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Introduction

to keep their finances on track. And over the years, Intuit has introduced various

editions of the program to satisfy the needs of different types of companies.
Back when milk was simply milk, you either used QuickBooks or you didn’t. But now,
when you can choose milk from soybeans, nuts, rice, and cows—with five different
levels of fat—it’s no surprise that QuickBooks comes in a variety of editions (which,
in some cases, are dramatically different from their siblings), as well as six industry-
specific editions. From the smallest of sole proprietorships to burgeoning enterprises,
one of these editions is likely to meet your organization’s needs and budget.

T housands of small companies and nonprofit organizations turn to QuickBooks

QuickBooks isn’t hard to learn. Many of the features that you’re familiar with from
other programs work the same way in QuickBooks—windows, dialog boxes, drop-
down lists, and keyboard shortcuts, to name a few. And with each new version, Intuit
has added enhancements and features to make your workflow smoother and faster.
The challenge is knowing what to do according to accounting rules, and how to do
it in QuickBooks. This book teaches you how to use QuickBooks and explains the
accounting concepts behind what you’re doing.

What’s New in QuickBooks 2015

Despite the fluctuating size of the tax code, accounting and bookkeeping practices
don’t change much each year. The changes in QuickBooks 2015 are mostly small
tweaks and subtle improvements, but some of them might be just what you’'ve
been waiting for:

XV



WHAT’S

NEW IN

QUICKBOOKS * Insights tab in the Home window. In previous versions of QuickBooks, the
2015 Home window contained, well, the Home Page, which shows bookkeeping
workflow and helps you access the QuickBooks features you use most often. In

QuickBooks 2015, the Home window has two tabs at its top left. As you might

expect, the Home Page tab displays the Home Page you’re familiar with. When

you click the new Insights tab (page 44), you see a dashboard that highlights

your company’s financial status and activity. Initially, the tab’s top panel displays

a colorful Profit & Loss graph: green bars represent your monthly income, blue

bars indicate your monthly expenses, and a black line graphs your profit by

month. But that’s not all! You can click the arrows on either side of this panel to

view other high-level graphs, such as a comparison between the current year and

the previous year, top customers by sales, and trends in income and expenses.

The bottom half of the Insights tab displays more details about your income
and expenses. On the left, the Income section is like a mini Income Tracker
(described next, and covered in detail on page 338); it lets you quickly scan
totals for unpaid invoices, overdue invoices, and customer payments received
in the past 30 days. And the Expenses list and pie chart on the right help you
identify where you spend the most money.

* Income Tracker upgrades. Income Tracker (page 338) boasts a couple of helpful
enhancements. In addition to colored boxes for estimates, open invoices (that is,
invoiced income that isn’t due yet), overdue invoices, and recent customer pay-
ments, Income Tracker now also displays a box for unbilled time and expenses.
In QuickBooks 2015, you can specify the unbilled categories you want to see
by clicking the Settings icon at the window’s top right (it looks like a gear), and
then clicking the checkboxes to turn unbilled categories on or off.

* Updated Reminders window. The Reminders window (page 483) has a new
look. On the left side of the window, you now see to-dos and transactions that
are due as of today, so you know what’s on deck for your workday. The list on
the window’s right shows to-dos and transactions that are coming up soon. If a
category is collapsed, click the flippy triangle next to its heading to show each
reminder in that section. To collapse a category, click the flippy triangle to hide
its individual reminders.

* Pinned notes. QuickBooks’ various centers have a new twist: You can now
select a note associated with a vendor, customer, or employee and “pin” it so it
appears at the center’s top right when you select that name in the center’s name
list (page 481). For example, say you create a note about an issue a customer
has with an order. You can pin that note in the Customer Center so that, when-
ever you select that customer in the Customer Center, the note is easy to spot.

* Newreport formatting. QuickBooks’ reports sport new formatting that makes
them much easier to read (page 583). The rows for top-level categories are
shaded gray, lower-level category rows are shaded beige, and rows with totals
are shaded light gray.
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WHEN

QUICKBOOKS
* Updated online payments. If you install QuickBooks 2015 when it’s first released MAY NOT BE

(this version of the program is called R1 and usually comes out in September), THE ANSWER

you won’t see online payment links and settings. Big changes for online pay-
ments were still in the works when this book was written. To learn about these
new features, download Appendix E from this book’s Missing CD page at www.
missingmanuals.com/cds.

M When QuickBooks May Not Be the Answer

When you run a business (or a nonprofit), you track company finances for two rea-
sons: to keep your business running smoothly and to generate the reports required
by the IRS, SEC, and anyone else you have to answer to. QuickBooks helps you
perform basic financial tasks, track your financial situation, and manage your busi-
ness to make it even better. But before you read any further, here are a few things
you shouldn’t try to do with QuickBooks:

* Work with more than 14,500 unique inventory items or 14,500 contact
names. QuickBooks Pro and Premier company files can hold up to 14,500 inven-
tory items and a combined total of up to 14,500 customer, vendor, employee,
and other (Other Names List) names. (In the QuickBooks Enterprise Solutions
edition of the program, the number of names is virtually unlimited.)

« Track personal finances. Even if you’re a company of one, keeping your personal
finances separate from your business finances is a good move, particularly when
it comes to tax reporting. In addition to opening a separate checking account
for your business, you should also track your personal finances somewhere else
(like in Quicken). If you do decide to use QuickBooks, at least create a separate
company file for your personal financial info.

» Track the performance of stocks and bonds. QuickBooks isn’t meant to keep
track of the capital gains and dividends you earn from investments such as
stocks and bonds. Of course, companies invest in things like equipment and
office buildings, and you should track investments such as these in QuickBooks.
However, in QuickBooks, they show up as assets of your company (page 57).

* Manage specialized details about customer relationships. Lots of information
goes into keeping customers happy. With QuickBooks, you can stay on top of
customer activities with features like to-dos, notes, reminders, and memorized
transactions. You can also keep track of leads before they turn into customers.
But if you need to track details for thousands of members or customers, items
sold on consignment, project progress, or tasks related to managing projects,
a customer-management program or a program like Microsoft Excel or Access
might be a better solution.

NOTE Some third-party customer-management programs integrate with QuickBooks (page 94).
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CHOOSING THE
RIGHT EDITION

M Choosing the Right Edition

QuickBooks comes in a gamut of editions, offering options for organizations at both
ends of the small-business spectrum. QuickBooks Pro handles the basic needs of
most businesses, whereas Enterprise Solutions (the most robust and powerful edi-
tion of QuickBooks) boasts enhanced features and speed for the biggest of small
businesses. On the other hand, the online editions of QuickBooks offer features that
are available anytime you’re online.

m QuickBooks for Mac and QuickBooks Online both differ significantly from the Windows version
of the program, so this book isn’t meant to be a guide to the Mac version or QuickBooks Online. Likewise, features
vary in the desktop editions for different countries; this book covers the U.S. version.

This book focuses on QuickBooks Pro because its balance of features and price
makes it the most popular edition. Throughout this book, you’ll find notes about
features offered in the Premier edition, which is one step up from Pro. (Whether
you’re willing to pay for these additional features is up to you.) Here’s an overview
of what each edition can do:

* QuickBooks Online Simple Start is a low-cost online option for small businesses
with very simple accounting needs and only one person running QuickBooks
at a time. It’s easy to set up and use, but it doesn’t offer features like entering
bills, managing inventory, tracking time, or sharing your company file with your
accountant, and you can download transactions from only one bank (or credit
card) account.

* QuickBooks Online Essentials allows up to three people to run QuickBooks
at a time and lets you connect to as many bank or credit card accounts as you
want. As its name suggests, it offers essential features like automated invoicing,
entering bills, and controlling what users can access.

* QuickBooks Online Plus has most of the features of QuickBooks Pro, but you
access the program via the Web instead of running it on your PC.

NOTE These online editions let you use QuickBooks anywhere, on any computer, tablet, or smartphone,
so they’re ideal for someone who’s always on the go. They’re subscription-based, so you pay a monthly fee to
use them. Although a year’s subscription adds up to more than what you’d typically pay to buy a license for
QuickBooks Pro, with a subscription, your software is always up to date—you don’t have to upgrade it or convert
your company files to the new versions you install.

* QuickBooks Pro is the workhorse desktop edition. It lets up to three people work
on a company file at a time and includes features for tasks such as invoicing;
entering and paying bills; job costing; creating estimates; saving and distribut-
ing reports and forms as email attachments; creating budgets; projecting cash
flow; tracking mileage; customizing forms; customizing prices with price levels;
printing shipping labels; and integrating with Word, Excel, and hundreds of other
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programs. QuickBooks Pro’s name lists—customers, vendors, employees, and
so on—can include up to a combined total of 14,500 entries. Other lists, like the
chart of accounts, can have up to 10,000 entries each.

NOTE QuickBooks Pro Plus is a subscription product that costs a little more than the one-time license fee you
pay for QuickBooks Pro, but QuickBooks Pro Plus offers mobile access, unlimited phone support, online backups,
and always-up-to-date software. Similarly, QuickBooks Premier Plus is the premier version of the subscription
product.

* QuickBooks Premier is another multi-user edition (up to five simultaneous us-
ers). It can handle inventory items assembled from other items and components,
generate purchase orders from sales orders and estimates, apply price levels
to individual items, export report templates, produce budgets and forecasts,
and work with different units of measure for items. Plus, it offers enhanced
invoicing for time and expenses, and includes a few extra features like revers-
ing journal entries. When you purchase QuickBooks Premier, you can choose
from six different industry-specific flavors (see the next section). Like the Pro
edition, Premier can handle a combined total of up to 14,500 name list entries.

» Enterprise Solutions is the edition for midsized operations. It’s faster, big-
ger, and more robust than its siblings. Up to 30 people can access a company
file at the same time, and this simultaneous access is at least twice as fast as
in the Pro or Premier edition. The program’s database can handle more than
100,000 names in its Customer, Vendor, Employee, and Other Names lists. It
can track inventory in multiple warehouses or stores and produce combined
reports for those companies and locations. And because more people can use
your company file at once, this edition has features such as an enhanced audit
trail, more options for assigning or limiting user permissions, and the ability to
delegate administrative functions to the other people using the program. And
if you subscribe to Intuit’s Advanced Inventory service, you can value inventory
by using first in/first out (FIFO) valuation.

TIP You don’t have to pay list price for QuickBooks. Your local office supply store, Amazon, and any number of

other retail outlets usually offer the program at a discount. (If you buy QuickBooks from Intuit, you pay full price,
but you also have 60 days to return the program for a full refund.) In addition, accountants can resell QuickBooks
to clients, so it’s worth asking yours about purchase and upgrade pricing. QuickBooks ProAdvisors (you can find
alocal one by going to hitp://proadvisor.intuit.com/find-a-proadvisor/search.jsp) can get you up to a 40 percent
discount on QuickBooks Pro or Premier, and you’ll have 60 days to return the program for a refund.

The QuickBooks Premier Choices

If you work in one of the industries covered by QuickBooks Premier, you can get
additional features unique to your industry. (When you install QuickBooks Premier,
you choose the industry version you want to run. If your business is in an industry
other than one of the five options, choose General Business.) Some people swear that
these customizations are worth every penny, while others say the additional features

CHOOSING THE
RIGHT EDITION
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don’t warrant the Premier price. On the QuickBooks website (http://quickbooks.
intuit.com/premier), you can tour the Premier features to decide for yourself. Or you
can purchase QuickBooks Accountant, which can run any QuickBooks edition, from
QuickBooks Pro to the gamut of Premier’s industry-specific versions.

NOTE QuickBooks’ Accountant edition is designed to help professional accountants and bookkeepers deliver
services to their clients. It lets you run any QuickBooks edition (Pro or any of the Premier versions). It also lets
you review your clients’ data and easily correct mistakes you find, transfer an accountant’s copy to your client,
design financial statements and other documents, process payroll for clients, reconcile clients” bank accounts,
calculate depreciation, prepare clients’ tax returns, and work on two company files at a time.

Here are the industries that have their own Premier editions:

* The General Business edition has Premier goodies like per-item price levels,
sales orders, and so on. It also has sales and expense forecasting, the Inventory
Center, more built-in reports than QuickBooks Pro, and a business plan feature.

* The Contractor edition includes features near and dear to construction con-
tractors’ hearts: job-cost and other contractor-specific reports, the ability to
set different billing rates by employee, and tools for managing change orders.

* Manufacturing & Wholesale is targeted at companies that manufacture prod-
ucts. Its chart of accounts and menus are customized for manufacturing and
wholesale operations. You can use it to manage inventory assembled from
components and to track customer return merchandise authorizations (RMAs)
and damaged goods.

* If yourunanonprofit organization, you know that several things work differently
in the nonprofit world, as the box on page xxi details. The Nonprofit edition
of QuickBooks includes features such as a chart of accounts customized for
nonprofits, forms and letters targeted to donors and pledges, info about using
the program for nonprofits, and the ability to generate Statement of Functional
Expenses 990 forms.

* The Professional Services edition (not to be confused with QuickBooks Pro)
is designed for companies that deliver services to their clients. Unique features
include project-costing reports, templates for proposals and invoices, billing
rates that you can customize by client or employee, and professional service-
specific reports and help.

* The Retail edition is customized for retail businesses. It includes specialized
menus, reports, forms, and help, as well as a custom chart of accounts. Intuit
offers companion products that you can integrate with this edition to support
all aspects of your retail operation. For example, QuickBooks’ Point of Sale
product tracks sales, customers, and inventory as you ring up purchases, and
it shoots that information over to your QuickBooks company file.
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ACCOUNTING

BASICS: THE
IMPORTANT

FREQUENTLY ASKED QUESTION

STUFF

Nonprofit Dilemma

I’m doing the books for a tiny nonprofit corporation. I'd really
like to avoid spending any of our hard-raised funds on a special
edition of QuickBooks. Can’t I just use QuickBooks Pro?

You may be tempted to save some money by using QuickBooks
Pro instead of the more expensive QuickBooks Nonprofit edi-
tion, and you can—if you’re willing to live with some limita-
tions. As long as funding comes primarily from unrestricted
sources, the Pro edition will work reasonably well. You'll have
to accept using the term “customer” when you mean donor or
member, or the term “job” for grants you receive. Throughout
this book, you’ll find Notes and Tips about tracking nonprofit

finances with QuickBooks Pro or Premier (the General Business
edition—not the Nonprofit edition).

However, if you receive restricted funds or track funds by
program, if you use QuickBooks Pro, you’ll have to manually
post them to equity accounts and allocate them to accountsin
your chart of accounts, since the program doesn’t automati-
cally perform these staples of nonprofit accounting. Likewise,
QuickBooks Pro doesn’t generate all the reports you need to
satisfy your grant providers or the government, although
you can export reports (page 688) and then modify them
in a spreadsheet program. In that case, QuickBooks Premier
Nonprofit might be a real timesaver.

I Accounting Basics: The Important Stuff

QuickBooks helps people who don’t have a degree in accounting handle most ac-
counting tasks. However, you’ll be more productive and have more accurate books
if you understand the following concepts and terms:

* Double-entry accounting is the standard method for tracking where your
money comes from and where it goes. Following the old saw that money doesn’t
grow on trees, money always comes from somewhere when you use double-
entry accounting. For example, as shown in Table I-1, when you sell something
to a customer, the money on your invoice comes in as income and goes into
your Accounts Receivable account. Then, when you deposit the payment, the
money comes out of the Accounts Receivable account and goes into your
checking account. (See Chapter 16 for more about double-entry accounting

and journal entries.)

Each side of a double-entry transaction is either a debit or a credit. As you can see in Table I-1, when you
sell products or services, you credit your income account (since your income increases when you sell something),
but debit the Accounts Receivable account (because selling something also increases how much customers owe
you). You’ll see examples throughout the book of how transactions translate to account debits and credits.
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TABLE 1-1 Following the money through accounts

TRANSACTION ACCOUNT DEBIT CREDIT

Sell products or Accounts Receivable | $1,000

services

Sell products or Service Income $1,000
services

Receive payment Checking Account $1,000

Receive payment Accounts Receivable $1,000
Pay for expense Office Supplies $500

Pay for expense Checking Account $500

* Chart of accounts. In bookkeeping, an account is a place to store money, just
like your real-world checking account is a place to store your ready cash. The
difference is that you need an account for each kind of income, expense, asset,
and liability you have. (See Chapter 3 to learn about all the different types of
accounts you might use.) The chart of accountsis simply a list of all the accounts
you use to keep track of your company’s money.

» Cash vs. accrual accounting. Cash and accrual are the two different ways
companies can document how much they make and spend. Cash accounting is
the choice of many small businesses because it’s easy: You don’t show income
until you’ve received a payment (regardless of when that happens), and you
don’t show expenses until you’ve paid your bills.

The accrual method, on the other hand, follows something known as the
matching principle, which matches revenue with the corresponding expenses.
This approach keeps income and expenses linked to the period in which they
happened, no matter when cash comes in or goes out. The advantage of this
method is that it provides a better picture of profitability because income and
its corresponding expenses appear in the same period. With accrual accounting,
you recognize income as soon as you record an invoice, even if you’ll receive pay-
ment during the next fiscal year. For example, if you pay employees in January
for work they did in December, those wages are part of the previous fiscal year.

» Financial reports. You need three reports to evaluate the health of your com-
pany (they’re described in detail in Chapter 17):

* The income statement, which QuickBooks calls a Profit & Loss report (page
445), shows how much income you’ve brought in and how much you’ve
spent over a period of time. This QuickBooks report gets its name from
the difference between income and expenses, which results in your profit
(or loss) for that period.

* The balance sheet (page 451) is a snapshot of how much you own and how
much you owe. Assets are things you own that have value, such as buildings,
equipment, and brand names. Liabilities are the money you owe to others
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(like money you borrowed to buy one of your assets, say). The difference
between your assets and liabilities is the equity in the company—like the
equity you have in your house when the house is worth more than you owe
on the mortgage.

* The statement of cash flows (page 454) tells you how much hard cash you
have. You might think that a profit and loss report would tell you that, but
noncash transactions—such as depreciation—prevent it from doing so. The
statement of cash flows doesn’t include noncash transactions; it shows
only the money generated or spent operating the company, investing in
the company, or financing.

UP TO SPEED

ABOUT THIS
BOOK

Learning More about Accounting

thing about accounting, you're holding the right book. But if — http://tinyurl.com/rwaccounting.

five times a day).

or call 1-303-755-6885.

If you need to learn a lot about QuickBooks and a little some-  available online on demand or on (D or DVD. Check it out at

bookkeeping and accounting are unfamiliar territory, some  ajtarpatively, the Accounting & Business School of the Rock-
background training may help you use QuickBooks better a5 offers an online accounting and bookkeeping course. The

and more easily (without calling your accountant for help ¢o;rse presents real-life accounting situations, so you'll learn

to solve common small-business accounting problems, and it
Real World Training offers “Mastering Accounting Basics for  includes hands-on exercises to help you master the material. It
QuickBooks,” an Intuit-endorsed product that teaches basic  doesn’t take long to complete, so you’ll be up and accounting
accounting concepts using QuickBooks in its examples. It’s in no time. To contact the school, visit www.absrschool.com

M About This Book

QuickBooks Help provides a healthy dose of accounting background and trouble-
shooting tips. If you don’t find the answer you need in the program’s “Have a Ques-
tion?” window (page 746), the Intuit Community—which lets you ask your peers
and experts for answers (page 747)—or by searching with keywords, where do you
turn next?

This book provides lots of real-world examples, and you can search for topics in its
index. In addition, with this book, you can mark your place, underline key points, jot
notes in the margin, or read about QuickBooks while sitting in the sun—stuff that’s
hard to do when reading on a screen.

This book applies to the U.S. Windows version of QuickBooks Pro and Premier.
(Because the Mac version of the program differs significantly from the Windows
one, this book won’t be of much help if you have QuickBooks for Mac. For the same
reason, this book doesn’t cover QuickBooks Online. Versions for other countries
differ from the U.S. version, too, primarily in how you work with payroll and taxes.)
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In these pages, you'll find step-by-step instructions for using every QuickBooks Pro
feature, including progress invoicing (page 284), making journal entries (page 426),
writing off losses (page 387), handling customer refunds (page 288), and so on. If
you’re just starting out with QuickBooks, read the first few chapters as you set up
your company file. After that, go ahead and jump from topic to topic depending on
the bookkeeping task at hand. As mentioned earlier, you’ll also learn about some
of the extra bells and whistles in the QuickBooks Premier edition. (All the features
in QuickBooks Pro—and in this book—are also in Premier.) To keep you productive,
this book evaluates features to help you figure out which ones are most useful and
when to use them.

NOTE Although each version of QuickBooks introduces new features and enhancements, you can still use this
book if you’re using an earlier version. Of course, the older your version of the program, the more discrepancies
you’ll run across.

QuickBooks 2015: The Missing Manualis designed to accommodate readers at every
technical level. The primary discussions are written for people with beginner or
intermediate QuickBooks skills. If you’re using QuickBooks for the first time, read
the boxes titled “Up to Speed,” which provide the introductory info you need to
understand the current topic. On the other hand, people with advanced skills should
watch for similar boxes labeled “Power Users’ Clinic,” which include tips, tricks, and
shortcuts for more experienced QuickBooks wranglers.

B About the Outline

This book is divided into five parts, each containing several chapters:

* Part One: Setting Up QuickBooks explains how to set up QuickBooks based
on your organization’s needs. These chapters cover creating a company file and
setting up accounts, customers, jobs, vendors, invoice items, and other lists.

» Part Two: Bookkeeping follows the money from the moment you rack up time
and expenses for your customers and add charges to a customer’s invoice to
the tasks you have to perform at the end of the year to satisfy the IRS and other
interested parties. These chapters describe how to track time and expenses,
pay for things you buy, bill customers, manage the money that customers owe
you, pay for expenses, manage your bank accounts, and perform other book-
keeping tasks.

» Part Three: Managing Your Business delves into the features that can help
you make your company a success—or even more successful than it already
is. These chapters explain how to keep track of the financial tasks you need to
perform, manage QuickBooks files, keep your inventory at just the right level,
work with sales tax, build budgets, and use QuickBooks reports to evaluate
every aspect of your enterprise.
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» Part Four: QuickBooks Power helps you take your copy of the program to the THE VERY
next level. You'll learn how to save time and prevent errors by downloading BASICS
transactions; boost your productivity by setting the program’s preferences to
match the way you like to work and integrating QuickBooks with other programs;
customize the program’s components to look the way you want; and—most
important—set up QuickBooks so your financial data is secure.

* PartFive: Appendixes provides a guide to installing and upgrading QuickBooks
and a reference to helpful resources.

NOTE You can find five bonus appendixes online at this book’s Missing (D page at www.missingmanuals.
com/cds. Appendix C: Keyboard Shortcuts, Appendix D: Working with Intuit QuickBooks Payroll Services, Appendix
E: Using Intuit e-Invoicing, Appendix F: Tracking Time with the Standalone QuickBooks Pro Timer, and Appendix
G: Advanced Form Customization.

I The Very Basics

To use this book (and QuickBooks), you need to know a few basics. This book as-
sumes that you’re familiar with the following terms and concepts:

* Clicking. This book includes instructions that require you to use your computer’s
mouse or trackpad. To click means to point your cursor (the arrow pointer)
at something on the screen and then—without moving the cursor—press and
release the left button on the mouse (or laptop trackpad). To right-click means
the same thing, but you press the right mouse button instead. (Clicking usually
selects an onscreen element or presses an onscreen button, whereas right-
clicking typically reveals a shortcut menu, which lists some common tasks
specific to whatever you right-clicked.) To double-click means to click the left
button twice in rapid succession, without moving the pointer. And to drag means
to move the cursor while holding down the left mouse button the entire time.

When you're told to Shift-click something, you click while pressing the Shift
key. Related procedures, like Ctrl-clicking, work the same way—just click while
pressing the specified key.

* Menus. The menus are the words at the top of your screen: File, Edit, and so on.
Click one to make a list of commands appear, as though they’re written on a
window shade you’ve just pulled down. Some people click to open a menu and
then release the mouse button; after reading the menu choices, they click the
option they want. Other people like to press the mouse button continuously as
they click the menu title and drag down the list to the desired command; only
then do they release the mouse button. Both methods work, so use whichever
you prefer.

+ Keyboard shortcuts. Nothing is faster than keeping your fingers on your key-
board to enter data, choose names, trigger commands, and so on—without losing
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time by grabbing your mouse, carefully positioning it, and then choosing a com-
_ ARROWS VA gy yp g g

mand or list entry. That’s why many experienced QuickBooks fans use keyboard
shortcuts to accomplish most tasks. In this book, when you read an instruction
like “Press Ctrl+A to open the Chart of Accounts window,” start by pressing the
Ctrl key; while it’s down, type the letter A; and then release both keys.

M About—These—Arrows

Throughout this book, and throughout the Missing Manual series, you'll find sentences
like this one: “Choose Lists—Customer & Vendor Profile Lists—Customer Type List.”
That’s shorthand for a much longer instruction that directs you to navigate three
nested menus in sequence, like this: “At the top of your screen, click the Lists menu.
On the Lists menu, point to the Customer & Vendor Profile Lists menu item. On the
submenu that appears, choose Customer Type List.” Figure I-1 shows the menus
this sequence opens.

Similarly, this arrow shorthand also simplifies the instructions for opening nested
folders, such as Program Files—QuickBooks—Export Files.
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FIGURE I-1
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Chart of Accounts
Item List

Fixed Asset ltem List
Price Level List
Sales Tax Code List
Payroll ltem List
Class List

Currency List

Other Mames List
Customer & Vendor Profile
Templates

Memarized Transaction List Ctri+T

Add/Edit Multiple List Entries

es Rep List

Wendor Type List

Job Type List

Terms List

Customer Message List
Payment Method List
Ship Via List

Vehicle List

long and hard-to-follow
instructions for navigating
through nested menus and
nested folders, the arrow nota-
tion is concise and just as infor-
mative. for example, choosing
Lists— Customer & Vendor
Profile Lists—s Customer Type
List takes you to the menu item
shown here.

B About the Online Resources

As the owner of a Missing Manual, you’ve got more than just a book to read.
Online, you'll find tips, articles, and additional content that helps you stay current
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with QuickBooks changes that occur after this book is published. You can also
communicate with the Missing Manual team and tell us what you love (or hate)
about the book. Head over to www.missingmanuals.com, or go directly to one of
the following sections.

Missing CD

This book doesn’t have a CD pasted inside the back cover, but you’re not missing
out on anything. Go to www.missingmanuals.com/cds and click the “Missing CD-
ROM?” link for this book to download five additional appendixes. If Intuit releases
significant QuickBooks enhancements or new features after this book goes to print,
you’ll also be able to download files with the full scoop on those new offerings. And
so you don’t wear down your fingers typing long web addresses, the Missing CD
page offers a list of clickable links to the websites mentioned in this book.

Registration

If you register this book at oreilly.com, you’ll be eligible for special offers—like
discounts on future editions of QuickBooks: The Missing Manual. Registering takes
only a few clicks. To get started, type http://oreilly.com/register into your browser
to hop directly to the Registration page.

Feedback

Got questions? Need more information? Fancy yourself a book reviewer? On our
Feedback page, you can get expert answers to questions that come to you while
reading, and you can share your thoughts on this book. To have your say, go to www.
missingmanuals.com/feedback.

Errata

In an effort to keep this book as up to date and accurate as possible, each time we
print more copies, we’ll make any confirmed corrections you’ve suggested. We also
note such changes on the book’s website, so you can mark important corrections
into your own copy of the book, if you like. Go to http://tinyurl.com/QBl5errata to
report an error or view existing corrections.

M Safari® Books Online

Safari® Books Online (http://safaribooksonline.com) is an on-demand digital library
that lets you easily search over 7,500 technology and creative reference books and
videos to find the answers you need quickly.

With a subscription, you can read any page and watch any video from our library
online. Read books on your cellphone and mobile devices. Access new titles before
they are available for print, and get exclusive access to manuscripts in development
and post feedback for the authors. Copy and paste code samples, organize your
favorites, download chapters, bookmark key sections, create notes, print out pages,
and benefit from tons of other time-saving features.

SAFARI® BOOKS
ONLINE
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CHAPTER

1

Creating a Company File

Books, so it’s the first thing you need to work on in the program. You can

create a company file from scratch or convert records that you previously
kept in a different small-business accounting program, Quicken, or even another
edition of QuickBooks like QuickBooks for Mac.

Q company file is where you store your company’s financial records in Quick-

If you’re new to bookkeeping, another approach is to use a file that someone else
created. For example, if you’ve worked with an accountant to set up your company,
she might provide you with a QuickBooks company file already configured for your
business so you can hit the ground running.

This chapter starts by explaining how to launch your copy of QuickBooks. Then, if you
need to create your company file yourself, you’ll learn how to use the QuickBooks
Setup dialog box or the EasyStep Interview to get started (and find out which other
chapters explain how to finish the job). If you’re converting your records from another
program, this chapter provides some hints for making the transition as smooth as
possible. Finally, you'll learn how to open a company file, update one to a new ver-
sion of QuickBooks, and modify basic company information.

I Opening QuickBooks
Here are the easiest ways to open QuickBooks:

* Desktop icon. Double-click the desktop shortcut that QuickBooks created
during installation.




BEFORE YOU
CREATE A
COMPANY FILE

Windows taskbar. The fastest way to open QuickBooks is to click its icon on
the Windows taskbar, shown in Figure 1-1—but first you have to put it there.
To do that in Windows 7 and Windows 8.1, right-click the QuickBooks desktop
icon and then, on the shortcut menu that appears, choose “Pin to Taskbar.” If
you’re still using Windows 8 (not 8.7), pinning the QuickBooks desktop icon to
the taskbar takes a few more steps: Point the cursor at the screen’s upper-right
corner to display the Charms menu, click the Search icon (the magnifying glass),
type quickbooks in the Search box, and then press Enter. When you see the
QuickBooks icon, right-click it, and then choose “Pin to Taskbar.”

=

2

QuickBooks 2015 icon
pinned to taskbar

Renamed QuickBooks 2015 desktop icon

Olujeiet here. To do that, right-click the icon, and then choose Rename on the

P

FIGURE 1-1

Windows’ taskbar keeps your favorite icons near at hand. The taskbar
is easy to reach, because program windows don’t hide it the way they
do desktop shortcuts. You can rename desktop icons, as was done

shortcut menu. Type the label you want to use, and then press Enter.

= a7

Start menu. You can also launch QuickBooks from the Start menu. In Windows
7, click Start—QuickBooks Pro 2015 (or QuickBooks Premier 2015). If Quick-
Books isn’t already listed in the Start menu, choose Start—All Programs—
QuickBooks—QuickBooks Pro 2015 (or QuickBooks Premier 2015). In Windows
8, point the cursor at the screen’s upper-right corner to display the Charms
menu, click Start, and then click the QuickBooks icon on the screen’s right. And
in Windows 8.1, you can right-click the QuickBooks desktop icon and choose
“Pin to Start.”

