interrupting a QuickBooks session or other
tasks you perform with your computer.

m  You can download updates whether or not QuickBooks is running (as long as your
computer is connected to the Internet).

m  You can disconnect from the Internet at any time. When you reconnect to the
Internet, QuickBooks resumes downloading at the point it was previously halted.

To set up for automatic updating:

1 From the File menu, choose Update QuickBooks.
2 Click Options.

3 For the Automatic Update option, click ON.

a4

Select the updates you want to download by clicking the tick box next to the
update name. (A tick mark means the update is selected.)

5 Click Save.

Updating QuickBooks immediately

Using this method, you decide when to go online and download an update from the
Intuit server to your computer. You can use this method at any time—even when your
computer is set up to download updates automatically.

Once QuickBooks downloads an update, the program installs the necessary files to the
correct directories or folders on your computer. When the update includes a
maintenance release (or patch), you must exit QuickBooks so that the new
information can be installed and applied to the QuickBooks program.

The time it takes to download an update using this method varies depending on the
speed of your Internet connection, the size of the update file(s), and the amount of
traffic on the Internet.

To perform an immediate update:
1 From the File menu, choose Update QuickBooks.
2 Click Update.

3 Select the updates you want to download by clicking the tick box next to the
update name. (A tick mark means the update is selected.)

4 Click Get Updates.
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Once the download process is complete, QuickBooks displays the date and time of the
download in the Last Checked column. In the File Received column, QuickBooks
displays the status of the download. Click the text in the Files Received column for
additional details about the download.

Downloading updates with multi-user QuickBooks

In most cases, you will not need to change the location to which QuickBooks updates
are downloaded. However, if you want all users in a multi-user environment to share
all downloaded updates, you will want to change the location so that all users can
access the updates. To share QuickBooks updates in a multi-user environment, users
must access the same directory to which updates are downloaded. The procedure
below assumes the following:

m  All of the computers are properly networked.

m  Fach computer is configured to share files across the network.

Each user in your multi-user environment must complete the following procedure to
enable the sharing of downloaded updates.

To change the download location:
Open the shared company file.

From the File menu, choose Update QuickBooks.

Click Options.

In the Options windows, click ON for the Share Download option.
Click Save.
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After everyone has completed these steps, users can update their copies of QuickBooks
and downloaded information will apply to each user’s copy of QuickBooks.

Installing updates downloaded from the Internet

In most cases, QuickBooks installs updates once it downloads them from the Intuit
server to your computer. However, maintenance releases (and some other updates)
require you to exit QuickBooks before the new information goes into effect. When this
is the case, QuickBooks displays a message when you exit QuickBooks asking if you
want to install the update upon leaving the program. If you choose Yes, QuickBooks
closes and installs the update. If you choose No, QuickBooks will close without
installing the update.

Using a sample data file to update QuickBooks

If you do not have a company file available, but want to update QuickBooks, you can
use one of the sample data files included with QuickBooks.
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To update using a sample data file:
1 From the File menu, choose Open Company

2 In the Open a Company window, navigate to the folder where you installed
QuickBooks.

For QuickBooks Pro/Accountant, select the file “Grangeworth Premier Kitchens
Ltd.gbw”

For QuickBooks Regular, select the file “Port Meadow IT Solutions.qbw” or
“Grangeworth Kitchens Basic Ltd.qbw".

3 Click Open.

4 Once the chosen sample data file is open, from the File menu, choose Update
QuickBooks.

5 Click Update.
6 Select the updates you want to download and then click Get Updates.

Obtaining updates without Internet access

The fastest and easiest way for you and your clients to obtain updates is to download
them from the Update QuickBooks window in QuickBooks, or from the Internet at
www.quickbooks.co.uk.

If your clients do not have Internet access, please instruct them to call Intuit Direct
Sales to request the release on CD-ROM. (To find the telephone number, from the
Help menu, choose Phone Directory.) Only the registered QuickBooks user can order
an update CD-ROM. Please do not order updates for your clients.

Getting payroll updates

If you have a valid subscription to QuickBooks Payroll Service, you can get payroll
updates from the Internet.

For instructions on how to get payroll updates, search the onscreen Help index for tax
tables.

Reinstalling QuickBooks

You may need to reinstall QuickBooks if you have hard disk or other equipment
problems, or if you suspect that the QuickBooks program file has been damaged.

To reinstall QuickBooks:
1 Insert the QuickBooks CD-ROM in your CD-ROM drive.

The installation program starts automatically and detects that QuickBooks is
already installed.

2 Trom the CD screen window, choose Reinstall QuickBooks.
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3 When prompted, you must enter your original Installation Key Code.

If you are re-installing to a new computer, you will need to repeat the registration
procedure. Make sure you have the original registration number to hand.

Note: If you have installed a maintenance release for QuickBooks and you later
reinstall, QuickBooks will prompt you to reinstall the maintenance release.

For more information on how to install maintenance releases, see
“Keeping QuickBooks up to date” on page 197.

Restoring company data

If the working data is damaged, the hard disk has malfunctioned, or you need to put
the data on another computer, you will want to restore the data.

To restore company data:
1 From the File menu, choose Restore.

If a company is already open, QuickBooks tells you that it must close the current
file in order to restore a file. Choose OK to restore the data file or Cancel if you do
not want to continue restoring the data file.

QuickBooks displays a window where you can choose the file you want to restore
(the latest automatic backup file is shown in the illustration).

Restore Company Backup ﬂ

et Company Backup From:

.” If you are restaring from a 3.5-inch disk or other removable storage
= — ' media, put the disk in the drive before clicking Restare,

Mamne: |ABU_1_P0rt Meadow IT Solutions Jan 15,2003 04 36 PM.GEE

Lacation: |C:'|,Pr0gram Files\Intuit\QuickBooks Premier - Accountant Editiontaut, .,

i| Click Change to select a backup filename and location to restore
From.

— Restore Company Backup To:

L]
\) ﬂ Select the location and name ko restore your company ko,

Iame: |P0rt Meadow IT Solutions, JEW

Lacation: |C:'|,Pr0gram Files\Intuit\QuickBooks Premier - Accountant Edition’,

Change | Click Change to select a filename and location ko restore your
= backup file to.

Restore | Cancel | Help |

2 If you are restoring from a 3.5-inch disk or CD-R, make sure the correct disk or CD
is in the drive.

3 In the “Get Company Backup from” section, enter the name and location of the
backup file you want to restore . Or, click Change to navigate to the correct
location and file.

