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Welcome to QuickBooks.

QuickBooks is easy-to-use
accounting software designed for
small businesses and to fit your
business needs. QuickBooks gives
you easy access to your financial
information, a way to track
income and expenses, the power
to generate quick reports, and
helps you give maximum customer
satisfaction.

This training guide can stand alone, but it is the second
book of a series. The first is A Beginners’ Guide to
QuickBooks, which teaches users the most common features
of QuickBooks.

If you have worked through the first guide, or have
learned the basics of QuickBooks on your own,
you may now wish to learn how to manage your
company file more efficiently and effectively.

This advanced guide was created to teach you
additional tasks, techniques and features.

In this quide, you'll learn how to:

e Customise QuickBooks to suit your company
activities.

e Add users and turn on multi-user mode.

e Do some advanced tasks using lists.

o Work with VAT.

e Use some advanced stock techniques.
e Record various types of advanced supplier transactions.

e Record various types of advanced customer transactions.

e Take advantage of more advanced report features.

¢ Integrate QuickBooks with Microsoft Excel, Outlook and Word.

e Perform some housekeeping tasks, including backing up,
verifying and restoring a company file, and using reminders
and to-do lists.

Each chapter of this advanced training guide will discuss a
specific area, why it’s important, and how to deal with it in
QuickBooks.

Note: This guide will not tell you how to install or set up QuickBooks. For this basic
information, see the manual and help files that came with your software. Also,
although the information in this guide usually will apply to multiple both Pro and
Premier vesions of QuickBooks, it is aprimarily designed for users of QuickBooks Pro
and all references will be to QuickBooks Pro.



this guide usually will apply to multiple both Pro and Premier vesions of QuickBooks, it is
aprimarily designed for users of QuickBooks Pro and all references will be to QuickBooks Pro.

The sample company

Where possible, you should use your own company file as you work through this advanced
training guide, so that you can apply what you have learned directly to your own business.
Sometimes, however, you will need to use a sample company. For instance, you might want to
practice using certain features without changing your company file.

QuickBooks comes with a sample company called Port Meadow Locksmiths. You will see
examples throughout using this company.

To access the sample company:

1. If you are within a QuickBooks file, click on File in the Menu Bar and select Close
Company (1).

lﬁ Edit View Lists Accountant Comg
Mew Companty...
Cpen or Restore Company, ..
Open Previous Company 4
Save Copy ar Backup...

Close Company

2. The No Company Open window opens. Click Open a sample file (2)

No Company Open

Seleck a company that vou've previously opened and click Open

ample company file pro QBW
kample_company_file_premier, DB

Create a Open ar reskare an :
MEW COMpanTy existing compansy sample File

Sample company file

There are times when this guide urges you to use your own company and start setting up your
actual company file.




Chapter summary
This introductory chapter helped you understand how to:

e Use this guide.
e Use the sample company.







Customising QuickBooks to suit
your company

You may have already noticed that you use some particular
features, processes and reports more than others, or that you find
you have to do a lot of navigating to get to some of your most-
used features. The rest of this chapter discusses some of the more
common ways to tailor QuickBooks® to your style and company
requirements.

There are many ways you can personalise your QuickBooks
company file to make your work easier and more efficient. In this
chapter, you will learn how to personalise the icon bar to customise
QuickBooks, and how to use shortcut keys to get more quickly to
your commonly used features. When you have completed this
chapter, you should know how to:




Customising the Icon bar

Most of the time you will be using the Home Page and the various Centres to navigate through
QuickBooks. The icon bar complements these by giving you one-click access to any aspect of
QuickBooks you frequently use, including lists, activities, registers or reports.

For example, if you frequently call up the same list—such as the Item List —or if you continually
view a specific report—Sales by Customer, for instance—you can make that list or report just
one mouse-click away by adding it to the icon bar.

Let’s add the Item List to the icon bar.

1. First, call up the Item List. From the Menu bar, click Lists and select Item List.
QuickBooks opens the Item List window.

2. Then, from the Menu bar click View and choose Add “Item List” to Icon Bar (1).

Views Lists  Company  WAT  Cusk
Cpen Window Lisk

v Mavigation Bar
v lcon Bar
Customise Icon Bar...
add "Tkem List" to Icon Bar. ..

Re-sart Lisk
Customise Colurnns. ..

Cne wWindow
& Multiple Windows

3. QuickBooks displays the Add Window to Icon Bar dialogue box.

You can select any icon image from the list on the left side of the box (2). The box
displays the default label and description for the Item List, but you can enter your own
label name and description if you like.

5]
B a| Label [1tern oK
&

Descripkion III:em Lisk Cancel

Help

4. Click OK. QuickBooks adds the selected icon and description (3) to the icon bar.

J@c%a"if ¥ & = |E I3

Reminders Search Feedback | Services Pawroll Credit Cards | Ikem

12 |



Making other changes to the icon bar
You can also remove, group and separate icons on the icon bar. To make these changes:
1. From the Menu bar, click on View and select Customise Icon Bar (4).

View Lisks  Company WAT  Cusk
Cpen YWindow Lisk

v Mavigation Bar
v [ron Bar

Cuskormise Icon Bar...

Add “Tkem List" ko Icon Bar, ..

Re-zork List
Cusktomise Columns., .,

Cine Window
® Multiple Windows

2. QuickBooks will display the Customise Icon Bar window, which gives you a number of
options:

Customise Icon Bar ¥ How Do I7 2| x|

— lcon Bar Conkent

«Reminders Add. ..
«5earch
+Feedback, ;
+(space) el >
+5Ervices
«Payroll Delete B
¢ Credit Cards
+Ikem
&dd Separator

[ To reorder the icons within the Icon Bar, click the
diarmond next ko the ikem wou wish ko repaosition
and drag it up of down ko the desired location,

— Display Cptions
% show icons and bext

™ Show jcons only

(1] 4 | Zancel | Help |

e You can choose to add, re-arrange, delete and edit items on the icon bar (5).
e You can add a separator that visibly groups related icons.
e You can choose to have the icons displayed with or without text below them.

You can customise the icon bar to suit the needs of each person working in your company file.




Using keyboard shortcuts

You may be one of those people who prefer using the computer’s mouse as little as possible—or
you may just find it more convenient sometimes to enter a command using the keyboard.

QuickBooks gives you the option of using keyboard shortcuts—that is, key combinations which
send the same commands to QuickBooks as you send when clicking on an icon or a menu item.

By pressing different key combinations on your keyboard, you can quickly perform common tasks
within QuickBooks, such as opening task windows, changing dates and using functions,
commands and lists. Most of the key combinations are set up so that the letter or key you strike
has a hint in it. For instance, to edit fields, the keyboard shortcut is to hold down the Ctrl key and
then strike the E (for Edit) key. This is written as CTRL+E.

Here are just a few of the things that you can do:

« You can open windows.
Examples: To open the Write Cheques window, hold down the Ctrl key and press W.
To open the chart of accounts, use CTRL+A. To record a transaction, use CTRL+Enter. To
open a register, use CTRL+R.

e You can edit pre-filled data.
Examples: To edit a list item, highlight the item and use CTRL+E. Delete a transaction or
list item using CTRL+D.

« You can move around a window.
Examples: To move to the next field in a window, press TAB. To move to the previous
field, press SHIFT+TAB. To use Simple Find, press CTRL+F.

For a complete list of keyboard shortcuts, see the tables on the following pages, or on the last
two pages of the QuickBooks® Getting Started Guide that came with your software.

14



List of Keyboard shortcuts

Note: When asked to use Ctrl or Shift, plus (+) a key, hold down the Ctrl or Shift key and strike
the companion key. When asked to use Alt, strike and release the Alt key then strike the
companion key.

General shortcuts Editing shortcuts

If you want to... Use shortcut ... If you want to... Use shortcut ...
Start QuickBooks without a Ctrl + double-click Edit transaction selected in register Ctrl + E
company file Delete character to right of insertion point  Del
Suppress the desktop windows (at  Alt (while opening) Delete character to left of insertion point Backspace
Open Company window) Delete line from detail area Ctrl + Del
Display information about Ctrl + 1 (one) Insert line in detail area Ctrl + Ins
QuickBooks Cut selected characters Ctrl + X
Cancel Esc Copy selected characters Ctrl + C
Record (when black border around  Enter Paste cut or copied characters Ctrl +V
Save & New, Next or Prev button) Increase cheque or other form number by + (plus key)
Record (always) Ctrl + Enter one
Close active window Ctrl + F4 Decrease cheque or other form number by  — (minus key)
Close program window Esc + F4 one

Undo changes made in field Ctrl + Z

Navigation shortcuts

If you want to move to... Use shortcut ...
Next field Tab

Activity shortcuts
If you want to...

Use shortcut ...

Previous field Shift + Tab Display the account list Ctrl + A
Back and forth (toggle) between Ctrl + O (zero) Write a cheque Ctrl + W
form & navigation bar Copy a transaction in the register Ctrl+ 0O
Report column to the right > (right arrow) Display the Customers & Job list Ctrl +J
Report column to the left <« (left arrow) Delete a cheque, invoice, transaction, or list Ctrl + D
Beginning of current field Home key item
End of current field End key Edit lists or registers Ctrl + E
Line below (in detail area or on v (down arrow) Use QuickFill and Recall {abcj Tab
report) (type first few letters of name and press
Line above A (up arrow_ T.ab, name fllls‘m)
(in detail area or on report) Find a transaction Ctrl + F
Down one screen Page Down key Go to register of transfer account Ctrl + G
Up one screen Page Up key Display Help in context F1
Next word in field Ctrl + » (r. arrow) History of A/R or A/P transaction Ctrl + H
Previous word in field Ctrl + < (1. arrow) Create an Invoice : Ctrl + |
First item on list or previous month  Ctrl + Page Up List (for current field), display Ctrl + L
in register Memorise transaction or report Ctrl + M
Last item on list or next month in Ctrl+ Page Down Display the list of memorised transactions  Ctrl + T
register Create new invoice, bill, cheque or list item Ctrl + N
Paste copied transaction into the register Ctrl + V
Help shortcuts Print an invoice, report, etc. Ctrl + P
If vou want to Ve e e QuickZoom on any report Enter
. — Get a QuickReport on any transaction or list Ctrl + Q
Display Help in context F1 item
ge:eCt next option or topic _ ;‘;’?ﬁ — Show a list item Ctrl+5
gect previous optlc_m or topic ift + Ta Display the register Cul+ R
g;splay selec’éed topic Enter Use a list Item Ctrl + U
OS€ popup - oX S¢ Display the transaction journal Ctrl+Y
Close Help window Esc




Shortcuts for changing dates

When you record a transaction, QuickBooks automatically inserts the current day’s date into
the transaction date field. You can change the date if you want. One way to change the date
is simply to type in the new date. However, akin to keyboard shortcuts for other tasks, there
are some easy shortcuts to make changing the date faster.

For example, with the date field highlighted, press on the + (plus) key to move the displayed
date in a form or report up by one day. The — (minus) key will move the date down by one day.
The M key sets the date to the beginning of the displayed month, while the H key selects the

last date of the month.

Date shortcuts are slightly different than other keyboard shortcuts in two ways. First, for all
but one of them, you do not have to use Ctrl, Shift or Alt keys as long as your cursor is in the
Date field, and second, these shortcuts may be used once or repeatedly. The single
exception is that to get a drop-down calendar from which you can choose a date, press ALT,
then the down arrow (v).

Date shortcuts

more than once, to move...

| once, to change the date to...

+ next day forward one day per keystroke
- previous day back one day per keystroke
[ (open bracket key) one week backward from current date forward one week at a time from current

date per keystroke

] (close bracket key)

one week forward from current date

backward one week at a time from
current date per keystroke

; (semi-colon key)

one month backward from current date

forward one month at a time from current
date per keystroke

' (apostrophe key)

one month forward from current date

backward one month at a time from
current date per keystroke

w (for week)

first day of current week

to first day of previous weeks

k (for week)

last day of current week

to last day of subsequent weeks

m (for month) first day of current month to first day of previous months
h (for month) last day of current month to last day of subsequent months
y (for year) first day of current year to first day of previous years

r (for year)

last day of current year

to last day of subsequent years

t (for today)

today's date

Alt+v

any date, using the drop-down calendar

16



Customising Templates

QuickBooks has a number of different standard templates for designing Invoices, Sales
Receipts, Sales Orders, Credit Notes, Purchase Orders, Estimates and Statements. These
can be completely customised by adding logos and colours, and using custom fonts to reflect
your company’s professional image.

To access the templates list:
1. Click on Lists in the Menu Bar and select Templates (1).

IE Company VAT Customers  Suppliers
Chart of Accounts ZEFlH8
Ikern Lisk
Fixed Asset Ikem List
Price Lewel Lisk
WAT Code Lisk
Payroll Ikem Lisk

Ckher Mames Lisk
Cuskomer & Supplier Profile Lists k
Templates |

Memorised Transackion List Chrl+T

2. The list of templates appears.

Twpe a help question | Ask * HowDoI?| _|0O] x
Finance Chargs
Intuit Delivery Moke Irvoice
Intuit Product Invoice Invaice
Intuit Professional Invoice Invoice
Inkuit Service Invoice Irvaice
Product Invoice Compact Invoice
Product Invoice Modern Imvoice
Product Invoice Rounded Imvoice
Professional Invoice Compact Invaice
Professional Imwoice Madern Irvoice
Professional Imvoice Rounded Irvoice
Service Invaoice Compact Irvoice
Service Inwaice Maodern Irvaice
Service Invoice Rounded Invoice
Credit Mote Compact Credit Moke
Credit Note Modern Credit Moke
Credit Mote Rounded Credit Moke
Sales Receipt Compact Sales Receipt
Sales Receipt Modern Sales Receipt
Sales Receipt Rounded Sales Receipt
Custom Purchase Crder Purchase Crder
Intuit Standard Statement Statement
Stakement Skaternent
Estirnate Cormpact Estimate
Estimate Modern Estimate
Estimate Rounded Estimate
Custom Sales Crder Sales Qrder
Intuit 5.0, Delivery MNoke Sales Order
Intuit 5.0, Pick Lisk Sales Order

Cpen Form [ Includs inactive

Let’s work with the template called Service Invoice Rounded, found in the sample company
data file, and see what the options are for basic and advanced customisation.




Basic Customisation

Double click the template Service Invoice Rounded to open it.

The first thing to note is the new Preview pane (1). As you make changes in the left side of
the screen, you can immediately see their effect on the template, in the Preview pane to the

right.

On the left side are your basic customisation tools (2). These include options for:

e Adding your own logo (3).

o Applying a colour scheme (4).

o Changing fonts for different parts of the template (5).

o Which company information to include in the template (6). Clear the tick marks for
fields you don’t wish to show.

The Additional Customisation (7) and Layout Designer (8) buttons at the bottom of the screen

are for advanced options.

Selecked Template 2

Service Invoice Rounded

| Manage Templates...

- Logo & Fonts
™ Use logo 3

Select Colour Scheme:

IPIease Select,., ¥ 4

Change Fonk For:

itle |
K_ompany Mame
ICompany Address 5
| abels

[1ata

Fubtokals Label
Tokal Label

Selest Logm,..

Apply Colour Scheme

Change Fort. ..

- Company & Transaction Information
¥ Company Mame ¥ Phone Mumber

¥ Company Address ¥ E-mail Address

vl Company YAT Reqistration Number

[V Print Status Skamp

2.0, PAID, PENDING, RECEIVED etc.
N

V| Fax Number [V ‘eb Site Address

Update Information..

6

This controls whether the skatus skamp is printed,

&l x]

rEViEN

Dumcnpton

Print Presview. ..

N

Cancel

(804

—
Help | | 7 dditional Customisation. ..

Layout Desigrer. .. | | 8

18



Advanced Customisation

Because this template is designed to work with Intuit’s pre-printed forms, you will need to
make a copy of it before you can customise the template further.

1. Click on the Additional Customisation button. QuickBooks offers the option to make a
copy.

Locked Template B

P This kemplate is designed Far use with Intuit's preprinted Forms, You can only make limited
‘1-'/" changes toit, IF wou want to make other changes For your own business needs, make a
copy of this template and change that copy.
Remember: Your modified copy may nat work with QuickBooks preprinted Farms.

Click Make a Copy to change the template for your needs. Click Cancel to continue using the

Intuit kennplate.
Cancel |

2. Once you have clicked Make a Copy button, the selected template is loaded. There
are 4 tabs with different options you can select: Header (1), Columns (2), Footer (3)
and Print (4). (Note: the Premier version of QuickBooks has an additional column
titled Prog. Cols for progress invoicing.)

Ticking the Screen box makes the field visible only to you on your screen; a tick in the
Print box prints the field on the paper copy of the invoice (5).

The field titles can be changed in the Title column (6).

— Selecked Template P .
Copy 1 1 [ricely 5 e Roun 3] 4 pmplate is inactive
J Header Columns Fl:u:ntm Print
5 reen  Prink ne Iir
DefautTile | @ |[Tax tnvoice ]
Date [+ v |Tax Dake
Invoice Mumber | 7 [ ]|Invoice Mo,
Irvoice To I [+ IIm-'c.iu:e Ta
Ship To | I |
PO No, & |Fo e
5.0, Mo, [ i |ENTY
Tetms ¥ &~ |ltems
Due Date I [+ |Due Date
REP | i |
Account Mumber | = = [ account Mo,
Ship Date I & |lshipDate
Ship ia T I Nshipvia )y

Let’s look at each of the tabs in turn.

| 19



3. The options in the Header tab, affect the top part of the template (7).

Additional Customisation Bl

Selected Template — Preview
[ Copy of: Service Invoice Rounde Il |

Header I Columns I Fooker l Print I

Screen Print  Title

Default Title: ITax Invoice —
Date ITax Date

Invoice Number

IInvoice Mo,

T2
I
F ¥
Invoice To I~ il W e
Ship To I N E \
P.O. Mo, | N — — = =
5.0. Mo, r o Jsowe
Tetmns ~ ~ ITerms—
Due Date Il il W
REP - r Rep
Account Mumber = r W
Ship Diate r © [fposte |
Ship ¥ia r o Jfewe
FOB 0 [Fos
Project/Job - r IProject— I
Other r ~ fothe
CustVATRea. = — [

when should I check Screen or Print? Print Prewview... |

Help | Default | Layout Designer... | Cancel | 0K |

4. The options in the Columns tab determine the columns on the template (8) and their
order (9) of appearance left to right within the body of the document.

Additional Customisation Bl x|

Selected Template
’V Copy of: Service Invoice Rounde [T Template is inactive

Header Igolumnsl Footer ] Brint ]

~ Preview

9 eae
Screen Print forder | Title ==
Service Date - Ig_ W
Ttem F |1_ IItem—
Descripfon @ |l | [oescription s
Quankity ¥ ¥ |3_ oty o
YAT Code F A= | v = 8 = hen ="l
Other 1 - - IU_ I—
Other 2 Il Il ID_ I—
Rate ¥ |4_ IRate—
Amount I v |5_ W
J

when should I check Sereen or Prink? Prink Prevvigw, |

Help | Defaulk Lawouk Designer. .. Cancel 1] 4 |
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5. The options in the Footer tab, affect the bottom of the template (10), including the
way VAT amounts and Totals are displayed.

Additional Customisation B x|
Selected Template — Preview
’7 Copy of: Service Invoice Rounde [T Template is inackive |
l Header l Columns I Foolter I Prink I
waica o
Screen  Print  Title memle Tol
Message ird ICustomer Message
Subtatal r Ird ISuthtaI
YAT ¥ M |varTe
WAT Summary | IVAT% YAT Amount
e — ™ mame
Total I v |Tota| o L. “ -
PaymentsiCredits = [7 [Paymerks/Credits
EBalance Due I I IBaIance Due
Customer Total [T [T |cCustomer Total Balance
Balance
Job Total Balance ] - IJDb Total Balance
Long kext Il Il
(disclaimer) 10 e
o
ror- [anea men
L | |
‘When should T check Screen or Prink? IFHIAS (AR oo |
Help | Default | Lavout Desigrer ... | Cancel | 0K |

6. The options in the Print tab, determine how the template will print. For example, you
can specify a default printer, page orientation, the number of copies, page size and
page numbers (11).

Additional Customisation B x|

’— Selected Template

~ Preview
Copy of: Service Invoice Rounde ™ Template is inactive

[ Header l Columns l Footer ] Print 11

Taz Dan
Tesica Mo

' Use Invoice printer setkings from Printer Sekup

@ {lse specified printer settings below For this Invoice;

Mumber OF Copies |1
' Portrait

o Landscape Paper Size |Letter (8102x11in) j e o Rita Amaunt

Crigntation

W Frint page numbers on forms with more than 2 pages

Trailing Zeroes

I Print Trailing Zeroes

Adds additional zeroes so thak quantity amounts
are aligned on the decimal on the prinked Farm.

Famesicmas

Mirirurn rumber of decimal places: INone ¥ L e e

‘when should I check Screen or Print? Frink Preview... |

Help | Default Lavaout Designer. .. Cancel 114 |




Name Your Own Templates
Now that you have created your template, you may want to give it a meaningful name.

1. From the Template list, find the name of the template you just created. The name will
start with Copy of:..... Double click to open the template.

Copy af; Service Invoice Rounde fOiCE
Finance Charge

Inkuit Delivery Mote

Intuit Produck Invoice
Inkuik Professional Invaice

Intuit Service Invoice

| Iy

Invaice
Invioice
Irvoice
Invaice

2. Click the Manage Templates button.

Basic Customisation

— Selected Template =
Copy of: Service Invoice Rounde i Manage Templates... || 2

— Logo & Fonts
[ Use logo Selech Lam.

3. Type in a new name in the Template Name field (3).
To finish, click OK.

Manage Templates Blx]

— Select Template — Preview

Caopy aft Service Invoice Rounde
Finance Charge

[rkuit Delivery Mote

[Irituit: Product Invoice

[Intuit: Professional Invoice

Template Name ICopy of: Service Invoice Rounde 3

Intuit Service Invaoice .
Product Invoice Compact - aviea R,
Froduct Invoice Modern
Froduct Invoice Rounded
Frofessional Invoice Compack
Frofessional Invoice Modern
Frofessional Invoice Rounded
FFervice Invoice Compack
Fervice Invoice Modern
Fervice Invoice Rounded

Copy | Delete |

Help | Cancel | Ok |




Google Desktop Search within QuickBooks

When you installed QuickBooks 2008 you were given the option to also install Google
Desktop. The version of Google Desktop that is installed is customised to ensure your
privacy, and makes your computer information available only to authorised users of your
desktop.

If you decide to use Google Desktop, your search options will be greatly enhanced. This is
because you will be able to search on any typed word, and Google Search will look through all
the fields in your company including fields in lists, on forms, and customised fields.

For example, you cannot easily search the item list in QuickBooks, but with Google Desktop,
you can.

To launch the search:

1. Click on Search from the Icon Bar.

" | S| &

Reminders | Search | Feedback.

2. The window below displays. Choose Search QuickBooks (1) to only search within your
company file, or Search QuickBooks and Desktop (2) to search your entire computer.

7 h
QulckBoogghfgg;éﬁe

Desktop

[ Search QuickBooks I Search QuickBooks and Desktop ]

1 2 Search Preferences

tip! Placing a hyphen (-} in frent of word will exclude that word from the search
tip! Search finds your QuickBooks data. | want to search Help.

How do | use Search?
Am | searching the Web?

Is my data secure?

Let’s say we are looking for our customer, Maya Lettings. Type this into the Google
Search and click Search QuickBooks.




3. Your Search results are displayed:

4@ Back = Foward (X} Stop @ FReftesh &5 Print Exit m
7 My
QuickBooks search ey Leng:
e g"’q“"’g = ML | LS S A e

QuickBooks Search

Show Results: 27 All - 5 Invoice - 5 Payment - 4 Deposit - 3
4 Customer Job - 3 Payroll Payment - 6 More

Sorted by relevance Sort by date

E Customer - Mavya Lettings

Phone #01993 363511 Email: Google Marketing
Address: Maya Lettings 55 NMew Road Long Hanborough Oxon OX42 6PA Tools

GF4A Ship To Maya Lettings Maya Newen 10 .. Maya Lettings First Name Maya
Last Mame Mewen Contact Maya Mewen Alt. Contact Phone 01993 363511 Alt. Fhone
Fax Email maya@mayalettings.co.uk Email

Be Found on
Google Maps
Make it easy for
customers to find
your business
when they search

] Job - Mava Lettings: Thame branch
FPhone £01844 139456 Email: jsmythe@mavyalettings.co.uk
Address: Maya Lettings 55 New Road Long Hanborough Oxon OX42 6PA

for local info.
f] Job - Mava Lettings: Abingdon branch
Phone £01865 132351 Email: jjones@mayalettings.co.uk Acquire
Address: Maya Lettings 55 New Road Long Hanborough Oxon OX42 6PA customers with
Google AdWords
Advertise your
é%}l Estimate - 3 - Mava Lettings husiness on
19/08/2008 00:00:00 - Amt933.485 - Gggghg and attract

prospects to your

2 o nrodurcts and ¥
£ | b

Google Desktop identified 27 instances of that name on forms and in lists (3), and presents
the results in the familiar format of a web search. Click the underlined links to drill down for
further information.

Chapter summary

In this chapter you have learned some of the ways you can customise QuickBooks. You
should now understand how to:

e Customise the icon bar.

+ Use keyboard shortcuts.

o Use date shortcuts.

« Customise sales templates.
+« Use Google Search.
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Advanced set-up options: multi-users
and permisions

When you first set up QuickBooks® you are the only user. However,
for most companies, the company financial information is handled
by more than one person. This chapter discusses how to set up
additional QuickBooks users and give those users permission to add
data and change your company file.

When you have finished this chapter, you should be able to:

Add users bz Turn on
company file multi-user
with other mode

users

and assign
permissions




Adding users

You can allow co-workers, a bookkeeper, your accountant or anyone else to have access to
view and enter transactions into your QuickBooks company file. You can do this by adding
users to the user list.

You can also control and limit access of these additional users to the various parts of your
QuickBooks company file.

Before a new user is set up, you will have to designate yourself as the administrator. In
QuickBooks, the administrator has full access to all areas of the company file, and it is the
administrator who, among other things, adds users, establishes permissions and enables
preferences.

Here’'s how you can designate yourself the administrator and add a user to the user list:

1. From the Menu bar, click on the Company menu and choose Set Up Users... (1).

Company AT Customers  Supplisrs  Emp
Horne Page

Company Information. ..

Change Your Password, .,
Set Closing Date, ..

Planning £ Budgeting 3
To Do Lisk

Reminders

Alerts Manager

Chart of Accounts Chrl+8
Make General Journal Entries. .,

Enter Yehicle Mileage. .,

Prepare Letkers with Envelopes 3

2. QuickBooks will display the Set up QuickBooks Administrator window (2a), unless you
have already set up an administrator and password when you completed the EasyStep
Interview — in which case QuickBooks displays the QuickBooks login window (2b) as
in step 4.

3. In the Set up QuickBooks Administrator window:

« Enter your name as the administrator.

« Enter your password. (Remember to use a password others cannot guess,
and which is easy for you to remember. If you have any doubt about
remembering it, write your password down in a safe place, or write down a
cryptic hint in the space below.)

« Hint for my password is:

« Confirm your password.

« Click OK.
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Set up QuickBooks Administrator =Y

Before you set up new users, you must set up a name and password
For the QuickBooks Administrator. The &dministrator has access to all
activities in QuickBooks,

Administratar's Mame: 2a IJane Srmikh
Administrator's Password: | YT
Confirm Password: |esssssns

0K Cancel | Help

Note: Although you can choose not to establish passwords for each user, we strongly
advise you do so to keep your company file secure. Each time you open your company file
you will have to use your administrator password, and your other users will use theirs to
access those parts of the file to which you have given them the permission to do so in
the setup procedure below.

4. If you have already designated yourself as the administrator, QuickBooks will present
you with this screen instead, everytime you access the User List:

2]

You need ko log in as QuickBooks Adminiskrator to proceed, Please enter
the admin {owner) password For the compary:

2b

Password: | sessnnnsl Forgot Password?

Passwiords are case sensitive,

(1] 4 | Zancel | Help

Enter your password, and click OK.

5. QuickBooks will now display the User List dialogue box. From the User List, click on
Add User...(3).

Jane Smith {Admind add User, ., 3

Edit User...
Delete Lser

Yiew Lser

Close

Set the closing date: ~ Closing Date. ., | Help




;;;\@%% User Name and Password 4
5 «ﬁ;ﬁﬁz Provide a name and an optional password For this user,
"'fﬁﬁ*. ser Mame: I.ﬁ.nu:lw;.-' Janes
Password: | e

6. You will see the Set up user password and access dialogue box (4).

Set up user password and access 2| x|

Confirm Password: |uu

Do wou have vour Caps Lock or Mum Lock kewvs turned on?
Passwards are case-sensitive, so kurning on eikther of these keys can affect
b wour password is stored,

Bach Mext Finist Help Cancel
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Note: Each user should choose their own password. You may wish to ask each user
you set up to be with you while you are setting up their access, so they can enter their
own password while you are setting up their user status, and so you can explain their
access to them.

Enter the new user’'s name and password information.
Click Next.

QuickBooks will then display the Access for user window (5), asking you to choose the
areas in which the new user can work.

If you want the user to have the same access permissions as you, the administrator,
choose the option All areas of QuickBooks.

If, however, you want to limit the user’s access to certain areas of the company file,
choose Selected areas of QuickBooks.

Click Next.




Set up user password and access 2| x|

Access for user: Andy Jones 5

o
- What da you wank this user ko have access ko?

i Selected areas of QuickBooks!

(fau will make the selections in the screens that Follow)
& all areas of QuickBooks

Back Mexk FEimis | Help Zancel

8. If you have chosen to assign limited access, QuickBooks will then display a series of
screens with questions about which areas you want the new user to be able to see or
change. This is called assigning permissions for the user.

QuickBooks will prompt you to allow No Access, Full Access or Selective Access (6)
for the new user to each of the following areas:

Set up user password and access: Andy Jones E[ﬂ

Sales and Accounts Receivable Page 1 0f9

Access bo this area includes activities such as; enkering invoices, sales
'~ receipts and sales orders, receiving payments, and writing estimates

. and statements. It also includes access to the Customer Centre and
accounts receivable reports,

What level of access to Sales and Accounts Receivable activities do wou
wank ko give this user?

6

i~ Mo Access

= Full Access

¥ Selective Access

' Create transactions anly

% Lreate and prink transackions:

' Create transactions and create reporks

Back Mext Einish Help Cancel

« Sales and accounts receivable (shown in 6)
« Purchasing and accounts payable

« Banking & Credit cards

« Stock (if stock preference is activated)

« Time tracking (if time tracking is activated)
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« Payroll & employees

« Sensitive accounting activities

« Sensitive financial reporting

« Changing or deleting transactions

If you choose Selective Access in any of the above screens, you then must select one
of three options. You can allow this user to:

« Create transactions only.

« Create and print transactions (shown in 6).
« Create transactions and create reports.

9. Once you have chosen all your permission preferences, QuickBooks displays a
summary window (7) where you can review your choices.

Change user password and access B x|

Access for user: Andy Jones Page 9of 9

& You have finished setting this user's access rights and password] 7
Below is a summary of this user's access rights, Click the Finish
butkon to complete this task.

Area Create | Prink Repa,.. |
Sales and Accounts Receivable ¥ i M
Purchases and Accounts Payable i ki ki
Banking and Credit Cards i M nfa
Skack, i i i
Pavroll and Employvess ] M M
Sensitive Accounting Activities M N N
Sensitive Financial Repaorks ] I nfa
hanging ar Deleting Transackions i nfa nfa
Zhanging Closed Transactions r nfa nfa

Back ek Help Zance|

10.1f you are not satisfied with the choices you have made, use the Back button to return
to previous screens and change the options.

If you are satisfied with the permissions granted to the user, click Finish to complete
the user setup.

11.Repeat these steps for each user you wish to add.
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Sharing the company file with other users (multi-user mode)

Multi-user mode lets more than one person work with your company file at the same time.
This is useful if, for instance, one user with limited access is entering invoices in the sales
department, while another user with limited access is entering stock transactions in shipping.

QuickBooks Pro (or Premier) allows up to five users to access your company file
simultaneously.

