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Welcome to QuickBooks.

QuickBooks is easy-to-use  QuickBooks saves time, reduces errors and always lets you
accounting software designed for know how your business is doing and you don’t have to be
small businesses and to fit your —anexpert in accounting. QuickBooks has a solution to meet
business needs. With QuickBooks, your particular needs, whether you just want to do basic
taking care of your money is bookkeeping tasks or manage a complex, growing business.

simple. Whether you've been  sqving time and reducing errors is just the start.
running your business for years By keeping your money transactions in one

or are just starting out, having an  place and automating routine accounting tasks,

organised, efficient way to manage  QuickBooks helps you stay on top, so you'll be
your business can save you time, less likely to run short of cash when you need
money and a lot of frustration. it. QuickBooks can help you make informed
decisions about your business in a way you
might not have thought possible:

e Easily get access to your financial
information

Get the numbers you need for your VAT or

accountant in minutes — not days or weeks

e Track money coming in
Quickly create estimates, invoices and sales receipts for
customers, whilst keeping a watchful eye on customer
payments and bank deposits

e Track money going out

Easily write and print cheques, record your expenses, pay bills
from suppliers, and issue refunds to customers

e Use the power of reports
QuickBooks instantly generates key financial reports so you'll
know where you're making and spending your money - and
that makes it easier to steer your business towards success

e Get maximum customer satisfaction
With customer sales information at your fingertips, you'll
be able to serve your customers more efficiently and
professionally



What'’s the aim of this guide?

This training guide is designed to help you learn how to use the most common features of
QuickBooks. Use it to get up and running as quickly as possible. In this guide, you'll learn:

How to set up your company file

Important QuickBooks terms and concepts
Where to look for help when you have questions
How to get around QuickBooks

e How to perform some essential tasks

Note: Although the information in this guide usually applies to both the Pro and Premier editions
of QuickBooks, it is primatily designed for users of QuickBooks Pro and all references will
be to QuickBooks Pro. If any information in this guide applies to the Premier edition of
QuickBooks, it will be named.

The training guide contains thirteen chapters and each includes a number of sub-chapters. Each
chapter will discuss a specific topic, why it's important, and how to deal with it in QuickBooks.
The last chapter, entitled ‘Resources’ lists and describes sources of additional help and support.
The material in this chapter is for your own reference and is not covered during the course.

The sample company

Where possible, you should use your own company as you work through this training guide, so
that when you have finished your company will be set up. Sometimes, however, you will need to
use a sample company.

QuickBooks comes with a sample company called Port Meadow Locksmiths. Throughout this
guide you will see examples that reference this company.

To access the sample company:

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

lﬁ Edit ‘Wiew Lists Accountant  Comg
[ew Company. ..
Open ot Reskare Companty...
Open Presious Company k
Save Copyw or Backup. ..

Close Company




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

Farple company File pro, QB
Lample_company_file_premier, QEW

Sample company file

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







Getting organised

This chapter discusses the different
accounting methods and key
accounting terms, and helps you choose
a starting date for using QuickBooks.

After completing this chapter,
you will know how to:

Choose an Define some

accounting key accounting
method terms

Determine
your
company’s
start date




What accounting method should | use?

Cash versus accrual bookkeeping

There are two common methods of bookkeeping: cash and accrual. Your method
determines how you report income and expenses on your VAT forms—usually accrual. When
you begin your business, you need to decide which bookkeeping method to use.

It’s best not to switch to a different accounting system after you’'ve selected one. However,
you can switch between cash and accrual reports in QuickBooks at any time, without
affecting your accounting records. By default, QuickBooks creates reports on an accrual
basis. To change reports (except a transaction report) to a cash basis, search the Help index
for “Reports: cash vs. accrual”.

Cash basis

Some small businesses record income when they receive the money and expenses when
they pay the bills. This method is known as bookkeeping on a cash basis. If you've been
counting a sale when the customer actually paid, rather than when you made the sale, then
you’ve been using cash basis accounting. Similarly, if you've been tracking expenses at the
time you pay them, rather than at the time you first receive the bills, then you've been using
cash basis accounting (see diagram on next page).

Accrual basis

In accrual-basis bookkeeping, you record income at the time you make the sale, not at the
time you receive the payment from the customer. Similarly, you enter expenses when you
receive the bill, not when you pay it. Most accountants feel that the accrual method gives you
a truer picture of your business finances (see diagram on next page).

How your bookkeeping method affects QuickBooks

QuickBooks allows you to enter your transactions the same way no matter which accounting
method you use for VAT. When you first install QuickBooks, however, it uses the accrual
method by default. For example, it shows income on a profit and loss statement for invoices
as soon as you record them, even if you haven’t yet received payment. It shows expenses as
soon as you record bills, even if they are unpaid.

You can see any report (except transaction reports) on a cash basis by changing the
reporting preference. (For more information, search the Help index for “Reports: cash vs.
accrual.”)

However, HM Revenue & Customs (HMRC) requires you to use accrual-based bookkeeping if
your turnover is above the current taxable turnover threshold. Check with your accountant or
HMRC before you make your choice.

How much accounting do | need to know?

Using QuickBooks requires very little accounting knowledge. You need to understand a chart
of accounts and the different types of accounts on it. You will need to know some key terms,
most of which are listed on the next two pages. You don’t have to know other accounting
terms such as debits and credits, journal entries or closing periods. QuickBooks will take
care of these for you, and prompt you to make any necessary decisions.

12|
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Key terms

Company file

Customers
Suppliers
Employees

Historical
transactions

Assets

Liabilities

Equity

Balance Sheet

Income

Cost of Goods Sold

Expenses

Profit and Loss

Chart of accounts

Cash flow

The company file is the data file that QuickBooks uses to store and manage
all the information and financial transactions for your business. QuickBooks
company files have the extension .QBW.

People or businesses to whom your company sells its products or services.

People or businesses from whom your company buys or rents products or
services . Tax agencies such as HMRC and Inland Revenue are also suppliers.

Everyone to whom your company pays a wage, salary or contract payment.

All business transactions that happened before you start using QuickBooks.

Company assets are goods, services and money your company owns or is
owed. QuickBooks distinguishes between two types of assets:

Current assets: assets that you are likely to convert to cash within one year
(such as your stock, the cash you have on hand, the money in your current
and savings accounts, and the money your customers owe you).

Fixed assets: assets that you do not expect to convert to cash within one
year. A fixed asset is usually a physical item you use to run your business
(such as a van, cash register or computer).

Liabilities are money or services a company owes to someone else.
QuickBooks also distinguishes between Current Liabilities (due within a year)
and Long Term Liabilities (due in more than a year, like a mortgage).

The total value (net worth) of a company. If all a company’s assets were sold
and all the liabilities were paid, the money left over represents the equity or
how much the company is worth to the owner(s).

A report that shows the value of a company’s assets, liabilities and equity as
of a particular day. It is called a balance sheet because the value of the
assets minus liabilities is always exactly equal to the equity.

The amount of money generated through sales of goods and/or servces.
Money directly spent on materials or labour to generate income.

The amount of money spent in running the buiness, such as on rent, utilities,
wages, advertising, etc.

A report that shows a company’s income and expenses over a period of time.
A profit and loss report indicates how much money is made or lost over a
period of time.

The chart of accounts is a list made up of different types of accounts that are
used to track how much money your company has, how much it owes, how
much is coming in and the amount it is spending.

The process of your company’s money coming in and going out, and the
resulting bank account balances. A positive cash flow is when more money is
coming in than going out, and a negative cash flow is the opposite.

14|



Choosing a start date

The start date is the date chosen as the starting point for a company’s financial records. A
suitable start date is a point in time where you have complete financial information about
your company so you have accurate balances for each asset, liability and equity account.

The start date is important because all transactions between a start date and the current
date must be entered into QuickBooks. This ensures that a company’s accounting records
are complete and accurate.

So that they can see transactions for the entire year, many business owners base their
accounting records on their financial year. A financial year is the “business” year and this
might not be the same as the calendar year or the tax year. The flowcharts on the next two
pages will help you choose a start date and the corresponding opening balances.

Note: Although you can change your start date later, your start date determines much of
your setup. It's much easier to decide on the best start date now than change it later.

To choose a start date that’s best for your company, consider these questions in addition to
working through the flowchart on the next pages:

. When does your company’s financial year start?

. How close is today to the end of your financial year?

. Do you have an accurate balance sheet for your current financial year?

. Do you have an accurate profit and loss statement (also called an income
statement) for your current financial year?

. How far back in time are you willing to enter historical transactions (old invoices,
bills, bank account transactions)

. Will you be tracking payroll in QuickBooks?

Tip: If it’s almost the end of your company’s financial year, consider finishing it using your

old system of bookkeeping. Then set up your company in QuickBooks with a start
date of your financial year-end so you can use QuickBooks for the new financial year.
You'll have the detail for each financial year, and you won’t have to do a lot of work
setting up.
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After reviewing the Getting Started Checklist, Tim Grate realised that, in addition to getting

his legal company name registered and applying to HMRC for his VAT Number, he must

choose a start date and determine the balances on that date.

| After analysing the Start date flowchart on these pages, Tim determined that his start
date should be the day that he started his company.




A

v

Are you
for your

year of
operations?

recording data

company’s first

Use the flowchart on the
previous page

Can this other
system provide

Y

account balances as
of a certain period?

YES

NO

A 4

y

YES

NO

Were the previous year’s
transactions entered in another
accounting system?

A

Y

NO

\ 4

Do you have a trial balance or
balance sheet report dated for the
prior year?

Use the report
date as the
QuickBooks start
date

A 4

NO

\ 4

Use the previous
system’s closing

Can your accounting professional
prepare a trial balance report?

\ 4

date as the
QuickBooks start
date

Consult your QuickBooks
Professional Advisor to
determine the start date




Chapter summary
You now know some basic accounting terms which will help you use QuickBooks.

You have decided whether to use cash-basis or accrual-basis accounting, and learned about
using the Writing Cheques feature versus the Paying Bills feature.

You have worked through the process of determining a start date for your QuickBooks
company file.




A quick tour of QuickBooks

This chapter introduces the ways you
can navigate in and use QuickBooks.

Upon completing this chapter,
you should be able to:

Use the Use Menu, Understand Understand

Home Page Navigation the various forms, lists &
and Centres and Icon Bars Centres registers




Launching QuickBooks

Before you go any further, you need to learn how to start QuickBooks® and open a

company file. To start QuickBooks,

@ double-click the QuickBooks icon on the desktop, or

i start |

Home Page

click the Windows Start menu, choose Programs, then choose QuickBooks.

The Home Page is the first screen that appears when you launch QuickBooks. It provides
the big picture of how your essential business tasks fit together, which makes the Home

Page more intuitive and easy to work in.

The Home Page is organised into 5 logical groups: Suppliers (1), Customers (2),
Employees (3), Company (4), and Banking (5), with workflow arrows to help you learn how

tasks relate to each other and to help you decide what to do next.

The workflow arrows indicate a logical progress of business activities. However, these
arrows do not restrict you from doing tasks in a different order, or an order that works

better for your business needs or processes.

b Type a help question | Ask % How Do I? x|
w ' pany \ Y¥ou are using a sample 4—
£ 1 4 company file
g =
g —~ Chart of o=
- L- =l Accounts (nmﬁza" =

Enter Eills Pay Eills Manage -
WAT
ITtems & B Account Balances <—
EIRIES Hame & Ealance !
N [Cash Account 49,55
] Credit Card ... 1,994,956
i Coogle Current Aoco,., 14,060,553
i
g Marketing
g 2 Tools
E ~ E Get Started
fin Banking 5
] wickBinoks First Steps
ﬁ_”} é& @ % Customize QuickBooks < ——————
Estimates Invoices Receive Record Reconcile
Payments Deposits
El Learn About Services
%5 % L\j Pay your employees
Finance Refunds p
= Wrike  Current Account ¢
4 Accept credit cards
Charges & Credits Cheques Redister ﬁ
\g Order cheques and supplies
i)
o
o o}
E Other services...
E & 3 4 = il ; & &
g s .y
g % 3 Print  Enter Credit
[ Payroll Pay Liabilities Payroll Cheques  Card Charges
a Centre Employees Farms

QuickBooks lets
you know if you
are in a sample
company file.

To start a task, click the icon for the specific task you wish to perform. For example, to

Overview of bank
account and
credit card
balances.

Quick access to
customising
QuickBooks. You
can turn features
on and off this
way, and those
changes will be
reflected in the
Home Page.

Learn more
about the
different services
and supplies
Intuit offers.

create an invoice, click the Invoices icon. Placing your cursor on an icon will display a text

box with a fuller description of the task.

To return to the Home page at any time, go to the Menu Bar and choose Company, then

choose Home Page.
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Review Account Balances

The Home Page provides you with an overview of your bank and credit card account
balances.

If someone who does not have permission to view this information is logged on, this box
does not appear at all.
Setting Home Page Preferences
You can quickly customise the Home Page.
1. From the Get Started area on the Home Page, simply click on the Customise
QuickBooks link (1). (You have to be in single-user mode to do this. To get to

single user mode, go to File in the Menu Bar and select Switch to Single User
Mode.)

E Get Started

uickBooks First Skeps

iCuskomize QuickBooks] 1

2. The Preferences window launches, with the Desktop View preference highlighted (2).

Preferences Type a help question Askl w# How Do I?| Bl x|
B Accaunting [ My Preferences ] Company Preferences I oK
ﬁ Banking Cancel
Eﬁ ills Select the Features that yvou want to show on the Home page,

Cuskomers Suppliers Help

¥ Inwoices ™ W Enter Eills and Pay Eills

LB

Finance Charge [Fefaul
% ? v sales Receipts

P General Iv¥ statements and Statement Charges :

#f Inteqrated Applications Also See:
‘ Ttems & Stock 3 * How da [ remaove this Feature icon fram the Home page? Eeral

< Jobs & Estimates

Related Preferences
Q Payroll & Emplovees

# Tao show or hide Feature icons on the Home page, vou need ta
) Reminders turn the Features on or off. Click a feature name below to view
Wl Reports & Graphs its preferences,
Pl sales & Customers Estimates  {on) Stock (aff)

4 yaT fon) Payrall (on;
Send Forms ) )

Time Tracking (off)

% Service Conneckion
B spelling To return bo these preferences, dick the Deskbop View icon on Ehe left.
Time Tracking
VAT

3. Unselect the features you do not wish to appear on the Home Page (3).

4. From here you can also link to other related Preferences to turn features on or off
(4), which will show or hide the associated icons on the Home Page.




Menu bar

All of QuickBooks’ tasks, features and reporting functions can be reached easily by
selecting them from the Menu bar.

To select a task, feature or report, first click on a command and then select an item from
the submenu.

1. For example, to create a Customer Invoice, from the Menu bar click on Customers.

File Edit Wiew Lists Company WAT | Customers] Suppliers Emplovess Banking Reports  Window  Help

2. From the Customers menu, select Create Invoices

Customer Centre Ctrl+]

Create Estimates

Create Invoices CtriH+I
Enter Sales Receipts

Enter Statement Charges
Create Statements. ..
Assess Finance Charges

Receive Payments
Create Credit Notes/Refunds
Add Credit Card Processing 3

Item List
Change Item Prices

Navigation bar

The Navigation bar gives you one-click access to the Home Page and QuickBooks Centres.
To return to the Home page at any time, click the Home button; to open a Centre click on
the relevant button for the Centre.

® e & 5= Ey

Home Cusktomer Centre  Supplier Centre  Employes Centre | Report Centre

To show or hide the navigation bar:
1. From the Menu bar, choose View

2. Then choose Navigation bar.




Icon bar

The icon bar is an easy way to access often-performed tasks. You can quickly select a
task by selecting its representative from the row of buttons that appear near the top of the
QuickBooks desktop.

For example. you can get quick, easy access to the search function by clicking the Search
icon on the Icon Bar:

B | & | &
Reminders | Search JFesdback

To show or hide the icon bar:

P

Services  Pawvroll  Credit Cards

1. From the Menu bar, choose View.
2. Then choose Icon Bar.

You will learn how to customise the Icon Bar on the Advanced Course.

Open Window List

The Open Window List displays all of the screens currently open in QuickBooks, in a list
down the left-hand side. Using the Open Window list speeds up your work because you
can quickly switch between the windows you have opened by simply clicking the name of
the window you wish to bring to the front.

Open Windows

Wirite Cheques - Current ...
Feport Centre

Supplier Centre: Able Lo...
Horme

To turn on the Open Window List:
1. From the Menu bar, choose View

2. Then select Open Window List.
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Customer, Supplier, Employee and Report Centre

QuickBooks Centres — one each for Customers, Suppliers, Employees, and Reports — give
you quick access to common tasks. Each Centre gathers in a single place all the relevant
transactions as well as other information, such as names and addresses of customers,
suppliers or employees. These Centres can be tailored to filter, sort and call up specific
data fields that you want to query within each Centre.

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

& New Customer & Job » New Transactions v gj Print » ﬁ Excel v Li Word v
Customers & Jobs l Transackions Customer Information Edit Customer. .. | Reports for this Customer
View [pctive Customers = -+ Customer Mame  Busingss Security Ltd Contact Tom Gibbs QuickReport
Custormer Type Fhone 0208 329125 Open Balance
iz I ke Ui Zompary Mame  Business Security Lkd Alt Phone
+idams, Juli 0.00 2] Show Estimates
! Eiling Address  Business Security Ltd Fax
wadeliyi, Anthony 0.00 — Uit 5, Accent Business Park | bsmbusi .
wBarton, June .00 Waverly Road Emall tom.gibbs@business-securi. ..
a1 .
- Landan Terms Met 7
#Business Security Lkd 4,642.04 N9 2TO Learn sbout
Frice Level trade SCOUiring new
oCalver, Rabert 0.00 ostomers.
o Carnell & Sons 1,158.14 flotes 25/04/2008: Recommended by Ben. Edit Motes. . |
+Fernandez, Anna 0.00
eHertford Surger 1,365.67
HMRC VAT i y. o .00 Shaw Im Filter By IA\I ﬂ Date IAII j
ol - Receivable B
o Jones, Mary 0.00 Type I Mum | Date & I Account I Amounkt Cpen Balance
Kal .‘ Catt 0.0 Invoice 511 13/05j2008 Accounts Receivable 5,054.93 0.00
+Kaley's Cattery .
Lot Toh .00 Invaice 512 20/05)/2008 Accounts Receivable 2,872.48 0.00
+Latimer, John |
. v . 0.00 Payment 6723 23/05/2008 Undeposited Funds 7,927.41 0.00
+Ling, a0 .
. tJ Letting i 788,60 Invoice 516 27[06/2008 Accounts Receivable 3,750,29 0.00
Linton Letting Agency .
Maddar, H 361,03 Payment 6515 07/07 12008 Zurrent Aocount 3,750.29 0,00
+Maddox, Henry .
Maval ‘tt' e53.72 Invoice 525 27/08§2008 Accounts Receivable §,642.04 4,642.04
+Maya Lettings .
abinadon branch .00 Payment 6934 03/092008 Undeposited Funds 4,000.00 0.00
+#hingdon branct .
+Thame branch 0.00
+\Witney branch 653.72
«Pantini, & 0.00

The Supplier Centre gives you fast access to all of your suppliers, their contact and
purchase information, and supplier transactions. It displays information about all of your
suppliers and their transactions in one screen. Here you can add a new supplier, add a
transaction to an existing supplier, or print the supplier list or transaction list. You can
also edit a supplier’s information or the notes you keep about the supplier.

(B New Supplier... New Transactions » g, Print » ﬂ Exrcel » LZ Word»
Suppliers I Transactions Supplier Information Edit Supplier... | Reports for this Supplier
View [active Suppliers - 4 Supplier Mame  Chubb Locks and Safes Contack QuickReport
Fhone 0121 89 475 Open Balance
[Mame  [ealanceTotsl | Supplier Tvpe alt Phane
#ble Locksmiths 480,58 2} | Company Mame Chubb Locks and Safes Fax
Art Design Ltd 0.00 — Address Chubb Locks and Safes Emnail
Bi-Link 0.00 12 Mewbon Strest Account Humber
Birmingham
Banbury Locks and Latches 0.00 B1 8RS Terms Met 30
(Chubb Locks and Safes 2,245.57
City Safe Wholesale 6,593.51 Motes Edit Notes. .. I
Computer World 0,00
Energen 251,45
f—— 000 Show lm Filter By IAI\ j Date |A\I j
HM Revenue & Customs 0,00 Type | Tum | Date ¥ I Account | Amount Open Balance |
HMRC VAT L1792 Eill 519547 25/09/2008 accounts Payable | -2,250.83 -2,259.83)|
Jahn Dodd Hire 0.00 Purchase Order 9 2z/09/2008 Purchase Orders -2,259.83 -2,259.83
Keymaster Security 0.00 Credit 3359 11/09/2008 Accounts Payable 14.26 14.26
Locksmiths Tradesman 0.00 Credit Card Charge 09/09/2008 Credit Card Ace. .. -408.23 -408.23
ME Dodd 140,89 Bill Pmt -CCard 11/07/2008 Credit Card Acc, .. -261.03 0,00
National Access 0.00 Eill 519231 10/06/2008 Accounts Payable -261.03 0.00
Office Direct 0.00

The Employee Centre gathers information for each of your employees, including contact
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information, NI numbers, and payroll transactions. Here you can add a new employee, add
a transaction to an existing employee, or print employee and transaction information. You
can also edit an employee’s information or edit a note for an employee. If you have a
QuickBooks Payroll subscription, you can pay your employees and payroll tax liabilities.

The Employee Centre also contains a separate Payroll Centre where you can manage your
payroll and tax information.

'8 New Employee... 8: Manage Employee Information + ng Print » ﬂ Exncel » r‘i Yord *

Employees | Transactions Payral Employee Information Edit Employes... | Reports for this Employee
Wiew I'chE Employees =) - | Employes Mame  Robert Nicks Fhone 01865 329855 = QuickReport

Address Robert Nicks Mobile 07909 132691 = Payroll Summary
Mame | 9 %ootkon Lane Al Phone
= Paid Time Off Report
findy Rogers Oxford, Oxan D4 46C } ’
R obert Micks | e = Payroll Transaction Detail
mai
Toby Hardy = P11 Warking Sheet

Motes Edit Notes. .. |

Show [all Transactions 7] Date [This Payroll vear 7]  06f04/2008 - 05/04/2009

Transaction Type | [ate ™ | Account Arnounk

Payrall Payment 25/09/2008 Current Account — 724,24
Payrall Payment 25/08/2008 Current Account 724,25
Payrall Payment 25/07 /2008 Current Account 743,30
Payrall Payment 25/06/2008 Current Account 753.61
Payrall Payment 25/05/z2008 Current Account 789.51

The Report Centre replaces the Report Finder. This new Centre lists all available reports
for each business area, along with brief explanation of what each report contains. Placing
your mouse on top of a report heading displays a draft preview of that report. These
features make it much easier to find the reports you need.

Preferences | L[ Leaming

Company & Financial

Company & Financial Find out how well your company is doing financially.