4 In the “Restore Company Backup To” section, enter a name for the restored file
and the drive and folder to which you want to restore the file.

5 Click Restore.

6 If the filename already exists, QuickBooks prompts you for confirmation.
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m If you click Yes, QuickBooks overwrites the existing file on the hard disk.

m If you click No, QuickBooks returns to the Restore Company Backup window
so you can enter a different filename.

Year-end procedures

QuickBooks is one of the few accounting programs that does not require you to close
the books. By not requiring you to close the books, QuickBooks offers two main
advantages:

m  Detail. You always have easy access to last year’s data, including all the details of
every transaction.

m  Reporting. You can create comparison reports to compare this year with last year.

This section describes the year-end procedures for QuickBooks. QuickBooks makes
some automatic adjustments to the books at year end, and although you don’t have
to close the books, you can protect last year’s transactions from accidental change by
using a password.

If the data file is getting large and you want to reduce its size, you can condense the
data. See “Condensing data to reduce file size” on page 193 for more information.

Important: All year-end activities (like processing payroll year end) should be com-
pleted before you condense the data file for the year.

QuickBooks automatic year-end adjustments

QuickBooks performs these year-end adjustments, based on the month you enter as
the start of your financial year (in the Company Info window, under the File menu):

m  QuickBooks automatically adjusts the income and expense accounts at year-end
to zero them out. Therefore, you start the new financial year with a zero net
income.

m  QuickBooks automatically creates an adjusting entry with the net income (the
income minus the expenses for the year), posting it to a Retained Earnings account
which is created by QuickBooks.

Suppose, for example, that the net profit for the year was £12,000. A balance sheet on
the last day of the financial year would show a net income of £12,000 in the equity
section of the balance sheet.

At the beginning of the new financial year, QuickBooks increases the Retained
Earnings equity account by the previous year’s net income (£12,000 in this example)
and decreases the net income by £12,000, leaving a net income of zero for the first day
of the new financial year.

202



CHAPTER 8

Making year-end accounting entries

Every business has its own bookkeeping procedures and practices. These are
suggestions for year-end tasks to perform.

To make year-end entries:

1 Reconcile the bank accounts against the bank statements up to the final month of

the accounting year. (For example, if you are on a calendar year, you would use
December 2003.)

Reconciling ensures that you have recorded every cheque, deposit, and other
charge and that the records agree with the bank’s.

2 Make adjusting entries as necessary for year-end accruals, adjustments, correc-
tions, or distribution of earnings.

3 Print financial reports and detailed transaction reports as desired.

Safeguarding last year’s data

Make two backups of the company file at year-end, labelled with the year. Keep one
onsite; keep the other offsite for added security

Freeze the past year’s transactions with a password after all adjustments have been
made. You'll be able to view the earlier transactions as you normally do, but
QuickBooks will ask for the password if you try to change them.

To protect last year’'s data from accidental change:
1 TFrom the Edit menu, select Preferences.

2 In the Preferences window, select Accounting.
3 Click on Company Preferences .

QuickBooks displays the Company Preferences tab:

Preferences Ak, é"HéIp question Askl ¥ How Do I?| ll
E@ = My Preferences I Company Preferences I 0K |

AR Account Mumbers Multicurrency Cancel |

L. ki
™ Use mulkicurrency e |
é I shiow lowest subaccount onky Hame currency I j
Banking Default |

™ Wse Foreign prices on items
i Require accounts e

ol ] Foreign item I j Also See:
[V Use class tracking Currency
Deskkay
Wigw P [ Prompt ko assign classes General
¥ Use audit trail Payroll and
Employees
Finance [ Automatically assign general journal entry number
Charge Closing Date

Date through which books are closed

General I @

Password to edit transaction on or before date

¢>i above.
&
Integrated Set Password, .. |

ApplicationsLI

4 In the Closing Date section, enter the date.
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5 Click Set Password.
QuickBooks displays the Set Closing Date Password dialog box:

Set Closing Date Password x|

The closing date password will be required For:
- Creating, entering or editing transactions on ot before the closing date,

Password: I
Confirm Password: I

0K | Cancel |

6 Type the required password in the first field, and again in the second field, then
click OK.

7 Click OK to close the Preferences window.

To grant access to transactions entered before the closing date:
1 From the Company menu, choose Set Up Users.

2 In the User List window, select the name of the user and click Edit User.
3 Click Next until the Changing or Deleting Transactions screen appears.
4

Select Yes in response to the question, “Should this user also have the ability to
change or delete transactions that were recorded before the closing date?”

Set up user password and access: Ali ll

Changing or Deleting Transactions Fage 9of 10

.
Qg‘\\; Do you want this user ko have the ability to change or delete
‘5,.5-:\:. transactions in the areas they have access to?

x

*

% ves
" No

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

Prev | MNext | Einish | Help | Cancel |

To view changes made since the closing date (Accountant only):

From the Reports menu, choose Accountant & Taxes, then Closing Date Exception

Report.
Vil Closing Date Exception Report Ask a help question | nskl ¥ How Do I?7

Modify Report... Memarise.., ‘ Prin... ‘ Excel... Hide Header Refresh

5:24PM Port Meadow IT Solutions Limited

i3 Closing Date Exception Report
Books Closed As of September 30, 2003

Trans no + _Type < Enteredil ast Modified + Last modified by «+ Date @ Hame + Hum_ ¢ Account + _Debit_ + Credit ¢ WAT Amount
Current Transaction

45 Chegue 16172003 15:42:33 Admin 23M09/2003  Post Office CASH  Petty Cash s5.20 000
Post Office Postage and Del... 520 000

-

|
= |
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Producing yearly tax forms at Payroll Year End

Here’s how to use QuickBooks to generate yearly tax forms, which you can file online
if you have signed up for online filing with Inland Revenue:

m P11 Working Sheet: This is on the Employees and Payroll menu, and provide the
information needed to fill in the end-of-year company forms for Inland Revenue.

m  Print reports for self-assessment tax information: QuickBooks includes an
income tax summary and an income tax detail report (in the Accountant & Taxes
section of the Reports menu); these reports list amounts for each tax line asso-
ciated with a QuickBooks account for the Self-Assessment Tax Return, if selected
in the Company Information window.

m  Process Payroll Year End: QuickBooks guides you through all the stages necessary
to process Payroll Year End. You can print copies of your P60 end-of-year
employee forms and P35. Follow these steps:

-]
o

process Payroll Year End:
From the Employees menu, choose Process Payroll Year End.