To permit multi-user mode, each user must have their own copy of QuickBooks Pro/Premier,
installed on their machine and each user must also be using the same version of QuickBooks
Pro/Premier. Speak to Intuit or your Professional Advisor for software license agreements
and pricing information.

To establish multi-user mode, all users’ computers must be connected via a network. (Speak
to your IT expert or Professional Advisor for more information on computer networks.) In
addition, you must:

« Install the software on each user’s computer in multi-user host mode (see your
documentation or QuickBooks Getting Started Guide for instructions on installing your
QuickBooks software).

o Install the company file on the main computer.

o Set up all users (see the previous section).

+ Switch to multi-user mode (see below).

Switching to multi-user mode
For each user to have access to the company file, you must turn on multi-user mode.

1. From the Menu bar, click on File and choose Switch to Multi-User Mode (1). Each user
will now have access to the company file.

|File Edit View Lists Company WAT

Mew Campany...

Open or Reskare Campany. ..

Open Previous Company 4
Save Copy or Backup. .,

Clase CaompanyLagaff

Switch ko Multi-user Mode

Ltilities *

Accountant's Copy r

Print ... (i [
Save asEuE,

Prink Forms k
Prinker Setup...

Exit Alt+F4




Once in multi-user mode, QuickBooks updates the details it displays about the file, in the top
left hand side of the screen:

,:‘3. Sample Port Meadow Locksmiths Ltd - QuickBooks Pro{multi-user}{Jane Smith}
File Edit W%iew Lisks Company WAT  Customers  Suppliers Employees Banking Reports  Window  Help

Some features and tasks (Backing Up, Exporting Lists, Archiving, etc.) are disabled while
QuickBooks is in multi-user mode.

For example, preferences cannot be changed while in multi-user mode. If you try to call up the
Preferences window while in multi-user mode, QuickBooks will display this message:

Mot allowed in multi-user mode |

single-user mode now, no other users may use the File unkil you switch back to mulki-user

® To change company preferences, wou musk switch to single-user mode, (IF you swikch ko
mode or close the company File.)

To make any changes to your preferences (or any other restricted features and tasks), ask all
other users to log out. Then switch to single-user mode by clicking on File and choosing
Switch to Single-User Mode.

Once you’ve made the required changes, switch back to multi-user mode so the other users
can log in again.

Chapter summary

This chapter illustrated advanced setup tasks in QuickBooks. You should now understand the
steps required to:

o Set yourself up as administrator for your company file in QuickBooks.

o Add users to your company file.

« Choose the areas of your company file to which added users have access.
« Change to multi-user mode.
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Advanced tasks using lists

In the Basic Training guide, lists were introduced and you learned
to do basic tasks involving lists. This chapter illustrates how to
perform more advanced tasks with lists.

Upon completing this chapter, you should be able to:




Making list objects inactive, and re-activating them

As described in the Basic guide, lists are used to store information that is then used to fill in
most QuickBooks® forms.

Over time, as your business grows, you may find that some of the list information is outdated.
For instance, you may no longer sell a particular item, an account in your chart of accounts is no
longer used, or you no longer do business with a certain supplier. In such situations, you may
want to remove those items, names or accounts from your lists.

If you try to delete the list items, QuickBooks sends you a warning message that the items are
used in transactions. How do you prevent the entries from cluttering your lists without removing
information essential for maintaining previous years’ records?

QuickBooks achieves this by allowing you to make these items, names or accounts inactive.

Making a supplier or customer inactive

Let’s say that when you review your supplier list in the Supplier Centre, you realise you no longer
purchase services from a supplier called Computer World (1).

Suppliers I Transackions ]
View |Active Supplisrs | -+ |
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1.

Mame | Balance Taotal
Banbury Locks and Latches 431,35 =
“hubb Locks and Safes -14.26
Ciky Safe Wholesale 0.00
Compuker World 0,00
Energen 0.00
FastLock 5,875.00

You can try deleting this supplier by clicking on Edit in the Menu bar and selecting Delete
(2) from the drop-down menu.

Edit Wiew Lists Company VAT

L e g e U
HEvEr:

il ]
Copy Supplier Chrl4+C
Faste [ i e
Edit Supplier Chr+E
Mew Supplier Chel4+M

Delete Supplier
Make Supplier Inackive

Transackion Histary, .,  Ckrl+H
Motepad
Ilse Regisker ChrlHR.

Chel4+D




2. |If there are historical transactions associated with this supplier, QuickBooks will display a
warning message (3) in a dialogue box, which gives you the option of making the name

inactive.
QuickBooks Message |
' Problem
¢ 4 CuickBooks cannot delete this name because it has a balance ar
it is used in at least one kransaction, 3
Solution

If wou rarely use this name, consider making it inactive so that
it doesn't appear on the list, IF wou need to use the name at a
later time, you can aways make it ackive again,

Zancel Help

3. Click the Make Inactive button (4) to hide the supplier from the list. The supplier’'s
transaction history is maintained, and you have the option of re-activating the supplier
(see below) if you do business with them again in the future.

4. Another way to hide a supplier is to click on Edit in the Menu Bar and select Make
Inactive (5) from the drop-down menu.

|E|:|it Wiew Lists Company VAT

Mathing b ndo (] g [
Bever

il | i -
Copy Supplier kel C
Paste (g
Edit Supplier Ckrl+E
Mews Supplier Chrl+M

Delete Supplier
Make Supplier Inackive

Transackion History,,,  Ckrl+H
Motepad
Ilse Regisker Ckrl+R

The same procedures apply if you are making a customer inactive, by utilising the Customers
& Jobs list in the Customer Centre, instead.

Note: In QuickBooks, as you may already have realised, there is usually more than one way
to do a task. This is because QuickBooks is adaptable to many different users’ styles and
knowledge levels. As you continue to use the program, you will find that you appreciate the
shortcuts and alternative methods.




Making a supplier or customer active again

You may find that you are again doing business with a supplier or customer you have not used or
seen for some time. You will need to re-activate their listing on the Supplier or Customers & Jobs
list. (In this example, you are again buying from Computer World.)

1. In the Supplier List within the Supplier Centre, click the drop down arrow next to the View
field, and select All Suppliers (1).

Suppliers I Transactions ] Ssupplier Inl

Supplier P

Mams.s Ackive Supplierd
Suppliers with alances
Cuskom Filker. ..

2. You can now see the list of all suppliers (active and inactive) (2). An “X” denotes inactive
suppliers (3).

Suppliers I Transackions ]

Wiga I.ﬁ.ll Suppliers 2 ﬂ Lll
% | ame | Balance Tokal
B-Link, 0,00 =
Banbury Locks and La... 431,35
Chubb Locks and Safes -14.26
ity Safe Wholesale 0.00

Compuker World 0,00
Energen 0.0a
FastLock 5,875.00

3. To make a supplier active again, highlight the supplier’s name, then click on Edit in the
Menu Bar and select Make Supplier Active (4) from the drop-down menu.

Edit View Lists Company YWAT

[athing b Unde (1 =
HEVERD

(i ] -
Copy Supplier Chrl+C
Paste (g
Edit Supplier Chrl+E

Mew Supplier CErlr

Delete Supplier
fake Supplier Active

Transackion Histary,., Ckrl+H
Motepad
Ilse Reqgisker Ckrl+R,

The same procedure applies if you are re-activating a customer, except that you use the
Customers & Jobs list instead.
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Working with classes

Sometimes you may need to group your business activities into further categories other than
accounts or items.

QuickBooks uses classes as another way to categorise, or classify, financial transactions.

If you need a way to sort your company’s activities, classes are just the ticket no matter what
business you are in. For instance, a general contractor can use classes to separate residential
projects from commercial projects, while a charity or a not-for-profit organisation can use classes
to track revenue and expenses for different fund-raising activities.

Activating the Use class tracking preference

Before using classes, you'll have to tell QuickBooks that you want to track classes. You do this
in the Preferences window.

1. From the menu bar, choose Edit and choose Preferences from the menu (1).

Edit View Lists Company WAT

Iathing ko Unda (1 =
Eever:

i U s
Copy Supplier Chel+C
Easte (e
Edit Supplier Ckrl+E
Mew Supplier Chrl+M
Delete Supplier Ckrl+Dr

Make Supplier Ackive
Transackion Histary, ., Ckrl+H
Motepad

Use Regisker Ckr|+R

U=z Calculakar

Search...
Find...

Ctr4-F

2. In the Preferences window, click on the Accounting icon (2), and select the Company
Preferences tab (3) to bring that dialogue window to the front.

3. Tick the Use class tracking box (4).

By default QuickBooks also ticks the Prompt to assign classes box. Untick this if you do
not wish to be prompted to allocate classes on each transaction.

Click OK.




= Banking

Fig Bills
3 Decliop Yiew
%5 Finance Charge

T Gereral

..'i Integrated Applications
‘ Ttems & Skock.

o« Jobs & Estimates
Payroll & Emplovees
Reminders
Reports & Graphs
Sales & Custamers
Send Faorms
Service Connection
Spelling
Tirme Tracking

VAT

DR &% &6 th

My Preferences ] Company Preferences | 3

*

¥ How Do I?| B x|

0K

Accounts
[ Use account numbers v Require accounks

[= | Shiow lowest subaccaunt anly

¥ Use class tracking 4

v Praompk to assign classes
[ automatically assign general journal entry number
v ‘Warn when posting a transaction to Retained Earnings
Date Warnings

¥ “Warn if transactions are %0 | dawi(s)in the past

[ warn if transactions are |39 | dawi(s)in the Future

Clasing Date

Date through which books are closed: 31/12/2008

Set Date/Password

Cancel

Help

Bl

Drefaulk

Also See:
General

Payroll and
Emplovess

Now that you have indicated your preference for using classes to track some of your business
activities by enabling class tracking, you will find a new option, Class List (5), on the Lists drop-
down options when you choose Lists from the Menu bar.

|Li5ts Company WAT  Customers  Suppliers

Chart of Accounts Chrl+8,
Ikem Lisk

Fixed Asset Ikem Lisk

Price Lewel List

WAT Code Lisk

Pawraoll Ikem Lisk

Choosing this option will display the Class List dialogue box. You can now “populate” the class
list by creating new classes.
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Creating classes

1. To create classes, from the Class List window click on the Class button and then choose
New (1) from the menu.

ﬂmnfpe a help question Askh ¥ How Do I? h - ||:|i xi

| [arne |

+Private
+Office Caost

............ Reports ™ | [ Include inactive
e Chrl4+M

Edit Class Chrl+E
Delete Class Chrl+D

2. The New Class window appears (2). You can type in your new classes in the Class Name
field.

For this example, let’s assume that you want to add another class for Trade services. In
the New Class window, you would enter Trade.

[ NewClass  EmE|

Class Mame |Trau:|e 2 (1] 4
[ subclass of Cancel
| [ -

[ek
Class is
inactive

Click on OK to save the class (Click Next to add another one).

3. The Class List shows your new class. The class list in (3) illustrates the example.

b st Tpe a help question Askh ¥ How Do I? h - ||:Ii xi

.
+Commetcial

+Privake
+Office Cost

1 PReports = |7 Include inactive
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Using classes in transactions

Sometimes you want to be able to generate reports that show you the full financial picture of a
particular project or business activity, rather than just single items or customers. Using classes
allows you to group expenses and income according to project or activity and assign all or part of
a transaction to the class to which it applies.

Classes and expenses

Now that you have set up classes in your preferences, you will notice that when you are entering
a bill, writing a cheque or recording a credit card transaction, there is a column for Class. When
you tab to this field, it has a drop-down menu (click on the arrow on the right), which allows you
to choose the class to which you will assign the expense.

For instance, Port Meadow Locksmiths purchased supplies from M E Dodd. Some are intended
for supply to direct customers, some for trade, and some for private use. Although his bill is for
the total amount, he has listed the supplies separately below, and assigned them to different
classes (4).

- Type a help question | Ask ¥ HowDoI?| _|O] %
& previous [ Mext | %{ Find % Histary
@Rl O Credit ¥ Bill Received
Supplier M E Dodd ~|  Date 23/08/2005 B
Ref. Ma. 23564
address |ME Dedd
St aubyns Road
Westaw Hil AmounkDue 14089
Londan -
SF19 SEW Bill Due 29/09/2008 &
Terms  Net 30 ~| Discount Date 28/08/2008
Memo
[ Expenses £0.00 | 1tems £406.80 |
Ikem Description (o] Cost VAT Amount Customer: Job Billa... | Class
Union lock Union 2242 lock 2 12,14 |5 24,28 Commercial &
Sirnples: lock Simplesx 3000 lack. 3 95,63 (3 286,89 Trade =
Sirnples: lock, Simplesx 3000 lock, 1 95,63 [ 95,63 4 Private |
|
Select PO Receive &l I St PE
Total var | a9 | edi |
™ Amounts include YAT
Clear Splits | Recalculate | Save & Close | Save & New | Revert |
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Classes and sales

In the same way, when you invoice a customer, there is a column for Class. When you tab to this
field, it has a drop-down menu (click on the arrow on the right) that allows you to choose the
class to which you will assign each item.

For example, Port Meadow Locksmiths is invoicing one of the locations of Prestige Estates, a
commercial customer, for locks and labour. That’s why the Commercial class has been selected
for each line item (5).

Customer: Job Class Template — Print Preview
IPrestige Estates:Hannawy Cj I o IPrUduct Invoice Mao... =@
Invoice 29092008 El 533
Hannay
Prestige Estates Hannavyy Courk Management Co
Castle View 48 Grove Road
Bell Lanz ‘Wallingford
Buckingharm ME1E 44D Qwan
Oe3 9LH
Het 7 - | 06/10/2005 El 30/09/2008 §|
Ikem Description Price Class Amaounk
Chubb Mortise Chubb Mortise Lock 370 5 38,95 |Commercial 194,75 |5 |
‘ale basshix ‘ale 85 Basshux lock 1 40,68 |Commercial 40,68 |5 |-
Labour Labour Charges 1.5 40,00 |Commercial 60,00 |2
> =
Customer - Total WAT 41.20 Edit
Message _I
Takal 336,63
[ Ta be printed Add TimeCosts. ., | Apply Credits, .. | Payments Applied 0,00
Balance Cue 336,63
[T Amounts include YaT
MMemo
Save & Close | Save & New Rewert




Viewing class reports

To monitor the profitability of your project or activity classes, you can now display a Profit & Loss
by Class report.

1. From the Menu bar, click on Reports, select Company & Financial, then choose Profit &
Loss by Class.

The report includes columns for each class you have set up (6). There is a final column,
Unclassified, which shows you the sum total of transactions that have not been assigned to a
class. By QuickZooming (double-clicking) on the each set of figures you will display the list of
unclassified transactions. You can then assign a class by opening each transaction and editing
it.

'@ Tvpe a help question Askl % How Do I?| - |EI| x|

Modify Report. .. Memarise. .. | Print. .. | E-mail | Expott. .. Hide Header | Collapse Refresh I
Dates [This Financial vearto-date =] From [01/04/2006 B To [31/12/2008 B Columpns |Class =] sort By [Default ]
12:54PM Port Meadow Locksmiths Ltd
2o Profit & Loss by Class 5
Acecrual Basis April through December 2008
' <« Commercial <«  Private  + Office Cost < Unclassified <>] TOTAL =
Ordinary Income Expense 4 ﬂ
Income
Locks and Safes Sales [ ] 30,803.85 4 212459 0.00 3,001.57 35,930.04
Total Income 30,803.85 2124589 0.00 3,001 57 35930004
Cost of Goods Sold
Locks and Safes Purchases 17,783.33 449.51 0.00 1,091 .54 19,354 45
Total COGS 1779333 44981 0.00 1,091,534 19,334 .45
Gross Profit 1301055 167478 0.00 1,010.23 16,595 56
Expense
Advertising 0.00 0.00 500,00 0.00 500.00
Bank Service Charges 0.o0 0.00 11.70 .00 11.70
Dues and Subscriptions 0.00 0.00 1280 0.00 1250
Freight and Delivery 0.0a 0.00 000 5,000.00 5,000.00
Insurance 0.00 0.00 22783 0.00 22783
Interest Expense 0.00 0.00 177758 0.00 17775
Motor Expense 0.o0 0.00 110 65 25.09 13877
Office Supplies 0.o0 0.00 251 .47 .00 25147
Payroll Expenses 1,031.32 BEE.24 0.00 7,105.94 8,803.50
Rent & Rates 0.0a 0.00 7 BEE.00 0.00 7 GEE.00
Software Expense 0.o0 0.00 3403 .00 3403
Telephone 0.o0 0.00 246 97 0.00 24697
Utilitie s 0.00 0.00 214.00 0.00 214.00
Total Expense 1,031.32 BEE.24 9452493 12134 .03 23,284 52
Het Ordinary Income 11,8979.23 1,005.54 945283 -10,223.80 -6,655.96
_ [
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Chapter summary

In this chapter, you have expanded your skills to many QuickBooks list management features
which add flexibility when recording your company’s financial activities.

You now know how to:
« Make list names (suppliers and customers) inactive and active.

« Activate the class tracking preference and create classes.
« Use classes in expense and sales transactions, including how to view class reports.
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VAT Management

In A Beginners” Guide to QuickBooks you learned how to assign
VAT codes in QuickBooks.® In this chapter, you will learn more
about VAT codes (including how to create a VAT code) and you will
learn how to calculate your VAT liability and remit VAT, whether
you use accrual or cash based accounting.

Upon completing this chapter, you should be able to:

Use the VAT Set S VAT Prepare a
VAT liability
report

Understand o agency, VAT

VAT schemes codes and
items




Understanding VAT Schemes

When you register for VAT, you usually register for either the standard (accrual) VAT
accounting or the cash accounting VAT scheme, as discussed with your Professional Advisor.

Accrual and cash based VAT schemes

Accrual based VAT schemes are those where VAT output tax on invoices (what you owe) is
due on the date you raise a sales invoice, and VAT input tax on purchases (what you can
reclaim) is due on the supplier bill date.

In contrast, cash based VAT schemes account for output VAT only on the date you receive
payment from your customer and for input VAT on the day you make payment to your
supplier. This system is particularly useful for your cashflow if you are in an industry where
customers take a long time to pay you. You do not have to pay VAT before you have been
paid yourself for your invoices.

QuickBooks reconciles VAT for both the Accrual based and Cash based VAT schemes. This
means that every transaction included on your VAT return is marked with a Filed Date which
you can view in the VAT Liability Control Account. Reconciling makes it possible for you to
print at a later date the list of transactions included in a particular return. It also allows you
to catch and report transactions entered late that belong to an earlier VAT period, and include
them in the current return.

When you prepare your VAT return it is important to use the correct method. If you are
registered for the Standard VAT scheme with HM Revenue & Customs, you must report VAT
on an accrual basis. Likewise, if you are registered for the Cash VAT scheme you must report
VAT using the cash basis in QuickBooks.

Other VAT schemes

Other reporting schemes such as the Flat Rate and Annual schemes are also supported via
workarounds for which we advise you to consult a QuickBooks Professional Advisor.
QuickBooks 2008 also handles the Missing Trader Inter-Community (MTIC; also referred to as
Carousel) reverse charge scheme.
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VAT menu

A new VAT menu has been introduced to consolidate all VAT related activities.

File Edit Wiew Lists Comparmsd AT | Customers Suppliers Emplovess Banking Reports  Window  Help

From the menu bar, click on VAT to display the VAT menu:

VaT 100 Repark
VaT 3 Report

Yo T Detail Report
VAT Iken Surimary

File YAT...
Adjust YAT Due, .,
Priar WAT Returns...

EC Sales List

Manage YAT...
Create Taxes...

WaT Code Lisk

You can run VAT liability reports, file VAT, view previous returns, and access the VAT codes
list from this menu.

Defining VAT scheme settings

VAT tracking settings must be defined in two places — in the Supplier List and in the VAT
Preferences.

Supplier List - Tax Agency

In prior versions of QuickBooks, all VAT tracking settings were set in the VAT Preference (Edit
in the Menu Bar, then Preferences). In QuickBooks 2008, a new entity, the tax agency
supplier, is present.

The VAT preferences for setting reporting periods and period ending dates has been moved
from Preferences to a tax agency supplier called HMRC VAT. Note: There is also a supplier
called HM Revenue & Customs, but this supplier is used for payroll transactions, and is not
designated as a tax agency.

To access the HMRC VAT supplier:

1. From the Supplier Centre, double click on the name HMRC VAT, to open the supplier
details.




2 Type a help guestion Askl ¥ How Do I?I - ||:I| xl

Supplier Mame |:-|MRC VAT
Current Balance :  1,179.26 Hiowe do T adjust the current balance? Ll
Cancel |
[ Address Info ] additional Info ] ¥AT Agency Info L 2
MNokes |
WaT Reqistration Mumber VAT Return
[aB123456780 3 [ vaT 41 = e |
Reporting Petiod r _SUF'F'_"Ef is
. . : inackive
Period Period Ending .
5F 6 Supplier is a
IQuarterIy ] IMarIJun,l'Sep,l'Dec j v VAT Agency
WAT accounts For this agency 1

Select the accounts ko use to track AT, IF vou do nok select an account, YAT
goes ko the accounts wou use to track sales or purchases,

What accounts shiould I choose?

V¥ Track WAT on purchases ko IH.-'F'.T Liability ﬂ accounk

¥ Track WAT on sales ko I'-.-'.ﬁ.T Liabilitsy j accourk

2. The first thing to note is that there is a tick mark next to Supplier is a VAT agency.
Ticking this box activates the VAT Agency Info tab.

It is here that you enter your VAT registration number (3), the VAT filing jurisdiction
(UK or Ireland) (4), the reporting period (5), and the period ending months (6).

An additional option in QuickBooks 2008 is the ability to track VAT on purchases in a
separate account from VAT on sales, by specifying the liability account for each (7).
Note: you cannot change the VAT tracking accounts once you have entered a hew
transaction in QuickBooks 2008. The VAT tracking accounts must be defined prior to
your first new transaction.

VAT Preferences
The remaining VAT related settings, such as turning on VAT tracking and telling QuickBooks
which VAT scheme (Cash or Accrual) to use, can still be found in the VAT Preferences. To

access VAT preferences:

1. On the Menu bar, click Edit and select Preferences. (You can also access Preferences
from the Home Page by clicking on Customise QuickBooks.)

2. Click on the VAT icon (1), and look at the Company Preferences tab.
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= Accounting
ﬁ Banking

[ Bils

A Deskiop Wiew
% Finance Charge

Fp General

.,i Integrated Applications

Preferences Type a help question A.skl % How Do I?| Bl x|

[ My Preferences l Company Preferences I oK |

Do vou charge YAT? 2 |+ Lol Caricel |

Customer and Supplier YAT Codes Displayw YAT Help |

Allow VAT inclusive (gross)

™ Use Customer ¥AT Codes prices and costs ta be entered. el |

[ Use Supplier ¥AT Codes
Also See:
General

‘ Items & Stock.

< Jobs & Estimates
q Payrall & Employvees
q':ﬁ'_z' Reminders
il Reports & Graphs
% Sales & Customers
Send Forms
% Service Conneckion
B apelling

Timne Tracking

Assign WAT Codes

Choose the VAT code you use most often For

Taxable items |5 - Tax exempt items Io -

wWhen do vou awe YAT? 3

7 s of invoice date {Accrual Basis)

" Upon receipt of payment (Cash Basis)

3. From here you can turn the VAT tracking feature on and off (2), as well as define your
VAT scheme (Accrual or Cash). (3).

Assigning default VAT Codes

To establish the default VAT codes:

1. Within the VAT preference (Edit on the Menu bar, then Preferences, then VAT).

2. Enter the appropriate VAT codes in the Assign VAT Codes area.

Assign YAT Codes 4

Choose the VAT code wou use most often Far

Taxable iterms |5 - Tax exempt itemns Io -

You can also assign a default VAT code (that’s the tax code you usually use) for taxable and
non-taxable transactions (4). You will still be able to change the code on individual
transactions.
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VAT codes

As in previous versions of QuickBooks, by using VAT codes on transactions, you don’t have to
worry about calculating the VAT amounts.

Several changes have been made to VAT codes: new VAT codes have been introduced, and
the way in which you create your own VAT codes is different.

VAT Codes List

To view the VAT codes list, click VAT on the Menu Bar, and choose VAT Code List.

: h Type a help question Askl “* How Do I?| - |I:I| xl
Code Descripkion Taxable I

E Exempt o
EGS EC Goods Standard (17.5%) o
EGZ EC Goods Zera-Rated (0% 4
ESS EC Services Standard {17.5%:) 4
ESZ EC Services Zero-Rated (0%:) <
M Mok Reqgistered o+
F Feduced {5%:) o
5 Standard {17.5%:) o+
z Zero-Fated {0%:) 4
O

Cutside the Scope of YaT

C ¥ATCode *|  Ackviies + Reports * | ¥ Include inactive

..... e A oo s RN

Several new VAT codes are set up in QuickBooks 2008. These are:

e O - outside the scope of VAT, which is for transactions that fall outside of the remit of
VAT, such as loan principal repayments, and dividends

EGS - EC VAT code for standard rated goods

EGZ — EC VAT code for zero rated goods

ESS — EC VAT code for standard rated services

ESZ - EC VAT code for zero rated services

You no longer have to create the EC codes manually; QuickBooks has done it for you.
Using the correct EC VAT code enables QuickBooks to make the distinction between
purchases and sales on EC goods and EC services, and automatically include the figures in
the correct boxes on your VAT return.

VAT Code details

While the VAT Code list looks quite similar to older versions of QuickBooks, the VAT code
definitions have changed. To understand this, let’s look at the ‘S’ VAT code:

1. Within the VAT Code list, click the VAT code button (1) and select Edit VAT Code (2).
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3 h Tvpe a help question Askl “* How Do I?I _ ||:I| xl
Code Descripkion Taxable I

E Exermpk
EGS EC Goods Standard (17.5%4)
EGZ EiC Goods Zero-Rated (0%)
ESS EC Services Standard (17.5%:)
ESZ EC Services Zero-Rated (0%
Mot Registered

Reduced

M
R
s |standard (17
Z
o]

‘\I‘\‘\‘\‘\‘\‘\‘\

Zero-Raked (0% I
Cukside the Scope of WaT

Mew kel |

Edit ¥AT Code

Delete WAT Code

Chrl4-D

Make YAT Code Inactive
Sha InaEhvE ST Eodes
Zustomise Columns. . .

Print Lisk, .. Ckel+P

1 Kwities = Reparts '||_Incluu:|e inackive

2. The ‘S’ VAT code contains:
e a VAT Code (max 3 characters) (3)
e a code description (4)
e if taxable, the Taxable radio button is clicked (5) which activates the Taxable
Information drop down boxes
e VAT item for purchases (6)
e VAT item for sales (7)

Perhaps you noticed that the VAT rate was not defined in this window. Instead, the rate was
determined by the VAT items chosen for purchases and sales (6 and 7, below).

= _ 1o ]|

WaT CDdE oK
3 IE (rmaximum 3 charackers)
Cancel
Descripkion

4 Mstandard (17.5%)

{* Taxable YAT Code is

5 inackive
™ Tax Exempt

Taxable Infarmation

YAT Ikem For Purchases ISI:andard Purchases = | 6

W&T Ikem for Sales IStanu:Iaru:I Sales ﬂ 7

What then, are VAT items? Let’s have a look.
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VAT ltems

In your Items List (Lists in Menu bar, then Items List), there are a number of VAT items
QuickBooks 2008 creates.

This is where the VAT rate is defined.

Each VAT rate has two items to track the VAT — one for tracking VAT on sales the other for
tracking VAT on purchases (1). That's because you can now track this in separate accounts if
you wish to do so. (Remember, the accounts in which you track these are defined in the
HMRC VAT supplier record.)

+EC Purch Goods Standard EC Purch of Goods Standard WAT Ikem WAT Liability -17.8% 000
+EC Purch Goods Zero-Rated  [EC Purch of Goods Zero-Rated WAT Ikem WAT Liability 0.0% .00
+EC Purch Services Standard  [EC Purch of Services Standard WAT Ikem WAT Liability -17.8% .00
+EC Purch Services Zero-Fated [EC Purch of Services Zero-Rated WAT Ikem WAT Liability 0.0% 0.o0
+EC Sales Goods Standard EC Sales of Goods Standard WAT Ikem VAT Liability 0.0% 0.o0
+EC Sales 3ervices standard  |EC Sales of Services Standard WAT Ikem VAT Liability 0.0% 0.o0
+Exempt Purchases Exempt Purchases WAT Ikem WAT Liability 0.0% 0.o0
+Exempt Sales Exempt Sales WAT Tkem VAT Liability 0.0% 0.o0
+Mak Reqgistered Purchases Mak Reqistered Purchases WAT Ttem VAT Liability 0.0% .00
+Mok Reqgistered Sales Mok Reaqistered Sales WAT Tkem WAT Liability 0.0% 0.00
+Reduced Purchases Reduced Purchases WAT Tkem WAT Liability 5.0% 0.00
2P edired Sale B edired Sale WAT Ferm wn T Lisbilit o % .00
+3kandard Purchases Standard Purchases 1 WAT Ikem WAT Liability 17.5% 000
+35kandard Sales Skandard Sales WAT Ikem WAT Liability 17.5% 0.00
+2er0-Rared PUFCHases Er0-Rated PUrCNases VAT IEem WET Liabmty oo AR
+Zero-Rated Sales Zero-Rated Sales WAT Ikem WAT Liability 0.0% .00
+EC Purch Goods 0% Group  |EC Purch of Goods Zero-Rated Group WAT Group 0.0% .00
Itemn - | Ackivities ™ | Reports = | Excel = | [N Include inactive

Don’t worry, you don’t have to create these yourself, QuickBooks does it for you!
Next, let’s look at what is in a VAT item, such as the standard sales VAT item.

1. Double click on the Standard Sales VAT item to open the item. Each item has:
e A VAT Item name - this is how you refer to it (2)

A description — used to help you identify its role (3)

The VAT rate (4)

The VAT agency (D)

Which Boxes on the VAT return the item reports to (6)

Type a help question | Ask ¥ HowDoI?| _|O| x

Tvpe
|\u'F\T Trem ﬂ Use ko calculat_e a single WAT at a specific rate that
wou pay to a single VAT agency.

Cancel

it

Speling

WAT item Mame

Standard S. 2

Drescription [T kem is inactive
|Standard Sales 3

VAT Rate (%) or amt VAT Agency (the supplier that vou colleck WAT For)
4 | 17.5% |[HMRCvaT 5 R

Assign this item to a box of the YAT agency's VAT return,

VAT Return Box IDDmestic Sales <Box 1,Box 6= 6 E[
Meed help setting the WAT Return boxes?
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Creating VAT Codes and Iltems

QuickBooks already has set up the most common VAT codes for you, but if you need to
create your own VAT code, it’s a three step process, which you should do in this order:

1. In the item list, create a VAT item for tracking the sales on that VAT item (defines VAT
rate and VAT reporting boxes)

2. In the item list, create a VAT item for tracking the purchases on that VAT item (same
VAT rate, different VAT reporting boxes)

3. In the VAT Codes list, create a new VAT code (assign a letter to the code, and link it
to the VAT items you just created)

If are unsure about how to do this, we advise that you seek the help of a Professional Advisor
(refer to Chapter 2).

VAT Liability Reports
On a regular basis, you have to remit to the appropriate agency (usually HMRC) the VAT that
you have collected. You can, at any time, view a report that summarises the amount owing

(or to be refunded) and details of the transactions that make up that amount.

Regardless of which VAT scheme (Cash or Accrual) you are using, you access the VAT reports
in the same way, and file the VAT returns in the same way.

We strongly advise that you review and print each of the reports discussed below to support
your VAT submissions and for HMRC VAT audit visits.

VAT 100 Report
To view the VAT 100 report:
1. Click on VAT in the Menu Bar, and select VAT 100 (1).

1

YWaT 3 Repork
W4T Dekail Repart
VAT Item Surnmary

File waT...
adjust YaT Due. ..
Priar VAT Returns...

EC Sales Lisk

Manage WaT...
Create Taxes. ..