Profit & Loss [income statement)

Sales
E| Standard How much money did my company make or lose over a specific period of time? More....
Jobs, Time & Mileage i X . .
= Detal ‘what are the year-to-date hansactions [and tatals) for each income and expense account, sa | can determine
Suppliers & Payables what contributed ta my company's net profit? Maore...
AT E| ¥TD Comparizon Haw da my income and expenses far a recent period of ime compare ta the entire financial year to
date? More...
Employees & Payrol | Prev vear Comparison | my company making more money now than for the same period a vear ago? More... o
EBanking B Bydob Haw much money is my company making o losing on each job? More...
Accountant & Tanes E| BuClas: Howe much money did my company make or lose on each business seament that is tracked through
QuickBooks classes? More.,
Budgets
E| Unclassified How much money did my company make or lose that iz not tracked through CluickBooks clazzes? More
Ligt

Income & Expenses
E| Income by Customer ‘what iz the gross profit (sales minus cost of gaods sold) received from each customer? Mare...
Summary

Income by Custormer D etal ‘w'hat is the gross profit (sales minus cost of goods sold), broken down by transaction, received from each
customer? More.,

Summary
Expenses by Supplier Detal  “what are my company's total expenses. per tranzaction, for each supplier? Mome...

=
F1| Espenses by Supplier “what are my company's total expenzes for each supplier? More..
=]




Forms, lists and registers

The most commonly used features of QuickBooks are forms, lists and registers. In this
section, we’ll look at the basic information about these three features, and look at some
examples. As you read, follow along in the sample company, which you have open already.
(If you have closed this company, you can now practise opening it again!)

Forms

Forms are intuitive. You already know how to fill in a form and have filled in a lot of them
during your business and personal life. In QuickBooks, forms are used to record most of
your business information and transactions. A QuickBooks form looks much like a paper
form. However, once you fill in the information on a QuickBooks form, QuickBooks does all
the accounting in the background.

Forms are associated with the tasks you undertake in your business. You can fill in most
forms by selecting entries from a list.

Lists

Lists are one of the important building blocks that make QuickBooks so powerful and
efficient. You use information stored in lists to fill in most QuickBooks forms.

In QuickBooks, lists store information about customers, suppliers, employees, items and
services. Lists not only save time, they also make sure that the information is consistently
and correctly recorded in QuickBooks.

The more detail you enter for each list item, the more information QuickBooks can use to
pre-populate forms, track financial data, and display useful reports about your business.
Another advantage of lists is that common tasks like adding list entries, editing list
information, and deleting list entries are performed the same way.

For example, to create an invoice, you choose the customer name from your Customer:Job
list. QuickBooks automatically enters the customer information on the form for you. This
saves you time and prevents typing errors. You can also change the information directly on
the form as needed.

Important QuickBooks lists include:
. Chart of Accounts

o Item
. Customer:Job
. Supplier

. Employee

List records are easy to set up in QuickBooks, but do require careful planning.




The flowchart below illustrates how QuickBooks re-uses list information across multiple
windows and tasks. This makes your life easier by simplifying data entry whilst giving you a
complete picture of how your business is doing.

1. Enter customer information
in the New Customer window

CLmorys A EH
U —— | %
e i | sdipeelide | Bemams |

mhﬁlﬁl poks i

M.

2. All customers appear
in the Customer: Job list

1T L. T 1T L. T

e — = = — ==l
Inveice e o) Invoice | rr—)

3. Pick customer names from
a list when creating irvoices

* L] 15700060 [wmos 1510060 1) ﬂl
ot o Bt am
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Wil o] v TR Mk
T BB L ME
Cwrmmms, e
e mmam o s
Tabp (ot i, o A
U, S
ries: N e me
T (o, St i
T g et cohar e md s
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4. Use the Received Payments window . Create an Open Invoices report
to find all open irvoices for the to find out which customers still
customer who paid you OWE YOLI IMoney




Entering list information as you work

There are two basic methods you can use to enter list information in QuickBooks. You can
enter account, customer, supplier, product and service information before you enter
transactions in QuickBooks, or you can enter this information “on the fly” as you use the
product.

If you prefer to enter information as you use QuickBooks to perform your daily tasks,
QuickBooks will prompt you to immediately set up any entry it does not know about.

For example, if you try to create an invoice for a customer named Tracey Stewart and you
have not entered information about Tracey Stewart into QuickBooks, QuickBooks will ask:

Customer:Job Mot Found

@ Tracey Stewart is not in the Customer: Job list.

To automatically add Tracey Stewart ko the Customer: Job list, click Quickadd. ¥ou can enter
more detailed information later,

To enter the detailed information now, dlick Set Up {usually nok required).

Set Up | Cancel |

Clicking QuickAdd creates a new customer list entry for Tracey Stewart in the
Customer:Job list and allows you to add all the information you enter about the customer
on the invoice form (billing address, payment terms, etc.) to her customer record.

Clicking Set Up takes you to another window where you can enter information not covered
by the invoice. For example, you could click Set Up to enter Tracey Stewart’s phone
number, fax number, and credit limit.

Note: If you choose Quick Add, you can always add more information to the customer’s
record at a later time.

We'll see how we add a new customer or supplier in the Customer or Supplier Centre, in a
later chapter.




Registers

Just as you may have used a paper register for your personal bank account, a QuickBooks
register contains a record of all the activity in a given account. A register is a good tool for
reviewing the transactions in an account and for viewing an account’s running balance. In
addition, information within the register can be sorted in a number of ways, making it
easier to find transactions or amounts.

For instance, the Accounts Receivable register lists in date order all the invoices,
payments received and credits related to your customers, and the Accounts Payable
register lists in date order all the bills, payments made and credits related to your
suppliers. You can quickly open any transaction listed by double-clicking on it.

A sample current bank account register is shown below.

Use the buttons at the top of the register (1) to find and/or edit transactions in the
register, print the list and view reports.

Type 2 helo question |Ask| » HowDoI?| _ 1011
| : Goka.., | @ Print. .. | @ Edit Transaction CQuickReport Diownload Bank Statement I 1

Date Tumber Payee Account Payment S Depasit Ealance | |
18/05/2008 100015 Qrange -split- 858,56 7,870,31 ;I
75052008 -split- S 9,419,19 17,289.50
25052008 EACS Robert Micks -split- 759,51 16,499,599
2a8/05/2008 DebitCard | City Safe Wholesale -split- a7.10) 16,162,89
30/05/2008 100015 ‘Wilkon Insurance -split- 227.83[ * 15,935.06
31/05/2008 Undepasited Funds * 45,50 16,780.86
04/06/2008 BACS Stuark Leven Accounts Pavable 1,000.00] * 15,750,586 _I
05/06/2003 100014 ||City Safe Wholesale Accounts Payable 5,247.30 10,533.56
10/06/2008 Undepasited Funds * 1,363.74 11,597,530
10/06]2008 DD Mational Card Credit Card Account 588.13[ + 11,309,17
15/06/2005 BACS HM Revenue & Customs -split- 94.51( * 11,214.36
15/06/2008 [8]n] Mational Bank -split- 209.25( * 11,005.11
25062008 BACS Robert Micks -split- 7E3.61) * 10,251.50
26/06/2008 Undeposited Funds 1,474,458 11,725,98
26,/06/2008 100016 [Orange -split- 99,54 11,626.44
03/07/2008 BACS Stuark Leven Accounts Payable 1,000.00 10,626, 44
07/07]2008 Business Security Ltd Accounts Receivable 3,750.29 14,376.73
09/07/2008 100017 || Ciky Safe Wholesale Accounts Payable 2,774,185 11,602.55 |

Spits | Ending balance 8,560,535
WV 1-Line
Sort by |DateJ Type, Mumber). .. ﬂ Record Restaore
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Updating QuickBooks

From time to time, Intuit provides updates to QuickBooks that can be downloaded from
the internet. These updates might include new features, maintenance fixes or new help
information.

You should ensure that QuickBooks automatically checks for updates.

Automatic updates are downloaded without interrupting a QuickBooks session or any other
tasks being performed on a computer. Updates can occur when QuickBooks isn’t running
provided the computer is connected to the internet.

By default, QuickBooks is set to automatically receive and install updates.
To view whether automatic updates are turned on:

1. From the Menu bar, click Help, then choose Update QuickBooks. In the Overview
tab, QuickBooks tells you whether the Automatic Update feature is turned on or off

(1).

2. To check for other available updates, click Update Now (2). You will definitely need
to manually check for updates periodically by clicking the Update Now button, if
you have turned off Automatic Updates.

<= Update QuickBooks =]

¥, 15.0,4007.0

Overview I Options ]Updateﬂnw ]

Occasionally, Inkuit provides updates to QuickBooks that vou can download over the Internet.
An update might be a maintenance release, a new feature, a new service, andfor timely
information that is relevant to vour business,

Automatic Update is ON 1

Select the Options kab ko turn off Aukomatic Updates

Select the Updake Mow tab to get the updates that you want to download
immediately From the Intuit server, The update Feature transmits technical
infarmation to Intuit about the computer's connection and the QuickBooks
software being updated. A secure connection prokects customer-sensitive
infarmation during an update. Under no circumstances do Intuit servers
access of read any other information on vour computer, During an update,
CuickBooks downloads only the necessary files ta wour PC.

Close | Help |

Note: In most cases QuickBooks automatically installs updates once they’re downloaded
from the Intuit server. However, in some cases, when you are exiting QuickBooks you will
see a message box (called an alert) asking to install an update. In the message box click
Yes to exit QuickBooks and install the update. You may have to restart your computer for
the update to take effect; if so you will be asked if you want to restart now or later.
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Chapter summary

This chapter introduced the basic navigation features in QuickBooks. These features
include:

o« Home Page

e the Menu bar

o the Navigation bar

e the Icon bar

e Centres

« forms, lists & registers.

It also illustrated how to update QuickBooks.
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Setting up a company file

This chapter discusses how to create
and set up a company file.

On completing this chapter,
you should be able to:




What is a company file and how is it set up?

The company file is the data file QuickBooks® uses to store and manage all information
and financial transactions for a company. QuickBooks company files have the extension
.QBW.

After you have gathered the company information listed in the Getting Started Checklist,
you can set up your business using the QuickBooks EasyStep Interview. The EasyStep
Interview walks you through the setup procedure and helps you tailor QuickBooks for your
business.

The setup interview is divided into sections, so you do not need to complete your setup all
in one sitting. You can save your progress and continue another time. If you need to leave
the interview and come back later, choose EasyStep Interview from the File menu to return
to the interview.

Furthermore, Intuit recommends that you do not skip the interview process. The more
information you enter with the EasyStep Interview, the more accurate your company file
will be when you begin to use QuickBooks for your business.

Important Note: There are industry-specific suggestions available for you to select as you
work through the EasyStep Interview, such as a typical chart of accounts, and there are
some guidelines in the Help and Learning Centre. Consult your Professional Advisor for
specific advice on how to set up your company. How to access the Help and Learning
Centre, and how to find a Professional Advisor are covered in chapter 13 (Resources).

Gathering information you’ll need to do the EasyStep Interview

This checklist lists the information you’ll need to complete the EasyStep Interview and
where to find it. You'll enter most of this information in the Interview, but some you’ll need
after you finish the Interview and are completing your company setup. Remember, you
don’t have to complete the EasyStep Interview all at once. If you don’t have all the
information about banks, for example, you can come back to that section of the EasyStep
Interview later.




Information you need
Company legal name and address

Where to find it

Owner, your accountant, VAT forms or
Companies House

Company registered number. You must have
Registered Company if you have a limited
company

Companies House

VAT registration number. You must have a VAT
registration number if
« your VAT is above the threshold (unless your
sales are mainly zero-rated in which case
you can apply for exemption)
« or if you choose to be registered for VAT

HM Revenue & Customs (HMRC), formerly
HM Customs & Excise

The dates of your accounting period:
» first month of your financial year
» first month of your tax year, and
« your QuickBooks start date

Your records or accountant

Income tax form your business will file. If you are
self-employed or a sole trader this will be the
Self Assessment form, otherwise you can
usually leave this blank.

Note: QuickBooks uses this information to
automatically associate accounts with tax form
lines and create tax reports

Your accountant, tax office or tax forms.

Check with your accountant or Professional
Advisor if you have questions about which
tax forms you should use

Chart of accounts for your business

Tip: If you do not have an existing chart of
accounts, don’t worry. The EasyStep Interview
helps you choose an appropriate chart of
accounts for your industry

Your accountant or previous bookkeeping
method

Names of the people in your company who will
use QuickBooks, and any restrictions you want
to place on each user with regard to access to
your financial records

You will need special instructions for working
with multiple users. Consult Help or your
Professional Advisor

Information and balances for these accounts:
o Credit card
e Loan
e Bank

Statements covering your start date up to
today for all bank accounts, including
current and savings.

Statements covering your start date up to
today for all credit card accounts.

Balance sheet prepared by your accountant.

All uncleared cheques, deposits, or other items
(e.g. credit card receipts and expenditures)

Chequebooks and credit card receipts.
Balance sheet prepared by your accountant.

How much VAT you owe

Accountant or HMRC

List of types of items you sell (products and
services), including:

e Item number or name

o Current sales price or hourly rates

« The VAT code usually associated with
the item

e Income account for tracking sales of the
item

Your company records

For stock only:

Your company records




Information you need
e Purchase cost
o Quantity in stock
« Total value of stock for the item

Where to find it

List of customers, including:
o Addresses
« Contact names
« Phone numbers
« OQOutstanding invoices

Your company records

List of suppliers, including:
« Addresses
« Contact names
« Phone numbers
« Outstanding bills

Your company records

Value of your assets
For fixed assets, you also need the original cost
and accumulated depreciation

Balance sheet prepared by your accountant

Payroll: Setting up payroll is an advanced task,
not covered in this Basic Guide. Save this
advanced task for later.

You will need to consult your Professional
Advisor and Help sources later for detailed
instructions.

Importing list data into QuickBooks

If you use Microsoft Outlook or Symantec ACT!, you can import your existing customer and
supplier lists into QuickBooks instead of entering them manually. Refer to the QuickBooks
in-product Help for instructions on how to prepare your customer and supplier data file for

importing into QuickBooks.

Then when you are ready to import your customers, do so according to the instructions in

the user guides and QuickBooks in-product help.

You will find the User Guide as a PDF file on your installation disk. You may find it

worthwhile to print it out.




Using the EasyStep Interview to set up a company file

In the EasyStep Interview you will use all the information about your company and start
date which you have already gathered. The process takes about 30 minutes to complete.

1. To start QuickBooks double-click the QuickBooks icon on the desktop, or choose

QuickBooks from the Programs group on the Windows Start menu.

2. To start setting up a company file, click on File in the menu bar and choose New

Company (1).

3. The EasyStep Interview launches. Notice that you can view your progress through
the EasyStep interview at all times (2). Click Start Interview (3) to begin.

[ [ew Compant... 1

Open of Restore Compant. ..

Open Previous Company b
Save Copy or Backup...

lose Company

Switch to Multi-user Mode
IIkilities k

Accountant's Copy 3

Brimt ... T HE
Save as P

Print Forms b
Printer Setup. ..

Exit Alt+F4

EasyStep Interview

QuickBooks
EasyStep Interview

—

Interview Progress

2

i Gef answers

j Welcome to the QuickBooks EasyStep Interview
o

we'l walk you through setting up the basics by asking you questions and giving you guidance alang
the way, In abaut 30 minutes vou'l be ready ko start using QuickBooks—customised just for you!

Are you an accountant or 3
QuickBooks expert?

Click Skip Interview to set up your
company information on your awn.

Skip Interview

Want help from a QuickBooks expert?
(Get one-on-one advice and training From a QuickBooks Professional Advisor, 5 Learn Mare

x|
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4. The Enter Company Information screen appears (4).
Enter your company name. This is the name you will use with your customers and
suppliers. If the legal name of your company is different, enter it in the Legal Name
field. (From now on, you will see the responses Tim Grate would give when setting
up the sample company The Grate Sound Shop.)

Fill in your address, email, and website details.

Click Next.

EasyStep Interview Bl x|

Y faet answers

QuickBooks Enter your company information | 4
EasyStep Interview QuickBooks uses this information on your tax Forms and Forms you use ko communicate with your
- custamers and suppliers.

®
ompany name IThe Grate Sound Shop

Legal name

Interview Progress

|The Grate Sound Shop

The narne you use on wour tax and legal forms, Unless you use a trade name,
thiz will probably be the zarme 2= the cormpany narne, Explain

Strest address  [125 tron Street

City [ion | County ]
Pastcode [t zae Country  [United Kingdom 1=

Phone I Fa

Use the Farmat you would like displayed on your forms, e.g. (01224) BE7 290

E-mail address |tim@gratesoundshop.co.uk

Web site |www.gratesoundshop.co.uk

* required Field hat if I have more than one business?

Leave. .. | < Back. Mext =




5.

In the next window, you select your industry (5). If you do not see your industry
listed, scroll to the bottom of the list and select General Product-based Business
or General Service-based Business.

Based on the choice you make here, QuickBooks will create a suitable Chart of
Accounts for you. This can save you a great deal of work.

You can edit the list of accounts once the file has been created, as long as you
have not entered any transactions.

After you finish your EasyStep Interview, we will show you in a later section how to
review your Chart of Accounts before you begin entering data. You can change
account names and edit, delete, or add accounts as necessary. You may wish to
consult your accountant in editing the Chart of Accounts, as he/she may have
suggestions on accounts to add or delete.You will be able to review the Chart of
Accounts to be sure it accurately reflects the accounts you need to run your
business.

Tip: To view your Chart of Accounts any time, from the Lists menu, choose Chart of
Accounts.

EasyStep Interview Bl x|

y Get answers

5

Tell us your industry and we'll customise QuickBooks to work best for you,

QuickBooks Select your industry
EasyStep Interview

[ — ou will be able ko review our recommendations and change them in this interview. And, wou can
always change each of these settings later, Explain
Interview Progress

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

Select an industry from the list

Industr
Information Technology (Computers, Software) .
Insurance Agency or Braker
Leqgal Services
Lodging {Hotel, Bed & Breakfast)
Manufacturing
Medical, Dental, or Health Service
Makor Sales or Repair
Mon-Profit
Professional Consulting
Property Management or Home Assaciation
Repair and Mainkenance
Transportation, Trucking, or Delivery
Whilesale Distribution and Sales
General Product-based Business

Howe does QuickBooks use my industry selection?

Leave... | = Back MNext =

Click Next.
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6. In the next window, select the legal format of your business (6). If you are
uncertain, click the Which business entity should | choose? link to find out more.

Click Next.

EasyStep Interview Bl x|

I faet answers

6

QuickBooks How is your company organized?
EasyStep Interview

our selection will help QuickBooks create the correct accounts For your business entity
and assign kax form lines to those accounts.,

| —

Interview Progress

usiness with one owner

 partnership
An unincorporated business owned by two or more partners

£ Limited Liability Company
A formal business entity that provides limited liability to its owners

[ Corporation
Incorporated business.

' Non-Profit
A not-for-profit organization exempt from paying taxes

£ Other,;Mone

‘which business entity should T choose?

Leave... | = Back | Next = |

7. Select the first month in your financial year (7). You can change this later if you
need to.

Click Next.

EasyStep Interview =1 |

i Get answers
QuickBooks Select the first month of your financial year
EasyStep Interview

[ — our financial year is typically the same as your income kax year. Explain
Interview Progress
My financial year starts in Iﬁ 7

Leave. .. | < Back. MNext =




QuickBooks asks you to set up the Administrator's password (8). We strongly
advise that you enter a password to protect your data file.

EasyStep Interview Blx|

i Get answers

QuickBooks Set up your administrator password
EasyStep Interview

‘e recommend vou set up a password to protect your company file. You will be prompted
for this password whenever vou open this file, It is optional to set up a passwoard,

| —

Interview Progress Adrinistrator password

I....... 8

Retype password

‘four pazsword is caze-zensitive,

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

‘fou can also set up or change your administrator password later,

Leave... | = Back. | MNext > |

Note: If a password is entered, your company file cannot be opened without it.
Remember your password and write it down in a safe place. If you forget the
password you will not be able to access your file unless you pay for help from
Intuit. Another option is to write down a hint or question that will help you
remember this password. If you wish, you can write your hint or question here:

My hint is:

Click Next.

[ Some important things to remember

Record your password in a safe place

Make sure you write down and save your administrator password in a secure place. Passwords not
only protect your company data, but are also required to access your company file if you upgrade
your version of QuickBooks. Furthermore, to have a forgotten password removed from a file, you
must send the file to Intuit. This process takes several days and costs money.

Choose a password that is not easy for others to guess. Use a password that you can remember
easily or can remember with a hint. If you decide to write your password in this guide, you must
then keep this book in a secure and private place, as it allows anyone who knows it access to your
company data. It is better to write down a hint about your password that no-one else can guess
(e.g. “What is the name of my neighbour’s cat?” or “What year did my cousin leave school?”)

Passwords are case sensitive

Keep in mind that passwords are case sensitive in QuickBooks 2004 and later. When adding or
editing a user password, check that the Caps Lock and Num Lock keys are off. If you mistype the
password, you will not be able to access the company data.

| m



QuickBooks announces that it is ready to create your company file (9).

Click Next.

EasyStep Interview

Blx|

I Get answers

QuickBooks Create your company file 9
EasyStep Interview

rour QuickBooks information is stored in a file called the comipany File,

| —

Click Next to choose a file name and location to save yvour company file,
Interview Progress

‘Where should T save my company file?

Leave... | < Back |

Next = |

10. Select a location for the company file using the Save in drop-down menu on the

Filename for New Company screen (10). The default location is Shared Documents
> Intuit > QuickBooks 2008 > Company Files.

Unless you rename, QuickBooks automatically uses your company name as the
name of your company file (11).

Filename for New Company

Save in: I@ Company Files

|C5) QuickBooks Letter Templates

File name: IThe Grate Sound Shop. DBW 11 ‘ 'l Save I
Save a3 lype | QuickBooks Files [*. 0B, " 0BA) j Cancel |

[#E |

Click Save.

Note: If you are going to have more than one company file (i.e., you are tracking
two different businesses in QuickBooks), when you set up the second company




you should keep those company files in the same folder. That way, when you
update QuickBooks (via a software update for example), you will need to download
the update files only once.

Finishing the EasyStep Interview

The remaining questions in the EasyStep Interview deal with VAT tracking, setting a start
date, Preferences, and bank accounts. Preferences provide a way for turning features on
or off in QuickBooks, and are used by QuickBooks to suit the needs of your business and
your personal working style.

Note: Not all preferences need to be set immediately. They can be turned on at a later
date. For more information and for help on preferences, consult a Professional Advisor.

1. To set preferences, click on Next, or if you are resuming the EasyStep interview,
the Customing QuickBooks for your business window will appear. Read it and click
Next.

2. Select what you will be selling: Services only, Products only, or Both (1).

Note: The choice you make here will determine which preferences you will be asked
to set later (see point 4 below).

EasyStep Interview =1 |

Y Get answers

QuickBooks What do you seliz | 1
EasyStep Interview

" services only
Such as consulking, rentals, gym memberships, hair styling services, event services,

| construction and labour,

Interview Progress

 products only
such as lamps, fertilizer, books, hardware, tickets, insurance policies. Manufacturers and
diskributors should also select this option,

(= Both services and products

Such as a bicycle repair shop that sells bikes, a carpet installation company that sells
carpet,

Leave... | < Back. Next =

Click Next.
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3. QuickBooks can track the rate and amount of VAT on your sales and purchases,
and, if you are registered for VAT, makes it easy to prepare your quarterly VAT
return.