Choose the employees you want to process.
Click Review P14/P60 Data.

Click Print P14/P60 Forms.

Click Review P35 Data.

Click Checklist & Declaration.

Click Print P35 Form.

0O N O G b WN =

Click File Online, if you have signed up with Inland Revenue.

205



Periodic tasks

206



CHAPTER 9 Diagnosing and
fixing common
client errors

Troubleshooting is part of the job 208
A cash-basis balance sheet shows a balance for A/R or A/P 209

Liabilities shown on the payroll liabilities report don’t match the payroll
liabilities shown on the client’s balance sheet 210

Amounts shown on the stock valuation report don’t match the amounts
shown for stock on the balance sheet 211

Some of the A/R and A/P reports don’t match the amounts shown on the
balance sheet 211

Retained earnings have changed from last year 212
Why is there a balance remaining in Opening Balance Equity? 213
How can a client track customer advances as a liability? 214

Client’s opening balance sheet has changed from when the company was
originally set up 215

What to do about “Fatal Error” messages 216

207



Diagnosing and fixing common client errors

Troubleshooting is part of the job

As an accountant, a large portion of your time is probably spent diagnosing and fixing
client errors. Some of the errors are easy to spot and fix, while others involve dedicated
investigative work and time-consuming solutions. This chapter describes some typical
and not-so-typical client errors and how to handle them.

The problems discussed in this chapter are:

Client has a cash-basis balance sheet that shows a balance for A/R or A/P.
Client’s balance sheet is “out of balance”—assets don’t equal liabilities and equity.

The payroll liabilities by item report doesn’t match the payroll liabilities shown on
the client’s balance sheet.

The stock valuation report doesn’t match the amounts shown for stock on the
balance sheet.

Some of the A/R and A/P reports don’t match the amounts shown on the balance
sheet.

Retained earnings have changed from last year.
Why is there a balance remaining in Opening Balance Equity?
How do I handle a customer advance as a liability?

Client’s opening balance sheet has changed from when he or she originally set up
the company.

What to do about “Fatal error messages”.
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A cash-basis balance sheet shows a balance
for A/R or A/P

This means that the client has assigned a payable or a receivable to a balance sheet
account, rather than to an expense or income account.

Often, this occurs on a purchase that is both a liability (payable) and a fixed asset. For
example, if your client enters a bill for a computer system and posts it to a fixed asset
account, it never gets posted as an expense and, therefore, the client’s payables aren’t
reduced.

To find bills that have been assigned to a balance sheet account:
1 Create an unpaid bills report.

From the Reports menu, choose Suppliers & Payables, and then Unpaid Bills
Detail.

2 Set the date range to the end of the year, or to match the period you're trying to
analyse.

If the client assigned one of the unpaid bills to a balance sheet account, it will still
be in payables. When you find the bill, you can go back and assign it correctly
(debit the Accounts Payable account and credit the Fixed Asset account).

To find receivables that have been posted incorrectly:
1 Create an open invoices report.

From the Reports menu, choose Customers & Receivables, and then Open
Invoices.

2 Set the date range as of the end of the year.

3 Lookat the items that appear on the invoices, and see if any of these were directed
to balance sheet accounts.
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Liabilities shown on the payroll liabilities report
don’t match the payroll liabilities shown on the
client’s balance sheet

In this situation, it's somewhat difficult to find the problem, because the payroll
liabilities report breaks out payroll liabilities for each payroll item (such as NIC-
company, NIC-employee). The balance sheet, in comparison, groups the liabilities
into one amount. If you add up payroll liabilities by item to get a total, it often does
not match the amount for payroll liabilities shown on the balance sheet.

Sometimes the problem is caused by clients paying their payroll liabilities the “old
way”—they just write a cheque for what they owe, rather than going through the
Employees menu (Pay Payroll Liabilities). This makes the liabilities shown on the
report huge, as if they’ve never paid taxes. (QuickBooks thinks it’s a normal cheque,
not a liability cheque.) Payroll also doesn’t know when you’ve made a journal entry,
so that can be an additional source of figures that don’t match.

QuickBooks adds just one account for all payroll expenses and one account for all
payroll liabilities. If you want to see payroll amounts broken out on the balance sheet,
just as they are in payroll reports (where QuickBooks itemises each payroll expense
and liability), you can add payroll liability and payroll expense subaccounts.

In the chart of accounts, create a separate subaccount under Payroll Liabilities for each
type of liability (PAYE, NIC, and so on). Then create a separate subaccount under
Payroll Expenses for each type of expense (salary, holiday pay, SSP, SMP, and so on).
Display the Payroll Item list and, item by item, assign each payroll item to the
appropriate Payroll Liabilities subaccount or Payroll Expenses subaccount.
QuickBooks makes these changes for you retroactively.
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Amounts shown on the stock valuation report
don’'t match the amounts shown for stock on
the balance sheet

If the total for Asset Value on the stock valuation summary does not match the
amount shown for Stock Asset on the balance sheet, there are two possible reasons:

m  Someone made a journal entry in the Stock Asset account. QuickBooks doesn'’t
pick up the entry, because an adjustment made through the general journal does
not affect the stock item.

m If the client has made an stock item inactive, but it still has a value, that could
account for the discrepancy. (The client may have inadvertently made the wrong
item inactive.)

You can create a stock take worksheet and compare it to the valuation report. (The
stock take worksheet shows all items, so even if an item is now inactive, it should
still show up.) Check to see whether something is on the stock take worksheet that
doesn’t show up in the valuation report.

Some of the A/R and A/P reports don’t match
the amounts shown on the balance sheet

A common question asked by CPAs and other QuickBooks users is, “Why is it that
some of the A/R and A/P reports don't tie to the general ledger?” For example, the
receivables listed on a client’s balance sheet might be £9,266.30, but the total for the
open invoices report (an A/R report listing all customers and outstanding invoices) for
that same date might be £995.

When the figures on an A/R or A/P report don’t agree with the balance sheet, check
the Customise settings for the report. In this example, where the open invoices report
doesn’t match the receivables on the balance sheet, you just need to fix the open
balance/ageing setting. When you have the open invoices report displayed, click
Customise. The Open Balance/Ageing field has two choices: Current (the default) and
As of Report Date. Change the setting to “As of Report Date.”