The first time you launch QuickBooks, you’re greeted by the QuickBooks Setup dialog

box,

The

whose sole purpose is to help you create a company file in one way or another.
rest of this chapter explains how to create a company file, and then how to

open company files you create. After that, you’ll be ready to dive into bookkeeping.

Before You Create a Company File

If you’ve just started a business and want to inaugurate your books with QuickBooks,
your prep work will be a snap. If, on the other hand, you have existing records for your
business, you have a few small tasks to complete before you jump into QuickBooks’
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setup. Whether your books are paper ledgers or electronic files in another program,
gather your company information before you open QuickBooks. That way, you can
hunker down in front of your computer and crank out a company file in record time.
This section explains what you need to create a company file in QuickBooks.

Choosing a Start Date

To keep your entire financial history at your fingertips, you need to put every transac-
tion and speck of financial information in your QuickBooks company file. But you have
better things to do than enter years’ worth of checks, invoices, and deposits, so the
comprehensive approach is practical only if you just recently started your company.

The more realistic approach is to enter your financial data into QuickBooks starting
as of a specific date and, from then on, add all new transactions to QuickBooks.
The date you choose is called the start date. (The start date isn’t something that
you enter in a field in QuickBooks; it’s simply the earliest transaction date in your
company file.) You should choose it carefully. Here are your start date options and
the ramifications of each one:

* The last day of the previous fiscal year. The best choice is to fill in your records
for the entire current fiscal year. To do that, use the last day of your company’s
previous fiscal year as the company file’s start date. That way, the account
balances on your start date are like the ending balances on a bank statement,
and you're ready to start bookkeeping fresh on the first day of the fiscal year.

Yes, you have to enter checks, credit card charges, invoices, payments, and
other transactions that have happened since the beginning of your fiscal year
(see the box on page 6), but that won’t take as much time as you think. And
you’ll regain those hours when tax time rolls around, as you nimbly generate
the reports you need to complete your tax returns.

If more than half of your fiscal year has already passed, the best approach is
to be patient and postpone your QuickBooks setup until the next fiscal year.
(Intuit releases new versions of QuickBooks in October or November each year
for just that reason.) But waiting isn’t always feasible. In cases like that, go with
the next option in this list.

TIP For practice, you can start entering transactions that occur after the closing date of your bank statement

from the month before you begin entering transactions in QuickBooks. For example, if you plan to start tracking
your business finances in QuickBooks starting January 1, grab the bank statement whose closing date is before
that (December 15, say). In QuickBooks, record all the transactions that occurred between that statement’s opening
and closing dates—November 16 through December 15, in this example. Then you can practice reconciling that
statement with your QuickBooks records (page 389).

* The last day of the previous fiscal period. The next best start date is the last
day of the previous fiscal quarter (or fiscal month, at the very least). Since your
company file won’t contain a full year’s worth of detail if you go this route,

BEFORE YOU
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CREATE A you might have to switch between QuickBooks and your old filing cabinets to
prepare your tax returns and look up financial information.

COMPANY FILE

POWER USERS’ CLINIC

Entering History in the Right Order

If you enter transactions from the beginning of your fiscal year,
it’simportant to add them in the right order so the information
you need is available when you need it. Here’s the order to use:

1. Add purchase transactions, such as purchase orders, hills,
bill payments, checks, credit card charges, and so on. By
entering these transactions first, you’ll have inventory
information and reimbursable expenses ready to go when

. Enter sales transactions, such as sales receipts, invoices,

and credit memos. You need these transactions in place
before you can record customer payments or process
sales tax.

. Record customer payments and other deposits.
. Record sales tax payments for the goods and services

you sold.

ou start entering invoices and other sales transactions.
y g 6. Ifyouuse QuickBooks for payroll, add payroll transactions.

2. If you charge customers for hours worked or pay
employees by the hour, then enter timesheet infor-
mation next. By doing so, you can create invoices or
generate paychecks for hours worked.

1. Enter other bank transactions, such as transfers and
bank fees.

Account Balances and Transactions

Unless you begin using QuickBooks when you start your business, to get things
rolling, you need to know your account balances as of your selected start date. For
example, if your checking account has $342 at the end of the year, that value goes
into QuickBooks during setup. You also need every transaction that’s happened since
the start date you chose—expenses you’ve incurred, sales you’ve made, payroll and
tax transactions, and so on—to establish your asset, liability, equity, income, and
expense accounts. So dig that information out of your existing accounting system
(or shoebox). (If you don’t want to record individual transactions, the box on page
8 tells you how to quickly enter your account totals as of a specific date.)

Here are the balances and transactions you need and where you can find them in
your records:

» Cash balances. For each bank account you use in your business (checking,
savings, money market, and so on), find the bank statements with statement
dates as close to—but earlier than—the start date of your QuickBooks company
file. Hop onto your bank’s website to identify the transactions that haven’t yet
cleared; you’ll need them to enter transactions, unless you download transac-
tions from your bank (page 617). If you have petty cash lying around, count it
and use that number to set up your petty cash account (page 215).
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For Subchapter C corporations, Subchapter S corporations, and partnerships, the balance sheet that you COMPANY FILE
included with your previous year’s tax return is a great starting point for account balances. Your tax return also
shows your federal tax ID number, which you’ll need, too.

TIP

* Customer balances. If customers owe you money, pull the paper copy of every
unpaidinvoice or statement out of your filing cabinet (or find the electronic ver-
sions you saved on your computer) so you can give QuickBooks what it needs
to calculate your Accounts Receivable balance. If you didn’t keep copies, you
can ask your customers for copies of the invoices they haven’t paid or simply
create invoices in QuickBooks to match the payments you receive.

* Vendor balances. If your company thinks handing out cash before you have to
is more painful than data entry, then find the bills you haven’t yet paid and get
ready to enter them in QuickBooks so you can generate your Accounts Payable
balance. (Or, to reduce the number of transactions you have to enter, simply
pay those outstanding bills and then record the bill payments in QuickBooks.)

» Asset values. When you own assets such as buildings or equipment, their value
depreciates over time. If you included a balance sheet with the tax return you
filed for your company, you can find asset values and accumulated depreciation
on your most recent tax return (yet another reason to start using QuickBooks
at the beginning of your fiscal year). If you haven’t filed a tax return for your
company yet, an asset’s value is typically the price you paid for it.

 Liability balances. Find the current balances you owe on any business loans
or mortgages.

* Inventory. If you stock products that you sell and track them as inventory, you
need to know how many items you had in stock as of the start date, how much
you paid for them, and what you expect to sell them for.

» Payroll. Payroll services are a great value for the money, which you’ll grow to
appreciate as you collect the info you need for payroll (including salaries and
wages, tax deductions, benefits, pensions, 401(k) deductions, and other stray
payroll deductions you might have). You also need to know who receives with-
holdings, such as tax agencies or the company handling your 401(k) plan. Oh,
yeah—and you also need payroll details for each employee. Chapter 15 explains
the payroll options available inside and outside of QuickBooks.

TIP If you have outstanding payroll withholdings such as employee payroll taxes, then send in the payments
before you start recording transactions in QuickBooks so you don’t have to enter those open transactions in your
company file.

CHAPTER 1: CREATING A COMPANY FILE 7
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WORKAROUND WORKSHOP

Summarizing Midyear Account Balances

If you need to switch to QuickBooks in the middle of a fiscal  accrual-basis report, depending on which method you use.
year but don’t want to trudge through transaction data entry, ~ See page xxii to learn about cash versus accrual accounting.)

don’t despair. Asingle journal entry can bring your incomeand 14 record those year-to-date income and expense numbers in
expense account totals up to date. Although you won’t have  quickBooks, create a journal entry (page 426). Fill in the Date
the details you get from individual transactions, your account a4 with the last day of the historical period, such as 6/30/15,
balances will be accurate and ready for tasks like creating 1o record financial results for the first half of the calendar
financial reports and filing taxes. year. In the journal entry’s table, add a line for each income
First, you need to know your income and expense accounts’  and expense account, as shown in Figure 1-2. Finally, enter
totals. To get those numbers, generate an income statement  values for income accounts in the Credit column and values
from your previous accounting system. (Run a cash-basis or ~ for expense accounts in the Debit column.

FIGURE 1-2
Main ~ Reports A journal entry that records income and expense totals
P a E 4 By D Ea & E i /:s a compromise ygu can make whgn you .must start us-
= New Save Delete €BMemorize Reverse  Prnt | Afi- ing QuickBooks midyear. Each row in the journal entry’s
T F table allocates funds to an income or expense account.
Enter an income account total in the Credit cell. Enter an
e BI30/2015  EA ENTRY NO. 1 expense account total in the Debit cell.
ACCOUNT DEBIT CREDIT MEMD If total expense is less than total income, assign the
Food Sales 25,000.00 leftover amount in the debit column to the Opening
Eamd PUiEiesas 5,000.00 Balance Equity account. (That remaining amount is
Restaurant Supplies 2,000.00 profit, which becomes your equity in the company, as
Insurance Expense 2,000.00 described on page 454')
Fayroll Expenses 5,000.00
Rent Expense 5,000.00
Utilities 1,000.00
Opening Balance Equity 5,000.00
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M Creating a Company File

Keeping books requires accuracy, attention to detail, and persistence—hence the
customary image of spectacled accountants scanning row after row of numbers.
QuickBooks can help you keep your books without ruining your eyesight—as long
as you start your company file with good information. If you want to practice with
QuickBooks, you can experiment with a sample file, as the box below explains.

GEM IN THE ROUGH

Experimenting with a Sample File

You don’t have to use your real company file to test out Quick-
Books features you’ve never used. The program comes with a
couple of sample files: one for a basic product-based business
and one for a basic service-based business. And if you have
QuickBooks Premier, you can experiment with several other
sample files for more specialized pursuits like contracting,
consulting, manufacturing, and so on.

To experiment with QuickBooks features before you put them
into production, in the No Company Open window, click “Opena

pany files by choosing File—Close Company [or File—Close
Company/Logoff if there’s more than one user set up for the
file]. If the QuickBooks Setup dialog box is open, close it, t0o.)

Don’t try to use one of these sample files as your actual
company file. They come with accounts, customers, vendors,
and transactions (such as checks, invoices, and purchase
orders). Besides, QuickBooks sets “today’s” date in these
files to 12/15/2019, which makes transactions later than you
or your vendors would like (although you can edit the values

sample file,” and then choose the one you want. (To display the in date boxes).

No Company Open window, you have to close any open com-

QuickBooks makes it easy to create a company file from scratch. (The box on page
10 tells you how to find someone who can help you create one.) You can opt for
a short and sweet process, which asks you for the bare minimum of info before it
creates your file. Or you can use a wizard that guides you through the process with
a series of questions that takes about 15 minutes to answer. The questions cover the
basics of creating and customizing a company file to fit your business. QuickBooks
needs to know some company information, the industry you’re in, and the features
you want to use. The program then sets your preferences and creates a few accounts
(like basic income and expense accounts and your checking account). The box on
page 21 lists additional setup tasks you need to perform to flesh out your company
file—and where in this book to learn more about those tasks.

Options for Creating a Company File

You can create a company file in several ways, and the QuickBooks Setup dialog
box—which opens automatically the very first time you start QuickBooks—is your
ticket to all of them. If you don’t see this dialog box, choose File—New Company (or
click “Create a new company” in the No Company Open window). The dialog box
takes up most of the screen, so you can stay focused on creating your company file.

CHAPTER 1: CREATING A COMPANY FILE 9
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Getting Help Creating a New Company File

The proud owners of brand-new businesses face a dilemma: ~ well versed in QuickBooks can create a flawless company file
They have more important things to do than muddle through  without breaking a sweat.

setting up company files in QuickBooks, but money is usually ¢ you plan to do without an accountant but you want some
as short as free time. If you don’t know much about book- help setting up your company file, you can choose Help—sFind
keeping or accounting, a few hours of an accountant’s time | ocal QuickBooks Expert. By answering a few questions on
is @ worthwhile investment when youre getting started in  ho [ocal QuickBooks Expert website (1tip://tinyurl.com/

QuickBooks. You'll not only save untold hours, but you'll  ,4-4pa4vis0), you can locate someone in your area who
also know that your books are set up properly. Accountants 3, help you get started.

The three basic approaches to creating a company file are covered by the QuickBooks
Setup dialog box’s three buttons:

« Express Start. This button is in pole position because it’s the best option if
this is your first time creating a company file. If you go this route, QuickBooks
holds your hand and asks for a few bits of info at a time before moving to each
new screen. If you stop filling in information before QuickBooks creates your
company file, the program won’t save any of the values you entered. So make
sure you have at least 15 minutes to complete the first set of steps. Instructions
for Express Start begin on page 11.

» Advanced Setup. If you’ve been around the QuickBooks block before, choose
this option to launch the EasyStep Interview window, which asks for more
information on each screen than Express Start does. If you need help during
the process, you can always click the “Get answers” link at the top right of the
window. You can also use Advanced Setup to go back and modify info you
entered previously, whether you entered it using Express Start or the EasyStep
Interview. (The instructions for the EasyStep Interview begin on page 14. If
you’re unsure what to put in any of the fields you’re supposed to fill in, they’re
described in the Express Start section, because you fill in much of the same
information regardless of which approach you use.)

» Other Options. This button covers the rest of the bases. You can use it to open
an existing company file or convert existing records that are in Quicken or an-
other accounting program (page 23) for use in QuickBooks.

NOTE If you use QuickBooks Accountant edition, you can create a company file from an existing file by
choosing File—“New Company from Existing Company File.”
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Whether you use Express Start or the EasyStep Interview, you tell QuickBooks
the basic 411 about your company, such as its name and tax ID. (If any of the fields
confuse you, try clicking the “Need help? Give us a call” button in the QuickBooks
Setup dialog box or the “Get answers” link in the upper-right corner of the EasyStep
Interview window.) The next section has the full scoop on the information you need
to provide.

Using Express Start

As its name implies, Express Start gets you going as quickly as possible by asking
for the minimum amount of info (you can fill in the details later). To use it, choose
File—New Company and then, in the QuickBooks Setup dialog box, click Express
Start. The “Tell us about your business” screen appears, and you can start entering
info. The following sections explain what the program needs to know to create your
company file.

I COMPANY INFORMATION

On the “Tell us about your business” screen, shown in Figure 1-3, you need to cough
up only three answers, but these responses are the foundation of many of the pref-
erences that QuickBooks sets:

* Company Name. Type the name you want to appear on invoices, reports, and
other forms. (QuickBooks also uses the name you type here to name your
company file.) Later on, you can specify your company’s legal name (page 28).

* Industry. Start typing your industry in this box (as shown in Figure 1-3) and see
if QuickBooks finds a match. If not, click “Help me choose” to the right of this
field to see all your options. If you don’t see an obvious choice in the Industry
list, then scroll to the bottom and choose either General Product-based Business
or General Service-based Business.

Choose your industry carefully. QuickBooks adjusts its preferences and chart
of accounts based on your choice to match how your business operates. For
example, the program creates income and expense accounts for your type
of business and automatically turns on features like sales tax and inventory if
your industry typically uses them. If QuickBooks makes assumptions you don’t
like, you can alter your preferences (Chapter 25) and accounts (page 56) later.

« Company Type. The tax form you use depends on the type of business entity
you have. This drop-down list contains the most common types, from sole
proprietorships and partnerships to corporations and nonprofits. When you
select a type, QuickBooks assigns the corresponding tax form to your company
file. After you finish creating your company file, you can see the tax form the
program selected by choosing Company—My Company, which brings up the
dialog box shown in Figure 1-9 (page 27). The Income Tax Form Used box at the
bottom of that dialog box lists the tax form for your company type.

CREATING A
COMPANY FILE

CHAPTER 1: CREATING A COMPANY FILE

n



CREATING A

COMPANY FILE

FIGURE 1-3

QuickBooks’ list of indus-
Tell us about your business o— tries is robust, so chances
Enter the essentials so we can create a company file that’s just right for your business. "-I‘:‘ are good you’” flnd one

that’s close to what your
company does. You can
start typing an industry,
and the program displays
options that match what

* Company Name  Nutritious Nibbles

We'll use this on your invoices 2nd reports, and to name your company file.

5
e i e you've typed so far, such
[Restaurant, Caterer, or Bar ] .
as cater to display the
* Company Type ¥ Help me choose industry “Restaurant,

Well use this to select the right tax settings for your business. Caterer, or Bar” ShOWﬂ
Tax ID # @ here. Or you can click the
Wel use this an your tax forms. “Help me choose” link to
Doyouhave v see all the industries the

es
et T program offers.
(3 Need help? Give us a call Back

* Tax ID #. This box is for the federal tax ID number you use when you file taxes.
You don’t have to enter it now, but you’ll need it come tax time. You’'ll use a
federal Employer Identification Number (EIN) if your company is a corporation
or partnership, you have employees, or fit a few other criteria (go to www.irs.
gov to see if you need an EIN). Otherwise, your tax ID is your Social Security
number or Individual Tax Identification Number (ITIN).

* Do you have employees? The choice you make in this box doesn’t affect the
settings in your company file. If this field is set to Yes (as it is initially) or to “No,
but I might in the future,” then Intuit will tempt you with payroll service offers.
If you don’t have employees or don’t want to receive those offers, choose No
in the drop-down list.

When you finish filling out this screen, click Continue.

I BUSINESS CONTACT INFORMATION
Next, you can enter your basic contact info. If you’re itching to start printing and
emailing invoices, bills, and other forms, fill in the following fields:

* Legal Name. This is the name you use on contracts and other legal documents.
Your company name and legal name are usually the same unless you use a DBA
(doing business as) company name. If you own a corporation, the legal name is
what appears on your Certificate of Incorporation.
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« Contact info. Enter your mailing address, telephone number, email address, CREATING A
and website address, if you have one. The Zip and Phone fields are the only COMPANY FILE
ones that are required.

Click Preview Your Settings to see which features QuickBooks selected for you based
on the industry and company type you provided (Figure 1-4). The Preview Your
Company Settings dialog box lets you fine-tune the accounts QuickBooks selected
and choose a different place to store your company file. Here’s what you can do on
each tab of this dialog box:

* Features Selected. This tab is purely informational. You can’t modify the set-
tings listed here, but you can change the program’s preferences later (Chapter
25) to suit your needs.

» Chart of Accounts. This tab lists accounts typically used in your industry. The
accounts that QuickBooks chose have checkmarks next to their names. You
can include or exclude accounts in your chart of accounts by turning their
checkmarks on or off.

FIGURE 1-4
Click the tabs to review what we selected for you. You can’t use this dialog
) ) box to change the features
Features Selected || Chartof Accounts ||  Company File Location | listed on the Features
dick on a feature to see what it does. You can turn these on and off later in QuickBooks Preferences. Selected tab. HOWeVef, you
— p— can adjust those settings
ure: 2 . .
Employess in the Preferences dialog
_— L.) Estimates
Estimates Yes box (page 696)
Progress Invoicing Use estimates (also called :
Invoices quotes, bids or proposals) to To mOdlfy the accounts
y show your customers how in your company file or
Managing Bilis Yes much you'll charge for products 4 p .y
Sales Tax and services. If the customer where the file is stored,
Statements Yes accepts the estimate you can CI/Ck me (hart OfA(COUnfS
Time Trackin ves easily convert it to an invoice. ) i
: or Company File Location
tab, respectively.

« Company File Location. This tab shows where on your computer the program
plans to save your company file. To choose a different spot, click Change Lo-
cation, and then select the folder you want. If the folder doesn’t exist, in the
“Browse for Folder” dialog box, click Make New Folder, type the folder’s name,
and then press Enter. To close the “Browse for Folder” dialog box, click OK.

When you’ve made the changes you want to your company settings, in the Preview
Your Company Settings dialog box, click OK to return to the main QuickBooks Setup
dialog box.
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I CREATING YOUR COMPANY FILE

Once everything is the way you want it, in the main QuickBooks Setup dialog box,
click Create Company File. A Working message box appears to show QuickBooks’
progress in creating your file. You know it’s finished when the “You’ve got a company
file! Now add your info” screen appears.

If you have time, you can now add your customers, vendors, and employees; the
products and services you sell; and your bank accounts. To learn how, jump to page 19.

Using the EasyStep Interview

The EasyStep Interview also guides you through the setup process, but it gives
you more control over setting up your company file than Express Start does. For
example, you can provide more info about your company up front and choose which
features to turn on.

To access the EasyStep Interview, choose File—New Company and then, in the
QuickBooks Setup dialog box, click Advanced Setup. The “Enter your company
information” screen appears. As you enter the following info, click Next to proceed
to each new screen:

* Name and contact info. The first screen wants to know the name of your com-
pany, its legal name, its tax ID, and your contact info. The “Company name”
field is the only one that’s required—you can fill in the other fields later on as
described on page 26.

* Industry. On the “Select your industry” screen, choose the industry closest to
yours. That way, most of the settings the program chooses will be what you want.

* Type of company. On the “How is your company organized?” screen, select the
option for your company type. This setting determines which tax form, accounts,
and tax form lines you’ll use to prepare your business tax return.

* First month of fiscal year. When you start a company, you choose a fiscal year.
On the “Select the first month of your fiscal year” screen, QuickBooks auto-
matically sets the “My fiscal year starts in” box to January because so many
businesses stick with the calendar year for simplicity. If you start your fiscal
year in another month, choose it from the drop-down list.

* Administrator password. The administrator can do absolutely anythingin your
company file: set up other users, log in as other users, and access any area of
the company file. Although QuickBooks lets you click Next and skip right past
the “Set up your administrator password” screen, this is no time for shortcuts,
as the box on page 15 explains. Type the password you want to use in both the
“Administrator password” and “Retype password” boxes, and then keep the
password in a safe but memorable place. (Page 718 explains how to change the
administrator name and password.)

14
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Safe Login Practices

Don’t even think about having everyone who works with a * Typethe password in both the “Administrator password”

company file share one login. You don’t want everyone to and “Retype password” boxes. If you copy and paste the
have access to payroll data, and you wouldn’t know which password from one box to the other, you could copy a typo
person to fire if you found any less-than-legal transactions and not be able to open the company file you just created.

in the file. Even if you run a small business from home, an ¢y oy forget the administrator login and password or lose the
administrator password prevents the chimney sweep from piece of paper they’re written on, you won’t be able to open
swiping your business credit card number. Chapter 28 has your company file without some fancy footwork, so keep a
much more about keeping your QuickBooks files secure, but o orq of them someplace safe. If you've tried everything and
here are some password basics: your administrator password is sti//missing in action, see page
+ (hoose a password that’s at least eight characters long 720 to learn how to reset it.
and is a combination of letters and numbers.

+ Passwords are case sensitive, so make sure that Caps
Lock isn’t turned on by mistake.

I CREATING YOUR COMPANY FILE

After you set the administrator password and click Next, the “Create your company
file” screen appears. (If you’re new to QuickBooks, click the “Where should | save
my company file?” link, which opens a Help Article dialog box that explains the pros
and cons of storing company files in different places.)

When you’re ready to create the file, on the “Create your company file” screen,
click Next to wrap up the creation process by specifying the filename and location.
QuickBooks opens the “Filename for New Company” dialog box, which is really just
a Save As dialog box. Navigate to the folder where you want to store your company
file. QuickBooks automatically sets the “File name” box to the company name you
entered, and the “Save as type” box to “QuickBooks Files (*.QBW, *.QBA).” Here are
some guidelines for naming and saving your company file:

 |If you want to call the file something other than the company name you entered
earlier in the interview, simply type a new name in the “File name” box. For ex-
ample, you may want one that’s shorter or that better identifies the company’s
records within.

» Consider storing your company file in a folder with the rest of your company
data so that it gets backed up along with everything else. For example, if you're
the only person who uses QuickBooks, you could create a Company Files folder
inside your Documents folder. See page 742 for more about choosing a location
for company files.
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When you click Save in the “Filename for New Company” dialog box, QuickBooks
may take a minute or so to create the new file. In the meantime, a message box
with a progress bar appears. When the company file is ready, the “Customizing
QuickBooks for your business” screen appears. Click Next to dig in.

TIP At this point, the progress bar in the left margin of the EasyStep Interview window is depressingly short

because you still have to do the bulk of the company file setup. If you need a break before continuing, click Leave
at the bottom of the window. The next time you open that company file, the EasyStep Interview continues where
you left off.

I CUSTOMIZING YOUR COMPANY FILE

Click Next on the “Customizing QuickBooks for your business screen” to see a se-
ries of EasyStep Interview screens that ask questions about your business to help
QuickBooks decide which features to turn on, what to include on your Home Page,
and so on. The interview displays “(recommended for your business)” next to the
options that are typical for a company in your industry, as shown in Figure 1-5.

EasyStep Interview FIGURE 1-5
? Getanswers .
Using invoices in QuickBooks me EasyStep Inf'erIEW
EasyStep'Interview sticks to the basics, so
Use an invoice when you do not receive full payment at the time you provide your product or service. 9,
Using invoices will help you keep track of what your customers owe you you’ll have more setup
—
Interview Progress Some examples: to do later. As you step
A consultant sends an invoice to receive payment when a project is complete. through the screens in this
Ageneral contractor invoices the customer at each stage of a construction project section, make a list of the
A caterer receives a down payment and later invoices the customer for the remaining balance features you're turnlng
on (and the correspond-
o you want to use nvoices in Quickbooks? ing page numbers in this
© Yes book) for reference. If
@ dio you decide to change any
of these settings later,
Ifyou use an estimate or a sales order you must use an invoice in QuickBooks to bill a customer. Chapter 25 tells you how.

Here are some guidelines for answering the questions on the various screens:

* The What do you sell? screen is where you tell QuickBooks whether you offer
services, products, or both. When you choose one of these options, the program
figures out which types of income accounts you need. If you select “Products
only” or “Both services and products,” another screen later in the interview asks
whether you want to track inventory.

* The Do you charge sales tax? screen has only two options: Yes and No. If you’re
one of the unfortunate souls who has to navigate the rocky shoals of sales tax,
select Yes. If you don’t charge sales tax, select No. For detailed instructions on
dealing with sales tax in QuickBooks, see Chapter 21.
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* Onthe Do you want to create estimates in QuickBooks? screen, choose Yes or CREATING A
No to turn the estimate feature on or off. If you prepare quotes, bids, or estimates COMPANY FILE
for your customers and want to do so in QuickBooks (page 278), select Yes.

NOTE If you use QuickBooks Premier, the “Tracking customer orders in QuickBooks” screen appears, asking
whether you want to use sales orders to track backorders (page 261) or other orders that you plan to fill at a later
date. QuickBooks Pro doesn’t include sales orders.

* The Using statements in QuickBooks screen is where you tell the program
whether you generate statements to send to customers (page 295). For example,
your wine-of-the-month club might send monthly statements to its members.
Or if you're a consultant, you could send invoices for work performed and then
send a statement that summarizes the fees, payments, and outstanding balance.

* The Using invoices in QuickBooks screen appears only if you chose No on the
“Do you want to create estimates in QuickBooks?” screen. (If you chose Yes on
that screen, QuickBooks automatically turns on the invoicing feature.) Select
Yes to tell the program that you want to use invoices, which you probably do
because invoices are the most flexible sales forms (page 222). If you answer
No (if, for example, you own a restaurant), QuickBooks jumps to the “Managing
bills you owe” screen.

* |If you answer Yes on the “Using invoices in QuickBooks” screen, the Using
progress invoicing screen asks whether you invoice customers based on the
percentage you've completed on a job. See page 284 to learn why (and how)
you might use this feature.

* The Managing bills you owe screen asks whether you plan to write checks
to pay bills immediately (select No) or enter bills in QuickBooks and then pay
them later (select Yes). You can read about bill preferences on page 638 and
payment preferences on page 657.

TIP Entering bills in QuickBooks (page 186) requires more steps than simply writing checks without entering

the bills in QuickBooks, but there’s a benefit to the extra effort: The program can remind you when bills are due
or qualify for timely payment discounts, and it can keep track of the total you owe.

* The Tracking inventory in QuickBooks screen is where you tell the program
whether you keep track of the products you have in stock. This screen provides
a few examples of when to track or bypass inventory, and page 99 has info
about how to decide whether tracking inventory makes sense for your business.

» Tracking time in QuickBooks is ideal if you bill by the hour or pay people based
on the number of hours they work. In that case, select Yes on this screen to track
the hours people work and create invoices for their time. Chapter 8 explains
how to set up time tracking.
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CREATING A * The Do you have employees? screen is where you specify whether you want
COMPANY FILE to use QuickBooks’ payroll and 1099 features. If you do, select Yes and turn on
the appropriate checkbox(es). If you use non-Intuit services to run payroll or to

generate contractors’ 1099s, select No.

When you click Next on the “Do you have employees?” screen, you see the “Using
accounts in QuickBooks” screen, and the progress bar indicates that you’re almost
done with the interview. Click Next to set these final options:

* The Select a date to start tracking your finances screen summarizes what
you learned about start dates on page 5. To start at the beginning of this fiscal
year (which QuickBooks can figure out using the current calendar year and the
starting month you select), choose the “Beginning of this fiscal year: 01/01/15”
option. (The year you see listed depends on the current calendar year.) If you've
decided to start on a different date, select the “Use today’s date or the first day
of the quarter or month” option instead. You can then type or choose any date
you want in the box, such as the last day of the previous fiscal period.

* The Review income and expense accounts screen (Figure 1-6) lists the ac-
counts typically used by companies in your industry.

FIGURE 1-6
¥ Ge QuickBooks places a
) Review income and expense accounts checkmark in front of the
EasyStep’Interview )
Income and expense accounts categorize money your business eamns from, or spends on, nar accounts that are typl(al
business operations . .
— for your industry. Click an
Interview P 5 for your industry are typically all you need
nhervien Fradress for income tax purposes. Explain empty checkmark cell to
add an account that the

i 1 ACCOUNT NAME TYFE

A program didn’t select, or
Catering Sales Incame l click a cell with a check-
& |[FoeiEEts lcone mark to turn that account
Bar Purchases Costof Goods Sold Off YOU an BISO drag your
~ |Food Purchases Costof Goods Sold
cursor over checkmark
+ |MerchantAccount Fees Costof Goods Sold ” fot I
~ |Restaurant Supplies Costof Goods Sold Cells 1o turn several ac
< |Advertising and Promotion Expense counts onor Off
Autarnobile Expense Expense
v

Restore Recommendations

When you click Next, you see a bright orange—but premature—"Congratulations!”
You still have a few more steps to complete before you can open your company file.
Click “Go to Setup,” and then read the next section.

Beginning to Use QuickBooks

After you create your company file with Express Start or the EasyStep Interview,
you’ll see the “You’ve got a company file!” screen, which is where you perform the
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additional steps you have to complete, such as adding people you do business with, CREATING A
items you sell, and bank accounts. COMPANY FILE

If you want to dive into your work without QuickBooks’ help on these steps, click
Start Working at the window’s bottom right and jump to page 20. If you want step-
by-step guidance through these processes, click the Add buttons in these sections
(if your lists already contain people and items, you’ll see Add More buttons instead):

+ Add the people you do business with. Adding these folks is a snap. Click the
first Add button, and then you can import names from your email program
(Outlook, Yahoo, or Gmail), paste data from an Excel workbook, or enter info
manually. If you select one of the import options and then click Continue, you’ll
see a table with the names from your email program, as shown in Figure 1-7.