The Do you charge VAT screen will appear (2). Enter your VAT number if you are
registered.

Choose the reporting method (accrual basis or cash basis) you use to complete
your VAT return (3). If you are not sure which to use, consult your Professional
Advisor.

Click Next.

EasyStep Interview =1

I/ faet answers

QuickBooks Do you charge VAT? 2
EasyStep Interview &
* Yes
| C Mo

Interview Progress

VAT Registration Munber

IGBIZS456?8

The 9-digit reference number assigned to your business by HM Revenue & Custams,
It iz vequired if you charge WAT on sales

wWhat reparting method do vou use to complete a VAT return?

% The dates on vour bills and invaices (Accrual Basish 3

7 The dates yvou make or recieve payments (Cash Basis)

Business Mumber

The raference nurnber that Companies Houze azzigned to your business,

Leave... | < Back I MNext = I

4. The EasyStep Interview will then ask you to set a number of preference, among
them:
Do you want to:
Create estimates?
Use sales receipts?
Send out statements
Use invoices, and if so progress invoicing?
Keep track of bills and bill payments?
Do you maintain stock?
Do you track employees’ or subcontractors’ time?
Do you have employees?

For help answering some of these questions, you can:
check back to the decision-making flowcharts in Chapter 3
look up the topic in the Learning Centre or QuickBooks Help, and/or
check with your Professional Advisor.

Click Next to move through the screens.
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You now need to tell QuickBooks what start date you have chosen — the date from
which you wish to begin entering your business transactions. If you have not
chosen a start date, work through the flowchart in Chapter 2 to decide what start
date is best for your company.

Tip: It’s a good idea to go back one day before your start date, so that you can
record your opening balances on that day. For instance if a business’s actual start
date is 1 January, enter 31 December (the day before) as the start date (4). This is
the date you will use for your opening balances.

EasyStep Interview Bl x|

¥ 1@et answers

QuickBooks Select a date to start tracking your finances

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

. = ¢~ Beginning of this financial year: 01,01,2007

Interview Progress In order ko complete this vear's tax returns, you'll need to enter kransactions

from the beginning of this financial yvear to today.

¥ Use today's date or the first day of the quarter or month.

You'll need ko enter transactions From this date Forward,
4 |31;12x2006| ]

what date should I choose?

Leave. .. | < Back Mext =

Click Next.
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6. QuickBooks then prompts you to add a bank account (5).

Click Next.

EasyStep Interview B x|

i faet answers

QuickBooks Add your bank account | 5
EasyStep Interview

You should add one bank account o the QuickBooks chark of accounts for each current,
ings, or deposit account vour company has. We recommend wou add at least one bank

T account now, You can always add more accounts in QuickBooks later,

Interview Progress

Would you like to add an existing bank account?

€ Mo, Tl add a bank account laker,

Hiowe can T add my bank accounts later?

Leave... | = Back | Mext = |

7. Enter a bank account name (number optional) and tell QuickBooks whether this
bank account was opened before or after your start date (6).

Click Next.

EasyStep Interview B x|

I faet answers

QuickBooks Enter your bank account information

EasyStep Interview This infarmation will help vou identify your bank account while using QuickBooks,

.
e Bark accounk name  [Cpm e

Interview Progress

Your account narme o nicknarne, such as
"Barclays Bank" or "Current”

Bank account number I

* When did you open this bank account?

6 ¥ Refore;

31/12{2006

' Onor after  31/12{2006

* required field

Leave.., | < Back. MNext =




8. Enter the statement ending date (in this case 31 Dec 06)(7).

Click Next.

EasyStep Interview

QuickBooks
EasyStep Interview

[

Interview Progress

Enter your bank statement information

Find the last bank statement vou've receivad with an ending date prior ko

3171272006 (your start date),

Enter the ending date of this bank statement:

* Statement ending date

Enter the ending balance on this bank statement:
Statement ending balance IDDD—

* paquired Figld

Leave... | = Back

&lx|

i Get answers

| Mext = |

QuickBooks asks you to review your bank accounts (8), and whether you wish to

add more. If you do not need more bank accounts, select No. Otherwise select
Yes, click Next and follow the instructions on the screens.

Click Next to accept the bank account you just added.

EasyStep Interview

QuickBooks
EasyStep Interview

[

Interview Progress

Review bank accounts | 8

Account Mame | Account Mumber

Current Account

‘our bank account(s) are shown above,

Do you want to add another bank account?

 Yes,

T’ done or will add more later,

Leave... | = Back.

Blx|

I Get answers

Mext =
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10. Finally, review the income and expense accounts QuickBooks created for you when
you selected your type of industry. Income and expense accounts track the
sources of income and the purpose of each expense. It’s from these accounts that
you will see whether your business is operating profitably.

Untick any accounts you DO NOT wish to include in the Chart of Accounts (9).

Click Next.

EasyStep Interview Blx|

I Geb answers

QuickBooks Review income and expense accounts
EasyStep Interview

Income and expense accounts categorize money your business earns from, or spends on, normal
business operations,

&
Interview Progress < | Account Mame Type |
V |Sales Incame =
V' |Sales Discounts Incomne
+ |Merchant Account Fees Cost of Goods Sold
+ |Subcontracted Services Cost of Goods Sold
' |Advertising and Promation Expense
V' |Bank Service Charges Expense
' |Business Licenses and Permits Expense
' |Chatitable Donations Expense
< |Depreciation Expense Expense
¥ |Dues and Subscriptions Expense
Equipment Rental Expense
V' |Insurance Expense Expense
9 General Liability Insurance Expense
Professional Liability Expense
 |Interest Expense Expense i

Restore Recommendations

‘fou can modify wour chart of accounts anytime after completing this inkerview,

Leave... | < Back Next >

11.Congratulations! You are finished. Click Finish.

EasyStep Interview B |

i Get answers

QuickBooks
EasyStep Interview

You've completed the EasyStep Interview.
|

Interview Progress Mext, well open the QuickBooks Learning Centre, which shows easy-to-watch
tutarials,

‘e strongly recommend you watch at least the overview tutorial to get an

introduction to QuickBooks. In just 5 minutes, youll learn the key things vou
need ko know to get going with QuickBooks,

< Back |




The Chart of Accounts

The accounts that were automatically set up by QuickBooks in the EasyStep Interview,
make up the Chart of Accounts.

As you keep the books for your company, you want to keep an accurate record of where
the money comes from, where it was kept, and on what expenses the money was used.
The chart of accounts will provide this information.

To view the chart of accounts:
1. From the Menu bar, click on Lists and select Chart of Accounts.

At any point you may have to set up new accounts. On the following page are the different
types of accounts that QuickBooks uses and the nature of the information they store.

This list will help you set up appropriate accounts for the kinds of information with which
you want to work in QuickBooks. The ability to change the chart of accounts is one of the
ways you customise QuickBooks to meet the needs of your company.

The accounts on the following chart are called balance sheet accounts. The accounts on a
balance sheet list the assets (bank accounts, stock, equipment, etc., and accounts
receivable) that a company owns, and the liabilities (VAT owed, payroll taxes, debts —
referred to as accounts payable — etc.) that a company owes. The difference between
what a company owns and what a company owes is called equity. A balance sheet will
show you assets, liabilities and equity.

Use the following checklist to decide which opening balances you need to set up any
balance sheet accounts.
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Bank

Current, savings and other investment
accounts.
Petty cash

Accounts Receivable (A/R)

Transactions related to the customers
who owe you money:
e customer invoices
e payments
o refunds
e credit memos.
Most companies only need one A/R
account.

Assets likely to be used within one

Other Current Asset year, such as:
o stock
Long—term assets that depreciate
Fixed Asset over time and are not sold in the
normal course of business, such as:
e equipment
o furniture
« Vvehicles, etc.
Any asset that is neither a current
Other Asset asset nor a fixed asset, such as

goodwill

Accounts Payable (A/P)

Transactions related to money that a
company owes, including;:
e Dills
o bill payments

Credit Card

Credit card purchases and payments

Other Current Liability

Debts scheduled to be paid within one
year. Examples include:
e VAT
« payroll liabilities, holiday pay
owed to employees, etc.

Long Term Liability

Debts such as loans or mortgages
that are scheduled to be paid over
periods longer than one year

Equity

Owner’s investments, such as:
+ shares in a limited company
e owner’'s drawings for sole
traders/ partnerships
e prior year profits (also called
retained earnings).




At some point you may also need to set up income and expense accounts.

Set up this type of account... to keep track of...
The main source of money that your
Income company earns: sales to customers of

products and/or services. (Grants and
donations for a charity.)

Money received for something other
Other income than normal business operations: for
example, interest income

Money used by your company to

Expenses purchase goods and services from
suppliers
Money spent on something other than
Other expenses normal business operations, such as

corporate taxes

The cost of the items that your
Cost of Goods Sold company sells. QuickBooks calculates
it using expense and stock data.

Opening balances
Opening balances can be recorded through general journal entries in QuickBooks.
To record opening balances you may have at the QuickBooks start date, please seek the

help of a Professional Advisor, as this can be a complex area which requires accounting
knowledge. It is very important to get this right from the outset.
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The Balance Sheet
To verify the accuracy of the opening balances, you can call up and review a Balance
Sheet report. The Balance Sheet is one of the most important reports in QuickBooks. This
report is a financial snapshot of your company at a specific date.
To view a Balance Sheet:

1. From the Menu bar, choose Reports, click on Company & Financial

2. Now choose UK Standard Balance Sheet.

To verify your opening balances, make sure that the balance sheet is dated as of your
start date.

FjiBalance Sheet
Modify Report... Mematise. .. | Prink. .. | E-mai ‘ Export,., Hide Header | Collapse Refresh
Dates |Custnm j Az of |31112,I’ZUE|6 B| Columns |Total only jsart By |DeFauIt
1:22 PM The Grate Sound Shop
znanT Balance Sheet
Accrual Basis As of December 31, 2006

« Dec M, 2006
ASSETS
Current Assets
Accounts Receivable

Accounts Receivable b 210000 4 1
Total Accounts Receivable 2,100.00
Current/Savings

High Street Bank - Current 1,2585.00
Total Current/Savings 1,2585.00 2

Total Current Assets 3,355.00

Current Liabilities

Accounts Payable 3
Accounts Payable 2,750.00
Total Accounts Payable 2,750.00

Total Current Liabilities 2,750.00 4
HET CURREHT ASSETS E05.00
TOTAL ASSETS LESS CURRENT LIABILITIES E05.00
HET ASSETS 605.00

Equity

0Opening Bal Equity 1,255.00

Het Income -650.00 5
Total Equity 605.00

The balance sheet shows
« money owed by customers (1)
« total assets (2)
« money owed to suppliers (3)
« total liabilities (4), and
« amount of equity (5).




Chapter summary

This chapter detailed the steps required to set up a company file. If you have not already
used these instructions to set up your own company file, you could work through them
now.

Exercise: If you prefer to practice first on a sample company, you
could follow the instructions in this chapter to set up the sample
company The Grate Sound Shop.

Use the EasyStep Interview to set up the company file. Pay close
attention to

« type of business

« first month of income tax and financial year

» start date

You now should be able to use the EasyStep Interview to set up a company file and define
some of the preferences.
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Working with Lists and Centres

This chapter expands on the concept
of lists and discusses how to
set up and use lists.

After working through this chapter,
you should be able to:

Use the
Customer
and Supplier
Centres

Understand Create Understand

how lists accounts and the VAT Codes
are used items list




What is a List?

From your quick tour of QuickBooks® , you know that QuickBooks uses lists to store
information on customers, suppliers, employees, items, services and so on. You also
discovered that by going through the EasyStep Interview, QuickBooks was, in fact, creating a
list called the Chart of Accounts.

Lists save time and ensure that information is used consistently and correctly. With lists you
need only enter information— such as customer names, addresses, phone numbers; supplier
contact information, and item details such as item names, description and price — once. The
lists store this information so that it doesn’t have to be continually retyped.

The information in these lists is used for filling in forms such as customer invoices, supplier
bills or cheques. Most forms are completed by selecting entries from a drop-down list.

In this chapter we will take a closer look at some of the lists you'll need for your company file.

Types of Lists

The chart of accounts, customer:job list, supplier list, item list and employee list are the main
QuickBooks lists. You use lists to group data on your customers, suppliers, items and
employees. The more detail entered for each list item, the more information that QuickBooks
can use to fill in forms and reports.

To view the lists:
1. From the Menu bar click Lists.
2. Most of the QuickBooks list are displayed here.

Chart of Accounts ChrlH8
Item Lisk

Fixed Asset Ikem List

Price Level List

WAT Code Lisk

Payroll kem List

Other Mames Lisk
Customer & Supplier Profile Lists k
Templates

Mermotised Transackion Lisk Chrl+T

You’'ll notice that the Customer, Supplier and Employee Lists are not here. That's because
they are part of their respective Centres. We'll look at the Customer and Supplier Centres later
in the chapter.

Let’s first look at the Chart of Accounts, Item List, and VAT Code List, respectively.
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Chart of Accounts List

The Chart of Accounts is one of the most important lists. As described earlier, it defines how
you categorise the various transactions in your business, so you can produce meaningful
financial and performance reports.

To open the Chart of Accounts:

1. From the Lists menu, select Chart of Accounts (1).

j .'l Type a help question Askl ¥ How Do I?I - ||:I| xl
si_urrent Account &
+Zash Account Bank. 49,55 _I
+Accounts Receivable Accounts Receivable 14,354.32
@ 5tock 1 Cther Current Asset 1,287,494
+|Indeposited Funds Other Current Assel 1158.65
+Plant & Equipment Fixed Asset 850,00

+Cost Plant & Equip Fixed Asset a50.00
+Depreciation Plant & Equip Fixed Asset 0.00
s _amputer equiprment Fixed Asset &00,00
+_osk Computer Equip Fixed Asset &00,00
+Depreciation Computer Equip Fixed Asset 0.00
+\ehicles Fixed Asset 3,750.00
+Cost Yehicles Fixed Asset 3,750,00
+Depreciation Yehicles Fixed Asset 0,00
#Accounks Payable Accounts Payvable 16,353, 20
+Credit Card Account Credit Card 1,994,95
«Bank Loan Cther Current Liabiliky 2,550,00
+Director's Loan Other Current Liabiliby 3,500,00
«Payrall Liahilities Cther Current Liabiliky 490,47
#WAT Liability Cther Current Liabiliky 0,00
+3Share Capital Equits 1,000.00
+Opening Bal Equity Equity 0.00
+Retained Earnings Equity
«Locks and Safes Sales Income
«Locks and Safes Purchases Cost of Goods Sold
+Advertising Expense
+Bank Service Charges Expense
+Books and Publications Expense
+Zash Discounts Expense
¢ Contract Labour Expense
+Depreciation Expense Expense ﬂ
Ackivities = Reports = I_ Include inackive
N 4

Y

The three buttons at the bottom of the list can be used to add, edit or delete accounts,
enter transactions via the Activities button, and obtain reports about the list.

2. To add a new account, click on the Account men button (2) and select New (3).

chivities ™

Ckrl+M
ZbrH-E
Delete Account kel




3. Select the correct type of account (for help review the table on pages 52-53).

O] x
% Choose one account type and click Continue.

Categorize money your business earns or spends
" income;
" Expense

Click an account type on the
Qr, track the value of your assets and liabilities left to see a description here.
" Fixed Asset {major purchases)
< Bank 4
< Loan
 Credit Card
 Equity
" pther Account Types | <select> -

Help me choose the right sccount bvpe. Continue | Cancel |

Whenever you create an account, QuickBooks will assist you in determining the correct
account type by providing an explanatory narrative in the right hand pane (4).

Click Continue.

Now fill in the account details, and click Save & New to continue adding accounts or
Save & Close (5) to close down the new account form.

ﬁl dd New Accou "_Tvpe a help question Askh % How Do I?h - ||:|i xl

| m fccount Twpe |Incume -]
Account Mame |
[T subaccount of | |
— Optional
Descripkion
Mate |
5
A A
Save & Close Save & hew Cancel




Iltem List

ltems are the goods and services your business sells. Items can also be used to track
purchases such as stock items or supplies/services sold to customers (details of how to
charge customers are covered on the Advanced Course).

ltem type Explanation

Non-Stock For goods or products you make or buy and resell but do not keep in
stock

Stock Part For items you make or buy and resell where you want to know the

quantity on hand and track the movementes of stock

Other Charge

For miscellaneous fees such as credit card handling and shipping
charges.

Discount Used to subtract a percentage or fixed amount from a total or
subtotal. (Not used for early payment discounts)

Subtotal Totals the items in the main body of the sales form

Payment For partial payments or deposits received prior to an invoice being
raised

Group Useful for quickly recalling a group of individual items you use

together on an invoice

Here’s how to open the Item list and add a new item with its price and other information:

1. From the Lists menu, choose Item List (1).

Chart of Accounts Chrl+4

Ikem Lisk

Fixed Asset Iten Lisk
Price: Lewvel Lisk

WAT Code Lisk

Class Lisk

2. From the Item menu button, click New (2).

L_

MName Descr
e Call Dt Emerg
«Labour Labaour
<+ 7004 Unican
+Chubb deadlack. Chubhb
+Chubb Mortise Chubhb
¢ 5implex lock, Simple:
+Union 5 deadlock, Union !
< Union lock, Unicr ;
+Yale basshux ‘ale 3t
i L Activities T Fe

Chrl4+-M
Edit: Ikem Zkr[+E
Delete Ikem kel
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Service and Non-Stock Items

The example below shows you how to enter a service item. It's the same process for adding a

non-stock item

(not shown).

1. In the New Item dialogue box, enter

the item type (1)

the item’s name and/or number (2) and whether it is a subitem of another item
an optional item description (3) that will be printed in the Description box on
your invoice

the rate (for a service) or price (for a product) for this item (4)

the VAT code for this item (5)

the account that will keep track of the income from this item (6).

Note that the entry boxes have drop-down menus to present your choices and make the
item entry even easier.

. Tvpe a help question Askl ¥ How Do I?I - ||:I| xll

Type (1] 4
IS - 1 ﬂ Ilse for services wou charge For or purchase, like
Ervice = 2
specialised labour, consulting hours, or Cancel
prafessional fees,

Itemn Mame/Mumber [ subitem of

Custam Fields

[Labovr

" This service is used in assemblies or is performed by a subconkrackor or parkner

Speling

2| | =

Description Rate 4 Sales VAT Code | Ikem is inackive
| 40,00 [s -]°
Labour Charges 3 .
Account |
|Locks and Safes Sales | 6 Amts Inc VAT




Creating Stock Items

A stock item is a physical product that you buy, keep in a warehouse or storeroom and
subsequently sell. It is the warehousing aspect of the item that separates stock items from

other types of items, which are not kept in stock or may be intangible items such as labour or
a service.

If you did not enable stock during the EasyStep Interview, let’s do so now:
1. Click Edit on the Menu bar and choose Preferences.
2. Select the Items and Stock icon, and click on Company Preferences

3. Tick the Stock and purchase orders are active box, and press OK to save the change.

preferences e CN Ty
7] Accounting [ My Preferences I Company Preferences I oK |
ﬁ Banking Purchase Orders and Stock Cancel |
Eﬁ Bills ¥ Stock and purchase orders are active.! 2 Help

%S Dieskiop Yiew [V warn about duplicabe purchase order numbers, 4'
% Finance Charge Iv wtarn if not enough stock quantity on hand (QOH] o sell, Default |
Fap General

# 1ntearated Applications Also See:

1 General

< Jobs & Estimates Sales and

l? Payrall & Employees Customers

| 1rik of Measure
@ Reminders

W Reports & Graphs Enatlen., | How can I enable Unik of Measure?
& Sales & Customers
Send Forms

% Service Connection
lg Spelling

Time Tracking

T

To create a stock item:
1. Open the Item list, then choose the New Item window as before.

2. From the drop-down menu of the item field (1) at the top left-hand corner of the New
Iltem window, select Stock Part as the item type.

#

Tvpe

[Etockpat Bl
[
Skack Part

Mon-skock, Park
Other Charge
Subkakal




4. Fill in the details of the stock item, starting with the item name/part number.
5. Purchase information is on the left (2), Sales information on the right (3).

6. You can also let QuickBooks keep track of your re-order point, so you know when you
are getting low on stock (4).

Tvpe a help question | Ask * HowDoI?| _|O] x
Type oK |
m Use for goods wou purchase, track as stock, and resell,
Cancel |
ek |
Ttern MameMurmber ™ Subitem of Marfacturer's Part Mumber
Cuskom Fields
| | = | 4|
( — Purchase Information -\ {Gzles Information - Spelling |
Description on Purchase Transactions Description on Sales Transactions
2 3 [ Item is inactive
Cost 0.00 Fales Price 0.00 [ Amts Inc YaT
Purch YaT Code IS - Fales YAT Code IS -
0055 Account ||_.3.;k5 and Safes Pur,., || | | frcome Account | |
Preferred Supplier | ﬂ \
r— Stock Information
Asset Account Reorder Point b"l Hand TotalWalue  Asof
Stork =l 4| ooo | 0,00 |31/12/2008 B

Fields in the New ltem window

The New Item window has many fields. The table below tells you whether these fields are
mandatory and the default is noted.

Field Name Mandatory Optional

Type *
Key fields explained: Item Name/Number *
COGS Account: used to track the cost Subitem of *
price of a sold stock item. Description on *
Asset Account: used to track the value Purchase Transactions
of stock items still on hand (unsold). Cost *
Note: QuickBooks automatically selects Purch VAT Code * (default: S)
the proper account for these two fields. COGS Account * (default: Cost of Goods Sold)
Speak to your Professional Advisor or Preferred Supplier *
accounting professional before changing Description on Sales *
the accounts. Transactions
Income Account: used to track the Sales Price *
selling price of a sold item. When selecting Sales VAT Code * (default: S)
this mandatory account, make sure the Income Account *
account type is an income account. Ask Asset Account * (default: Stock Asset)
your accountant or Professional Advisor if Reorder Point *
you're unsure which income account to On Hand *
use. Total Value *
As of * (default: current day’s date)




VAT Codes List

QuickBooks tracks VAT charged on sales and purchases through the use of VAT codes that

identify the type and percentage of VAT being charged on a transaction. VAT percentages vary

according to the type of product or service. When you entered your address at the very

beginning of the EasyStep Interview, QuickBooks “populated” (filled) the VAT codes list with

the usual codes.

QuickBooks uses these VAT codes to calculate the amount of VAT on a sales invoice or
supplier bill.

QuickBooks also uses the VAT codes to record and track VAT liabilities and to report on how

much VAT you must pay to HMRC.
Here’'s how to open the VAT Codes list and review the VAT codes:
1. From the Lists menu, select VAT Codes List (1).

Chart of Accounts Zhrl+4
Ikem Lisk

Fixed Asset Ikem List

Price Lewel Lisk

WaT Code Lisk

Class Lisk

2. QuickBooks assigns descriptive VAT code letters (2) to the different VAT types:

e S to identify that the standard rate (currently 17.5%) VAT is charged

¢ R to identify that the reduced rate (currently 5%) VAT is charged, for example by
domestic gas suppliers

e Z to identify that an item is zero-rated

e E to identify that an item is exempt from VAT (e.g. postage stamps, insurance)

¢ N to identify suppliers who are not VAT registered

e EC codes (both zero and standard rated, for services and for goods)

Exermpk

EC Goods Standard {17.5%)
EGZE EC Goods Zero-Fated (09%:)
ESS EC Services Standard (17.5%:)
ESZ EC Services Zero-Rated (0%:)
M Mot Registered

R Reduced (5%

5 Standard (17.5%:)

z Zero-Rated (0%:)

] Outside the Scope of WAT

e e ¢

Ackivities = Reparts  * | [T Include inackive
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Features of the Customer and Supplier Centre

The Customer and Supplier lists are part of their respective Centres. Let’s have a look at how
centres work in general, then see how to set up a new customer and a new supplier.