1 From the Reports menu, choose Customers & Receivables and then choose Open

Invoices.
2 Click Modify Report.
3 Click the Advanced button on the Display tab.
4 Change the Open Balance/Aging field to Report Date.
5 Click OK.

It’s important to note that some of the A/R and A/P reports (such as the ageing reports)
do tie to the general ledger, without report customisation.
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Retained earnings have changed from last

year

Retained earnings are profits from earlier accounting periods that have not been
distributed to the company’s owners. At the end of your financial year, QuickBooks
computes your profit (or loss), and transfers it into an equity account named Retained
Earnings.

If, prior to the end of your client’s financial year, the profit differed from the amount
QuickBooks transferred into Retained Earnings, that means your client inadvertently
changed a prior-year transaction. (They may have added a new transaction to that year
or changed an existing one.) This is easy enough to do: when people begin a new year,
it may take a while before they remember to type the correct year on transactions.

To prevent this in the future, you may want to restrict access to the transactions of
prior accounting periods. By requiring permission to delete, add, or edit any
transaction before a chosen date, you can discourage accidental or casual changes to
“closed” periods, but still make corrections when necessary.

You can grant this access when setting up a user in the “Set up user password and
access” wizard. If you’d like to allow a user access to “closed” periods, grant them the
permission to change or delete transactions recorded before the closing date.

To grant access to prior period transactions:
1 From the Company menu, choose Set Up Users, and then click Add User.
2 Atthe Changing or Deleting Transactions window of the wizard, answer Yes to the

question, “Should this user also have the ability to change or delete transactions
that were recorded before the closing date?”.

For more information about using the “Set up user password and access” wizard to set
up new users, search the onscreen Help index for users, adding.
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Why is there a balance remaining in Opening
Balance Equity?

QuickBooks automatically creates the Opening Bal Equity account when you enter the
opening balance of your first balance sheet account. As you enter the opening
balances for all your balance sheet accounts, QuickBooks records the amounts in
Opening Bal Equity. This ensures that you get a correct balance sheet for the
QuickBooks company, even before you've entered all the company's assets and
liabilities.

If, after your client has entered balances for company assets, liabilities, and equity,
there is a balance remaining in Opening Bal Equity, it could mean that the client has
not set up opening balances completely.

If the client has set up opening balances completely, and there is a balance remaining
in the Opening Bal Equity account, the client may have clicked the Done button
before a procedure was actually completed. For example, suppose the client was
reconciling a credit card account, and clicked Done when there was still an amount
displayed for Difference (the Difference should be zero before clicking Done).
QuickBooks transfers that remaining amount to Opening Bal Equity. If you display the
register for the Opening Bal Equity account, the Memo field should say something like
“balance adjustment.”

If the problem is a bank reconciliation adjustment, and the client has no idea where
the problem is, first verify that the year-end bank balance is correct. If so, the best
solution is to print the entire cheque register from the beginning of the year. Sit down
with the bank statements, highlight every transaction on both, see which ones are
different, and fix them. Then you can delete the balance adjustments in the Opening
Bal Equity account.
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How can a client track customer advances as
a liability?

When your client has customers who pay in advance for a service not yet received,
that is a liability to your client’s company. QuickBooks documentation recommends
that you receive the payment but do not apply it to an invoice (creating a negative
receivable). Here is an alternative method if you want to track the advance as a
liability.

Create a current liability account called Customer Deposits. Then create a service item
called Cust Deposit; assign it to the Customer Deposits liability account. When your
client receives an advance from a customer, create a cash sale that shows one item—
the Cust Deposit item.

For example, suppose you receive a £5,000 advance on a project. You have no invoice
to apply it to yet. Create a cash sale, and use the item Cust Deposit (assigned to the
Customer Deposits liability account). When you record the cash sale, QuickBooks
debits the cash or Undeposited Funds account and credits the liability account.

Suppose the final invoice is for £25,000 for consulting income. They’ve already given
you £5,000, so use the Cust Deposit item and enter —-5000 (minus 5000) as the amount
for the item. This makes the accounts receivable balance £20,000.

How to keep track of who paid deposits:

1 Create a transaction detail by account report (this report shows every account and
every transaction).

From the Reports menu, choose Accountant & Taxes and then Transaction Detail
by Account.

Click Modify Report.
From the Total By drop-down list, choose Customer.
Click the Filters tab.

From the Filter list, choose Account.
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From the Account drop-down list, choose Selected accounts, and then choose the
Customer Deposits liability account.

7 Click OK.

Now the report shows the inflows and outflows by customer, so you can tell who
has used up a deposit and who hasn’t. The report shows a balance of zero for a
customer after you've used up the deposit.
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Client’s opening balance sheet has changed
from when the company was originally set up

Here’s a common mistake made by clients when they’re ready to set up their own
QuickBooks companies. They get the figures from their accountant (on a balance
sheet, for example) but, instead of entering opening balances as of the last day of the
prior period, they enter opening balances as of the first day of the period. For example,
they’ll enter 01/01/2007 as the opening balance date, rather than 31/12/2006.

They then start entering transactions dated that same day (01/01/2007), and that
makes it even more difficult to isolate the opening balances.

To fix this, go into the registers and change the dates of the opening balance entries.

If you enter opening balances dated the last day of the previous period (31/12/2006),
those are the only transactions with that date in the register. If you have any problems
with opening balances, they're easy to find and fix.
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What to do about “Fatal Error” messages

From time to time, an unexpected “Fatal Error” message may appear when using
QuickBooks. This can usually be cured by using the QuickBooks Verify and Rebuild
procedures on your company data file.

To verify and rebuild a QuickBooks data file:

1

From the Window menu, choose Close All.

This closes all QuickBooks windows. You must do this for Verify and Rebuild to
work.

From the File menu, choose Utilities and then Verify Data.

QuickBooks verifies your data file and indicates whether any problems were
found. Even if not, you should carry out a rebuild.

From the File menu, choose Utilities and then Rebuild Data.

QuickBooks warns you that a backup must be made before the rebuild (it does this
automatically) and reminds you not to overwrite any existing backups.

Click OK in the information box.
QuickBooks displays the Back Up Company File dialog box.

Specify a backup filename and location (not the ones you normally use), then click
Save.

QuickBooks rebuilds your data file. This may take a minute or two, depending on
file size.