VAT Code Lisk




2. Displayed below, is a VAT 100 report. This report summarises the figures you will
need to complete a VAT return, with the relevant box number indicated. It shows:

e The VAT period of the return (2); but note that the figures on the report include
any transactions from prior VAT periods not yet reported

eBoxes 1 — 3: VAT due on sales and EC acquisitions (3)

eBox 4: VAT on purchases (4)

eBox 5: VAT due to be paid or reclaimed (5)

eBox 6: Total net value of sales (6)

eBox 7: Total net value of purchases (6)

eBox 8: Total net value of supplies to EC Member States (7)

eBox 9: Total net value of acquisitions from EC Member States (7)

'ﬁ Type a help questian Askl * How Do I?| _ ||:I| xl

Maodify Repart, ., [EmErEEs .. | Prink. .. | E-rnail | Expart. ., Hide Header | Collapse I Refresh I
Dates  |Lask VAT Quarker x| From |01/07/z008 B To 300052005 EB|] 2
Tax Agency  |HMRC WAT -]
Port Meadow Locksmiths Ltd
HMA208 VAT 100
Acerual Basis July through September 2008
& Jul - Sep 08 S
VAT due
VAT due on sales {(Box 1) b 345144 L |
Total VAT due from EC acquisitions (Box 2) 0.a0
Total VAT due {Box 3) 3,451.44 3
VAT reclaimed on purchases (Box 4) 293327 4
Het VAT to pay (or reclaim if negative) (Box 5) 847 | 5
Total net value of sales (Box 6) 19,792.50 6
Total net value of purchases (Box T) 19,244 22
Total net value of supplies to other EC Member States (Box 8) .00 7
Total net value of acquisitions from EC Member States (Box %) 0.00
Uncategorised Tax Amounts ooo | 8

The uncategorised Tax Amounts figure should be zero (8). If this figure is not zero, check the
transactions that make up this amount by QuickZooming. You will need to correct these
transactions, and you may need the help of a Professional Advisor to do so.

Note: You may see a figure when you are upgrading your file, for any transactions posted to
the VAT Control account which QuickBooks was not sure how to treat (e.g. did not recognise
it was a payment or refund from HMRC). Another reason this would not be zero during
upgrade is if the VAT control account does not agree with the VAT 100 report for the Accrual
VAT scheme, indicating that you had not used the file VAT routine in older versions of
QuickBooks, or used it incorrectly. It is strongly advised that you seek the help of a
Professional Advisor in this regard().

54




VAT Detail Report
To view the VAT Detail report:
1. Click on VAT in the Menu Bar, and select VAT Detail Report.

The VAT Detail report lists every transaction on which VAT was charged during the
period of the report. (For this example we are only looking at a 10 day period from 1 —
10 July.)

Included on this report are:

e Transactions by VAT Box (1)

o VAT rate (2)

e Net Amount (3)

e VAT Amounts (4)

¢ Adjustments made to prior returns (in the form of balances brought forward in
the relevant boxes) (5)

Ty Twpe a help question | Ask % How Do I?| x|
Modify Report. .. Memaorise. .. | Print. .. | E-mail | Export... Hide Header Refresh
Dates  [Custom =1 From [orj07jz008 B To [10/07/z008 ) Sort By [Default =]
T:45 AM Port Meadow Locksmiths Ltd
iz VAT Detail Report > 3 )
Accrual Basis As at 10 July 2008
& Type £ Date + Hum Source Hame + Sales Price ¢ Het Amount : Amount ¢ Balance ¢
Box 1 VAT due on sales and other outputs 477 <4 5
) Inwoice 03072008 w7 Calver, Robert 17.5% 14713 2575 2398 4
Inwoice 053072008 =18 Marya Lettings: Abingdon branch 17.5% 1,045.72 153.00 206.93
WAT due on sales and other outputs 20875 206.93
Box 4 VAT reclaimed on purchases 150,85
1/ Credt Card Charge 05072005 FastLock 17.9% 50.00 1050 161.33
Chegue 05072005 T Computer Wiorld 17.9% 4254 744 166.79
1 Bill 0107 F2005 rent Stuart Leven 0.0% 1,000.00 0.0o 166.79
Chegue 1007 F2005 S0 Thames Council 0.0% 111.00 0.0o0 166.79
:\ WAT reclaimed on purchazes 17.94 168.79
Box 6 Total net value of sales .00
Inwoice 030772008 «7 Calver, Robert 14713 14713 14713
Inwoice 05307/2008 =18 Marya Lettings: bingdon branch 35.95 116.85 263.93
Inwoice 053072008 =18 Marya Lettings: Abingdon branch 14713 T35.65 999.63
Inwoice 053072008 =18 Marya Lettings: Abingdon branch 261 43.22 1,042.85
Invoice 05072005 518 Maya Lettings: Ahingdon branch 40.00 150.00 1,192.585
Total net value of sales - The star symbal indicates EC transactions reported in Box 3 1,192.85 1,192.85
Box T Total net value of purchases 0.00
Credt Card Charge 05072005 FastLock 12.00 50.00 50.00
Chegue 05/07s2005 7 Computer Yyorld 4254 102.54
Bill 0107 F2005 rent Stuart Lewven 1,000.00 1,102.54
Chegue 10072008 j=la] Thames Council 111.00 1,213.54
Total net walue of purchaszes - The star syimbol indicates EC transactions reported in Box 9 1,213.54 1,213.54




VAT ltem Summary
A third report to review and print is the VAT Item Summary. To view this report:

1. Click on VAT in the Menu Bar, and select VAT Item Summary.

'ﬁ Tvpe a help question Askl % How Do I?l X|

Madify Repart. .. Memarise. .. | Print, .. | E-miail | Expart... Hide Header | Collapse I Refresh I
Dates [Custom =1 From [o1y077z005 B To [30j0972008 B columns  [Tokal oty =] sort By [Defautt -
3:22AM Port Meadow Locksmiths Ltd
EEn
Hnzios VAT Item Summary (Net)
Accrual Basis July through September 2008
< Jul - Sep 08 =
Exempt Purchases » 334470 4
Standard Purchases 15,5699.52
Standard Sales 19,732.:50
Zero-Rated Sales E0.00

This report shows the Net Value of sales and purchases by VAT rate. You can QuickZoom on
the figures for details.

Filing a VAT Return

Now that you have reviewed and printed your figures for the VAT return, you are ready to file
the VAT. Remember that this process is now the same for Cash VAT or Accrual VAT schemes.

To file the VAT return:
1. Click on VAT in the Menu Bar, and select File VAT.
2. The File VAT window is displayed.

Ensure that the correct VAT agency is selected (1), and that the reporting period dates
are correct (2).

The figures shown are the same as those on the VAT 100 report example above. In
the File VAT window you can see the VAT figures for each Box on the return (3).

The amount owed (or to be reclaimed) is below this (4).
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rlevar N K &l x|

4&— T~
WAT Agency MRC YAT 11=] From foyjo7jzoos B| To  |aofosfzoos E|
VAT Line Armounk

Box 1 YAT due on sales and other oukputs 3,451 .44 |~
Box 2 ¥AT due on acquisitions From other EC Member Skates 0,00
Box 3 Takal autput kax due 3,451 .44
Box 4 VAT reclaimed on purchases 2,933.27
Box 5 Met WAT to pay {or reclaim) 3 518.17
Box & Total net value of sales 19,792 .50
Box 7 Tokal net value of purchases 19,244 .22
Box & Tokal net value of supplies ko other EC Member States 0.00
Box 9 Tokal net value of acquisitions to other EC Member Skates 0.00
Uncategarised Tax Amounts 0.00

LI

4 | You owe YAT of £518.17 to HMRC VAT

— Before wou file

Do you need to make an adjustment?
IJse the adjust butkan if you need to increase or decrease the WAT amounts,

Adijust Y&T Return. .. When do I need to make a WAT adjustment?

Do you want to print your YAT return?
You can print wour WAT return now or print after wou file wour MAT return,

Print Y&T Return, .. Tell e more about prinking my YAT Feburn

5 | Ele ¥AT Return | Cancel Help

3. To proceed, click the File VAT Return button (5).

You will be prompted to print your VAT return. If you have not already done so, print it
now. Note: This only prints the VAT100, not the VAT Detail or VAT Item Summary
reports. It is advisable that you print all of these reports before you begin filing the
VAT.

4. The next window appears:

Payment Bl |

You owe WAT of £518,17 to HMRC VAT,

Whether wou Pay Mow or Pay Later, QuickBooks creates an
enkry in dccounts Payable,

If wou choose Pay Later, remember to go to the Suppliers
menu and Pay Bills,

Pay Later | Zancel |

You can opt to pay now, or pay later (see below). In either case, QuickBooks will mark
all the transactions as filed and post the filing date in the VAT Liability Account.
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5. A confirmation window appears to inform you that you have filed your VAT return
successfully:

QuickBooks Information =t

\]:}) Zongratulations! You have finished processing yvour WAT return in QuickBooks.
The last date covered by this ¥AT return is now your closing date.
Cnly the QuickBooks Administrator can add, change, or delete kransactions before this
date, To change the password or other preferences for closed periods, go to the Edit menu

and choose Preferences,then click the Accounting kab,

Remember to complete and send a paper return to your WAT agency, along with any
payment due now,

Closing Date

QuickBooks sets your file closing date to the quarter ending date of the return.

Only the QuickBooks Administrator can change this date, or password protect it, under
Preferences (go to Edit in the Menu bar, select Preferences, click Accounting and Company
Preference). We’'ll see how to do this in Chapter 12.

It is strongly advised that you do not change the closing date, and that you add password
protection (see chapter 11). That way only the Administrator can make changes to closed VAT
periods.

VAT Liability Account

When you file the VAT, QuickBooks automatically creates a journal entry dated the last day of
your VAT quarter (in our example 30/09/2008) and posts this to the VAT Liability account.

To view this journal entry:
1. Click Company on the Menu bar and choose Make General Journal Entry.

2. Click the Previous button. The journal looks like this:

|ﬂ Tvpe a help question Ask' ¥ How Do I?I Xl
< Previous & Mexk @ Prink... | Qh Hiskory |

Date ISDIDQIZDDS =] Entry ND-|5

Account | Debit | Credit | Memo Mame | WAT Ikem | Eillable?
Accounts Payable 516,17 |File Sales Tax HMRC WAT =
VAT Liability 3,451.44 HMR.C VAT Standard Sales o
YAT Liability 2,933.27 HMRC WAT Standard Purchases
VAT Liability 0.00 HMRC WAT Zero-Rated Sales
VAT Liability 0,00 HMRC WAT Exempt Purchases

Notice that the sum of each VAT Item line (standard sales, standard purchases, etc) in the
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VAT period is accounted for.

The effect of this journal is to bring your liability down to zero in the VAT Liability account, so
you know there is nothing outstanding for that period. The amount you owe can now be found
in the Accounts Payable account (where you go to pay supplier bills), and if you had a refund,
that amount would be posted to the Accounts Receivable account (where you go to receive
customer payments).

In addition, filed transactions have a ‘Filed Date’ next to them.

To view the VAT Liability Account:

1. Click on Lists in the Menu bar and choose Chart of Accounts. Find the VAT Liability
Account and double click to open it.

2. Here is how the VAT Liability account looks:

e Balance brought to zero on last day of VAT return (1)
e A filed date appears next to file transactions (2)

Type a help question Ask! % How Do I?! x!
& Goto.., | < Print, .. | & Edit Transaction CuickPeport

| |
Date Mumber Supplier Due Date Eilled S Paid Balance
Type Account | Memao Filed Date

29/09/2005 533 HMRC WaT 3070972005 41.20 126,90 =
TRy Accounts Receivable [split]  Standard Sales 30/09/2005

290972005 533 HMRC WaT 307092005 0.00 126,90
Ty Accounts Receivable [split]  Zero-Rated Sales 30/09/2005

29009/2005 534 HMRC WaT 30f0sf2005 153.57 280,47
Y fccounts Receivable [split]  Standard Sales 30§09/2005

300092005 535 HMRC VAT 30§09/2005 100,63 351.10
TRy Accounts Receivable [split]  Standard Sales 300972005

300022005 536 HMR.C YAT 3000912005 137.07 5158.17
TRy Accounts Receivable [split]  Standard Sales
3 HM-RC VAT 3,451.44 -2,933.27
GEMIRML [|Accounts Pavable [split]
5 HMRC VAT 2,933.27 0.00
GEMIRML [|Accounts Pavable [split]
5 HMRC WaT 0.00 0.00
GEMIRRL [|&ccounts Pavable [split]
5 HMR.C VAT 1 0.00 0.00
SEMIRML_lAccaunts Pavable [split] [ Memn |

Spliks | Ending balance 0.00

[~ 1-Line

Sork by |DateJ Type, Number/... = | Record Restare

Paying or Reclaiming VAT

In QuickBooks 2008 it's easy to pay the VAT when you file, or to pay it at a later date, and
even by instalments.

Pay Now




If you chose to Pay Now when filing the VAT return, QuickBooks presents you with the Pay
Bills window after it has marked all the transactions on the return as filed.

Choose the HMRC VAT supplier and remit the VAT as you would do for a regular supplier.

To pay by instalments, you simply enter the amount you are paying in the Amt. to Pay column.
The balance remains in the Pay Bills window until you make the next payment(s).

-w‘ Tvpe a help question nsk| % How Do I?| x|

r Select Bills to be Paid
(‘
how hills Due on or before |31;12;2003 B
@ Shaw all bills Sart Bills By ISuppIier =
[+ | Date Due Supplier Ref. Mo. Ak, Due Credits Used Amt. To Pa
[T |oafo9jzo0s  |City Safe Wholesale 9235 (I} FO0,12 0,00
[ |11/09/z008  |Energen 251.45 0.00
(] 29092005  |ME Dodd 23564 140,59 0.00
[T |25f0gj2008  |Protech Security F242 1,685.24 0,00
[T [1=fofz008  |Prokech Security 3345 175.83 0,00
[T |o1fo9jz008  |Stuart Leven 1,000.00 0.00
[T |o1ji0fz008  |Skuart Leven 1,000.00 0,00 =
11,577.95 0.00 515.17 |
Clear Selections |

— Credit Information For Highlighted Eil

Supplier HMRC VAT Mumnber of Credits 1}

Eill Ref. Mo, & Total Credits Awailable 0.00

G0 ko Bl | Set Credits |
—Payment Account ————————— —Payment Method ——————— ~ Payment Date
o ’
ICurr_ent Account ﬂ ICheque - Ta I?e printed 05/07/2006 &
Ending Balance 4.209.88 & Assign cheque no,
Pay Selected Bills Cancel
Pay Later

If you chose Pay Later, you will need to go to the Pay Bills window (Suppliers in the Menu bar,
select Pay Bills) when you are ready to make the payment.

Refunds

If you are entitled to a VAT refund, the following window appears when you click the File VAT
return button (see point 3 of Filing VAT return, above):

Refund x|

¥ou have a WAT refund of £875,00 from HMR.C WAT,

Whether vou Receive Mow or Receive Later, QuickBooks
creates an entry in Accounts Receivable,

If wou choose Receive Later, remember to go ko the
Customers menu and Receive Pavments,

| Receive Now Receive Later Cancel

You can receive the refund now, or later. Most likely you will receive the refund later, since
you may not know the exact date you will receive it.
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When you are ready to receive the refund:

1. Go to the Receive Payments form (Customers in the Menu bar, select Receive
Payments)

2. In the Received From field enter HMRC VAT — Receivable. This customer was
automatically created by QuickBooks so you can receive the VAT refund.

3. Fill in the details of the refund as you do for customer payments.
(¥ Tvpe a help question nskl “w How Do I?| x|

<aﬂﬁrevious @Mext | E‘:h History = |
Customer Payment

Recsived From [HMRC YAT - Receivable x| customer Balance 875.00
Amounkt | .00 Dake |31112;‘2003 =
Prot, Method I j Reference # I
Memo | Deposit to |Undeposited Funds = |
Catd Mo, | Exp. Date I |"|
[ Process credit card payment when saving Find a Customer/Invoice. .,
J | Date Mumnber Qrig. Amt, Amk, Due Payment
3112/2008 =] g75.00 g75.00 0,00 =
Takals &75.00 §75.00 0.00

Amounts for Jelected Invoices

amount Due 0.00

Auto Apply Payment | applied 0.00
&I Credits Applied 0.00

Save & Close | Save & Mew Clear

Prior VAT returns

QuickBooks 2008 creates pdf files of the VAT 100 and VAT Detail reports, and stores them
within QuickBooks so that you can always view these reports at a later date.

To access prior VAT returns:
1. Click on VAT in the Menu Bar, and select Prior VAT Returns.
2. In the window that appears, choose the VAT Agency (1).

This displays a list of prior VAT returns, starting with the most recent return.




prior va Returns P

Choose the YAT Agency

[HMRC waT |
— Prior WAT Returns

Ending Date

Reparts include kransactions filed at
IZI,I',I'ZIIIIIIB the kime of the return filing process.
Transackions changed after the return
was filed won't appear on these reports,
(Repotts are displayed as a PDF file)

Yiew

Close Help

3. Select the return you wish to view, and click the View button.

" VAT Detail

® 5% |+ @ D‘v me . 2 |

LA |

VAT Detail Report
As at 30 September 2008

7:38 PM

31/12i08
Accrual Basis

*. VAT Summary

i

: 7:38 PM Port Meadow Locksmiths Ltd !

i 31112008 VAT 100 i
Accrual Basis As at 30 September 2008 ;

30 Sep 08

£ VAT due :
E VAT due on sales (Box 1) 346194 !
E Total VAT due from EC acquisitions (Box 2) 0.00 :
i Total VAT due (Box 3) 3,461.94 .
“ VAT reclaimed on purchases (Box 4) 293327 E
E H MNet VAT to pay (or reclaim if negative) (Box 5) 528.67 E
E I
o Total net value of sales (Box 6) 37.102.35 '
Total net value of purchases (Box 7) 32,044 50 '

Total net value of supplies to other EC Member ... 0.00 '
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Changes to filed VAT transactions
If you edit a VAT filed transaction:
e The VAT filed date is removed from the transaction.

e The difference in the VAT amount will appear on the next return in boxes 1 — 4. The

difference appears as an opening balance for the relevant box (see VAT Detail report,
above)

e The Net amounts are not currently being brought across to the VAT 100 or VAT Detail
reports; you will have to manually include these figures on the VAT return in boxes 6
and 7. A VAT maintenance release will be released, to address this.

o The transaction will have a new filed date, which is the quarter ending date of the
return that contained the amendment.

Journal Entries

Adjustments to VAT need to be made through forms such as bills, invoices, and credit notes.
In the event you use journal entries to adjust VAT (e.g. fuel scale charges), the VAT amount
appears on the return in boxes 1 — 4, however, the Net amounts need to be included on the
return manually. This is being reviewed for enhancement in the near future.
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Advanced stock techniques

If your business requires slightly more elaborate stock controls than
simply a list of stock items, you will need to learn more about how
QuickBooks® handles some advanced stock issues. This chapter
also explores some additional stock control features in QuickBooks,
present in the Premier edition.

By the end of this chapter, you should be able to:

Create and Understand

build stock units of Adjust stock

assembl
: y measure values
items

Create stock
reports




Stock assembly items

If your business is involved in light assembly activities then you might already be wondering
how to handle two levels of stock items: the individual components which must be tracked as
purchases, and the finished (assembled) products or systems.

The answer is the Stock Assembly feature, which helps you to set up as a stock assembly a
single unit made of stock parts.

With QuickBooks’ Stock Assembly items, not only can each component be set up as a stock
item (which can be sold as part of an assembly or individually), but the assembled product
(also called finished goods) is also tracked as a stock item.

Setting up components and assembly items

To demonstrate how assemblies work, we’ll assemble a bicyle as an example. To set up the
components:

1. From the Menu bar click on Lists and choose Item List.
2. Click on the Item button and select New.

3. In the New Item window, enter the item details for each component.

Component Description Quantity

Frame Bicycle frame 1
Wheels 24" wheel with tyre 2
Saddle Leather saddle 1
Chain 16" chain 1
Gears Gear mechanism 1
Brakes Brake system 1

The window below illustrates the New Item window for the Frame:

. Type a help question | Ask “# How Do I?I — | jm] XI

Type oK |
Stock Part = 1 laoods vou purchase, track as stack, and resell.
Cancel |
[exk |
Tkern Mame/Murnber ™ subitem of ManuFacturer's Part Murnber
Custorn Fields
[Frame | = | | cuinrii |
Speli
r Unit of Measure &I
Ut Set | Bl | Ed. |
— Purchase Information ———  — Salss Information ——— || Ttemis inackive
Lo ipki Sales T i
Description on Purchase Transactions SSErption £n Sales Tranzactions I amts Inc YAT
Bicycle frame Bicycle frame -
Cost 55.00 Sales Price | 75.00 2
Purch WAT Code (5 bl Sales YAT Code IS hd
COGRS Accounk Bike Companents - Incaome Account IBike Sales -
Preferred Supplier -
r Stock Information
Asset Account Reorder Point  On Hand Total Yalue As of
|stock = | 000 | 0.00] |31/12/z008 B|
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Notice that the item type (1) is Stock Part.

Even though this is a component ordinarily used in a finished assembly, you can still
sell just the component and designate a selling price for it (2).

Once all the components have been set up, the next step is to create an item for the finished
assembly (in this example, a bicycle).

-

From the Menu bar click on Lists and choose Item List.

2. Click on the Item button and select New.

3. In the New Item window, enter the item details for the assembled product.

4. For item type, choose Stock Assembly from the drop-down Type menu (3).

5. Enter the finished goods’ information (Item Name/Number, Description, Sales Price,
etc.) as you would any other item. The Cost price is how much it costs to assemble
this product, including labour and overheads.

6. At the bottom of the New ltem window is a list called Components Needed. Once you

have tabbed to or placed your cursor in that field, you will see that the Item column

has a drop-down list from which you can choose the components you have already
added to the item list. When you select an item, QuickBooks fills in the item and its

description; all you have to add is the quantity required for the assembly (4).

Click Full View (5) to view the list of components in a larger window.

When finished, click OK.

Twpe a help question | Ask  HowDoI?| _|0O] %
Type oK |
“tock Assembly 3 For"stock items that you assemble from other stock iterns and
==l Cancel |
wnat's the difference between a Stock Assembly and & Group?
] [exk |
Ttern Mame/Murnber I subitem of
|Bicycle I ﬂ Custom Fields |
™ 1 purchase this assembly item From a supplier Speling |
Unit of Measure Print... |
|7 ujm set [ = | Edt. |
[ Item is inactive
Cost What is this cost? COGS Account r
Armks Inc VAT
[ 1o [Bike Comporents - SIS
Description
Bicyle| =
=
Sales Price Sales YAT Code Income Account
[ zzsmo |s -] [Bike Sales ]
Eill of Materials
Item Description Tvpe Cost [o]s U Tokal Edit Item. .. |
Frame Bicycle Frame Inv Part: 45.00 1 45.00] 4| )
Wheels  |24" wheel with byre  |Tv Part 15.00 z 30,00 _| ] Wi | S
Saddle Leather saddle Inv Part 20.00 1 4 20,00
Chain 16" chain Inv Part 9.50 1 9.50 LI
Total Bill of Materials Cosk: 135,50
r Stock Information
Asset Account Build Point On Hand Tatal Yalue As of
|stock =1 0.00 0,00 [31/12f2005 H)




Building assembled items in the Build Assemblies window

You’ll have to let QuickBooks know when a stock assembly item has been physically
assembled. You do this by building an assembled item.

Because the bicycle is an actual item, QuickBooks shows it in the Item List. Although there
are enough components in stock to build the bicycle, QuickBooks shows that there are no
assembled bicylces in stock.

g 5 Twpe a help question Askl ¥ How Do I?l - |EI| X|
Mame Description Twpe Account OnHand | Quantity On Purc... | On Sales Order | Price Cosk l
«+Brakes EBrake system Stock Part EBike Sales 4 i} u] 25.00 15.00 ;I
+Chain 16" chain Stock. Part EBike Sales z 1] u] 15.00 9,50 _I
+Frame Bicycle Frame Stock. Part Bike Sales 1 i} 1] 75.00 45,00
@Rears Gear mechanism Shock. Park Bike Sales 3 1] 0 36.00 16,00
+Saddle Leather saddle Stack Part Bike Sales 4 i} 1] 45.00 20,00
+Wheels 24" wheel with tyre Eike Sales g 0 u] 23,00 15,00
Bicyle o o ol gzsool v
+Card fee Card handling fee Other Charge  |Locks Sales 1.0% 0.00
+Fin Chg Finance Charges on Overdue Balance Other Charge |InterestR... 6.0% 0.00 ﬂ
Activities ™ | Reports = | Excel = | [T Include inactive

To build the bicycle assembly:

1. From the Menu bar, click on Suppliers, choose Stock Activities and then select Build
Assemblies. In the Build Assemblies window:

Choose the Assembly Item (5).

QuickBooks now displays the Quantity on Hand (6) (at the moment, none).

Also listed are the required components and quantity on hand of each component (7).

Finally, you will see a field telling you the maximum of this assembly you can build
from the quantity of components on hand (8).

@ Prewious & MNext

Tvpe a help question | Ask

‘¥ HowDoI?| _|0O

X

— Assembly Tkem
Quantity on Hand: 6 1] Eiuild Point:
IBicycIe 5 ﬂ Quantity on Sales Crder: a
Quantity Reserved For Other Assemblies: ]
Quantity Available: 0
Components Meeded to Build Bicycle
Companent [kem Description Tvpe Qky On Hand Ly Oky Needed
Frame Bicycle frame Inv Part 3 2~
Wheels 24" wheel with tyre Inv Part 12 4
Saddle Leather saddls Iny Part 7 6 2
Chain 16" chain Inv Part 4 2
agars Gear mechanism Iny Part 5 2
Brakes Brake system Inw Part 3 2
~|
Mazximum number you can build From the quantity on hand: 3
8 > Quantity to Build [Z ‘ 9
Date Build Ref, Ma.
|3ojosfzoos B |11
Mermo
Build & Close Build & New Clear
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1. All you have to do is enter the quantity you are going to build (which, it’s pretty clear,
has to be no more than the number shown in field 8!) in the Quantity to Build field (9).

2. Click Build & New if you have more than one assembly to record, or Build & Close.

QuickBooks automatically, in the background, will increase the On Hand quantity of the
assembled item and decrease the quantities of the individual components.

:5 Type a help question Askl w How Do I?l — |EI| X|

Marne Descripkion Type Accounk Cn Hand | GQuantity On Purc... | On Sales Order | Price Cosk l
+Frame Bicycle Frame Stack Part Bike Sales 1 0 i} 75.00 45,00 ;I
+Gears Gear mechanism Stock Part Bike Sales 3 i} a 36.00 16,00
+Saddle Leather saddle Stock Part Bike Sales 4 a ] 45.00 z0.00 _I
+Wheels 24" wheel with byre Eilke Sales g 0 0 28.00 15.00

ee Card handling fee 1.0% 0.00
+Fin Chg Finance Charges on Owerdue Balance Other Charge  |Inkerest Rec... 65.0% 0.00
+Reimb Subt Reimbursable Expenses Subtakal Subtatal 0.00
+Subtotal Total of above Subtotal 0.00 =

Ackivities = | Reports  * I Excel = ||_ Include inactive

In the example above, two bicycles were built — notice how the quantities of the components
have decreased in the item list.




Units of Measure

If your business purchases, stocks and resells stock items in different lots for each activity,
you can use the Units of Measure feature to indicate how the different lots are related. Note:
This feature is only available in QuickBooks Premier 2008.

For instance, consider Port Meadow Locksmiths that, among its products, is going to sell
replacement door handles. This business purchases the handles by the crate. A crate holds
ten cases and each case contains 20 handles, which are resold as individual handles.

Define and assign Units of Measure
To use Units of Measure, you must first enable and define the units of measure:

1. To enable Units of Measure (U/M), click on Edit in the Menu bar and choose
Preferences. Click on ltems & Stock, then the Company Preferences tab and under the
Units of Measure heading click the Enable button.

Choose “Multiple U/M per Item” (1), then click Finish (2). Click OK to exit Preferences.

o]

! Enable the Unit of Measure (U/M) Feature

This feature lets vou assign units of measure ko vour items, The units will then appear on
farms and reparts, Select the mode that is right For vour business,

X4 Ibs.
& € gingle Uy Per Item

w Lets wau assign a single unit of measure ko each item.
1

Lets you define multiple units of measure--a base unit and any number of
conversions, IF wou buy and sell an item in more than one unit of measure, you must
select this option,

* Unik of measure overview

Bath | Mexk | Finish Help | Cancel |

Note: Choose ‘single’ unit of measure to assign a single unit to an item (e.g. each, or
kg, litre, metre, etc). Select ‘multiple’ if the purchase unit is different from the
stocking or selling unit. In this example, we’ll choose multiple.

2. Open the Units of Measure List (Lists from the Menu Bar and select U/M Set List).

3. Click the U/M Set button at the bottom left of the list, and select New.
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4. Choose the type of measure (3), or create one by selecting Other. In this example
we’ll select “Count”.

Click Next to follow the wizard.

Unit of Measure Bl x|

E Select a Unit of Measure Type | 3

I:c o If wou don't see the Unit of Measure kype vou need, select Other to create a new one.

& Count (each, box, case, dozen, etc.)

‘% Ibs. ™ Length {inch, Foot, vard, meter, etc.)

w £ weight {ounce, pound, kilogram, etc.)

inches

" Yolume {quart, gallon, cubic vard, liter, etc.)
" prea (square foot, acre, square meter, gkc,)
' Time {minute, hour, day, etc.)

" Other

Back Mext | Help Cancel

5. Select the base unit of measure (4), which is the smallest increment. In this case
that’s a handle, so choose Each.

Click Next.
Unit of Measure = x|
E Select a Base Unit of Measure
boxes ; ]
| % Each feal] 4 When ywou create inventory items, the base unit of
""""""""""""" measure should be the smallest increment used to track
Ibs. & Pair {pr) the item.
w " Dozen (dz) For example, if wou buy screws in bags of 100 but use
P one o bwo at a time, you should select a base unit of
inches " other "each" instead of "1 bag of 100."
Back Mext Help Cancel




6. Now add the related units (5). “Case” is already an option, so we add 20 in the “# of
each” column since there are 20 handles in a case. Dropping down to the next blank
line, add “crate” as shown below, and an abbreviated unit name (crt). There are 200
handles in a crate (20 handles per case x 10 cases in a crate).

Unit of Measure - B x|

E Add Related Units

Click the Add field For each related unit wou want to add. To define additional units, click on
an empky line and Fill in the figlds.

EEI Ibs. Base Lnik case

Hdd Marne Abbreviation # of ea
w pair pr 2~
inches dozen dz 1z
package pkg
b b
Case s 20
200
=]
Back, Mext Help Zancel |
Click Next.

7. Now select the purchase and sales units (6). You could also define a shipping unit of
measure here.

Unit of Measure - B x|

& Ibs. Purchase Iﬁ

IUsed by default For new line ikems on purchase Forms.,

w 6
inches Sales |each ﬂ

sed by default For new line iterms on sales Forms,

Shipping | R

If selected, overrides the unit of measure on sales orders when printing pick lists.

Back. Mext Help Zancel

Click Next.




8. Enter a name for this unit of measure (e.g. handles)(7).

Unit of Measure

inches

Name the Unit of Measure Set

The base unit and any related units wou added make up this unit of measure set. Give the
set a name so you can assign this set to ather items,

Set Mame |handles 7

Bl x|

Back

Mexk Finish Help Cancel

Click Finish.

9. The Units of Measure List has now been updated (8):

BuMserist T EETE
(MName ]

handles

Mame Purchase LM Sales LIfM Shipping U™

each (ea) crake (ork) gach (2a)

i Reparts * | [T Include inactive
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The next task is to assign this unit of measure to our new door handles stock item.

10. Create a new stock item (Lists from menu bar, then Item List, then New), which
associates the base unit of measure with the item (9). Fill out the rest of the fields as
usual.

Note that both the cost and sales units are presented in the base unit (10). It’s on
the purchase and sales forms that you’ll be able to use the related units.

Tvpe a help question | Ask ¥ HowDoI?| _ (O] %
Type 0K |
IStl:uck Fart ﬂ IUse For goods wou purchase, track as stock, and resell.
Cancel |
Mext |
Trem Mame/MNumber I subitem of Manufacturer's Part Number
|6688 I ﬂ I Custom Fields |

Speling

— Unit of Measure

UjM Set [handies:ea 9 ~| Edt. |

— Purchase Information — Sales Information [ Ttem is inactive
Description on Sales Transactions

Description on Purchase Transactions
Dioor handles (5658) Door handles (6658)

[T Amts Inc vaT

Cost I 5.50 peres Sales Price I 12,50 perea
Purch ¥aT Code IS b \ Sales YAT Cade IS >|

COGS Account  Locks and Safes Pur.,. ¥ | gome Account  [Hangle€ and Misc |
Preferred Supplier | ]
10

— Stock Information (Quantities in ea)
Asset Account Reorder Point  ©n Hand Total Yalue Az of

[stock =1 | .00 | 0.00 |31/12/2008 B

Click OK to save the new item.