The Customer and Supplier Centres work in the same way, so we’ll demonstrate the common
features using the Customer Centre.

To access the Customer or Supplier Centre:

1. Click Customers (1) or Suppliers (2) on the Home Page. Alternatively, click on the
Customer Centre icon (3) or Supplier Centre icon (4) in the Navigation bar.

Es

Customer Centre  Supplier Centre

) i p—

Enker Bills

| £ Customers

Estirnates Invaices

Each Centre has two tabs (3). The first tab contains the Customer & Jobs or the Supplier List.
Use this tab to view and edit information for a single customer (or job) or supplier. The
Transactions tab lists the relevant transaction types for the Centre. Use this tab to view

transactions across all customers or suppliers.

)
15 New Eustume! 3~ MNew Tra

|

I Customers & Johs I Transactions ]




The Customer & Job or Supplier tab has four main areas, highlighted in the figure below:

1. At the top are all the activities you can perform (1), such as adding new customers or
suppliers, creating new transactions, printing lists or transactions, exporting lists or
transactions to MS Excel, and writing letters to your customers or suppliers with MS
Word.

2. Displayed on the left is the Customers & Jobs list or Supplier list (2). Highlighting a
name within the list displays information about that customer or supplier, in the right
pane.

3. In the top right pane (3) you can view contact information, including any notes that have
been entered. To edit the details, click the Edit Customer... (or Edit Supplier...) button;
to edit the notes, click the Edit Notes... button.

4. All transactions related to a customer or supplier, are displayed in the bottom right
pane (4).

Tvpe a help question | Ask ¥ How Do I?

& New Customer & Job ~ MNew Transactions » ;"3 Prinkt * ﬂ Excel » :5

omer Information

Edit Customer ... | Reportsrorthiscustoa

iew IActive Customers - & | Customer Mame  Business Security Ld Conkack Tom Gibbs QuickRepork
Cuskamer Tvpe Phone 0208 329125 Open Balance
Elame I ez Vil Comparry Mame  Business Security Lkd Alk Phone
+Adams, Julie 0.00 =] Show Estimates
- Eiling Address  Business Security Ltd Fax
@ Adelivi, Anthony 0.00 — Unit 5, Accent Business F 3 i bhs@busi
waverly Road Ernail tom.gibbs@business-s. .,
+Barton, June 0.00
London Terms Met 7
sBusiness Security Ltd 4,642.04 W9 2TO Learn ahout
- Price Level trade ACOUiring new
+Calver, Robert 0.00 CUSEOmErS.
o Cornell & Sons 1,158.14 Mokes 25/04/2008: Recommended by Ben. Edit Notes. .. | /
+Fernandez, Anna 0.00
P _— —
eHertford Surger 1,365.67
Lk : Show IAII Transa.. | Fiter By [al =] Dpae Jal =] \
#HMRC WAT - Receivable 0.00 T | T | | |
o Jones, Mary oo Type: Muri Date =~ Account Amaount | Open Balance Terms
) Invoice 511 13/05/2008 Accounts Receiv,.. 5,054.93 0.00 et 7
+Kaley's Cattery 0.00
X Invaice 51z Z0/05/2008 Accounts Receiv,,, 2,872.48 0,00 MNet 7
«Latimer, John 0.00
- Payment B723 23052005 4 Undeposited Fu,.. | 7,927.41 0.00
+Ling, Yao 0.00
N N Inwoice: 516 2710612008 Accounts Receiv,.. 3,750.29 0.00 Met 7
<Linton Letting Agency 7E5.60
Payment 6515 0707 (2008 Current Accounk 3,750.29 0.00
e Maddox, Henry 361,03
5 Invoice 525 270512005 Accounts Receiv,,. §,642.04 4,642,004 Net 7
+Mava Lettings 653,72

|1Pa ment 6934 03/09/2008 Undeposited Fu,,,  4,000,00 0.00
. +Abingdon branch 0.00 i J0s P ) /




Filter Customer & Job or Supplier List

The list of customers or suppliers can be viewed in a variety of ways. For customers for
example, you can choose to see all customers, active customers, or customers with open
balances. There is also a custom filter for performing more detailed and/or defined searches.
To change the way you view customers:

1. In the Customers & Jobs tab, click the drop down arrow the right of the View field (1).

2. Select the desired filter (2).

[ Customers & Jobs I Transactions ]

1

LU o ctive Customers =+ |

all Customers

Mam
+Ada Customers with Open Balances 2
Custom Filker. ..

oom A

Change transactions displayed

You can change the display in the bottom pane so that only a particular type of transaction is
shown.

1. Click the drop down arrow to the right of Show (1) in the bottom pane of the window,
and select the type of transaction you wish to see (2). In this example, let’s select
Invoices.

Shiow |m 1 fer By IF'.II x

all Transactions =

Tvpe
Imvvoice |« All Sales Transactions

Balance Details
Payments and Credits

Invoice

Invoice
Estimates
Invoices
Statement Charges
Sales Receipks
Received Payments
Credit Mokes
Refunds

Invoice

2. Now the Filter By field is populated by choices as well, so you could narrow your view
even more. Let’s choose Open Invoices (3). These are invoices you have issued but
which have not been paid by your customers.

Filter By [Nt | Date [al -
-

32008




Customise list columns
The columns displayed in the transaction pane can be customised.

1. Right click anywhere in the bottom pane and choose Customise Columns (1).

Vieww Transaction History
YWieww Transaction Journal
Edit Tranzackion

Customise Columns,

Wiew as a Repork

2. The window that appears has two columns: on the left are the available columns (2),

on the right the columns currently displayed (3). You can Add and Remove columns (4)
as well as change the order of columns (5).

3. When you are finished, click OK.

Customise Columns -

&l x|

Chosen Columns 3

Edlj = I Fum
— 11 Date
Inccount
Remary | Arnount
Iopen Balance
Terms

Move Down

Default |

0K | Cancel

The changes you make will apply to all customers and be remembered by QuickBooks.

Maximise Customers & Jobs or Supplier List

Another option within the Customers & Jobs or Suppliers tab is to maximise the list. This
allows you to view a wider range of information for each customer or supplier.

1. Click the Maximise icon (1).

Customers & Jobs I Transackions ]

Wiew |Active Customers j 1 'HI
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2. The list tab expands to show more columns.

Customers & Jobhs I

Wigw |Active Customers ﬂ

Mame | Balance Total | okes | Phone | Bill ko 2
+fdams, Julie 0.0a F | 01865 212941 =
+Adelivi, Anthany 0.00 07961 318964 5 Bramblings oo
+Barton, June 0,00 01365 476921 437 Iffley Road

curity Lkd Unit 5, Accent Business Park.
+Calver, Robert 0.00 07771 247786 9 Waddesden Gresn
+Cornel & Sons 1,153.14 01365 759741 12 Hall Lane

3. To customise which columns are displayed, click on View in the Menu Bar and select
Customise Columns.... In the window that appears, select the columns you wish to

see.

4. To minimise the list click the Maximise icon once more.

View all Sales or Purchase Transactions
To see a listing of all customer or supplier transactions:

1. Click the Transactions tab (1).

2. On the left is a list of all available types of transactions. Click to choose a particular

type of transaction (2).

3. To narrow the view, click the drop-down arrow to the right of Filter By (3).

4. You can also filter using the Date (4) drop-down lists.

Ll

1% New Customer... New Transactions » = Print & Customer & Job Info ﬁ Export...

Customers & 1 Transactions l Filter By |P.II Invoices  |*| Date |P-|| id|

Custamer | Murn | Date =~ | Due Date | Ageing | Amnount | Open Balance
Sampsan, Sally 1 0303, 18/03/2008 460,49 0,00~

[E Estimates Singh, Amit 3 s 12;03! 4 | 12{03/2008 359,59 0,00 —

= 2 Calver, Rabert 503 27403, 27042005 234,02 0.00

[E statement Charges Fernandez, Anna 504 02f04/2005 02/04)2008 338,96 0.00

E sales Receipts Thorpe, Janice 505 057042005 05/04/2008 199,87 0.00

[E received Payments Barton, June 506 14f04/2008 30/04/2008 148,57 0.00

[E Credi Notes Kaley's Cattery 507 25042005 25052005 1,008.91 0.00]

[E Refunds Singh, Amit 505 02405/2005 02{05,2005 202,57 0.00
Fernandez, Anna 509 05/05/2005 23052005 401,79 0.00
St andrews School 510 13/05/2008 13/06/2008 1,363.74 0.00
Business Security Lkd 511 13052005 20/05/2005 5,054,953 0.00
Business Security Ltd 512 20§05/2008 27052008 2,872,458 0.00
Marya Lettings:Abingdon branch 513 27i05/2008 27[05/2008 545,50 0.00
Linton Letting Agency 514 10406/2008 250062008 1,474,485 0,00
Kaley's Cattery 515 17/06/2008 17/07}2008 794,02 0,00
Business Security Ltd 516 271062008 04/07/2008 3,750,29 0.00
Calver, Rabert 517 034072005 17/07}2008 172,88 0.00
Mava Lettings:Abingdon branch 518 08§07/2008 08/07 /2008 1,228.72 0.00
Tharpe, Janice 519 17/07/2008 17/07}2008 25,39 0.00
Mava Lettings: Thame branch 520 2zi07/2008 z2z/07j2008 1,635.81 0.00
Cornell & Sons 521 28i07/2008 28/07/2008 156 1,151.70 1,151.70
Bartan, June e 01408/2005 15052008 166,43 0.00 B

v




Add a Customer

Here’s how to enter a new customer’s information:

1. In the Customer Centre, click the drop down arrow to the right of New Customer & Job
(1), and select New Customer (2).

View I.ﬁ.n:tive Cuskomers -

{‘-;, Mew Customer & Job = 1] New Tri

MNew Customer

Transactions

|

il

2. The new Customer dialogue box will appear. Enter all the data about the customer,

including the name, invoice and shipping addresses, and any additional information,

such as your customer’s payment terms, credit limit, and VAT registration number.

Note that you can add multiple shipping addresses (3).

Msane . (Tvpeahelpquestion Ask|  w HowDo 17| |0 X] |

Cuskomer Marme

Cpening Balance

as of How do I determing
|31"' 12f2008 E the opening balancer?

Mr. [Ms. [ ..
First Marne

Lask Mame

Addresses
Inwoice To

Address Info I Additional Info l Payment Info l Job Info I

oK |
Cancel |

Comparry Mame |

—

|— M.IL |_ Fax

ek |

Contack | Help |
Phone

I Cuskomer is

I inackive

Ak, Phone |

Alk. Conkack I

E-rnail |

Zc |

Ship Ta | v

Edit |

Copy == |

add Newl it | DElELE |

V| befault shipping address
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Add a Supplier
Here’'s how to enter a new supplier’s information:

1. In the Supplier Centre, click New Supplier (1).

{7 New Supplier..

Suppliers Transactions ]

Wig I.ﬁ.ctive Suppliers ﬂ il ‘

2. The new Supplier dialogue box appears. Record address and contact details, and any
additional info (such as terms and VAT number).

Type a help question | Ask ¥ HowDoI?| _ O] = |

Supplier Marne |
i How dio T determine
a=0 |31-'I12-"2':":'8 E the opening balance?

Cpening Balance |
Cancel

J Address Info I Additional Infao ]

i3

ek

Campany Name| Conkack Help

|
M Ms. L I Phone | r Supplier is
|

First Marne I M. I Fax inactive
Supplier i
st | . o | m
Mame and Alk. Contact |
Address
E-mail |
o |

Prink on Cheque as

address Details | |




Chapter summary

Now that you have completed this chapter, you should be more familiar with the concept of
lists and be able to use them. You have had a chance to:

e understand what lists are and how they’re used

« understand the different types of lists

e Ccreate a new account in your Chart of Accounts

« display the item list and create service, non-stock and stock items
o display the VAT code list,

« work with the Customer and Supplier Centres and,

e create a new customer and new supplier.

If you have not set up the customers, suppliers and items for your own company, you could
choose to do so now.
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Working with Customers

This chapter looks at how to process
customer transactions.

Upon completing this chapter,
you should be able to:

Create a
customer Use the
accounts- QuickZoom
receivable feature
report

Receive
Create and and record

print invoices customer
payments




Creating Invoices

The Home Page flowchart provides a guide for you to undertake tasks in the correct order.
By just preparing a simple sales form, or invoice, QuickBooks® can send the invoice, make
sure that the transaction is recorded in the right accounts and track the status of the
customer’s account.

In most cases, the sales form is used to print an invoice to be sent out by post. With
QuickBooks the term “send an invoice” is used not only to indicate that an invoice can be
printed and put in the post, but that it can also be e-mailed or faxed.

Here’'s how to prepare a customer invoice, starting from the Customer Centre.

1. Click the New Transactions button and choose Invoice. This opens the Create
Invoice window.

& Mew Customer & Job - ~| MNew Transactions - = Pr
=

Estimates

Customers & Jobs Tran: po
Chrl+I

ﬂ Sales Receu:ts

Wigw I.C\cti\-'e Cuskamers
Skaterment Charges

Mame | Ealan  Receive Payments
+Adams, Julie Credit Mates/Refunds
+Adeliyi, Arthory 0.00 :” B

2. Most of QuickBooks forms feature an icon bar (1). From the icon bar you can click
on Previous to view the last invoice, click on the Print icon, or click Send to send the
invoice. There's even a spell-checker to correct typing mistakes.

Tvpe a help question | Ask ¥ HowDoI?| _|O| x
Previous Mext &g Print = Send Find Spelling Histaory Letters - Customise  ~
Customer: Job 1 Template | Print Preview
eat and Barley Pub |ProFessmnaI Invaice,., ¥

Invoice 30/09/2008 El 536

Prestige Eskates
Castle wiew

Bell Lane

Buckinghan ME18 4AD

PO, Mo, Terms Dz Date
w7 =|omnoze @
Ikemn Description ok Rate Arnaunk VAT I

Simple:x lack, Simples 3000 lock 3 4 147,13 538,52
—hubb Mortise “hubb Mortise Lock 3670 5 33,95 194,75 |5

||

=l
Customer - Takal AT wrorfl 4 |
Message
Total 20,34
[T Tobeprinted | 5 Add Time/Costs... | Apply Credits. ., | Payments Applied 6 0.00
Balance Due 220,34
™ amounts include vaT
Memo |
Save & Close | Save & New | Rewvert

7




3. If you wish, you can select a different invoice template. For the sale of a product, for
instance, you can choose a product invoice. The invoice can also be customised by
clicking the Customise button (2).

4. Fill in the blanks by choosing a customer from the Customer:Job drop-down list,
items from the drop-down Item list that appears when you put your cursor in (or tab
to) the item field, and a quantity in the quantity field (3). QuickBooks automatically
fills in most of the information on the invoice from the material you entered into the
lists, such as the VAT code and item description.

5. Notice that QuickBooks keeps track of the Total VAT (4) and Total of the invoice.
6. To automatically flag the invoice for printing, click the To be printed box (5).

7. QuickBooks keeps track if any payments are applied against the invoice, and any
outstanding balance thereon (6).

8. Click on Save & Close to record the invoice and close the window, or Save & New to
prepare another invoice (7).

Warning: Clear will remove all information that was entered on the invoice!

Note: It’s easy to change any of the fields that QuickBooks automatically entered. Just click
on the information to change and retype the information. If an item or customer name is not
already present in the appropriate QuickBooks list, QuickBooks will invite you to use the
QuickAdd feature in a special dialogue box.

Printing Invoices

Use the Print Forms feature to print invoices and most other forms. Using this feature, you
do not have to print invoices one by one. You can select the invoices to be printed and let
QuickBooks do the rest. To save even more time, this feature will enable you to print all
invoices queued for printing in two mouse clicks.

Here’'s how to use the Print Forms feature to print an individual invoice, a series of invoices.
Note: You have to have your printer connected and turned on before you begin.

1. From the Menu bar, click File, Print Forms, then Invoices.

Select Invoices to Print B x|
AR Account I.C\ccounts Receivable ﬂ
Select Invoices ko prink, then click 2, 0K 2
There are 2 Invoices ko print for £1,136,13, |
Cancel
< | Date Tvpe Ma. Cuskamer Template Annount
Y |03/05/2008 INY 501 Sampson, Sall Product Invoice Modern 460,49 Help |
V[30f09/z005 TNV 1 535 Prestige Estates:Port ...|Product Invoice Modern &75.64
3000972008 INY 536 Prestige Estates:Whe. .. |Produck Invaoice Madern 970,34 R |
Select Mone |
Print Labels |
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2.

QuickBooks displays the Select Invoices to Print dialogue box, with a list of the
invoices not yet printed. A tick shows invoices that will be printed (1).

If there is an invoice selected for printing that you don’t want to print this time, you
can “de-select” it (remove it from the list to be printed) by clicking over the tick. You
will see the tick disappear. The next time you see the Select Invoices to Print
dialogue box, the invoice you de-selected will still be there, waiting for you to print it.

Once you are certain all the invoices you want to print are ticked and all the ones
you don’t want to print are not ticked, click OK (2).

Receiving and Recording Payments

To record the received payment in QuickBooks, use the Receive Payments feature.

Using Receive Payments to record the customer’s cheque ensures that QuickBooks not only
updates your bank account, it also assigns the payment to the customer’s invoice which
means that your customer records are up to date as well.

Here’s how you receive and record a payment:

1.

You can reach Receive Payments from the customers’ area on the Home Page (1),
or by clicking New Transaction in the Customer Centre and selecting Receive
Payments (not shown).

¢
Create Sales
Receipks

[ £ Customers

Invaices

& B %

Skatement Skatements Refunds
Charges & Credits

This opens the Receive Payments window. Enter the relevant information:

e the customer name (2). Note: you can use the drop-down Received From list or
start typing the name and QuickBooks will fill in the rest (called “auto-fill”).

e the payment amount (3).

o the date you received payment (4) Note: default date will be the current day’s
date.

e the payment method (5) using the drop-down Pmt. Method list, and if it's a
cheque, the cheque number (6).




@ Tvpe 3 help question |Ask * HowDoI?| _|O] =

& previous [ Next |E‘:hHistu:ur'y' -|
Customer Payment

Recsived From IBusiness Security Lbd 2 EI Customer Balance 4 642 04
Amount I 4,642,04 3 Date |31,|'12I2I:|DB | 4

Pmt., Method |Cheque =] Cheque # 739 6

Mema I Where does this payvment go?

4 ¥ Frocess credit card payment when saving Find a Customer/Invaice. ..

4 [JDate Mumber Cirig, Amk, amt, Due Pawment
J [E7iosfzo0s 525 g,642.04 4,642.04 4,642.04 =

Z |

-

Totals 3.642.04 +4.642.04 4.642.04

Amounts for Selected Invoices

Armnount Due 4,642 04

Un-apply Payment | Applied 4. 642.04

T | Credits Applied 0.00
Save & Close | Save & New | Clear |

3. Apply the payment to an invoice by ticking the correct invoice in the Applied To list
(7). If the amount received matches the amount of one of the invoices, QuickBooks
recognises this and will apply the payment to that invoice. If several invoices are
being paid, QuickBooks will automatically choose the oldest invoices against which
to apply the payment and will continue applying it to the next oldest until the
payment amount is used up (only if the “Automatically apply payments” preference
is enabled, see below). If you want to apply it to a different invoice from that or
those selected, simply click the ticks on or off as you learned how to do earlier.

Note: The payment above will automatically be deposited in an account called Undeposited
Funds. This allows you to group payments that were banked together on one paying in slip.

To choose whether a payment goes to Undeposited Funds account or was banked on its
own the day it came in (eg BACS), you need to change a preference:

1. Click Edit in the Menu Bar and choose Preferences.
2. Scroll down to the Sales & Customers and click on Company Preferences.

3. Untick the box next to “Use Undeposited Funds as a default deposit to account” (1).

Receive Payments 1
~ Auktomatically apply Automatically IJse Undeposited Funds as a
payments calculate pavments default deposit ko accounk

Note: This is also where you can ensure that “Automatically apply payments” is ticked, so




that QuickBooks automatically applies payments against invoices as described above.

Undeposited Funds

If a payment is received and you still have it, for example in a safe or drawer, it’s a good
idea to let QuickBooks know that the money is received but not yet deposited. QuickBooks
records the money in an account called Undeposited Funds. When the money is taken to
the bank and deposited, you can use the Deposits feature to move the amount deposited
from the undeposited funds account to your bank account. Here’s how:

1. From the Home Page click the Deposits icon (1). This opens the Payments to
Deposit window

Banking

Reconcile

Deposits

=
Write  Current Account
Cheques Regisker

Print
Cheques




2. Select which payments to deposit (2), using the tick feature again. Click OK (3).

Payments to Deposit Type a help question | Ask ‘% How Do I?| Elél
 Select Yiew
View payment method tvpe lﬁ wWhat are pavment method views?
— Select Payments to Deposit
< | Date | Time | Type | Mo, | Payment Method | Mame | Amournk
2 31122008 PMT 784 Cheque Business Security Lkd 4 £42,04
09/09/2008 PMT card MasterCard Ling, Yao 118.68
0 of 2 payments selected for deposit Payments Subtotal 0.00
Select all Selectione
3 (1].4 | Cancel | Help |

This opens the Make Deposits window. Check that the deposit is posted into the
correct bank account, and enter the deposit date (4). In the “Deposit” field (5) you
may find it useful to add the paying in slip folio number to assist in bank
reconcilations later. A helpful feature within this screen is the facility to replenish
petty cash from cash bankings (6)

e o

Tvpe a help question | Ask w HowDoI?| _|O] =

A previous [ Hext ﬁ Print - | Payments Qb Histary:
Deposit Ta [Current Accou || Date 3171202008 | 4 Jemo [Deposit S)

Click Payments ta select custamer pavments that wou have received, List any other armaounts b deposit below,

Received Fram Fram Accounk Menin Cha Ma. Prik Meth, Arnnunk

Business Security Lkd  |Undeposited Funds 789 Cheque 4,642,004 |~
Ling, ¥ao Undeposited Funds i 522 card MMaskerCard 115,68

|
Deposit Subtokal 4, 760,72

To get cash back From this deposit, enter the amount below, Indicate the accounk
where wou want this money ko go, such as wour Petty Cash account,

Zash back goes to Zash back memo Cash back amnrﬂl—
= 6
Deposit Total 4, 760,72
7 Save & Close | Save f New Clear

Click Save & Close (7).
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A/R Ageing Summary Reports

Ageing refers to the tracking of outstanding invoices. QuickBooks offers preset ageing
reports that show how much is currently due, due later, or overdue. An A/R ageing summary
breaks the amounts owed by customers into categories so that it is possible to see how
much is

currently due

31 to 60 days overdue
61 to 90 days overdue
over 90 days overdue.

To create an A/R Ageing Summary Report, click on Reports on the Menu bar, choose
Customers & Receivables, and then click on A/R Ageing Summary.