FIGURE 1-7
Initially, QuickBooks
selects the Skip option
: (the far-left column) for
Q Add the people you do business with S o kT all the names. That way,

you can select the option
in the Customer, Vendor, or
Employee column for each

Enter your contacts below and mark each one as a customer, vendor, or employee. You can save time by pasting fram Excel. Dor
worry about getting everything perfectly, we’ll let you know if you need to fix anything. How does this work?

Skip - I:lsl | Emplnv Name Company Name  FirstName  LastName  Email Phone Alt Pho name you want to impOl't
Select 3l Select al Select all Select 3l
Q @ (3] ©  Poser Pilots Poser Pilots biling@poserpilot.usbiz 555 555 0055 fo deSiQnaie Whe[hef it’S a
Q @ @] @  BuriedTreasuresi01  BuriedTreasures001 Davy Waverly (ustomer’ Vendor] orem-
(@] @ (@] [#] BuriedTreasures001 Lo BuriedTreasures001 Davy Waverly
ployee. You can also select
(@) @ [+] [+] BuriedTreasuresD01 Oc BuriedTreasures001 Davy Waverly . .. .
R EE T P a cell with info in it (like a
O @ | 0 O cahseles Cash Sales name or an email address)
] ® @ © | CalesCapersnol CalesCapers00l  Cale D'Amore and ed,t the jnfo'
(@] Q @ (@] camouflageCoverups00 CamouflageCoveru; Clark Colbert
o Q @ © oot C1A001 Althea Farr
o @ © ©  C1A0D1 ContraryCorpor. CIAQ01 ContraryCol Althea Farr
< i
2 2 contacts selected

* Addthe products and services you sell. When you click the Add (or Add More)
button in this section, you first choose either the Service or “Non-inventory
part” option, because you fill in different fields for each type of item. Select the
Service option to set up services you sell or the “Non-inventory part” option
to create products you sell (see page 517 to learn about products you keep in
inventory), and then click Continue. Fill in the names, description, and prices,
and then click Continue again to save your items.

* Add your bank accounts. For bank accounts, you fill in the account name, ac-
count number, opening balance, and opening balance date.

CHAPTER 1: CREATING A COMPANY FILE 19



CREATING A
COMPANY FILE

TIP If you’re in the middle of entering names, products and services, or bank accounts and want to get back
to the “You’ve got a company file!” screen, click Cancel.

I START WORKING

Whether you finish or skip these additional steps, click Start Working to open the
Quick Start Center window. In this window, you can click icons and links to open
the corresponding features. For example, click Create Invoices to open the Create
Invoices window. To reopen the QuickBooks Setup dialog box, click “Return to Add
Info” at the window’s top right.

TIP If you’d rather perform these tasks later or want more control over setup, click the Close button (the X
at the top-right corner of the Quick Start Center window). The box on page 21tells you where to turn in this book
for more detailed instructions on the rest of the setup you need.

After you close the QuickBooks Setup dialog box or Quick Start Center window, you
see the QuickBooks Home Page (page 35), which includes icons for the features
that QuickBooks turned on during setup.

NOTE You may also see the QuickBooks Learning Center window, which includes links to tutorials (page
750). (You can open this window anytime by choosing Help—sLearning Center Tutorials.) In the window, click a
link (blue text) to watch a video on that topic.

I REOPENING THE QUICKBOOKS SETUP DIALOG BOX

As you learned in the previous sections, the QuickBooks Setup dialog box offers
shortcuts for adding info to your company file. If your data-entry session was cut
short by other pressing tasks, you can jump back to this dialog box later to finish
the job. Here’s how:

1. Choose Help—Quick Start Center. At the top right of the Quick Start Center
window, click “Return to Add Info.”

The QuickBooks Setup dialog box opens to the “You’ve got a company file!”
screen.

2. Click the Add button for the type of info you want to enter, and then jump
back to the instructions on page 19.

When you’re done, click the Close button (the X) at the top right of the QuickBooks
Setup dialog box to close it and get to work.

20
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FREQUENTLY ASKED QUESTION

What’s Next?

Now that I've created my company file, what do | do next? + (Create a journal entry to specify accounts’ opening
Whether you used Express Start or the EasyStep Interview, balances: See the box on page 429 to Ilegr.n how. A_"d see
quite a bit of the setup process is complete—but you aren’t page 434 to learn how to record your initial contribution
quite done. If you need guidance for the rest, look no further of cash or assets to your company.
than the book in your hands. Here are the ways you can flesh + (reate items for the products and services you sell: See
out your company file: Chapter 5.

+ Set up your users and passwords: See page 722. + Set up sales tax: See Chapter 21.

+ Review and/or change the preferences that QuickBooks + Set up your 1099 tracking: See page 468.

set: See Chapter 25. « Sign up for Intuit QuickBooks Payroll Service: See online
+ Set up or edit the accounts in your chart of accounts: If Appendix D..

you haven’t set up all your accounts yet, you can create
them now. See page 56.

I Converting from Another Program to
QuickBooks

If you launched your small business from your basement and kept your records with
Quicken Home & Business, your accountant has probably recommended that you
make the leap to QuickBooks. Or maybe you used another accounting program like
Peachtree or Small Business Accounting and have decided to move to QuickBooks.
Or perhaps you’re switching from QuickBooks for Mac to QuickBooks for Windows.
Whatever your situation, this section tells you how to prep your file for a smooth
conversion and bring it over into QuickBooks for Windows.

Converting from Quicken Home & Business

Quicken doesn’t report your business performance in the way that most accountants
want to see, nor does it store your business transactions the way QuickBooks does.
Bottom line: You have to prep your Quicken file before you convert it to QuickBooks.

I CLEANING UP YOUR QUICKEN FILE

To make the conversion proceed as smoothly as possible, some cleanup of your
Quicken file is in order. For example, record overdue scheduled transactions and
send online payments before you convert your Quicken file. Also, in Quicken, de-
lete accounts you no longer need, because once they’re in QuickBooks, you can’t
delete them if they contain any transactions. And make sure that customer names
are consistent and unique.
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QuickBooks doesn’t support repeating online payments, so you also have to tell
Quicken to delete any repeating online payments you’ve set up. In addition, you
need complete reports of your past payrolls because Quicken payroll transactions
don’t convert to QuickBooks.

Intuit publishes a detailed guide to help you prepare for a Quicken conversion. Go
to http://tinyurl.com/pu6bvntqg and follow the instructions there.

B CONVERTING YOUR QUICKEN FILE

When your Quicken file is ready for conversion to QuickBooks, you have two op-
tions in QuickBooks:

* Choose File—New Company. In the QuickBooks Setup dialog box, click Other
Options, and then choose Convert Quicken Data.

* Choose File—Utilities—Convert—From Quicken.

NOTE If you cleaned up your Quicken file but you run into conversion problems in QuickBooks, check the
QuickBooks company file for errors by choosing File—s Utilities—s Verify Data, as described on page 507. Another
potential solution is to remove transactions prior to the current fiscal year in Quicken before converting the file. If
nothing you try works and you’re willing to send your Quicken file to Intuit, contact QuickBooks technical support
by choosing Help—Support. A browser window opens to the Intuit QuickBooks Support page. In the horizontal
navigation bar, click Contact Us. QuickBooks may agree to convert the file for you (for a fee).

I FINE-TUNING YOUR CONVERTED QUICKEN DATA

Now that your Quicken data is resting comfortably in a QuickBooks file, you might
think you’re ready to start using QuickBooks. However, there are some post-
conversion steps you should take to get your newly minted company file into shape:

* Enter your company information in QuickBooks. Info like your company’s
legal name and address, federal Employer Identification Number, and business
type don’t come over with your Quicken data. See page 26 to learn how to add
them to your company file.

» Set up your bank feeds in QuickBooks. Page 610 tells you how to get your
QuickBooks bank accounts and your real-world bank accounts talking.

* Change Quicken names to QuickBooks customers, vendors, and employ-
ees. When you convert from Quicken to QuickBooks, QuickBooks adds all the
converted names to its Other Names List. See page 148 to learn how to move
these names to other lists.

L f your Quicken data file has tons of names, an easy way to convert them is to export them to a spreadsheet
and then import them using QuickBooks’ Add/Edit Multiple List Entries feature (page 124).
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* Setup Accounts Payable in QuickBooks. If your Quicken file contained unpaid
bills, simply write checks (page 202) to pay them in QuickBooks. Once your
vendor balances are zero, you're ready to enter new bills in QuickBooks. When
you record your first bill, the program automatically adds a new account called
Accounts Payable to your chart of accounts.

Converting from QuickBooks for Mac

Moving a file from QuickBooks for Mac to QuickBooks for Windows is mainly about
getting the file into a QuickBooks for Windows format. To do that, simply create a
backup of the file in QuickBooks for Mac, and then restore that backup (page 501)
in QuickBooks for Windows.

Converting from a Non-Intuit Program

To convert files created in other accounting programs, like Peachtree or Small Busi-
ness Accounting, you have to download a conversion tool from the Intuit website.
In QuickBooks, choose File—Utilities—Convert, and then choose the program you
want to convert from. In the browser window that opens, scroll down to the “Are
you ready to convert your data?” section, click the “Convert from Peachtree, Micro-
soft SBA, & Microsoft Office Accounting” link, and then click the Download button
that appears. In the File Download dialog box that opens, click Save to download
QuickBooksConversionToolSetup.exe to your computer.

M Opening an Existing Company File

After you’ve opened a company file in one QuickBooks session, the next time you
launch the program, it automatically opens that same company file. If you keep the
books for only one company, you might never have to manually open a QuickBooks
company file again.

But if you're an irrepressible entrepreneur or a bookkeeper who works on several
companies’ books, you can open another company file in QuickBooks anytime, and
the program automatically closes the previous one. Because QuickBooks stores data
in a database, you don’t have to save a company file before you close it. (And if you
use QuickBooks Accountant edition, you can have two company files open at the
same time, as the Tip below explains.) The following sections describe the different
ways to open a company file.

UL With QuickBooks Accountant and QuickBooks Enterprise, you can have two company files open at the
same time, although the second file that you open has some restrictions. (To learn about these restrictions, search
QuickBooks Help for “second company.”) To open a second company file, choose File—0pen Second Company,
and your computer launches a new instance of QuickBooks. In the new window, double-click the name of the file
you want to open. The second company file opens with the text “(Secondary)” after the company name in the
QuickBooks window’s title bar. (In the first QuickBooks window, the text “(Primary)” appears after the company
name.)

OPENING AN
EXISTING
COMPANY FILE

CHAPTER 1: CREATING A COMPANY FILE
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A LS Opening a Recently Opened Company File

If you work on more than one company file, you may frequently switch between
them. The easiest way to open a recent file is to choose File—Open Previous Com-
pany, and then choose the file you want to open, as shown in Figure 1-8. If the Open
Previous Company submenu doesn’t list the file you want, follow the steps in the
next section instead.

o Mutritious Nibbles - Quicl

FIGURE 1-8

To open a company file
you’ve worked on recently,
click it in the Open Previ-
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Save as PDF..
Print Forms

Printer Setup...
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clicking its filename in that
window’s list. (Opening
a sample file is the only
task the No Company Open

Shipping

window performs that you
Updale Ieh Senices can’t also perform via the
Toggle to Another Editian.. .
Exit File menu.)

6 App Center

Opening Any Company File

Sometimes, a company file you want to open falls off the recent-file list. (The box on
page 25 explains how to tell QuickBooks how many files to include on the File—Open
Previous Company submenu.) Say your bookkeeping business is booming and you
work on dozens of company files every month. Or maybe you want to update a file
from a previous version of QuickBooks (see the box on page 26). Here’s how to open
any company file, no matter how long it’s been since you last used it:

1. Choose File—“Open or Restore Company.”

If the No Company Open window is visible, you can click “Open or restore an
existing company” instead.

2. Inthe “Open or Restore Company” dialog box, select the “Open a company
file” option, and then click Next.

QuickBooks closes your current company file and then opens the “Open a
Company” dialog box.
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OPENING AN
3. Navigate to the folder with the company file you want and double-click EXISTING

the file’s name. COMPANY FILE

You can also click the filename and then click Open.

4. If the QuickBooks Login window appears (which it will if you’ve assigned a
password to the Administrator user account or set up multiple users), type
your user name and password.

If the Administrator is the only user, the Password box is the only one that ap-
pears. But if you have more than one user for the company file, both the User
Name and Password boxes appear.

5. Click OK.

QuickBooks opens the company file, and you’re ready to keep the books.

NOTE Backup files are the answer to the adrenaline rush you get when you do something dumb with your
company file, when your hard drive crashes, or when a plume of smoke wafts up from your computer. To learn
how to create or restore backup files, see page 495 or page 501, respectively.

ORGANIZATION STATION

Fast Access to Several Companies

If you work on several sets of company books at the same time, 2. In the “Set Number of Previous Companies” dialog box,

choosing File—Open Previous Company is the quickest way to type the maximum number of companies you want to see
hop between company files. on the submenu, and then click OK.

Out of the box, QuickBooks lists up to 20 companies on this 3. To clear old entries off the menu, change the number of
submenu (it lists them starting with the most recent). If you entriesto 1, and then click OK. After you do so, QuickBooks
work with fewer companies, the submenu may have company lists only the most recent company file, clearing all the
files that you’d rather forget. You can change the number of others off the list.

companies QuickBooks lists on this submenuto matchthenum- 4 i you want to see more than one company, reset the
ber of companies you work with. With a clever workaround, number of entries again, this time to a higher number.
you can also clear out old entries that you don’t want to see. Now, when you open another company file, it will appear
Here’s how to change the number of companies on the Open on the list.

Previous Company submenu:

1. Make sure you have a company file open, and then
choose File—0pen Previous Company—"“Set number
of previous companies.”

Opening a Portable Company File

A portable fileis a special type of file that makes QuickBooks company files compact
s0 you can email them more easily. These files take up less space because they don’t
contain other files related to your company file, like letters, templates, logos, and
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images. A portable file also doesn’t contain a transaction log (.tlg file), which Intuit
Technical Support can use to restore transactions if your file is damaged in some way.

Opening a portable file is similar to opening a regular company file:
1. Choose File—“Open or Restore Company.”
The “Open or Restore Company” dialog box opens.
2. Select the “Restore a portable file” option, and then click Next.

The Open Portable Company File dialog box appears. QuickBooks automatically
sets the “Files of type” box to “QuickBooks Portable Company Files (*.QBM).”

3. Navigate to the folder with the portable file and double-click its filename.

QuickBooks opens the file.

FREQUENTLY ASKED QUESTION

Updating a QuickBooks File

How do | update a company file to the newest version of 3. In the “Open a Company” dialog box, double-click the
QuickBooks? company file you want to update. If you see the User Name

If you’ve used a previous version of QuickBooks, your company and Password box, enter your user name and password.

file is set up to work with that version. When you upgrade to
QuickBooks 2015, the program has to make some changes to
your company file.

Once you update a company file, your coworkers won’t be able
to open it until you install QuickBooks 2015 on their computers.
So to prevent work disruptions, plan to upgrade all copies of
QuickBooks and the company file during downtime.

Fortunately, updating a company file is easy: All you have to
dois open it in the new version of QuickBooks and follow the
onscreen instructions. Here are the steps:

1. In your new version of QuickBooks, choose File—“Open
or Restore Company.”

2. In the “Open or Restore Company” dialog hox, select
the “Open a company file” option, and then click Next.

. Inthe “Update Company File for New Version” dialog box,

turn on the “I understand that my company file will be
updated to this new version of QuickBooks™ checkbox,
and then click Update Now.

. Click OK to create a backup before you upgrade. Follow

the steps to create a backup copy of your company file
(page 495).

. When the Update Company message hox appears, click

Yes to start the update. Keep in mind that this process
could take a while if your company file is large or if you're
updating from several QuickBooks versions back.

M Modifying Company Info

When you use Express Start or the EasyStep Interview, QuickBooks gets the basic
facts about your company in small chunks spread over several screens. But after
you create your company file, you can easily view and edit any of this information.
Here’s how:
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1. Choose Company—>My Company or click the My Company entry in the icon MODIFYING
bar (page 30). COMPANY INFO

The My Company window opens. As shown in Figure 1-9 (background), info
about your copy of QuickBooks appears on the window’s left and your com-
pany info appears on the right. Apps, services, and subscriptions that you’ve
signed up for (like accepting credit cards, payroll, and so on) appear below
your company info. Other products that Intuit would like to sell you appear at
the bottom of the window.

2. To edit your company info, click the edit icon at the window’s top right (it
looks like a pencil).

The Company Information dialog box opens with your company information
grouped into several categories (see Figure 1-9, foreground).

Info about your Info about Click the edit button to

p . . FIGURE 1-9
copy of Quickbooks your company edit your company info .
Some bits of company
[ I T Y 77mation change more
Double Trouble, Inc. s often than others. For
| instance, you might relo-
cate your office or change
Product Name QuickBooks Premier Contact Name & Address E;na);fng?uble Inc. Legal Name & Address ?;wgfy:gub\e Inc h b
. . :::::;:;;m . t}lsasmnglcn‘ DC 20012 L\:i;smnmon DC 20012 Vou, p One num er’
Napgdsu;;v: fza-m Main Phone  555-555-1234 EIN 99-9999999 email address, or M_/ebSIte
copsraton REGISTERED Fax 5555551235 ssN address. But stuff like your
B Email troubles@doubletrouble.dti Income Tax Form Form 11208 (S Corporation)

company’s legal name and
address, federal Employer
Identification Number, and

Website wnv.doubletrouble.ti Payroll Contact

RO —— [ — business type (corpora-
R [ o] tion, sole proprietorship,
‘Company Name DOIANE Trouble, Inc.
: . . ‘4‘2 e St | [ e || || andsoon)usuallystays
o e R I the same.
e — = ‘
Q Tumenzerd i Ship To Address...
Phone No. 555-555-1234
Fax No. 555-555-1235 \a&/
E-mail troubles@doubletrouble. dti [
‘Web Site  www.doublegrouble dti

Click a category to display ~ Click a box to
editable company info fields  edit the value

3. To edit your company’s contact info, in the Company Information dialog
box, click the Contact Information category on the left, and then make the
changes you want.

This category includes fields for your company address, phone number, email
address, and website.
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MODIFYING 4. To change your company’s legal name and address, click the Legal Infor-
COMPANY INFO mation category.

Remember, your company’s legal name and address are the ones you use on
federal and state tax forms.

5. To edit the tax identification number you use, click the Company Identifica-
tion category.

This category includes the federal Employee Identification Number (EIN) and
Social Security Number (SSN) fields. Fill in (or edit) the one that you use for
your company.

6. To specify info for reports you generate, click the Report Information
category.

You can specify the starting month for both your fiscal year and your tax year.
In addition, this category is where you set the tax form you use for your com-
pany tax return.

7. If you have payroll, click the Payroll Tax Form Information category and
make the changes you want.

You can fill in the name, title, and phone number for the person who prepares
and signs your company payroll forms, so QuickBooks can fill those fields in
automatically when you use an Intuit payroll service.

8. When you’re done editing, click OK.

The Company Information dialog box closes. Click the X at the top right of the
My Company window to close it, too.
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CHAPTER

2

Getting Around
in QuickBooks

bookkeeping to take any more time than necessary. QuickBooks’ icon bar

(which comes in two flavors: left and top) offers shortcuts to your favorite
features. Each version of the icon bar has its pros and cons, so you have to decide
which one you prefer (or you can hide them). This chapter shows you how to access
QuickBooks’ features from both the menu bar and icon bars.

You have more than enough to do running your business, so you don’t want

During a rousing bookkeeping session, you might end up with several QuickBooks
windows open at the same time. In this chapter, you learn how to work with all the
windows you open. For example, if you prefer to focus on one task, you can tell
QuickBooks to display only one window at a time.

Another way to get your accounting done quickly and efficiently is by accessing fea-
tures via the QuickBooks Home Page. This page not only provides a visual roadmap
of the bookkeeping tasks you perform regularly, but it also gives you quick access
to tasks and information related to vendors, customers, and employees, along with
the features and overall financial info you use most often. Click an icon, and the
corresponding window or dialog box appears, such as Chart of Accounts, Item List,
Write Checks, or everyone’s favorite—Make Deposits.

This chapter explains how to use the workflow icons on the Home Page, as well
as the Vendor, Customer, and Employees Centers that open when you click the
corresponding buttons in the Home Page’s panels. (The Inventory Center, which is
available in QuickBooks Premier and Enterprise, is described on page 538.) You'll
also see how to review your company’s finances in the Company Snapshot window
and the Home window’s new Insights tab.
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M Menus and the Icon Bar

The menu bar at the very top of the QuickBooks window (Figure 2-1) is a convenient
way to launch different activities. It’s handy because it’s always visible and serves
up every feature the program has to offer.

Click an entry in the left icon
bar to launch a feature

File Edit View L[sts Favorites Company EeTE Il

Click a top-level menu and choose
an entry on the drop-down menu

Double Trouble, Inc. - QuickB:

Customer Center

Vendors Employe|s Banking Reports Window Help

FIGURE 2-1

Every feature in Quick-
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reach via the menu bar.
Choose a top-level menu

=
like Customers (as shown
m Create Estimates
My Shortcuts Create Sales Orders here), and then choose an
A Home DS entry from the drop-down
e cii-l S menu or a submen.
Receive Er .
Hi calendar Enter Statement Charges Inventory # For one-click access to
Ir .
@ snapshots Create Statements, your favorite features, use
P - Assess Finance Charges . ..
. the left icon bar (visible
am Customers Receive Payments .
~ Create Credit Memos/Refunds hefe) lor mp Icon bar’ both
& vendors of which you can custom-
Lead Center . .
H Employees - CUSTOMERS ize to include the features
Add Credit Card Processing
u_An Bank Feeds Link Payment Service to Company File I and fepOftS VUU use the
Intuit Paymenthetwork » == most (page 700)
Docs . Accept
EnterTime ' Credit Cards
ﬁ REcOHE Item List
@ Add Payroll Change Item Prices
Job Costing
?—-_— Credit Cards m—— —
o Services
M Feedback @
Statement Finance Staternen
ﬁ Estimates by Job Charges Charges
Customize Shortcuts
EMPLOYEES
A My Shortcuts i
B View Balances @5 1(
- Turn On Enter Pay P
I Run Favorite Reports Payroll Time Employees Liab

B Open Windows

You can use the View menu to choose between two versions of the icon bar: top
and left. The top icon bar (View—Top Icon Bar) has been around for years. If you
haven’t graduated to a large, widescreen monitor, this icon bar is both convenient
and space-saving. (If you really need more space, you can hide the icon bar by
choosing View—Hide Icon Bar.) It sits just below the menu bar and displays your
favorite features as icons with brief identifying labels. Click an icon, such as Home,
Calendar, or Bill, and the corresponding feature launches.

The left icon bar (View—Left Icon Bar), shown in Figure 2-2, appears the first time
you launch QuickBooks 2015. The categories in the middle section of this icon bar
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determine what’s displayed in its top section. Here’s what the entries in the middle

section of the left icon bar do:

* My Shortcuts. This category, which appears at the top of the left icon bar
whenever you launch QuickBooks, is a great way to keep your favorite features
within easy reach. Out of the box, this category includes features that most
people use frequently. But you can add other features you use all the time and
get rid of shortcuts you don’t use simply by right-clicking anywhere within the
My Shortcuts section (except on the My Shortcuts heading), and then clicking

Customize Shortcuts.

=
My Shortcuts Insights
A& Home
“" My Company =
Furchase
Calendar Orders

€ snapshots
2. Click an entry to —==*- ISR ES

open the
corresponding feature T&] Vendors
H Employees

ﬁ Bank Feeds %

Sales
Docs Orders

ﬂ Reports

@

1. Click a category to —s= TR
display entries in the I View Batances Estimates
top section of the
left icon bar M Run Favorite Reports
| Open Windows
Do More With QuickBooks
mg Turn on Payroll
Click an entry to learn — == FELEERE L HEE .
more about additional & Order Checks & Supplies B
services Tum on
=% Manage Receivables Payroll

Efficiently

f Finance with Confidence

File Edit “iew Lists Favorites Company Customers ‘Vendors Em

FIGURE 2-2

The left icon bar includes
three sections that help
you access your favorite
features.

The unlabeled middle
section contains categories
like My Shortcuts and View
Balances. When you click
an option in this section,
the top section displays
the entries for that
category, like the shortcuts
shown here.

The bottom section
contains links to other
products and services
that Intuit offers, such
as payroll and merchant
credit card services.

MENUS AND
THE ICON BAR
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MENUS AND
THE ICON BAR The shortcuts in the My Shortcuts list are the same ones you see as icons if you display the top icon

bar.

NOTE

* View Balances. When you use the left icon bar, the Home Page doesn’t display
account balances on its right side as it does when you use the top icon bar. To
see your account balances at the top of the left icon bar, click this category.
(Page 699 explains how to customize which account balances you see.)

* Run Favorite Reports. Clicking this category lists the reports that you’'ve
flagged as your favorites (page 579). The reports you see are the same ones
that appear when you choose Reports—Favorite Reports or display the Report
Center’s Favorites tab.

* Open Windows. If you turn on the preference to use multiple windows (page
643), you can click this category to see a list of open windows at the top of the
left icon bar. Click a window’s name to make it active. This category displays
the same windows you see if you choose View—Open Window List when using
the top icon bar.

TIP The left icon bar takes up a couple of inches on the left side of the main QuickBooks window, so it’s

more useful if you have a widescreen monitor. With older and smaller monitors, you’ll have trouble fitting the
left icon bar and your transaction windows onscreen at the same time. In that case, the menu bar, top icon bar,
and Home Page (which you’ll learn about in a sec) are ready to assist you.

After shortcut menus (which you display by right-clicking things) and keyboard
shortcuts (which you can read about in online Appendix C, available at www.
missingmanuals.com/cds), the icon bar is the fastest way to launch your favorite
features. As page 700 explains, you can customize the icon bar to add features,
memorized reports, and windows you open often—and remove features you don’t
use.

Resizing Drop-Down Lists and Columns

Throughout QuickBooks, you can resize drop-down lists to change their heights and
widths. This comes in handy, for example, when you want to see your customers’ full
names in a Customer:Job List drop-down list or view more accounts in an account
drop-down list so you don’t have to scroll as much to locate the account you want.
You can also resize columns in transaction windows’ tables so you can read more of
those columns’ contents. For example, you might widen the Memo column on the
Enter Bills window’s Expenses tab while narrowing the Amount column.

Here’s what you do:

* Toresize a drop-down list, open it, and then put your cursor over the dots in
the list’s lower-right corner (circled in Figure 2-3). When the cursor changes to
a two-headed arrow, drag to adjust the list’s width and height.
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* Tochange the widths of columnsinatable, place your cursor over the vertical
dots between two column headings (also circled in Figure 2-3), and then drag

left or right to shrink or widen the column to the left.

SWITCHING
AMONG OPEN
WINDOWS

AirLima Wendaor

TERMS

Approach Airlines Vendor
ABSC

Assertive Accounting

MEMD
Vendaor

Vendor

Expenses
u Vendor

Assurancelnsurance
Bank Charge

Basta

ACCOUNT vendor

Vendaor

7

Put your cursor over
these dots and when the
cursor changes to a two-

headed arrow, drag to
resize the drop-down list

Enter Bills
Main  Reporis
> B B X Qeweoon 5§ B O B @
Find New Save Delele €BMemorize Print Aftach | Select Ente Clear Recalculate  Pay
e e File PO Time Splits Bill
@® Bil ) Credit AP ACCOUNT 2000 - Accounts Payable - | Bill Received
vennor  [eme equipment m DATE 0gin2Md @
<Add New > A
ADDRESS '
JERN oo
Acme equipment Vendor
Acme Telephone Vendor 08122114 ]

CUSTOME| BL.. | CcLASS
A

Put your cursor over
these dots and when the
cursor changes to a two-
headed arrow, drag to
resize the column

FIGURE 2-3

Resizable drop-down lists
include a triangle made of
dots below their scrollbars
(circled, left). When you
put your cursor over

these dots, it changes to a
two-headed arrow, which
is your cue that you can
drag to resize the drop-
down list.

The same technique works
with the vertical dots
between columns in a
table (circled, right): Place
your cursor over the dots,
and then drag left or right
to resize the column to
the left.

I Switching among Open Windows

If you tend to work on one bookkeeping task for hours on end, you can set Quick-
Books up to display one full-size window at a time by choosing View—0One Window.
That way, when you open additional windows, they get stacked on top of one another

so you see only the last one you opened.

If you go with the one-window approach, you have several ways to choose the

window you want to see:

* |In the middle section of the left icon bar, click Open Windows as shown in
Figure 2-4. Then, in the top section of the left icon bar, click the name of the

window you want.

* |If you use the top icon bar, you can see a list of open windows by choosing
View—Open Window List. Then, in the list, simply click the name of the window

you want to work with.
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SWITCHING

AMONG OPEN + On the menu bar, choose Window, and then choose the name of the one you
WINDOWS want to see.
Click an open window here Or, click here to make FIGURE 2-4
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If, on the other hand, you flit between bookkeeping tasks like a honeybee in an alfalfa
field, you probably want to display several windows at a time. QuickBooks can do
that: just choose View—Multiple Windows.

Like windows in other programs, simply click a window to bring it to the front, or use
the buttons in its upper right to minimize, maximize, or close it. You can reposition
windows by dragging their title bars or resize them by dragging their edges and
corners. If the window you want is hidden behind other windows, choose the one
you want in the Open Windows List or from the Window menu on the menu bar.

Supermax View

When you want to see as much information as possible in a transaction window,
such as Create Invoices, Supermax view, shown in Figure 2-5, is just the ticket. To
switch a transaction window to Supermax mode, at the window’s top right, click
the four-headed arrow.
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Click this down arrow to display

. . . FIGURE 2-5
transaction window ribbon
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This view does several things so you can see more of the data-entry lines:
* Hides the QuickBooks menu bar and (if you use it) the icon bar.

* Minimizes the ribbon (which is similar to the ribbons in Microsoft programs) at
the top of the transaction window.

* Fills the entire QuickBooks window with the transaction window you
Supermaxed.

* Hides the transaction history panel on the window’s right side.

To revert to regular window mode, click the icon that looks like a square with an
arrow pointing to its lower left (labeled in Figure 2-5). When you revert to regular
window mode, the menu bar, icon bar, and feature panel at the top of the transac-
tion window all reappear.