When the items are purchased, the Items List shows the On Hand quantity according to the
base unit of measure. The advantage of using a system that defines a base unit of measure
is that it make it easy to compare the price of the same type of items by comparing the cost
of the base unit. (You need to customise the columns in the Item List to show the base unit.
Right click on the column and choose Customise Columns, then add or remove columns as
needed).

: h Tvpe a help question Ask| ¥ How Do I?| — |EI| X|
I Mame I Diescription I Type I Account ©n Hand | Base LM I Cost Price I
+2101 Union 5 lever deadlock Stock Part Locks Sales 4 12,00 19.50
+2242 Union 2242 lack, Stock Part Locks Sales D 12,14 18.02

Simples: 3000 lock Stock Part Locks Sales 2 95,63 147,13

|Door handles =] |Stack Part |Handles and Misc 200 |each (ea)

For example, if purchasing handles from 2 different suppliers who may sell in different units,
you can still compare the base cost as long as that base cost is in the same unit.
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Units of Measure on Purchase and Sales forms

1. Notice the “crate” unit automatically appears on the bill, with the correct price (200
handles x £5.50 per handle). From the bill you could change the units of measure
(see drop down list) (1), if for example you purchased in a different unit, such as 5
cases instead of a full crate of 10 cases.

Expenses £0.00 ]Items £1,100.00 ]
Item Description Oby | LM Cosk | WAT Amount Zuskomer: Job Billable? | Class
B = |ooor handles (66883 1 =l taooo0ls = 1100000 | ==
< Add Mew = =
Convert 1 crt ko 10 cs
Corrvert 1 crt ko 200 ea 1
Change 1ot to 1 s
Change Lot to 1l ea
2. Likewise, individual handles appear as the unit of measure on the sales form. Once
again you can change the sales unit of measure on here as well (2).
ot [ 1tem Description [ ujm Rate Amaunt WAT
1 AESR = |ooor handles (6eaa) = i 12,50 =] 12,505 x|
< Add Mew = | |
Conwert 1 eabo 0,05 cs 2
Convert 1 ea ko 0,009 crt

Change 1 eatolcs
Change 1 eato 1 ok

Iltem availability

To see the number of items available:

1. Highlight the item in the Item List, then right click to view the options, and select
Current Availability (1).

LJ_T Tvpe a he
& | Mame -~ Diescripkion Type Accounk On b
+2101 Union 5 lever deadlock. Stock Part Locks Sales
+2242 Union 2242 lock. Stock Part Locks Sales
+3000 Simple:x 3000 lock Stock Part Locks Sales
+3C14 Chubb 3C14 deadlock. Stock Part Locks Sales
k. Stock Part Locks Sales
o0 o —
+ 7004 Unican 7004 digital door lock Find...
+77 ‘ale 77 lock with brass cyl... Refresh
+ 55l ‘ale 85 Basshux lock,
+Call Qut Emergency call out to gai... Mew
+ard fee ard handling fee Edit Them
+Cuk key cut
+Disc 5% discount

+EC Purch Goods 0% Group
+EC Purch Goods 17.5% Gr...
+EC Purch Goods Standard
+EC Purch Goods Zero-Rated
+EC Purch Services 0% Group
+EC Purch Services 17.5% ...
+EC Purch Services Standard
+EC Purch Services Zero-R...
+EC Sales Goods 0% Group

EC Purch of Goods Zero-R.,
EiC Purch of Goods Group

EC Purch of Goods Standarc
EC Purch of Goods Zero-R.,
EC Purch of Services Zero..,
EiZ Purch of Services Group
EC Purch of Services Stan..,
EC Purch of Services Zero. .,
EiZ Sales of Goods Group

Make Item Inactive
Customise Calumns. ..

Create Invoices
Enter Sales Receipt
Change Frices
Current Availability
Create Purchase Orders...
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2. In the Current Availability window, you can view the Quantity Available (2) as well as
Incoming Quantities (3):

You can also change the Units of Measure to see the above information in a different
unit. (4)

To view more information on Purchase Orders, Sales Orders, or Assemblies, click
Show Details (5).

Type a help question | Ask T HowDoI?| _|0O] X
Ttem Mame |esae Ed UM fea Ed
1
Description Dioor handles (66887 s rase
crk crate 4

Quantity Available — 2 Incoming

Quantity on Hand Z00 ea Quantity on Purchase Orders 3 0ea

Quantity on Sales Orders Dea Quarntity on Pending Builds

Quantity Reserved For Assemblies Dea

Quantity Availahle 200 ea

Show Details == 5 Close |

Adjusting stock values

Most businesses will, at least at their financial year-end and perhaps more frequently,
compare their physical stock (what is actually in the warehouse, shop or storeroom) with the
stock figures, known as perpetual stock, reported by QuickBooks. A business will also want
to periodically (at least once a year) assess and adjust the value of its stock.

Adjusting stock quantity

It may happen that over time the physical stock quantities change due to spoilage or
damage, errors, short-shipment from a supplier, or other causes. When you do your regular
physical stock count, the figures may then not agree with the quantities reported by
QuickBooks.

When these discrepancies arise you will need to adjust the stock quantities in QuickBooks.

To aid in counting the physical stock, QuickBooks offers the Stock Take Worksheet form. To
access the worksheet:
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1. From the Menu bar choose Suppliers, click on Stock Agctivities and select Physical
Stock Worksheet (1).

Modify Report. ..

Type a help question | Ask

Memarise. .. | Prink... | E-mail | Expoart...

Hide Header

Refresh

% HowDoI?| _|0O| x

%05 PM
31208

Stock

T004

Chubb deadlock
Chubb Mortise
Simplex lock
Union 5 deadlock
Union lock

Yale basslux

Yale lock with cylinder

Port Meadow Locksmiths Ltd
Stock Take Worksheet

All Transactions

tem Description

+ Pref Supplier = On Hand

1

<+ Physical Count <

Chubb 3C14 deadlock

P Unican 7004 digital doo...

Chublb Mortise Lock 3K

Simplex 3000 lock
Uniar 5 lever deadock
Union 2242 lock

ale 55 Basslix lock

Wale 77 lock with bras..

11
11
3

m L @ o~

1

The worksheet displays the record held by QuickBooks of the quantity on hand for each stock

item as well as an area to manually record the physical count. This makes it easy to see
where any differences occur.

Once the physical stock count is completed, you can then adjust any discrepancies in

QuickBooks, by adjusting the quantity of the stock items:

1. From the Menu bar choose Suppliers, click on Stock Activities and select Adjust
Quantity/Value on Hand to see the following window.

W pravious B next

Type & help question | Ask

* HowDoI?| _|O

Ref, Ma.

Adjustrment Date

|n1j1urznna =] 2

|1

Custarmer: Job |

Adjustment Account |St0ck Adjustment h

3 ks

4
k4

Ikem

Descripkion

Currenk Gy

Mews Qiky

Qhy Difference

7004

Unican 7004 digital d...

Chubb deadlock.
Chubb Mortise
Simplex lock
Union 5 dead. ..

Union lock.

‘ale basslux
‘ale lock with. ..

Chubb 3C14 deadlock
Chubb Mortise Lock 3...
Simnples 3000 lock,
Union 5 lever deadlock.

‘ale 85 Basslux lock
‘ale 77 lock with bras. ..

CI\LAJI-IL-ILUJ'H-JUJ

-1

s

=

[ walue Adjustment Mema

Total Walue of Adjustment

Save & Close |

Save & New I

=77 14

Cancel |

Ensure that the adjustment date is the date of the physical count (2).

3. In the Adjust Quantity/Value window, in the New Qty column, enter the new quantity

on hand (3). Notice that QuickBooks adjusts the Qty difference based on the entry in

the New Qty field.
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4. Select an adjustment account. This should be an expense account. In the example,
the account is called Stock Adjustment (4).

5. Click Save & Close to record the stock adjustment and close the window.

Adjusting stock value

Stock does not always maintain the same value. From time to time you will need to adjust
the total value of stock on hand to reflect depreciation or changes in marketability.

For example, if a newer model of an item you stock is on the market, the value of your stock
may decrease.

To adjust stock value, use the same Adjust Quantity/Value on Hand window. Because the
quantity on hand is correct:

1. Check the Value Adjustment box (1).

2. QuickBooks then creates a New Value column. In the New Value column, enter the
new value of the stock items on hand (2).

3. Choose an Adjustment Account (an expense account) (3).

Click Save & New to make another stock value adjustment, or Save & Close if you
have made all the needed adjustments.

£I Tvpe a help question Askl ¥ How Do I?I - ||:I| xl

Al previous [ Mext
Adjustrient Date |31,|'1III,|'2IZIIZIS i
Ref. Mo, |2 Customer: Job | ﬂ
Adjustment Account IStDEk Adjustrnent ERE Class | ﬂ
Ikem Description Current Qby Mg Ciby Current Yalue | Mew Yalue
Unican 7004 digitald... | 11] | 715.00]
Chubb deadlock Chubb 3C14 deadlock. 11 111.32
Chubb Martise Chubb Mortise Lock 3... g 191.60
Simplex lock. Simplex 3000 lack, 5 475,15
Union 5 deadlock. Union 5 lever deadlock. 7 g4.00
nion lock Union 2242 lock, 9 109,26
Yale basslux Yale 55 Basshux lock 3 6,30
Yale lack with cylinder [Yale 77 lock with bra... [ 90,15
=]
v Yalue sdjustrent Mema
1 Tokal Yalue of Adjustment -55.00
Save & Close Save & Mew Cancel |
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Stock reports

As part of the ongoing governance of your business, from time to time you will want to
generate and study or print reports showing the status and value of your stock.

In addition to the stock take worksheet described in the previous section, QuickBooks offers
the following stock reports, available by clicking the Reports Centre in the Navigation Bar and
choosing Stock:

E Memorised references [0 Learning
— Stock

i e el Find information about stock value, stock status, and pending builds, including a
Tiemas s Bl worksheet for checking your stock take.
Sales Stock Valuation
Jobs, Time & Mileage 0 Summary wihat is the cument aszet and retail value of each stock item? More...
Suppliers & Papables B Detail ‘which transactions have affected the value of my stock? More...
Wi T
Purchases Stock Status

[| Stock Status by lkem what is the detailed information about each stock kem? Includes stock
Stock an hand, to show if it's time to reorder. More. .
Employees & Payrall F| Stock Status by Supplier what is the detailed information about each stock ikem, organized by

supplier? Includes stock o hand, bo show if it's time to reonder. Mare..

Barki .

AT F| Stock Take ‘workshest A, workgheet that you can uge to check vour stock take againgt your
Accountant & Taxes QuickBooks records. More, I
Bud E| Pending Builds Which builds are marked as pending. and what is the detailed

Lidgsts information for each of them? More. .

List
Related Reports - Can't find the report you need? Look here, then click the categony to find the report.
Open Purchase Ordars For all open purchase orders, what are the supplier name, PO number,
amount, order date, and the expected delivery date? See Purchazes ﬂ

Let’s examine two of these reports.

Stock Valuation Summary report

Among other information, this report shows you quantities on hand, average cost, total cost
and selling value of each item in stock.

T ) T/pe & help guestion |Ask ¥ HowDo 12| _|O| %]
Modify Repart. .. Memorise. ., ‘ Frint. .. | E-mail | Expott... Hide Header Refresh
Dates [This Manth-to-dake =] [atj1z/z008 B8]
10:12PM Port Meadow Locksmiths Ltd
M2i :
208 Stock Valuation Summary
As at 31 December 2008
¢ __lem Description ¢ OnHand < Avg Cost ¢ AssetValue % of Tot Asset ¢ Sales Price + _Retail Value _ + % of Tot Retail +
Stock
To0d P Unican 7004 digital doo M B5.00 71500 38.7% q90.79 998 69 352% d
Chubb deadlock Chubb 3C14 deadlock M 1012 111.32 B.0% 2161 23771 S.4%
Chubb Mortise Chubb Mortise Lock 3K.. g 2385 19160 10.4% 3895 31160 11.0%
Simplex lock Simplesx 3000 lock E 9563 47815 259% 14713 73565 26.0%
Union 5 deadlock Union & lever deadlock 7 12.00 84.00 4 6% 19.50 136.50 4.8%
Union lock Union 2242 lock k=] 1214 109.26 5.9% 18.02 16218 27%
Yale basslux “ale 55 Basshux lock 3 2210 66.30 36% 4068 122.04 4.3%
Yale lock with cylinder “Yale 77 lock with bras... =} 15.03 a013 4.9% 2161 128 66 4.6%
Total Stock 60 1,645 .81 100.0% 283403 100.0%
TOTAL G0 1.845.81 100.0% 2,834.03 100.0%




Stock Valuation Detail report

In addition to the information found in the summary report, the Stock Valuation Detail report
itemises the purchases and sales information for each item, indicating the stock movements
over the specified dates.

Type a help question | Ask

* HowDo 12| _|O

x

Modify Report... Memarise. .. | Print... | E-mail | Expoart... Hide Header Refresh
Dates |Custom =] From [01/09/z008 B To [s0/08rz008 B Sort By [Default 3|
10:14PM Port Meadow Locksmiths Ltd
1zios stock Valuation Detail
September 2008
kS Type £ Date B Hame ¢+ Hum « Oty <+ Cost + OnHand -+ Avg Cost < Asset Value «
Stock o
To04
» tem Receipt 05092005 Linton Letting Agency 23909 3 193.00 g 55.00 585.00 4
tem Receipt O&09,2005 Ahle Locksmiths 23909 2 13000 11 55.00 71:5.00
Irvvoice 26/M039,2005 Hertford Surgery 530 -3 g 55.00 520.00
Total 7004 g 52000
Chubb deadlock
Bill 05089,2005 City Safe Wholesale 92350 2 2024 T 1012 70.54
Bill 2500952008 Prestige Estates:Miton Pharmacies S19547 -] S0.60 12 1012 121.44
Irvvoice 29/09,2008 Prestige Estates:Miton Pharmacies 534 -5 7 1012 70.84
Total Chubb deadlock T 70.84
Chublb Mortise
Irvoice 0309,2005 Hertford Surgery 526 -5 3 2395 71.85
Bill 0509,/2005 Lirton Letting Agency 92350 3 7185 [ 2395 143.70
Credit Card Charge 09/09,2005 Chubb Locks and Safes 3 119.73 11 2385 26343
Bill 0092005 Protech Security F345 1 2393 12 2393 25740
Irvvoice 09/03,2005 Linton Letting Agency 528 -3 9 2385 21555
Sales Receipt 16092005 Adamz, Julie 113 -1 g 2393 191 .60
Bill 2500952005 Prestine Estates:Hannawy Court M., 519547 a3 119.73 13 2393 F1.35
Bill 2500952005 Prestine Estates: G5 Properties S19547 T 167 63 20 2393 473.00
Bill 2500952005 Prestige Estates:Part Meadow Man... 319547 T 167 63 a7 2393 G456 65
Bill 2500952005 Prestige EstatesWheat and Barley... 319547 a3 119.73 32 2393 TEG.40
Irvvoice 29/09,2008 Prestige Estates: GS Propetties 532 -7 25 2385 £98.75
Irvvaice 29/09,2008 Prestige Estates:Hannawy Court M., 533 -5 20 2385 479.00
Irvvaice 30/09,2008 Prestige Estates:Port Meadow Man... 535 -7 13 2385 135
Irvvoice 30092008 Prestige EstatesVhest and Barley... 536 -5 g 2385 191 .60
Total Chubb Mortize g 191 60 ﬂ

Chapter summary

This chapter detailed some advanced stock management tasks and features, including:

e« How to set up and use stock assembly items.
« How to activate and use units of measure for stock control.
+ How to adjust quantity and value of stock items.
« Available stock worksheet and reports.
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Advanced supplier transactions

The people or companies from whom you buy items or services are
called suppliers. In A Beginners” Guide to QuickBooks, you learned
some basic supplier transactions: how to pay bills and record
cheques and credit card transactions used to pay suppliers. But
your business has many other interactions with suppliers that need
to be recorded in your company file. Now it is time to build on your
basic knowledge by learning some more advanced QuickBooks®
techniques and features that will help you record your business
dealings with your suppliers.

Upon completing this chapter, you should be able to:

Process Use time & Work with

supplier credits T supplier
& discounts reports




Supplier credits

Supplier credits are typically used when you return a purchased product to your supplier, or
when your supplier has accidentally overcharged you for a product or service.

After you notify your supplier of their error they should send you a credit note for the short-
shipped item.

To enter this credit:
1. From the Supplier Centre, go to New Transactions and choose Enter Bills.
2. Click on the Credit button (1).

3. When you choose the Credit button, QuickBooks identifies your transaction as a credit
form, as you see by the change in the title bar (2).

4. Enter the information in all relevant fields just as you would with a bill.

Note: When a stock item is credited in this way, the physical quantity of the stock will
be adjusted accordingly.

5. Click Save & Close to record your transaction.

B Type a help question | Ask = HowDoI?| _|O] x
& previous B Mext | ﬁ Find Qb Histary
ORIl @ Credit I 1 I

Sup... ‘Chubb Locks and Safes j Date 1ijo9fzo0e B
Ref. Mo, 3359

Credit &mount 1426

Memo  Return of goods

Expenses £0.00 | Items £12.14 |
Ttem Descripkion Q. | Cost YAT | Amount | Customer:Job | Billable? | Class
Union lock Union 2242 lock 1 12,14 |5 12.14 =
~|
Select PO I Receive &l St PO
Total vaT | z.1z| [NES
[T amounts include YAT
Clear Splits I Recalculate | 2 Fave & Close | Save & MNew | Rewvert I
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You can look at the Unpaid Bills Detail report to see if there are any credit notes that need to
be applied to bills. To do so:

1. From the Menu bar, click Reports and choose Suppliers & Payables.
2. Select the Unpaid Bills Detail report.

(A quick look at Chubb Locks and Safes unpaid bills report shows the original supplier bill for
£2259.83 and the subsequent credit note for £14.26.)

'ﬁ Tvpe a help question Askl ¥ How Do I?| _||:I| xl
Modify Report. .. Memarise, , . | Prink. .. | E-mail | Export... | Hide Header I Refresh I

Dates  |Custom | |aofooyzo0a B sort By |Default |
5:49PM Port Meadow Locksmiths Ltd
Hnzis Unpaid Bills Detail
As at 30 September 2008
L Type % Date + Hum <+ DueDate < Ageing +  Open Balance L
Chubly Locks and Safes
d Credit 110952003 3359 1426 4
Bill 25/09,2003 19547 250902005 5 225983
Tatal Chubb Locks and Safes 224557
TOTAL 2,245.57

Paying the supplier bill when you have a credit note
When you pay the supplier’s bill, you want to take advantage of their credit note.

1. From the Supplier Centre, click on New Transactions then Pay Bills. In the Pay Bills
window, find the bill you are paying.

If you don’t see it, click on “Show all bills” radio button at the top right.

2. Click beside the bill to be paid. You will see a tick appear, and the line is highlighted
(3).

3. In the area of the window titled “Credit Information for Highlighted Bill”, QuickBooks
shows the number of credits and the total value of the credits for this supplier (4).

To apply the credit to the payment, click on the Set Credits button (5).




o

Type a help question | Ask “* HowDoI?| _ |0 x

r Select Bills to be Paid

<hom bills € Due on or before Im
€ shaw all bils SortBilsBy [auppier %]

J Date Due | Supplier Ref. Mo, Ak, Due Credits Used

Chubb Lo 53 £
|_ 29;’08;’2008 City Safe Wholesals 9182 5,750.74
[T |osfo9jz008 |cCity Safe Wholesale 9235 (T) 700.12 0.00 0.00
™ [11y09¢2008 |City Safe Wholesale 9235 (I} 142,65 0.00 0,00
[T |11/09j2008 |Energen 251,45 0.00 0.00
[T |o1y10j2008 |FastLock 5,875.00 0,00 0,00
- HMR.C YAT 5 S18.17 0,00 0,00
(| 29/09/2008 |M E Dodd 23564 140.89 0.00 0.00
™ |o1jo9yz008 |Stuart Leven 1,000.00 0.00 0,00
[T |o1y10/2008 |Stuart Leven 1,000.00 0.00 0.00
™ |15i09/2008 |Tayiar Yans Ltd 23451 4,406.,25 0.00 0,00

22,043.10 0.00 2,2539.83

— Credit Infarmation For Highlighted Bill

Supplier  Chubb Locks and Safes Murber of Credits 4 1
Bill Ref. Mo. 519947 Total Credits Available 14.26

Go ko Eill | Set Credits 5
— Payment Accounk ———————— — Pavment Method Payment Date
% To be printed
|Curr_ent Account ﬂ ICheque - . lm
Ending Balance 8.760.37 ™ Assign cheque no,

Pay Selected Bills | Cancel |

4. You will see the Credits window. QuickBooks displays the amount due, credits used
and the amount left to pay on that bill (6).

Verify the information, and click Done (7).

& Credits Bl x|
—Bil
Supplier Chubb Locks and Safes
Ref, Mo, S19547 amountbue | 6 | z,299.53
Date 25/09)2008 Credits Used 14.26
Original Amt, 2,259,583 Amt, To Pay 2,245.57
J Credits ]

i Dake Ref. Mo. Credit fimk, Ak, To Use Credit Balance

H|11/09/20 0.00 &

Tokals 14.26 14.26 0.o0

7 Done Cancel | Help |




5. QuickBooks returns you to the Pay Bills screen, and this time, shows that the original
amount to pay will be reduced by the credit amount (8). (In this example, £2259.83 is
reduced by £14.26).

To process the payment and close the window, click on Pay Selected Bills (9).

Type a help question Askl ¥ How Do I?| - |EI| x|

— Select Bills ko be Paid

Show hills ' Due on or before |1U.I'IU,I'2UDS =

¢ show all bills Sort Bills By ISuppIier hd
I~ | Dake Due Supplier Ref. Ma. Ak, Du
2 Chubb Locks and Safes z,2

[T |29/08iz008 |City Safe Wholesale Q182

[T |08j09jz008 |City Safe Wholesale 9235 (T) 700,12 0.00 0.00
I |11/09¢2008 [city Safe Whalssale 9235 (II) 142,65 0,00 0.00
[T |11/09/2008 |Energen 251.45 0,00 0.00
[T |01)10j2008 |FastLock £,875.00 0,00 0.00
r HMRC WAT 5 518,17 0.00 0.00
- 29/09/200& |M E Dodd 23564 140,89 0.00 0.00
[T |01)09i2008 |Stuart Leven 1,000.00 0,00 0.00
™ |01/10/2008 |Stuart Leven 1,000.00 0.00 0.00
I |15/09¢2008 [Tavior Vans Ltd 23481 4,406.25 0.00 0,00

22,045.10 14.26 2,245.57
Clear Selections |
— Credit Information For Highlighted Eil
Supplier  Chubb Locks and Safes Mumber of Credits o
Bill Ref. Mo. 519547 Total Credits Awvailable 0.00
Go ko Bill |
—Payment Account ———————— — Payment Meathad Payment Date
& To be prinked

- =
|Curr_ent Account J ICheque - . 10/10j2008 &
Ending Balance 8.774 63 " assign cheque no.

9

Pay Selected Eills | Cancel |

Automating credits

You can automate the process of setting credits, and have QuickBooks automatically allocate
them. To do so:

1. From the Edit menu, select Preferences.
2. Choose Bills from the list on the left.

3. On the Company Preferences tab, tick the “Automatically use discounts and credits”
option.

Note: When you set automated credit allocation, QuickBooks will always allocate the
available credit to the oldest bill first.




Supplier discounts

Some of your suppliers may offer attractive discount offers, which are usually time-sensitive.
You want to ensure that you don’t miss a discount, nor pay VAT on the full amount.

HMRC has conditions that mean you need to account for these types of discounts separately.
So first of all, you'll need to set up an additional expense account, for example Supplier
Discounts.

1. Within the Chart of Accounts, click the Account button at the bottom left of the list
and select New. The Add New Account screen opens (not shown). Choose Expense as
the account type, and click Continue.

2. Give the Expense account a name (1), (description is optional) then click Save &

Close.
Twpe a help question | Ask * HowDoI?| _ |0 =
I "|'|' Account Type  [Expanse Rd
Accaunt ier D 1
ccount Name ISupleer Discounts
[ subaccourt of | |
— Cpkional

Description [Early Payment discount ]

=l

Moke |
VAT Code I -
Save & Close | Save & hew | Cancel |

Here’s how you then process a bill and payment when a supplier allows a discount.

(The illustrations here show a new supplier—WorldClass Supplies—which offers a 2%
discount if their customers pay their bills within 10 days of the invoice date.)

1. The first step is to indicate the supplier’s credit terms. When setting up the supplier,
click on the Additional Info (2) tab of the New Supplier window, and then on the Terms
drop-down list. Choose Add New (3).
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Twpe a help guestion | Ask * Howm Do I?| _|O] x

Supplier Mame |worldClass Supplies
: How do I determine K
2= |31."12."2':"33 B fhe opening balance?

Cpening Balance |
Cancel

Address Info ] additional Info] 2

Mexk

Accounk Mo, I Help

Custaom Fields

"R

Cateqorizing and Defaults Supplier is

Type inackive

| | Supplier is a
r VAT Agency

Terms

< Add Mew =

Due an receipk
Met 15
et 30
Met 60
et 7 Cefine Fields I

Zounkry
IUnited Kingdom ﬂ
VAT Reqgistration Mo,

Note: If an existing supplier offers a new discount, use the Edit Supplier button in the
right hand pane of the Supplier Centre to update the supplier’s records .

2. Set up the terms as follows:

MTWE a help question |Ask- » How Do I? | 2| x|

Terms |22 10 Net 30 4 Ll

¥ Standard Cancel

Met due in |3|:| daysls

Discount percentage is I 2.0%: -I6

[T Term is inactive

Discount if paid within |1|:| days. [7

i Date Driven
Met due before the |31 th day of the month,
Due the next month if issued within |5 davs of due date,

Discount percentage is I 2.0% .

Discount if paid before the |1|:| th dav of the month,

o Give the terms a name (4)

e Choose Standard type of terms

¢ In the Net due in enter 30 (for 30 days) (5)

e Discount percentage is 2% (6)

o Discount if paid within field is 10 (10 days) (7)
e C(Click OK to save these terms.
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5.

o Click OK to update the supplier record.

When you enter a bill for this supplier, QuickBooks automatically selects the proper
payment terms and discount date (8).

Enter two separate lines on the bill: the discounted amount with the usual VAT code
and the discount line without any VAT (9)

el Type ahelp question sk ¥ Howbo 12| _ |0 %|
————
W previous (B Next | %‘{ Find % Histary

@ gl Credi [+ Bill Received
Supplier WorldClass Supplies j Date oij10fe00s B
Ref. Ma. 05746
Address
Amount Dug 752,00
Eill Due 31f10/z008 E
Terms 2% 10Net 30 | Discount Dake 1171002003 8
Memo
Expenses £642.29 I Ttems £0.00 ]
Account WAT Amount Memo Cuskomer: Job Eilable? | Class
Printing and Reproduckion |5 626,59 [Leaflets and flvers =
Supplier Discounts 15,40 |Early payment discount =
=
Totalvat [ 1071 | Edi |
[ Amounts include ¥aT

CIearSpIil;sI Recalculate |

Save & Close I Save & New | Clear |

If paying the bill in time to take advantage of the discount, record a credit against the
supplier for the amount of the discount (in this example £15.40), with no VAT, using
the Supplier Discounts expense account that you set up earlier (10).




_TVDE a help question A1 o7 LIIODIE L—I—l—l— Ol x
A previous [ Next ‘ ﬁFind Eth History

Rl 1% Credt
Sup... ‘WorldClass Supplies j Date ogflojzo0e B
Ref. Mo, 05746
Credit Amount 15,40
Memo
[ Expenses £15.40 [ Ttems £0.00 |
Account WAT Armount Mermo Custormner:Job Billable? Class
Supplier Discounts 15,40 |Early pavment discount taken =

=l
Total vaT | 0.00] eS|
™ Amounts include ¥AT

Clear Splits Recalculate | Save & Close | Save & New | Revert |

6. In the Pay Bills window (Suppliers in the menu bar, then Pay Bills), select and place a
tick next to the supplier’s bill (11). To apply the credit for the discounted amount click
Set Credit (12) and follow the process of applying the credit, shown earlier.

3 Type a help question | Ask ¥ HowDoI?| _|0O| %
r Select Bills ko be Paid
r
how bills Due on or before |2D;1g;2003 =
& Shaw all bills Sort Bils By ISuppIier -
¥ | Date Due Supplier Ref. Mo, Aamt. Due Credits Used Amt, To Pa
r 250092005 |Chubb Locks and Safes 19547 2,259,583 0,00 0,00 =)
[T |29f082008 |City Safe Whalesale 9182 £,750.74 0,00 0.00 |
[~ |D&f09;2008 |City Safe Whalesals 9235 (1) 700,12 0,00 0.00
[T |11f0972008 |City Safe Wholesale 9235 (II) 142,65 0,00 0.00
[T [11j09/2008 |Energen 251,45 0,00 0,00
[T |D1/10/2008 |Fastlock £,875.00 0,00 0,00
| HMRC VAT 5 518.17 0.00 0.00
[T |29/09/2008 |M E Dodd 23564 140,59 0.00 0.00
[T |D1j09/2008 |Stuart Leven 1,000,00 0,00 0,00
[T |01/10/2008 |Stuart Leven 1,000,00 0,00 0,00
[T [01f11/2008 |Stuart Leven 1,000,00 0,00 0.00
[T |D1f12/2008 |Stuart Leven 1,000,00 0,00 0.00
= |15/09/2008 |Taylar vans Ltd 23481 4,406, 25 0,00 0,00
T Y
=
24,797.10 0.00 752,00 |
Clear Selections |
— Credit Information For Highlighted Bill
Supplier  ‘WorldClass Supplies Numnber of Credits 1
Eill Ref. Mo, DB746 otal Credits Available 15.40
G0 o Gil | |
—Payment Account —————————— —~ Payment Method Payment Date
¥ To be printed
|Curr_ent Account | ICheque - @ .3 printed i B
Ending Balance 10.268.20 ' assign cheque no.

Pay Selected Bills | Cancel |

Allocating purchases (items, expenses & time) to customers

89



Depending on the nature of your business you may, either on a regular basis or on occasion,
have to purchase an item or contract a service specifically for a customer. For instance, you
may get a consulting contract for which you not only bill your time but also wish to record and
recharge any out of pocket disbursements you incur. If this occurs on a regular basis,
keeping track of the initial expenses and the subsequent customers to bill can be tricky.
Happily, QuickBooks gives you an easy solution to this.

The following activities may seem more closely related to your customer tasks, but they are
tasks involving a supplier from whom you are purchasing something (items, services, time)
on behalf of a customer. This is why they are classified as supplier tasks.

Tracking expenses incurred from a supplier on behalf of a customer

If you incur expenses on behalf of a customer, you need a way to charge these expenses
back to the customer. This is done by adding the information to the Enter Bills form.

In the Enter Bill window, enter all the expense information in the usual way.
Now, in the Customer:Job column, choose your customer’s name from the drop-down list
available (1). This tells QuickBooks that the expense will eventually be charged back to this

customer, which is indicated by the tick mark displayed in the Billable column (2).

(In this example, we’ll add a special order delivery charge to Cornell & Sons for a part
ordered especially for them.)

Tvpe a help question | Ask % How Do I?| - |E|| X|
@ rravious [ Next | %{ Find QL‘I Histary

@ gl Credt ¥ Bill Received
Supplier ExpressDeliveies j Date 0110j2008 &
Ref. Ma. 2341

Address
Amourk Due 75,00

Eill Due o1j10fe00s B

Terms  Dueonreceipt = | Discount Date

Memo

Expenses £63.83 ] Ttems £0.00 ]

Aecount YAT Amount Memo Custorner :Job Bilable? | Class

Postage and Delivery |z =] 63,83 |Special delivery of park number Cornell & 5ons =] ]7 ﬂi

1 2
hd
Tatal var | 7| e |

[T Amounts include WaT

Clear Spliks | Recalculate Save & Clase | Save & New | Clear |
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Tracking items specifically purchased from a supplier for a customer
Now we’ll also add the item we ordered especially for Cornell & Sons.