Il A/R Ageing Summary sk & help question [Ask[] = How Do 17 [l _TO[ <]

Modify Report. . Memgrise... | Print... | Emal | Export... Hide Header | Collapse |  Refresh |

Dates |Custnm jlilml;’zﬂﬂ? E Interval (days) [30 Through (days past due) |90 Sort By |Dafault j
1231 PM The Grate Sound Shop

2407 AR Ageing Summary

As of January 31, 2007
o Current ¢ 1-30 ¢ 31-60 + 61-90 o >890 o TOTAL o

Acme Ltd » 000 4 193575 000 0.00 000 19375
Brown & Brown 000 235000 000 0.00 000 235000
Custom Sound 000 775500 0.00 0.00 000 775500
International Sounds Ltd 000 405375 000 0.00 000 405375
TOTAL 0.00 16,097.50 0.00 0.00 0.00 16,097.50

More information can be obtained from any report with the QuickZoom “magnifying glass”.
When the mouse pointer is placed over a number in a report, a magnifying glass icon (1)
appears. Double-click the magnifying glass to bring up the QuickZoom window.

Il A/R Ageing Summary sk & help question [Ask[] = How Do 17 [l _TO[ <]

Modify Report. . Memgrise... | Print... | Emal | Export... Hide Header | Collapse |  Refresh |

Dates |Custnm jlilml;’zﬂﬂ? E Interval (days) [30 Through (days past due) |90 Sort By |Dafault j
1231 PM The Grate Sound Shop
2407 AR Ageing Summary

As of January 31, 2007
o Current ¢ 1-30 ¢ 31-60 + 61-90 o >890 o TOTAL o

Acme Ltd ono 183875 0.0n 0.00 ooo 183875
Brown & Brown 000 235000 000 0.00 000 235000
Customn Sound 0.0o0 000 77500
International Sounds Ljd 000 b 4,053 1 0.00 000 405375
TOTAL 0.00 16,097.50 0.00 0.00 16,097.50

Ask a help question [Ask [l = How Do 12

il A/R Ageing QuickZoom

Memarise... | Print... | E-mnail ‘ Exzport... Hide Header
Custo = | s of [31/01j2007 ﬂsm By [Default |
12:33PM The Grate Sound Shop
200407 AR Ageing QuickZoom
As of January 31, 2007
. Type o Date o Hum o P.0.no o Hame o Terms ¢ DueDate o Ageing ¢ _Open Balance o
International Sounds Ltd
» Invoice 04/01/07 3 Interniational Soun 2 0440107 27 405375 4
Total International Sounds Ltd 405375
TOTAL 4053.75

Place your pointer over the name of the customer (2) and double-click the magnifying glass
again, and QuickBooks opens the original invoice.
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B Create Invoices Ask a help question | Ask @ = How Do I?I — |E|| XI
Wprevious P pext @ < @Email | %{ [ Speling QhHi_story Journal @ Time/Costs. .,

Customer: Job Template Customise |
[International Sounds Led) j IIntuitService Inwoice j

Invoice 04012007 | |3

International Sounds Led
110 High Street
‘Waolverhampton Wyl 2BC

— tler -

) Price  WAT WATAMT  Amount
Installation 23 Installation of Home 150.00 |5 603,75 3,450.00 =
Entertainment system _I
-
Customer - WAT TOTAL 603,75
Message
Tatal 4,053.75
¥ Tobe printed [ amts inc waT Balance 4,053.75
Memo

Save & Close | Save & New | Rewert |

This handy tool lets you move around QuickBooks efficiently, finding related information and
original source documentation easily.

Chapter Summary

After working through this chapter, you should be familiar with the concept of working with
customers and be able to undertake the following in your own company:

e create & print customer invoices

e receive customer payments

e deposit customer payments

e View an accounts receivable report, and
e use the QuickZoom feature.







Working with Suppliers

This chapter discusses how to
process supplier transactions.

Upon completing this chapter,
you should be able to:

Enter
purchase
orders

Enter supplier Pay supplier Write and
bills bills print cheques

Create a
supplier
balance report




Like most business owners, you probably get bills from suppliers which you pay later,
pehaps on a particular day of the month, or as near as possible to their due dates. You will
want QuickBooks® to keep track of your bills and remind you when to pay them.

The money owed for unpaid bills is tracked in Accounts Payable. By entering unpaid bills,

QuickBooks can track the amounts owed and their due dates, and can produce reports
summarising your Accounts Payable.

Entering bills

1. On the Home Page click Enter Bills, or, from the Supplier Centre click New
Transactions and then Enter Bills (1).

{7 New Supplier... | Mew Transactions * =)

Eal

Enter Eills

Suppliers

Pay Eills

Wiew I.ﬂ.ctive Suppliers Purchase Orders

Receive Ikems and Enter Bil

Receive Ikems

F T TR JON B

2. This opens the Enter Bills window. This is where you enter:

Type a help question | Ask » HowDoI7| _|0O| x
@ previous  [F next | a Find Eth History

@il O Crede [¥ Eil Received
Supplier Office Direct 2 - Date 29092005 ﬁl 3

Ref. Mo, We709
Address —1 4 F

Amounk Due 55,00 5

Eill Due 09j10fzo08 H
Terms - 6
Memo
Expenses £46.81 IItems £0.00 ]

Account YAT Amount Memao Customer:Job | Billable?
Office Supplies x5 x| 46,51 = I=
~|

9 | rotalvar] ERCINN=: |

[T Amounts include YAT

Clear Splits I Recalculate | ]_O Save & Close I Save & New I Clear I

« the supplier name (2). (Remember to use the drop-down suppliers list.)

« the date of the bill (3)

« a reference number — usually the supplier’s invoice number (4)

« the gross amount due of the bill (5)

« the bill's payment-terms (6) which determines the due date, or simply type in
the bill due date

« the expense account to which this bill is assigned (7)




« the VAT code (8). QuickBooks assigns a default VAT code automatically if the

expense account was set up with a default code associated with it. QuickBooks
will automatically calculate the total VAT for the bill (9).

Click Save & Close (10).

Paying bills

QuickBooks can let you know if any bills are due to be paid.

To check if any bills are due, select the Pay Bills feature and QuickBooks will display any
bills that are due for payment. When you use the Pay Bills feature, QuickBooks clears the

paid bills from Accounts Payable and updates the supplier balances owing. QuickBooks also

keeps a history of when bills were entered and when they were paid, and makes sure that

no bill gets paid twice.

1. On the Home Page click Pay Bills, or from the Supplier Centre click New

Transactions and then Pay Bills .

Type a help question | Ask ¥ HowDo1?| _|0O| %
T—
r Select Bills to be Paid 1
& |_
chiow bills Due on or before [ney10/200 ‘
" zhow ol bils Sort Bils By [Soppler 2
PREEN
[ | DatzDue | Supplier Ref. Mo, amk, Due Credits Used amt, To Pa
- 03/0942008 |City Safe Wholesale 9235 (I FOo.12 0.00 0,00 =
| 11{0942008 |Energen 251.45 0.00 0,00
[T |ot10/2008 |Fastlock 5,675.00 0.00 0.00
- HMRC YaT 5 5158.17 0.00 0.0o
- 29/0942008 |ME Dodd 23564 140,89 0.00 0.00
[ [o1jo9/2008 |Stuart Leven 1,000,00 0.00 0.00
[T |o1/10/2008 [Stuart Leven 1,000.00 0.00 0.00
[T [15/09/2008 |Taylar Yans Lid 23481 4,406.25 0.00 0.00
-
13,591.55 0,00 0,00
Select All Bills
— Credit Information For Highlighted il
Supplier Mumber of Credits 0
Bill Ref. Ma. Takal Credits Available 0.00
G b Bl | Sek Gredits |
—Payment Account ————————————— "Payment Method Payment Date
&
-
|Curr_ent Account J |Cheque - ; = O6/10j200 5
Ending Balance 201.12 4 ' Assign cheque na,
6 Pay Selected|Bills | Cancel |

2. Select whether to show only the bills due for payment up to a particular date, or all
bills (1). Choose a sort method (2). You can choose Due Date, Discount Date,

Supplier or Amount Due.
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Select the bills to pay (3). Bills with a tick will be paid.

Choose the payment method (4), in this example Cheque. For cheques, select To be
printed if you want QuickBooks to print a cheque later on printed cheque stationery.
If the cheque was handwritten, click Assign cheque no.

Enter the payment date (5).
Click Pay Selected Bills if you have finished paying bills (6).

If you chose to “Assign cheque no” in the previous screen, QuickBooks will display a
window for you to enter the appropriate cheque number from your chequebook.

Assign Cheque Numbers ﬂEILI
Payment &ccount  Current Account

How do you want to assign cheque numbers?
" Let QuickBooks assign cheque numbers,

& Let me assign the cheque numbers below,

Cheque Mo, | Date J Payee Amnounk
|[0e/10/z008 B City 5afe Whale... 700,12~
=
0K | Cancel | Help |

3. A confirmation window displays a Payment Summary of the bill payments posted in
QuickBooks (7), so you can be sure the bills have been paid:

Payment Summary EI ﬂ

— Payrment Details
Payment D ate 06/10§200&
Payment Account  Current Account
Payment Method  Cheque

Payments have been successfully recarded For the Following 2 of 2 bills:

Date Due | Supplier | Amount Paid
03/09/2008  |City Safe Wholesale 700,12
11/09/2005  |Energen 7 251,45

Total 951.57

How do I find and change a bil payment?

You can print cheques now, or print them later fram Print Forms on the File menu.
Pay More Bills | Done |

From here, you can either return to the Pay Bills window by pressing Pay More Bills

(8), or you can print cheques by clicking Print Cheques (9). Press Done if you
assigned cheque numbers by hand.

Printing supplier cheques

To print the cheques:
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1. If you click the Print Cheques button in the Pay Bills Payment confirmation window
(above), the Select Cheques to Print window appears, showing you the cheques
waiting to be printed (1). You can also access this window from the Menu bar, by
clicking File, and choosing Print Forms and then Cheques.

Use the tick feature to select or de-select which cheques to print.

Select Cheques to Print Tvpe a help question | Ask| » How Do 17 | B x|
First Cheque Number|4 \é Order chegues

Bank Account | ST e s

Select Cheques ko print, then click OF.,
There are 2 Cheques to print For £951,57.

| Date Payee Amount | oK 2 ||

+|06/10/2008 Citw Safe Wholesale 700.12]

< 0E10/2005 Energen 251.45 Cancel |

|| 1 Help |
Select all |
Select Mane |

2. Ensure that your printer is connected and turned on, and that you have loaded your
cheque stationery. These have to be ordered in advance and approved by your bank
manager. Tip: For details on how to order cheque stationery, click on the link to
Order cheques and supplies in the Learn About Services area of the Home Page, or
on the Order Cheques button at the right-hand side of the Write Cheques window, or
search on Stationery in the Help.

Click OK (2).
3. In the Print Cheques window, select which style of cheque stationery you have and
click OK (not shown).
Printing remittance advices
If you print using the Standard cheque style rather than the Voucher style, or if you have
recorded payments made by handwritten cheques, you might want to print out remittance

advices to accompany the payments.

1. From the Menu bar, click File, choose Print Forms and then select Remittance
Advice.

The Select Remittance to Print window appears.




2. Change the date range if necessary (1) and use the tick feature to select or de-
select which remittance advices to print (2).

Select Remittance Adyice Forms to Prink

Dated [01/10/2008 E| thru [06/10/2008 |

Bank Account ICurrent Account j

Select Remittance Advice Forms ba print, then click Ok,
Thete are 2 Remitkance Advice Forms ko prink For £951,57,

1

Bl x|

+ | Date Ref Mo, Mame Armounk
< |os/10/z008 City Safe Wholesale 700,12
< |ogf 1042008 Energen 251.45

oK | 3

Zancel

Help

Presview

Select Al

Select Mone

3. Ensure that your printer is connected and turned on, and that you have the correct

stationery loaded.

Click OK (3).

The Supplier Balance Detail report

After entering the supplier bills and bill payment, you could look at the A/P Ageing Summary
report, which works in much the same way as the A/R Ageing Summary that you looked at

in the previous chapter.

To see a history of the recorded transactions you can create a supplier balance detail
report. This report itemises supplier transactions including bills and bill payments, and it

shows the balance owing to each supplier.

To see this report:

1. From the Menu bar click Reports, choose Suppliers & Payables, then select Supplier

Balance Detail.

You will see a report like the one in the illustration. You can move around in this
report and see details using the same magnifying glass icon and QuickZoom
features you have already used in the A/R ageing report.




_ﬁ Type a help question | Ask ¥ How Do I?I - ||:|| X|

Modify Repart, .. Mematise, . | Prink... | E-mail | Export... Hide Header Refresh I
Dates | Custom =] From| 8| To [51/05/2008 ] sort By [FEET L |
1:55 AM Port Meadow Locksmiths Ltd
M2 B R
31208 Supplier Balance Detail
As at 31 May 2008
& Type & Date + Hum Account & Amount & Balance &
City Safe Wheolesale
» Bill 160572008 8878 Accourts Payable 1,879.74 187974 A
Bill 2710572005 a0z Accounts Payable 3,367 .56 9,247 50
Tatal City Safe Wholesale 5,247 .30 5,247.30
M E Dodd
Bill 10/0372005 23391 Accounts Payable 41716 4716
Eill 1200372008 23421 Accounts Payable 35311 Fr02T
Bill Pt -Chedgue 150472005 100012 Accounts Payable 7702y .00
Total M E Docld 0.00 0.00
Hational Access
Bill 180572008 098764 Accourts Payable 995.75 995.75
Total Mational Access 99575 99575
TOTAL 6,2 46,05 6,2446.05

Using Write Cheques

It sometimes happens that you pay a supplier’s bill immediately, or else you may not
receive a bill at all. For example, on the first of the month you might pay your office rent,
even though your landlord never sends a bill.

Rather than entering a bill for this type of payment, you can simply write a cheque and
record the payment in QuickBooks using the Write Cheques feature.

Using Write Cheques is a way to bypass Accounts Payable. Remember that an accounts
payable means that there is an unpaid supplier bill that is owed by your company. If you pay
the bill immediately then there is no outstanding amount for QuickBooks to track in
Accounts Payable.

1. From the Banking section of the Home Page, click the Write Cheques icon (1).
Alternatively use the Menu bar to access the form by clicking Banking and then Write

Cheques.
Banking
B &
—3 i —
Record Reconcile
Deposits

1| & B8

Wrike Current Account
Cheques Reqgisker

.4:1! [@
Print Enker Credit
Cheques Card Charges

2. This opens the Write Cheques window. This is where you enter:




« the payee’'s name (1)

« for a handwritten cheque, make sure there is no tick in To be printed, and

enter the cheque number (2)
« the cheque date (3)
« the amount of the cheque (4), and
« the account to which the expense is assigned (5)

« the VAT code (6). QuickBooks may assign a default code automatically if the
expense account has been set up with a default VAT code to be associated

with it.

Click Save & Close (7) if you have finished writing cheques, or Save & New to record

another.

Tvpe a help question | Ask * HowDoI?| _|0O] x
A previous [ Next @ Print - | %{ Fird Journal
Bark Account | aieanaatan Ending Balance -750.45
Mo, 9©
Date 10/10/z008 2
Pay to the Order of Thames Counci 1 hdl £ 111.00 3
One hundred and eleven and 00y 100* ***********************;Ifeﬁﬁ%nd 4

Crder Cheques
Expenses £111.00 I Ttems £0.00 ] I Ta be printed
Accounk WaT Arnount Merno Cusktometr: Job Billabl=?
Rent & Rates E 111.00 |Rates For 2007-05 1=
~
5 6
Tatal YaT I 0.00 Edlit: |

[T amounts inchude YAT

Clear Splits I Recaloulate

Save & Close | Save & New | Rewert |




Purchase orders

A purchase order (often abbreviated to PO) is used to tell a supplier which of their products
or services you want to buy, under which credit terms, price and quantity. Using a recorded
transaction, a purchase order system enables you to:

o Keep track of what you've ordered from a supplier.
+ Record what you have received.

+ Know if there are more items to follow (in other words, if items are on back order).

Creating a purchase order

By now it is probably becoming obvious to you that if the Create Purchase Order icon is
missing from the Home Page, it's because the Stock and Purchase Order preference is not
enabled.

To enable POs and access the form:

1. Click on Edit, Preferences, then select Items & Stock preference, choose the
Company Preferences tab and click the box beside Stock and purchase orders are
active. New icons will appear on the Home Page for the PO process.

2. To access the PO form, click the Purchase Orders icon on the Home Page, or, from
the Supplier Centre click New Transactions and then Purchase Orders.

The Purchase Order window closely resembles the Enter Invoices window—with two
significant exceptions:

+ The Purchase Order form includes a Ship To field (1). With this field, you can ask
your supplier to deliver to you or deliver (or drop-ship) the order directly to a
customer or any other location.

« Unlike a supplier bill, in which you can record expenses as well as the purchase of

items, the purchase order in QuickBooks can only be used for items. This means
that you can’t—nor should you want to—send a PO to your telephone company to
purchase this month’s telephone service!

To complete a purchase order:
1. Choose the supplier from the drop-down supplier list (2), then:
o Verify or correct the date.

o Choose items from the drop-down item list in the Item column (3).
o Tab to the Qty column and enter the number of units you want (4).
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= 3 1 ase Ord Type a help question ﬁskh #* How Do I?h - |E|l x‘
& previous B Mext g2 Ed) E-mail | %) Find Speling &y History  [34 Customise ~
Supplier Ship To Template | Print Preview I
|Able Locksmiths ] | -] |Cust0m Purchase 0., = |
2 Tax Date

Purchase O i 06/10j2008 =

Able Locksmiths 1 > Part Meadow Locksmiths Led

21 Green Road 2 Cranston Road

wellington Marsh Crford

Hereford el

HRZ 9aT x4 3L5

Ship Via
06/10{2008 & ||DHL -
Item Description Gk Rake Custamer VAT | Amount | Rew'd | Clsd
Chubb deadlock Chubb 3C14 10.12 3 10,12 (0 (=~ |
deadlock,
E 4
| hd|
Supplier Toktal VAT 177 | yiew |
Message
Total 11,59
= —
" To be printed [ Closed
[ Amounts include vaT
femo | Save & Close I Save & New | Rewvert I
6

2. You now need to send the purchase order to your supplier. Click on the Print or
E-mail icon (5).

3. Click Save & New if you have other purchase orders to write, or Save & Close to
record the Purchase Order and go on to another task (6).

What QuickBooks does with the purchase order

How does QuickBooks handle the information entered on the Purchase Order form? Does it
update the stock? Does it add an amount payable to the supplier?

The answer to both these questions is no. A purchase order is a non-posting form. This
means that, other than remembering that you will be receiving items from a supplier,

QuickBooks does not post—or record—entries to your stock, liability (or any other) general
ledger accounts.

This information is only posted in QuickBooks to the accounts when the actual items are
delivered and you receive the supplier’s bill.




Receiving a supplier bill

After issuing a purchase order, you will, soon after, receive the ordered items along with the
supplier’s bill.

To record the bill:
1. From the Supplier Centre, click on New Transactions and choose either the Enter
Bills option or the Receive Items and Enter Bill. Either option will present you with
the Enter Bills form.

On the Enter Bills form:

2. Enter the supplier’'s name (by starting to type it and letting QuickBooks auto-
complete it, or by selecting the name from the drop-down supplier’s list) (1).

3. If there’s an existing, or open, purchase order, QuickBooks will display the Open
PO’s Exist window (2).

4. Click Yes to view a list of this supplier’s open purchase orders (3).

B =10 %]
& previous [ Mext |aFind %Histnry
&gl Credi ¥ Eill Received
T
Supplier  Able Locksmiths 1 j Date 05/10/2008 E
Ref. Mo,
Address
Amount Due 0,00
Bill Due lgji0fz005 &

Open POs Exis El
Terms
Memo Dpen purchase orders exist For this supplier, Do wou want bo receive againsk one or more of
—_— ul these orders?
EXpENnses
Account 3 o | able?
=
~|
Takal VAT | =
[ Amounts include YAT
Clear Splits | Recalculate Save & Close | Save & New | Clear I




5. QuickBooks opens the Open Purchase Orders window. Click on the desired PO (4)
and then click OK.

Open Purchase Orders

SUpp... |F\ble Locksmiths j
Seleck & Purchase Order ko receive

C |
| | pate PO Mo, Merna ance

i

S 06/ 10/Z008 10 Help
4

6. QuickBooks then transfers the information to the supplier’s bill in the Enter Bills
window. Verify that the information is accurate, and update it if necessary (e.g.
quantities).

7. Enter the supplier’s invoice number into the Ref. No. field (5) and the Terms (6) if
they are not already present.

Tvpe a help question | Ask ¥ HowDoI1?| _|0O| x
0 previous B Next | %{ Find E‘:h Histary
@ il Credt ¥ Eill Received
Supplier  Able Locksmiths | pate 0610200
Aekless able Locksmiths Ref, M, Grea? |
21 Green Road 1189
welington Marsh Amounk Due 1289
Hereford p
HRZ DAT Eill Due 06/10/2008 E
Terms ey 6 ~| Discount Date 06/10/2008
Memo
Expenses £0.00 I Items £10.12 I
Item Description (o] Cost VAT Armnount Customer:... | Billable? | PO Mo.
Chubb deadlock  |Chubb 3C14 1 10,12 |5 10.12 |1EI I
deadlock |
A/ ¥ | \ -
Select PO | Clear Qtys I Show PO I
Tatal vaT | 177 [edi |
[ amounts include WAT
Clear Splits | Recalculate | 9 Save & Close | Save & New I Clear |

8. Notice that a new column has appeared on the bill, linking the bill to the PO (7). You
can use the three buttons on the bill to include another PO on this bill, clear the
gquantities or view the original PO (8).

Click on Save & Close to record the bill (9).

Note: If the bill is a part delivery of the PO items, the oustanding items will remain
active on PO, allowing you to create another bill for those items at a later date.




Cancelling an open purchase order

If a supplier can’t deliver on a purchase order, or you have cancelled the order with them,

you will need to update the list of open purchase orders in QuickBooks.

To find a list of all existing purchase orders:

1. Click Reports on the main menu, choose Purchases and then choose Open

Purchase Orders.

Gl |Typea help question sk v HowDoT2| _|O] x|
Modify Report. .. Memgotise. .. | Prink... | E-mail | Export. .. Hide Header Refresh I
Dates IF\II =] From | E To | E Show All |Sort By |Default =]
3:43 AM Port Meadow Locksmiths Ltd
20
2/ Open Purchase Orders
All Transactions
+ Type + Date * Hame + Hum + DelivDate Amount %+
» Purchaze Order 070872005 FastLock 3 120852008 71365 4
Purchase Crder 104092005 Barbury Locks and La... 7 304092008 431.33
Purchaze Order 16/09/2005 FastLock g 061052008 155.81
Purchaze Order 0602005 Ahle Locksmiths 10 0B 02006 11.89
Total 1,312.73

2. From the list of open purchase orders, find the purchase order you want to cancel (in
the example, Able Locksmiths) then QuickZoom (double-click) on this purchase order

to open the form.