When QuickBooks confirms that the rebuild is complete, click OK in the infor-
mation box.

You should now be able to use your data file and back it up normally. If so, delete the
backup made by the rebuild. If not, and the problem persists, contact QuickBooks
Technical Support.
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Sample QuickBooks reports 218
Profit & Loss Standard 218
Balance Sheet Summary 219
Cash Flow Forecast 219
Pay VAT (via Suppliers menu) 220
A/P Ageing Summary 220
Trial Balance 221
Adjusted Trial Balance 222
General Ledger 223
Journal 224
Statutory Payments Report 225
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Sample QuickBooks reports

The following illustrations represent only some of the many preset reports available
in QuickBooks. To preview other QuickBooks reports, from the Reports menu, choose
Report Finder.

Profit & Loss Standard
Wi Profit & Loss Ask a help question | Ask [l + How Do 17 |8 _ [0 -l

Modify Report... Memarise... | Print... | E-mail | Expotk. .. Hide Header | Collapse
Dates > | From | @ To | @ Columns  [Total only =
10:18 PM Port Meadow IT Solutions Limited
22001204 Profit & Loss
Accrual Basis All Transactions
+  Sep 30,2003 «
Ordinary Income/Expense ﬂ
Income
Uncategorised Income (2002-03) » 14313.00 4
Web 358 21082
Database 2417495
Hetwork 5,887 .49
Consulting 5,397 .52
Tech Support 1119918
Resold Hware & S/ware 21 50550
Travel Charge 124943
Reimbursed Expenses
Commission on reimbursed exp 107 .26
Reimbursed Hardware 307 65
Reimbursed Software 130,00
Reimbursed Consumables 13674
Reimbursed Travel 34.80
Reimbursed Delivery charges G§5.87
Total Reimbursed Expenses §22.32
Total Income 126 463 .24
Cost of Goods Sold
Materials 19,790.00
Subcontractors 70875
Total COGS 204958.75
Gross Profit 105 964 .49
Expense
Bank Service Charges 138.78
Books and Publications il 84
Depreciation Expense
Computers Depreciation 765 .24
Office Furniture Depreciation 135.00
Total Depreciation Expense 90324 ﬂ
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Balance Sheet Summary

il Summary Balance Sheet _ O] =]

mail | Export. ..

Hide Header | Collapse

Dates *| Asoaf |22,|'Dl,|’2004 B| Columns |Total only ﬂ Sork By |DeFauIt ﬂ
10:20 PM Port Meadow IT Solutions Limited
2mind Summary Balance Sheet
Accrual Basis As of January 22, 2004

< Jan 22, 2004 +
ASSETS
Fixed Assets [ 207343 4
Other Assets 5,000.00
Current Assets
Other Current Assets Ta0o
Accounts Receivable 3280153
Current/Savings 32953.03
Total Current Assets 5552962
Current Liabilities
Accounts Payable 58433
Credit Cards T14.21
Other Current Liabilities 654714
Total Current Liabilities G 44568
HET CURRENT ASSETS 57,483.94

TOTAL ASSETS LESS CURRENT LIABILITIES £4,757 37
HET ASSETS 6475737
Equity 64,757 37

Cash Flow Forecast

Wi Cash Flow Forecast Ask a help question | Ask | = How Do

e Hide Header Refresh
~| From [z0j0zjz00z 8| 1o [ejoaizo0s E|  periods [wesk  v| Delay Receipts [0
10:18 AM Port Meadow IT Solutions Limited
3103103 Cash Flow Forecast

March 30 through April 26, 2003
+ Acents Receivable «  Accnts Payable +  Bank Accnts @ Het Inflows +  Proj Balance B

Beginning Balance 0.0a 0.o0 5113 5113
Week of Mar 30, 2003 p 0.00 4000 1697816 16975816 16,927.03
Week of Apr 6, 2003 upali] 000 432376 432376 21 ,230.79
Week of Apr 13,2003 000 000 -Ten02 -718.02 2053277
Week of Apr 20, 2003  0.00 0.00 936.99 93699 21 069 .36
Mar 30 - Apr 26, 2003 0.00 0.00 2112049 21,120.49

Ending Balance 21,069.36 21,069.36
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Pay VAT (via Suppliers menu)

*. Pay ¥AT
Value Added Tax Return
Registration Mumber Matme
B 1234 56 Port Meadow IT Solutions Limited
Reporting Period Due Date
From : 1-7-2003 To: 30-9-2003 15-10-2003

WAT due in this period on sales and other outputs - 11231.28
WAT due in this period on acguistions from ather EC membker states - 0.00
- 11231.28

2631.M
- ad0.2y

- B4 7T
19611.32

Total VAT due (the sum of boxes 1 and 2)

AT reclaimed in this period on purchases and other inputs

Total value of sales and all other outputs excluding any WAT

Total walue of purchazes and all other inputs excluding any YAT

Total value of all supplies of goods and related services to other EC Member States 0.00
Taotal value of all acouistions of goods and relsted services to other EC Member States 0.00
Print Dane Help |
=
A/P Ageing Summary
Wi AP Ageing Summary Ask a help question | Ask + How Do 12 8 _ [O0f x

Modify Report... Memarise. .. | Print... | Excel... Hide Header | Collapse

Dates ICustom ﬂ |15,|'ID,|’2003 E Interval (days) ISD Through {daws past due) IQD Sork By |DeFauIt ﬂ
10:27 AWM Port Meadow IT Solutions Limited
0303

A/P Ageing Summary
As of October 15, 2003
+Current « 1-30 <« 3-60 « 61-90 - =90 - TOTAL =

B2B Telecomn » 000 4 7945 000 0.00 0.00 7945
Computer Warehouse 1,069.25 25616 000 0.00 000 1 3254
GHET Ltd 0.0a §3.00 000 0.00 0.00 §5.00
Premier Office Equipment 120000 000 000 0.00 0.00 120.00
Site Direct 29373 0.0a 000 0.00 0.00 29375
Southeast Electric 0.00 34372 000 0.00 o.ag 34372
TOTAL 1,483.00 764.33 0.00 0.00 000 224733
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Trial Balance

| Wi Trial Balance sk a help question |Askll =+ How Do 17§ _ (O]

Modify Report... Memarise... | Print... | E-mail | Export. .. Hide Header | Collapse Refresh