M The Home Page

The QuickBooks Home Page (Figure 2-6, background) is a slick way to work through
your company’s bookkeeping tasks in the right order. (If it isn’t visible, display it by
choosing Company—Home Page or clicking Home in the left icon bar’s My Short-
cuts section.) This section explains how to use the Home Page to best advantage.

CHAPTER 2: GETTING AROUND IN QUICKBOOKS 35



THE HOME
PAGE

. FIGURE 2-6
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The settings you chose when you created your company file determine what initially
appears on the Home Page. Depending on your choices, you’ll see several pan-
els—Vendors, Customers, Employees, Company, and Banking—that each contain
various icons. For example, if you told QuickBooks that you invoice customers and
send statements, the Customers panel includes icons for invoicing and preparing
statements. Or if you run a one-person shop with no employees, you won’t see the
Employees panel.

NOTE In Figure 2-6, the Invoices and “Enter Bills and Pay Bills” checkboxes are grayed out. That’s because

QuickBooks turns on some settings automatically based on other settings you chose. For example, if you turn on
the estimates feature (as in Figure 2-6), the program automatically turns on invoices, because you can convert
estimates you create into invoices.
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The Home Page also has icons for other important features, like the Chart of Accounts
icon in the Company panel, which opens the Chart of Accounts window, and the
Check Register icon in the Banking panel, which opens an account register window
for the bank account you select.

TIP The Home Page appears each time you log into a company file. If you prefer to keep the Home Page
hidden, choose Edit—Preferences—sDesktop View, click the My Preferences tab, and then turn off the “Show
Home page when opening a company file” checkbox. After that, when you want to see the Home Page, simply
choose Company—Home Page.

Vendors, customers, and employees each have their own panel on the Home Page,
and the various arrows show how bookkeeping tasks fit together so you can follow
your money from start to finish. The bookkeeping tasks for each group are laid out
like breadcrumbs you can follow. However, each company is different, so you don’t
have to use every icon you see. This section outlines the tasks you can perform from
each panel and where to find detailed instructions elsewhere in this book.

Vendors

Whether you purchase products and services to run your company or to sell to your
customers, the Home Page’s Vendors panel steps you through purchasing and pay-
ing for those goods and services; these steps are described in detail in Chapter 9.

The Vendor Center (Figure 2-7) is the best place to create, edit, and view what’s going
on with your vendors and vendor-related transactions. To open it, click the Vendors
button at the top of the Home Page’s Vendors panel or choose Vendors—Vendor
Center. Here’s what you can do there:

* Create a new vendor. In the Vendor Center toolbar at the top of the window,
click New Vendor—New Vendor and the New Vendor window opens so you
can create a new vendor record, as described on page 84. If you click New
Vendor—Add Multiple Vendors instead, QuickBooks lets you create several
vendors in one window (page 127).

* Find a vendor. If you have a bazillion vendors, you can shorten the vendor list
that you see in the Vendors tab on the window’s left side. The tab’s unlabeled
drop-down list is initially set to Active Vendors. If you want to see active and
inactive vendors alike, click the field and choose All Vendors instead. If you'd
rather see only the vendors you owe money to, choose “Vendors with Open
Balances.” Choose Custom Filter to specify exactly the criteria you want.

To do a quick search of vendor records, type part of a vendor’s name in the
Vendors tab’s second unlabeled box, and then click the Find button, which has
a magnifying glass on it. (The Find button then changes to an X, which you can
click to clear the value in the Find box and redisplay the full list.)

* Review avendor’srecord. When you select a vendor on the Vendors tab, basic
info about that vendor appears at the window’s top right, as shown in Figure 2-7.

THE HOME
PAGE
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FIGURE 2-7

The Vendor Center puts all
vendor-related tasks in a
single window. When you
choose a vendor in the

list on the left, the Vendor
Information pane on the
right displays info about
that vendor. Click the Open
Balance link (circled) to
see the transactions that
contribute to your balance
with that vendor. You

can even click the Map or
Directions link to find out
how to get to your vendor.
And new in QuickBooks
2015, you can pin a note

(page 481) you created
in a vendor’s record so
it appears at the Vendor
Manage Transactions v Run Reports v . B
v Information pane’s top

right, as shown here.

+ Edit an existing vendor’s record. To change a vendor’s record, on the Vendors

tab, right-click the vendor’s name, and then choose Edit Vendor; or, on the right
side of the Vendor Center, click the Edit button (its icon looks like a pencil tip).
Either way, the Edit Vendor window opens with the same fields you filled in
when you created the vendor’s record (page 84).

Attach an electronic document to a vendor record. Page 314 explains how to
add attachments to a vendor’s record.

Create transactions for a vendor. In the Vendor Center toolbar, click New Trans-
actions to display a drop-down menu of vendor-related features like Enter Bills,
Pay Bills, and Receive Items. (These do the same thing as the icons in the Home
Page’s Vendors panel.) If you need to review and record several transactions for
the same vendor, this drop-down menu is a real timesaver. After you select the
vendor in the Vendors tab and then choose an entry on this drop-down menu,
the corresponding transaction window opens with that vendor already selected.

Review and manage transactions, contacts, to-dos, notes, and emails for a
vendor. When the Vendors tab is displayed, the bottom-right part of the Vendor
Center displays tabs for transactions, contacts, to-dos, notes, and sent email.
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When you select a vendor in the Vendors tab, the Transactions tab at the bot- THE HOME
tom right of the Vendor Center lists that vendor’s transactions. By filtering these PAGE
transactions, you can find out which purchase orders are still open, whether

any bills are overdue, and what payments you’ve made. To see a specific kind

of transaction, in the Show drop-down list, choose a type, like Bills or Bill Pay-

ments. The Filter By drop-down list lets you restrict the transactions in the table

by their status, such as Open Bills or Overdue Bills. To track down transactions

within a specific date range, choose an option from the Date drop-down list.

(The options in this menu are the same as the ones available in report windows;

see page 591.)

TIP To view a transaction in its corresponding window, double-click it in the Transactions tab’s table.

Click the Contacts, To Do’s, Notes, or Sent Email tab to create, edit, or view
contacts, to-dos, notes, or sent email for the selected vendor.

* Review transactions for a// vendors. When you click the Transactions tab
on the left side of the window (not the bottom right) and then click a type of
transaction, such as Bills or Bill Payments, you’ll see transactions of that type
for all vendors on the right side of the window. You can filter these transactions
by status (such as open or overdue), by date, and, if you use multiple curren-
cies, by currency.

* Print or export vendor information. When you click the Vendors tab on the
left side of the window, you can easily print, copy, import, or export vendor
info. In the Vendor Center toolbar, click Print to print vendor lists, vendor info,
or vendor transactions. Click Excel to paste, import, or export vendor info and
transactions (page 133). If you click the Transactions tab on the left side of the
window instead, you can print or export transactions.

* Prepare vendor letters. When the Vendors tab on the left side of the window
is selected, click Word in the Vendor Center toolbar to create letters to vendors
(page 672).

Customers

The Home Page’s Customers panel has icons for creating customer-oriented features
like invoices, statements, sales receipts, and so on. (Chapter 10 describes how to
work with invoices, estimates, sales orders, refunds, and customer credits. Chapter
11 covers creating statement charges and statements. And Chapter 13 explains how
to receive payments and create sales receipts for cash sales.) Click the Customers
button at the top of the panel (or choose Customers—Customer Center) to open the
Customer Center (Figure 2-8), where you can perform the following tasks:

* Create a new customer or job. In the Customer Center toolbar at the top of
the window, click New Customer & Job. In the drop-down menu, choose New
Customer to create a new customer record (page 70), or choose Add Multiple
Customer:Jobs to add several customers.
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* Add a job to an existing customer. Select the customer in the Customers &
Jobs tab on the left side of the Customer Center, and then click New Customer
& Job—Add Job (page 81).

* Find a customer. You can filter the list in the Customers & Jobs tab to show
active customers, only customers who owe you money (customers with open
balances), and so on, simply by choosing an option in the tab’s unlabeled drop-
down list (it’s initially set to Active Customers). Choose Custom Filter to specify
criteria for the customers you want to see. To search for a specific customer,
type part of the customer’s name in the tab’s second unlabeled box, and then
click the Find button (it has a magnifying glass on it). The Find button then
changes to an X, which you can click to clear the value in the Find box and
redisplay the complete list.

* Review a customer or job record. When you select a customer or job in the
Customers & Jobs tab, the right side of the center displays the basic 411 about
that customer or job. In the Customer Information (or Job Information) section,
shown in Figure 2-8, you can get directions to its location, look at key informa-
tion like the customer’s or job’s open balance, attach electronic documents to
the record, or run reports about the customer or job.
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or job info customers edit customer record  the job record To open or edit a
customer’s or job’s record,

=] IE EER in the Customers & Jobs

tab, select the customer
or job so it appears in the
Customer Information (or
Job Information) section,
as shown here. To edit

it, click the Edit button
labeled here. To see more
info about the selected
customer or job, click the
Transactions, Contacts, To
Do’s, Notes, or Sent Email
tabs at the bottom right of
the window.

To see transactions for

all customers, click the
Transactions tab on the left
side of the window.

Click tabs to see transactions, contacts, to-dos, notes,
and sent email for the selected customer or job
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Review a customer’s or job’s status. Suppose you want to look at a bar graph
of sales you’ve made to a customer by time period, review the items that cus-
tomer buys the most, and then scan a customer’s recent invoices and payments.
First, select the customer in the Customers & Jobs tab. Then, on the right side
of the Customer Center, click the Customer Snapshot link to open the Company
Snapshot window (page 43) to the Customer tab.

Edit a customer or job. To open the Edit Customer or Edit Job window, in the
Customers & Jobs tab, right-click a customer’s or job’s name, and then choose
Edit Customer or Edit Job, respectively. Or select a customer or job, and then
click the Edit button labeled in Figure 2-8.

Attach an electronic document to a customer’s or job’s record. You can
add attachments to a customer’s or job’s record or scan images of them into
QuickBooks, as described on page 314.

Create transactions for a customer or job. If you're reviewing a customer’s or
job’s transactions and realize you forgot to record an invoice or other transac-
tion, you can easily create transactions right from the Customer Center win-
dow. Select the customer or job on the Customers & Jobs tab and then, in the
window’s toolbar, click New Transactions and choose a transaction type from
the drop-down menu, such as Estimates, Invoices, or Receive Payments. The
items in this menu are the same as the icons in the Home Page’s Customers
panel and open the corresponding window to record that type of transaction.

Review and manage transactions, contacts, to-dos, notes, and emails for a
customer or job. When the Customers & Jobs tab is displayed on the left side of
the window, the bottom right of the Customer Center includes tabs for transac-
tions, contacts, to-dos, notes, and sent emails. If you click the Transactions tab
at the bottom right of the window, you’ll see a table with the transactions for
the customer or job you selected in the Customers & Jobs tab. You can filter
these transactions by type (estimates or invoices, for example), status, and
date. Double-click a transaction in the list to open a window with details about
it. Click the Contacts, To Do’s, Notes, or Sent Email tabs to create, edit, or view
contacts, to-dos, notes, or emails for the selected customer.

Review transactions for a// customers. When you click the Transactions tab
on the left side of the window and then click a type of transaction (such as Es-
timate, Invoices, or Received Payments), the right side of the window displays
transactions of that type for all customers. Depending on the type you choose,
you can filter these transactions by status (such as open or overdue), payment
method, date, and—if you use multiple currencies—currency.

Print or export customer information. When you click the Customers & Jobs tab
on the left side of the window, you can print, copy, import, or export customer
info. In the center’s toolbar, click Print to print customer information (page 158)
or click Excel to import or export customer and job info (page 133). If you click
the Transactions tab on the left side of the window instead, you can print or
export customer transactions.

THE HOME
PAGE
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THE HOME * Prepare customer letters. In the Customer Center toolbar, click Word to create
PAGE letters to customers (page 672).

Employees

The Home Page’s Employees panel has only a few icons. The devilish details arise
when you click one of these icons to enter time, set up paychecks, or pay payroll tax
liabilities. The Employee Center works the same way as the Vendor and Customer
centers you just learned about. To open it, click the Employees button at the top of
the panel on the Home Page or choose Employees—Employee Center.

In the Employee Center, you can create new records for employees, update info for
existing employees, and view transactions like paychecks. On the Employees tab on
the left side of the center, you can filter the list to view active employees, released
employees (ones who no longer work for you), or all employees. See Chapter 8 to
learn how to record the time that employees work. And online Appendix D (avail-
able at www.missingmanuals.com/cds) covers the process of paying employees
and other payroll expenses.

Company Features

The Company panelis on the right side of the Home Page. The two icons in this panel
that you’ll probably click most often are Chart of Accounts and Items & Services,
which open the Chart of Accounts (page 56) and Item List (page 106) windows,
respectively. Click Calendar to review transactions and to-dos in the Calendar win-
dow (page 486).

If you track inventory, click the Inventory Activities icon and then choose a feature,
such as Adjust Quantity/Value On Hand, which lets you change the quantity and
value of your inventory (page 542). If you use QuickBooks Premier or Enterprise,
click Inventory Center to open a window similar to the Customer Center except that
it focuses on the status of—and transactions involving—your inventory items (page
538). If you’re interested in other apps and services that Intuit has to offer, click the
“Web and Mobile Apps” icon, and a browser window opens to Intuit’s App Center.

Banking

The Home Page’s Banking panel is a one-stop shop for banking tasks. Whether you
visit this panel frequently or rarely depends on how you like to record transactions.
For example, you can click the Write Checks icon to open the Write Checks window
(page 202) or simply press Ctrl+W to do the same thing. (Or, if you like to record
checks in a check register window, you might prefer to click the Check Register icon
instead.) Similarly, clicking the Enter Credit Card Charges icon opens the Enter Credit
Card Charges window (page 213), though you can also record credit card charges
directly in a credit card account’s register (page 374).

Clicking the Record Deposits icon opens the “Payments to Deposit” window so
you can record bank deposits (page 368). The Reconcile icon opens the Begin
Reconciliation dialog box so you can reconcile your QuickBooks records to your
bank statement (page 389). And the Print Checks icon opens the “Select Checks to
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Print” dialog box so you can choose the ones you want to print and send them to a THE COMPANY
printer loaded with blank checks. SNAPSHOT

NOTE If you use the left icon bar (View—sLeft Icon Bar), you can see account balances by clicking View
Balances in the icon bar’s middle section. (See page 30 for more about the icon bar.)

If you use the top icon bar (View—sTop Icon Bar), the top-right part of the Home Page shows account balances.
Below those is a “Do More with QuickBooks” section that includes a few links to additional services that Intuit
offers. You also see a Backup Status section that tells you when your last backup ran and includes info about
the Intuit Data Protect backup service (page 497). If any of these sections are collapsed, click the section’s down
arrow to expand it. Click a section’s up arrow to collapse it.

M The Company Snapshot

The Company Snapshot window (Figure 2-9) is a dashboard that shows important
aspects of your company’s financial state, like account balances, income breakdown
(by top-level income accounts), customers who owe you money, best-selling items,
and reminders. To open this window, choose Company—Company Snapshot or click
the Snapshots icon in either icon bar. You can choose from 12 different views (page
705) to see the information you care most about.

FIGURE 2-9
Company Payments Customer Search Not only can you quickly
Add Content > | Restora Default 2 scan your company’s
Income and Expense Trend v X Reminders * X f”?agaal Ztams in this /
. ctvenr ] window, but you can also
USDin 10005 Lastysar DESCRIPTION DUE DATE  AMOUNT (... i p
double-click entries here
5 Business Service e to dig into the details.
*fou have forms to sen...
40 Money to Deposit (2} 5,583.50 You can even add or
2 Eills to Pay (8) 1004101 remove items from this
Overdue Invoices (15) 56,087.30 . )
20 Checks to Print {3} -2,168.54 window or drag items
Invoices/Credit Me... 3,864.10 to rearrange them, as
° @ Memorized Transacti-. || ___0.00] described on page 706.
° | Inventory to Reorder ...
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el s T X Set Preferences
Amount | Lastyear M
Top Customers by Sales - X

Lastyear b

Other (Miscellaneous security senvioss)

Meﬁuriw.ﬂd physical DirtyLaundry001
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THE INSIGHTS
TAB

M The Insights Tab

In QuickBooks 2015, the Home window has two tabs at its top left. Clicking the Home
Page tab displays the Home Page described on page 35. If you click the new Insights
tab, you’ll see a dashboard that provides a 50,000-foot view of your company’s
financial status (Figure 2-10). You can change date ranges and click various parts
of the dashboard to get a closer look:

» Graphs. Initially, the tab’s top panel displays a Profit & Loss graph in which
monthly income is represented by green bars above the horizontal axis and
monthly expenses appear in blue below the axis. The black line hopping from
month to month is your monthly profit. To change the graph’s date range,
choose the range you want from the drop-down list at the graph’s top left. To
view other graphs, click the left and right arrows on either side of the top panel.

Click a bar to run a Click this icon

report that shows the to choose T 'GURE 2-10
transactions that  Click this arrow  which graphs ~ You can scroll through
Choose a date range for contribute to the to scroll to the appear on the  several graphs that show
the selected graph bar's total next graph  insights tab  high-level financial status
by clicking the left or right
= L arrow in the tab’s top
vomeease. TN panel.
More or Less |3odybuilding and Buffet
Tuesday, August 12 o1a The Income section is a
Profit & Loss | Last Fsch Year - mini version of Income
Tracker (page 338), which
you can open by clicking
one of the section’s bars.
1440465 Click an expense category

1476375 J to run a report about your
INCOME = = -0 m = =

expenses. And you can

359.10
EXPENSES

open the Create Invoices

Income Expenses or Enter Bills windows by

Last Fiscal Year-to-date - clicking the links circled

o — here.
4,553.(}6 . 1,2[1‘7.0‘4‘ 0.09
Click a bar to open the Income Choose a date range
Tracker window filtered to that to view expenses

income category
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THE INSIGHTS
To choose which graphs appear in the top panel, click the Customize icon (it looks like a gear) at the TAB

tab’s top right. In the “What do you want to see?” drop-down menu, turn view checkboxes on or off to show or
hide them, respectively. For example, the other graphs you can choose are Previous Year Income Comparison,
“Top Customers by Sales,” and “Income and Expense Trend.”

TIP

* Income. This section at the tab’s bottom left looks like the bars in the Income
Tracker window—and for good reason. After you scan the open and overdue
invoice totals, you can click one of these bars to open Income Tracker, already
filtered to show the income category you clicked. For example, if you click the red
Overdue bar, Income Tracker opens and lists your customers’ overdue invoices.

* Expenses. The Expenses section in the tab’s bottom right shows where you
spend the most money. Choose a date range in the drop-down list to display
expenses for that period. To view the transactions that contribute to expense
totals, click an expense category in the Expenses list or click the corresponding
section of the pie chart.
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CHAPTER

3

Setting Up a Chart
of Accounts

f you’ve just started running a business and keeping your company’s books, all

this talk of accounts, credits, and debits might have you flummoxed. Accounting

is a cross between mathematics and the mystical arts; its goal is to record and
report the financial performance of an organization. The end result of bookkeeping
and accounting is a set of financial statements (page 443), but the starting point
is the chart of accounts.

In accounting, an account is more than a real-world account you have at a financial
institution; it’s like a bucket for holding money used for a specific purpose. When
you earn money, you document those earnings in an income account, just as you
might toss the change from a day’s take at the lemonade stand into the jar on your
desk. When you buy supplies for your business, that expense shows up in an ex-
pense account that works a lot like the shoebox you throw receipts into. If you buy
a building, its value ends up in an asset account. And if you borrow money to buy
that building, the mortgage owed shows up in a liability account.

Accounts come in a variety of types to reflect whether you've earned or spent
money, whether you own something or owe money to someone else, as well as a
few other financial situations. Your chart of accountsis a list of all the accounts you
use to track money in your business.

Neophytes and experienced business folks alike will be relieved to know that you
don’t have to build a chart of accounts from scratch in QuickBooks. This chapter
explains how to get a ready-made chart of accounts for your business and what to
do with it once you’ve got it. If you want to add or modify accounts in your chart of
accounts, you’ll learn how to do that, too.
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ACCOUNTS

NOTE Industry-specific Premier editions of QuickBooks include a chart of accounts, an Item List, Payroll
items, and preferences already tuned to your industry (such as construction, manufacturing, nonprofit, professional
services, or retail). The industry-specific editions also have features unique to each industry, like the Contractor
edition’s enhanced job costing. These features may save you time during setup and in your day-to-day book-
keeping, but you have to decide whether you want to spend a few hundred dollars more than the QuickBooks
Pro price tag to get them.

B Acquiring a Chart of Accounts

When you create a new QuickBooks company file and choose an industry (page
11), the program automatically sets up the chart of accounts with accounts that are
typical for that industry. For example, if you choose a product-oriented industry,
you’ll see an income account for product or parts income, while a service-oriented
business gets an income account for service or labor income. If your company is
like many small businesses, the chart of accounts that QuickBooks creates includes
everything you need.

However, if you want to customize your chart of accounts to mirror your company’s
needs, the easiest—although probably not the cheapest—way to get a chart of ac-
counts is from your accountant. Accountants understand the accounting guidelines
set by the Financial Accounting Standards Board (FASB—pronounced “faz bee”), a
private-sector organization that sets standards with the SEC’s blessing. When your
accountant builds a QuickBooks chart of accounts for you, you can be reasonably
sure that it includes all the accounts you need to track your business and that those
accounts conform to accounting standards. If you’re a business owner and want a
specific account or want to see your business financials in a particular way, ask your
accountant what type of accounts to use and how to set them up.

NOTE Don’t worry—getting an accountant to build a chart of accounts for you probably won’t bust your
budget, since the accountant won’t start from scratch. Many financial professionals maintain spreadsheets of
accounts and build a chart of accounts by importing a customized account list into QuickBooks. Or they may keep
QuickBooks company files around to use as templates for new ones.

If you don’t want to pay an accountant to create a chart of accounts for you, how
about finding one built by experts and available at no charge? A quick search on
the Web for “QuickBooks chart of accounts” returns links to sites with predefined
charts of accounts. For example, in the not-for-profit world, the National Center for
Charitable Statistics website includes downloadable QuickBooks files that contain
the Unified Chart of Accounts for nonprofits (known as the UCOA); see http://nccs.
urban.org/projects/ucoa.cfm. You can download a QuickBooks backup file of a
nonprofit company file, complete with a chart of accounts (see page 501 to learn
how to restore a backup file), an .iif file that you can import into QuickBooks, or a
backup file for the Mac version of QuickBooks.
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NOTE you have an Excel spreadsheet with your company account information, you can import that info
directly into your company file. Page 133 has the full story on importing from Excel.

If you run a restaurant, you can go to www.rrgconsulting.com/restaurant_coa.htm
and download a free .iif file with a restaurant-oriented chart of accounts that you
can import into QuickBooks, as explained in the next section.

Importing a Chart of Accounts

If you download an .iif file with a chart of accounts, you can import that file into a
QuickBooks company file. Because you’re importing a chart of accounts, you want to
create your company file with basic info about your company and as few accounts as
possible in the chart of accounts list. Here’s how you create a QuickBooks company
file with bare-bones information and then import a chart of accounts from an .iif file:

1.

Choose File—New Company and then, in the QuickBooks Setup dialog box
that appears, click Express Start.

If you see a screen that asks for your email address and password, enter the
email address and password for your Intuit account, and then click Continue.

On the “Tell us about your business” screen, enter your company’s name,
type, and tax ID. In the Industry box, enter Other/None, and then click
Continue.

On the “Enter your business contact information” screen, do just that.

See Chapter 1 for details. If you click Preview Your Settings and then click the
Chart of Accounts tab, you see that the accounts list is empty, which is what
you want. Click OK to close the preview window.

. After you finish filling in your contact info, click Create Company File.

QuickBooks creates your company file and then displays the “You’ve got a
company file! Now add your info” screen in the QuickBooks Setup dialog box.

To close the QuickBooks Setup dialog box, click Start Working, and then
click the X at the top right of the Quick Start Center window that appears.

You can also close the QuickBooks Setup dialog box by clicking the X at the
window’s upper right.

. Choose File—Utilities—Import—IIF Files.

QuickBooks opens the Import dialog box to the folder where you stored your
company file and sets the “Files of type” box to “lIF Files (*.IIF).”

Navigate to the folder that contains the .iif file you want to import, select
the file, and then click Open.

A message box appears that shows how the import is progressing. If all goes
well, QuickBooks then displays a message box that tells you that it imported
the data successfully; click OK.

ACQUIRING
A CHART OF
ACCOUNTS

CHAPTER 3: SETTING UP A CHART OF ACCOUNTS
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If QuickBooks runs into problems with the data in the .iif file, it tells you that it
didn’t import the data successfully. In that case, you have to open the .iif fileina
text editor or Excel and correct the account info. (You can see what information
QuickBooks expects by exporting an account list, as described on page 685.)

To admire your new chart of accounts, in the QuickBooks Home Page’s Company
panel, click Chart of Accounts (or press Ctrl+A). Now that your chart of accounts
is in place, you can add more accounts, hide accounts you don’t need, merge ac-
counts, or edit the accounts on the list. The rest of this chapter explains how to do
all these things.

M Planning the Chart of Accounts

A chart of accounts is a tool for tracking your company’s finances at a relatively
high level—it helps you produce financial statements and prepare your business tax
returns. When setting up your chart of accounts, bear in mind that it will be easier to
work with if you keep the number of accounts to a minimum. (The published income
statements of even ginormous global corporations typically fit on a single page.)
This section helps you figure out which accounts you need and provides guidelines
for naming and numbering them.

Do You Need Another Account?

QuickBooks offers several features—including items, jobs, and classes—that can
provide details about your company’s performance without you having to add ad-
ditional accounts. So before you create an account, think about whether another
feature can track the information you want instead. Here’s a brief description of
what each feature does and when to use it:

* Accounts. When you create transactions in QuickBooks, the program allocates
money to accounts in your chart of accounts. Then, when you run a Profit &
Loss report (page 448), you see financial results by account. So create a new
account if you want to see a particular pool of money broken out in your finan-
cial reports. For example, add an income account for services you’re offering
in addition to your product sales.

NOTE Subaccounts (page 58) are an option if you want to break one category into several smaller pieces,
such as divvying up travel expenses into airfare, lodging, transportation, and meals.

+ Items. In QuickBooks, items track details about what you buy and sell. For ex-
ample, you might create dozens of items for each specific service you provide,
such as cutting down trees, cutting logs, chipping wood, splitting wood, and
hauling trash. However, each of those items can be assigned to the same services
income account. Chapter 5 provides the full story on items.
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* Jobs. If you work on different projects for the same customer, you can create
separate jobs for each project (page 81). That way, you can assign invoices to
specific jobs and track income by job. You can also track job expenses by mak-
ing items, time, or other expenses billable to specific jobs.

* Classes. If your business is broken into segments—such as regions, business
units, or partners in a partnership—you can turn to classes (page 140). You
can assign a class to each transaction, such as an invoice or bill, which lets you
track income and expenses across accounts, customers, vendors, and more.
For example, if you create a class for each business unit in your company, you
can assign the appropriate class to each transaction you record. Then a Profit
& Loss by Class report (page 451) will produce an income statement for each
business unit.

Naming and Numbering Accounts

Account names and numbers make it easy for accountants, bookkeepers, and
company employees to find the accounts they need. In addition, with standardized
naming and numbering, you can compare your company’s financial performance
with others in your industry. This section suggests some rules to follow as you set
up naming and numbering conventions.

If you accept the accounts that QuickBooks recommends when you set up your
company file, then they already have assigned names and numbers, as shown in
Figure 3-1. You might think this lets you off the hook. But by taking the time to learn
standard account numbers and names, you’'ll find working with accounts more logical
and understand more of what your accountant and bookkeeper say.

I ORGANIZING ACCOUNT NUMBERS

Account numbers are initially turned off when you create a new company file in
QuickBooks (page 54 explains how to display them), and you don’t have to use
them. However, account numbers make it easier for your bookkeeper or accountant
to work with your financial records. This section explains the typical numbering
convention that financial folks use.

Companies reserve ranges of numbers for different types of accounts, so they can
identify the type of account by its number alone. Business models vary, so you'll
find account numbers carved up in different ways depending on the industry. Think
about your personal finances: You spend money on lots of different things, but
your income derives from a precious few sources. Businesses and nonprofits are
no different. So you might find income accounts numbered from 4000 to 4999 and
expense accounts using numbers anywhere from 5000 through 9999 (see Table 3-1).
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art of Accounts FIGURE 3-1
AME ~ P ITYPE ¢ CURRENCY : BALANCE TOTAL ATTACH N Accounts that QuickBooks

+1050 - Ever Ready Money Market £ Bank uso 440,481.67 adds to yourchart of
+1090 - Petty Cash Bank uso 0.00 (] accounts dUl’iﬂgSEtUp
+11000 - Accounts Rec.ewab\e - GBP Accounts Receivable | GBP 0.00 come with assigned names
+1200 - Accounts Receivable Accounts Receivable | USD 67,122.46 and numbers, as you can
+1300 - Inventory Asset Other Current Asset uso 8,986.35 see here.
+1400 - Loan Escrow Other CurrentAsset uso 55.00
+1499 - Undeposited Funds Other CurrentAsset  USD 5,645.00 To open the Chart of
+1520 - Capital Stock Equity usD 0.00 Accounts window, press
+1700 - Cat Equipment FixedAsset usD 52,499.10 Ctri+A. If you don’t see
+1710 - Computing Equipment FixedAsset UsD 0.00 account numbers in this
+1790 - Accumulated Depreciation FixedAsset usD 0.00 window, page 54 tells you
+2 - Purchase Orders Non-Posting usD how to display them.
+2000 - Accounts Payable Accounts Payable uso 6,029.90
+20000 - Accounts Payable - CNY Accounts Payable CHY 0.00
+2050 - Easy Credit Credit Card uso 931.74
+2100 - Payroll Liabilities Other Current Liability USD 28,264 .68
+2110 - Payroll Tax Payable Other Current Liability USD 14,880.00
2200 - Customer Prepayments Other Current Liability USD -4,200.00
+2201 - Sales Tax Payable Other Current Liability USD 8,260.29
+2205 - Cat-herder loan Long Term Liability uso 67,773.38
+3000 - Opening Bal Equity Equity usoD 8,02475
+3045 - Shareholders’ Distribution Equity uso 65,120.00
+3900 - Retained Eamings Equity usD
+3950 - Past Equity Equity usD 515,567.27
+4 - Estimates MNon-Posting usD
+4100 - Service Revenue Income uso

+4110 - Senice Corporate Income uso

v

TABLE 3-1 Typical ranges for account numbers

RANGE ACCOUNT TYPE

1000-1999 Assets

2000-2999 Liabilities

3000-3999 Equity

4000-4999 Income

5000-5999 Cost of goods sold, cost of sales, job costs, or general expenses
6000-7999 Expenses, overhead costs, or other income

8000-9999 Expenses or other expenses
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NOTE Most businesses use the same account-numbering scheme up until the number 4999. After that, things

can differ because some companies require more income accounts, but in most businesses, expense accounts are
the most numerous.