= Type a help question | Ask

& previous [ Hext @Print - @E-mail | @‘Find Spelling El:t.History %Customise -

vHowDoI?L_lDlXi

Supplier ship To

Inble Locksmiths =

Purchase Order

Able Locksmiths
21 Green Road
welingtan Marsh

Template  Prink Preview |
ICustom Furchase 0., ¥

T te
_DS;'IU,I'ZDDB =]

Port Meadow Locksmiths Ltd
2 Cranston Road
Oxfiord

Hereford erinlj}
HR.Z 94T x4 3L
Ship Yia
06/10/2008 @ |(DHL -
Item Description [0l Rate Customer WAT | Amount | Rev'd | Clsd
Chubb deadlack > | Chubb 3C14 10.12 |z x 10.12 (0 |f =
deadlock
Supplier Total VAT - 1,77 | Wiew |
Message
Total  11.89
™ To be printed ¥ Closed
[T Amaurks incude ¥aT
Merna I ‘ 3 Save & Close | Save & New | Revert |

3. To indicate that the PO is cancelled, tick the Closed box (1).QuickBooks then
stamps the PO “Closed” (2). Type an explanatory memo as a reminder of the

outcome of this purchase order (3).

4. Click Save & Close.

Note: Any PO raised in error can be deleted by calling up the PO and selecting Edit from the

Menu bar, then Delete.
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Cancelling an item line on an open purchase order
If you have a purchase order with more than one item line, and the supplier cannot supply
one of the items, you will not want to clear the whole purchase order. Instead, you cancel
only one item.
To do this, find and open the purchase order as above.

1. To indicate that the line is cancelled, click in the Clsd column (1).

2. Type an explanatory memo as a reminder of the outcome of this purchase order (2).

3. Click Save & Close.

= 3 7 0 Type a help question | Ask ¥ HowDoI?| _|0O] x

@ previous [ next @ Print - @ E-mail | %{ Find Spelling % Histary % Cuskomise ~
Supplier Ship To Template | Prink Preview |
|Banbury Locks and Latches j I =z ICustom Purchase 0., ¥
Ta :
Purchase Order 10j0sz008 @) |7
Banbury Locks and Latches Locksure Lid
33 Rose Lane 2 Cranston Road
Banbury Oxford
Onld 4RE CROM
Qx4 35
Ship via
300092005 @ -
Item Description Q: Rate Customer WAT | Amount | Rcv'd | Clsd
Simplex lock Simplex 3000 lock |1 95,63 3 95,63 |0 =
Union 5 deadl... = JUnion S lever 3 1z.00 rls = 36,00 |0 Y
deadlock
F004 Unican 7004 3 65,00 5 195,00 (0
digital door lock 1
Chubb deadlock Chubb 3C14 4 10,12 5 40,45 |0
deadlock
=
Supplier Total VAT 54,24 | ey
Message _I
Total 431,
[V To be printed [ Closed
[ Amounts include YAT
Mema 2 Save & Close Save & New Revert

Receiving items before you receive a bill
On occasion you will receive a shipment from your supplier before you receive the bill.

To keep your records accurate, if you track stock you will want to update your stock records
to show the item receipt.




To tell QuickBooks that you have received the shipment without the supplier’s bill:
1. Click New Transactions in the Supplier Centre then Receive ltems.

2. Enter the supplier’s name.

You will be prompted to receive against a PO, click Yes, then select the PO from the
Open Purchase Orders window.

3. You will then see the Create Item Receipts form, which QuickBooks has stamped
with “ltem Receipt Only” (1).

QuickBooks also automatically adds a memo to indicate that the bill will follow at a
later date (2).

Type a help question | Ask * HowDo I?| _|0O] x

& previous [ ext | %{ Fird E‘:h Hiskary

@ Bil O Credit I Bill Received

Sup,,, Banbury Locks and Lakches j Taw Dake 06/10/2005 E

Item Ref. Mo, 3
i 1
Retﬁl]l't Total 431,35
Memo  Received items (bill ko Follow) 2
—

Expenses £0.00 ] Items £367.11 ]

Item Description Qby | Cost VAT Arnounk Customer:Job | Billa... | PO Mo,
Simplex lock. Simplex 3000 lock 1 95,63 |5 95,63 7 =]
Union 5 deadlock  [Union 5 lever ... 3 12,00 |3 36,00 7 !
7004 Inican 7004 digital ... 3 65.00 (5 195.00 7
Chubb deadiock.  [Chubb 3C14 deadlock, 4 10,12 |5 40,48 7

hd|
Clear Qtws I Show PO
TotalvaT[ 6424 | Ed |
™ amounts include YAT
Clear aplits | Recalculate | 4 | save & Close | Save & Mew | Clear |

4. Just as you would with a supplier bill, enter the date, reference number and item
information (3), then click on Save & Close (4).

What changes does QuickBooks make to the purchase order? Read on...




What QuickBooks does with the purchase order

If you track stock, on the Stock Valuation Detail report, QuickBooks lists the items as being
in stock, and identifies that they were received via an item receipt form (3).

'@ Type a help question | Ask = How Do I?| _ ||:|| x

Modify Repart. .. Memorise. .. | Print... ‘ E-mail | Export... Hide Header Refresh I
Dates  |custom =] From [o1j10/2008 E| To [15710/2008 EH] Sort By [Defadl: =]
941 AM Port Meadow Locksmiths Ltd
2N = -
iz Stock Valuation Detail
1-15 October 2008
Ed Date k3 Hame + Oty o Cost + OnHand < Aug Cost < AssetValue <«
s 3 ﬂ
ftem Receint 0610/2008 Banbury Locks and Latches 3 19500 11 £65.00 715.00
Tatal 7004 11 T15.00

Chubb deadlock
ttem Receipt 06M 072005 Banbury Locks and Latches 4 4043 11 1042 111.32
Total Chubh deadlock 11 111.32

Simplex lock
] ltem Receipt 06/10/2008 Banbury Locks and Latches 1 9363 3 9563 286.89
Total Simplex lock 3 286.89

Union 5 deadlock

ttem Receipt 06M0/2008 Barbury Locks and Latches 3 36.00 7 1200 84.00
Total Union 5 deadlock 7 §4.00
Total Stock 32 1197.21
TOTAL 32 1.197.1 _I
_ E il

QuickBooks also shows the liability on the supplier’'s accounts payable report (4).

Ti Twvpe a help question |Ask ¥ HowDo I?| _ |0 X
Modify Report... Memorise. .. | Print... | E-mail | Export... Hide Header Refresh
Dates [Custom =1 From [o1/05/2006 B] To [31/12/2008 ]
%11AM Port Meadow Locksmiths Ltd
M2 = -
iz Supplier QuickReport
September through December 2008
ks Type £ Date + Hum < Memo £ Account ¢ ClIr < Split +  Amount £
Banbury Locks and Latches
» Purchase Crder 100972005 7 Purchase Orders -SPLIT- 43135 4
ftem Receipt 0EM 020 4 Received tems (hil to follow)  Accourts Payable -SPLIT- -431.35

However, because the items were received via an item receipt form and not a bill,
QuickBooks does not list the transaction on the Pay Bills window and therefore will not
allow you to pay for the items until you have entered the bill (5).

Twpe a help question | Ask * HowDo1?| _|O] x
— Select Bills to be Paid
haw bill " Due on or b?Fore |15."1'3."2'308 =)
v ; H Sort Bils By [supplier -

¥ | pate Due | Supplier Ref, Mo, Aamk, Due Credits Used Amk, To Pa

T |ot/10iz008 |FastLock 5, 875,00 0,00 0.00 |«

(| HMRC WaT 5 -1 518,17 0.00 0.00

[ 29/09/2005 |M E Dodd 23564 140,89 0.00 0.00

[T |o1/o9/2008 |Stuart Leven 1,000,00 0.00 0.00

[T |o1/10/2008 |Stuart Leven 1,000.00 0.00 0,00

[T |o1/11/2008 |Stuart Leven 1,000.00 0,00 0.00

[T |otf12iz008 [Stuart Leven 1,000,00 0.00 0.00

[T |15/0912008 |Tavior vans Lid 23481 4,406,25 0.00 0.00




To convert an item receipt into a bill:

1. In the Supplier Centre, click on New Transactions and select Enter Bills for Received

Items.

2. You will see the Select Item Receipt window. Choose the supplier name from the
Supplier drop-down list (6).

QuickBooks will return a list of open item receipts for that supplier. Highlight the
desired transaction (7).

3. Click OK.

Select ITkem Receipt Tvpe a help question |Ask ‘% How Do I?| B x|
Supplier [Banbury Locks an. ] 6 oK |

Choose the Ikem Receipt which corresponds ko wour bill Cancel |

Date Ref Mo. IMermno Hel
Received items (bill to F. .. —IE R

4. QuickBooks then opens the Enter Bills form (8). Verify the accuracy of the
information.

5. Enter the supplier’s invoice number on the Ref. No. line.

6. Click Save & New for another transaction, or Save & Close.

i":l Type a help question ||Ask % How Do I?I - ||:|| XI
W previous TP Next | %‘ Find Eth History
@ Bl & Credt I¥ il Received
Supplier Bambury Locks and Latches j Date 06/10/2005
Eanbury Locks and Lakches Ref, Mo, grass | 8
Address
33 Rose Lane
Banbury Amount Due  $31.35
O%16 4RE Bill Due 05/10/2008 B
Terms  Pet 15 > | Discount Date 05{10/2008
Memao
[ Expenses £0,00 ] Items £367.11 ]

Tkem Description Q.. | Cost AT Amount Cuskomer:Job | Bill... | PO Mo,
Simplex lock, Simplex 3000 lack, 1 95,63 |5 95,63 7 I;
Union 5 deadlock  (Union S lever deadlock 8 12,00 |3 36,00 7 -
Fo04 Unican 7004 digital 3 65.00 |5 195,00 7

door lock
Chubb deadlock  |Chubb 314 deadlock 4 10.12 (5 40,48 7 _I
-
Seleck PO I Clear Qtys I Show PO
Tatal vaT | e4.24) | Edi |
T Amounts include YAT
Clear Splits I Recalculate Save & Close | Save & New | Revert |
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Tip: To view a list of all open item receipts, use Advanced Find:

1.

From the Menu Bar, click on Edit and choose Find from the drop-down menu.
QuickBooks displays the Find window; select the Advanced Tab.

right of the Filter list will change to the Transaction Type field.

. In the Filter section on the left, find and select Transaction Type. The field to the

In the Transaction Type field, choose Item Receipt from the drop-down list.

Click on Find, and QuickBooks will display all open item receipts at the bottom of the
window. To go to one of the open item receipts, double-click on that line.

Ikem
Memo
Mame
Mumber

TransactionType | |

Posting Status

g Tvpe a help question Askl % How Do I?| - |EI| x|
Simple I Advanced I
- hoose Fiter Current Choices
Filker TransactionType
Account s Filker Sek ko |
Amount 3 IItem Recaipt =l Transaction... |Item Receipt ] Reset
Date Detail Lewel  |Summary anly

Either

Date Type Murn | MName Accounk Memno Apnounk |
6/10,/20... [ITEMR... Banbury...|[Account... [Receive... -431.35]
08,/09,/20... (ITEM R... 23909 Able Loc... |Account... [Receive... -480.58

Go To

Report

fRE kl

Expott. ..

Murnber of
makches: 2

Chapter summary

After working through this chapter, you should now be familiar with paying bills and writing
cheques, and be able to do the following tasks in your own company file:

enter bills
pay bills
write cheques

differentiate between the Pay Bills and Write Cheques features
display an accounts payable report (called the Supplier Detail Report), and move

around in it using the QuickZoom feature

create a purchase order

cancel a purchase order or an item on a purchase order
receive items for which you have not yet received a bill.
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Chapter 8
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cards, and bank
reconciliations

This chapter discusses how to record cash expenses and credit card transactions.

Upon completing this chapter, you should be able to:
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credit card
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bills by credit card
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record
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Using petty cash

Often it is more convenient to pay cash for small items such as office supplies, yet you
want to track these purchases just as you would any other business expense.

To do so, you can set up a petty cash record in QuickBooks® , and process petty cash
transactions. The first step is to set up your petty cash account. Then you must put money
into it, record its transactions, and replenish it just like any other account.

Once you understand the logic, it’s easy to manage petty cash in QuickBooks.

Setting up a petty cash account
1. From the Lists menu on the Menu bar, choose Chart of Accounts.

2. Click the Account menu button and choose New (1).

Type a help question | Ask * HowDoI?| _|0O) =

¢ Current Account

oCash Account Bank 49,55 _|
+Accounts Receivable Accounts Receivable 9,712,258
+3tock Other Current Asset 1,287 .44
+Undeposited Funds Other Current Asset 4,760.72
+Plant & Equipment Fixed Asset 850.00
+Cost Plant & Equip Fixed Asset 850,00
+Depreciation Plant & Equip Fixed fsset 0,00
< _omputer equipment Fixed Assek &00,00
<+ Zost Computer Equip Fixed Asset 600,00
+Depreciation Computer Equip Fixed Asset 0.00
Gitivities ™ | Reports I Include inactive

Chrl+M
Edit Account Ckrl+E
Delete Account Chrl+Dr

3. Choose Bank (2), and click Continue.

% Choose one account type and click Continue.

Categarize money your business earns or spends

' Income Bank Account

" Eupense
Hp Create one for each cash account,

such as:
Or, track the value of your assets and liabilities

= Petty cash

' Fired Asset (major purchases) = Current
& 2 = Savings

= Maney market
« Loan

' Credit Card
 Equity

Mare...

' Other Account Types I <seleck> hd

Help me choose the right account kype., Continue Canicel

102 I



4. Name the account “Petty Cash” (3).

i Type a help question | Ask ¥ How Do I?l — |EI| X|

Tr. Account Type |Bank ﬂ

Account Mame |Petty Cash| 3
™ Subaccount of | ]

— Optional

Description

Bark Acct. Mo, |

Enter Opening Balance. ..

_ Remind me ko order cheques when I print cheque number I

- ™ order cheques I can print from GuickBooks, Learn more

Save & Close Save & New | Cancel |

5. Click Save and Close.

(If you see a message about preprinted cheques for this account, click No.)

Writing a cheque for petty cash

Now that the account is created, you will need to set up a petty cash fund. The following
example assumes you will want a balance of £250 in your petty cash fund. To do this, you
must first write a business cheque payable to petty cash from your current account.

1. From the Menu Bar, click on Banking and then Write Cheques, or click the Write
Cheques icon on the Home Page.

2. In the Pay to the Order of field, enter Petty Cash (1).

3. Because the name Petty Cash is not a name that appears in either your supplier
list or customer list QuickBooks displays the Name not Found Window. You have
the choice of QuickAdd or Set Up. In this case you should click on QuickAdd (3), so
that QuickBooks will add the name Petty Cash, without any other contact
information, to its Name list.
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= Write Cheques - High Street Bank - Current - O]

Eprevious B pext @Prin; - | %‘Find Journal
Bank, Account |High Street Bank - Current j Ending Balance -£237.50
Mo, 2
Date 30/04/2007 |
Pay ko the Order of Petty Cash 1 v £ 0.00
Address
A
Mame Not Found %
_r Crder Ct
— 2
J’E @ Petty Cash is not in the Mame list. inked
: To aukomatically add Petty Cash to the Mame list, click Quickadd. Yaou can enter more =
detailed infarmation later. -
Ta enter the detailed infarmation now, dlick Set Up {usually not required).
- 3 Set Up I Cancel | ﬂ

You will now see the Select Name Type window appear. Select Other (4).

Tip: Use the Other Names List rather than the Supplier Names List to store names
of companies, entities or people who are not actual suppliers. Petty Cash is an
example of an Other Name.

Select Name Type x|
Select which bype of name to add then click
Ok,
" Supplier
™ Customer
" Employes
4 e s
DK | Cancel |

Click OK. QuickBooks will add Petty Cash to the Other Names list and return to the
Write Cheques window.

Because it was added to the List, QuickBooks now accepts the name Petty Cash in
the Pay to the Order of field. (5).

Enter the date and the amount of the cheque (6).
Enter the name of the account you just set up to keep track of Petty Cash (7).

Click Save & Close.
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Type a help question | Ask ¥ HowDoI1?| _|O] x
T previous [ Mext &G print ~ | & Find

Bank, Account |Current Arccount j Ending Balance 5,000,00
Ma, 2| _
5 Date 31/01j2007 B
Pay to kthe Order of Petty Cash j £ 250,00
Trwo hundred and Fifby and QO LOOK * % A ok ok ok ok ok ok ok seeokok ok ok ok ok ok o ok o bokok ok % e Py iy
Petty Cash Sterling

Address

Crder Chegues
Expenses £250.00 I Ttems £0,00 I [ To be printed
Account WAT Amount IMema Customer:Job | Billable?
Petty Cash 250.00 =
! -]
Tatal waT I 0.00 Ferli; |

[ amounts include ¥aT

CIearSpIitsl Recaloulate | Sa_ve&closel Save & Mew | Clear |

Note: Although the words “Petty Cash” appear in two fields, they represent different ideas
and originate from two different lists. The Names List is the source of the names in the
Pay to the Order of field (5). The account field (7) is where you tell QuickBooks what
tracking account you wish to use from your Chart of Accounts List.

Recording petty cash expenses

When you spend petty cash, you need to record the transaction. This is done through the
Write Cheques window.

Because you have set up an account called Petty Cash, you can write a cheque which
represents the petty cash transaction.

This is the same type of transaction as writing a cheque by hand against your bank
account. Your petty cash fund is treated the same way as a bank account for recording
purposes, and the Write Cheque routine therefore reduces the amount of money in Petty
Cash.

To record petty cash expenses:

1. From the Menu Bar, click on Banking and then Write Cheques or click the Write
Cheques icon on the Home Page.

2. Enter Petty Cash as the account from which the money came (1). QuickBooks
subtracts the amount from the initial balance of the petty cash account.
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3. Enter the supplier name (2). You may choose to enter the actual supplier or

choose a general name for all petty cash purchases for a certain period (week or

month, etc), such as Petty Cash Transactions.

4. If necessary use QuickAdd to set up the supplier name, as you learned how to do

earlier.

5. Enter the date and amount of the transaction (3).

6. Enter the account that tracks the expense, the appropriate VAT code and the

amount for that expense line (4).

7. Click Save & Close (5).

@ previous | Mext @Print - | ﬁFind

Type a help question | Ask

* HowDoI?| _|0O| %

Banls Account |F‘etty Cash 1

=

Ending Balance

250.00

Pay ko the Order of Martha's Cafe 2

Date 31/01/2007

= £ 19.50

Martha's Cafe

Address

Sterling

NineteenandEDIIDD************************************ UKPDLII‘II:I

Expenses £19.50 I Tkems £0.00 ] ™ Tao be printed
Accounk WAT Amount Memo Customer:Job | Billable?
Meals and Ent... =]z =] 19.50 ] =
4 <]
Total waT I 0.0a Erdlif: |
[ Amounts include ¥aT
Clear Splits | Recalculate 5 Save & Close | Save & New | Clear

Order Cheques

Replenishing petty cash

When there’s almost no money left in the petty cash box, replenish petty cash by issuing
another business cheque and cashing it, as you learned how to do earlier.

However, to arrive at the amount of this cheque, you should add up all the receipts in the

petty cash box, and issue a cheque for the amount of the receipts.

This way the sum of the receipts and the actual cash will always equal the balance you
have decided upon for your petty cash fund (in the example this amount is £250).
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Recording credit card transactions

When you record your business credit card transactions in QuickBooks, there are
procedures which ensure that you don’t make errors which create duplicate records or
record a payment that you haven’t actually sent.

Paying bills by credit card

If you have already entered a bill and later realise you need to pay that bill by credit card,
you can do so using the Pay Bills routine. It's important to choose the correct payment

method.

1. From the Menu Bar, click Suppliers and select Pay Bills, or from the Supplier
Centre click New Transactions, then Pay Bills.

r Select Eills to be Paid

Twpe & help question | Ask

* HowDo I?| _|O

Shaw bills € Due on or before IUl.I'IU.I'ZDDB =

b

Pay Selected Bills |

Cancel

& show all bills Sort Bills By ISuppher -
) I | Date Due Suppliet Ref. Mo, Ak, Due Credits Used &mk. Ta Pa
08/09/2008 |City Safe Wholesale | oz35¢n|  7o0.42] 0.0
= [11/092008 |Energen 251,45 0.00
[T |01/10/2008 |FastLock 5,875.00 0,00 0.00
- HMRC YAT 5 515.17 0.00 0.0o
[T |29/03/2008 |ME Dodd 23564 140,89 0,00 0.00
[T |o1j09¢2008 |Stuart Leven 1,000.00 0.00 0.00
- 01/10{2008 |Stuart Leven 1,000,000 0.00 0,00
[T [15/09/2008 |Tavlar Yans Ltd 23481 4,406,725 0.00 0.00
b
13,591,585 0.00 700,12
Clear Selections |
— Credit Information for Highlighted Bil
Supplier  City Safe Wholesale Murnber of Credits 0
Eill Ref. Mo, 9235 (1) Total Credits Available 0.00
Go ko Bil Set Credits |
— Payment Account Payment Method Payment Date ———
ICrec_Iit Card Account ﬂ ICredit Card ] 2 11072000 B 4
Ending Balance 2.695.08

2. Inthe Pay Bills window
select the bill to pay (1)
under Payment Method, select Credit Card from the drop-down list (2)

if the company has more than one credit card, select the proper card in the
Payment Account window (3)
enter the date of the credit card payment (4)
click Pay Selected Bills.
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The Payment confirmation window appears:

Payment Summary B x|
— Payment Details
Payment Date 311212005

Payment Account  Credit Card Account
Payment Method  Credit Card

Payment has been successfully recarded Far the Fallowing bill:

Date Due | Supplier | Amount Paid |
08092008  [Citv Safe Wholesale 700,12

Tokal F00.12

Howe do T find and change a bill payment?

Pay Mare Bills |

Click Done when if you are finished.

Entering credit card transactions

If you are entering credit card transactions from a credit card statement with supporting
paperwork, then the Enter Credit Card routine will enable you to enter all the information
relating to Credit Card expenditure in one step, saving you time.

The following section explains this procedure.

1. From the Home Page, click the Enter Credit Card Charges icon, in the Banking

section (1)
Banking
—ih &
Fecord Reconcile
Deposits

A &

Wiite  Current &ccount
Cheques Reqgister

g -

T B[
Prink Enter Credit
Cheques Card Charges
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2. Choose the supplier’'s name (1). If necessary, use QuickAdd to set up the supplier.

3. Enter the date (2).

4. Enter the reference number (3).

5. Enter the amount (4)

6. Choose the account that will keep track of the expense (5).

7. Click Save & Close.

@l previous [ Next | %‘ Find @ Diplos

Type a help question | Ask

d Card Charges

“* How Do I?

Credit Card |Credit Card Account

¥ PurchasefCharge ¢ Refund)Credit

Ending Balance 1,994,095

Purchased From  Mational Access

credit Cand Purchase/Chame

Memo Wan hire

v Date 29/09/2005 2
Ref Mo, 2564 3
Amounk 75,50 4

Are vou ready to pay a bill From this credit card company?