¥ | asof [3171212003 @ Sort By |Default

| |

10:23 PM Port Meadow IT Solutions Limited

2210104

Accrual Basis

Trial Balance
As of December 31, 2003

Current Account

Petty Cash

Business Reserve

Accounts Receivable

Undeposited Funds

Employee Advances

Computer Equipment:Computer Equip {Cost)

Computer Equipment:Comp Equip {Depr:

Office Furniture:0ffice Furniture {Cost)

Office Furniture:0ffice Furniture {Depreciation)

Research and Development

Accounts Payable

Company Card

Payroll Liabilities:Income Tax

=:Hl Employee

ies:Hl Company

s:5tudent Loans

Paytoll Liabilities: Tax Credit

YAT Control

Start up Capital

Opening Bal Equity

Retained Earnings

BACS

Weh

Database

Hetwork

Consulting

Tech Support

Resold Hiware & S/ware

Travel Charge
zed Exp isgion on rei
sed Exp

Reimbursed Expenses:Reimbursed Software
sed Exp Reimbursed Consumables

zed exp
Reimbursed Hardware

Dec 31, 2003
Debit < Credit <
P 1451505 4
36.59
12 587 .06
32,901 .59
5811.03
75.00
4/00.00
3,201.57
1,350.00
E75.00
5,000.00
5433
7141
1,126.10
55876
G59.62
0.00
a0.39
4,563 .55
20,000.00
3,620.54
14 566 .60
0.00
35210082
24174.95
5,887.49
5,397 52
11,199.18
21 B05.50
1,249.43
107 .26
30765
130.00
156.74
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Adjusted Trial Balance

I[=] 3

il | Export Hide Header | Collapse
> | asof [31j12)2003 @ Sort By |Default ]|
8:47 AM Port Meadow IT Solutions Limited
2310104 Adjusted Trial Balance
Accrual Basis As of December 31, 2003
+ Debit + Credit <+ Debit < Credit + Debit < Credit
Current Account b 1451805 4 14,518.05
Petty Cash 36.89 36.89
Business Reserve 12 5587 .06 12 5587 .06
Accounts Receivable 32901 59 32901 59
Undeposited Funds 5,811.03 5,811.03
Employee Advances 75.00 75.00
Comp Equi t p Equip (Cost) 4,500.00 4,500.00
Comp Equi it: p Equip (Depreciation) 3,201 .57 3,201 .57
Office Furniture:Office Furniture (Cost) 1,350.00 1,350.00
Office Furniture:0ffice Furniture (Depreciation) E75.00 E75.00
Research and Development 5,000.00 5,000.00
Accounts Payable 85433 1:5.00 869.33
Company Card 714 714
Loan Payable 15.00 15.00
Payroll Lial s Income Tax 112610 112610
Payroll Liabilities:Hl Employee 55876 55876
Payroll Lial =:Hl Company 8962 8962
Payroll Lial %:Student Loans 0.00 0.00
Payroll Liabilities:Tax Credit 90.59 90.59
VAT Control 4,563.55 4,563.55
Start up Capital 20,000.00 20,000.00
Opening Bal Equity 362054 362054
Retained Earnings 14 566 .60 14 566 .60
BACS .00 .00
Web 3521082 3521082
Database 2417495 2417495
Hetwork 5,657 .49 5,657 .49
Consulting 5,397 .52 5,397 .52
Tech Support 1119916 1119916
Resold Hware & S/ware 21 605 .50 21 605 .50
Travel Charge 1,249.43 1,249.43
il sed Exp on reimbursed exp 107 26 107 26
sed Exp sed Hardware 307 65 307 65
sed Exp sed e 130.00 130.00
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General Ledger

i General Ledger sk a help question | Ask [ + How Do 128 _ [0 -l

Modify Report... arise. .. i Hide Header | Expand
Dates | This Month-to-date x| From Jo1/03/2003 @ To [31/03/2003 @ Sort By |Default =]
10:31 AWM Port Meadow IT Solutions Limited
3033 General Ledger
Accrual Basis As of March 31, 2003
< Type +  Date <+ Hum + Hame < Memo < Split B Debit +  Credit <+ Balance B
Current Account 0.00 -
3 Chegue 23032003 1333 Mohiles 4 U Chegue writ...  -SPLIT- 2143 5113 4
Deposit 310352003 Account Op... Opening Bal E. . 2386342 2381229
Checue 032003 1334 Cornell, Laredans -SPLIT- 2.281.33 21 53096
Chegue F03005 0 1335 Sarhene, Mefia -SPLIT- 259924 2093172
Chenue FM032003 1336 Stroup, George _SPLIT- 2 08633 18,565.39
Chegue FMM032003 1337 Mewew, Helene -SPLIT- 396.00 15,469.39
Total Current Account 23863542 5,394 .03 15,469.39
Petty Cash 0.00
Deposit 310352003 Account Op... Opening Bal E. . 139.91 139.01
Total Petty Cash 13851 0.00 138.91
Business Reserve 0.00
Deposit 310352003 Account Op... Opening Bal E. . 2 557 .06 2 587 .06
Total Buziness Reserve 258706 .00 258706
Accounts Receivable 0.00
Irvoice 032003 Bertley Manageme...  Opening bal...  -SPLIT- 396563 396563
Invoice F10352003 Infokded Link Opening bal...  -SPLIT- 220665 5,172.25
Invoice 032003 Walker's Recordin...  Opening bal...  -SPLIT- 1,791 .88 T 96416
Invoice 310352003 Mindmeld Internet K...  Opening bal...  -5PLIT- 1,633.25 959741
Invvoice 0302003 GeoValue Lid Opening bal...  -SPLIT- 282575 1252316
Invoice 310352003 Surface Media Lid Dpening bal...  -SPLIT- 1,680.25 14203541
Invaice 310352003 LO's Uszed Autopartz Opening bal...  -SPLIT- 99575 1520218
Irvoice 032003 Alice Walter & Co Opening kal...  -SPLIT- 1,674.38 16,576.24
Invoice 310352003 Liton=s Real Estate Opening bal...  -5PLIT- 546.25 1752279
Total Accounts Receivable 1752279 .00 17 52279
Undeposited Funds 0.00
Total Undeposited Funds 0.00
Employee Advances 0.00
Total Emplovee Advances 0.0a
j
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Journal
I Journal sk a help question |Ask |+ How Do 17§ _ (O] X
Modify Repart. .. Memgrise. .. Hide Header Refresh |
Dates [Custom B 1o [12j04/z003 |
10:36 AM Port Meadow IT Solutions Limited
#3103 Journal
April 6 - 12, 2003
Trans no = Type £ Date + Hum_ + Hame + Memo <« Account £ Debit +  Credit «
» 12 Chegue 100042003 Dir Dbt Sunrise Insurance Current Account 10012 4
Sunrise Insurance Emplayer's Liskility 33.56
Sunrise Insurance Professional Inde.. 3379
Sunrize Insurance Sickness and aco... T
Sunrize Insurance Total WAT VAT Control 0.00
10012 10012
21 gl 09042003 500727 Maokiles 4 U March ca... Accounts Payahle 6512
habiles 4 U G Stroup...  Mobile 2550
Maobiles 4 L R Cornel.. Mobile 29492
HM Customs & Exc.. Total VAT VAT Cordrol 970
6512 6512
99 Payment 10042003 567 Alice YWalter & Co Undeposited Funds 1,674.35
Alice Walter & Co Accourts Receiv... 1,674 58
1,674.38 167438
104 Payment 12/042003 589 Geoalue Lid Undeposited Funds 2892575
Geovalue Ltd Accounts Receiv... 282575
2892573 282575
133 Bill Pmt -Cheqgue 11042003 1340 Premier Office Equ...  Opening ... Current Accourt 176.25
Premier Office Equ...  Opening ... Accounts Payable 176.25
176.25 176.25
146 Bill 1104/2003 NV 45, Morten Kringlebac... Accounts Payable 3725
‘Walker's Recordin...  Webgra... Subcortractors 270.00
Morten Kringlebac...  Total WAT WAT Control 4725
725 725
TOTAL 5,258.87 5,258.87
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Statutory Payments Report