In this case, you fill in the top half of the Enter Bills window as usual, then click on the Items
tab to add the items and put the customer’s name in the Customer:Job column (3).

Type a help question | Ask ¥ HowDo 17| _ 0O %
M Previous [ Next | %{ Find EQ:. Histary
@Bl Credit ¥ Bil Received
Supplier Keymaster Security j Date oij10/z008 B
Kevmaster Security Ref, Na. 3549
Address
Raglan Road 294,73
Davenport Amaunt Due :
Flymouth PL3 30F Bill Due 01/10/2005 &
Terms  Nekt 30 > | Discount Date  01/10/2008
IMema
[ Expenses £0.00 ] Items £191.26 ]
Item Description o3 Cosk WaT Armnount Customer: Job | Billable? Class
Simplex lock, Simplex 3000 lock, 4 95,63 |5 191,26 |Cornell & Sons | |~/ =
[=]
Select PO Receive sl Sty PE
Totalvar [ 3347 | Edi |
T Amounts include ¥aT
Clear Splits I Recalculate Save & Close | Save & New I Clear |

Tracking time billable to a customer

From time to time you may purchase a service from a subcontractor on behalf of a customer,
by subcontracting part of a project. In this case, you will need to record not only the service
involved, but the time the subcontractor (your supplier in this instance) has billed you.

To track time billable to a customer, you must turn on the time-tracking feature of
QuickBooks.

By now you are familiar with Edit, Preferences.

Select the Time Tracking icon from the list on the left, and on the Company Preferences tab
click Yes (4).

If your company work week starts on a different day from Monday (the default), choose the
correct day.

| 91



Preferences Type a help quest-i-o-ﬁué Askl

= Accounting
ﬁ Banking
[ Bils
a8 Degkbop View
% Finance Chatge
Fan General
..i Inteqgrated Applications
‘ Ttemns & Stock

o« Jobs 8 Estimates
@ Pavrall & Employees
@ Reminders
M Reports & Graphs
% Sales & Customers
Send Forms

% Service Connection

B Speling

Tirme Tracking
WAT

|

My Preferences

Do ou Track Time?

First Day of Wark Week

" Mo

] Company Preferences I

#* How Do I?|

Elx]

DK

IMonday -

Cancel

Help

Default

B

Also See:
General

Sales and
Cuskomers

Jobs and
Estimates

Now that you have turned on time tracking, QuickBooks gives you access to the elements

that make up the feature.

To keep track of time and amount billable, use QuickBooks’ Timesheet window.
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1.

2.

From the Menu bar, click on Customers, Enter Time and select Use Weekly

Timesheet.

You will see the Weekly Timesheet window. If the supplier is not already in the
supplier list, QuickAdd them, choosing Supplier as the type of name to add.

Type a help guestion | Ask * HowDo 12| _ 0O x
Wprevious B Mext eprint + | BF Edit single Activity
Mame Jane Sherman - 5 -
= Timesheet
Week Of Oct b to Oct 12, 2008 E
. Il Tu W Th F 5a S ¢
: 7
Customer: Job Service Tkem Mokes Class & 7 g g 10 11 12 Total Eillable?
Cornell & Sons = |Sucontract work] = | o0 | -
-
Taotals o0 000 i00 00 00 u00 0:00 000
[V Wrap text in Motes field
Copy Lask Sheet | Save & Close | Save & New | Clear |

In the Timesheet window, enter or select from drop-down lists (as appropriate):

« The subcontractor’'s name (5).

« The customer’s name (6).
« The service item (7).

Press the Tab key.




3. If the service item doesn’t exist, QuickBooks will ask you to set up this item. Click
Yes, and in the New Item window:

MNew Item i “* How Do I?| | x|

Tvpe oK |
IS._ 8 & | Use for services you charge for or purchase, like
EFVicE - : :
specialised labour, consulking hours, or professional Cancel |
fees.

Ttern Marne/Murnber I Subitem of »
ISucuntract rk I ﬂ Cuskom Fields |
[¥ This service is used in assemblies or is performed by a subcontractor or partner | 9 Speling |

— Purchase Information rSales Information
Descripkion on Purchase Transactions Descripkion on Sales Transactions
Subcontracted wark, Bespoke installation [ Item is inactive
10 11

[T Amks Inc vaT

Cask I 50,00 Sales Price I 85.00
Purch YAT Code IS - Sales WAT Code IS -

Expense Aocount I'ﬁubcuntractnrs || | ncome Account |anks and Safes Sales |7 |

Preferred Supplier | ﬂ

« Ensure that the Type is Service (8).

« Tick the box that reads “This service is performed by a subcontractor, owner or
partner” (9).

« Enter the purchase information, including description, cost, and the expense
account to which you wish to assign this service (10).

» Enter the sales information: description, price, VAT code and income account
(11).

« Click OK.

4. QuickBooks now re-displays the Timesheet window. Enter the hours worked by the
subcontractor (12).

Type a help question | Ask ¥ HowDoI7| _ O] x
Drrevious B rext Grine - | BF edic single activiey
Mame Jane Subcontractor - -
i Timesheet
Week Of Oct b to Oct 12, 2008 E
. ) il Tu Wi Th F Sa Su y B
Customer:Job Service Tkem Motes Class A 7 M 9 10 11 1z Total Billable?
Cornell & Sons ¥ |Sucontrack Work, 7| x| 400 | 400 o] | -
-
Tokals 4:00 400 0:00 0:00 00 000 O:00 .00

[V Wirap text in Motes Fisld

Copy Last Sheet: | Save & Close | Save & New | Clear |

5. Place a tick mark in the billable column (13) indicating the time is ready to be charged
on to the customer.

6. Click Save & Close.




What next?
You have successfully recorded the purchase of expenses, items, time and services. The
next chapter will illustrate how QuickBooks allows you to quickly and easily transfer these

costs to a customer’s invoice. Meanwhile, we will finish the subject of supplier activities by
looking at some examples of the many supplier reports available in QuickBooks.

Supplier reports

QuickBooks contains many informative supplier reports. Some of them have already been
displayed in prior sections of this chapter. lllustrated below are further useful supplier
reports.

Also remember that you can view a wealth of information in the Supplier Centre, such as a

transaction history for each supplier in the Suppliers tab, and a list of transactions for all
suppliers in the Transactions tab, as shown on the Basic Course.

Unbilled Costs by Job report
To see a report of expenses incurred for and items bought for, but not yet billed to, the client:
1. Click Reports (menu bar), choose Jobs Time & Mileage, then Unbilled Costs by Job.

'ﬁ Twpe a help question Ask| ¥ How Do I?| - ||:|| xl

Modify Report. .. Memarise. .. | Pring... | E-mail | Export... Hide Header I Refresh |
Dates |l =] Fram | Bl 1o |
8:51PM Port Meadow Locksmiths Ltd
20 H
1208 Unbilled Costs by Job
Accrual Basis All Transactions
< Type @ Date @ Source Hame @ Account < Billing Status Amount <
Calver, Robert
] Credit Card Charge 15082003 Keymaster Security Locks and Safes Purchases  Unhilled 79.00 4
Total Calver, Rokbert 7a.00

Cornell & Sons

Bill 0809/2005 City Safe Wholesale Stock Unbillect 180,36
Bill 01 M 02008 ExpressDeliveries Postage and Delivery Unbilled 6383
Bill 014 0/2008 Keymaster Security Stock Unibilled 19126
Tatal Cornell & Sonz 435.45

Linton Letting Agency

Bill 1109/2008 City Safe Wholesale Stock Unbilled 121.40
Total Linton Letting Agency 121.40
TOTAL 635.85
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Time by Job Detail report
To view time charged but not yet billed to the client:

1. Click Reports (menu bar), choose Jobs, Time & Mileage, and select the Time by Job
Detail report.

_ﬁ Tvpe a help question AskI % How Do I?| _|EI| x|
Modify Report... | Memorise. .. | Print. .. | E-mail | Export... | Hide Header I Refresh |

| From Jo1f10fz008 8] To [311002008 B
Port Meadow Locksmiths Ltd

Time by Job Detail
October 2008

Dates |Cust0m

8:50 PM
312008

< Date @ Hame <« Billing Status < Duration %
Cornell & Sons
Sucontract Work
» 061 072005 Jane hetman Unkilled 400 4
a7 02008 Jane =herman Unhilled 4:00
Tatal Sucontract York g:00
Total Cornell & Sons g:00
TOTAL 8:00

Transaction List by Supplier report

To display all supplier transactions within a specified period, whether paid or not:

1. Click Reports (menu bar), choose Suppliers & Payables, and select the Transaction
List by Supplier report.

b‘rype a h8|p question ASk kol T Lﬂﬂ
Hide Header Refresh |
From [01/07/2008 ] To [30j03/2008 B
8:54PM Port Meadow Locksmiths Ltd
Hizioa Transaction List by Supplier
July through September 2008
@ Type £ Date + Hum = Memo £ Account «CIr « Split +  Amount ¢

Able Locksmiths -
Credit Card Charge 07i05/2008 Credit Card SAccount -SPLIT- 24793 4
Purchase Order 040972005 B Purchaze Orders -SPLIT- -480.58
ftem Receipt 08/09/2008 23909 Received tems (h...  Accounts Pavable -SPLIT- -480.58

B-Link
Chegue 30j07/2008 g Cash Account -SPLIT- -35.50

Banbury Locks and Latches
Purchase Order 1000972005 T Purchaze Orders -SPLIT- -431.35

Chubb Locks and Safes
Bill Prmit -CCard 114072008 Credit Card SAccount Accounts Payable -261.03
Credit Card Charge 09/09,/2008 Credit Card SAccount -SPLIT- -403.23
Creclit 110972005 3359 Return of goods Accounts Payahle -SPLIT- 1426
Purchase Order 22i09/2008 9 Purchaze Orders -SPLIT- -2,258.83
Bill 25092005 SI9547 Accounts Payable -SPLIT- -2,259.83

City Safe Wholesale
Bill Prmt -Chegue 09072008 100017 Current Account Accounts Payable -277418
Bill 19072005 9093 Accounts Payable -SPLIT- 12362
Bill Prmt -Chegue 02i058/2008 100021 Current Account Accounts Payable -123 62
Purchase Order 2205872008 4 Purchaze Orders -SPLIT- -5,750.74
Credit Card Charge 270572008 Credit Card SAccount -SPLIT- -140.71 LI
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Expenses by Supplier Detail

This report shows supplier expenses, regardless of whether they were recorded as items or
account names.

1. Click Reports (menu bar), choose Company & Financial, and select Expenses by
Supplier Detail.

Jﬁﬂ Type a help question | Ask] ¥ HowDo IZ| _|O) %
Modify Report. ., | Memorise... ‘ Print... ‘ E-mail | Export... I Hide Header Refresh I
Dates [Custom =1 From [orjos/zo0s H] Ta [30/09jz008 B Sort By [Defaul =]
8:56 PM Port Meadow Locksmiths Ltd
A2 - -
Az Expenses by Supplier Detail
Accrual Basis September 2008
ry Type “ Date ¢ Hum < Memo @ Account <+ ClIr Split ks Amount @ Balance S
City Safe Wholesale
» Bill 080372008 92350y Securty Safe Locks and Sates Purc Accourts Payable 202 00 20200 4
Total City Sate Wholesale 202.00 20200
Energen
Bill 04403/2008 Period 1 Jung - Litilitie:s: Accourts Payable 214.00 21400
Total Energen 21400 21400

John Dodd Hire

Chegue 21408/2008 a “an hire while . Mator Expense Cash Account 58.57 S9.57
Total John Dodd Hire 59.57 5957
Petrol

Credt Card Charge  23/09/2008 Petrol Motor Expense Credit Card Acc.. 5141 1.1
Total Petral 5111 5111
Stuart Leven

Bill 01/09/2008 Morithly rent Rert & Rates Accourts Payable 1,000.00 1,000.00
Total Stuart Leven 1,000.00 4,000.00

Thames Council

Chegue 10,08/2008 S0 Rates for 2007 Rert & Rates Current Account 111.00 111.00
Total Thames Council 111.00 111.00
TOTAL 1,637.68 1,637.68

Accounts payable sorted by time owing: the A/P Ageing Summary report

This report displays, at your chosen date, the amounts owing to all your suppliers, sorted by
age. ‘Age’ refers to the length of time the accounts have been overdue, based on each
supplier’s credit terms.

1. Click Reports, choose Suppliers & Payables, and select A/P Ageing Summary.

'ﬁ Tvpe a help question Askl ‘% How Do I?| - |EI| x|

Modify Report. .. Memarise. .. | Frint. .. | E-mail | Expart... Hide Header | Collapse | Refresh I

Dates |Custom ﬂ |30,|'09,|'2008 E Interval (daws) ISD Thraugh (days past dug) IQD Sart By IDeFauIt
9:00 PM Port Meadow Locksmiths Ltd
iz A/P Ageing Summary

As at 30 September 2008
o Current = 1-30 = H-60 < &1-%0 -« > 90 « TOTAL =

Able Locksmiths ] 0.00 4 43058 0.00 0.00 000 48058
Chubb Locks and Safes 0.00 224357 0.00 0.00 0.00 224357
City Safe Wholesale 0.00 4277 575074 0.00 000 6,593 .51
Energen 0.00 25145 0.0 0.00 000 251 .45
HMRC VAT 51817 0.00 0.00 0.00 000 21817
M E Do 0.00 140.89 0.00 0.00 0.00 14089
Stuart Leven 0.00 1,000.00 0.00 0.00 000 1,000.00
Taylor Vans Ltd 0.00 4 40625 0.00 _n.0o _n.oo 4 406 25
TOTAL 518.17 9,367.51 5,750.74 _ 000 _ 000 15,636.42
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Chapter summary

Now that you have completed this chapter, you should be familiar with some of the advanced
features of QuickBooks supplier transactions. You should know how to:

« Receive supplier credits and apply credits to a bill you are paying.
« Record and apply supplier discounts.
« Allocate supplier bills for items, services and time to a customer.
+ Display a number of supplier reports.







Advanced customer transactions

Basic customer transactions were introduced in the first guide in
this series. Now it is time to look at some of the more advanced
QuickBooks® tasks you need to do to keep track of customer
activities and transactions.

Upon completing this chapter, you should be able to:

Use time & Issue credit Apply finance

notes & charges

refunds & issue
statements

cost features




Adding billable time and cost expenses to customer invoices

In the last chapter you learned how QuickBooks could keep track of items purchased,
expenses incurred or time contracted on behalf of a client.

Now it is time to learn how to invoice the customer for these costs. Sometimes you may want
to simply pass the expenses on directly to the customer, while in other cases you may want
to add a surcharge or markup. All of these activities are taken care of by using the Time/Cost
feature.

The illustrations which follow continue the example of a project contracted by Port Meadow
Locksmith’s client Cornell & Sons, for which items, services, and subcontracted time were
purchased.

Preparing a customer invoice including billable expenses

1. Open the Invoice form , and choose the customer’s name from the drop-down list in
the Customer:Job field.

QuickBooks displays the Billable Time/Costs window to advise you that there are
outstanding billable time or costs for this customer. Click the “Select the outstanding
billabe time and costs to add to this invoice?” option (1).

Click OK.

Billable Time,/Costs x|

» - The customer or job vou've selected has outstanding billable time andjor costs,

1)
Do wou wank ko

% Eelect the outstanding billable time and cosks to add to this invoice? 1

Exclude outstanding billable time and costs at this time? (You may add these
later by clicking the Add TimeCaosts butkan ak the botkam of the invaice, )

[T sawe this as a preference. (1] 4 | Help |
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2. QuickBooks displays the “Choose Billable Time and Costs” window. The top line
names the customer for whom time and costs were incurred (2). The window has four

tabs:
Choose Billable Time and Cosks Type a help question Askl “* How Do I?| 5[
Time and Costs For: Cornell & Sons | 2
Time 3 I'f0.00 I Expernses £0.00 ] Wileage 5 I &mm ] Items 6 £0.00 I

Seleck All |

Click on Qptions. .

. bo cuskomise how information From [

timesheets is brought into QuickBooks invoices

III?,|'1IZI,|'2DIIIS Jane Sherman Sucontra, ..

4:00
.00

85.00

S Date Emglngee Service Hours | Rate Armounk MNotes Hide

340,00

[ Print selected time and costs as one invoice ikem

0]%

| Zancel

| Total billable time and costs 0.00 |

| Help

e The Time tab (3) displays the unbilled time purchased from a contractor supplier
on behalf of the customer. (In this example, eight hours of work was done by Jane

Sherman, a subcontractor.)

o The Expenses tab (4) displays the expenses incurred on the customer’s behalf.
(In the example, the special delivery arranged through ExpressDeliveries.)

o The Mileage tab (5) would display any billable mileage incurred. None applies in

this example.

e The Items tab (6) lists the product or products to be billed to the customer.
(In the example, it’s the Simplex lock purchased from Keymast Security.)
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3.

In the Time tab, click the Select All button to bill all the time that appears in the

window (7), or tick only the time entries you want to include on the invoice.

Choose Billable Time and Costs Tvpe a help question |Ask|

¥ How Do 17 |

Time and Costs For: Cornell & Sons

X

Time £680.00 I Expenses £0.00 ] Mileage £0.00 ] Items £0.00 ]
celoct Al 7 Click on Qptions, .. bo customise how information From Ontions
5 timesheets is brought inko QuickBooks invoices P |
¥i | [rate | Employes Service Ikem | Hu:uursl Rake | Armnount | Mokes | Hide

Sucontrack Work
Suconkrack YWark,

J |06/10/2008 |Jane Sherman

07/10/20

| Jane Sherman 4:00| 85,00

340,00

[-]

[ Print selected time and casts as ane invoice item

| Taotal billable time and cosks Gi50,00 |

0K Cancel | Help |
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If you don’t want to list all the daily entry details on the invoice, click the Options
button (8).

In the Options window that appears, select the option “Combine activities with the
same service items” (9).

Options for Transferring Billable Time

When transferring billable kime to an invoice:

&l x|

™ Enter a separate line on the invoice for each ad

€ Transfer ackivity nokes

9

% Transfer itern descriptions

€ Transfer both notes and descriptions

% Combine activities with the same service items

oK Cancel Help

Click OK to return to the Choose Billable Time and Costs window.




5. Click on the Items tab, and click on the items to be billed to the customer

. A tick

appears to the left of the Date column (10). If you are selecting all the items in a list,

click the Select All button.

Note that the amount about to be billed to the customer is based on the selling price

of the item (11) as it was set up in the Item List - New Item window.

Choose Billable Time and Costs Twpe a help question Askl

Cornell & Sons

¥ How Do I?l

Time and Costs For:

E| x|

IIime £0.00 ] Expenses £63.53 ]Mileage £0.00 ] Items £553.58 ‘_
Select all |
J | Date | Item | Description | [0 | Rate Amount | Hide:
J |08{09/2008 |¥ale lack with cylinder

Yale 77 lock with brass cylinder |12

Sim

#59.32

f10f2008 |Simplex lock 10 lack, 2 294,26

11

~|
[ Erint selected time and costs a5 one invoice ikem | Total billable time and costs 617,41 |
(114 | Cancel | Help |
6. Click on the Expenses tab, and click to select an expense (12), or use Select All.

Note that QuickBooks displays the cost price paid to the supplier who sold the service
(13). That's because a service expense isn’t set up in the same way as an item, with
a cost and a selling price. Instead, an expense account is used to record the expense

on the bill, and this expense may then be reimbursed by the customer.

Choose Billable Time and Costs Type a help question Askl % How Do I?| Elll
Time and Costs For: Cornell & Sons
[ Time £0.00 ] Expenses £63.83 ] Mileage £0.00 ] Ttems £553.58 I
Markup Amount or % Markup Account
Select All | Im I ﬂ
J | Date Payes Merna Arnounk Hide:
ExpressDeliveries Special delivery of part nu. .. ] - -

12

Total Selected Charges 63,83
[V Selerted expenses are taxable Total expenses with markup 63.83
™ Print selected time and costs as one invoice item | Tokal billable time and costs £17.41

(1.4

Cancel | Help |
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Marking up expenses

In some cases you may have an agreement with your customer that you will mark up, for
administrative and overhead reasons, some or all of the expenses you incur on their behalf.

The next steps in the invoicing process are to record that markup and assign an account to
track it.

Still on Expenses tab in the Choose Billable Time and Costs window, continue as follows:
7. Enter a markup percentage (or amount) in the Markup field (14).

8. In the Markup Account field select an income account that will track, in the chart of
accounts, the markup amount (15).

9. If the expenses and the mark-up are taxable, tick the “Selected expenses are
taxable” box (16). By default QuickBooks will assign an “S” (standard-rated) VAT code
to each expense, but you can change the VAT code for individual expenses on the
invoice.

10. QuickBooks displays the amount that will be added to the customer’s invoice (17). (In
the example, all expenses were marked up by 10%.) If you want the invoice to show
the expense and markup as one line item, click “Print selected time and costs as one
invoice item” (18).

Choose Billable Time and Costs Twpe a help question nskl “# How Do I?| B x|

Time and Costs For: Cornell & Sons

[Iime £01,00 ] Expenses £70.21 ] Mileage £0.00 '[ Ttems £553.55 |

Markup Amount o % Markup Account

Select all | | 10, 0% 14

|15

S | Date Payee
01/10/2008 |ExpressDeliveries Special delivery of part nu...

Total Selected Charges £3.53
16 | ¥ selected Expenses are taxable Total expenses with markup 70.21
18 | Print selected time and costs as one invaice item | Total billable time and costs 17 523,79
oK Cancel | Help |

You have now completed your entries in the Choose Billable Time and Costs window.

Click OK at the bottom of the window.
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11. QuickBooks will transfer the selected items and expenses to the items list in the

Creating Invoices (19). Review the invoice for accuracy. If you are satisfied, click Save

& Close to record the invoice and close the form.

Tip: If you want to make the invoice easier to read, you can use the keyboard shortcut

of “Ctrl + Insert” to add blank lines between line items.

3 D Type a help question | Ask = HowDoI?| _|0O)] x
W previous B pext & Pring ~ Cd) send | ) Find Speling 5 History Letters = [1£ Customise ~
Customer; Job Template  Prink Preview
|Cornel| & S0ns | |Intuit Service Invoice |7 |
Invoice
Carnel & Sons
12 Hall Lane
Dxford
X2 3PP
Wﬁﬂ T WM
ok Ikem Description Rake Amounk VAT
& Sucontrack Work  |Bespoke installation 85.00 650.00 |5 =
12 ‘ale lock with cy... |Yale 77 lock with brass cylinder 21.61 259.32 |5 =
2 Simplesx lack Simplex 3000 lock, 147.13 294,26 |5
Reimb Group 19
Special delivery of part number 63.83 £63.83 |5
Reimb Subt Tokal Reimbursable Expenses 63.83
Markup 10.0% £.358 |5
Total Reimbursable Expenses 70.21
[
Customer - Total VAT | zza.16] [ Edi I
Message
Tokal 1,531.95
¥ To be printed Apply Credits. .. | Payments Applied 0.00
Balance Due 1,531.95
] amounts include vaT
Mema |
Save & Close | Save & New Clear

Credit notes and refunds

Issuing credit notes

Credit memos are issued for those times when customers were over-billed for the products

or

services they purchased. Credit Memos can also be issued when a client returns defective or

unneeded items.

To issue a credit memo:

1. From the Customer Centre, click New Transactions and choose Credit Notes/Refunds.

The credit memo form (1) closely resembles an invoice form. The only visible
difference is the Credit Note heading. To prepare the credit note, enter the
customer’s name, date, etc. and also enter the item being credited.

(In this example, Cornell & Sons have returned one of the Chubb Mortise locks sold to
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them earlier.)

Tvpe a help question Ask_ % How Do I? h - ||:Ii xi

£d e -l e B (]
‘ﬂﬁreviuus @M&xt @ - | %{ Spelling

EthHi_stDry - % - [E -

Cuskormer: Job
|Cu:urne|| & S0ns |

Credit Note

Cornell & Sons

Template  Prink Preview |
ICredit Mote Compack ¥

10/10/2005 El 40

Memo ||

12 Hall Lane

CrxFard

Oxz 3PP

Ikem Descripkion by Rate Arnounk Tax

Chubb Mortise Zhubb Mortise Lock 3K70 1 35.95 35.95 (5 |

Custarmer - Tatal wAT | 6.82] Edit |

Message

Tatal 45,77
W To be printed Remaining Credit 45,77
[T amounts include AT
Save & Close | Save & Mew | Rewvert

2. Once you've recorded the credit memo by clicking on Save & Close, QuickBooks will
ask you what you would like to do with the available note (2):

B Available Credit

This credit note ar refund has a remaining balance which
wall Mmay Use,

what would wvou like ko do with this credit?

' fetain a5 an avaiable credit
' Give a refund
" Apply ko an invoice

0K |

=2l x|

e Retain as a credit - lets you apply to an invoice at a later point

e Give a refund - creates the refund cheque

o Apply to an invoice — apply the credit note now

We’ll select the first option.
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Because this is a credit for a stock item—QuickBooks returns the item to stock, and,
as shown on the Open Invoices report (3), reduces the amount owing on the
customer’s account.

Ti Type a help question | Ask w HowDoI?| _|O| %
Modify Report... Memorise. .. | Print... | E-mail | Export... Hide Header Refresh
Dates [Custom =] [31j1z2008 B sort By [Default =]
123 PM Port Meadow Locksmiths Ltd
A2 A
2008 Open Invoices
As at 31 December 2008 3
@ Type “ Date + Hum < Terms <« Due Date g » Open Balance £
Cornell & Sons
» Imwvoice 28007 2008 521 280772008 156 115170 4
Invoice 310082008 FCH1 310572005 122 G.44
Credit Mote 108 V2005 240 FM 202005 -45 77
Invoice 0111052008 539 31M 252008 153195
Taotal Cornell & Sonz 2 644 52
TOTAL 2.644.32

(To view the Open Invoices report, click on Reports in the Menu Bar, select Customers
& Receivables and then choose Open Invoices).

Settling credit memos

To process a customer payment and settle the credit:

1. Click on New Transactions in the Customer Centre, then Receive Payments. Enter the
customer’s name and the date payment was received.

Although QuickBooks shows the customer balance as the total of all their original
invoices (3), there is also an outstanding credit shown under Available Credits (4).

Type a help question | Ask * HowDoI?| _|0O) X%
qﬂlﬁrevious Emext | Eth Histary - |
Customer Payment
Received From |C0rnell & Sons] x| Customer Balance 2.650.09
Amaount I Date |2D,I'ID,|'2DDB ]
Prik. Method |Cheque -] Cheque # |
Mermo | Where dogs this pavment go?
= Process credit card payment when saving Find a CustomerInvaice. .
J | Datke Mumber Orig. Amt. Ak, Due Payment
238/0 3 521 1,151.70 0.00 &
31)08/2008 FC1 6,44 6,44 0.00
01/10/2008 539 1,531.95 1,531.95 0.00
[
Totals 3 2,690,09 2,690.09 0.00 |

This customer has credits available. To apply credits click | gyvailable Credits | Amounts For Selected Invoices
Credits... 45.77 4

Amount Due 0.00

Auto Apply Payment | Applied 0.00
Credits... | Credits Applied 0.00

Save & Close | Save & New Clear |
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2. Enter the payment amount (5) (In this case Cornell & Sons is paying off the account,
so they are paying £2644.32: £2690.09 less £45.77 for the credit note.)

QuickBooks allocates the payment to all the invoices, and informs you of the
underpayment of £45.77 (6), and that credits are available to be applied. (7).

Highlight the invoice against which you are applying the credit (8), and click the
Credits button (9).

f Type a help question | Ask * HowDoI?| _ |0 %
0 Previous = ek | Qb History = |
Customer Payment
Received From ICDmeII B Sons =] customer Balance 2.690.09
Amount I 2,644,32 5 Date 20{10/2005 &
Pmt. Method ICheque ﬂ Cheque # |98?4
Memo I Where does this payment go?
[N Process credit card payment when saving Find a Customer/Invaice. .,
J | Date Murmber Orig. Amk, Amt, Due Payment
4 |zsi071z008 521 1,151.70 1,151.70 1,151.70 |«
o |31/08/2008 6,44 G644 ]
01/10 g 31,05 ]
hd
Totals 2,690,029 2,690,029 2,644,532 |
This customer has credits available. To appl 7 click. | Available Credits  Amounts For Selected Invoices
Credits... 15.77
) Amount Due 2.690.09
Underpayment £45_77. When you finish, do you
want to: Un-Apply Payment | Applied 2.644.32
' Leave this as an underpayment 6 Tl 9 Credits Applied 0.00
) write off the extra amount
Wigw Customer Conkact Information | Save & Close | Save & New I Clear I

The Credits window opens. QuickBooks displays available credits (10), and any
previously applied credits (11). Click on Done to close this window.

Elx|
r~ Invoice
Customer:Job  Cornell & Sons
Mumber 539 Amount Due 1,531.95
Date 01/10/2008 Credits Used 4577
Original Amk. 1,531,95 Balance Due 1,486.18

Credits |

Available Credits

Date Credit Mo, | Credit AmE. Ak, To Use Credit Balance
0/10fz008 [ 540 45,77 0,00 &
=
Totals 45.77 45.77 0.00 |
Of all the credits issued to this customer, only unused credits al |
applicable to this specific invoice are displayed above, =ar
Previously Applied Credits
J | Date Credit Mo, | Credit Amk. Amt, To Use Credit Balance
-
=
Tatals 0.00 0,00 000 |
Done Cancel Help |
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3. Back in the Receive Payments window, the credit is applied against the invoice (12)
and details of the payments and credits applied are shown in the “Amounts for

Selected Invoices” box (13).

Click on Save & Close to record the payment.

-ﬁ“ Type a help question Askl ¥ How Do I?| - ||:|| x|
b Previous g Mexk | E‘:h History - |

Customer Payment

Received From |Cornell & S0ns =] cCustomer Balance 2.690.09
Arnaunt | 2,644,532 Date |2D,|'1E|,|'2008 [
Prat. Method |Cheque | Cheque # |98?4
Mermo I Where does this payvment qo?
= Process credit card payment when saving Find & CustomerIrvoice. ..
4 | Date Mumber Qrig. Amt, Ak, Due Credits | Payment
4 |zsio7iz005 521 1,151.70 1,151.70 0,00 1,151.70 =]
J |31/08/2008 FZ1 6,44 6.44 0.00 6.44 _|
12
-
Totals 2,690,09 2,690.09 45.77 2,644,332
Available Credits Amounts For Selecked Invoices
LT Arnount Due 2.690.09
Ur-Apply Payment | Applied 13 2.644.32
Credits Applied 45.77
Save & Close | Save & New Clear

Issuing refunds

If the customer does not have invoices against which to apply a credit note, you can simply
issue a refund. To do so:

1. Find the credit note you raised, and cick the Refund icon (1) to display a drop down
list.

Select Give refund.

=| Type a help questu:un Ask % Ho

|ﬂF‘rewDus & pet ﬁ @ | %{ [ speling Qb History %l % A

Cuskomer; Job
[ornel & sons |

Apply o invoice

2. The Issue a Refund window appears. Here you can select:
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the refund method (2) (e.g. cheque, BACS, cash, etc)
the account from which refund is drawn (3)

the date of the refund (4)

any memo you wish to add (5)

Issue a Refund Twpe a help question | Ask % How Do I? ﬂyﬂ |

Arefundis dusto Cornell & Sons Issue this refund via Rd 2
1

Refund Amaunt £ 49,77 Account |Current Account ~]3
Date 4 |15,|'1IZI,|'20IZIB B| Reficheque  To Print Ending Balance  11,020,20
Address Cornell & Sons

12 Hall Lane

Oxford

Q%2 3PP
fema 5 |

¥ To be printed
oK Canicel

Click OK to create the refund.