Account numbering conventions don’t just carve number ranges up for account
types. If you read annual reports as a hobby, you know that companies further
compartmentalize their finances. For example, assets and liabilities get split into
current and long-term categories. (Current means something that’s expected to
happen within the next 12 months, such as a loan that’s due in 3 months; long-term
is anything beyond 12 months.) Typically, companies show assets and liabilities pro-
gressing from the shortest to the longest term, and the asset and liability account
numbers follow suit. Here’s one way to allocate account numbers for current and
progressively longer-term assets:

* 1000-1099. Immediately available cash, such as a checking account, savings
account, or petty cash.

* 1100-1499. Assets you can convert into cash within a few months to a year,
including Accounts Receivable, inventory assets, and other current assets.

* 1500-1799. Long-term assets, such as land, buildings, furniture, and other
fixed assets.

* 1800-1999. Other assets.

Companies also break expenses down into smaller categories. For example, many
companies keep an eye on whether their sales team is doing its job by tracking sales
expenses separately and monitoring the ratio of sales to sales expenses. Sales ex-
penses often appear in the 5000-5999 range. QuickBooks reinforces this standard
by automatically creating a Cost of Goods Sold account numbered 5001. (You can
create as many Cost of Goods Sold accounts as you need to track expenses that
relate directly to your income, such as the cost of purchasing products you sell, as
well as what you pay your salespeople.) Other companies assign overhead expenses
to accountsinthe 7000-7999 range, so they can assign a portion of those expenses
to each job performed.

TIP When you add new accounts to your chart of accounts, increment the account number by 5 or 10 to leave

room in the numbering scheme for similar accounts you might need in the future. For example, if your checking
account number is 1000, assign 1010 or 1020 to your new savings account rather than 1001.

In QuickBooks, an account number can be up to seven digits long, but the program
sorts numbers beginning with the leftmost digit. So if you want to categorize in ex-
cruciating detail, slice your number ranges into sets of 10,000. For example, assets
range from 10000 to 19999; income accounts span 40000 to 49999, and so on.

NOTE Because QuickBooks sorts accounts by number, beginning with the leftmost digit, account 4100020
appears before account 4101.
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M VIEWING ACCOUNT NUMBERS

If you want to see or hide account numbers in QuickBooks, here’s how to turn them
on or off:

1. Choose Edit—Preferences—Accounting, and thenin the Preferences dialog
box, click the Company Preferences tab.

You have to be a QuickBooks administrator (page 718) to open this tab.

2. Turn on the “Use account numbers” checkbox to show account numbers.
To hide them, turn off this checkbox.

3. Click OK to close the Preferences dialog box.

With this setting turned on, account numbers appear in the Chart of Accounts win-
dow, account drop-down lists, and account fields. In addition, the Add New Account
and Edit Account windows display the Number box so you can add or modify an
account’s number.

NOTE Turning off the “Use account numbers” checkbox doesn’t remove account numbers you’ve already
added; it simply hides them in the spots mentioned above. You can see them again by turning the checkbox back
on. However, you can’t add account numbers to any accounts you create while the checkbox is turned off. If you
create an account anyway, you can then edit it (page 63) to add an account number after you turn on the “Use
account numbers” checkbox.

I CHOOSING GOOD ACCOUNT NAMES

Account names should be meaningful, both to you and your accountant (or book-
keeper). In addition, your accounts should be unigue in name and function because
you don’t need two accounts for the same type of income, expense, or financial
bucket. For example, if you consider advertising and marketing two distinctly differ-
ent activities, then create an account for each. But if advertising and marketing blur
in your mind, then create one account with a name like “Marketing & Advertising.”

NOTE Because accounts represent high-level categories, stick to names that summarize the income or
expense, such as Service Income and Product Income. Accounts and names like Tom’s Consulting, Dick’s Consulting,
and Harry’s Consulting are too specific—and might cause confusion if Rosie takes over Harry’s work.

QuickBooks does its part to enforce unique account names. Say you try to create a
new expense account named Postage, but an account by that name already exists.
QuickBooks displays the message “This name is already in use. Please use another
name.” What QuickBooks can’t do is ensure that each account represents a unique
category of money. Without a naming standard, you could end up with multiple
accounts with unique names, each representing the same category, as shown by
the following names for accounts used to track postage:
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Expense-postage

Postage

Postage and delivery

Shipping
If you haven’t used QuickBooks before, here are some rules you can apply to help
make your account names consistent:

* Word order. If you include the account type in the name, then append it to
the end of the name. You’ll spot “Postage Expense” more easily than “Expense
Postage.”

» Consistent punctuation. Choose “and” or “&” for accounts that cover more
than one item, like “Dues and Subscriptions.” And decide whether to include
apostrophes, as in “Owners Draw” or “Owner’s Draw.”

« Spaces. Decide whether to include spaces for readability or to eliminate them
for brevity; for example, “Dues & Subscriptions” vs. “Dues&Subscriptions.”

« Abbreviation. If you abbreviate words in account names, then choose a standard
abbreviation length. If you go with four-letter abbreviations, for example, “Post-
age” would become “Post.” For a three-letter abbreviation, you might use “Pst.”

m QuickBooks won’t enforce your naming standards. So after you set the rules for account names,
write them down so you don’t forget them. A consistent written standard encourages everyone (yourself included)
to trust and follow the naming rules. Also, urge everyone to display inactive accounts (page 63) and scan the
chart of accounts for synonyms to see if such an account already exists before creating a new one. These rules
are easier to enforce if you limit the number of people who can create and edit accounts (page 725).

M Creating Accounts and Subaccounts

As the box on page 57 explains, different types of accounts represent dramatically
different financial animals. The good news is that every type of account in Quick-
Books shares most of the same fields, so you need to learn only one account-creation
procedure.

If you look closely at the chart of accounts list in Figure 3-1, you’ll notice that ac-
counts fall into two main categories: those with balances and those without. If you’re
really on your toes, you might also notice that accounts with balances are the ones
that appear on the Balance Sheet report. (Accounts without balances appear on
the Profit & Loss report.) To learn more about financial statements and the accounts
they reference, see Chapter 23.
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Creating an Account

After you’ve had your business for a while, you won’t add new accounts very often.
However, you might need one if you start up a new line of income, take on a mortgage
for your new office building, or want a new expense account for the subcontractors
you hire to manage your workload.

Creating accounts in QuickBooks is simple. Before you can create an account, you
have to open the Chart of Accounts window. Here are a few ways to do that:

* Press Ctrl+A (which you can do from anywhere in the program).
* Atthetopright of the Home Page, in the Company panel, click Chart of Accounts.
* In the menu bar, choose Lists—Chart of Accounts.

The Chart of Accounts window works much like other list windows. For example, you
can sort the account list by different columns or drag accounts in the list to different
locations. (See page 158 to learn how to sort and rearrange lists.)

TIP You can create accounts on the fly by choosing <Add New> in any Account drop-down list. Suppose you
create a new Service item (in the Item List window, press Ctrl+N) and want a new income account to track revenue
for that service. In the New Item dialog box, scroll to the top of the Account drop-down list and then choose <Add
New>. In the Add New Account window that appears, fill in the various fields, and then click Save & Close. Back in
the New Item dialog box, QuickBooks displays the new account in the Account field, and you can finish creating
your item.

Once you’ve opened the Chart of Accounts window, here’s how to create an account:
1. Press Ctrl+N to open the Add New Account window.

Alternatively, on the menu bar at the bottom of the Chart of Accounts window,
click Account—=New. Or right-click anywhere in the Chart of Accounts window,
and then choose New from the shortcut menu. No matter which method you
use, QuickBooks opens the Add New Account window shown in Figure 3-2.

2. Select the type of account you want to create, such as Bank for a bank ac-
count, and then click Continue.

The Add New Account window lists the most common kinds of accounts. If
you don’t see the type you want—Cost of Goods Sold, for example—select
the Other Account Types option, and then choose from the drop-down menu
visible in Figure 3-2.
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QuickBooks’ account types are standard ones used in finance.
Here’s a quick introduction to the different types and what
they represent:

Bank. Accounts that you hold at a financial institution,
such as a checking, savings, money market, or petty
cash account.

Accounts Receivable. The money that your customers
owe you, like outstanding invoices and goods purchased
on credit.

Other Current Asset. Things you own that you’ll use
or convert to cash within 12 months, such as prepaid
expenses.

Fixed Asset. Things your company owns that decrease in
value over time (depreciate), like equipment that wears
out or becomes obsolete.

Other Asset. If you won’t convert an asset to cash in the
next 12 months and it isn’t a depreciable asset, then
it’s—you guessed it—an other asset. A long-term note
receivable is one example.

Accounts Payable. This is a special type of current liability
account (money you owe in the next 12 months) that
represents what you owe to vendors.

Credit Card. Just what it sounds like: a credit card account.

Other Current Liability. Money you owe in the next 12
months, such as sales tax and short-term loans.

LongTermLiability. Money you owe afterthe next12months,
like mortgage payments you’ll pay over several years.

Equity. The owners’ equity in your company, including
the original capital invested in the company and retained
earnings. (Money that owners withdraw from the
company also shows up in an equity account but reduces
the value of the account.)

Income. The revenue you generate through your main
business functions, like sales or consulting services.

Cost of Goods Sold. The cost of products and materials
that you originally held in inventory but then sold. You
can also use this type of account to track other expenses
related to sales, such as commissions and what you pay
subcontractors to do work for your customers.

Expense. The money you spend to run your company.

Other Income. Money you receive from sources other than
business operations, such as interest income.

Other Expense. Money you pay out for things other than
business operations, like interest.

Non-posting Account. QuickBooks creates non-posting
accounts automatically when you use features such as
estimates and purchase orders. For example, when you
create an estimate (page 278), you don’t want that money
to appear on your financial reports, so QuickBooks stores
those values in non-posting accounts.

3. Inthe Number boxinthe upperright of the Add New Account window (Figure
3-3), type the account number you want to use in the chart of accounts. (If
you don’t see the Number box, flip to page 54 to learn how to display it.)

If you keep the Chart of Accounts window in view while creating accounts,
you can review the account numbers for similar types of accounts. That way,
you can give the new account a number that’s 5 or 10 higher than an existing
account number, so that the new one snuggles in with its compatriots in the
chart of accounts.
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Choose Account Type FIGURE 3-2
% Choose one account type and click Continue. If you aren’t sure which
type to choose for your
Categorize money your business eams or spends new account, read the box
© Income Cost of Goods Sold Account on page 57.
 Expense Tracks the direct costs to produce the When you select one
items that your business sells, such i
Or, track the value of your assets and liabilities as: Zf the. Otptmns,tf;)ere’ a I
escription with examples
O Fi . R )
Fixed Asset (major purchases) : gzg: z; E:toernals of that type of account
o . .
Bank . :hgmmtg. féelgm and delivery appears on the right side
o - Subcontractors . L
Loan of the window. Click More
) Credit Card ore to read a Help topic that
More...
© Eguity explains when to use that
type of account.
® Other Account Types Cost of Goods Sold -
Accounts Receivable
Other Current Asset
Help me choose the right account typs Cancel
OtherAsset

Accounts Payable
Other Current Liability
Long Term Liability

Cost of Goods Sold

Other Income

Other Expense

4. In the Account Name box, type a name for the account.

See page 54 for tips on standardizing account names.

NOTE b you create an account and don’t see one of the fields mentioned here, it simply doesn’t apply to
that account type.

5. If you want the account to be a subaccount, then turn on the “Subaccount
of” checkbox. Then, in the drop-down list, choose the account that you
want to act as the parent.

As the box on page 60 explains, subaccounts are a good way to track your
finances in more detail. In the chart of accounts, subaccounts are indented
below their parent accounts to make the hierarchy easy to see, as shown at
the bottom of Figure 3-1.
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=

Account Name

Currency

Optional
Description

BankAcct. Ma.

Routing Number

Tax-Line Mapping

7T AccountIype  Bank -

Add New Account

Firsrt Financial Savings

Subaccount of -

UsS Dollar -

Savings with electronic transfer to checking

99-9999399
999999999|
BiS-Assets: Cash v

How do | choose the right tax line?

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

Remind me to order checks when | reach check number

Order checks | can print from QuickBooks Learn mare

Save & Close

Save & New

Number 1030

Cancel

FIGURE 3-3

The Bank account type
includes every account
field except Note, as well
as a few fields that you
won’t find in any other
account type, such as Bank
Acct. No. and Routing
Number. If you want
QuickBooks to remind

you to order checks, in

the “Remind me to order
checks when | reach check
number” field, type the
check number you want
to use as a trigger. And if
you want the program to
open a browser window
to an Intuit site where you
can order supplies, turn
on “Order checks | can
print from QuickBooks.”

If you get checks from
somewhere else, just
reorder checks the way
you normally do.

TIP

When you use subaccounts, QuickBooks displays both the parent account’s name and the subaccount’s

name in the Account fields throughout the program, which often makes it impossible to tell which account a
transaction uses, as you can see in Figure 3-4 (top). If you want to see only the lowest-level subaccount in Account
fields, head to the Accounting section of the Preferences dialog box, click the Company Preferences tab, and then
turn on the “Show lowest subaccount only” checkbox (see page 636).

6. Ifyou’ve turned on QuickBooks’ multiple currency preference, the Currency
box appears below the “Subaccount of” checkbox. If the currency for the
account is different from the one listed there, choose the correct currency
in the drop-down list.

If you do business in more than one currency, see page 656 to learn how to set
up multiple currencies in QuickBooks.
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2050 - E: Credit - IUS Dollar

| &) Print... | & Edit Transaction E8) QuickReport

redit - US Dallar

FIGURE 3-4

) Print... | [ Edit Transaction 2] QuickReport Setup Bank Feeds Top: In Account fields
and drop-down lists,
DATE REF PAYEE CHARGE v QuickBooks combines the
TYPE MEMO names of parent accounts
0172015 B Fer AirLima v 1,047.28 Paytr and their subaccounts into
cc & Entertai v i one long name, as you can
01122115 Lenny's Liwﬁﬁﬁﬁﬁmﬁ%{w see in this travel example.
CC  B330 Travel &Entertainm In many instances, only the
012315 Vista Yision 260000 top-level account IS' VI'SIb/e
' unless you scroll within the

Account field.

Bottom: When you turn on
the “Show lowest subac-

& Goto Setup Bank Feeds
count only” preference,
DATE REF PAYEE CHARGE v pa; the Account field shows
TYPE ACCOUNT MEMO the subaccount number
0112015 Air Lirma 1.047.28 and name instead, which is
CC G338 - Airfare meeting w new cus _exact(y what yo,u need to
P Lenms L identify the assigned ac-
enny's Limao . . .
Y 35000 count (in this case, Airfare).
CC 6342 - Transportati
0112314 Wista Vision 2,600.00
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Adding Detail with Subaccounts

Say your company’s travel expenses are sky-high and you want
to start tracking what you spend on different types of travel,
such as airfare, lodging, and limousine services. Subaccounts
make it easy to track details like these. Subaccounts are noth-
ing more than partitions within higher-level accounts (called
parentaccounts).

When you post transactions to subaccounts only (not their
parent account), your reports show the subtotals for the sub-
accounts and a grand total for the parent account, such as the

Travel account (number 6336, say) and its subaccounts Airfare
(6338), Lodging (6340), and Transportation (6342), for example.

Subaccounts also come in handy for assigning similar expenses
to different lines on tax forms. For example, the IRS doesn’t
treat all travel expenses the same: You can deduct only half

of your meal and entertainment expenses, while other travel

the Travel account.

expenses are fully deductible. For this reason, you might create
“Meals and Entertainment” as a separate subaccount within

7. To add a description of the account, fill in the Description box.

Forinstance, you can define whether a bank account is linked to another account
or give examples of the types of expenses that apply to a particular expense
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account. The Description field can hold up to 200 characters, which should be
more than enough.

8. Ifyousee afield for an account number—such as Bank Acct. No., Credit Card
Acct. No., or simply Account No.—type in the number for your real-world
account at your financial institution (checking account, savings account,
loan, and so on).

If the account type you chose in step 2 doesn’t include a field for an account
number, you see the Note field instead, which you can use to store any additional
information you want to document about the account.

9. For a bank account, in the Routing Number box, type your bank’s routing
number.

This is the nine-digit number in funny-looking font at the bottom of your checks.

10. To associate the account with a tax form and a specific line on that form, in
the Tax-Line Mapping drop-down list, choose the entry for the appropriate
tax form and tax line.

If you haven’t specified the tax form that your company files with the IRS, the
Tax-Line Mapping field is set to <Unassigned>. See page 11 to learn how to
choose a tax form for your company.

If QuickBooks hasn’t assigned a tax line for you, you can scan the entries in the
drop-down list for a likely match. If you don’t find an entry that seems right or
if QuickBooks tells you the one you chose isn’t compatible with the account
type, your best bet is to call your accountant or the IRS. You can also get a hint
of an appropriate tax line for the account you’re creating by examining one of
QuickBooks’ sample files (page 9).

To remove a tax line from an account, in the drop-down list, choose <Unas-
sighed>.

NOTE Below the Tax-Line Mapping field, you may see the Enter Opening Balance button. It’s easy to figure
out the opening balance for a brand-new account—it’s zero—so you can ignore this button. If you’re setting up
QuickBooks with accounts that existed prior to your QuickBooks start date, those accounts do have opening bal-
ances. Even so, clicking the Enter Opening Balance button isn’t the best way to specify an opening balance for an
account you’re adding to your company file. The box on page 62 explains how to specify opening balances for all
your accounts in just a few steps.

11. Clickthe Save & New button to save the current account and create another
one.

To save the account you just created and close the Add New Account window,
click Save & Close instead. Click Cancel to discard the account-in-progress and
close the Add New Account window.
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When you click Yes, QuickBooks” windows close while you go through the setup

12. If the Set Up Bank Feed dialog box appeatrs, click Yes if you want to set up
a bank account for online services.

process. (See Chapter 24 to learn about online services and QuickBooks.)

If you want to set up Bank Feeds later—or never—click No.

FREQUENTLY ASKED QUESTION

Doing Opening Balances Right

When [ add an account to my company file, can I just click the
Enter Opening Balance button and type the balance | want to
start with in the Opening Balance field? That seems the most
logical place for it.

You can, but your accountant may not be too happy about it.
Filling in the Opening Balance field from the Add New Account
window (or in the Edit Account window, for that matter) auto-
matically adds that balance to the Opening Bal Equity account,
which accountants consider sloppy bookkeeping. Instead, they
usually recommend creating a journal entry from your trial
balance for most of your accounts. (To see what an opening
balance journal entry looks like, head to page 429.)

The three exceptions are your Accounts Receivable (AR), Ac-
counts Payable (AP), and bank accounts. Because QuickBooks
requires customer names and vendor names in journal entries
that contain AR and AP accounts, you’re better off creating
invoices and bills to define your AR and AP opening balances.
With bank accounts, you can enter your previous reconciled bal-
anceinthe journal entry and then bring the account up to date
by recording all the transactions since your last reconciliation.
If you work with an accountant, ask her how she’d like you to
enter opening balances—or better yet, have her do it for you.

Whoa! What’s a journal entry? What'’s a trial balance?

Here’s the deal: Journal entries (page 426) are mechanisms
for moving money between accounts—on paper, that is. A
trial balance (page 442) is a report (from your accountant or
your old accounting system) that lists all your accounts with
their balances in either the Debit or Credit column. In the days
of paper-based ledgers, bean counters totaled the Debit and
Credit columns. If the totals weren’t equal, the accountant
had to track down the arithmetic error. Happily, QuickBooks’
digital brain does the math for you, without errors. But it’s up
to you to set up the opening-balance journal entry properly
in the first place.

If you look at the trial balance on the first day of your fiscal
year, it’s quite simple—it includes balances only for your bal-
ance sheet accounts, not income and expense accounts. You
can use these values to fill in a journal entry to assign all your
accounts’ opening balances: First, set the journal entry’s date
to the last day of the previous fiscal year; that way, you can
start fresh for your current fiscal year. Next, for each account
exceptyour ARand AP accounts, add a line in the journal entry
with the account name and the balance from your trial-balance
report in either the Debit or Credit column. Finally, create
invoices and bills to define the opening balances for your AR
and AP accounts.

B Working with Accounts

From time to time, you might need to modify your accounts to, for example, change
an account’s name or description. If you no longer need an account, you can hide
it to keep your chart of accounts list tidy. On the other hand, if you created an ac-
count by mistake, you can delete it. And merging accounts comes in handy if you
find several accounts that represent the same thing. This section describes how to
make all these changes to accounts.
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Modifying Accounts

If you stick to your account numbering and naming conventions, you’ll have few
reasons to edit accounts. But just in case, the Edit Account window lets you tweak an
account’s name and description, adjust its number to make room for new accounts,
and change its level in the chart of accounts hierarchy.

You’re not likely to change an account’s type unless you chose the wrong one when
you created the account. If you do need to change the account type, back up your
QuickBooks file first (see page 495) in case the change has effects that you didn’t
anticipate. Also, note that QuickBooks has several restrictions on changing account
types. You can’t change an account’s type if:

* |t has subaccounts.

* |t’san Accounts Receivable or Accounts Payable account. (You also can’t change
other types of accounts to AR or AP accounts.)

* QuickBooks automatically created the account, like Undeposited Funds.

To modify an account, in the Chart of Accounts window, select the account you want
to edit, and then press Ctrl+E or click Account—Edit Account. In the Edit Account
window that appears, make your changes, and then click Save & Close.

Hiding Accounts

If you create an account by mistake, you can delete it (you’ll learn how in a sec).
However, because QuickBooks drops your financial transactions into account buckets
and you don’t want to throw away historical information, you’ll usually want to hide
accounts that you don’t use anymore instead of deleting them.

Records of past transactions are important, whether you want to review the amount
of business you’ve received from a customer or the IRS is asking unsettling ques-
tions. When you hide an account in QuickBooks, the account continues to hold your
historical transactions, but it doesn’t appear in account lists, so you can’t choose it
by mistake with a misplaced click. For example, you wouldn’t delete your Nutrition
Service income account just because you’ve discontinued your nutrition-consulting
service to focus on selling your new book, The See Food Diet. The income you earned
from that service in the past needs to stay in your records.

Hiding and reactivating accounts (Figure 3-5) can also come in handy if QuickBooks
created a chart of accounts for you based on the industry you chose during setup
(page 1). If the chart of accounts it created includes accounts you don’t think you
need, simply hide those accounts for the time being. That way, if you find yourself
saying, “Gosh, | wish | had an account for the accumulated depreciation of vehicles,”
the solution might be as simple as reactivating a hidden account.
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€ . NAME « ‘ (PE CUR BALANCE TOTAL ATT. .
+ 1790 - Accumulated Depreciation Fixed Asset UsD -39,500.00 = TOp'. TO hlde an affount,
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¢ +20000 - Accounts Payable - CNY Accounts Payable | CNY 0.00 the list. To un-hide an
2050 - Easy Credit Credit Card UsD 1,899.44 account, click the X next to
+2100 - Payroll Liabilities Other Current Liability USD 28,264.68 its name.
+2110 - Payroll Tax Payable Other Current Liability 'USD 14,880.00 If the account has
+2200 - Customer Prepayments Other Current Liability USD -4,200.00 subaccounts, QuickBooks
+2201 - Sales Tax Payable Other Current Liability | USD 8,260.29 displays the Activate Group
+2205 - Catherder loan Long Term Liabilty ~ USD 67,773.38 dialog box; there, dlick Yes
+| toreactivate the account
Account ¥  Acliviies ¥ Reports ¥  Aftach T Include inactive and all ts subaccounts.
Click to reactivate account Turn on checkbox to show
inactive accounts in the list

Deleting Accounts

You can delete an account only if nothing in QuickBooks references it in any way. An
account with references is a red flag that deleting it might not be the right choice. If
you try to delete such an account, QuickBooks displays a message box telling you
it can’t delete the account and recommends making it inactive instead. If that isn’t
enough to deter you, the sheer tedium of removing references to an account should
nudge you toward hiding the account instead. If you insist on deleting an account,
here are the conditions that prevent you from doing so and what you have to do to
remove these constraints:
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« Anitem uses the account. If you create any items that use the account as an
income account, expense account, cost of goods sold account, or inventory asset
account, you can’t delete it. You have to edit the items to use other accounts
first, as described on page 118.

* The account has subaccounts. You have to delete all subaccounts before you
can delete the parent account.

« Payroll uses the account. You can’t delete an account if your payroll setup
uses it.

« Atransactionreferences the account. If you created even one transaction that
uses the account, either edit that transaction to use a different account or hide
the account if you want to keep the transaction the way it is.

* The account has a balance. An account balance comes from either an opening
balance transaction or other transactions that reference the account. You re-
move an account balance by reassigning all the transactions to another account.

To delete or reassign transactions, in the Chart of Accounts window, double-click the
account’s name. For accounts with balances, QuickBooks opens a register window
where you can select a transaction and then edit it or press Ctrl+D to delete it. For
accounts without balances, QuickBooks opens an Account QuickReport window. To
edit or delete a transaction that appears in this report, double-click the transaction.
QuickBooks then opens a window related to that transaction (for instance, the Write
Checks window appears if the transaction is a check). Edit the transaction to use a
different account, or right-click anywhere in that window and choose Delete Check
or the corresponding delete command for the type of transaction.

After you’ve deleted all references to the account, in the Chart of Accounts win-
dow, select the account you want to delete, and then press Ctrl+D or choose
Account—Delete Account. QuickBooks asks you to confirm that you want to delete
the account; click OK.

Merging Accounts

Suppose you find multiple accounts with the same purpose—Postage and Mail
Expense, say—lurking in your chart of accounts. No problem! You can merge the
accounts into one and then remind everyone who creates accounts in QuickBooks
about your naming conventions. (If you haven’t gotten around to setting up naming
conventions, see page 54 for some guidelines.)

TIP Before you merge accounts, see what your accountant thinks. There’s no going back once you’ve merged
two accounts—they’re combined for good. And QuickBooks’ audit trail (page 437) doesn’t keep track of this kind
of change.
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QuickBooks sweeps all the transactions from the account you merge into the ac-
count you keep, so you can merge accounts only if they’re the same type. (As an
experienced manager, you can imagine the havoc that merging income and expense
accounts would cause in your financial statements.) In addition, accounts must be
at the same level in the chart of accounts; in other words, they both have to be
parent accounts or subaccounts. To move an account to another level, in the Chart
of Accounts window, position your cursor over the small diamond to the left of the
account’s name. When the cursor turns into a four-headed arrow, drag to the left or
right so that the account is indented the same amount as the other account.

NOTE If you find two accounts with similar names but different types, those accounts might not represent
the same thing. For instance, an expense account named Telephone Ex. probably contains your monthly telephone
service costs, while an asset account named Telephone Eq. might represent the money you invested in a big
telephone switch that your mega-corporation owns. In this situation, the accounts are different types and should
be separate, although more meaningful names and descriptions would help differentiate them.

Here’s how to eliminate an extraneous account:
1. Switch to single-user mode, as described on page 489.

You have to be in single-user mode to merge accounts. Be nice to your fellow
QuickBooks users by making these changes outside of working hours. If you
have to merge accounts during the workday, remember to tell your coworkers
they can log into the program after you’ve switched the company file back to
multi-user mode.

2. Press Ctrl+A to open the Chart of Accounts window. Then, in the chart of
accounts list, click the name of the account you want to e/iminate and then
press Ctrl+E.

The Edit Account window opens.

3. Inthe Edit Account window, change the account number and name to match
the values for the account you want to keep.

As long as you get the letters and numbers right, QuickBooks takes care of
matching uppercase and lowercase for you.

If you don’t remember the number and name of the account you’re keeping,
drag the Chart of Accounts window and the Edit Account window so you can
see both at the same time. (If QuickBooks won’t let you do that, you might have
the One Window preference turned on; see page 643 to learn how to change
your settings to display multiple windows.)

4. In the Edit Account window, click Save & Close, read the message inform-
ing you that the name is in use and asking whether you want to merge the
accounts, and then click Yes.

In the chart of accounts list, the account you renamed disappears, and any
transactions for that account are now associated with the account you kept.
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4

Setting Up Customers,
Jobs, and Vendors

“Nothing happens until somebody sells something!” As it turns out, you can

quote that tired adage in your accounting department, too. Whether you sell
products or services, the first sale to a new customer often initiates a flurry of activ-
ity, including creating a new customer in QuickBooks, assigning a job for the work,
and the ultimate goal of all this effort—invoicing your customer (sending a bill for
what you sold that states how much the customer owes) to collect some income.

You may be fond of strutting around your sales department proclaiming,

The people who buy what you sell have plenty of nicknames: customers, clients,
consumers, patrons, patients, purchasers, donors, members, shoppers, and so on.
QuickBooks throws out the thesaurus and applies one moniker to every person or
organization that buys from you: customer. In QuickBooks, a customer is a record
of information about your real-life customer. The program takes the data you enter
about customers and uses it to fill in invoices and other sales forms with your cus-
tomers’ names, addresses, payment terms, and other info.

Real-world customers are essential to your success, but do you need customers in
your QuickBooks company file? Even if you run a primarily cash business, creating
customers in QuickBooks could still be a good idea. For example, setting up Quick-
Books records for the repeat customers at your store saves you time by automatically
filling in their information on each new sales receipt.

If your business revolves around projects, you can create a job in QuickBooks for
each project you do for a customer. To QuickBooks, a job is a record of a real-life
project that you agreed (or perhaps begged) to perform for a customer—remodel-
ing a kitchen, designing an ad campaign, or whatever. Suppose you’re a plumber
and you regularly do work for a general contractor. You could create several jobs,
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one for each place you plumb: Smith house, Jones house, and Winfrey house. In
QuickBooks, you can then track income and expenses by job and gauge each one’s
profitability. However, if your company doesn’t take on jobs, you don’t have to cre-
ate them in QuickBooks. For example, retail stores sell products, not projects. If you
don’t need jobs, you can simply create your customers in QuickBooks and then move
on to invoicing them or creating sales receipts for their purchases.

Even before you start receiving payments from customers, you’re going to do busi-
ness with vendors and pay them for their services and products. The telephone
company, your accountant, and the subcontractor who installs Venetian plaster in
your spec houses are all vendors. The information QuickBooks needs about vendors
isn’t all that different from what you specify for customers.

This chapter guides you through creating and managing customers, jobs, and vendors
in QuickBooks. It also helps you decide how to apply the program’s customer, job,
and vendor fields to your business.

ALTERNATE REALITY

Tracking Donors for Nonprofits

For nonprofit organizations, any individual or organization that
sends money is a donor, but the term “donor” doesn’t appear
in most QuickBooks editions. The Premier Nonprofit edition of
the program mentions donors, pledges, and other nonprofit
terms, but QuickBooks Pro and other Premier editions focus
single-mindedly on customers, so you may have to get used to
thinking “donor” whenever you see “customer” in QuickBooks.