* Statutory Payments Report !E[E
CZ' Back ':D Faonward Refresh @ Frint

Statutory Payments Report - Port Meadow IT Soluti Limited

Taxvear [2007/2008 x| From B Apr ¥ To[5Jan 7]

ForlAII Statutary Payments j Emplayes |AII employees j
Employee Periods of Sickness
Marne PIW Start Date PIv End Date
Empl P: nt
Mame Fay Date Fayroll tem Weeks Brnount Cale. fmount User Edit?  Remarks
Cornell, Loredana 15122007 ShiP 4 221924 221924

Recovery and Liability Payments

Date Fayroll tem Type Brnount Cale. Armount Uszer Edit?
Statutory Maternity Pay [SMP)
05012002 SMP Recowery Liability Adjustrment 213371 213371
v Payments S ¥
Description Brnount

Statutory Maternity Pay [SMP)
ShP paid to Employees 231924
ShAP recoweny 213871
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Index

A

A/P. See accounts payable
A/R. See accounts receivable
access control. See passwords
account numbers 48
accountant’s review copy 20, 163
accounting done manually 145
accounts
income tax setup 38
maximum number 8
reconciling 182
accounts payable
balance with cash basis accounting 209
converting from Quicken 154
doesn’t match balance sheet 211
reports 71
accounts receivable
balance with cash basis accounting 209
converting from Quicken 153
doesn’t match balance sheet 211
reports 64
accrual basis reports 52
addresses
customers 186
suppliers 187
adjusted trial balance 222
administrator of QuickBooks 160
advance payments 214
ageing
detail (A/P) reports 71
report options 53
suppliers 187
alignment, on printouts 139
applications, integrating 34
ASCII
importing from 27
report printing to 26
audit trail 78

backing up files 190

automatic and scheduled 192
BACS 103

company settings 104

paying employees 107

paying suppliers 108
balance sheet

A/R and A/P don’t match 211

cash basis with A/R or A/P 209

comparative 170

report customisation 63

stock value doesn’t match 211
balances

opening balance equity 213
bank accounts, setting defaults 152
banking reports 76
batch processing, reports 90
bills from suppliers, reports 174
bills from vendors, reports 71
budgets, report options 53

C

cash basis
accounting 113
balance sheet showing A/R or A/P 209
examples of reports 114
reports 52
cash disbursements journal 172
cash flow forecast report, customising 64
cash flows report
customising 64
customizing 64
options 54
cash receipts journal 173
cash sales receipts
by credit/debit card 101
displaying 101
report 173
when to use 101
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checklist, customer setup 145
cheque detail report 76, 172
cheques

missing 76

reports 76
classes, maximum number 8
closing the books 202
columns in reports 57, 58
comparative, balance sheet 170
condensing

data 9, 96, 113

files 193
converting data, Quicken 151
credit card

on customer record 102

receiving payments by 101
credit card purchases report 175
credit memos, applying to invoices 132
credit risk, concentration 183
credits from suppliers 126
custom forms

logos on 140

overview 10
customers

advance payments 214

contact information 81

credits for payment 132

geographical information 186

list of 186

maximum number 8

overpayments 130

phone list 81

reimbursable expenses 127

remote access to files 161

reports 64

sales 185

sales reports 183

setting up 148

D

data. See files
debit card. See credit card
debits and credits 56
deductions, payroll 175
defaults, employee 149
deposit detail report 76
directors’ NI 120
disclosure, reports 183
discounts
from suppliers 126
from vendors 127

earnings basis 117
EasyStep Interview 154
employee defaults 149

employees
maximum number 8
paying by BACS 107
phone list 82
setting up 149
to be paid by BACS 105
withholding 82
e-Payment Solutions 103
paying employees 107
paying suppliers 108
signing up for 103
e-Payments Solutions
setting up 103
equity, opening balances 159
Excel
exporting reports to 25
importing information from 31
expenses
current, adjusting 158
reimbursable 127
uncategorised, adjusting 158
exporting
accountant’s review copy 20
limitations 19
lists 21, 23
reports to a file 26
reports to Microsoft Excel 25
templates 22

F

Fatal Error messages 216
files
backing up 190
condensing 9, 96, 113, 193
rebuilding 216
remote access 161
restoring 201
setting up 154
sharing 159
size factors 9
updating 197
verifying 216
Follow-Me Help 3
form customisation. See custom forms