3. The Credit Note window re-appears, with “Refunded” stamped across it.

= 3 d 0 und Type a help guestion Askh ¥ How Do I?h - ||:Ii xl

& previous 5 Hext @ A @ | %_ Spelling Qh History - % - Eﬁ -
Customer: Job Templake = Print Preview I
|Curnell % Sons ﬂ |Credit Moke Compack ﬂ
Credit Note 10/10/2008 El 540
Cuskamer
Cornell & Sons
12 Hall Lare
Crxford
oz 3PP
Ikem Description by Rate Arnount Tax
Zhubb Mortise Zhubb Mortise Lock 3K70 1 33,95 38,95 |3 |
hd|
Customer - Total VAT | 682 et |
Message
Tokal 45,77
¥ To be printed Remaining Credit 0.00
[ amounts indude YaT
Memo | Save & Close Save & New Revert

Finance charges
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For various reasons most business owners will have clients who will be late in remitting their
payments. To minimise these late receipts and to encourage prompt payment, QuickBooks
allows you to assess finance charges—interest—on overdue payments.

Setting up finance charges

The first step in preparing your company file for finance charges is to enable the preferences.

1. From the Menu bar, click on Edit, Preferences. Select Finance Charge and click on the
Company Preferences tab. Decide on and enter the following preferences:

Preferences Tvpe a help question Askl ‘* How Do I?| 2l x|
= Accounting [ My Preferences ] Company Preferences I oK |
!ﬁg Bianking Cemil
E Annual Interest Rate (%6) I6-D°.'"o

Bills
A aektop View Minimnum Finance Charge |5.EID H;“:'l
%, Finance Charge Grace Period (days) |7l DEfau: |
Fan General
## mtegrated applications | | Finance Charge Arcount [Inkerest Received | Also See:
& Items & Stock General
o Jobs & Estimates [" #issess finance charges on overdue finance charges Sales and
q Payroll & Employees Custamers
@ Remindets Calculate charges From
Wl Reports & Graphs ¢ due date " invoice/billed date
% Sales & Customers
4 ™ Mark finance charge invaices "To be printed"
Send Forms
% Service Conneckion
B speling
Time Tracking
VAT

« Annual Interest Rate: The annual interest rate at which you want QuickBooks to
calculate finance charges.

« Minimum Finance Charge: QuickBooks will assess the greater of the actual finance
charge or the minimum amount specified in this field.

o Grace Period: The number of days that QuickBooks will wait before assessing finance
charges. Once this grace period is over, QuickBooks will still calculate finance
charges based on the full overdue period.

« Finance Charge Account: The account that will track the interest collected.

o Assess on finance charges: If you tick this box, on future bills QuickBooks will assess
finance charges on unpaid previous finance charges.

» Calculate charges from: You can choose to calculate finance charges on the period
that the invoice amount is overdue, or calculate the charges from the original invoice
date.

« To be printed: Tick this box if you want to print an invoice for the finance charges.
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Assessing finance charges

To discover if any of your clients are late remitting their paymens:

2. Call up the Accounts Receivable Ageing Summary report (Reports in Menu bar, then
Customers & Receivables and A/R Ageing Summary) and review the ageing columns

(1).

These columns show the age of the debt in terms of amount due and the days
overdue from the customer’s specific credit terms.

Modify Report. .

o Memarise. .. | PrinE. .. | E-mail | Export...

Hide Header |

Type a help question | Ask

Expand Refresh

* HowDoI?| _|0O0

X

Dates |Custom

j |31,I'IU,I'2UDS El Inkerval (days) IBD Through {days past due) IQU Sark By IDeFauIt >

2:29 PM
3112708

Business Security Ltd k
Comell & Sons
Hertford Surgery
Linton Letting Agency
Maddox, Henry

Maya Lettings

Prestige Estates

5t Andrews School

TOTAL

Port Meadow Locksmiths Ltd

A/R Ageing Summary 1
As at 31 October 2008
o Cuent f 1-30 ¢ 3M-60 o 61-90 o >90 ) TOTAL

0.00 4 000 464204 0.00 oon | 4pez04
153195 .00 0.00 644 145170 | 268008
noo | 10078s 35779 0.00 noo | 138567
0.00 0.00 788 50 0.00 0.00 78550
0.00 .00 36103 0.00 0.00 361,03
0.00 .00 5372 0.00 0.00 5372
ooo | 343803 0.00 0.00 ooo | 343903
0.00 0o 137109 000 ooo | 137108
153195 | 414691 847427 61145070 |_15011.27
\ — )=

%

If you decide to assess finance charges on the overdue amounts you have discovered:

3. From the Customers menu (Menu Bar), select Assess Finance Charges.

In the Assess Finance Charges window, QuickBooks displays the overdue balances

and calculates the finance charge.

Type a help question | Ask ¥ HowDoI?| _|O| x
Click the assess column For each customer For whom you wish bo create a finance charge invoice,
Assessment Dake  Template Cuskamise I
|3u/10j2008 B |Finance Charge |
Ass,., | Lask FiC Customer Cwerdue Bal, Finance Charge
S |31408/z008 Carnell & Sans 1,151.70 11.55 =]
J Hertfard Surgery 1,365.67 5,90
Vi Linton Lekking Age. .. 785,60 5.00
4 |30/09/2008 Maddaox, Henry 356,03 5.00
Maya Lettings 0.00
Prestige Estates 0.00
G5 Propetties 175.25
Hannawy Court ... 336,63
|
Mark All | Unmark All | 3 [ Mark Invoices "To be printed”
Customers with *s have pavments or credit nokes which hawve nok been
applied o any inwoice, The owverdue balance does not include these
credits,
Settings... | Callection Hiskary | Assess Charges Cancel
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Tick the ones you want to assess (2).

To tell QuickBooks you want to print the finance charge invoices, tick “Mark Invoices
‘To be printed’” (3).

Click Assess Charges.

4. QuickBooks then assesses the charges and prepares finance charge invoices for you
to send to your customers (4).

3 D Tvpe a help question | Ask * HowDoI?| _|O| =

& previons [ Mext E;%Print - QSBnd | %{Find Speling "-':h History | Letters - % Customise -
Customer: Job Terplate  Prink Preview

ertford Surgery IFinance Charge il

Finance Charge |4 an;znna a| chs

Hertfard Surgery

136 London Road

Chesham

Bucks HPZ 6PL

Ikemn Description Arnounk
Fin Chg Finance Charges on overdue Balance 5,00 &
Inwoice #5826 For 357,79 on 03/09/2003
=]
Cuskamer - Tokal 5.a0
Message '
™ To be printed &dd Time/Caosts. .. | Apply Credits. .. | Pavments Applied 0.00
Balance Due 5.90
Memo |Finance Charge
Save & Close | Save & New Revert

Customer statements
QuickBooks can create two types of statements:
e monthly billing summaries which you can send to your customers on a regular basis,
detailing account activity for that month

o statements which show all the outstanding balances on that account, regardless of
time period.

To create and send statements:
1. Click on Customers, Create Statement from the Menu bar.

QuickBooks displays the Create Statements window.
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This window allows you to modify and filter the customers and to select the charges

that appear on your statements. In addition, you can determine how the statement
displays information (omit zeroes, show details, etc). You can also customise the

appearance of the statement template, by clicking the Customise button (1).

Type a help question | Ask * HowDoI?| _|O

— Enter Statement Date and Type

*

— Select Additional Options

— Select Customers

& all Customers

© mMultiple Customers
' One Cuskomer

£ Customers of Type
 Preferred Send Method

Wiew Selected Customers, .. I

¥ Print due date on transactions
Do nok create skatements:

[w! with a zero balance

Skaternent Date Im 2 Template Zuskaomise 1
@ Statement Period From[01/10/z008 B8] To [31/10/2008 ] |statement [
= all open transactions as of Statement Date
¥ Include orly transackions owver I? days past due date Create One Statement [Per Customer ¥ |

[ show invoice item details on statements

[ Print statements by biling address postcode

™ with a balance less than II:I.IZID

[w! 3with no account activity:

[w! for inactive customers

Assess Finance Charges, ..

F‘revi_ewl Print | E-rnail | Close |

Help |

Enter the statement date (2) and select the appropriate clients (3). Decide in which

instances a statement is unnecessary (4).

If you send monthly statements, select the option ‘Statement Period From/To’, and
select the last statement date as your start date (5).

@ Create Statements I

— Enter Statement Date and Type

Statement Date |31||'1|:|||'20|:|8 )

When this option is selected, the statement displays the opening balance as carried

{3 statement Period From|01/10/2005 | To [31/10/2005 H| 5
™ all open transactions as of Statement Date

[T Include only transactions over |3IZI davys past due date

forward from the previous statement plus all of the current month’s transactions.




3.

Port Meadow Locksmiths Lid State ment
2 Cranston Road
Onfor
CXON 3171072008
O34 313
Ta:
Comell & Sons
12 Hall Lane
Cheford
02 3PP
Arnaurt Due Amaunt Enc.
£2,701 64
Date Transaction Arnount Balance
3070952008 Balance forward 1,153.14
01/10/2008 TNV #5309, Due 317122008, 1,531.95 2,690.09
10/10/2008 CRECNOTE #5340 -45.77 2,644.32
15/10/2002 CHQ 4577 2,690.09
310.2008 INV #FC 4. Due 3171002002, Finance Charge 1155 2,701.64
1-30 DAYS PAST | 31-B0 DAYS PAST | 61-80 DAYS PAST OWER S0 DAYS
CURRERT DUE DUE DUE PAST DUE Amount Due
1,543.50 0.0 .00 644 1,151.70 £2,701 64

If you do not send reminder statements on a regular basis, select “All open

transactions as of Statement Date” (6).

l Tvpeah

— Enter Statement Date and Type

Statement Date |31||'1E|||'2E|08 =]

& Al open transactions as of Statement Date

V¥ Include only bransactions aver |3 days past due date ‘ |

{7 Statement Period From [01/10/2005 | To [31/10/z008 ]

=

With this option selected, the statement displays all open transactions as of the

statement date.

Port Meadew Locksmiths Ltd Statement
2 Cranston Eoad
st
OXON 3171072008
O¥4 318
To
He ritford Surgery
136 London Foad
Cheshar
Bucks HP2 6PL.
Amourt Dug Amount Enc.
£1,36367
Date Transaction Armount Balance
03/09i2008 INV #526. Dme 170012002, Orig. famount £237.79, 35779 35179
26/09i2008 TNV #530. De 11711052008, Orig. Amount £1,007 88 1,007 88 1,365 67
1-30DAYS PAST | 31-60 DAYS PAST | 61-90 DAYS PAST OWER 20 DAYE
CLRRENT DUE DUE DUE FAST DUE Amaunt Due
oon 100788 35119 oon 0.oo £1,363.67
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Customer reports

In addition to the reports already discussed in this chapter, here are a few additional
examples of the many customer reports available in QuickBooks Pro.

All the reports can be accessed either by clicking on the Report Centre icon in the Navigation
bar, or, by clicking on Reports in the menu bar. For supplier reports we demonstrated using
the Reports menu, this time we’ll use the Report Centre instead.

Remember that you can also use the Customer Centre to view the transaction history of each
customer in the Customers & Job tab, and display all the transactions by type (eg invoices,
received payments, etc) in the Transactions tab. This was explained in full on the Basic
Course.

Sales by Customer Summary and Sales by Customer Detail reports

To view a simple summary of all your customer sales, with the Report Centre click on Sales,
then Sales by Customer Summary.

'@ Type a help question | Ask “# How Do I?| - |E|| X|
Modify Report... IMematise. .. | Prink... | E-mail | Export. .. Hide Header | Expand | Refresh |
Dates | Custom =1 From [o1josjz008 B 1o [30j05jz008 B Columns  [Total only =] sort By [Defaul =]
3:36 P Port Meadow Locksmiths Ltd
Hizios Sales by Customer Summary
Accrual Basis September 2008
+ Sepldf -«
Adams, Julie b 18063 4
Hertford Surgery 116227
Latimer, John 101.70
Ling, Yao 101.00
Linton Letting Agency E¥1.15
Maddox, Henry 500
Maya Lettings 556.36
Prestige Estates 3957.05
5t Andrews School 300
Stroop, Laura 269.23
TOTAL 7.009.39

Sales by Item Detail report
You may wish to see the same report sorted by items sold.

Sales by Item Detail displays your product and service sales within a specified period, sorting
first by item and then by customer.

To view, click Report Centre, choose Sales, then Sales by Item Detail.
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Sl T e qusstion sk

Hide Header

vHuwDul?._ DIXI

Dates |Custum

=1 From [01j05/2008 B To [30/09/2008 ] Sort By [Defaul

341 PM
HN2os

Port Meadow Locksmiths Ltd
Sales by Item Detail

Accrual Basis September 2008
> Type @ Date < Hum_ < Hame o Oty o Sales Price < Amount @ Balance @
Stock
T004
» Invoice 2609/2008 530 Hertford Surgery 3 90.79 27237 27237 4
Total 7004 27237 27237
Chubb deadlock
Ineoice: 29109/2008 534 Prestige Estates:Miton Pharmacies 5 21 61 108.05 108.05
Total Chubb deadlock 10805 108.05
Chubb Mortise
Invoice 03409/2008 526 Hertford Surgery 5 4090 204.50 204.50
Invoice 0909/2008 528 Linton Letting Agency 3 3895 1685 32.35
Sales Receipt 160872008 118 Adamz, Julie 1 3595 3585 36030
Invoice 29i08/2008 532 Prestige Estates: G= Properties 7 3595 272B5 63285
Invoice 29,09/2008 533 Prestige Estates: Hannayy Court Management 5 3595 194.75 g§27.70
Invoice 3000972008 535 Prestige Estates:Port Meadow Management Co 7 3895 27265 1,100.35
Ineoice: 30409/2008 536 Prestige Estates\Whesat and Barley Pub 5 3595 19475 1,295.10
Total Chubb Mortise 1,285.10 1,285.10
Simplex lock
Sales Receipt 23/09/2008 116 Stroop, Laura 1 147143 14713 14713
Invoice 29/09/2008 532 Prestige Estates: G35 Properties 4 14713 588.52 735.65
Ineoice: 29109/2008 534 Prestige Estates:Miton Pharmacies 4 14713 58652 1,32417
Invoice 30409/2008 536 Prestige Estates \Whest and Barley Pub 4 147143 536.52 1,912.69
Total Simplex lock 1,91269 1,912.69
Union lock
Invoice 0909/2008 528 Linton Letting Agency K 18.02 9010 9010
Ineoice: 2510972008 529 Marya Lettings:Aftney branch 2 18102 36.04 126.14

Sales graph

For those who prefer reports delivered more colourfully, this graph displays sales over a

specific period, broken down by Items (shown), Customers, or Sales Rep. You can drill down

on any aspect of the report (graph bars, or pie chart) by QuickZooming.

To view, from the Reports Centre choose Sales, then select Sales Graph.

Ll e v o el question sk Howbo 12 1] X]
Dates... By Ikern | By Customer | By Rep Mexk Group Print. .. Refresh |
Sales by Month ™ Pound 54
April through October 2005 ound 2aes
£in 1,000
101

Apr 08

By Item

May 08

Jun 08 Jul 08 Aug 03

Sales Summary
April through Ockober 2005

Sep 03

Cck 08
I Simplex: lock %.33.52
W Safe 9.49
‘ale lock with cylinder 9.01
W Labour 8.33
B Chubb Martise 7.87
W 7004 7.08
Union lock .86
B Union 5 deadlock 4.56
W Chubb deadlock 3.83
M ale basslux 317
W Other 6.27
Total £37,195.52
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Transaction List by Customer report
This report displays all customer transactions within a specified period, whether paid or not.

To create it, click Customers & Receivables in the Reports Centre, then select Transaction
List by Customer.

'ﬁ Type a help question | Ask ¥ How Do I?| — |EI| X|

Modify Report. .. Memarise... | Print. .. | E-mail | Export... Hide Header Refresh I
Dates [Custom =1 From [o1/09fz008 B To [s0/0sfz008 ]

359 PM Port Meadow Locksmiths Ltd

1208 Transaction List by Customer

September 2008
@ Type £ Date + Hum_ + Memo £ Account +ClIr » Split +  Amount £
Adams, Julie -

b Sales Receipt 1640952008 115 Current Account -SPLIT- 21224 A

Business Security Ltd
Paymert 03/09/2005 6934 inv 524 part pa.. Undeposited Funds J  Accourts Recei... 4,000.00

Hertford Surgery
I oice 03/09,2008 526 Accounts Receivable -SPLIT- 35779

Irvoice 26409/2008 530 Accounts Receivable -SPLIT- 1,007 .85

Latimer, John

Sales Receipt 12i09/2008 114 Current Account -SPLIT- 119.50
Ling, Yao

Invaice 090952005 227 Accourts Receivable -SPLIT- 11868

Payment 09/09/2008 card inw 522 Undeposited Funds Accounts Recei... 11868

Linton Letting Agency
Invaice 090952005 928 Accourts Receivable -SPLIT- 78860

Maddox, Henry

Irvoice 3000972008 FZ2 Finance Charge Accounts Receivable -SPLIT- 5.00
Maya Lettings
Witney branch
Irvaoice 25/09/2008 529 Accounts Receivable -SPLIT- B53.72

Chapter summary
After working through this chapter, you are now familiar with:

« Using the time and cost feature to invoice customers for billable expenses, with or
without markups.

e Issuing and settling credit memos.

o Setting up, assessing and billing for finance charges.

e Issuing reminder statements.

« Avariety of customer reports and graphs found in the Report Centre.
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Using advanced reports features

The unique ability of QuickBooks to manipulate, sort, store
and display reports is just one of the many features that make
QuickBooks® so user-friendly.

Most chapters within this guide have made use of reports in one
way or other. In those chapters, reports were shown only when
related to the topic under discussion. They were not discussed at
a fundamental level, which we will now explain in this chapter in
more detail. This chapter illustrates the various ways in which you
can manage, customise, deliver and save a QuickBooks report.

Upon completing this chapter, you should be able to:




Modifying and memorising reports

Through a variety of menu options and choices, QuickBooks allows you to change the
way you see and use reports, and to set up custom reports that are always available
for your use.

The reports menu bar

Let’s look again for a moment at the Sales by Customer Summary report presented in
a previous chapter.

This time, we're looking at the feature that appears on almost every QuickBooks
report window—the menu bar at the top of the report. This menu bar contains feature
options that will unlock the power and flexibility of QuickBooks reports.

'ﬁ Type a help question | Ask % How Do I?I - | Ell Xl

Modify Repart. .. Memorise. .. | Print. .. | E-rnail | Export. .. Hide Header | Expand Refresh |
Dates [Custom =] From [otjosjz008 E| To [30/09/2008 B columps  [TEI N ~ | Sort By [Defalt =]

In the following sections, we’ll show you what happens when you use some of these
options.

Modifying reports

Clicking on the Modify Report button opens the Modify Report window, where you will
find a range of options arranged on four tabs:

Display

Filters

Header/Footer

Fonts & Numbers.

Some of these options will change depending on the report you choose to run. Almost
any report can be modified, and the options are always as easy to understand and
use as in the examples below.

Please experiment with the various display and filtering tools embedded in most
reports. They’re easy to learn, and you’ll find it's simple to tailor the information to
your company’s specific needs.

Display tab

Depending on the report being viewed, the Display tab (1) offers a variety of display
options, allowing you to include, from an extensive range of criteria, the exact
information that you require.

With the Sales by Customer Summary report, for example, the display tab allows you
to view comparative summary report, with or without percentages, over certain date
ranges, and on accrual or cash basis. In addition, you can choose columns and how
to display them, and then decide how to sort your data.
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Modify Report: Sales by Customer Summary Type a help question | sk

¥ How Do I?|

Display 1 Filters

] Header/Fooker ] Fonts & Mumbers ]

Bl x|

— Fepork Date Range

Dates Iﬁ The date range you specify in the From and To Fields

From |01/09/2005 B To [30/03/2005 B

— F.eport Basis

&+ acerual " Cash This setting determines how this report calculates income and expenses.,
— Calumns
Display columns by ITDtaI only j across the top. Sort by IDeFault j
ot * pscendingorder 2]
otk in
A Z
Add subcolumns For " Descending order 34
™ Previous Period ™ Previous Year [ ¥ear-To-Date [ % of Row ™ 2 of Column
IT £ change IT & change = = af T
I™ = change I™ = change
Advanced.., | Revert |
0K Cancel | Help

Below you see how the Display tab changes for the Sales by Customer Detail report.

On this type of report simply click on the desired item in the column box (2) and
QuickBooks adds it to the report.

Modify Report: Sales by Customer Detail Tvpe a help question |AskEE

¥ How Do I7 |

Bl x|

J Display I Filters I Header/Footer ] Fonts & Mumbers I
— Report Date Range
ates - rom the first day of the current mon rough today
Dat F the First d f th 19 th th h tod
From [01j12/2005 B Ta [31/12/2005 E|
— Report Basis
&+ Accrual " Cash This setting determines how this report calculates income and expenses.
— Columns
lleft margind 2 « | Total by |Custu:umer j
Trans #
Y Type
EnterediLast Madified Sork by IDEFE"-'I': d|
JLast modified by % pscendingordsr &4
Date Sark in _ -
- Mum " Descending order &
Adj
p 3:, # Put a check mark next to each column
-y thak ywou want to appear in the report.
/ Harne ;I Advanced... | Revert |
oK Cancel | Help |
Filters tab
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If a displayed report is showing too much information, the options on the Filters tab
(3) help you narrow the scope of the report.

You can add information by selecting a category from an extensive list of filtering
criteria on the left (4). The fields on the list on the right side are those already on the
report you have chosen to modify (5). Click on them to modify or delete them.

Modify Report: Sales by Customer Summary Type a help question | Ask = How Do 17| =Y
Display I Filters 3 Header/Fooker ] Fonts & Mumbers I

— Choose Filker — Current Filker Choices
Filter Ttem Filter Set to
s [ 4 P = e 5
Diake Marne All cuskarners)job.
Item
Memo
Mame
Mumnber
TransactionType LI
Remove Selected Filker

r Item Filker

Choose the bypes of ikems or a specific item From the
drop-down list.

Tell me mare. .. |

Revert |

0K Cancel | Help |

Header/Footer tab

The Header/Footer tab (6) gives you the option of modifying a report’s title and
subtitle (headers), the report alighment and page layout, and the footers to appear at
the bottom of the page.

Modify Report: Sales by Customer Summary Type a help question Ask % How Do I?| Hﬂ

Display Filters ooter Fonts & Mumbers
I 6

— Show Header Information —Page Layout ——————————————
¥ é@_g_@g_glj_}f__Na |Port Meadow Locksmiths Lkd Alignment
¥ Report Title |Sales by Customer Surmmary IStandard ﬂ
¥ Subtitle |5eptember 2005 Time  Company
I¥ Date Prepared  [31/12/01 =] Bace Subtitle
¥ Time Prepared nabeniie Maun

I Repaort Basis

W Prink header on pages after firsk page

r— Showe Footer Information

Talal- Salary sarLs

¥ Page Mumber |Page 1 j Extra Line

™ Extra Foaoter Line |

W Prink Footer on First page Rewert |

oK Cancel | Help |

Fonts & Numbers tab

On the Fonts & Numbers tab (7), you can change fonts and font sizes by clicking on
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Change Font (8) and opening the Fonts window (9).

You can also set financial information parameters (10): how to display negative
numbers, how to show all humbers, and whether to display zero amounts.

Muodify Report: Sales by Customer Summary Type a help guestion |ﬁsk§§

l Display

|

Filters

] Header/Fooker IFugts&Numhers 7

“# How Do I?l

Bl x]

— Fonks

Zhange Fonk For

— Shaow Megative Mumbers

& Mormally

Example
olumn Labels € In Brackets
Fiow Labels B o
Report Data £ Wyith a Trailing Minus Sfm/n
Feport Totals
[Company Mame Example ™ In Eright Red
Feport Title
Feport Subtitle 10
[ate — Show &ll Murnbers S—
Fage Mumber
[Transackions ™ Divided By 1000
Tirne
F.eport Basis 8 I_ Exceph Zero Amaunts
.. Change Font [ without Pence
Column Labels x|
Fant: Fant Style: Size:
= : ok |
Eold |a
P s o] s | |
Aial Black Italic E Revert
Arial Marmow 10
B Avial Rounded MT Bex IBu:uId taic = 11 =]
Help | Zancel | Help |
— Effects Sample
[ Shrikeout
[~ Underline AaBbYyZz
Color:
iz ig an OpenT ype font. T his same font will be
| Black =l Thisis an OpenType font. Th fant wil b
uzed on both wour printer ahd your screen.

Memorising reports

Once you have modified a report, you can save the modified report with a specific
name. This saves you the work of going through the display and filtering options the
next time you need the same report.

1. In the following example, assume that you have:
+ Modified the Sales by Customer Summary to show the period “This

Finanical Year”.

« Sorted the customers by total, in descending order.
« Filtered the report so that only the Commercial class is displayed
« Changed the title of the report in the header

« Selected a different font for the Company Name.
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Modify Report... Memarise. .. . | E-rnail | Export... Hide Header | Expand Refresh
j =T From [01j04/z008 B To [31/03/2009 B Columps  [Tatal orly =] sort By [Takal x| oz |
*51FM Port Meadow Locksmiths Ltd
31208 Commercial Sales Summary
Accrual Basis April 2008 through March 2009
+ Apr "08 - Mar 0% «
Business Security Ltd p 17,293.40 4
Prestige Estates 395705
Maya Lettings 3,714.09
St Andrews School 232326
Kaley's Cattery 1,534.41
Cornell & Sons 95017
Linton Letting Agency E97.00
Hertford Surgery 304.50
TOTAL 30,803.88

2. To save the modifications and filtering criteria, click on the Memorise button
(1). In the Memorise Report dialogue box that appears, the default name is
shown, which is taken from the original report title (2).

To identify this as your modified version, you may wish to enter a personalised
name for the report. Click OK.

EMemurise Report

WEN A - ormercial 5 Summary

[ save in Memarised Report Group: I.ﬁ.ccuuntant ﬂ

oK Cancel |

3. The next time you’d like to display the modified report, click on the Memorised
link within the Report Centre, and you’ll see the memorised report towards the
top of the list (3).

K Tvpe a help question Askl “* How Do I?l - | I:Il xl

Repork Mame
+Comrmercial Sales Surmary:
+Company
+Balance Shest
#Profit & Loss —l
¢35katement of Cash Flows
+K Balance Sheet - Standard
+Customers
+ &R Ageing Summary
+Cuskomer Balance Detail
+Cuskomer Balance Summary

Display... Print, .. Export. ..
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Save in a memorised report group

By clicking on the Save in Memorised Report Group in the Memorise Report window,
you can also save the report in one of the groups that appear on the memorised
report list. If you do so, when looking for the report, you will have to look for the report
within the group in which you saved it.

For instance, an option in the example above would have been to save the new
Commerical Sales Summary report on the Customers group menu.

23] _ (o] x||

_ommetcial Sales Summary:

¥ save in Memarised Report Group: ICustDmers ﬂ

(1] 4 | Cancel |

Add report to a memorised report group

To move a report that is not in a group, to a group at a later time:
1. Highlight the report (click on it) and right click to display a drop-down menu.
2. Select Edit Memorised Report.

3. In the window that opens, tick the “Save in Memorised Report Group” box,
and choose the group in which you would like the report to belong.

Tip: Do take advantage of the ability to save a report within a group, especially if you
are saving a lot of reports. Your reports will be easier to find if they are grouped
according to the area of company activity to which they refer. Also, you will avoid
creating an extremely long menu list in the main memorised reports menu, and thus it
will be quicker for you to find the reports you need. As an example, you may wish to
prepare several Memorised Reports which are run at the end of each month as a
checklist for financial reporting purposes.

Modify a memorised report group

You can also modify and delete from the list of reports in a memorised report group
menu.

This is useful if you are not using the originally listed reports in their default form. You
will be able to view all your relevant reports with just one mouse-click and no clutter!
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To do this:

1. Click the Memorised link in the Report Centre, to open the Memorised Report

List.

2. Highlight (select) the report you are not using or have already modified, click
on the Memorised Report drop-down menu and select Delete Memorised

Report.

This does not make the ability to create the report itself go away, just the
shortcut to the version of the report you no longer require.

Type a help question | Ask ¥ HowDoI?| _|O| x

Repart Name |

+Accountant
+Balance Sheet
+(aeneral Ledger
+Journal Entries Enteredy
+Profit & Loss

+Banking
+Cheque Detail
+Deposit Detail

+Profit & Loss
+Profit & Loss by month

+IK Balance Sheet - standard

f:-l:umﬁané

+Skatement of Cash Flows
+K Balance Sheet - Standard o

[
[

Modified Today

. Memorised Report *i|
= Edit Memorised Report
[ et e

Delete Memorised Report

Customise Columns., ..

Display... | Print. .. | Export...
Chrl+E

Chrl+D

Print List. ..
Re-sork List

Chrl+F

Import Template. ..
[ETATTIL TETE EhEy .

Your group will now contain only the
for that group.

reports you want to use to display the activities

Create a new memorised report group

You can also create a brand new group by choosing New Group from the Memorised
Report List’s Memorised Report menu, and naming the group whatever you choose

(not illustrated).

You can then add reports to the new group the same way you do to any other

memorised report group.

Tip: If you have already saved one of these reports into another group, you could

move it into the new memorised rep

ort group by clicking on the diamond next to the

report name and dragging it with the mouse.

Ways to display memorised reports

126



There are several ways to display memorised reports.

For single reports, click the Memorise link within the Report Centre and double
click on the report you want to display.

You may also wish to work with more than one report at once. Click the
Memorise link within the Report Centre, and highligt the group of reports you
wish to open (1), then click on Display button (2) at the bottom of the window.
QuickBooks opens the Process Multiple Reports window (3).

Tick the reports you want to see or print (4).

Click Display or Print (5), and QuickBooks prepares and displays or prints all
these reports.

Type a help question | Ask * HowDoI?| _|0O] x

Report Mame I

+Depasit Detail ;I
+Company

+Balance Sheet

+Profit & Loss

+Statement of Cash Flows _I

+IK Balance Sheet - Standard
+Customers
+ AR Ageing Summary

+Custamer Balance Detail .
+Costomer Balance Surmary 5lx]
+0pen Invoices Select Memorised Reports From l_
+Commercial Sales Summary
ﬁ‘rEI‘I‘IplD?EES Choose the reports to process, then press Display or Print,
+Payroll Ikem Detail Jd Report Date Range From To
+Payrall Liability Balances h AR Ageing Summary lroday |z 31/
J |Customer Balance Detail AII
MEITlCII’iSEd Report J  |Customer Balance Summary all
4 |Open Invoices Today a1/12/2008 31122008
' |commercial Sales Summary This Financial Year 01042008 31/03/2009
4
5
=
Display | Brint Cancel Help |
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Graphical reports

For those who have a fondness for pie chats and bar graphs, QuickBooks offers half-
a-dozen graphical reports. These reports are listed below with an explanation of the
information provided and under what topic on the Reports menu it can be found.

Type of graph... found under... \ explained...
Essentially a graphically rendered P&L report.
Income & Expense  Company & Financial Also shows a percentage breakdown of

revenue and expenses.

A type of balance sheet. Shows graphical
Net Worth Company & Financial representation, on a monthly basis, of assets,
liabilities and net worth (equity).
Displays bar charts of the aged receivables

Accognts Custgmers & plus the percentage breakdown of receivables
Receivable Receivables

by customer.
Sales Sales Displays bar charts of sales per month plus

item, customer or sales reports.

Similar to the A/R graph. Shows bar charts of
Accounts Payable Suppliers & Payables the ageing period plus percentage A/P by

supplier.

Shows bar charts for the budgeted and actual
Budget vs. Actual Budgets accounts, jobs or classes; also monthly

favourable or unfavourable comparisons.

Customising graphs

Across the top of a QuickBooks graphical report there is a menu bar, just as with any
other kind of QuickBooks report.

This menu allows you to choose the dates of the report and which criteria to show on
the graph. As with any report in QuickBooks, these options depend on the type of
graph displayed. In some instances, the Next Group button on some graphs allows
you to cycle through the options offered and see each version of the report.

All graphs offer you the Print option.

g . ] e a ek s, kL v B 1 [
Dgps... | [ Oy focourt_ oy custoqer |ty oy | tetgoup | Pk | Ewvesn]
Income and Expensa by Month [rm—

‘Rpri trenuch December 2008 [ Erparns

000

The sample graph shown here is the Income and Expense graph.
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Exporting reports

Every report (with the exception of graphs) can be exported to Excel or similar
spreadsheet, or any other application that can read comma-separated (also known as
comma-delimited or csv) files.