Likewise, a job in QuickBooks is the equivalent of a contract
or grant. If you need to report on a grant or contract, add a
separate job for it to the customer (er, donor) who donated
the funds.

Entering members or individual donors as separate customers
can max out QuickBooks’ customer name limit or make the pro-
gramrunslowly. The Enterprise Solutions edition of QuickBooks
can handle a larger number of customers, but most nonprofits
would choke at that edition’s price tag. To solve this dilemma,
create customers in QuickBooks to represent generic pools,
such as donors and members. For example, create a customer
called Unrestricted and then post all unrestricted donations to
that customer. Then keep the details of your donor and member
names in a separate donor database, spreadsheet, or program
designed specifically for nonprofits.

M Creating Customers in QuickBooks

Alas, you first have to persuade customers to work with your company. But once
you’ve cleared that hurdle, creating those customers in QuickBooks is easy. (The
box above describes how to use QuickBooks customer records to set up donors for
nonprofits, and the box on page 71 provides some hints on keeping customers straight
in QuickBooks.) The program offers several methods for creating customer records:
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* QuickBooks Setup. When you’re getting started with the program, you can CUSTOMERS IN

use the QuickBooks Setup dialog box to quickly import piles of customer infor- QUICKBOOKS

mation (as well as vendor and employee info) from your email program or by
copying and pasting data from Excel, as described on page 19. You can return
to the QuickBooks Setup dialog box at any time (page 20) to add more records.

* One at a time. The New Customer window lets you create one customer at
a time, although you can create several records in a row without closing the
window. The next section (page 70) describes how to create customers with
this window and explains what each customer field represents.

TIP If you don’t add customers very often, you can create a customer record when you create that customer’s

first invoice or sales receipt: In the invoice’s or sales receipt’s Customer:Job box, type the customer’s name, and
then press Tab to move to the next field. When you do that, the Customer:Job Not Found dialog box appears. To
add the new customer to the Customer:Job List without filling in any other info, click Quick Add. Alternatively,
click Set Up to open the New Customer dialog box, where you can fill in as many fields as you want. If you typed
a nonexistent customer name by mistake, click Cancel.

« Copying data. You can also create customers in batches. With the Add/Edit
Multiple List Entries feature (page 124), you can paste data from Excel or copy
values from customer to customer.

* Importing data. This method is ideal when you have scads of customer records
to set up. After you create a map between QuickBooks’ fields and fields in an-
other program, you can transfer your customer info as described on page 133.

The Customer Center (Figure 4-1) is a one-stop shop for customers and jobs: creating,
modifying, and viewing their records, and creating transactions for them. QuickBooks
gives you four easy ways to open the Customer Center window:

* From anywhere in the program, press Ctrl+J.

* On the QuickBooks Home Page, at the top of the Customers panel, click Cus-
tomers.

* On the QuickBooks menu bar, choose Customers—Customer Center.

* Intheicon bar, click Customers.
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Creating a New Customer
Here’s the short and sweet method of creating one customer in QuickBooks:

1. Inthe Customer Center toolbar, click New Customer & Job—New Customer,
or press Ctri+N.

The New Customer window opens (Figure 4-2).

2. Inthe Customer Name field, type a unique name or code for this customer,
following the naming convention you’ve chosen (see the box on page 71).

This is the only field you have to fill in—the rest are optional.

3. To save that customer’s record and close the New Customer window, click
OK.

To discard what you entered and close the window, click Cancel instead.
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WORD TO THE WISE

Making Customers Easy to Identify

In QuickBooks, the Customer Name and Vendor Name fields
don’t show the names that appear on invoices or bills. Instead,
they display a code that uniquely identifies each customer or
vendor so you can tell them apart.

If you own a small company, you’re not likely to mistakenly
create multiple records for the same customer or vendor. Your
Customer and Vendor lists are short, so you can probably
remember all the people and companies on them. Even so,
it’s a good idea to define a standard for names.

Consistent naming can help you avoid having multiple records
for the same customer or vendor by preventing you from
creating slightly different values in the Customer Name or
Vendor Name field. For example, you could end up with three
customer records in QuickBooks all representing the same
real-world customer, such as Cales’s Capers, Cales Capers, and
CalesCapers. The same holds true for vendors.

QuickBooks doesn’t enforce naming conventions. So after
you define rules that work for your business, you have to
be disciplined and apply those rules each time you create a
new customer or vendor. (You're free to use alphanumeric
characters and punctuation in names.) Here are a few of the
more common naming conventions:

+ Thefirst few letters of the customer’s or vendor’s company
name, followed by a unique numeric identifier. This
standard is easy to apply and differentiates customers
or vendors as long as their names don’t all begin with
the same words. For example, if the companies you
do business with aren’t imaginative, your names could

end up as Wine001, Wine002, and Wine003. But if the
companies are Zinfandels To Go, Merlot Mania, and
(abernet Cabinet, this system works nicely.

For individuals, the person’s last name followed by a
comma, his first name, and then a numeric ID to make the
name unique. Although unusual names such as Zaphod
Beeblebrox render a numeric ID unnecessary, using this
standard ensures that a// names are unique.

The actual company name with any punctuation and
spaces omitted. Removing spaces and punctuation from
company names helps eliminate multiple versions of the
same name. If you choose this convention, using capital
letters at the beginning of each word (called camel
caps) makes the names more readable. For instance,
Icantbelieveitsyogurt is a headache waiting to happen,
but ICantBelieveltsYogurt looks more like its spaced and
punctuated counterpart.

A unique alphanumeric code. Customer:Job drop-down
menus and reports sort entries by the values in the
Customer Name field of customer records. (Vendor drop-
down menus and reports sort by the Vendor Name field.)
Codes like X123Y4JQ use only a few characters to produce
unique identifiers, but they’re also so cryptic that they
make it difficult to pick out the name you want in drop-
down lists, or to sort reports in a meaningful way. Stick
with using part of the company name (at the beginning
of the name, since names appear alphabetically) unless
you have hundreds or thousands of customers or vendors.

TIP

If you buy from and sell to the same company or individual, you probably already know that you can’t

use the same name in the Customer, Vendor, Employee, and Other Names lists. If a customer is also a vendor, you
need fwo records for that company or individual—and they have to have different names. The solution? Add text
to the Customer Name and Vendor Name fields to identify which list the record belongs to, such as “Tek Turner
(Cust)” in the customer record’s Customer Name field and “Tek Turner (Vend)” in the vendor record’s Vendor
Name field. Fortunately, QuickBooks doesn’t care if the other fields in the customer and vendor records contain

the same info.
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FIGURE 4-2
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The box on page 73 tells you how to prevent your QuickBooks Customer:Job List
from growing out of control.

The New Customer (and Edit Customer) windows group info onto several tabs so
it’s easier to find the fields you want to fill in. The contact and address info is all on
the first tab, Address Info. All the fields related to payments are on the Payment
Settings tab. The Sales Tax Settings tab contains fields for sales tax, so you can skip
it entirely if you don’t sell taxable goods. The Additional Info tab holds a few miscel-
laneous fields like customer type, sales rep, and any custom fields you’ve created.
You’ll learn about the Job Info tab on page 83. The next several sections step you
through each tab and the fields on each one.

NOTE If you’ve turned on QuickBooks” multiple currency option (page 656), a Currency box appears at the
top right of the New Customer window, as shown in Figure 4-2. QuickBooks automatically fills in this box with
your home currency, so you usually don’t have to change this value. But if the customer pays in a foreign currency,
choose it in the Currency drop-down list. (QuickBooks creates a separate Accounts Receivable account for each
currency you use.)
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TROUBLESHOOTING MOMENT

How Many Names?
If you’re a big fish in the small-business pond, you might bump However, you can store a customer’s name in the Bill To
up against limitations on the number of names you can add to field in sales forms or in the Memo field in a bill, check,
your QuickBooks company file. In QuickBooks Pro and Premier or credit card charge.
editions, the maximum number of names you can have in the « Keep an eye on how many names you have. Press F2
Customer, Vendor, Employee, and Other Names lists combined anytime to call up the Product Information window so
i514,500. Here are a few techniques you can use to avoid max- you can view the number of entries you have in each list.
ing out your name lists: They appear in the List Information box on the right side
+ (Conserve names. Be frugal with names by creating one of the window.
customer or vendor to represent many individual sales « Upgrade. If there’s no getting around your company’s
or purchases. For example, you can aggregate all your gluttony for names, QuickBooks Enterprise Solutions
cash sales under a single customer named (ash Sales. lets you add more than 100,000 names, although Intuit
Or you can combine all your meal expenses by using a warns you that the program might not run as quickly as
single vendor named Meals. Just keep in mind that, by the number of names increases.
doing so, you can’t produce reports by individual names.

I ENTERING CONTACT INFORMATION

If you plan to bill your customers, ship products to them, or call them to make them
feel appreciated, address and contact information is important. You record this
info on the New Customer window’s Address Info tab. Here’s a guide to what you
enter on this tab:

+ Company Name. Unlike the Customer Name field, where you enter whatever
name or code you want to use to identify this customer, this field is where
you enter the customer’s name as you want it to appear on invoices and other
forms you create. QuickBooks automatically copies what you type here into
the Invoice/Bill To box below.

* Full Name. To address invoices, letters, and other company communications,
enter the primary contact’s salutation or title, first name, middle initial, and last
name in the appropriate fields here. QuickBooks automatically copies what you
type in these fields into the Invoice/Bill To fields. You can also fill in the Job Title
box with this person’s title.

NOTE After you create a customer, you can add additional contacts for that customer in the Customer Center.
Page 79 tells you how.
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FREQUENTLY ASKED QUESTION

Opening Act

Should I add an opening balance for new customers? addition, QuickBooks creates a new account in your chart of
Since the Opening Balance field is always visible at the top accounts called Uncategorized Income and creates an invoice
of the New Customer window (Figure 4-2), you might think that increases (debits) your Accounts Receivable account and
vou should fill it in. But you’re actually better off skipping it. increases (credits) your Uncategorized Income account by the

) ) . . amount of the opening balance you enter.
Entering an opening balance as of a specific date is a shortcut pening y

that eliminates having to create the invoices that generate the Th? best way t‘_’ record a .cust.omer’s balance is to creaFe
customer’s current balance. But that shortcut comes ata price: ~ QuickBooks invoices for the invoices the customer hasn't paid

If customers haven’t paid, then you might have a hard time Vet (called “open invoices”). That way, you'll have complete
collecting the money they owe you, especially if you can’t tell ~ documentation of those sales, the corresponding balance in

them what services and products you delivered, how muchthey ~ Your Accounts Receivable account, and credits to the correct
cost, the invoice numbers, and when the invoices were due. And  income accounts. Also, you can then apply the payments that

when your customers do pay, you can’t accept those payments ~ cOme in to settle those invoices. See Chapter 10 to learn all
against specific invoices to track your Accounts Receivable. In ~ aboutinvoicing.

TIP The Address Info tab has additional fields for contact information, including four phone numbers, two
email addresses, the company’s website, and a field labeled “Other 1.” If you look closely, you’ll notice that the
labels for these eight fields have down arrows on them, so you can set these fields to any of 24 contact-related
fields, such as Home Phone, LinkedIn, Facebook, Twitter, URL 1, and Skype ID.

+ Invoice/Bill To. QuickBooks uses the address you enter in this box on invoices.
To edit this address, click the Edit button to its right (it has a pencil icon on
it). Then, in the Edit Address Information dialog box, fill in the street address,
city, state, country, and postal code, or paste that info from another program.
QuickBooks automatically turns on the “Show this window again when address
isincomplete or unclear” checkbox, which tells the program to notify you when
you forget a field like City or when the address is ambiguous. For example, say
you fill in the Invoice/Bill To box with “Santa Claus, North Pole.” If you then click
Copy>> to use that address as a shipping address, QuickBooks opens the Edit
Address Information dialog box so you can flesh out the address with a street,
city, and arctic postal code.

TIP You can quickly enter addresses and contact info for all your customers by importing data from another
program (page 133) or by using QuickBooks’ Add/Edit Multiple List Entries feature (page 124).

* Ship To. If you don’t ship products to this customer, you can skip this field. If
the billing and shipping addresses are the same, click Copy>> to replicate the
contents of the Invoice/Bill To field in the Ship To field. (The greater-than symbols
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Add Shipping Address Information dialog box.

TIP You can define more than one ship-to address for a single customer, which is perfect if that customer

has multiple locations. To add another ship-to address, click the + button to the field’s right, and then fill in the
Add Shipping Address Information dialog box. Once you’ve added shipping addresses, you can choose the one
you want from the Ship To drop-down list. When the shipping address you use most often is visible, turn on the
“Default shipping address” checkbox below the Ship To field to tell QuickBooks to pick that address automatically.
Click the Edit button (the pencil icon to the field’s right) or the Delete button (the trash can icon) to modify or
remove a shipping address, respectively.

B ENTERING PAYMENT INFORMATION

The Payment Settings tab (Figure 4-3) is the place to indicate how the customer
pays and how much credit you’re willing to extend.

FIGURE 4-3
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EXP. DATE
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doesn’t exist, click <Add
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You can use the following fields to specify the customer’s payment info:

* Account No. Account numbers are optional in QuickBooks. Large accounting
programs often assign unique account numbers to customers, which reduces
the time it takes to locate a customer’s record. In QuickBooks, the Customer
Name field works like an identifier, so you’re best off reserving the Account No.
field for an account number generated by one of your other business systems.
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(page 150), which QuickBooks uses for both payment terms for your customers
and the ones you accept from your vendors. Out of the box, this list includes
several of the most common payment terms, such as “Due on receipt” and Net
30, but you can choose <Add New> at the top of this list to define additional
payment terms. If you leave this field blank in a customer’s record, you have to
choose the payment terms every time you create an invoice for that customer.

NOTE QuickBooks’ payment terms are more than just labels. If you use terms like “1% 10 Net 30” and the
customer pays within 10 days, the program is smart enough to calculate a 1 percent discount on the customer’s
balance.

» Preferred Delivery Method. Choose E-mail, Mail, or None to identify the
method that your customer prefers for receiving information. If you choose
E-mail, QuickBooks automatically turns on the E-mail checkbox when you create
forms (such as invoices) for this customer. The Mail method is for QuickBooks
Billing Solutions, an add-on QuickBooks service for mailing invoices (additional
fees apply). (In QuickBooks 2015, online payment services are undergoing big
changes, which hadn’t been finalized when this book was written. To learn about
the new online payment services, download online Appendix E from this book’s
Missing CD page at www.missing manuals.com/cds.) Choose None if you typi-
cally print documents and mail them the old-fashioned way. You can’t add a
new entry to the Preferred Delivery Method list, so if you use carrier pigeons to
correspond with your incarcerated customers, you’ll just have to choose None
and remember that delivery method.

* Preferred Payment Method. Choose the form of payment that the customer
uses most frequently. This drop-down list includes several common ones, such
as Cash, Check, and Visa, but you can add others by choosing <Add New>. The
payment method you specify automatically appears in the Receive Payments
window (page 345) when you choose this customer. If a regular customer pays
with a method different from the one you chose here, you can simply select
that method in the Receive Payments window.

» Credit Card Information. For credit card payments, you can specify the cus-
tomer’s card number, the name on the card, the billing address, the Zip/postal
code, and the expiration date. (You can enter only one credit card number for
each customer.)

NOTE If you store customer credit card numbers in QuickBooks, turn on the Customer Credit Card Protection
feature (choose Company—sCustomer Credit Card Protection, and then click Enable Protection). That way, the
program helps you comply with credit card industry security requirements (page 721). For example, any user
who views complete credit card information has to create a complex password. In addition, QuickBooks doesn’t
let you store the card’s security code (the three-digit number on the back of the card) because doing so violates
your merchant account agreement and PCl (Payment Card Industry) standards.
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* Credit Limit. This is where you can specify the amount of credit that you’re
willing to extend to the customer. If you do, then QuickBooks warns you when
an order or invoice exceeds this customer’s credit limit, but that’s as far as it
goes—it’s up to you to reject the order or to ship your products COD. If you
don’t plan to enforce the credit limits you assign, then don’t bother entering a
value in this field.

* Price Level. More often than not, customers pay different prices for the same
product. Just think about the labyrinth of pricing options for seats on airplanes,
for instance. In QuickBooks, price levels represent discounts or markups that you
apply to transactions. For example, you might have one price level called Top20,
which applies a 20 percent discount for your best customers, and another price
level called AuntMabel that extends a 50 percent discount to your Aunt Mabel
because she fronted you the money to start your business. (Page 144 explains
how to define price levels.) Once you create a price level, you can tell Quick-
Books to apply it to every transaction for a customer by choosing it in this box.

NOTE In QuickBooks 2015, Intuit e-Invoicing is the new and improved online payment subscription service.
It replaces the Online Payment service available in previous versions of QuickBooks. If you want to email invoices
to customers and receive payments electronically, head to Appendix E (available from this book’s Missing (D page
at www.missing manuals.com/cds) for the full scoop on Intuit e-Invoicing.

I SPECIFYING SALES TAX INFORMATION

The Sales Tax Settings tab appears whether or not you turn on QuickBooks’ Sales
Tax preference (page 664). However, if sales tax isn’t turned on, the fields on this
tab are grayed out. If the customer pays sales tax, choose Tax in the Tax Code drop-
down list. Then, in the Tax Item drop-down list, choose the option that specifies the
tax rate the customer pays. (Chapter 21tells the whole story of setting up, charging,
and remitting sales tax.)

I SPECIFYING ADDITIONAL CUSTOMER INFORMATION
The New Customer window’s Additional Info tab serves up a few fields that let you
categorize your customers. Here are the fields and some ways to use them:

* Customer Type. You might want to classify customers so you can send cus-
tomized communications to each type or determine which types are the most
profitable. (Turn to page 87 to learn how to set up customer and job types
and different ways to use them.) Once you’ve set up customer types, you can
categorize a customer by choosing from this drop-down list, which displays the
entries from your Customer Type List, such as government, health insurance,
or private pay, if you run a healthcare company.

* Rep. Choosing a name in this field links a customer to a sales representative,
which is helpful if you want to track sales reps’ results. But reps don’t have to be
sales representatives: One of the best ways to provide good customer service
is to assign a customer service rep to each customer. When you choose <Add
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QUICKBOOKS from the Employee List, Vendor List, or Other Names List, or add a new name

to one of those lists to use as a rep.

* Custom Fields. QuickBooks offers 15 custom fields, which you can use to store
important info that QuickBooks doesn’t include fields for out of the box. Because
custom fields don’t use drop-down lists, you have to type your entries and take
care to enter values consistently. The box below has more about custom fields.

GEM IN THE ROUGH

Defining Custom Fields for Lists

QuickBooks’ customer, vendor, employee, and item records 2. Click the Define Fields button. The “Set up Custom Fields
include lots of fields you can fill in, but those fields may not for Names” dialog box (Figure 4-4, foreground) opens.
cover all the information you need. For example, you might 3. In one of the 15 Label cells, type a name for the field.
want to note which branch office supports a customer. Or for
employees, you could track whether they participate in your
company’s community service program.

4. If you’re associating a custom field with a customer,
vendor, or employee record, click the cell for the
appropriate list (Cust, Vend, or Empl) and QuickBooks

QuickBooks™ answer to this issue is custom fields. After you puts acheckmark there. For example, if the Region custom
create a custom field and apply it to a list, QuickBooks adds field applies to both the Customer:Job List and the Vendor
the custom field’s label and a text box to the Additional Info List, you'd want checkmarks in both the Cust and Vend
tab (Figure 4-4, background). You have to type your entries columns. You can associate up to seven custom fields with
in custom field boxes each time; there’s no drop-down list or the Customer:Job List, Vendor List, or Employee List. To
a way to compare it with text you entered in other records. create a custom field or assign one to an item, in the New
So it’s up to you to make sure that your data entry is correct ltem or Edit Item window, click Custom Fields. The Item
and consistent. List can have up to five custom fields associated with it.
To set up a custom field, follow these steps: 5. Click OK. QuickBooks adds your custom field to the
1. Intheappropriate New or Edit window (New Customer or appropriate Additional Info tab(s).

Edit Vendor, for example), click the Additional Info tab.

The New Customer window also includes a Job Info tab, which (not surprisingly) has fields for job-
related information. If a customer hires you to do more than one job, skip the Job Info tab, since you'll create
separate jobs to track that info, as described on page 81. On the other hand, if you don’t track jobs, you could use
this tab’s Job Status field to store the overall status of your work for the customer, although a contact-management
or project-management program is probably more useful.
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FIGURE 4-4

The “Set up Custom Fields
for Names” dialog box
(which opens when you
click Define Fields in a
New or Edit window for
customers, vendors, or
employees) lets you create

up to 15 custom fields.

To associate a custom
field with a customer,
vendor, or employee, click
the corresponding cell

in the field’s row in the

. table. You can associate

a custom field with one
or more types of names;
for example, with both
customers and employees.

Set up Custom Fields for Names
Job Info
Use for:

Label Cust  Vend Empl

v

Charity
Branch

Technician

Workmans' Comp

Define Fields

Adding More Customer Contacts

When you create a customer, you can specify information about one contact (typi-
cally the primary contact) on the New Customer window’s Address Info tab (page
73). After you finish creating the customer’s record, you can then add more contacts
to it. For example, you might add contacts for the person who handles day-to-day
billing questions, the employee who resolves shipping issues, and the person to
contact if you need to escalate a problem. You can also edit or delete contacts as
the people you deal with change offices or transfer to new jobs.

When you select a customer in the Customer Center’s Customers & Jobs list, you see
contact info for that customer on the right side of the window. To add more contacts
to the customer’s record, click the Contacts tab in the window’s lower-right pane
(Figure 4-5). To add a new contact, click Manage Contacts at the bottom of the pane,
and then choose Add New to open the Contacts window. Then fill in the boxes, such
as Job Title, First Name, Last Name, and so on. After you finish filling them in, click
“Save and New” to add another contact or “Save and Close” to close the window.

The fields in the Contacts dialog box are a subset of those on the New Customer window’s Address
Info tab. They include Job Title and Name fields, as well as five other fields that are initially set to Work Phone,
Work Fax, Mobile, Main Email, and Additional Email. However, if you contact the person via Skype or LinkedIn,
click the field label and then choose the appropriate type of contact info from the drop-down list to switch the
customer field associated with that box.
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To add another

contact, click Manage
(ontacts—Add New, as
shown here.

Anytime you want to see
information about one of
the additional contacts
you've created, select the
contact in the Contacts tab

0.00 PO 205
000 s : visible here, and then click
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o Add New
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M Creating Jobs in QuickBooks

Project-based work means that your current effort for a customer has a beginning
and an end (even if it sometimes feels like the project will last forever). Whether you
build custom homes or custom home entertainment systems, you can use Quick-
Books’ job-tracking features to analyze financial performance by project (known
as job costing).

Suppose you want to know whether you’re making more money on the mansion
you’re building or on the bungalow remodel, and the percentage of profit you made
on each project. As long as you create jobs for each project you want to track,
QuickBooks can calculate these financial measures.

NOTE If you sell products and don’t give a hoot about job tracking, you can simply invoice customers for
the products you sell without ever creating a job in QuickBooks.
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In QuickBooks, jobs cling to customers like baby possums to their mothers. A Quick-
Books job always belongs to a customer. In fact, if you try to create a job before you
create a customer, you’ll see a message box telling you to create a customer first.
Both the New Customer and Edit Customer windows include tabs for customer info
andjob info. So when you create a customer, in effect, you create one job automati-
cally, but you can add as many as you need. This section explains how.

Creating a New Job

Because jobs belong to customers, you have to create a customer (page 70) before
you can create any of that customer’s jobs. Once the customer exists, follow these
steps to add a job to the customer’s record:

1. Inthe Customer Center’s Customers & Jobs tab, right-click the customer you
want to create ajob for, and then choose Add Job from the shortcut menu.

You can also select the customer in the Customers & Jobs tab and then, in the
Customer Center toolbar, choose New Customer & Job—Add Job. Either way,
the New Job window opens.

2. Inthe Job Name box, type a name for the job.

This name will appear on invoices and other customer documents. You can type
up to 41 characters in this box. The best names are short but easily recognizable
to both you and the customer.

QuickBooks fills in most of the remaining job fields with the information you
entered for the customer associated with this job. The only time you have to
edit the fields on the Address Info, Payment Settings, and Additional Info tabs
is when the information on these tabs is different for this job. For example, if
materials for the job go to a different shipping address than the customer’s,
type the address in the fields on the Address Info tab.

3. If you want to add info about the job type, dates, or status, click the Job
Info tab and enter values in the appropriate fields.

If you add job types (page 89), you can analyze jobs with similar characteristics,
no matter which customer hired you to do the work. Filling in the Job Status
field lets you see what’s going on by scanning the Customer Center, as shown
in Figure 4-6. If you want to see whether you’re going to finish the work on
schedule, you can document your estimated and actual dates for the job in the
Date fields; see the box on page 83 for more about these fields.

NOTE To change the values you can choose in the Job Status field, modify the status text in QuickBooks’
preferences (see page 655).

4. After you’ve filled in the job fields, click OK to save the job and close the
New Job window.
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TIP You can create a new job for a customer right in the Create Invoices window or the Enter Sales Receipts

window. To do so, in either window’s Customer:Job box, type the name of the existing customer, type a colon,
and then type the name of the job. When you press Tab or click in another field, the Customer:Job Not Found
message box opens. To simply add the new job to the Customer:Job List, click Quick Add. To open the New Job
window so you can enter detailed job info, click Set Up instead. Or click Cancel to close the message hox without
creating a new job. (This shortcut works only if you haven’t filled in the Job Info tab of the customer’s record. If
the customer’s Job Info tab already has data in it, then you’ll have to create the job using the New Job window.)

I Setting Up Vendors

The methods for creating vendor records are similar to those for creating customers:

* QuickBooks Setup. You can use the QuickBooks Setup dialog box to quickly
import vendor information from your email program or by copying and pasting
data from Excel, as described on page 133.
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UP TO SPEED

Specifying Job Information

The fields on the New Job (and Edit Job) window’s Job Info tab + JobStatus. This field can indicate trends in your business.

are optional—you can invoice a customer for a job even if every If several jobs are set to Pending status, for example, a
one is blank. However, both the Job Status and Job Type fields resource crunch might be in your future.

can help you analyze your business performance, past and . start Date. Set this field to your projected or actual start
future. You don’t even have to use the terms that QuickBooks date.

provides in the Job Status drop-down list; you can custom-
ize the list by adjusting the Jobs and Estimates preferences
described on page 655.

* Projected End. If you’ve estimated when you’ll complete
the job, select that date here.

+ End Date. When you complete the job, set this field to
the date you actually finished up. By comparing the

o . actual end date with your projection, you can improve
* Job Description. Here's where you can type a detailed future estimates or change how you work in order to
description to remind you about the work in case the finish jobs on time.

job’s name doesn’t ring any bells.

Here’s a guide to the Job Info tab’s fields and how you can
put them to use:

+ Job Type. If you categorize your jobs, choose the job type
(page 89) from this drop-down menu.

* One at a time. The New Vendor window lets you create one vendor at a time,
although you can create several records in a row without closing the window.
Page 84 describes how to create vendors with this window and explains what
each field represents.

« Copying data. You can also create multiple vendor records with the Add/Edit
Multiple List Entries feature (page 124), which lets you paste data from Excel
or copy values from vendor to vendor.

TIP You can create a vendor record when you create that vendor’s first bill (page 186). Simply choose <Add
New> in the Enter Bills window’s Vendor drop-down list.

* Importing data. This method is another fast way to create oodles of vendor
records. After you create a map between QuickBooks’ fields and the fields in
another program, you can transfer all your vendor info, as described on page 133.

The Vendor Center makes it a breeze to create, edit, and review vendors. It lists the
details of your vendors and their transactions in one easy-to-use dashboard. To open
the Vendor Center window, choose Vendors—Vendor Center or, in the Vendors panel
of the QuickBooks Home Page, click Vendors.
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Creating a Vendor

You create a new vendor from the Vendor Center window by pressing Ctrl+N or, in
the Vendor Center menu bar, by clicking New Vendor—New Vendor. Either way, the
New Vendor window opens.

Many of the fields in this window should be familiar from creating customers in
QuickBooks. For example, the Vendor Name field corresponds to the Customer
Name field, which you might remember is actually more of a code than a name. Use
the same sort of naming convention for vendors that you use for customers (see
the box on page 71). And, as with customer records, you’re better off leaving the
Opening Balance field blank and building your current vendor balance by entering
the invoices or bills they send.

The following sections explain how to fill out the rest of the fields in a vendor record.

I ADDRESS INFO

If you print checks and envelopes to pay your bills, you’ll need address and contact
information for your vendors. The New Vendor window’s Address Info tab has fields
for the vendor’s address and contact info, which are almost identical to customer
address and contact fields, so see page 70 if you need help filling them in.

I PAYMENT SETTINGS
The fields related to payments reside on the Payment Settings tab. Here are the
fields and how you fill them in:

* Account No. When you create customers, you can assign account numbers
to them; when it’s your turn to be a customer, your vendors return the favor
and assign an account number to your company. If you fill in this box with the
account number that the vendor gave you, QuickBooks prints it in the memo
field of checks you print. Even if you don’t print checks, keeping your account
number in QuickBooks is handy if a question arises about one of your payments.

* Payment Terms. Choose the payment terms that the vendor extended to your
company. The entries in this drop-down list come from the Terms List (page
150), so they’re the same as for customers.

* Print Name On Check As. QuickBooks automatically fills in this box with what-
ever you enter in the vendor’s Company Name field on the Address Info tab.
When you print checks, QuickBooks fills in the payee field with the contents
of this box, so to print a different name, simply edit what’s in this box. For
example, say you hire subcontractors and fill in the Company Name field with
last names followed by first names. You can then fill in this box with first name
followed by last name so the payee on a check appears the way people’s names
are usually written.

+ Credit Limit. If the vendor has set a credit limit for your company (like $30,000
from a building supply store), type that value in this box. That way, QuickBooks
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warns you when you create a purchase order that pushes your credit balance
above this limit.

« Billing Rate Level. If you use the Contractor, Professional Services, or Accoun-
tant edition of QuickBooks, this is another list that lets you set up custom billing
rates for employees and vendors. Billing rates let you price the services you sell
the same way a Price Level helps you adjust the prices of products you sell. Say
you have three carpenters: a newbie, an old-timer, and a finish carpenter. You
can set up a Billing Rate Level for each one based on experience. Then, when
you create an invoice for your carpenters’ billable time, QuickBooks automati-
cally applies the correct rate to each carpenter’s hours.

I TAX SETTINGS
QuickBooks keeps the two sales tax-related fields on the Tax Settings tab. Here’s
what they do:

* Vendor ID. You have to put the vendor’s Employer Identification Number (EIN)
or Social Security number in this field only if you plan to create a 1099 for this
vendor.

* Vendor eligible for 1099. Turn on this checkbox if you’re going to create a 1099
for this vendor (page 468).