G

general journal entries
Quicken conversion 153
recurring transactions 179
general ledger 77, 181
generating
list reports 44
reports 43, 44

help, using 3
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IIF (Intuit Interchange Format)
described 28
file headers, described 28
importing data using 27
importing
accountant’s review copy 20
from other programs 27
limitations 19
lists 21
templates 22
transactions 29
income
current, adjusting 158
uncategorised, adjusting 158
income tax
reports 78
setting up for self-assessment 38
income taxes
reports 78
installing
different versions 162
maintenance releases 197
multi-user QuickBooks 160
reinstalling 200
integrating 34
inventory. See stock
invoices
credit to 130, 132
deleting payments against 129
emailing with online payment option 97
overpayments 130
paid, returns on 130
payments applied incorrectly 129
unpaid, returns on 133
voiding 133
items
maximum number 8
reports 81
setting up 146
types 147

J

jobs
reimbursable expenses 127
reports 67
setting up 148

journal report 77

journals
cash disbursements 172
cash receipts 173
purchases 174

L

liabilities, customer advances 214
limitations
importing and exporting 19
number of objects 8
practical 9
technical 8
list reports
customising 57
generating 44
lists
customers and jobs 148
employees 149
exporting 23
items 146
payroll items 149
printing to a file 26
setting up for clients 146
suppliers 149
transferring between files 21
logos on forms 140

maintenance releases, installing 197
manual accounting systems 145
memorised reports
creating groups of 90
maximum number 8
templates 91
memorised transactions
maximum number 8
report 83
reports about 90
methods
payment 8
shipping 8
Microsoft Excel. See Excel
missing cheques 76
multi-user QuickBooks 159

negative numbers, format on reports 60
net pay, calculating 175

networked QuickBooks, adding users 159
ntegrating 34

numbers format on reports 60

o

opening balances
customers 148
equity 213
problems with 215
retained earnings 159
value added tax 121
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other names 8
overpayments 130

P

passwords
closing books with 202
setting up 161
payee names, setting up 118
Paying 123
payment methods, maximum number 8
payments
credit toward 132
credit/debit card 98, 99
deleting 129
in full, recording 99
misapplied 129
overpayments 130
paid online 98
reapplying to invoices 129
receiving 101
undeposited funds 133
payroll
comparing to profit and loss report 176
earnings basis 117
employee defaults, creating 149
net pay, calculating 175
QuickBooks Payroll Service 159
reports 74, 175
tax handling 118
tax tables 159
year-to-date information 116
payroll items
maximum number 8
report 81
setting up 149
payroll liabilities
don’t match balance sheet 210
incorrect amounts 116
paying 118
payroll not matching 210
PDF 26
permissions, assigning to users 161
phone list reports 81, 82
practical limitations 9
printing
logos on forms 140
reports 93
reports to a file 26
troubleshooting 137
prior period transactions
granting access 204, 212
restricting access 203
profit and loss report
comparing to payroll totals 176
customising 61
year-end modifications 171

purchase journal 174
purchase reports 72

Q

QuickBooks Card Solutions 96
QuickBooks e-Payment Solutions 103
QuickBooks Payroll Service 159
Quicken data 151

QuickReports 47, 85

quotes. See estimates

rebuild data 216
receipt for cash sales. See cash sales receipt
reconciling 182
reimbursable expenses 127
reinstalling QuickBooks 200
report customisation
account numbers 48
cash flow forecast reports 54
columns 57
custom reports 54
debit and credit columns 56
fonts and colours 60
list reports 57
summary reports 48
time reports 54
transaction reports 55
which reports to start with 48
Reports
templates 91
reports
accounts payable 71
accounts receivable 64
adjusted trial balance 222
ageing 187
ageing detail (A/P) 71
aging 56
audit trail 78
balance sheet 63, 170
banking 76
batch processing 90
budget 53
budget and forecast 79
cash flow forecast 64
cash receipts 173
cash v. accrual basis 52
cheque detail 172
columns 58
credit card purchases 175
customers 64
deposit detail 76, 173
disclosure 183
exporting to Microsoft Excel 25
finding 43
general journal 179
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generating 43, 44
jobs 67
list reports 47, 81
numbers format 60
payables 71
payroll 74, 175
printing 93
printing problems 137
printing to a file 26
profit and loss 61, 171
project 67
purchases 72
QuickReports 47
sales 66
sales by customer 183
saving in PDF format 26
sorting 58
statement of cash flows 169
statutory payments 225
stock 73
summary 45
suppliers 71
time 67
transaction 46
trial balance 178
types of 48
unpaid bills 174
value added tax 83
restoring data 201
retained earnings
changed from previous year 212
opening balances 159
returns
from customers 130
on unpaid invoices 133
recording 133

S

sales receipts. See cash sales receipts
sales reports
by customer 183
customizing 66
saving
report data 92
saving data 190
saving disk space 96, 113
security of data 203
setting up QuickBooks. See EasyStep Interview
shipping methods 8
sorting, report data 58
spreadsheets
exporting reports to Microsoft Excel 26
report printing to 26
trial balance, printing to 153
statement of cash flows report 169
statutory payments report 225

stock
doesn’t match balance sheet 211
reports 73
summary reports
changing defaults 52
described 45
suppliers
ageing 187
contact information 82
credit 126
discounts from 126
geographical information 187
maximum number 8
paying by BACS 108
phone list 82
purchase reports 186
reports 71
setting up 149
to be paid by BACS 106
types 149
suppliers, determining dominant 186

T

tab-delimited files
exporting lists 23
report printing to 26
tax tables, updating 159
taxes
income 38
payroll 118
year-end tax forms 205
technical limitations 8
templates
employee defaults 149
maximum number 8
memorised reports 91
transferring between files 22
terms report 67
time reports
described 67
for projects 69
to do notes
maximum number 8
report 83
transaction reports
cash basis 113
described 46
history 85
transactions
importing 29
passwords for 203
transferring 21
transferring data. See exporting and importing
trial balance
Quicken conversion 153
report 77, 178
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troubleshooting
client errors 208
fatal error messages 216
printing problems 137

U

uncategorised income and expenses 158
Undeposited Funds account 133
updating files 197

users, adding 159

\"/

value added tax
amount owed at start date 158
entering a VAT-only bill 126
opening balance 121
paying 123
reports 83
upgrading from earlier versions 122
vendors
discounts from 127
lists 187
reports 72
vendors. See suppliers
verify data 216
versions, installing multiple 162
voiding invoices 133

W

withholding report 82
working trial balance 178

Y

year-end

automatic adjustments 202

payroll 205

procedures 202

profit and loss report 171
yearly tax forms 205

P11 205

P35 205

P60 205

Self-Assessment Tax Return 205
year-to-date

payroll information 116

value added tax 121
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