Expenses £64.25 I Ttems £0.00 |
Accounk WAT Arnounkt Memo Customer: Job Eillable?
Equipment Re... =[5 =] £4.25 [Yan hire =] |=
5 |
~|
Tatal ¥aT | 11,24 Edi |
[T Amounts include YAT
Clear Splits | Recaloulate | Save & Close | Save & New | Clzar |

We’ll see how to pay off the credit card later, in the “Reconciling Credit Card accounts”

section (below).
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Reconciling accounts

“Reconciling accounts” means making the recorded transactions in your QuickBooks
accounts match what is happening in the real world.

Reconciling is the process of making sure that the QuickBooks bank or credit card
accounts match the bank’s or credit card company’s records.

Whenever your bank and credit card statements arrive, you should reconcile them with
your QuickBooks bank accounts and credit card accounts straight away. Doing this on a
monthly basis helps avoid overdraft charges for bounced cheques, offers a chance to spot
possible errors and ensures your financial records are correct and up to date.

Reconciling bank accounts

1. To reconcile the bank account, from the Banking menu, click Reconcile, or click the
Reconcile icon on the Home Page. This opens the Begin Reconciliation window.

2. Enter:
« the bank statement date (1)
« the bank statement’s end balance amount (2)

In the Service Charge fields (3) enter:
« the service charge amount
« the date the charge was made
« the account that keeps track of the bank charges expense.

In the Interest Earned fields (4) enter:
« the amount of interest earned
« the date the interest was paid
« the account that keeps track of interest earned.

Begin Reconciliation Tvpe a help question | Askl * How Do I?| Elﬂ
Seleck an account ko reconcile, and then enter the ending balance from wour account skakement,

Sccount I,"Zurrent Accourt | last reconciled on 31/05/2008.
Statement Date |3|:|y|:|5x2|:u:|a H] 1
Beginning Balance 16,251.45 What if rmy beginning balance doesn't match my stakerment?
Ending Balance | 11,626.44 2
Enter any service charge or interest earned.

Service Charge  Date Account 3

fo.00 [31/10/2007 E] | |

Inkteresk Earned  Dake Accounk

.00 [31/10/2007 H] | | 4

Locate Discrepancies | Undao Last Reconciliakion | Continue 5 Zancel Help
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2. Click Continue (5).
3. QuickBooks displays the Reconcile —Current Account window.

Cheque and payments appear on the left side of the Reconcile window (6).
Deposits appear on the right side (7).

Tick the box for “Hide transactions after the statement’s end date” if you want to
display only transactions related to this reconciliation period, or leave it clear to
display all transactions (8).

Click on each payment that appears on the bank statement. QuickBooks places a
tick to the left of each payment (6).

Click on each deposit that appears on the bank statement. Once again QuickBooks
places a tick to the left of each deposit (7).

For period: 30/06/2005
Deposits and Other Credits
+ | Date Chg # Payee Amaounk + | Date Cha # MMema Amaunk |
0710512008 2D|:I.|:ID|; < [31/0S(Z005 Depiosit 545,50~
F |D406(2008 |BACS Stuart Lewen | 1,000.00 4 [10/06/2008 Deposit 1,363, 74
< |15j06f2008 [B&CS 6 HM Reven... o481 7 26062005 7 Deposit 1,474,453
< |25j06/2008 |BACS Robert Micks 75361 07/07/2008 (6515 inw 516 3,750.29
03/07/2008 [BACS Skuart Leven 1,000,00 12f07/2008 111 128.08
050712008 [BACS HMRC WAT 1,179,286 150072005 Deposit 966,90
25/0712008 [BACS Raobert Micks 7438.30 16/07 (2008 inw 5158 & 520 2,864,53
25/03/2008 |BACS andy Rogers 423,05 31f07/2008 (112 102,25
25)0a72008 [BACS Raobert Micks 724,25 31072008 Deposit 1,695.00
2500972008 [BACS andy Rogers 476,65 14/03/2003 Deposit 166,435
2500972008  [BACS Robert Micks 724,24 1afoajzo0s (113 51.89
11)07/2008 |CHG Mational Bank, 11.70 & 1zf09/2008 (114 119.50| & I'
Mark all Unmark &l | Go To | Columns to Display. .. |
Beqinning Balance 16,251,45 ModiFy | Service Charge 0,00
Items you have marked cleared — Inberect Farped 00
2 Deposits and Other Credits 2,209.54 Ending Balance 11,626.44
6 Cheques and Payments 2,873.63 Cleared Balance 15,5687.36
Difference 9 -3,960,92
10 | Reconcile Now Leave

4. When the Difference (9) between the ending balance (i.e. balance from the bank
statement) and the cleared balance (ie the sum total of all the transactions you
ticked) reflects a zero balance, this indicates that the account is reconciled.

If you have made a mistake, click on Unmark All and start again.

If the difference is zero and everything has been correctly marked, click Reconcile
Now (10).

Important: Do not click Reconcile Now unless the balance is zero and you are
satisfied that there are no errors.
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5. Wait a few moments while QuickBooks examines and reconciles the bank account.
QuickBooks then displays the Select Reconciliation Report window. You now have
the opportunity to review your reconciled bank statement.

Click Detail (11), then click Display (12).

Select Reconciliation Report |

Your account is balanced, All marked items have been
cleared in the account register,

Select what type of reconciliation report you'd like ta run,
© Summar

 Detall
" Both

11

Ta view this repart at a later time, select the Repart:
menu, display Banking and then Previous Reconciliation.

12 Qisplayl Print... | Cancel |

6. You will see the Reconciliation Detail Report. This report shows:
e your bank statement balance (13)
e your QuickBooks bank account balance (14), and
e the uncleared transactions recorded in QuickBooks that reconcile your bank
balance with your QuickBooks balance (15).

T Type a help question | Ask * How Do I?| _|O] x
Modify Repart... Memarise, .. | Print. .. | E-mail | Export... Hide Header Refresh
5:48 PM Port Meadow Locksmiths Ltd
12 - - -
11208 Reconciliation Detail
Current Account, Period Ending 31/05/2008
Type & Date %+ Hum %+ Hame + CIr = Amount %+ Balance k3
Cleared Transactions ;I
Cheques and Payments - 4 items _I
P} Transfer 08/05/2005 J -150.00 -150.00 4
Chegue 10/05/2005 oo Mational Card J -339.05 -459.05
Payroll Payment 25/05/2005 BACS Robert Micks J -759.51 -1,275.56
Chegue 280552008 DebitCard City Safe Wholesale J -337.10 -1 51566
Total Chegues and Payments -1 61566 -1 B15 66
Deposits and Credits - 3 items
Deposit 02/05/2008 o 20257 20257
Deposit 04/05/2008 o 19957 402.44
Deposit 25/05/2008 o 941919 9,821 63
Total Deposits and Credits 9562 B3 9821 63
Total Cleared Transactions 520597 G 20597
Cleared Balance 13 520597 16,251 45
Unclearad Transactions
Cheques and Payments - 2 items
Chegue 180572005 100013 Orange -G8 56 -85 .56
Chegue 300552008 100015 Wittan Insurance * -22T 83 -3E.39
Total Chegues and Paymernts 15 Rl -3E39
Deposits and Credits - 1 item
Deposit 310572008 * 4550 54550
Total Deposits and Credits 4550 54550
Taotal Uncleared Transactions 2941 294
Register Balance as of 31105/2005 14 §,735.35 16,750.86
=l

7. Print the Reconciliation report and file it with the bank statement.
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Reconciling credit card accounts

As with bank statement reconciliations, reconciling credit card statements ensures that all
transactions are recorded in QuickBooks. Using the credit card reconciliation feature also
provides an easy way to pay the credit card and record the payment.

Just as you reconcile your bank account, you compare and reconcile your QuickBooks
credit card account with the card issuer’s credit card statement.

1. To reconcile the credit card, from the Banking menu, click Reconcile. This opens
the Begin Reconciliation window.

In the Account field, choose the credit card account (1).
Enter the date of the credit card statement (2).
Enter the amount due as it appears on the credit card statement (3).

Enter any finance or interest charge (4) and choose the account which keeps track
of credit card service charges.

Click Continue (5).

Begin Reconciliation Type a help question |Ask| ¥ How Do I?| E[ﬂ

Select an account to reconcile, and then enter the ending balance from wour account skatement,

Account 1 Feconciled on 31/05/2008.

Credit Card Account

Statement Date | E | 2

Bieginning Balance 558,13 What if rmy beginning balance doesn't match my statement?
Ending Balance I 885,39 3

Enter any finance charge,

Finance Charge  Date Accounk
0.00 [a1joeyz007 ] | =]l 4
Locate Discrepancies | Undo Last Reconciliation | Continue 5 Cancel Help

2. You will see the Reconcile Credit Card window that applies to the credit card you
are reconciling. Charges and cash advances appear on the left side of the window
(6), payments and credits on the right (7).

Click on each charge recorded in QuickBooks that appears on the credit card
statement (6). QuickBooks places a tick to the left of each charge.

Click on each payment or credit recorded in QuickBooks that appears on the
statement (7). QuickBooks places a tick to the left of each credit.

When the Difference field (8) shows a zero balance, this indicates that the account
is reconciled.
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o Type a help question | Ask * HowDoI?| _|O] x
Faor period: 30/06/2005 [ Hide transactions after the statement's end date
Zharges and Cash Advances vﬁayments and Credits
< | Date Ref # | Payee Amounk < | Date Ref # Mermo Arnount
< | 11052008 Cffice Direct a71. 130 _[10/06 2008 Payrnent cas.13)
S |27 /06) 2008 Protech Security 14.26 10072005 Payment 885,39
050712003 FastLock, 70,50
1107 iz008 6 |chubb Locks and Safes 261,03 7
07 /0Si 2003 Able Locksmiths 247,93
15082008 Keymaster Security az.83
18/0a/2008 FastLock, 713,65
27105812003 City Safe Wholesale 140,71
09/09) 2003 Chubb Locks and Safes 403,23
23/09)2003 Petral 60,05
J
Mark. &l nrnark, &l | G0 To | Columns ko Displaw, ..
Beqginning Balance £33.13 Modify | Finance Charge 0.00
Items vou hawve marked cleared —
1 Payments and Credits 588,15 Ending Balance 885,39
2 Charges and Cash Advances 585,39 Cleared Balance g | 8853
Difference 0.00
9 Reconcile Now | Leave |

3. Click Reconcile Now (9).

4. QuickBooks then gives you a chance to pay your outstanding credit card balance by
displaying the Make Payment window.

To write a cheque for the full amount owed, click Write a cheque for payment now
(10) then click OK.

Make Payment x|
The outstanding balance on this account is 447,35, oK |
To pay all or a porkion of this amount, select the
payment type and click OK. To leave the balance in I
L : ancel |
the reconciled account, click Cancel,
Payment Help |

%" Write a cheque For pavment now: 10
™ Enter a bill For pavment later

Wait a few moments while QuickBooks examines and reconciles the credit card
account.

5. As with the bank account reconciliation, QuickBooks displays the Select
Reconciliation Report. (If you chose Write a cheque for payment now, don’t
worry—that’s next!)

Choose Detail (11).

Click Print (12) to send the report to the printer.
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Chapter summary

This chapter explained how to record cash expenses and credit card transactions, and the
process of reconciling accounts. You should now know the definition and function of an
account reconciliation and know how to perform the following tasks in your own company:

e set up petty cash

e process petty cash transactions

« pay bills by credit card

e process other credit card transactions

e reconcile a bank account

« reconcile and pay a credit card account.
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Select Reconciliation Report x|

Your account is balanced. All marked items have been
cleared in the account register.

Select what bype of reconciliation report you'd like to run.

€ Summar
o

11

To view this report at a later time, select the Report
menu, display Banking e Previous Reconcliation,

12

Qisplayl rint... | Cancel |

6. File the report with the credit card statement.

7. If you have chosen to pay the balance now, QuickBooks displays the Write
Cheques window so that you can make your credit card payment.

Enter the payee’s name in the Pay to the Order of field (13) and the payment date
(14).

If applicable, untick the To be printed box (15)and enter the cheque number, or DD
if it's a direct debit payment.

QuickBooks automatically fills in the payment amount (16). To change the amount
of the payment (for instance, if you want to make only a partial payment), you can
change the amount of the cheque by clicking on the amount and entering the new
amount.

Click Save & Close (17).

Tvpe a help question | Ask ¥ HowDoI?7| _|0O)] x
@ previons [ Next &5 Prink - | €} Find
Bank Account |Current Account j Ending Balance 201,
Mo, DD

13 Date 10/07/2008

Pay ko the Order of Mational Card R4 £ 885,39 16
Eight hundred and sighty-five and S9j 100K # & & & & koo ok sk sk ok ok sk ok ok sk ok ok b ok k) e gy
Mational Card Stetling

Address

Order Cheques

CC paymenk

Memao

Expenses £885.39 ] Ttems £0.00 ] [ To be printed

Account VAT Arnount Iemo Cuskomer:Job Eillable?

Credit Card Account ™ | ] 585,39 |CC payment || Il |;
~|

Tokal WAT I 0.00 it I

7] amounts include YAT

Clear Splits | Recalculate 17 Save & Close | Save & New | Clear |
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Finding transactions & making changes

This chapter discusses searching for,
finding and editing transactions.

Upon completing this chapter,
you should be able to:




Simple Find
The Simple Find feature is another way to move around in QuickBooks quickly and easily.
You can use this feature to do a quick search of the most common transaction types.

Simple Find gives you the chance to easily view and correct recorded transactions, and
displays all of a transaction’s details.

Viewing transactions

1. From the Menu bar, click Edit,then Find. You will see the Find window which has
two tabs: Simple and Advanced.

2. Choose the transaction type (1) on the Simple tab menu.

Then fill in at least one of the following fields:
e« customer (2)
« date range (3)
« invoice number (4)
« amount (5).

3. Click Find ().

o Type a help guestion | Ask * HowDoI?| _|O] %

Simple I Advanced ]

Transaction Tyvpe
r— | 1 Find | 6
-
Reset |
Cusktomer: Job | esel
-
I 2 Close |
[rate 3
| B To | =|| |
Invoice #
. 4
Amount
[ — |5
Dakte Tvpe Mum MName Memo Amount | (50 T

|

REpEnE

Expart.

4. At the bottom of the Find window QuickBooks now displays the transactions that
match the search term criteria.
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5. To display a transaction select it by clicking on the line with your cursor (7).

6. Click Go To (8) to view the transaction, or simply double-click the transaction to
open it.

o Type a help question | Ask »* HowDoI?| _|O] %

simple I advanced ]

Transaction Type

IInvoice | Find |
Customer: Job Reset |
ICDrneII 2 Sons j

Close |
Date
I E T I E Help |
Invoice #
Amounkt
Date | Type | THum | Mame | [Merma | Amount | Go Ta 8

B4

Cornell & Sons Report

Ik

Export,..

Mumber of
matches: 2

Editing transactions
If you need to correct a transaction you entered previously, the process is very simple.
In the transaction box you have just found and opened:

1. Highlight the field where the incorrect information is showing and enter the correct
information.

2. Click Save & Close.
3. You see the Recording Transactions dialogue box superimposed on the transaction
window (see example, next page). QuickBooks asks, “Do you want to record your

changes?” (1)

4. Click Yes (2) to record the changed transaction.
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X

-0
erevious [ Mext € Print ~ Ba) send | T Find Speling By History | 2 Letters - [44 Customise ~
Custamer: Job Template  Prink Preview
ICDrneII & Sons ﬂ IProduct Inwoice Mo.,
Invoice 26/07/2003 ﬁl 521
Cornell & Sons
12 Hall Lane
Crfard
OxZ 3PP
Met 15 - | 28072008 El 25072008 al
Ikemn Description | Oky | Price | Amounk
Safe =iyt il Recording Transaction H 202,00 |3 |~
Chubb Mortise Zhubb Morti 27265 |3 =
Simples: lack Simplez: 3001 ‘ou have changed the transackion, Do you want to record your changes? 147,13 |5
Vale lock with oyl Yale 77 lock) © 4 86,44 |5
2 Mo | Cancel | LI
Cuskoner r — 171.53 Edit |
Message
ToTar T,151.70
[T Tobe printed Add Time/Costs. .. Apply Credits. .. | Payments Applied 0.00
Balance Dus 1,151.70
7] amounts include vaT
Memo |
Save & Close | Save & MNew Revert

Chapter summary

This chapter illustrated how to search for and edit transactions. You should now be able
to

« use simple find, and
« edit a transaction.
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Financial reports

This chapter describes two of
the key reports that make up the
financial statements.

Upon completing this chapter,
you should be able to:

Create a Create a
profit & balance sheet
loss report report

Use the

Report Centre

Memorise
reports

0L J91dpyd




Report Centre

The Report Centre organises all the QuickBooks reports in one easy to access location.
Reports are organised by business area, along with a brief explanation of what each report
does. The Report Centre makes it easy to find the reports you need by providing a
miniature report preview and textual explanation.

To access the Report Centre:

1. Click on the Report Centre icon (1) in the Navigation Bar.

@ & & i

Home Cuskomer Centre  Supplier Centre  Emploves Centre

@ 1

Report Centre

2. The Report Centre window launches.

|+

3= Preferences [0 Leaming

Company & Financial Company & Financial n

Find out how well your company is doing financially.

Profit & Lozs [income statement)
Sales 4
2 | Standard 3 How much money did rmy company make or laze over a specific period of tima? Mare,
Jobs. Time & Milzage . . . .
| Detail what are the yearto-date tranzactions [and totals) for each income and expenze account, zo | can determine
Suppliers & Payables what contributed to my company's net profit? More. .
VAT | ¥TD Comparizon How do my income and expenzes for a recent period of time compare to the entire financial pear ta
date? Mare...
Emplayees & Paprol | Prevear Comparizon |5 my company making mare money now than for the same period a pear ago? More... | |
Banking | Bylob How ruch maney iz my company making or loging on each job? Mare..
Accountant & Taves E| By Class How much money did my company make or lase on each business segment that is tracked through
QuickBooks classes? More...
Budgets o ) ) )
| Unclazsified How much money did my company make or lose that iz not tracked through QuickBooks classes? More...
Lizt

Income & Expenzes

E| Ihcome by Custormer What iz the grogs profit (zales minug cost of goods 2old) received from each customer? More...
Summary

| Ihcome by Custamer Detail What is the gross profit [sales minus cost of goods sold). broken down by tranzaction, received from each
customer? More..

| Espenses by Supplier What are my company's tatal expenses for each supplier? More...
Summary
| Espenses by Supplier Detal — what are my company's tatal expenses, per transaction, for each supplier? More.. J
\ / -

On the left side is a list of report types (2), organised by business area.

The list of reports available within a business area is displayed on the right (3),
with a brief explanation about each report. For more information you can click the
More link (4), to view detailed explanations within Help.

3. Placing your cursor on the square to the left of the report title brings up a sample
preview of that report.
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Profit & Losz [income statement]

—L[_\]@ Standard Howw much money did my compary
Profit and Loss
Ordinary Incomel/Expensze
Incorme
Labar 4252 .00
Construction
Subcortractors 8.8%2.38
Total Construction 5.8932.38
Tatal Imcome 13,084.38
Gross Profit 13,084.38
Expense
Job Expenzes
Equipmenrt Rental 550.00
Job Materials 1,302,226
Taotal Job Expenses 1.852.26
Total Expense 1,852.26
Met Ordinary Income 11,232.12
| et Income 11,232.12

4. Clicking on a report title brings up the report, populated with your own data.

5. You can QuickZoom any figure in a report by double clicking that figure to see the
detail behind the numbers.

Creating a profit and loss report

Whenever you want to know how your business is doing financially, you can find out by
viewing two key reports, the profit and loss report and the balance sheet.

The profit and loss report is also called the income statement, and it summarises the
income and expenses for a financial period such as a month, quarter, or a year. The

bottom line of the report shows you whether the business is operating at a profit or a loss
in that period, hence the name of the report.

Here’s how you create a Profit & Loss report in QuickBooks:

1. From the Menu bar, click Reports, choose Company & Financial, and select Profit
& Loss Standard. You will see the Profit & Loss window.

2. Select the date range for the report (1).

The P&L report displays, for the date range selected:
+ the total income from all your business activities for the selected date
range (2)
« the total cost of goods (if applicable), giving you a gross profit line (3)
e the total expenses during the selected date range (4), and
e the net income during the date range selected (5).

If you have a profit during this period you will see a positive number, and if you
have suffered a loss you will see a negative number.
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You can also view this report by month or by quarter by clicking on the columns
field drop down menu and selecting the required option (6).

If you wish to print a copy of this report for your files, you can click Print on the
menu button bar at the top of the window.

'ﬁ Type a help question | Ask ¥ How Do I?I — |EI| XI
Modify Repart... ; Hide Header | Collapse
Dates 1 Zl From IDl,I’D‘I,l’ZDDB E| To I30,|’DE;,|’2DEIS BE| Colurns Iﬁ Sart By |Default ﬂ
%33 AM Port Meadow Locksmiths Ltd \ 6
M2 =
Hnzis Profit & Loss
Accrual Basis April through June 2008
+ Apr - Jun 0§ <
Ordinary Income /Expense
Income
Locks and Safes Sales » 16,137.54 o 2
Total Income 1613754
Cost of Goods Sold
Locks and Safes Purchases 856772
Total COGS g a67.72
Gross Profit T,569.52 3
Expense
Dues and Subsecriptions 12.50
Insurance 22753
Interest Expense 5925
Motor Expense 2509
Office Supplies 17872
Payroll Expenses 1,765 .64
Rent & Rates 1,000.00
Software Expense 34.03
Telephone 160.05
Total Expense 346914
Het Ordinary Income 4 100.65 4
Profit for the Year 4,100.63 5

Creating a balance sheet report

The Balance Sheet report provides a company’s financial snapshot at a certain date. This
report calculates how much your business is worth by subtracting all the money your
company owes (liabilities) from everything it owns (assets). The result is what your
company is worth to the owners (equity).

Here’s how you create a Balance Sheet report in QuickBooks:

1. From the Menu bar, click Reports, then Company & Financial, and UK Standard
Balance Sheet.

Select the date for the report (1).The Balance Sheet displays, for the date
selected:
« the total assets (2)
« the total liabilities (3)
« the total equity as at the report date (4), which is calculated as total
assets less total liabilities.
« notice that the net income is the same as the net income on the Profit &
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Loss Report (5).

il

Type a help question | Ask| = HowDoI?| _|0O| %

Modify Report... |

Memorise. .. ‘ Print. .. | E-mail | Export... I Hide Header | Expand Refresh |

Dates |Custom

=1 asof Boioazooe Bl coumps [T~ | Sort By [Defaut =]

9:39 AM
3112108

Accrual Basis

1

Port Meadow Locksmiths Ltd

UK Balance Sheet - Standard
As at 30 April 2008

ASSETS
Current Assets
Other Current Assets
Stock
Total Other Current Assets

Accounts Receivable
Accounts Receivable
Total Accounts Receivable

Cash at bank and in hand
Current Account
Cash Account

Total Cash at bank and in hand

Total Current Assets

Current Liabilities
Credit Cards
Credit Card Account
Total Credit Cards

Other Current Liabilities
Bank Loan
Director’s Loan
VAT Liability

Total Other Current Liabilities

Total Current Liabilities

HET CURRENT ASSETS

TOTAL ASSETS LESS CURRENT LIABILITIES

HET ASSETS

Capital and Reserves
Share Capital

Retained Earnings

—> Profit for the Year

Shareholder funds

= J0Apr 08«

b 1033 4
103336

120878

1206878 > 2

045 48
45.28
809176

.