NOTE When you hire subcontractors to do work for you, you have them fill out a W-9 form, which tells
you the subcontractor’s Taxpayer Identification Number. Then, at the end of the year, you fill out a 1099 tax form
that indicates how much you paid them, which they use to prepare their tax returns. See page 468 to learn how
QuickBooks can help with 1099s.

I ACCOUNT SETTINGS

When you write checks, record credit card charges, or enter bills for a vendor, you
have to indicate the expense account to which you want to assign the payment.
The Account Settings tab of the New Vendor (and Edit Vendor) window lets you
tell QuickBooks which accounts you typically use. But there’s an easier approach to
filling in expense accounts than selecting accounts on this tab: telling QuickBooks
to automatically recall your previous transactions. That way, when you record a bill,
check, or credit card charge for a vendor, the program creates a new transaction
using the total amount and the accounts you chose on the previous transaction.
Page 650 explains how to set the “Automatically recall last transaction for this
name” preference.

I ADDITIONAL INFO
This tab is rather sparse—it contains only two fields:

* Vendor Type. If you classify vendors or generate reports based on their types,
choose an entry in this drop-down list or choose <Add New> to create a new
type in the Vendor Type List (page 149). For example, if you assign a Tax type
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to all the tax agencies you remit taxes to, you can easily prepare a report of
your tax liabilities and payments.

* Custom Fields. If you want to track vendor information that isn’t handled by
the fields that QuickBooks provides, you can add up to seven custom fields
here (see the box on page 78). Say your subcontractors are supposed to have
current certificates for workers’ comp insurance, and you could be in big trouble
if you hire one whose certificate has expired. If you create a custom field to
hold the expiration date for each subcontractor’s certificate, you can generate
a report of these dates.

M Working with Customers, Jobs, and
Vendors

After you create customer, job, and vendor records, you might have to come back
to add more data or change what’s already there. For example, you can add contact
info as you gather it over time. Or you may decide to categorize customers, jobs,
and vendors, which is handy for slicing and dicing your financial performance to
analyze income, expenses, profitability, and so on.

Because customers, jobs, and vendors come and go, eventually your Customer:Job
List and Vendor List will become cluttered with people and organizations you no
longer do business with. Hiding these obsolete names keeps your lists focused. Of
course, if you create records by mistake, you can delete them. You can also merge
records to, for example, combine the records of two companies that merged in real
life. This section explains how to perform all these modifications.

Modifying Customer, Job, and Vendor Information

You can edit customer, job, and vendor records at any time after you create them.
For example, you might change address and contact info, increase a credit limit, or
shorten payment terms.

QuickBooks gives you a few ways to open the edit windows for these records (Edit
Customer, Edit Job, and Edit Vendor). Here are your options:

» Editacustomerorjob. Inthe Customer Center (choose Customers—Customer
Center), on the Customers & Jobs tab, double-click the customer or job you
want to tweak. Alternatively, right-click the customer or job, and then choose
Edit Customer:Job from the shortcut menu. You can also select the customer or
job you want to edit, and then press Ctrl+E or, on the right side of the Customer
Center, click the Edit button (its icon looks like a pencil).

» Edit a vendor. In the Vendor Center (choose Vendors—Vendor Center), on the
Vendors tab, double-click the vendor you want to modify. You can also right-
click the vendor and then choose Edit Vendor from the shortcut menu. Another
method is to select the vendor in the list and then press Ctrl+E or, on the right
side of the Vendor Center, click the Edit button (its icon looks like a pencil).
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NOTE Wi you want to modify multiple customer, job, or vendor records at once, see page 127.

When you edit these records, you can make changes to all the fields except Current
Balance. QuickBooks calculates that value from the opening balance (if you provide
one) and any unpaid invoices for that customer or job (or unpaid bills for a vendor).
Once you create a customer, job, or vendor record, QuickBooks modifies its current
balance when you create transactions like invoices (page 226), credit memos (page
288), bills (page 186), journal entries (page 426), or payment discounts (page 352).

You can’t change the currency assigned to a customer, job, or vendor if you’'ve
recorded any transactions for them. So if the company moves from Florida to
France and starts using euros, you’ll need to close its current balance by receiving
payments for outstanding customer or job invoices, or by paying a vendor’s bills.
Then you create a new customer, job, or vendor record in QuickBooks and assign
the new currency to it. After the new record is ready to go, you can make the old
record inactive (page 90).

m Unless you’ve revamped your naming standard (page 71), don’t edit the value in a record’s name
field (Customer Name, Job Name, or Vendor Name). Why? Because doing so can mess up things like customized
reports you’ve created that are filtered by a specific name; such reports aren’t smart enough to automatically
use the new name. So if you do modify a Customer Name, Job Name, or Vendor Name field, make sure to modify
any customizations to use the new name.

Categorizing Customers, Jobs, and Vendors

If you want to report and analyze your financial performance to see where your
business comes from and what you spend your money on, categorizing your
QuickBooks customers, jobs, and vendors is the way to go. For example, customer
and job types can help you produce a report of kitchen remodel jobs that you're
working on for residential customers. With that report, you can order catered din-
ners to treat those clients to customer service they’ll brag about to their friends. If
you run a construction company, knowing that your commercial customers cause
fewer headaches and that doing work for them is more profitable than residential
jobs is a strong motivator to focus future marketing efforts on commercial work.
Similarly, you might categorize vendors to track what you spend with companies
versus individual contractors or to classify vendors by geographic location. (Page
140 explains other ways to analyze your business.)

You can add and assign customer, job, and vendor types anytime. If you don’t have
time to add types now, come back to this section when you’re ready to learn how.

I UNDERSTANDING CUSTOMER, JOB, AND VENDOR TYPES

Business owners often like to look at the performance of different segments of their
businesses. Say your building-supply company has expanded over the years to in-
clude sales to homeowners, and you want to know how much you sell to homeowners
versus professional contractors. In that case, you can make this comparison by using
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VENDORS then total sales by Customer Type, as shown in Figure 4-7. Job types and vendor
types work similarly. For example, job types could help you evaluate the profitability
of new construction, remodeling, and maintenance work. As you’ll learn on page 77,
categorizing a customer, job, or vendor is as easy as choosing from the Customer
Type, Job Type, or Vendor Type lists.

FIGURE 4-7
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Reports subtotaled by customer type

Types are yours to mold into whatever categories help you analyze your business.
A healthcare provider might classify customers by their insurance, because reim-
bursement levels depend on whether a patient has Medicare, uses major medical
insurance, or pays privately. A clothing maker might classify customers as custom,
retail, or wholesale, because the markup percentages are different for each. And a
training company could categorize customers by how they learned about the com-
pany’s services. This flexibility applies to job and vendor types, too.

NOTE The Class Tracking feature is a powerful way to categorize results. Classes are particularly potent

because of their ability to cross income, expense, account, customer, job, and vendor boundaries (which types
can’t do). To see whether classes can help you analyze your business, turn to page 140.

If you create a company file by using an industry-specific edition of QuickBooks or
you select an industry when creating your company file (page 11), QuickBooks fills in
the Customer Type, Job Type, and Vendor Type lists with a few types that are typical
for your industry. If your business sense is eccentric, you can delete QuickBooks’
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suggestions and replace them with your own entries. For example, if you’re a land-
scaper, you might include customer types such as Green Thumb, Means Well, and
Lethal, so you can decide whether orchids, cacti, or Astroturf are most appropriate.

TIP A common mistake is creating customer types that don’t relate to customer characteristics. (The same
holds true for job types and vendor types.) For example, if you provide several kinds of services—like financial
forecasting, investment advice, and fortunetelling—your customers might hire you to perform any or all of those
services. So if you classify your customers by the services you offer, you’ll wonder which customer type to choose
when someone hires you for two different services. Instead, go with customer types that describe the customer
in some way, like Corporate, Individual, and Government.

Here are some suggestions for using customer, job, and vendor types and other
QuickBooks features to analyze your business in different ways:

» Customer business type. Use customer types to classify your customers by
their business sector, such as Corporate, Government, and Small Business.

* Nonprofit “customers.” For nonprofit organizations, customer types such as
Member, Individual, Corporation, Foundation, and Government Agency can help
you target fundraising efforts.

* Job type. Jobs are optional in QuickBooks, so job types matter only if you track
your work by the job. If your sole source of income is selling chocolates in your
store, jobs and job types don’t matter—your relationship with your customers
is one long run of selling and delivering products. But for project-based busi-
nesses, job types add another level of filtering to the reports you produce. If
you’re a writer, then you can use job types to track the kinds of documents you
produce (Manual, White Paper, and Marketing Propaganda, for instance) and
filter the Job Profitability Report by job type to see which forms of writing are
most lucrative. (Page 597 describes how to filter reports.)

* Vendor type. Use vendor types to categorize vendors in different ways, such
as by industry, location, or type of company.

* Location or region. If your company spans multiple regions, offices, or busi-
ness units, classes can help track business performance. See page 140 for info.

» Services. To track how much of your business comes from each type of service
you offer, set up separate income accounts or subaccounts in your chart of ac-
counts, as outlined on page 50.

* Products. To track product sales, create one or more income accounts or sub-
accounts in your chart of accounts.

WL Create income accounts for broad categories of income, such as services and products. Don’t create
separate accounts for each service or product you sell; instead, you can use items to track sales for each service
and product, as described in Chapter 5.
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* Expenses. To track expenses, create one or more expense accounts or subac-
counts in your chart of accounts.

» Marketing. To identify your income based on how customers learned about
your services, enter this info in a custom field (page 78). That way, you can
create a report that shows the revenue you’ve earned from different marketing
efforts—and figure out which ones are worth the money.

I CREATING A VENDOR, CUSTOMER, OR JOB TYPE

You can create these types when you set up your QuickBooks company file or at
any time after setup. See page 148 to learn how to create customer, job, and vendor
types and subtypes. Here’s how to see the different type lists:

* Customer types: Choose Lists—Customer & Vendor Profile Lists—Customer
Type List.

» Job types: Choose Lists—Customer & Vendor Profile Lists—Job Type List.

* Vendor types: Choose Lists—Customer & Vendor Profile Lists—Vendor Type
List.

Hiding Records

Hiding customers, jobs, and vendors isn’t about barricading them in a conference
room when the competition shows up to talk to you. Because QuickBooks lets you
delete these records only in very limited circumstances, hiding them helps keep your
lists manageable and your financial history intact.

Although your work with a customer, job, or vendor might be over, you still have
to keep records about your past relationship. But old records can clutter up your
QuickBooks lists, making it difficult to select the people and companies you still work
with. The solution is to hide old records, which also removes those names from all
the lists that appear in transaction windows so you can’t select them by mistake.
Hiding old records is better than deleting them because QuickBooks retains the
historical transactions for those customers, jobs, and vendors so you can reactivate
them if you renew the relationship.

To hide a customer or job, in the Customer Center’s Customers & Jobs tab, right-click
the customer or job and then, from the shortcut menu, choose Make Customer:Job
Inactive. The customer and any associated jobs disappear from the list. Figure 4-8
shows you how to unhide (reactivate) customers.

To hide a vendor, in the Vendor Center’s Vendors tab, right-click the vendor and
then, from the shortcut menu, choose Make Vendor Inactive.
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= Cus FIGURE 4-8
A New Customer&Job v JZ| New Transactions To make hidden customers visible again and reactivate their records, in
the drop-down list at the top of the Customers & Jobs tab, choose All
Customers & Jobs Transactions J Customers, as shown here.

All Customers <[ When you do that, QuickBooks displays an X to the left of every inac-
tive customer in the list. Simply click that X to restore the customer to
active duty.
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Deleting Records

You can delete customers, jobs, or vendors only if there’s no activity for them in
your QuickBooks file. If you try to delete a record that has even one transaction as-
sociated with it, QuickBooks tells you that you can’t delete that record. In that case,
you can still hide the customer, job, or vendor, as described in the previous section.

If you created a customer, job, or vendor by mistake and the record has no transac-
tions associated with it, here’s how to delete it:

1. In the Customer Center, on the Customers & Jobs tab (or in the Vendor
Center, on the Vendors tab), select the customer, job, or vendor you want
to delete.

2. Press Ctrl+D (or choose Edit—Delete Customer:Job or Edit—Delete Vendor.)

If the customer, job, or vendor has no transactions, QuickBooks asks you to
confirm that you want to delete the record; click OK. If you see a message stat-
ing that you can’t delete it, read the previous section (page 90) to learn how
to hide the record instead.

CHAPTER 4: SETTING UP CUSTOMERS, JOBS, AND VENDORS 91



WORKING WITH

CUSTOMERS,
JOBS, AND
VENDORS

Merging Records

Suppose you remodeled buildings for two companies run by brothers: Morey’s City
Diner and Les’ Exercise Studio. Morey and Les conclude that their businesses have
a lot of synergy—people are either eating or trying to lose weight, and usually do-
ing both. To smooth out their cash flow, they decide to merge their companies into
More or Less Body Building and All You Can Eat Buffet. Your challenge: to create one
customer in QuickBooks from the two businesses, while retaining the jobs, invoices,
and other transactions that you created when the companies were separate. The
solution: QuickBooks’ merge feature, which works the same way whether you’re
merging customers, jobs, or vendors.

TIP Here’s another instance when merging can come in handy: If you don’t use a standard naming convention
(page 71 offers several easy conventions), you could end up with multiple customer records representing one
real-life customer, such as Les” Exercise Studio and LesEx. You can merge these doppelgangers into one customer
just as you can merge two truly separate companies into one.

When you merge records in QuickBooks (customers, for example), one customer
retains the entire transaction history for the two original customers. In other words,
you don’t so much merge two customers as turn one customer’s records into those
of another. If you want to merge two customers’ records into one, the secret is to
rename one customer to the same name as another. Likewise, if you want to merge
two jobs’ or vendors’ records into one, you rename one job or vendor to the same
name as another.

NOTE There’s a catch to renaming customers: The customer you rename can’t have any jobs associated with
it. So if there are jobs associated with the customer you want to rename, you have to move all those jobs to the
customer you intend to keep before you start the merge. Your best bet: Subsume the customer with fewer jobs
50 you don’t have to move very many. (If you don’t use jobs, then subsume whichever customer you want.)

To merge customer, job, or vendor records with a minimum of frustrated outbursts,
follow these steps:

1. If youworkin multi-user mode, switch to single-user mode for the duration
of the merging process.

See page 489 to learn how to switch to single-user mode and then back to
multi-user again after the merge is complete.

2. Open the Customer Center or Vendor Center.

To open the Customer Center, in the Home Page’s Customers panel, click Cus-
tomers. To open the Vendor Center, in the Home Page’s Vendors panel, click
Vendors.

3. If you’re going to subsume a customer that has jobs associated with it, on
the Customers & Jobs tab, position your cursor over the diamond to the left
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of the job you want to reassign. If you’re merging jobs or vendors instead,
jump to step 6.

Jobs are indented beneath the customer to which they belong.

4. When your cursor changes to a four-headed arrow, drag the job under the
customer you plan to keep.

As you drag, the cursor changes to a horizontal line between two arrowheads,
as shown in Figure 4-9, left.

&, New Customer&Job v J&| New Iransaction &, NewCustomer&Job v J&| NewIransactions v Left: When your cursor
changes to a four-headed
Customers & Jobs Customers & Jobs Transactions o
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o) Fe) move the job. As you drag,
IAME BALANCE ... | AT, NAME BALANCE AT a horizontal line between
+Betty Broadside 550.00 +Betty Broadside 550.00 two affOWhead‘S ShOV'VS
you where the job will
ffal X ffal X
+Buffalo Bob 250.00 +Buffalo Bob 250.00 ) when you release the
+Dolores Doublechin 150.00 +Dolores Doublechin 150.00 mouse button.
+Francie Widesten 150.00 +Francie Widesten 150.00 Right.‘ After reassigning all
sLarry Large 150.00 sLarry Large 150.00 the jobs to the customer
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+Buffing 500.00 +Tina Tough-Teeny 0.00
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5. Repeat steps 3 and 4 for each job that belongs to the customer you’re go-
ing to subsume.

If the customer has hundreds of jobs, moving them is tedious at best—but move
them you must.

6. For a customer or job, on the Customers & Jobs tab, double-click the name
of the customer or job you want to subsume. For a vendor, on the Vendors
tab, double-click the name of the vendor you want to subsume.

You can also edit a record by selecting its name on the Customers & Jobs or
Vendors tab and then, on the right side of the Customer or Vendor Center,
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clicking the Edit button (the pencil icon). Depending on the type of record you
selected, the Edit Customer, Edit Job, or Edit Vendor dialog box opens.

7. Inthe edit dialog box, edit the Customer Name, Job Name, or Vendor Name
field to match the name of the record you intend to keep, and then click OK.

QuickBooks displays a message letting you know that the name is in use and
asking if you want to merge the records.

8. Click Yes to complete the merge.

In the Customer or Vendor Center, the record you renamed disappears and any
balances it had now belong to the remaining entry, as shown in Figure 4-9, right.

B Managing Leads

Suppose you attend a tradeshow and return to your office with a stack of leads. If
you want to turn those leads into new sales, you usually have a host of to-dos, like
following up on the questions that prospects asked, sending out more info about
your products and services, or simply taking the next step in your sales process. The
information you collect about leads is similar to that for customers, but leads aren’t
customers—yet. If your lead-tracking needs are simple, QuickBooks’ Lead Center
can help you track prospects while you’re trying to turn them into customers. Then,
if your persuasion pays off, you can transform leads into customers in QuickBooks.

To work with leads, open the Lead Center by choosing Customers—Lead Center. The
Lead Center looks a lot like the Customer Center with a few exceptions. The Leads
list on the left shows the leads’ names and status. And because leads don’t have
transactions, the tabs at the bottom of the Lead Center focus on to-dos, contacts,
locations, and notes.

NOTE The Lead Center’s features aren’t as powerful as the ones you find in market-leading customer
relationship management (CRM) programs. For example, you can’t send an email to a lead from the Lead Center
or create an estimate for a lead. But if your leads are scribbled in a notebook or listed in a spreadsheet, the Lead
Center can help you organize them—and because it’s built into QuickBooks, it doesn’t cost extra.

If you need more sophisticated lead-tracking tools, skip the Lead Center and check out CRM programs that inte-
grate with QuickBooks. You can find a few dozen listed at the Intuit marketplace (hitp://tinyurl.com/7xntgpe).
QuickBooks also integrates with Salesforce, a major CRM provider. You can learn about this program in the Lead
Center window by clicking the “Learn about Salesforce” button to the right of the Lead Information heading.

Here are some of the actions you can perform with leads:

* Create anew lead. In the Lead Center toolbar, click New Lead. In the Add Lead
dialog box, name the lead. The Status field lets you classify leads as Hot, Warm,
or Cold, so you know which ones to focus on first. The Company tab contains
fields for info such as company name, telephone number, email address, website,
and main address. (You can add other addresses if the company has several
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locations.) The Contacts tab lets you add contact info for people in the company. MANAGING
The first contact you enter is designated the Primary Contact, but you can add LEADS
other contacts by clicking the Add Another Contact button.

NOTE After you create a lead, you can add more contacts or locations to it by double-clicking it on the left
side of the Lead Center to open the Edit Lead dialog box.

* View leads. Like the Customer Center, the Lead Center lists your leads on the
left side of the window. The list shows the leads’ names and status. You can
filter the list by choosing an entry from the drop-down menu above the lead
list. For example, choose Active Leads to see all the leads you’re working on,
or choose Hot to filter the list for all your most promising leads.

* Search leads. If your sales team is prolific, your lead list could be quite long.
You can search for specific leads by typing part of the lead’s name in the unla-
beled text box above the lead list and then clicking the magnifying glass icon.
QuickBooks filters the list to show all the leads that contain the text you typed.

« Edit a lead. After you create a lead, you can view its information and edit it.
Simply double-click the lead in the list on the left side of the Lead Center.

* Create ato-do. To add a to-do for a lead, select the lead in the Lead Center’s
list. Next, click the To Do’s tab at the bottom right of the Lead Center, and then
click To Do at the bottom of the tab. (See page 478 to learn how to create dif-
ferent types of to-dos.) The To Do’s tab shows info about that lead’s to-dos,
including the type of to-do, its priority, when it’s due, and whether it’s complete.

+ Add notes. To add notes about a lead, first select the lead in the Lead Center’s
list. Next, click the Notes tab at the bottom right of the Lead Center, and then
click Add Notes. In the “Note For [customer]” dialog box, type the information
you want to record. For example, you might specify the particular products or
services that lead is interested in or her budget. When you add a note, Quick-
Books automatically records the date you wrote it. To filter the notes by date,
choose a time period in the Notes tab’s Date drop-down list.

* Convert a lead to a customer. Leads are stored in a separate list from your
customers. When you turn a lead into a customer in real life, you can easily do
the same in QuickBooks. Simply right-click the lead in the Lead Center’s list and
choose “Convert to a Customer” in the shortcut menu (or click the “Convert
this Lead to a Customer” button in the Lead Center’s upper right). QuickBooks
asks you to confirm this action, because you can’t undo it. When you click OK,
the lead disappears from the Active Leads list. You can see the leads you’'ve
converted to customers by choosing Converted Leads from the drop-down
list at the top left of the Lead Center. Although you can still view converted
leads in the Lead Center, you can no longer edit them there. They now appear
as customers in the Customer Center, and you can edit them there as you do
other customers (page 86).
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LEADS toolbar, click Import Multiple Leads. The Import Leads dialog box that appears
lets you type values into a table, but you can also copy and paste information
from an Excel spreadsheet like you do in the Add/Edit Multiple List Entries
window (page 124).
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CHAPTER

5

Setting Up Items

hether you build houses, sell gardening tools, or tell fortunes on the In-
ternet, you’ll probably use items in QuickBooks to represent the products
and services you sell. But to QuickBooks, things like subtotals, discounts,

and sales tax are items, too. In fact, nothing appears in the body of a QuickBooks
sales form (such as an invoice) unless it’s an item.

Put another way, to create invoices (which you’ll learn how to do in Chapter 10),
sales receipts, and other sales forms in QuickBooks, you need customers and items.
(You can also use items to fill in the bills and other purchase forms you record.) So,
now that you’ve got your chart of accounts, customers, jobs, and vendors set up in
QuickBooks, it’s time to dive into items.

This chapter begins by helping you decide whether your business is one of the few
that doesn’t need items at all. But if your organization is like most and uses business
forms like invoices, sales receipts, and so on, the rest of the chapter will teach you
how to create, name, edit, and manage the items you add to forms. You’'ll then learn
how to use items in invoices and other forms in the remaining chapters of this book.

M What Items Do

For your day-to-day work with QuickBooks, items save time and increase consistency
on sales and purchase forms. Here’s the deal: Items form the link between what
you sell (and buy) and the income, expense, and other types of accounts in your
chart of accounts. When you create an item, you describe what the item is, how
much you pay for it, how much you sell it for, and the accounts to which you post
the corresponding income, expense, cost of goods sold, and asset value. You also
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create items for other stuff you add to sales forms, like discounts, shipping charges,
and subtotals.

For example, say you charge $75 an hour for the bookkeeping service you provide,
and you want that income to show up in your Financial Services income account. In
that case, you'd create an item for bookkeeping and associate it with your income
account. That way, when you add the item to a sales form, QuickBooks automatically
multiplies the price per hour by the number of hours to calculate the full charge, and
then posts the income to your Financial Services account.

ltems make it easy to look at your company’s finances from different perspectives.
You can set up your chart of accounts based on the accounts you want to show
on your financial statements (page 443), which are usually summarized to include
only what your bankers or other interested parties need to know. Items also let you
track income and expenses to the level of detail you want. For example, you might
set up two income accounts: one for services and one for products. However, you
can create items for every type of service and product you sell.

When it’s time to analyze how your business is doing, items shine. QuickBooks
has built-in item-based reports that show the dollar value of sales by item or the
number of inventory units you’ve sold. (To learn how to use inventory reports, see
page 534. Other item-based reports are described throughout this book.) You can
work out which accounts to assign items to on your own or with the help of your
accountant (a good idea if you’re new to bookkeeping), and then specify those
accounts in your items, as shown in Figure 5-1. QuickBooks remembers these as-
signments from then on.

= New tem -0Ox FIGURE 5-1
Type If you had to enter item
P - Usefor services you charge for or purchase, like . .
SRl specialized labor, consulting hours, or professional Cancel details each time you
fees. added an entry to an
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ltem Name/MNumber + Subitem of t ke mistakes. But b
Hack audit Security senices - fioies 0 ma € misi al €s. LII y
Custom Fields setting up an item using

«| This senvice is used in assemblies or is performed by a subcontractor or partner . .
this window, you can make

Purchase Information Sales Information Spelling
Description on Purchase Transactions Description on Sales Transactions sure you use the same
Runtests on syslems to find weak spots in Test systems to evaluate level OfSECI.II'ITy' InfOfmaflon On Sales and
security purchase forms each time
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ExpenseAccount 5100 - Outside Consul.. ~  Tax Code Mom v ception to the rule arises,
Preferred Vendor  SneakerSystems001  ~  IncomeAccount 4100 - Service Revenus you can edit the item info
that QuickBooks fills in on
the sales form.)

98 QUICKBOOKS 2015: THE MISSING MANUAL



M When You Don’t Need Items

Without items, you can’t create any type of sales form in QuickBooks, including
invoices, statements, sales receipts, credit memos, and estimates. But if you don’t
use sales forms, you don’t need items. Not many organizations operate without
these forms, but here are a few examples of ones that do:

» Old Stuff Antiques sells junk—er, antiques—on consignment. Kate, the owner,
doesn’t pay for the pieces; she just displays them in her store. When she sells
a consignment item, she writes paper sales receipts. She deposits the money
customers hand over into her checking account and writes checks to sellers for
their cut of the proceeds.

* Tony owns a tattoo parlor specializing in gang insignias. He doesn’t care how
many tattoos he creates and—for safety’s sake—he doesn’t want to know his
customers’ names. All Tony does is deposit the cash he receives upon complet-
ing each masterpiece.

* Dominic keeps the books for his charity for iceberg-less penguins. The charity
accepts donations of money and fish, and it doesn’t sell any products or perform
services to earn additional income. He deposits the monetary donations into the
charity’s checking account and enters each deposit in QuickBooks. He keeps
track of the donors’ contributions and his frozen fish inventory in a spreadsheet.

M Should You Track Inventory with Items?

If your business is based solely on selling services, you can skip this section. But if
you sell products, keep reading to understand your options.

You can handle products in two ways: by stocking and tracking inventory or by
buying products only when work for your customers requires them. The approach
you use affects the types of items you create in QuickBooks.

If you buy products specifically for customers, you need items, but you don’t have to
track the quantity on hand. In this case, you create Non-inventory Part items, which
you’ll learn about shortly. For example, caterers prepare meals for various types of
events, so they usually purchase the materials and food they need for a specific job
and charge the customer for those goods. Because caterers don’t keep food in stock,
they don’t have to track inventory and can therefore use Non-inventory Part items.

On the other hand, grocery stores sell the same kinds of food products over and
over. These businesses purchase goods and store them in their stores, selling them to
their customers each day. These goods can be set up as /nventory Part items (page
519) in QuickBooks. When you use the program’s inventory feature, QuickBooks
keeps track of how many products you have on hand, increasing the number as
you purchase them and decreasing the number when you sell them to customers.

SHOULD

YOU TRACK
INVENTORY
WITH ITEMS?
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So, before you start working with items in QuickBooks, you actually have two in-
ventory decisions to make: First, should you track inventory? And second, should
you track inventory in QuickBooks? Read on to learn how to make these decisions.

Because tracking inventory requires more effort than buying only the materials
you need, use the following guidelines to determine whether your business should
track inventory:

» Trackinventory if you keep products in stock to resell to customers. If your
company stocks faux pony placemats to resell to customers, those placemats
are inventory. By tracking inventory, you know how many units you have on
hand, how much they’re worth, and how much money you made on the place-
mats you’ve sold.

On the other hand, the faux pony mousepads you keep in the storage closet for
your employees are business supplies. Most companies don’t bother tracking
inventory for supplies like these, which they consume in the course of running
their business.

» Trackinventory if you want to know when to reorder products so you don’t
run out. If you sell the same items over and over, keeping your shelves stocked
means more sales (because the products are ready to ship out as soon as an
order comes in). QuickBooks can remind you when it’s time to reorder a product.

» Don’t track inventory if you purchase products specifically for jobs or cus-
tomers. If you special-order products for customers or buy products for specific
jobs, you don’t need to track inventory. After you deliver the special order or
complete the job, your customer has taken and paid for the products, and you
simply have to account for the income and expenses you incurred.

« Don’t track inventory if you rent equipment to customers. If you receive
income from renting or leasing assets you own, then you can show the value
of the for-rent products as an asset in QuickBooks and the rental income as a
Service item (page 108), so you don’t need Inventory Part items.

Your business model might dictate that you track inventory. However, QuickBooks’
inventory-tracking feature has some limitations. For example, it lets you store only
14,500 items, max. How can you tell whether QuickBooks’ inventory fits the bill? If
you answer yes to any of the following questions, then QuickBooks isn’t the program
to use to handle the products you sell:

* Do you sell products that are unique? In the business world, tracking inven-
tory is meant for businesses that sell commodity products, such as electronic
equipment, and stock numerous units of each product. If you sell unique items,
such as fine art or compromising Polaroid photos, you’d eventually hit Quick-
Books’ 14,500 item limit. For such items, consider using a spreadsheet to track
the products you have on hand.
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TIP Here’s one way to handle unique products using QuickBooks: When you sell your unique handicrafts,
record the sales in QuickBooks using generic Non-inventory Part items. For example, use an item called 0il Painting
on the sales receipts for the artwork you sell and put more specific information about the painting in the sales
receipt’s Description field.

* Do youmanufacture the products you sell out of raw materials? QuickBooks’
inventory can’t follow materials as they wend through a manufacturing process
or track inventory in various stages of completion.

NOTE QuickBooks Premier and Enterprise editions can track inventory for products that require some as-
sembly. For instance, if you create Wines from Around the World gift baskets using the wine bottles in your store,
you can build an Inventory Assembly item (page 522) out of wine and basket Inventory Part items. The box on
page 524 explains another way to track assembled inventory.

* Doyouvalue yourinventory using a method other than average cost? Quick-
Books Pro and Premier calculate inventory value by average cost. If you want to
use other methods—like last in/first out (LIFO) or first in/first out (FIFO)—you
can export inventory data to a spreadsheet program and then calculate inven-
tory cost there (page 688). Or you can upgrade to QuickBooks Enterprise and
subscribe to Intuit’s Advanced Inventory add-on service (which costs extra).

* Do you use a point-of-sale system to track inventory? Point-of-sale inven-
tory systems often blow QuickBooks’ inventory tracking out of the water. If you
forgo QuickBooks’ inventory feature, then you can periodically update your
QuickBooks file with the value of your inventory from the point-of-sale system.