Why export QuickBooks reports?

There are a number of reasons for exporting reports. A few non-exhaustive examples
follow:

« Format or group the financial information in ways that QuickBooks cannot
accommodate.

+ Incorporate a report into a document with financial or other information that
didn’t originate in QuickBooks.

+ Consolidate monthly reports (Profit & Loss statements, for example) on
separate sheets of one Excel workbook.

Basic exporting
To export a report:
1. Open the report.

2. From the report menu bar, click the Export button (1) to open the Export Report
window.

Modify Report, .. Memorise, ., | Print. .. | E-mnail | Export... a Refresh | Sort By |Default

3. From the Basic tab, you can specify whether to export the report as a comma-
separated (.csv) file, or export it to either a new Excel workbook or an existing
Excel workbook.

If you select an existing Excel workbook (2), use the Browse button to point
QuickBooks to the file where the report will be saved.

You can tell QuickBooks whether to insert the report on an existing sheet in
the workbook (3) or to create a new sheet.

You can also instruct QuickBooks to insert a sheet that explains how
QuickBooks and Excel link files (4).

4. To send the report to Excel, click Export (5).
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Export Report Tyvpe a help question | Ask % How Do I? B x|

Basic I Advanced ]

Export QuickBooks repart ko
" a comma separated values {.csv) File

' a pew Excel workbook

% &0 existing Excel workboolk 2

IC:'I,DDcuments and Settingstall UsersiDocu. .. Browse, .. |

€~ use an existing sheet in the workbook

ISeIect a sheet j 3

' create a new sheet in the workbook

r Include a new workshest in the workbook that explains Excel | 4
warksheet linking

Export | 5 Cancel Help

Advanced exporting

In the Export Report window, the Advanced tab provides you with a host of formatting
options.

You can decide to keep or change the default QuickBooks format for Fonts, Colour,
etc. and you can also to turn on Excel features such as gridlines, pane freezes and
AutoFit. Finally, you can elect to send header information and row labelling for each

page.

Export Report Type a help question |.l1|._5lc-“’!r How Do 17| B x|
Basic I Advanced I

Preserve the Following QuickBooks repart Farmatting options:

¥ Eonts [ Space between columns
W Colours W Row height

Turn on the Following Excel Features Far this report:
¥ AutoFit (set column width ko display all data)

¥ Freeze panes (keep headers and |abels visible)
¥ show Gridlines
™ auto Cutline (allows collapsing { expanding)

[ autka Filkering (allows custam data Filkering)

Printing opkions
& Send header to Page Setup in Excel
" Send header ta screen in Excel

¥ Repeat row labels on each page

Export Cancel Help
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Example of an exported report

Imagine you are going to export the Sales by Customer Summary report illustrated

below (1).

1. You click the Export button and see the Export Report shown above.

will Type a help question Ask| | % HowDo 12| | _ [0 x|
Modify Report... | Memarise. .. | Print... ‘ E-mail | Expaort... I Hide Header | Expand Refresh
Dates [ Costom =] From [01/n3jz008 | To [30/ne/z008 B colmps [T | Sort By [Default -
THPM Port Meadow Locksmiths Ltd
A2
208 Sales by Customer Summary
Accrual Basis September 2008
o Sep08 o
Adams, Julie » 18063 4
Hertford Surgery 116227
Latimer, John 10170 1
Ling, Yao 101.00
Linton Letting Agency 67115
Maddox, Henry s00
Maya Lettings 558.368
Prestige Estates 395708
St Andrews School 500
Stroop, Laura 265.23
TOTAL 1,009.39

2. On the Basic tab, choose New Excel workbook.

3. Click Export. Excel opens with the file displayed (2).

7:50 PM
3208
Accrual Basis

Adams, Julie
Hertford Surgery
Latimer, John
Ling, Yao
Linton Letting Agency
Maddox, Henry
Maya Lettings
Prestige Estates
5t Andrews School
Stroop, Laura
TOTAL

Port Meadow Locksmiths Ltd

Sales by Customer Summary
Sep 08 September 2008

180.63
1,182.27
101.70
101.00

g71.15

2

Note: QuickBooks also exports the formulas that calculate report totals. Therefore if

you change an amount in Excel, the total will also change, just as it would in

QuickBooks.
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The Auto Outline Feature

The Outline feature in Excel is a terrific way to ‘roll-up’ selected data so rows and
columns are quickly hidden and unhidden as required when you are reviewing and
analysing data.

When exporting to Excel it is possible to have the Outline feature automatically
enabled so that sub-accounts are rolled up in their respective main accounts. The
advantage of using this approach rather than QuickBooks’ built in Expand/Collapse
function is that Outline allows individual groupings of sub-accounts to be selectively
expanded or collapsed, whereas the built-in function only allows simultaneous
expanding and collapsing of all sub-accounts.

1. To export financial statements with Excel’s Outline feature enabled, open the
desired report in QuickBooks, click the Export button and select the Advanced
tab. Tick the Auto Outline box (1), and click Export (2).

Export Report Tvpe a help question [ Ask % How Do I? 2| x|

Basic I Advanced I

Preserve the Fallowing QuickBooks report Formatting options:

¥ ;ionts v space between columns
¥ Colours ¥ Row height
Turn on the Fallowing Excel Features For this repart:
¥ AutoFit (set column width to display all data)
W Freeze panes (keep headers and labels visible)

[V show Gridines
[v| auto outline (allows collapsing § expanding) | 1

™ auto Filketing fallows custom data Filkering)

Printing opkions
{* Send header to Page Sekup in Excel
' Send header ta screen in Excel

¥ Repeat row labels on each page

Export Cancel 2 Help

2. In Excel, sub-accounts can be collapsed and expanded as necessary by
selecting the appropriate outline levels in the upper left hand corner of the
window (3), or by clicking the appropriate ‘+" and ‘-* keys next to each level in
the body of the report (4).

132



3 |[alelslslsle[f7T alB]c D E F

— r
1 31 Dec 08
2 ASSETS
3 Fixed Azsets
a Plant & Equipment
- 3 Cost Plant & Equip 850.00
j ) b Total Plant & Equipment 250.00
Computer equipment
Cost Computer Equip 500.00
Total Computer equipment 500.00
4
Vehicles
Cost Vehicles 3,750.00
Total Vehicles 3,750.00
Total Fixed Assets 5,200.00
Current Assets

Other Current Assets
Stock 1,287 .44
Total Other Current Assets 1,287 44

The Auto Filters Feature

When exporting a report to MS Excel, it’s possible to export with Auto-Filters
automatically enabled. This allows you to sort the report data and filter based on any
field within the report, such as a particular name, date, or amount.

1. To export financial statements with Excel’s Auto-filters feature enabled, open
the desired report in QuickBooks, click the Export button and select the
Advanced tab. Tick the Auto Filtering box (1), and click Export.

Export Report Type a help question | Ask ¥ How Do I? & x|

Basic I Advanced I

Preserve the Foliowing QuickBooks report Formatting options:

W Eonts ¥ Space between columns
¥ Colours ¥ Row height

Turn an the Following Excel Features For this repart:
¥ autoFit (set calumn width to display all data)
v Freeze panes (keep headers and labels visible)
¥ show Gridlines
[ Auto outline (allows collapsing | expanding)

W auta Filkering (allows custom data Filkering; 1
Printing opkions
% Send header to Page Setup in Excel
" Send header ta screen in Excel
v Repeat row labels on each page
Export Cancel Help
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2. The drop down arrow in each column header (2) facilitates the sorting and

filtering of report data.

2

C D E F G“'H”L/ G + L\M\‘ Q R
Type |~ Date| = Nu + Memo - Name - Item - Qty| « Sales Pric =
4] setAtoz

r

Invoice 03/03/2008 501 Simplex 3000 | il SortZto A Simplex lock 2.00 14713
r

Invoice 03/03/2008 501 Union 2242 loc) Sort by Colar 3 Union lock 2.00 18.02
r

Invoice 03/03/2008 501 “Yale 77 lock w| & “fale lock with cylinder 1.00 2181
r

Invoice 03/03/2008 501 Labour Charge c Labour 1.00 40.00
r

Sales Receipt 10/03/2008 105 Keys Cut SO N Cut 1.00 6.95
r ext Filters

Sales Receipt 10/03/2008 105 Spare Keys = Spares 3.00 205
r

Sales Receipt | 10/03/2008 105 Emergency cal ] (Select All) o call Out 1.00 59.00
r -[#] Adams, Juli

Sales Receipt  10/03/2008 105 Labour Charge A d:;?:: A:;Dny Labour 0.50 40.00
r r

Invoice 12/03/2008 502 Security Safe ~[#Barton, June Safe 3.00 101.00
r

Invoice 12/03/2008 502 Card handling -] Business Security Ltd Card fee 1.0%
r

Sales Receipt  26/03/2008 106 Key cut ~[w| Calver, Robert cut 1.00 5.95
r [ Cornell &5

Sales Receipt  26/032008 108 Spare Keys F.eru::n de::snna Spares 4.00 208
Ik :

Sales Receipt  26/03/2008 108 Chubb Mortise [ Hertford Surgery Chubb Mortise 1.00 38.95
r -

Sales Receipt  26/03/2008 106 Spare Keys . I Temlen ’“'““'I' _'I—I Spares 2.00 5.00
r

Sales Receipt  26/03/2008 106 Emergency cal Call Qut 1.00 §9.00
r

Sales Receipt  26/03/2008 106 Labour Chargel oK I Cancel | Labour 1.00 40.00
r

Invoice 271032008 503 Chubb 3C14 de . Chubb deadlock 2.00 2181
r

Invoice 271032008 503 Key cut Calver, Robert Cut 1.00 6.95
r

Invoice 271032008 503 Spare Keys Calver, Robert Spares 8.00 3.50
r

Invoice 271032008 503 Labour Charges Calver, Robert Labour 0.50 40.00
r

Invoice 271032008 503 Security Safe Calver, Robert Safe 1.00 101.00

TIP: exporting the Audit Trail report with Auto-Filters enabled allows you to quickly and

easily filter transactions for specific users.

E-mailing reports

You can send any report electronically to a designated recipient by clicking the E-mail

button on the report’s menu bar.

Once you click the E-mail button, QuickBooks saves the report in PDF format (.pdf)
and opens your e-mail application, showing a new message with the report as an

attachment.

Note that QuickBooks also provides a default message as shown in the example
below. You can alter or replace this message if you like, or simply choose your e-mail
recipient and then send as you would any other e-mail message.

.‘; Report from The Grate Sound Shop

=10 x|

J File Edit Wiew Insert Format Tools Message Help

— [

2| Y @ ®R o e w0 o =Bm=E B
Send (Ut Copy  Paste Undo Check Speling | Attach Priority Sign  Encrypt  Cffline
Fram: Itim.grate@gratesound.co‘uk (Tim Grate) j
Tos IGrate Internal Mailing List
[ Ce: |

Subjeck: |Report from The Grate Sound Shop

Attach: @ Report_from_The_Grate_Sound,pdf (21,7 KB}

Please review the attached report. Feel free to contact us ff you have any questions.

Thatile you.
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Saving a PDF file without e-mailing it

If you want to save a report as a PDF without emailing it, from any displayed report,
click on File (Menu bar) then Save as PDF.

In the File name field, enter the name of the file and click Save.

Save in: I@Data j = £ EH-

" File name: IMonthI_l,l Sales.pdf j Save I
[ |

Cancel |
7|

Save as type: IPDF File Format [*PDF]

Your report is now saved as a PDF file.

Chapter summary

This chapter looked at the versatility and functionality of reports, and how to use the
power of QuickBooks reports in your own company file.

You now know how to:

+ Use the reports menu bar.

e Modify reports.

« Memorise reports.

o Create, modify and memorise a report group.

« Find and display memorised reports using several methods.
o Create and customise graphs.

o Export reports using basic and advanced setting

o Use the AutoFilter and AutoOutline features

e E-mail reports.

o Save a report as a PDF file.
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Integration with MS Outlook and Word

This chapter explains how you can integrate QuickBooks 2008
with MS Outlook, and MS Word (versions 2000 and higher).

Upon completing this chapter, you should be able to:




Integration with MS Outlook 2000 and higher

QuickBooks integrates with Microsoft Outlook. It is important to note that the
synchronisation process is a two-way process. Changes/additions/deletions made in
QuickBooks are updated in Outlook and changes/additions/deletions made in
Outlook are updated in QuickBooks.

Synchronisation of QuickBooks customers, jobs, and suppliers with Outlook contact
lists occurs through QuickBooks Contact Sync for Outlook. This is a free add-in which
you can download from www.quickbooks.com/contact sync. The add-in works with
QuickBooks 2008 only and Outlook 2000 or higher. You must be running Windows
2000 or higher as the operating system in order to use this tool.

You can also access the download page for the free add-in tool from within
QuickBooks.

1. Click on File in the Menu bar, select Utilities, then Synchronise Contacts (1).

|Fi|e Edit Wiew Lists Company YAT Cusktomers Suppliers Employees Banking Reports  Wine

Mew Company. ..

Open of Restore Company...
Open Presvious Company
Save Copy of Backup...
Clase Campany

Switch to Multi-user Mode
Lltilities

Accountant's Copy

FrimE e TG
Canvert dccountant's Copy ko Comparry file (QBW, ..
=avE asPls
Print Forms k Hast Multi-User Access, ..
Printer Setup... .
erify Data
Ezxit AlE+F4 Rebuild Data

2. The Synchronise Contact window asking you whether you want to be taken to
the download page.

Click OK (2).

Synchronize Contacts

- You have chosen to synchronize your contacts in QuickBooks. To do this you will need
1 QuickBooks Contact Sync 2.0 installed on your computer.

Would you like to be taken to a window to download QuickBooks Contact Sync 2.0 7

2 oKk [ Cancel J
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3. Once downloaded and installed, the add-in installs as an additional menu in

Outlook:

24 Inbox - Microsoft Outlook

3

EEiIe Edit View Go Tools Acdions Euickﬁooks Help

4. Click the QuickBooks button (3) to launch the QuickBooks Contact Sync

window (4). Click Setup to begin.

(23 QuickBooks Contact Sync
Begin Setup

Help for details on how to perform these back ups,
Current Settings

QuickBooks Lists: Mot Set
Exceptions: Mokt Set
Conflict Resolution: Mot Set

Selected Company: Juliss cafe

Setup

Click. Setup below to begin setting up your synchronization preferences, We highly recommend that vou back
up both your Outlook data and your QuickBooks company file before you synchronize For the First time,  Click

&)

Cancel

5. Select the desire Outlook Contact Folder for integration (5)

5 QuickBooks Contact Sync

Choose Folders »

Select An Outlook Folder

Outlook Contact Folders

11Personal Folders!

Selected Folder: Y\Personal Folders|Contacts

Help

< Back

Select the Outlook Folder that contains the contacts you would like to synchranize with QuickBooks

Cancel

(X

Click Next (5).
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6. Select the types of contacts you wish to integrate with Outlook (6).

ickBooks Contact Sync Setup Assistant

Choose »

Choosing Contact Types

Choose the Contact Types you want to synchronize,
‘four selections will create sub-folders under the Contacts folder in Outiook.

If you are unsure of which contacts to choose, we recommend you indude both Customers and
Vendors. You can change these selections later.

Contacts

Customers
Indude Jobs 6

Vendors

Selected Company: AllTemp Heating and Air Conditioning

[ < Back ] I Next > ] [ Cancel ]

Note: synchronisation is a two way process. Click Next.

7. Map the customer fields in QuickBooks with those in Outlook (7).

JuickBooks Contact Sync Setup Assistant

Map ¥

Mapping Customer Fields (part10f2)

Field mapping lets you specify which information from QuickBooks displays in which field in Outlook. For each
QuickBooks field, choose the Outlook field you want that data to display in. When you dick an Qutlook contacts field
name, you see the list of choices,

Customer Fields

QuickBooks Field

Last Name First / Middle / Last Mame :J
Company Company ;]
Email Address Email :J
Phone Business Phone ;]
Alt Phone Mobile Phone :J
Contact Manager's Name ;]
Alt Contact Assistant's Name ~|
Fax Business Fax Number _L]
Motes Body ‘:J
Bill To Address Business Address _Ll
Address Other Address :J
Restore Defaults
Display Order
o

[ < Back ][ Mext = ] [ Cancel ]

Click Next to proceed.
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8. Do the same for vendors (suppliers) (8). Click Import (9) to finish.

3 QuickBooks Contact Sync Setup Assistant

Map »

Mapping Vendor Fields (part20f2)

Field mapping lets you specify which information from QuickBooks displays in which field in Outlook. For each
QuickBooks field, choose the Outlock field you want that data to display in. When you dick an Outlook contacts field
name, you see the list of choices.

Vendor Fields 8

Fir First / Middle [ Last Name _v_J
Company :J
Email -
Business Phone _vJ
Mobile Phone _v_J
Manager's Name _vJ
Assistant's Mame _v_J
Business Fax Mumber _vJ
Body _v_J
Business Address _vJ

Restore Defaults

Display Order

Vendor Name LJ Choose how you want your vendors sorted in Outlook. If you are

unsure, use the default choice, You can change it later.

9
[ < Back ][ Import | [ Cancel ]

9. Once all the synchronisation options are established, clicking Import launches
the initial synchronisation of QuickBooks 2008 and Outlook.

Upon completion, two new Contact Lists are established in Outlook — one for
Customers, and one for Suppliers.

After initial synchronisation is complete, you can launch subsequent
synchronisations within Outlook by clicking on the QuickBooks menu and
selecting Synchronize Contacts (9).

w Zynchronize Contacts 9

Preferences

Check For Updates

QuickBooks Online Support
@7 Help Contents...

Abiout QuickBooks Conkact Sync | 10
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10.To find out more information you can click on About QuickBooks Contact
Sync...(10), to bring up the QuickBooks support site.

QuickBooks Contact Synch for Outlook

<2 Back = Foward (%) Stop ¢ Aefesh  H Print |®L
|| | http: /fsupport. quickbooks. intuit. com/support ftools/contact_sync/ |

-
Intuit Links ¥ | 12

Inturt QuickBooks® Support

Home
QuickBooks Contact Sync for Outlook
Products
The QuickBooks Contact Sync for Outlook is a free downloadable tool that easily synchronizes your QuickBooks Customers,
Industry Solutions Jobs, and Vendors with Outiook contacts.

* Reduces the need to re-enter data
What's New for 2008 * Guides you through a short and straightforward setup process
* Allows for tailored field mappings fo suft your business needs.

For Accountants

Please note these system requirements:
* QuickBooks 2005, 2006, and 2007 (must be installed and registered)
* Wicresoft Qutlook (2000, 2002, 2003, and 2007)

* Microsoft Wind XP, Windows 2000, or Windows Vista including the latest service packs. Go to
hi =px to check for and download updates.

Download

“ou're only four steps away from synching your QuickBooks data with Outlook:

1. Please register by entering a valid e-mail address:

2. Download QuickBooks Contact Sync and install.

&

|
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Integration with MS Word 2000 or higher

QuickBooks provides extensive integration with MS Word.

In addition to mail-merging information from various QuickBooks lists into MS Word to

create letters to your customers, you can also export summaries or details of your

invoices into MS Word. This requires MS Word 2000 or higher.

Exporting a QuickBooks Invoice to MS Word

To turn a QuickBooks invoice into a letter:

1. From within an invoice, click the Letters button, then Prepare an Invoice Letter

(1).

- D Type a help question | Ask % How Do I?
& previous B Mext @Print - QSend | %‘Find Spelling Eth History | Letters - %Customise i 1

Customer: Job

|Prestige EstatesiWheat .., j

Invoice 300092008 E| (536

Custamise Invaice Letter Templates, ..

Prestige Estates
Castle Yiew

Bell Lane

Buckingham MK13 44D

Met 7 - | 07/10/2008 El

Ikermn | Description | o | Rate | Arnounk | VAT
Simples lock Simples 3000 lock, 4 147,13 533.52 |3
Chubb Maortise Chubb Mortise Lock 3k70 5 38.95 194,75 (5

2. Choose a letter template (2) or create your own (3).
For this example, let’s select Invoice Letter with Details.

Click Next.

Letters and Envelopes =

LAl A 4R il { gL

wpressHillRd | Choose a Letter Template
e CA 94326

& | etter templates available For invoice letkers,

rs. Knisty Sberecy Invoice Letter with Detais
indow Envelope Cowver Letter
indow Envelope Invaice Letter with Details

" Create or Edit a letker kemplate.

Banh Mext Cancel Help
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3. Enter a signature name and title (4).
Click Next.

Letters and Envelopes Bl x|

ypressHilRd | Enter a Name and Title
e C4 94326

For letkers with Fields for signature and title, enter how vou wank to
sign aff,

rs. Knsty Sbercy

ame IJane Sherman|

Title |Director

When vou click Mext:
 Letters will be created in a single Microsoft YWword Document
« Each letter will start on a new page

« Editing wour letters will not affect the original letter template

 You can continue working in QuickBooks and choose to print envelopes

Back | Next | Cancel | Help |

4. QuickBooks creates the letter for you, based on QuickBooks invoice
information.

Once the invoice has been prepared in MS Word, it can be edited as
necessary (5).

Fort Meadow Locksmiths Lid 5
2 Cranston Road
Oneford
ONON
OX4 315

31 December 2008
Prastige Estates
Castle View

Bell Lane

Buckingham MK184AD

Desr Penny,

This table summarizes your curent invoice acfivity. Please reviewthis information and let us
know if you have any guestons.

Invoice Job Whest and Barley Pub
Invoice Mumbsr 536

Invoice Date JOS 2008

Invoice Dus Dats OTH 02008

Invoice Amount £520.24

Invoice Balance £320.24

ltemized charges are shownbelow:

Simplex lock Simplex 3000 lock 4 147.13 5BB.52

lt=m Di=scription Qty  Rats Amount Tax
5
Chubb Mortise  Chubb Mortise Lock 3KT0 5 3B/ 18475 5

Thank you for choosing Port Meadow Locksmiths Ltd. We hope to work with you agsin in the
future.

Yours sincarshy

Jane Eharman
Director
Port Meadow Locksmiths Lid
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Merging QuickBooks data into MS Word

In addition to creating documents in MS Word, QuickBooks also provides you with the
option of quickly and easily mail-merging information in QuickBooks lists with a letter
in MS Word.

Letters can be prepared with information from the Customers &:Jobs list, Supplier
List, Employee List, or Other Names list, and based on:

e A predefined template supplied with QuickBooks

e A predefined template that has been modified

e Your own template created from scratch

1. Click Company in the Menu Bar and select Prepare Letters with Envelopes.
Choose the type of letter you want to write.

The Letter Writing wizard will guide you through the rest of the process.

Company WAT Customers Suppliers Employess Banking Reporks  Window

Horne Page

Company Information, ..
Set Up Users. ..

Change %our Passward., .,
Set Closing Date. .

Planning & Budgeting 3
To Do Lisk

Reminders

Alerts Manager

Chart of Accounts Chrl+8
Make General Journal Entries., .,

Enter Wehicle Mileage. ..

Prepare Letters with Envelopes Collection Letters, ..
Custamer Lekkers. ..
Supplier Letkers, ..
Emploves Letkers, .,
Letkers ko Other Mames. ..

Customise Letter Templates. ..

Chapter summary

This chapter looked at the how you can integrate QuickBooks with MS Outlook and
Word, to make the most of your software.

You now know how to:
e Synchronise with MS Outlook 2000 and higher.
o Export invoice details or summaries to MS Word 2000 or higher.
o Mail-merge QuickBooks fields with MS Word document to create your own
letters.
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Memorised transactions reminders
and budgets

This chapter introduces you to the memorised transaction and
reminder features in QuickBooks® that make your life easier
by automating repetitive tasks and ensuring you don’t forget
important due dates and tasks.

As your year-end approaches, you will also want to start budgeting
for the coming business year. QuickBooks’ budget tool allows you

to prepare quick, easy, comprehensive budgets.

Upon completing this chapter, you should be able to:

Memorise Prepare and

transactions e e e review budgets




Memorised transactions

If you frequently enter and record the same transactions, you can speed up these
tasks by memorising them.

To memorise a transaction, you must first enter it on the appropriate form. For
instance, let’s say that on the first of every month you pay your insurance premium. In
this case you would record a standing order cheque like the example below.

AL e Tys & hielp question | Ask ¥ Howbo 12| _ |0 x|
@ previous [ Mext &5 Print ~ | % Find

Bank Accaunt  [Current Account =] Ending Balance 10,974.43
Mo, 39
Date 01f10/2008 E
Pay ko the Order of Epswich Insurance j £ 45,00

Fort: _FiveandDDJ’IDD************************************UKPDund
Sterling

Epswich Insurance

Address

iy

COrder Cheques
Expenses £45.00 I Ttems £0.00 ] " Ta be printed
Account VAT Amount Memo Customer:Job Billable?
Insurance E 45,00 |Monthly premium =
=
Total YAT I 0.00 Edit: |

[T Amounts include AT

CIearSpIitsl Recalculate | Sa_ve&CIosel Save & New | Revert |

Before clicking on Save & Close, click Edit and choose Memorise Cheque from the
menu bar.

In the Memorise Transaction window that appears:

“ Memorise Transaction =] x|

[ame |Epswich Insurance

i

' Remind Me Havs OFten IMgnthly | Cancel
' Don't Reemind Me NextDate  [01/11/2008 &)
& automatically Enter Mumber Remaining 11]
% With Transactions in Group. Days In Advance To Enter ID—
Group Mame |<None> =l

1. Enter a Name for the memorised transaction (QuickBooks automatically
names the memorised transaction using the Payee field on the cheque).

2. Choose a reminder method from the list on the left:

« Remind Me — to include the transaction in your reminder list

+« Don’t Remind Me

« Automatically Enter — to have QuickBooks enter the transaction
automatically. Enter the next date, and if there are a fixed number you
can specify the number of remaining transactions and how far in
advance to enter each transaction.

« With Transactions in Group — include in a group of transactions.
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3. Choose a frequency from the drop-down list in the How Often field.

4.

5. Click OK.

Indicate the date of the next transaction.

QuickBooks returns to the form you were preparing. Click Save & Close to record the

initial transaction.

Reminders

You can train QuickBooks to remind you when it’s time to pay bills, print forms, print
cheques, deposit money, enter memorised transactions, or act on overdue invoices.
QuickBooks keeps track of these reminders on the Reminders list.

To view your reminder list:

1. From the Menu bar click on Company and choose Reminders.

& | Description

Type a help question | Ask * HowDoI?| _ O] x
Arnaounk

Bills to Pay -18,703.66

Overdue Invoices #,891.69

Cheques to Prink -45.77

Invoices,/Credit Notes to Print 1,921.28

Purchase Orders to Print -10,645.67

Cuskam Wiew

2. You can see details of all the reminders by clicking on the Expand All button
(1). To see details of only one reminder, double click on that line to drill down
on that reminder (2).

E Type a help question Askl “* How Do I?| - ||:|| Xl
Amounk

Due Dake ¥ | Descripkion
Money to Deposit 4,760.72 |
09092005 Ling, %ao 115,65
Eﬁm Business Security Led 4, 642,04
Bills to Pay -18,703.66
29082008 City Safe Wholesale -5,750.74
01092008 Stuart Leven -1,000.00
03092005 City Safe Wholesale -700.12
11/09/2005 Energen -251.45
11/09/2008 City Safe Wholesale -142.65
15/09/2008 Tavlor Yans Lkd -4,406,25
25/09/2008 Chubb Locks and Safes -2,259,83
29/09/2008 M E Dodd -140.59
01/10/2005 Stuark Leven -1,000,00
01/10/2008 ExpressDeliveries -75.00 = |
Custom Wigw Collapse All || Expand All :
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3. The original transaction is displayed (3), in this case a customer payment from

Business Security Ltd.

-g‘ I 3 | Type a help question | Ask ¥ How Do I?l - |EI| X|
A previous B Hext | % Histary = |

| 4,642.04

Amount
Pt Methiod |Cheque -]
Memo I

[T Process credit card payment when saving

Customer Balance 464204

Date |31,|’12,|’2008 [E]
Cheque # 7a9

Where does this payment go?

Find a CustomerInvoice. ..

J | Date Mumber Orig. Amk, Amt, Due Payment
Jf |27i0jzo08 525 8,642,04 4,642.04 4,642.04 |«
=
Totals §.642.04 4.642.04 4.642.04 |
Amounts for Selected Invoices

Amount Due 4,642 04

Un-Apply Payment | Applied 4,642 04

Credits. .. | Credits Applied 0.00

Save & Close | Save & New | Rewvert |

You can control how and when reminders appear by setting the reminders preferences:

4. On the Edit menu choose Preferences, select the Reminders icon and click on

the Company Preferences tab.

For each task that appears in the Reminders Preferences window, you can set

the option of seeing a task summary or the detai

Is of the task, or choose not to

be reminded about that task. On time-sensitive tasks, you can also specify the

lead-time (in days) for the reminder.

Preferences Type a help ques! % How Do I?I

_AskI

=

= Accounting
ﬁ Banking
Fig ils
4 Dgcktop Wiew
% Finance Charge
T General
..'i Integrated Applications
‘ Ttems & Stock
< Jobs & Estimates

E Pavroll & Employvees

el Reports & Graphs
& Sales & Custamers
Send Farms

% Service Connection
B Spelling

Time Tracking

waT

My Preferences I Company Preferences I

Show  Show  Don't
Summary  List  Remind Me Remind Me

Chegues ko Print (o “ i« IS_ days before cheque date.
Payroll Payments ko Print  {+ i i |5_ days before payrall
llz‘l:i\;otices,fcredit notes to i+ i i IS_ days before invoice date.
Crverdue Invoices o i i IS_ days after due date.
Sales Receipts to Print (% (e [
Sales Orders bo Print * ) )
Stock b Rearder o o o
Asserbly Tkems bo Build. & ] )
Bills b Pay ol i~ i« IF days before due date.
I\Dﬂsgnori;ed Transactions i~ i« Is_ days before due date,
Money ko Deposit ol i [
Purchase Orders to Print  (+ (o i«
To Do Maotes * (o i«

(1] 4 |
Cancel |
Help |

Default |

Also See:

General

If you want the Reminders List to be displayed as soon as you start QuickBooks, click
the My Preferences tab in the reminders preferences window and tick the option Show

Reminders List when opening a Company file.

Budgeting in QuickBooks
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Although not part of the statutory financial year-end reporting tasks, an important
strategic task that all business owners should perform is budgeting for the upcoming
year. The QuickBooks budgeting tool makes this task easy and, as you will see, also
offers many time-saving features that allow you to prepare a budget in almost no time
at all.

Creating a budget

To create a budget:

1. Choose Company on the Menu bar, click Planning & Budgeting, and choose
Set Up Budgets.

2. If this is your first budget, the Create New Budget window appears.

Enter the year for which you will be preparing a budget and select the type of
budget that you want to prepare (1). In most cases you will choose Profit and
Loss, as this budget allows you to enter projected revenue and expenses for
the forthcoming year).

Create New Budget J=Y |

Create a New Budget
Beqin by specifying the year and type For the new budget.
IZDEIQ-lEI E

Choose the budget type

& Profit and Loss (reflects all activity for the vear) 1

™ Balance Sheet (reflects ending balance)

Eack | Mext 2 N FEinish Cancel |

Click Next (2).

3. In the second screen of the Create New Budget window (3), you choose
whether you want to prepare revenue and expense projections for each
customer (the Customer:Job option). If you have set up classes, you will also
have the option to budget by class.

The option you will most likely use is No additional criteria, which you select
when you intend to prepare an overall budget.
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Create New Budget Bl x|

Additional Profit and Loss Budget Criteria

3

£ Customer: Job
0 Class

Back | Mext FEirishi Cancel |

Click Next.

Still in the Create New Budget window, you are asked to choose whether to

enter your own revenue and expenses—in essence, to create a budget from
scratch—or to start with the actual revenue and expenses from the previous
financial year.

For this example, select Create budget from scratch (4).

Create New Budget J=1 |

Choose how you want to create a budget

4

This option lets vou manually enter amounts For each account that vou
wank ko krack,

& Create budget From scratch,

™ Create budget from previous vear's actual data.

This option automatically enters the monthly katals From last vear For each
account in this budget.

Back | Nexk Finish 5 Cancel |

Click Finish (5).

QuickBooks now displays a blank budget template.

You can enter any amount on the template by clicking on the line item, and
typing in the amount.