10,333.90 )

338.05
339.05

300000 > 3
400000

160.55
716058

RN LERESE)

749963 /

253427

L BT

283437 )

L L

2,834.27

1,000.00
795.00
1,039.27

2,834.27

2. If you want to print the balance sheet, click the Print button at the top of the

report.

Memorising a report

To find reports you have created so that you can easily display them again, use the
Memorise Report feature. Memorised reports offer an easy way to quickly find your

favourite reports.

1. Open the Profit and Loss report once again and display a quarter’s data. Change

the columns field to Month so that each month in the quarter is displayed.

2. On the displayed report menu bar, you will see a number of choices. Previously,
you have selected Print to print out your reports. This time, select Memorise (1).
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Type a help question | sk ¥ HowDo1?| _ EI| X|
Modify Report. .. Mernotise, Print. .. ‘ E-mail | Export. .. Hide Header | Collapse: | Refresh I
Dates [Custom 1 [V =] From [o1jo4jz008 B] 1o [s0/0egz008 B columns [Morkn =] sort By [Defaul =1
9:49 AM Port Meadow Locksmiths Ltd
M2y -
1n2(08 Profit & Loss
Accrual Basis April through June 2008
¢ Aprog ¢ May03 ¢ Jun03 < TOTAL =«
Ordinary Income Expense
Income:
Locks and Safes Sales b _ 163557 4 _9.21054 529143 16137.54
Total Income 1 63557 921054 5,291 43 16,137 .54
Cost of Goods Sold
Locks and Safes Purchases 540.49 5,444 91 257332 856772
Total COGS 542.49 5,444 91 257332 886772
Gross Profit 1,086.08 376563 2,781 ¥569.82
Expense
Dues and Subscriptions 0.00 1250 ooo 12.50
Insurance 0.0 20783 0.0a 227 83
Interest Expense 0.00 000 5925 50.25
Motor Expense 25.09 000 000 25.09
Office Supplies 18.72 160.00 000 176.72
Payroll Expenses 0.00 88432 554 32 1,768.64
Rent & Rates 0.00 000 1,000.00 1,000.00
Software Expense 0.00 3403 000 34.03
Telephone 0.00 7537 54.71 160.08
Total Expense 4661 1,594 05 2025 28 346914
Het Ordinary Income 1,039.27 237158 63953 4 100.68
Profit for the Year 1.039.27 2,371.58 689.83 4100.68

1. You will see the Memorise Report dialogue box.

EMemurise Repork

Bl x]

Mame: [Profit & Loss by Month|

2

[ Save in Memorised Report Group: I.ﬁ.n:cu:uuntant

0K

3

Cancel

2. Enter a descriptive name for the report (2), and click OK (3).

QuickBooks will memorise the report and save it in the Memorised Report list.

4. To display the report at a later date, click Reports, choose Memorised Report and
select the report you want to view.

Chapter summary

This chapter introduced and discussed two key financial reports. You should now be able

to

« create a QuickBooks Profit & Loss Report
« create a QuickBooks Balance Sheet
« understand the purpose of each report and how to read them, and

« memorise a report.




Key accounting concepts, terms & tasks

This chapter introduces and reviews
some key accounting ideas,
terms and tasks.

Upon completing this chapter,
you should:

Understand Understand

Understand Know the basic

debits and account accounting the monthly

numbers and equation bookkeeping
types cycle

credits




Debits, credits and journal entries

A journal entry is an entry in the master list of transactions which is part of your
accounting record. These are often called General Journals, Transaction Journals, or
Journals by accountants. Instead of recording these with a quill pen in a bound ledger or
journal, you can now use QuickBooks to automate this task.

In QuickBooks, every time a form is used (invoice, purchase, cheque, etc), QuickBooks
records a journal entry that debits at least one account and credits at least one account.
The sum of the debits and credits balance out to zero. This process of crediting one
account and debiting another account is called double-entry bookkeeping or double-entry
accounting. QuickBooks will always express every entry in accounting terms where Debits
must equal Credits.

Double-entry accounting ensures that for each transaction, you are able to work out where
money came from and where money went for earnings or bill payments, where goods and
services came from and where they went, or where employees’ wages came from and to
whom they went.

To view the journal entries behind each transaction:

1. From the Menu bar, select Reports, Accountant & Taxes and then Journal.

2. Change the date range of the report to suit. You will now be able to see the debit
and credit side of each transaction, including the VAT component.

'@ Type a help question Ask ¥ HowDo 17| _ |EI| x|

Modify Report... Memgrise. ., Hide Header Refresh
Dates  [CTIERN RN ~ | From [01/12/2008 BB To [3t/12/2008 ]
%57 AM Port Meadow Locksmiths Ltd
20
2008 Journal
December 2008
Trans Z « Type & Date ¢ Hum_ < Hame k3 Memo 3 Account & Debit k3 Credit E
] 254 Cheque 151202008 oo Mational Bank guarterly loan Current Account 209.25 4
Mational Bank guarterly losnr...  Bank Loan 150.00
Mational Bank guarterly loanr...  Interest Expense 59.25
209.25 20025
257 Bil 011252008 Stuart Leven Accounts Payable 1,000.00
Stuart Leven Morthly rert Rent & Rates 1,000.00
HRC W AT Exempt Purcha... AT Liahility 0.00
1.000.00 1,000.00
260 Chegue 10A2/2008 S0 Thames Counci Current Acoount 111.00
Thames Counci Rates for 2007...  Rent & Rates 111.00
HWRC AT Exempt Purcha AT Liahility 0.00
111.00 111.00
274 General Journal A 22008 B HMRC AT - Receivable  File Sales Tax Accounts Receivable &vs.00
HMRC W AT File Sales Tax AT Liability 0.00
HWRC AT File Sales Tax AT Liahility &75.00
HRC W AT File Sales Tax AT Liability 0.00
HMRC W AT File Sales Tax AT Liability 0.00
875.00 &75.00
285  Payment 22008 789 Business Security Ltd Undeposited Funds 464204
Business Security Ltd Accourts Receivable 4 642.04
4 542.04 4 642.04
TOTAL 6,837.29 6,837.29
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Account humbers

As an option when setting up accounts in the chart of accounts, QuickBooks allows the
use of account numbers. This means that an Expense account called Rent can also be
assigned an account number (such as 6560).

Although it’s not necessary to use account numbers in QuickBooks, the accounting
profession has established a numbering system for different account types. Your
accounting professional may use these account numbers to prepare your company’s year-
end financial statements and tax returns, so you may want to consult with him or her to
discuss whether to use them.

The following chart shows the ten major types of balance sheet accounts. You may notice
you've seen it before! However, after working through this guide and setting up your own
company and/or a sample company, you probably have a much better idea now what the
terms mean.

Set up this type of account... to keep track of...

Current, savings and other investment accounts.

Bank Petty cash
Transactions related to the customers who owe you money:
Accounts Receivable (A/R) e customer invoices
e payments
e refunds

e credit memos.
Most companies only need one A/R account.
Assets likely to be used within one year, such as:

Other Current Asset e stock
Long-term assets that depreciate over time and are not sold
Fixed Asset in the normal course of business, such as:
e equipment
o furniture

e vehicles, etc.
Any asset that is neither a current asset nor a fixed asset,
Other Asset such as long-term investments (e.g. R&D)
Transactions related to money that a company owes,
Accounts Payable (A/P) including:
o bills
¢ bill payments
Credit Card Credit card purchases and payments
Debts scheduled to be paid within one year. Examples
Other Current Liability include:
o VAT
o payroll liabilities, holiday pay owed to employees, etc.
Debts such as loans or mortgages that are scheduled to be

Long Term Liability paid over periods longer than one year
Owner’s investments, such as:
Equity e shares in a limited company

e owner’s drawings for sole traders/partnerships
e prior year profits (also called retained earnings).
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The following five account types make up the Income and Expense accounts. You’'ve seen
this chart before too, but now you should be more familiar with the contents.

Set up this type of account... to keep track of...

The main source of money that your company earns: sales
Income to customers of products and/or services

The cost of the items that your company sells. QuickBooks
Cost of Goods Sold calculates it using expense and stock data.

Money used by your company to purchase goods and
Expenses services from suppliers

Money received for something other than normal business
Other income operations: for example, interest income

Money spent on something other than normal business
Other expenses operations, such as corporate taxes

The basic accounting equation

As explained earlier, the balance sheet calculates how much a business is worth by
subtracting all the money a company owes (liabilities) from everything it owns (assets).
The result is what the company is worth to the owner(s): the company’s equity. This basic
accounting equation is represented this way:

Assets — Liabilities = Equity
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Let’s review a balance sheet with this equation in mind. You’ll see that it is set up so that
the information flows in the same order as the basic accounting equation.

Balance Sheet
As of January 31, 2007 =
< Jan 3, 2007 -
Other Current Assets
Stock Asset ] 0000 4
Total Other Current Assets 500.00

Accounts Receivable

Accounts Receivable 4 52375
Total Accounts Receivable 452375 > AS S ETS
Current/Savings
Undeposited Funds 16,097 50
High Street Bank - Current -449.55
Petty Cazh 18050
Total Current/Savings 1582545
Total Current Assets 2085220 /
minus
Current Liabilities
Accounts Payable \
Accounts Payable Sav.s0
Total Accounts Payable 587.50 I—
Credit Cards
AnyBank Credit Card 447 .35
Total Credit Cards 447 35 >- LIABILITIES
Other Current Liabilities
VAT Control 3,179.64
Total Other Current Liabilities 317964
Total Current Liabilities 421448 _/
equals
HET CURREHT ASSETS 166371
TOTAL ASSETS LESS CURRENT LIABILITIES 16,6371
HET ASSETS 16,637.71
Equity
Opening Bal Equity 1,255.00 EQ U I TY
Het Income 1536271
Total Equity 16,637.71
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Monthly accounting tasks flowchart

Your monthly accounting cycle can be illustrated very simply in one flowchart. Use this
chart to remind you what needs to be done and how. Soon these tasks will become

familiar, and you will do them as a matter of course.

Use Use SUPPLIER BILLS or
INVOICES WRITE CHEQUES
to sell to goods and services to buy goods and services
to customers from supnpliers
Use Use PAY BILLS
RECEIVE PAYMENTS to pay supplier bills
to receive customer cash,
cheques, and credit card 1
pavments
1 Use
SUPPLIER BALANCE DETAIL
REPORT
Use to find out who you owe money
CUSTOMER BALANCE DETAIL and how much
REPORT
to find out who owes you money

[l | |

Use Use
RECONCILIATION
o d MA!EE DEPOSI,TS to reconcile your bank and credit
o deposit customers’ money card accounts

in the bank 1

b Use
REPORTS

» to prepare a Balance Sheet report
» to prepare a Profit & Loss report
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Chapter summary

This chapter introduced two concepts which govern bookkeeping and accounting, and are
expressed in all the accounting tasks QuickBooks undertakes for you:

e double-entry accounting (balancing debits and credits)
e the basic accounting equation.

We also reviewed several key accounting concepts introduced in this guide:

e account numbers.

e account types

« balance sheet accounts

e income and expense accounts

Finally, we pulled together all the things you have learned in this guide into one flowchart
showing your basic monthly accounting tasks.

You are now familiar with all the basic concepts, skills and tasks you need to start using
QuickBooks!

| 133



134 I



Data Backup

This chapter shows you how to back
up your data file.

After completing this chapter,
you should:




QuickBooks File Types
There are four QuickBooks file types:

o (QBW - this is the full working copy of your company file.

e (BB - backup copy of the .QBW data file. This type of file can be restored in the
QuickBooks version it was created, or it can be updated to a newer version of
QuickBooks.

e (BX - the Accountant’s Copy Transfer file. Give this to your accountant so they can
work on the file (checking transactions, posting journal entries, etc) while you
continue working in yours. Both you and the accountant must be using the same

version of QuickBooks. (This is covered in the Advanced Course.)

e (QBM - QuickBooks portable file (see below).

Portable Company File

The portable company file is a compact version of the company file, which can be e-mailed
and saved on portable media. The benefit of the new file format is that it reduces the size
of your company file by around a factor of 12. The portable company file can also be
imported into another copy of QuickBooks.

How to Back Up
To access the backup routine.
1. Choose File from the Menu bar, and click on Save Copy or Backup...(1)

|File Edt Wiew Lists Company YAT ¢
MNew Companyy. ..
Open of Restare Campanty...

Open Previous Company 4

Save Copy of Backup. ..

Close Company

Switch ko Mulki-user Mode

Ltilities k
Accountant's Copy r
Brimt ... (i
Sawe a5 PEN.

Print Forrs b

Prinkter Setup...

Exit it +F4
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2. Select the type of file you wish to create - a QBB backup copy (2) or a QBM
portable file format (3).

Let’s look at each in turn.

Save Copy or Backup Bl x|

what type of file do you want to save?

.................................... 2

| @ @ iBacIiup Copy)|
| : d
Create a backup copy of everything vou need to re-create your company File

in case of accidental loss or damage to wour data.

" Portable company file | 3

Create a compact wersion af your company financial data that vou can e-mail
ar temporarily move ko another computer.,

Help me choose,

Batk | Mext Einish Cancel |

Full Backup
For a full backup, choose Backup copy, and click Next.

1. To define your backup settings click the Options button (1).

Save Copy or Backup 2| x|

Create a local backup

@ ‘ Sawe to a removable storage device (such as a CD or a USE flash drive) or in a

folder on ywour netwark,

Click Dptions to change your current backup settings.

Back, Next Finish Cancel |
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2. Here you can choose a backup location (2), add a date and time stamp to the
backup (3), and limit the number of backup copies saved to this location (4). You
can also ask QuickBooks to remind you to back up (5). It is highly recommended
that you do a complete verification every time you backup (6) as this checks the
integrity of your data.

olx)

Tell us where to save vour backup copies {required)

2—

Erowse. .. |

ocumentstoE files

¥ Add the date and time of the backup ko the file name (recommended)
I Limit the number of backup copies in this Folder ko |3

5 [ Remind me ta back up when T close my company file every [4 | times,

Select an option to verify that vour company data is OF (that is, not
corrupked) when you save,  Help me choose.,

6 |= Complete verification {recommended)

& Quicker verification

™ Mo verification

(1] 4 | Cancel | Help |

Click OK to save your settings. Now every time you backup, QuickBooks will apply
your saved settings and back up to your specified backup location.

3. QuickBooks asks you when you want to save your backup. From the options
presented, click Save it now, then click Finish to start the back up.

Save Copy or Backup B x|

When do you want to save your backup copy?

2 e

" Save it now and schedule fukure backups

" only schedule Future backups

Mote: IF vou are saving wour backup copy to a removable storage device such
as a D or USE flash drive, insert the CD or connect the device now,

Back MNext Finish Cancel |
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Portable Backup
To back up to a portable company file:

1. Choose File from the Menu bar, and click on Save Copy or Backup.... Select
Portable company file, and click Next.

Choose a location in the ‘Save in’ field, and give the file a file name. Notice that by
default the portable company file is saved in the Shared Documents folder, and
QuickBooks automatically names your file.

Click Save to finish.

2]
Save in: IB Shared Documents j 0 T B e

adobe PDF

Adobe POF 6.0
Inkuit

Shared Music
Shared Pictures
Shared Video
Shared Wallpapers

X

iy Docurments

™

ty Computer

-

‘i_ File name: r-.-1 v Comparmy Pro [Portable). G EM j Save

Save as type: IDuiu:kB ooks Portable Cormpany Files [7.0BM) Cancel

Help

L

Chapter Summary

This chapter explained the different QuickBooks file types and showed you how to back up
your data. You should now be able to:

o do a full file backup
« create a portable file backup.
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Resources

This chapter contains useful
information, and is for
your own reference.

It contains sections on:

Accessing
The Help : :
and Learning . the Online

Centre Support Centre Community

Finding an

Advisor




Finding a QuickBooks Professional Advisor

QuickBooks Professional Advisors are accountants, bookkeepers, computer consultants
and trainers who work with small-business people every day. They offer guidance on
everything from setting up QuickBooks to mastering advanced features.

A certified Professional Advisor can help you start off on the right foot, and save you time
in choosing the information that you need to get QuickBooks set up. They can also help
set up your company file for you.

To help small businesses find these professionals, Intuit UK manages a referral service
through the Professional Advisor programme. The referral service connects small
businesses using QuickBooks with accountants or consultants who are knowledgeable in
QuickBooks. The referral service is free — you simply pay the advisor’s fee for specific
services you need.

You can locate a QuickBooks Professional Advisor in your area by using our no-cost online
referral service on the QuickBooks web site http://advisors.quickbooks.co.uk/.

To find a certified Professional Advisor:

1. If you are running QuickBooks, from the Menu Bar, click on Help then choose
Contact Support.

In the Paid Support section of the QuickBooks Support Resources window, find the
QuickBooks Professional Advisors section, and click on the Details button (1).
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QuickBooks Support Resources ]

<3 Back = Fonward (%) Stop @ PRefresh <35 Print m_

Q QuickBooks Support Resources B

If you didn't find the answers you needed in Help or Tutorials, try these support options. .

Self-Help on the Web

# Search the Support Knowledgebase - Get answers to frequently asked questions.

# G0 ko the QuickBooks Online Comnunity - Get answers From ather QuickBooks users and exparts, and conneck with businesses like
YOurs,

Assistance from the Experts

we've got you covered
Free Support
Quitkiooks 30 d ¢ inchuded Inkuit provides a wide range of support options to meet your needs,
& QuickBoo l3ys support include
Click. Details For any of the options lisked on the left to learn more.
& Upgrade issues, error messages, ekc,
@id Support )
* Support plans
& QuickBooks Professional Advisors 1
& QuickBooks Training
Tetms and Conditions

2. Details about QuickBooks Professional Advisors appear in the right pane of the
window. Click the hyperlink QuickBooks Professional Advisors. (2) to visit our
website.

T

Assistance from the Experts 3
L 1 QuickBooks Professional Advisors

Free Support
pp A CuickBooks Professional Advisor is a local expert who specialises in

» CuickBooks 30 days support includad Details » proyiding QuickBooks s_u|:||:u:|rtJ training and c_ustomisatiu:un t_o small )

businesses, Consult with a Professional Advisor for help with the special

. needs of your business, (Fees apply.)

# |pgrade issues, error messages, etc,
Learn more about QuickBooks Professional Advisors, 2

Paid Support

* Support plans Details b

» QuickBooks Professional Advisors Details b

ol LI

* QuickBooks Training Detais b

Terms and Conditions

3. In the Finding Local QuickBooks Help window (not shown), click the Find an Advisor
button, to display the following window:
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Chartered Account
Chartered Certified
Chartered Managenme

=>

Click here for
Advanced Search

QuickBooks

Find a Professional Advisor

To start sear_ching simply click on the most appropriate region of our map. You'll then see it

is sub-divided into more localised county areas. Click again and details for all our listed

Professional Advisors are there to choose from, or if you prefer, use the search panel on the

left.

== B = R R O R S

[
= 2

[un
[

(Mo.

13.
14.

15.

16.

17.

18.
19.

Region Hame
. Scotland (95)
. Morth East (44)
. North West (143)
. Yorkshire (9a)
. East Midlands  (141)
. West Midlands  (174)
. Wales (78)
. East anglia (302}
. London (353)
. South East (52a)
. South West (255)
and @)
NW Ireland (16)
West Ireland (19)
rea )
Dublin (31)
kel
SE Ireland (18)
SW Ireland (15}
ouse e (115
aof Prafessionzl Advisars)

To search for an advisor, enter your location details (3) and specify any
qualifications (4) you require, or simply click on the map (5) for your region.

Click on Search to find a Professional Advisor in your area.

We suggest you select two or three advisors and contact each to check out who

would be right for your business. The advisors will give you information about their

fees.
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QuickBooks Learning Centre

The QuickBooks Learning Centre 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 Bl x|
eyl What's New

Learning/Center: ]

= S QuickBooks 2008

CE 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 5th 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...

Stock + Use the new Home page to start your key tasks with just one dlick. Learn more...
+ With always-on audit tracking, vou'll slways know what changes were made to your file.
0 + The new Payroll Centre helps subscribers stay on top of payroll and compliance issues. Learn mare...
P + New and improved features and workflows for payroll subscribers. Learn mare...
+ Keep your Microsoft Outlook ™ and QuickBooks contacts synchronised. Learn more. ..
¥ey Uparader Tasks + It's now even easier to transfer billable time and expenses to your invoices. Learn more. ..
What's New

B3RS

- 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 =10l x|
e & S

Hide Back Print

1 Index  Search 2 ﬁhat's important about the Write a =

Cheques window

Search Results

Ask a question 2.g. "how do | reset my check?”

On the toolbar

Frevious and MNext

|cheques| 3 _Q ask| Erint S
Powered by Vantage AnswarWorks Find

I Showews M 30umal

(10 topics displayed. 4 \_ On the form

Finding a bill Ending Balance

Pay bills To be Printed/No. to Print

What if | already paid a bill? Cate

Ways to pay bile Frint ag

Enter bille Address s

Edit bills Memo

Tracking hours that you don't want to bill Expenses and Items tabs

— .
Finding a bill payment ® Clear Splits
Recalculate

Clear/Revert

J Click How Do I in the Write Cheques
.................................................................... 'Nirldl:l'."\' fDr' infDrmatiDn on f”“ng out and

j @'lntlng cheques, ) LI

Finding a bill credit

Set preferences for bills
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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 O]

<3 Back = Foward (X0 Stop @ FRefiessh &5 Print | ﬁ

-

Q QuickBooks Support Resources
If you didn't find the answers you needed in Help or Tutonals, try these support options. .

Self-Help on the Web

® Search the Support Knowledgebase - Get answers ko Frequently asked questions,

® G0 to the QuickBooks Cnline Community - Get answers from obher QuickBooks users and experts, and connect with businesses like
YOurs,

Assistance from the Experts
We've got you covered ]
Free Support

Detais Intuit provides a wide range of support options to meet your needs,

» CuickBooks 30 days support included
Click. Details for any of the options lisked on the left to learn more,

e Upgrade issues, error messages, etc,
Paid Support

® Support plans
» CuickBooks Professional Advisors
o QuickBooks Training

Terms and Conditions

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)
e 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 > Owerview
All Self-Serve Support Options

QuickBooks support options Frequenty Asked Questians

Product Updsates

Get help, advice & ar|  FProduct Tutorisls
our QuickBooks supp  online Commurity 2
community. Marials

License Agreement

Search FAGs

Have a guestion? Start here - and All Assisted Support Options

Purchase Support Plan

Find & Professional Advisor
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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 Support Enowledgebase - Get answers to frequently asked questions,

# 50 ko the QuickBooks Online Community - Get answers from other QuickBooks users and experts, and connect with businesses like
WOUrs,

... or online.

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

abat SES
General Discussion Starting a Business General Discussion
ipcentral 262 85 log 150 reg 16 tag o 5 Lo A
joe 236 Payroll Growing Your Business
telespan e ¥AT Small Business News
iohnsan 153 8 Lo i
Account ble /Receivabl
carly@intuit 1z9
spenceh 121 Banking & Bookkeepin
spot o Multicurrency
jerntwa 93 e 130 rey
Multi-user & Networking
pagel a7 P Loy 142 e
Product Installation # File
Mainte
New Members Haintenance
Welcome to our newest member Product Suggestions

QuickBooks Professional Advisors
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