To place a unique amount for a line item in each month column—for instance
in a case where you know that monthly expenses will be variable and cannot
be determined by a formula, simply click on the line and month cell and enter
the amounts. However, if you want the same amount in each month columns,
or you want the amounts to increase according to a fixed increase rate, there
are easy shortcuts.




Sometimes you want a fixed expense entered in each month’s column. (In the
example, insurance expense is adjusted to £85 per month.) You would:

» Enter the budgeted expense in the first month’s column (6).
« Click on Copy Across (7).
« QuickBooks fills in the amount for the remaining eleven months (8), and

totals the amount in the Annual Total column (9).

Budget

IF\"ZDDQ—ID - Profit & Loss by Account

Type a help question | Ask

* HowDoI1?| _|O

Create Mew Budget |

Account

Annual ...

Apr09

a9

Jun09

Julog

Augla

Sep09

Ockod

Mov02

Dec09 Janil

Febld

Marl0

Markup Income

Locks and Safes Sales
Subcontractors

Locks and Safes Pu...
Stock Adjustment
Advertising

Bank Service Charges
Biooks and Publicati...
Cash Discounts

Conkract Labour
Depreciation Expense
Dues and Subscripti...
Equipment Rental
Freight and Delivery
Gifts and Donations

Insurance

Copy Across 7

4,000.00
4,800.00
30,000,00

S00.00

240,00
255,00

7,000.00
400,00
2,500,00

7,000.00
400,00
2,500.00

20,00
&0.00

7,000.00
400,00
500,00

200.00

20,00

7,000.00
400,00
2,500.,00

20,00
120,00

7,000.00
400,00
2,500,00

20,00

7,000.00
400,00
2,500,00

20,00

7,000.00
400,00
2,500.,00

300.00

20,00
55.00

7,000.00
400,00
500,00

20,00

7,000.00 [7,000.00
400,00 | 400,00
2,500.00 [2,500,00

20,00 20,00

7,000.00
400,00
,500,00

20,00

-

7,000.00 _|
400,00
2,500,00

20,00

§ave| 0K | Cancell Help |

X

Insurance

Freight and Delivery
Gifts and Donations

| 1,020.00

85,00

85,00

85,00

85.00

85,00

85,00

85,00

85.00 a5.00

85.00

7. Alternatively, there are cases where you want to enter a different figure for
each month, based on a model of regular growth (by amount or percentage).

(In the example, the Locks and Safes Sales line is too low. In fact we're
forecasting that the revenue for April 2009 will be £7,1000 and that it will
increase by 10% per month, compounded.)

To create a row which increases by a fixed amount or percentage each month:

« Enter the first month’s amount in the first column (10).
« Click on Adjust Row Amounts (11).
« QuickBooks opens the Adjust Row Amounts window. Make sure you select

“Currently selected month” in the Start at field (12).

« Enter the monetary or percentage increase (13) or decrease.
« Click on the Enable Compounding box (14).
« Click OK.

Note: you must select Currently selected month in the Start at field for the
Enable compounding option to be displayed.
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iﬂ Type a help question | Ask = How Do I?| - |E| ®
Budget

|Fv2009-10 - Profic & Loss by Account =] Create New Budget |

["account [“annual ... [ apr0s [ Mayos [oros [ Juos [ Augos [ Sepos | octos [ howds | Decos | Janio | Feblo | Marid
Markup Income
o nd 5 0
Subcontractors 4,800.00

400.00 | 400.00 [ 400,00 | 400.00 | 400.00| 400.00| 400.00| 400.00( 400.00 | 400.00  400.00
Locks and Safies Pu... | 30,000,00 10 |2,500.00 |2,500.00 (2,500,00 (2,500,00 [2,500,00 (2,500,00 (2,500,00 (2,500,00 (2,500,00 [2,500.00 (2,500.00
Stock Adjustment
Advertising 500,00 200,00 300.00
Bank Service Charges
Books and Publicati...
Cash Discounts

Contract Labour

Depreciation Expense
Dues and Subscripti... 240,00 20,00 20,00 20,00 20,00 20,00 20,00 0,00 20,00 20,00 20,00 20,00 20,00
Eguipment Rental 255.00 &0.00 120,00 55.00
Freight and Delivery
Gifts and Donations

Insurance 1,020.00 c 00 .00 8500 8500 8500 8500 8500 8500 85.00| 85.00) 85.00 85.00 LI

Copy Across Adijust Row Amounts 11 J Save 0K Cancell Help |

Adjust Row Amounts Blx|

Start at  [cCurrently selected month i 12 I

(o Increase each remaining monthly amount in this row by IID.D% 13
this amount or percentage

¢~ Decrease each remaining monthly amount in this row by IU.D%
this amount o percentage

Vv E‘gnable compoundin 14

0K | Cancell Help |

8. QuickBooks once again displays the budget template showing the revised
amounts (in the example, locks and safes sales revenue projections, 15).

Lt Type a help question | Ask “» How Do 1?| _|0O0] x

Budast

[Fr2009-10 - Profit & Loss by Account =] Creats New Budget

[account [annual... | Aprog | May09 | Jun09 | Jul09 | AugDS | SepD3 | OctD9 | Mow03 | Dec09 | Janld | FeblD | Marlo
Markup Income

05,0 09,450.1010,355.. : a ] 15
Subcontractors 4,800.00 (| 400.00 | 400.00| <00.00| <00.00| 400.00| 400.00( 400.00( 400.00| 400.00 | 400.00| 400.00 400,00
Locks and Safes Pu... | 30,000.00 | 2,500.00 | 2,500,001 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00 | 2,500.00
Stock Adjustmant
Advwertising 500.00 200.00 300.00
Bank Service Charges
Books and Publicati...
Cash Discounts

Contract Labour

Depreciation Expense

Dues and Subscripti... 240,00 20,00 20.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00
Equipment Rental 285.00 80.00 120.00 55.00

Freight and Delivery

Gifts and Donations

Insurance 1,020.00 85.00 85.00 &5.00 &5.00 &5.00 &5.00 85.00 85.00 85,00 85,00 85,00 &5.00 :I

cDgyncmss| Adjust Row Amaunts | Clear Save | OK Cance\l Help

Click Save to record the budget.

Tip: Having separate buttons for Save, OK and Close lets you save your
budget often—as a precaution, it’s wise to save after each addition or
alteration—without having to close and re-open the window.

9. Click OK to close the Budget window.
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Budget Overview report

You can view the overall budget by clicking on Reports in the Menu Bar, choosing

Budgets and selecting Budget Overview.

The window below displays the Budget Overview for Port Meadow Locksmiths Ltd, the
sample company used throughout this manual, for the April — June 2008 quarter.

il Type a help question Ask| |~ HowDo 12| _ (O] x|
Modfy Report... |  Memgrise... | Prin... | E-vmal | Expart,. Hide Header | Evpand | Refresh |
Dates [Custom =] From [o1/04/z008 ] To [30/08j2008 | Columps [Month =] sorts
11:36 PM Port Meadow Locksmiths Ltd
21 . :
iz Profit & Loss Budget Overview
Accrual Basis April through June 2008
TOTAL
s Apro3 <« May08 o  Jun08 o Apr-Junog s
ordinary Income Expense ﬂ
Income
Locks and Safes Sales 250000 5,000 00 5,500.00 13000.00
Total Income: 2,500.00 500000 550000 1300000
Cost of Goods Sold
Locks and Safes Purchases 1,200.00 300000 330000 750000
Total COGS 1,200.00 300000 3230000 7,500.00
Gross Profit 1,300.00 200000 220000 550000
Expense
Advertising 100.00 100.00
Insurance 25000 25000
Motor Expense 60.00 6000 60.00 180.00
Payroll Expenses 50.00 850.00
Rent & Rates 111100 1,111.00 222200
Total Expense 160.00 1,421.00 202100 360200
Het Ordinary Income 1,140.00 579.00 178.00 189800
Profit for the Year 1.120.00 579.00 179.00 1,398.00 -

Budget Performance report

You can also prepare a report comparing actual financial performance to your budget.

To view this report, click on Reports in the Menu Bar, Budgets, then Profit & Loss

Budget Performance.

Set the dates of the report (in this case June 2008) and see the comparision of
actual figures against budget, and this year to date actual and budget figures.

Eﬂ Type a help question |Ask] % How Do I? _|E| x
Modfy Report,.. | Memorise.. | Prink... | E-mad | Export.. |  HideHeadsr | Cologse | Refresh |
Dates [Custom =] From [01j06/2008 B To [30/08/2008 ] Columns  [Total only =] Sort By [Default
11:45PM Port Meadow Locksmiths Ltd
312008 Profit & Loss Budget Performance
Accrual Basis June 2008

“ Jun 03 “

Budget + Apr-Jun08 <+ YTDBudget < Annual Budget o

Ordinary Income Expense
Income

Locks and Safes Sales 3 529143 4 550000 16,137 54 13,000.00 73,500.00
Total Income 529143 550000 16,137 54 13,000.00 73,500.00
Cost of Goods Sold

Locks and Safes Purchases 257332 3,300.00 856772 750000 45,300.00
Total COGS 257332 3,300.00 §567.72 7,500.00 45,800.00

Gross Profit 27181 2,200.00 756982 5,500.00 27,600.00
Expense

Advertising oo oo 100,00 &00.00

Dues and Subscriptions oo 1250

Insurance ooo 22783 25000 25000

Interest Expense 5925 5925

Motor Expense ooo B0.00 2808 18000 72000

Office Supplies i} 17872

Payroll Expenses 664.32 &s0.00 1,766.64 gs0.00 14,600.00

Rent & Rates 1,000.00 1,111.00 1,000.00 2,222.00 12,221.00

Software Expense 000 3403

Telephone §4.71 160.08
Total Expense 202828 2021.00 346914 3502.00 28,391.00

Chapter summary
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After working through this chapter, you should now be familiar with ways to speed up
your work, and you should be able to do the following tasks in your own company file:

« Memorise transactions.
« Use reminders to keep up to date.

You have also been introduced to the QuickBooks budget tool and now know how to:

e Prepare a budget in QuickBooks.
+ Review and report on your budget against actual operations.

156



Housekeeping

QuickBooks® is one of the few software products on the market
that does not ask you to close your books at each year-end
(although you can protect a previous year with a password).
This simplifies the period-end routines, makes it easy for you to
identify and repair errors, and saves you a great deal of time.

You will also learn the vital housekeeping activities that you must
do to protect the integrity of the company data file which is at the
heart of your QuickBooks, and to guard against the nightmare of
data file loss. After you have worked through this chapter, you will
be able to:




Setting and password-protecting closed periods

As mentioned in the introduction to this chapter, with QuickBooks there is no need to
run any complicated year-end book-closing routines. You can, at any time, enter
transactions dated in the future financial year, and you can also alter and record

transactions for any prior financial year that has not yet been finalised.

Of course, if all accounts are reconciled and if year-end statements and income taxes
were prepared and filed for a given financial year, then it's prudent to ensure that no

further transactions are recorded for this “closed period”.

You can close such a period by setting the Closing Date preference.
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Preferences Type a help question | Ask

_]E Banking

Eﬁ Bills

o Beskiop View
% Finance Charge
@ General
q‘ Integrated Applications
‘ Thems & Stock.

< Jobs & Estimates
Q Payroll & Employees
d\% Reminders
Il Reports & Graphs
& Sales & Customers
Send Forms
q Service Connection
B Spelling

Tirme Tracking

E] var

My Preferences Company Preferences I

: [V Require accounts
= Shovy [owest subaccount only

¥ Use class tracking
r Prompt to assign classes
¥ Automatically assign general journal entry number
v Warn when posting a kransaction to Retained Earnings
Date Watnings

¥ warn if transactions are [?0  day(s) in the past

I warn if transactions are [30  day(s) in the future

Closing Date

Date through which books are closed: 10122008 1

Set DatefPassward |

2

¥ How Do 17

1. From the Menu bar, click on Edit, Preferences, select Accounting and click on
Company Preferences.

Elx|
[1].4
Cancel
Help
Default

Also See:
General

Payrall and
Emplovees

5et Closing Date and Password

Only the Admin user can set the closing date and password.

Tao keep vour financial data secure, QuickBooks recormmends assigning all other usars their own
username and password, in Company = Set Up Users,

— Date

Notice that QuickBooks has already set a closing date, based on the last VAT
return you filed (1).

Click the Set Date/Password button (2), and in the “Set Closing Date and
Password window”, change the date (3), and add a password (4).

Closing Date

GQuickBooks will display a warning, or require a password, when saving a transaction dated on
or befare the closing date. More details. .

r— Password

Clasing Date Password I 4

Confirm Password

Quickbooks strongly recommends setting a password ko protect transactions dated on or
before the closing date.

—

To see changes made on or before the closing date, view the Report in
Reports = Accountant & Taxes.

0K | Cancel |




Implications of not having a closing date password

The closing date password, which is distinct from the user passwords, introduces an

additional element of security. If you don’t set a closing date password and try to post
a transaction in a closed period, QuickBooks displays the “soft” warning shown below

(5).

QuickBooks

-

7N

This modification affects transactions in the closed period, which could impact your
previously filed ¥AT returns.

Moke: QuickBooks strongly recommends setting a closing date password to protect
transactions dated on or before the closing date, in Edit > Preferences > Aocounting.

Are wou sure you wank bo make this change?

Yes

If you clicked Yes,

As can sometimes happen, it’s quite easy for someone who’s slightly inattentive or

QuickBooks would then record the transaction.

pressed for time to misread the warning and click Yes, thereby recording a transaction
that leads to incorrect financial information.

By creating a password QuickBooks will open a window requesting that the password

is entered before it will allow you to make a correction (6).

i =10 x|
@ previous [ Next | %{ Find % Histary
@Bl & Credt ¥ Eill Received
Supplier  City Safe Whalesals j Date iifoofzo05 E
City Safe Whalesale Ref, Mo, 9235 (I}
Address | 7
L 3 142.65
Dashwood Avenue Amount Due 1283
High Wweombe: QuickBooks Bl x|
Bucks HP1Z 7RS
This modification will affect transactions from closed periods and
Terms  Met 15 £ [ A could also affect previous financial reports,
Memo  resk of order ‘¥ou must enter the "closing date" password ko make this change.
[ Expenses £0.00 I Items Password:” 6
Ikem Drescription Q | 5 PO Ma,
Union lock Union 2242 lock L | Came 5 -
i
Seleck PO | Clear Qkys | Show PO Time: |
Totalvar [ 21.25] [JEdE |
[T Amounts include YAT
Clear Splits I Recalculate Save & Close | Save & Mew I Revert |
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Backing up your company file

The most crucial thing you can do to prevent data loss is back up your company file.
Remember that because QuickBooks tracks all of your financial years in one file, a
failed computer could result in your losing all of your company’s financial information.
You should back up your data at the end of each session or each day. It is wise to
keep backups on an external drive or storage device rather than on your hard disk — if
you back up onto your hard disk and then your computer has problems you’d lose the
backup as well.

In the Basic Course you learned how to do a full backup (to QBB format) and a

portable file backup (to QBM format). In this chapter we’ll see the two ways in which
you can schedule full backups.

Automatically back up the data file when closing QuickBooks
With this method, QuickBooks automatically saves the backup to the program folder
on your computer’s hard drive either every time or some of the times that you close
your company file or exit QuickBooks. You choose the frequency.

1. From the File menu, choose the Save Copy or Backup... option.

2. Select Backup Copy and click Next.

3. Click Options (1) to let QuickBooks know your default backup settings.

Save Copy or Backup Elll

Create a local backup

% Save ko a removable storage device (such as a CD or a USE flash drive) or in a

folder on your netwaork.

Click Options to change your current backup settings.

Back | Mext | Einish | Cancel |

Choose a backup location (2), add a date and time stamp to the backup (3),
and limit the number of backup copies to this location (4). You can also ask
QuickBooks to remind you to back up (5). It’s highly recommended that you do
a complete verification every time you backup (6).
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&

Tell us where to save vour backup copies (required)

3y Diocumentshog files! 2 Browse. .. |

¥ Add the date and time of the backup to the file name (recommended) 3
[ Limit the number of backup copies in this Falder to [5 4

7] Remind me to back up when I close my company File every [+ | times, 5

Select an option to verify that vour company data is OK (that is, not
corrupted) when you save,  Help me choose,

& Complete verification (recommended) 6

€ Quicker verification

' W verification

oK | Zancel | Help |

Click OK to return to the Save Copy or Backup window, then click Next..

4. QuickBooks asks you when you want to save your backup. Choose one of the
options.

e Save Now — choosing this means you just save this one backup. Click
Finish to start the back up.

¢ Save now and schedule for future backups — asks you to set up a backup
schedule and then backs up your file.

¢ Only schedule future backups — asks you to set up a backup schedule but
does not back up the file at this time.

Save Copy or Backup Bl x|

wWhen do you want to save your backup copy?

%I  Save it now
|

" Save it now and schedule Future backups

i iﬁnlv schedule future backupsé 7

Moke: IF wou are saving your backup copy to a removable storage device such
as a CD or USE flash drive, insert the CO or connect the device now,

Back | MNext | Einish | Cancel |

Let’s choose the last option, “Only Schedule future backups” (7).
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5.

In the Choose Backup automatically area, tick the box “Save backup copy
automatically when | close my company file every....times”, and enter the
number of times QuickBooks closes before it takes a backup copy (8). This
backs up automatically every 3rd time you close the file, if ‘3’ times is chosen.

Notice that you can change the backup options you defined earlier, or view
them, by clicking the Options button.

Save Copy or Backup

@l

When do you want to backup your company file?

—Back up aukomatically:

r iSava backup copy automatically when I clase my company File every§|3 times

Click Dptions to view or change where the automatic Ogtions |
backup copies will be saved.

Elx]

—~Back up on a schedule:

Click New ta schedule regular backups of your company file.

Description | Backup Location | Status | Mext Backup |

[EW. .. | Edt. | REMOVE |

Back

MNext | Finish | Cancel |

Note: since the backup is made to your hard drive, if your computer crashes
you will lose the back up data as well.

Schedule automated and unattended backups

With this method, QuickBooks automatically saves the backup at a scheduled time to
the program folder on your computer’s hard drive or onto an external backup device.
For the backup to be made, your computer must be running and your company data
file closed.

1.

2.
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Follow the steps 1 -4 above. On step five, click the New button (1), to create a

new schedule.

save Copy or Backup

e

When do you want to backup your company file?

r— Back up automatically:
r ;Save backup copy automatically when I close my company file every: |3 times

Click Dptions to view or change where the automatic Options |
backup copies will be saved.

r— Back up on a schedule:

Click New to schedule regular backups of your company File.

Description | Backup Location | Status | Mext Backup |

Mew, .. 1 it | REmuye |

Elx]

Back

| Mext | Finish | Cancel |

In the fields of the Schedule a Backup window which appears:




o Enter a description (name) for your scheduled backup (2).

« Specify a location. You can specify a remote location (another
computer on a network) or use a removable storage medium (CD,
USB, etc.) Use Browse to find an existing location or type in the path

(3).

« (Optional) If you want to keep more than one backup, select Number

of backups to keep and specify how many (4).
« Select the time and day you want the backup to run (5).

« If necessary, enter your Windows log-in password by using Store

password (6).

3. Click OK. QuickBooks adds the backup to the scheduled backup list (7).

Schedule Backup Bl x|
r— Diescribe the backup task you want to schedule:
Description IWeeklv 2
Location ID:'l,My DiocurnentsiQE files Browse. . 3

™ Wumber of backup copies to keep |3 4

— Select the time and day you want to save the backup:
Start time IDS ﬂ B IDU ﬂ Ip,M ﬂ

Run this task every |1 - | weeks on:

5

7 M i [ Tuesday [T wednesday

™ Thursday ¥ Friday [ Saturday

™ Sunday Store Password] ©
oK | Cancel | Help |

save Copy or Backup

When do you want to backup your company file?

x|

| Back up aukomatically:

Click Dptions to view or change where the automatic
backup copies will be saved.

[ save backup copy automatically when I close my company file every |3 kimes

Cptions |

—Back up on a schedule:

Click Mew to schedule regular backups of your company file.

Description Backup Location | Skatus Mext Backup |
ieek] DMy Documentsi OB Files), |Mew 11)5/200 |
Edit... | Remove |

Back

MNerE Finish |

Cancel |

Restoring your company file
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Not all situations where you must restore a company file are emergencies! Maybe you
purchased a new computer, or replaced the hard drive on your current computer. But
there is the occasional catastrophic equipment failure or case of driver error which
results in a damaged or lost company file. If you have used one or more of the backup
methods above, you need not panic. You can easily restore your QuickBooks data file
from a backup copy.

As the QuickBooks backup file is a special compressed copy of your company file, you
must use the Restore command from the File menu to bring data back into
QuickBooks from a backup file.

How to restore your company file from a full backup

This section deals with restoring a file from a manual or scheduled backup file.

1. Place storage medium on which you have saved the backup company file (CD,
floppy, USB memory key, etc.) into your computer’s drive.

2. From the File menu, choose Open or Restore Company.

3. In the Open or Restore window, select Restore a backup copy (1)

Open ot Restore Company Bl x|

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

" Dpen a company file

= Open a regular company File {.gbw)
d | & Restore a backup co
= Restore a by [ qbh)
= Restore files 1 [ouickBooks Online Backup service

| ¢ Restore a portable file

= Re-create a company file that was stored as a portable file (.gbm)

Bachk | Next | Eiristy | Cancel

4. QuickBooks now prompts you to navigate to the location where your backup
file resides. Highlight the file, and click Open.

My Documents

2 File name: Isampleﬁcompanyﬁfi\eﬁplo [Backup 29 Sep EUUﬂ Open I
My N Files of type: IQBW Backup [*.JBB] j Cancel |
Help |

7

Fi

5. You are returned to the Open or Restore Company window, which now informs
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you that you are about to choose the location where you want to restore the
file (not shown).

6. Browse to the location on your computer where you wish to restore the file.

Save Company File as ﬂl‘

Save in I@ Company Files j 0 ? . |HE

=
lw’
esktoj

Jesktop

4

| =) GuickBooks Letter Templates
|C=) Sample Charity Organisation. QEW

Iy Documents

File name:

Save I
Cancel |

Help |

Z

K1 NEN

Save as type: IQuickBooks Files [* QBW)

7. Click Save. QuickBooks will restore the company file to the chosen location
and you can now work with the restored file normally after verifying it (see next
section). If a copy of the file already exists, you will be prompted twice to
overwrite it — the first time you are asked if you are sure, the second time you
have type in “yes” to confirm.

Note: in the process of restoring your file, you are deleting your existing
company file and replacing it with the restored version.

Note: Remember, in the case of a file damaged or lost, you will have to

re-enter any transactions you entered into your company data file afteryou
backed it up and before you suffered the file loss.

Verifying your company file
The Verify Data utility detects and reports any data errors in your company file.

If you have restored your company file, you should always verify your data file to
ensure its integrity.

1. To start the verification process, click on File, choose Utilities, then select

Verify Data.

2. QuickBooks will display the Verify Data window advising that all open
QuickBooks windows will be closed. Click OK.
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]

'j Before verifving wour data, QuickBooks will need to close all open windows,

Do you wank ko continue?

Cancel |

3. QuickBooks will then, most probably, display the following message,
indicating that no errors were found in your company file.

QuickBooks Information = |

\ir) CuickBooks detected no problems with wour data.

You can also use this utility to verify your company file, to satisfy yourself that the file
has not developed any data errors. It is advisable to run the utility from time to time,
especially if you are using scheduled backups.

You can verify and back up your file at the same time. In the Backup Options (above)
two of the choices are to have Complete Verfication (recommended) or Quicker
Verification.

While the Complete Verification option takes a little more time, it is strongly advised
that you use it regularly to ensure the ongoing integrity of your company file.
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Rebuilding a damaged company file

Should QuickBooks report data errors, the Rebuild utility can usually correct those
errors.

1. Click on File, Utilities then Rebuild Data. QuickBooks will display the
Rebuild Data window advising that all open QuickBooks windows will be
closed. Click OK.

’j Befare rebuilding vour data, QuickBooks will need to close all open windows,
L

Do you want ko conkinue?

Cancel |

2. QuickBooks will then ask you to approve the making of a backup of your
company file. Once more click OK.

QuickBooks Information i=1|

y Before rebuilding the data file, a backup must be made.

Do not use existing backup disks! IF vou do so, vou mayv replace your one good backup with a
bad backup.

3. Choose the Filename and Icoation of the backup, then click OK.

QuickBooks Backup Type a help question m = How Do I?I Elﬂ

Current Comparny:
~ ‘fou are about ko make a backup of vour QuickBooks company file,
= Use Restare ta retrieve vour backup,
—
Filename: sample_company _file_pro, QBW
Location:  Ci\Documents and Settingsiall UsersiDaocumentsiIntuitiQuickBooks!,
Samole Company FilesiOuickBooks 20081
Back Up Current Company:

Select a backup option. If backing up to a 3.5-inch disk or other
i:_—‘f_-—l removable storage, put the disk in the drive before clicking OK,

Filename: |Samp|e Filz Backup . QBB

% Disk: .
Location: |C:'|,D0cuments and Settingsial Use...  |i Browse
) FREE trial! Online backup copies vour files to an $ Tl Mare |
4% Orline:  offsite data centrs for protection against loss, =
Back Up Options:

Selecting either option will increase kime.

IR Yerify data inkegrity (highly recommended) Set Defaulks,.. |

IR Format each Floppy disk during backup

oK | Cancel | Help |

4. QuickBooks backs up the file and proceeds with the data rebuild. Finally,
QuickBooks advises that the rebuild process has been completed. Click
OK to close the window.
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QuickBooks Information’ 1=y

\EJ Rebuild has completed.

5. Verify your file once again to check that the errors have been fixed. If they
have, you may work with your company file as usual. If it has not, please
contact Intuit for further help.

Chapter summary

This chapter introduced important housekeeping tasks which protect the integrity of
your data file. You now know how to:

o Set a closing date and password to prevent accidental entries to closed
periods.

« Back up your company file using a schedule.

o Restore your company file from a backup if necessary.

o Verify your company file.

+ Rebuild a damaged company file if necessary.
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Resources

This chapter contains useful
information, and is for
your own reference.

It includes:

Help and

Learning } Support Centre Online

Centre Community




QuickBooks Learning Centre

The QuickBooks Learning Center is a good place to find out more information about
how QuickBooks works.

To access the Learning Centre:
1. From the Menu bar, click on Help.
2. Then select Learning Centre.

3. Click the topics on the left side of the screen to learn more about that topic.

QuickBooks Learning Centre B x|
Ul What's New

Learning Center; )

- ST QuickBooks 2008

(E Overview & Setup Here you can find out what's new after you install a QuickBooks update.

QuickBooks 2008 Release 1 (R1)
Customers & Sales

+ This update provides tax table 0708177, effective 18th May, 2007 to Sth April, 2008,

Suppliers & Expenses What's New

* The Customer Centre, Supplier Centre, and Employee Centre let you access your lists,
contact information, notes, and transactions. Learn more. ..

Use the new Home page to start your key tasks with just one dick. Learn more. ..

With always-on audit tracking, you'll always know what changes were made to your file.

The new Payroll Centre helps subscribers stay on top of payroll and compliance issues. Learn more. ..
Mew and improved features and warkflows for payrall subscribers, Learn more...

Keep your Microsoft Outlook™ and QuickBooks contacts synchronised. Learn more...

It's now even easier to transfer billable time and expenses to your invoices, Learn more. ..

Stock

.
.
.
Payroll a
.
.

Key Upgrader Tasks

What's New

B3R g

™ Show this window at startup Begin Using QuickBooks
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Using Help

At times you will need to refer to the QuickBooks Help to learn more about a feature
or check that you are doing things correctly.

To access Help within QuickBooks:

1. From the Menu bar, click on Help.

2. Then select QuickBooks Help (you can also press the F1 key to bring up Help).

3. The Help has two tabs — an Index tab (1) and a Search tab (2). Click on the
Search tab.

On the left side, enter your search word or phrase (3) and then press Ask.,
The search results are displayed below (4).

Click on a results topic to display the Help documentation in the right pane
(5).

E? QuickBooks Help - |I:I|£|
&

Hide Back Prnt

1 lindex Search| 2 hat's important about the Write m—

Cheques window

Search Results

Ask 3 question 2.g. "how do | reset my check?”

|cheques| 3 Qaﬁk,
Powsred by Vantage AnsweriWorks

|_ Show all resultz

On the toolbar

Previous and Next

Frint S I

Find

.................................................................. = Journal
f 10 topics displayed. 4 Y On the form
Finding a bil Ending Balance
Pay bills To be Printed/Me. to Print
What if | already paid a Gill? Cate
Ways to pay bills Print as
Enter bills Address o
Edit bills Memo

Tracking hours that you don't want to bil Expenses and Items tabs

Clear Splits
Fecalculate

Clear/Revert

Click How Do I in the Write Cheques
window for information on filling out and

printing cheques. );I

Finding a bill payment
Finding a bill credit

et preferences for bille
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QuickBooks 2008 Support Centre

You can access the Support Resources in QuickBooks 2008, from the Help Menu
(click Help in the Menu Bar). Select Contact Support.

QuickBooks Support Resources

<A Back = Foward (X0 Stop @ FRefresh &5 Print |

=10 x|

? QuickBooks Support Resources
If you didn't find the answers you needed in Help or Tutonials, try these support options.._.

Self-Help on the Weh

® Search the Support Knowledgebase - Get answers ko frequently asked questions,

® Go to the QuickBooks Online Community - Get answers from ather QuickBooks users and experts, and connect with businesses like
WouLrs,

; Intuit prowides a wide range of support options to mest wour needs,
o CuickBooks 30 days support included Details p = e R = B

Click Details for any of the options listed on the left to learn more,

e Lpgrade issues, error messages, efc,
Paid Support

® Support plans
» uickBooks Professional Advisors
e CuickBooks Training

Terms and Conditions

Assistance from the Experts
We've got you covered 1
Free Support

From here you can access various support options:
e The Knowledgebase
e The Online Community
e Free Support through Intuit (within 30 days of Product Registration)
o Paid Support through Intuit Support Plans and Professional Advisors

e QuickBooks Training
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Online Support and Resources

The same support options can also be found online at www.quickbooks.co.uk. Click
the Support link (1) then choose one of the options in the drop down menu (2)

Support out Intuit

QuickBooks Support Centre

Home Products & Services Right for My Business For Accountants

Support > Ouerview
All Self-Serve Support Options

QuickBooks support options Frequently Asked Questions

Prociuct Updates
Get help, advice & arn  Product Tutarisls

our QuickBooks supp|  online Commurity 2
community. Maruals

License Agreement
Search FAGs

Have a guestion? Start here - and All Assisted Support Options

Purchaze Suppart Plan

Find & Professional Advizor
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QuickBooks Online Community and Knowledge Base

Another useful tool is the Online Community and Knowledge Base. You can reach this
from the Support Centre within QuickBooks 2008....

Self-Help on the Web ]

» Search the Suppork Enowledgebase - Get answers to frequently asked questions,

# G0 to the QuickBooks Online Community - Get answers from other QuickBooks users and experts, and connect with businesses like
Waurs,

... oronline.

Support About Intuit

GuickBooks Support Centre
All Self-Serve Support Options
Freguently &sked Questions
Product Updstes

Product Tutorialz

Online Community
ldanusls

License Agreement

All Assisted Support Options
Purchase Support Plan

Find & Professional Advizor

It's a great place to get answers on QuickBooks specific (1) or even general business
(2) questions from fellow users and from Professional Advisors. Intuit moderates this
site and if an answer is not provided within 2 weeks of posting, they will post a reply.

| = QuickBooks UK Community Home Page

Top Posters Forums In This Section
QuickBooks Discussion Small Business Discussion QuickBooks Professional Advisors

abagt SED
General Discussion Starting a Business General Discussion
ipcentral 262 85 log 150 reg . o 5 Lo o
joe 236 Payroll Growing Your Business
telespan Lt ¥AT Small Business News
iohnzon 153 B o
Accounts P. ble /Receivabl
carly@intuit 139 F
spenceh 121 Banking & Bookkeeping
spot L Multicurrency
ierntwo 23 S 150 e
Multi-user & Networking
pagel 87 31t 142 e
Product Installation & File
Mainte
New Members w_ _
Welcorne to our newest mermber Product Suqgestions
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