NOTE If you like the point-of-sale idea but don’t have a system yet, consider Intuit’s QuickBooks Point of
Sale, an integrated, add-on product for retail operations that tracks store sales, customer info, and inventory.
Head to http://pointofsale.intuit.com for details.

You don’t have to use QuickBooks’ inventory feature if you don’t want to. For example,
if you perform light manufacturing, you can track the value of your manufactured
inventory in a database or other program. You can then periodically add journal
entries (page 426) to QuickBooks to show the value of in-progress and completed
inventory.

If you do opt to use QuickBooks to track inventory, Chapter 20 shows you how,
from first step to last.

WL The answer to your inventory dilemma could be an add-on program that tracks inventory and keeps
QuickBooks informed. One of the best is FishBowl Inventory (www.fishbowlinventory.com).

SHOULD

YOU TRACK
INVENTORY
WITH ITEMS?
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M Planning Your Items

Setting up items in QuickBooks is a lot like shopping at a grocery store. If you need
only a few things, you can shop without a list. Similarly, if you’re going to use just a
few QuickBooks items, you don’t need to write them down before you start creating
them. But if you use dozens or even hundreds of items, planning your Item List can
save you lots of frustration.

NOTE If you jumped straight to this section, now is the time to go back and read page 99, which helps you

decide whether to use items that represent services, inventory, or non-inventory products.

By deciding how to name and organize your items before you create them in Quick-
Books, you won’t waste time editing and reworking existing items to fit your new
naming scheme. Read on to learn what you should consider before creating items.

Generic or Specific?

Conservation can be as important with QuickBooks’ items as it is for the environment.
QuickBooks Pro and Premier can hold no more than 14,500 items, which is a problem
if you sell unique products, such as antiques, or products that change frequently,
such as current clothing styles for teenagers. Once you use an item in a transaction,
you can’t delete that item, so you could end up with lots of items you no longer
use. By planning how specific your items will be, you can keep your Item List lean.

Forinstance, a generic item such as Top can represent a girl’s black Goth T-shirt one
season and a white, poplin button-down shirt the next. Generic items have their limi-
tations, though, so use them only if necessary. For example, you can’t track inventory
properly when you use generic items. QuickBooks might show that you have 100
tops in stock, but that doesn’t help when your customers are clamoring for white
button-downs and you have 100 black Goth T-shirts. In addition, the information
you store with a generic item won’t match the specifics of each product you sell.
So, when you add generic items to an invoice or a sales form, you’ll have to edit a
few fields, such as Description or Price, as shown in Figure 5-2.

Naming Items

Brevity and recognizability are equally desirable characteristics in item names. Short
names are easier to type and manage, but they can be unintelligible. Longer names
take more effort to type and manage but are easier to decipher. Decide ahead of
time which kind of name you prefer, and then stick with it as you create items.

QuickBooks encourages brevity because it limits item names to 31 characters (includ-
ing spaces). If you sell only a handful of services, you can name your items the same
things you call them. For instance, for a tree service company, names like Cut, Limb,
Trim, Chip, and Haul work just fine. But if your Item List runs into the hundreds or
thousands, some planning is in order. Here are factors to consider when naming items:
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Create Invoices - Accounts Receivable FIGURE 5-2
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« Aliases. Create a pseudonym to represent the item. For a carpet company, “In-
stall standard” could represent the installation along with vacuuming and hauling
waste, while “Install deluxe” could include the standard installation p/us moving
and replacing furniture. You can include the details in the item’s description.

« Sort order. In the Item List window (Lists—Item List), QuickBooks sorts items
first by type and then in alphabetical order by name. So if you want your items
to appear in some logical order in drop-down lists (like an invoice item table),
pay attention to the order of characteristics in your item names. For example, if
you created “Deluxe install” and “Standard install” Service items, other Service
items beginning with the intervening letters of the alphabet would separate
them in drop-down lists. By naming your installation items “Install deluxe” and
“Install standard” instead, they’ll show up in your Item List one after the other.

« Abbreviations. If you have to compress a great deal of information into an item
name, you’ll have to abbreviate. For example, suppose you want to convey all
the things you do when you install a carpet, including installing tack strips,
padding, and carpet; trimming carpet; vacuuming; and hauling waste. That’s
more than the 31 characters you have to work with. Poetic won’t describe it, but
something like “inst trim vac haul” says it all in very few characters. The box on
page 104 suggests two other ways to identify complicated items.
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Other Ways to Identify Items

If you want to keep item names lean but still include detailed
information, look to these two item features:

+ Descriptions. Iltems have fields for both names and
descriptions. When you create an invoice, you choose the
item’s name from a drop-down list, but the invoice that
the customer sees shows the item’s description. So you
can keep your item names brief by putting the details in
the Description field, which, for all practical purposes, can
hold an unlimited amount of text.

+ Group. Instead of creating one item that represents
several phases of a job, you can create separate items

for each phase and then create a Group item (page 114)
toinclude those phases on an invoice. For instance, create
one item for installing tack strips, padding, and carpet,
and then create additional items for vacuuming, hauling,
and moving and replacing furniture. Then create a Group
item that contains all the individual Service items included
in a carpet-installation job. That way, when you add that
Group item to an invoice, QuickBooks adds each Service
item to a line on the invoice. A Group item isn’t limited to
just Service items, though. It can include other types of
items, such as Non-inventory Part, Inventory Part, and
Other Charge items.

NOTE

Construction/Contractors.

Construction companies in particular can avoid long hours of item data entry by using third-party
estimating programs. Construction-estimating programs usually include thousands of entries for standard con-
struction services and products. If you build an estimate with a program that integrates with QuickBooks, you
can import that estimate into QuickBooks and then sit back and watch as it automatically adds all the items in
the estimate to your Item List. To find such QuickBooks-integrated programs, go to hitp://marketplace.intuit.
com. On the menu bar, click Find Software—Find Solutions by Industry. Then, on the By Industry tab, choose

Subitems

If you keep all your personal papers in one big stack, you probably have a hard time
finding everything from birth certificates to tax forms to bills and receipts. If you’ve
got one big list of items in QuickBooks, you’re in no better shape. To locate items
more easily, consider designing a hierarchy of higher-level items (parents) and one
or more levels of subitems, as shown in Figure 5-3. The box on page 105 explains

how to make sure you have items for every purpose.

For example, a landscaping business might create top-level items for trees, shrub-
bery, cacti, and flower bulbs. Within the top-level tree item, the landscaper might
create subitems for several species: maple, oak, elm, sycamore, and dogwood. You
can create up to five levels of subitems to represent categories such as size (seedling,

established, and mature, say).
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WORD TO THE WISE

Catchall Subitems

When you develop a hierarchy of parent items and subitems,  Catchall items can act as holding pens while you figure out
eventually someone in your company will run across a service  which specific subitem you should use. They’re also an easy
or product that doesn’t fit any of the existing subitems. If you  way to look for transactions that should be reassigned to a
assign a transaction to a parent item that has subitems, then  different subitem. For instance, you can create a transaction
QuickBooks automatically creates a subitem called “Other” by using the Security Services-Other item, and then change the
as a catch basin. For example, if you have a parent item  iteminthe transaction later (page 293) when you’ve identified
called Security Services, you’d get a subitem called Security  (or created) the correct subitem.

Services-Other.
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The best time to create items is after you’ve created your accounts but before you
start purchasing goods from vendors or invoicing customers. Each item links to an
account in your chart of accounts, so creating items goes quicker if you can choose
existing accounts.

You can create items while you’re in the midst of creating an invoice, but you’ll find
that creating items goes much faster when you create several at once. How long it
takes to create items depends on how many you need. If you sell only a few services,
a few minutes should do it. On the other hand, construction companies that need
thousands of items can save hours of data entry by importing items from third-party
programs (see page 681).

NOTE This section shows you how to create items one at a time. To learn how to quickly create multiple
items, jump to page 124.

Each item type has its own assortment of fields, but the overall process of creating
an item is the same for every type. With the following procedure under your belt,
you’ll find that you can create many of your items without further instruction. (If
you do need help with fields for a specific item type, read the sections that follow
to learn what each field does.)

1. Onthe QuickBooks Home Page, click Items & Services (or choose Lists—ltem
List) to open the Item List window.

When you first display the Item List, QuickBooks sorts the entries in it by type.
The sort order for the item types isn’t alphabetical—it’s the order that types
appear in the Type drop-down list, as shown in Figure 5-4. You can change the
ltem List’s sort order by clicking a column heading.

2. Press Ctrl+N or click tem—New.

QuickBooks opens the New Item window and selects Service in the Type drop-
down list. (You’ll learn about the various item types starting on page 108.)

3. Tocreate aServiceitem, just press Tab to proceed with naming the item. To
create any othertype of item, choose it in the Type drop-down list.

Some item types won’t appear in the list if you haven’t turned on the corre-
sponding feature. For example, the Inventory Item type doesn’t appear unless
you’ve turned on inventory tracking.

4. In the Item Name/Number box, type a unique identifier for the item.

For example, if you opt for long and meaningful names, you might type /nstall
carpet and vacuum. For a short name, you might type /nst Carpt. See page 102
for guidelines on naming items.
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5. To make this item a subitem, turn on the “Subitem of” checkbox, and then
choose the item that you want to act as the parent.

If the parent item already exists, simply choose it from the “Subitem of” drop-
down list. To create the parent while creating the subitem, choose <Add New>
at the top of the “Subitem of” list, and then jump back to step 3 to begin the
parent-creation process.

NOTE Subitems and parents have to be the same type, and you can’t create subitems for Subtotal, Group,
or Payment items.

6. Complete the otherfields as described in the following sections for the type
of item you’re creating.

QuickBooks will use the info you enter to fill in these fields on sales and purchase
forms. For example, it uses the sales price you enter here on invoices when you
sell some units. If the sales price changes each time, simply leave the item’s sales
price field (which is labeled Rate, Price, or Sales Price depending on the type of
item and the item’s settings) set to zero. That way, QuickBooks doesn’t fill in a
price, so you cantype one in each time you sell the item. (Even if you set a value
for an item, you can overwrite it whenever you use that item on a sales form.)
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NOTE You have to assign an account to every item, whether it’s a parent item or not.

7. If you have additional items to create, click Next to save the current item
and start another. If you want to save the item you just created and close
the New Item window, click OK.

If you’ve made mistakes in several fields or need more information before you
can complete an item, click Cancel to throw away the current item and close
the New Item window.

I Service ltems

Services are intangible things you sell, like time or the output of your brain. For
example, you might sell consulting services, Internet connection time, haircuts, or
tarot card readings. In construction, services could represent phases of construc-
tion, which makes it easy to invoice customers based on progress and to compare
actual values with estimates.

Suppose you run a telephone answering service. You earn income when your custom-
ers pay you for the service. You pay salaries to the people who answer the phones,
regardless of whether you have two service contracts or 20. For this business, you
earn income with your service, but your costs don’t link to the income from specific
customers or jobs.

On the other hand, in some companies, such as law practices, the partners get paid
based on the hours they bill, so the partners’ compensation is an expense associated
directly with the firm’s income. Services that you farm out to subcontractors work
similarly. If you offer a 900 number for gardening advice, you might have a group of
freelancers who field the calls and whom you pay only for their time on the phone.
In these scenarios, you still earn income for the service you sell, but you also have to
pay the law-practice partners or the subcontractors who do the work. The partners’
or subcontractors’ cost relates to the income for that service.

The mighty Service item single-handedly manages all types of services, whether
you charge by the hour or by the service, with associated expenses or without.
Conveniently, QuickBooks displays different fields depending on whether a service
has costs associated with income. This section describes the fields you fill in when
creating Service items.

Service Items Without Associated Costs

Here’s how the fields in the New Item window work when you’re creating a Service
item that doesn’tinclude purchasing services from someone else (that is, when you
leave the “This service is used in assemblies or is performed by a subcontractor or
partner” checkbox turned off, as shown in Figure 5-5):
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» Description. Type a detailed explanation of the service in this box. This text
appears on invoices and sales forms, so use terms that your customers will

SERVICE ITEMS

understand.
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» Rate. Type how much you charge customers for the service. You can enter a flat
fee or a charge per unit of time. For example, you might charge $9.95 per call,
charge by the minute, or charge $200 for unlimited calls each month. When
you add the item to an invoice, QuickBooks multiplies the quantity by the sales
price to calculate the total charge.

If the item’s cost varies, leave the Rate set to 0; you can then enter the price
when you create an invoice or other sales form. If the rate is often the same, fill
in the most common rate. Then, when you add the item to an invoice, you can
modify the rate if you want to use a different amount. For services that carry a
flat fee, use a quantity of 7on your invoices.

NOTE QuickBooks multiplies the rates by the quantities you add to sales forms. Be sure to define the rate in
the same units (by hours or days, for example) so that QuickBooks calculates your income and expenses correctly.

* Tax Code. Most Service items are nontaxable, so you’ll choose Non here more
often than not. (This field appears only if you’ve turned on the sales tax feature,
as described on page 547.)

* Account. Choose the income account to which you want to post the income
for this service, whether it’s a catchall income account for all your services or
one you created specifically for this type of service.

Service Items with Associated Costs

If you sell services that have associated costs, such as when you hire someone else
to perform those services, you have to set up the Service item to include those costs.
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The key to displaying the fields you need to fill in is the “This service is used in as-
semblies or is performed by a subcontractor or partner” checkbox, which is turned
on in Figure 5-6. In addition to the basics like tem Name/Number and “Subitem of,”
here are the fields you fill in when an item does have associated costs:

SERVICE ITEMS

* Description on Purchase Transactions. Type in the description that you want
to appear on the purchase orders you issue to subcontractors or vendors and
the bills you record in QuickBooks to go with the ones you receive from vendors.

FIGURE 5-6
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» Cost. Enter what you pay for the service, which can be an hourly rate or a flat
fee. For example, if a subcontractor performs the service and receives $175 for
each hour of work, type 775 in this field. If the cost varies, leave this field set to
0; you can enter the actual cost when you create a purchase order.

* Expense Account. Choose the account where you want to post what you pay
for the service. If a subcontractor does the work, choose a Cost of Goods Sold
account or an expense account for subcontractor or outside consultants’ fees.
If a partner or owner performs the work, choose a Cost of Goods Sold account
or an expense account for service-related costs.

» Preferred Vendor. If you almost always use the same vendor for a service,
choose that vendor in this drop-down list. That way, if you don’t select a vendor
when you create a purchase order, QuickBooks selects that vendor when you
add this Service item. However, if you purchase the item from several vendors,
leave this field blank.

» Description on Sales Transactions. This field appears on sales forms like in-
voices and sales receipts. QuickBooks automatically copies the text from the
Description on Purchase Transactions box into this field, but if your vendors
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use technical jargon that your customers wouldn’t recognize, you can change
the text in this box to something more meaningful.

« Sales Price. Type in how much you charge customers for the service, as you
would in the Rate field for a Service item that you don’t purchase from someone
else (page 109).

* Tax Code. Most Service items are nontaxable, so you’ll choose Non here most
of the time. (This field appears only if you’ve turned on QuickBooks’ sales tax
feature, as described on page 547.)

* Income Account. Choose the income account to which you want to post the
income for this service, whether it’s a catchall income account for all services
or one you created specifically for this type of service.

M Product Items

Products you sell to customers fall into three categories: ones you keep in inventory,
ones you special order, and ones you assemble. QuickBooks can handle inventory
as long as your company passes the tests on page 100. Likewise, products you pur-
chase specifically for customers or jobs are no problem. But to handle products you
assemble like gift baskets or gizmos made from widgets, you’ll need QuickBooks
Premier or Enterprise edition (which include Inventory Assembly items [page 5227).

This section describes the three types of product items that QuickBooks offers and
shows you how to fill in the New Item window’s fields for Non-inventory Part items.
See Chapter 20 for the full scoop on creating inventory-related items.

Choose one of these three QuickBooks item types for the products you sell:

* Non-inventory Part. If you purchase products specifically for a job or customer
and don’t track how many products you have on hand, use Non-inventory Part
items. Unlike Inventory Part items, this type has at most two account fields: one
for income you receive when you sell the part, and another for the expense of
purchasing the part in the first place.

* Inventory Part. Use this type for products you purchase and keep in stock for
resale. Retailers and wholesalers are the obvious examples of inventory-based
businesses, but other types of companies like building contractors may track
inventory, too. With Inventory Part items, you can track how many you have,
how much they’re worth, and when you should reorder.

NOTE
on page 519.

You can create Inventory Part items only if you turn on QuickBooks’ inventory feature as described

* Inventory Assembly. This item type (available only in QuickBooks Premier
and Enterprise editions) is perfect when you sell products built from your
inventory items. For example, say you stock wine bottles and related products

PRODUCT
ITEMS
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like corkscrews and glasses, and you assemble them into gift baskets. With an
Inventory Assembly item, you can track the number of gift baskets you have on
hand, as well as the individual inventory items that go into them. You can also
assign a different price to the gift basket than the total of the individual products.

Non-Inventory Part Fields

You’ll need Non-inventory Part items if you use purchase orders to buy supplies
or other products that you don’t track as inventory. For example, suppose you’re
a general contractor and you buy materials for a job. When you use Non-inventory
Part items, QuickBooks posts the cost of those products to an expense account and
the income from selling them to an income account. You don’t have to bother with
an inventory asset account because you transfer ownership of these products to the
customer almost immediately. (See page 192 to learn how to charge your customer
for these reimbursable expenses.)

The good news is that Non-inventory Part items use all the same fields as Service
items (page 108), although there are a few subtle differences you need to know. Take
the following disparities into account when you create Non-inventory Part items:

* Thisitemis used in assemblies or is purchased for a specific customer:job.
This checkbox goes by a different name than the one for Service items, but its
effectis the same. Turn it on when you want to use different values on purchase
and sales transactions for items you resell. When this checkbox is on, QuickBooks
displays Purchase Information and Sales Information sections, like the ones
shown in Figure 5-6 (page 110). For Non-inventory Part items, choose income
and expense accounts you set up specifically for products.

If the Non-inventory Part item is for office supplies (or other items you don’t
resell) that you want to place on a purchase order, then leave this checkbox off
because you won’t have sales values. Read on to find out what happens when
you turn off this checkbox.

* Account. If you don’t resell this product, leave the “This item is used in assem-
blies or is purchased for a specific customer:job” checkbox turned off, and you’ll
see only one Account field. QuickBooks considers the account in this field the
expense account for the purchase.

» Tax Code. This field works exactly the same way as it does for a Service item.
Choose Non if the products are nontaxable (like groceries), and Tax if they’re
taxable. (This field appears only if you’ve turned on QuickBooks’ sales tax
feature, as described on page 547.)

TIP Many companies don’t bother with purchase orders—forms that record what you order from a ven-

dor—when buying office supplies. But if you want to track whether you receive the supplies you bought, you can
create purchase orders for them (page 523). Then use Non-inventory Part items for supplies you add to purchase
orders but don’t track as inventory. (Purchase orders are non-posting transactions [page 571, so they don’t affect
the balances in your accounts.)
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I Other Types of Items

If a line on a sales form isn’t a service or a product, read this section to figure out
the type of item you need. (Chapter 21 covers setting up Sales Tax items.)

Other Charge

The Other Charge item type is aptly named because you use it for any charge
that isn’t quite a service or a product, like shipping charges, finance charges, or
bounced-check charges. Other Charge items can be percentages or fixed amounts.
For example, you could set up shipping charges that are the actual cost of shipping,
or calculate shipping as a percentage of the product cost.

If customers hold back a percentage of what they owe until you complete their jobs
satisfactorily, create an Other Charge item for the retainer (the portion of your fee
that the customer doesn’t initially pay). Then, when you create the invoice, enter a
negative percentage so QuickBooks deducts the retainer from the invoice total. When
your customer approves the job, create another invoice, this time using another Other
Charge item named Retention, to charge the customer for the amount she withheld.

TIP Progress invoices (page 284) are another way to invoice customers for a portion of a job. They’re ideal
if you invoice the customer based on the percentage of the job you’ve completed or on the parts of the job that
are complete.

Other Charge items can be linked to expenses—or not. Here are your options:

» Achargelinked to expenses. For Other Charge items, the checkbox for hiding
or showing both purchase and sales fields is labeled “This item is used in as-
semblies or is a reimbursable charge.” Turn on this checkbox when you want to
set the Cost field to what you pay and the Sales Price field to what you charge
your customers. You’ll see the same sets of fields for purchases and sales as
you do for Service and Non-inventory Part items.

* A charge without associated expenses. You can create charges that don’t
link directly to expenses by leaving the “This is used in assemblies or is a
reimbursable charge” checkbox turned off. You can then create a percentage-
based charge, which is useful for calculating shipping based on the value of
the products being shipped. With the checkbox turned off, instead of the Cost
and Sales Price fields, you see the “Amount or %” field. If you want to create a
charge for a specific amount (like the value for a country club’s one-time initia-
tion fee), type a whole or decimal number in this field, as shown in Figure 5-7.
To create a percentage-based charge, type a number followed by “%,” such as
10%, in this field instead.

When you add a percentage-based Other Charge item to an invoice, such as shipping, QuickBooks
applies the percentage to the previous line in the invoice. So if you want to apply the Other Charge percentage to
several items, then add a Subtotal item (explained next) to the invoice on the line above the Other Charge item.

OTHER TYPES
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Type
Other Charge

Item Mame/Mumber
Shipping

Description

Flatfee shipping

New Item B FIGURE 5-7
To create a percentage-
. Usefor miscellaneous labor, material, or part based charge, typea
char_ges, such as delivery charges, setup fees, and Cancel number followed by “%” in
sernvice charges. “ %" field.
Next the “Amount or %" field.
Subitem of s To set a dollar value
- - instead, type a number
Custom Fields without the percent
This item is used in assemblies or is a reimbursable charge bol h h
Spelling symbol, as shown here.
Amountor %  TaxCode
9.95 Mon -
Account
4210 - Product Shipping ~ ltem is inactive

Subtotal

You'll need a Subtotal item if you discount only some of the items on a form or
calculate shipping based on the value of the order. You need to create only one
Subtotal item in QuickBooks, because a Subtotal item does just one thing: totals all
the amounts of the preceding lines up to the last subtotal or the beginning of the
invoice. That means you can add more than one subtotal to an invoice. For example,
you can use one Subtotal item to add up the services you sell before applying a
preferred-customer discount, and a second Subtotal item for product sales when
you have to calculate shipping.

Because you can’t change a Subtotal item’s behavior, Subtotal items have just two
fields: ltem Name/Number and Description. You can type any name and description
you wish in these fields, but in practically every case, Subtotal says it all.

Group

Group items are great timesavers, and they’re indispensable if you tend to forget
things. As the name implies, a Group item represents several related items you often
buy or sell together. Create a Group item that contains items that always appear
together, such as each service you provide for a landscaping job. That way, when
you add the Landscaping Group item to an invoice, QuickBooks automatically adds
the Service items for the various phases, such as Excavation, Grading, Planting,
and Cleanup. You can also use a Group item to show or hide the underlying items,
which is useful when you create fixed-price invoices (page 240) and don’t want the
customer to see the underlying details.
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Here’s how you fill in the New Item window’s fields for a Group item:

« Group Name/Number. Type a name for the group that gives a sense of the
individual items within it, such as Security Package.

« Description. Type the description that you want to appear on sales forms.

* Printitemsingroup. To show all the underlying items on your invoices, turn on
this checkbox. Figure 5-8 shows an invoice that prints all the items in a group
(top) and what an invoice looks like when you leave this checkbox turned off
(bottom).

FIGURE 5-8

P-0. No. Tems Project Top: If you turn on the
“Print items in group”
Quantity Description Rate Amourt checkbox when you create
] ] - ] i a Group item (Security
‘i::;;“;:&‘g‘;f‘;:ﬁ;‘:}z i g ey %% oy | Package, in this example)
o e et and then add it to an
H";ﬁ;j}:‘:ﬂw incding st nstl pasi eqipment 9593 ass invoice, QuickBooks lists
the individual items it

contains.

b oo ke

Bottom: If you leave the
“Print items in group”
checkbox turned off, you’ll
see the individual items
Quantity Description Rate Amount in the Create Invoices

Full package for security including audit, install, basic equipment 4,.863.53 Window’ but the invoice
you print to send to the
customer will list only the
Group item itself, along
with the total price for all
the items in the group.

P.O. No. Tems Project

* Item. To add an item to a group, click a blank cell in the Item column, shown in
Figure 5-9, and then choose the item you want. You can also create a new item
by choosing <Add New> from the drop-down list.

* Q@ty. Group items can include different quantities of items, just like a box of
notecards usually includes a few more envelopes than cards. For each item in
the group, type how many you typically sell as part of that group. If the quantity
of each item varies, type 0 in the Qty cells. You can then specify the quantities
on your invoices after you add the Group item.
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New Item -0 x FIGURE 5-9
TYPE “ When you work on a Group
Group . | Useto quickly enter a group of individual items on an item in the New Item or

invoice. Cancel Edit Item window, the
— background of the Descrip-
Group Name/Number {Ion. column is shaded to .
Security Package Notes indicate that you can’t edit
= ] those cells. That’s because

ustom Fields . o
Description QuickBooks fills in the
Audit, install, and equipment Spelling Description cells with the

contents of each individual
Print... item’s Description field. To

edit them, you have to edit

Print items in group )
the items themselves (as

ITEM DESCRIPTION el described on page 118).
Security se... Review system security and physical building security 8 -
Security se... Install custom-designed security system 4 I
Security D... 1 seat security console 1
Security.. = Wireless web camera 5| |
A
Discount

As you know, a discount is an amount you deduct from the standard price you
charge, such as a volume discount, customer-loyalty discount, or sale discount.
QuickBooks’ Discount item calculates deductions like these. Discount items deduct
either a dollar amount or a percentage for discounts you apply at the time of sale.
By using both Subtotal and Discount items, you can apply discounts to some or all
of the charges on a sales form.

NOTE Early payment discounts don’t appear on sales forms because you won’t know that a customer pays
early until long after that form is complete. So instead, you apply early payment discounts in the Receive Pay-
ments window, described on page 352.

The New Item window’s fields for a Discount item are similar to those of an Other
Charge item with a few small differences:

* Amount or %. To deduct a dollar amount, type a positive number (whole or
decimal) in this field. To deduct a percentage, type a whole or decimal number
followed by “%,” like 5.5%.

» Account. Choose the account to which you want to post the discounts you apply.
You can post discounts to either an income or expense account. When you post
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discounts to anincome account, they appear as negative income, so your gross
profit reflects what you actually earned after deducting them. Posting discounts
to an expense account, on the other hand, makes your income look better than
it actually is, but the discounts increase the amount in your expense account,
so your net profit is the same no matter which approach you use.

* Tax Code. Most of the time, you choose a taxable code in this field (which
appears only if you have the program’s sales tax features turned on) so that
QuickBooks applies the discount before it calculates sales tax. For instance, if
customers buy products on sale, they pay sales tax on the sale price, not the
original price. If you choose a nontaxable code in this field, QuickBooks applies
the discount after it calculates sales tax. You'll rarely want to do this, though,
because it means you’ll collect less sales tax from customers than you have to
send to the tax agencies.

Payment

When customers send you payments, you can record them in QuickBooks using the
Receive Payments feature (page 345). But if you’re in the middle of creating invoices
when the checks arrive, you can avoid that task by recording those payments right
in your invoices by adding a Payment item. As Figure 5-10 explains, Payment items
do more than just reduce the amount owed on the invoice.

FIGURE 5-10

TEM QUANTITY © DESCRIPTION RATE cLASS AMOUNT TAX A Payment item (here,
Security services:On-site 100 .::g kind of service that's performed on 120.00 12,000.00 |Non a (he(k) fedu(es the
Payment-check Payment applied to balance -5,000.00 ba/an(e onan inVOf[e by
M M | the amount the customer
=3 paid and performs the
usp 0.00 same actions as the
s USD 7,000.00 R ive P, ts feature:
& USD 0.00 ecelve rayments reature:
deposits the funds into a
bank account or groups
the payment with other

undeposited funds.

In the New Item window, after you fill in the Type, Item Name/Number, and Descrip-
tion fields, the remaining Payment item fields are unlike those for other items. These
unique fields tell QuickBooks the method of payment that the customer used and
whether you deposit the funds in a specific bank account or group them with other
undeposited funds. Here are the details:

* Payment Method. Choose a method such as cash, check, or a brand of credit
card. That way, when you choose Banking—Make Deposits (page 368) to make
a deposit and the “Payments to Deposit” window opens, you can filter pending
deposits by payment method.
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* Group with other undeposited funds. Choose this option if you want to add
the payment to other payments you’ve received. For example, choose this
option if you save up the checks customers send so you can make one trip to
deposit them all in your bank. That way, when you add this Payment item to
a sales form, QuickBooks adds the payment to the list of undeposited funds.
To actually complete the deposit of all your payments, choose Banking—Make
Deposits (page 368).

» Deposit To. If payments flow into an account without any action on your part,
such as credit card or electronic payments, choose this option, and then choose
the appropriate bank account in the drop-down list.

B Working with Items

Item info changes from time to time: Prices increase or decrease, descriptions change,
or you decide to use different accounts. You can make changes like this anytime.
In addition, you can hide items so only the ones you currently sell appear in item
drop-down lists. And if you created an item by mistake, you can delete it to remove
it permanently. This section explains how to perform all these tasks.

Modifying Items

You can change information about an item even if you’ve already used it in transac-
tions. The changes you make don’t affect existing transactions, but when you create
new transactions using that item, QuickBooks uses the updated info.

In the Item List window (Lists—Item List), double-click the item you want to edit,
and QuickBooks opens the Edit Item window. Simply make your changes, and then
click OK. If you want to modify several items at once, use the Add/Edit Multiple List
Entries feature (page 124 in Chapter 6) instead.

NOTE If you change an account associated with an item (like the income account to which sales post), the
Account Change dialog box appears when you save the edited item. This dialog box tells you that all future transac-
tions for that item will use the new account. If you also want to change the account on all existing transactions
that use the item, consult with your accountant to make sure that change is OK before you click Yes. Click No to
keep the old account on existing transactions that use the item.

Be particularly attentive if you decide to change an item’s Type field. You can change
only Non-inventory Part and Other Charge items to other item types, and you can
change them only into certain other item types: Service, Inventory Part, Inventory
Assembly (available only in QuickBooks Premier and Enterprise), Non-inventory Part,
or Other Charge. For example, you can’t change a Non-inventory Part item back once
you change it to an Inventory Part item. To prevent type-change disasters, back up
your QuickBooks file (see page 495) before switching item types.
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TIP The inventory you keep in stock is an asset of your company, but Non-inventory Parts show up simply
as expenses. So if you change a Non-inventory Part item to an Inventory Part item, be sure to choose a date in
the “As of” field that’s after the date of the last transaction that uses the item in its non-inventory guise.

Hiding Items

Hiding items and deleting them are two totally different actions, although the visible
result is the same: QuickBooks doesn’t display the items in the Item List window or
in item drop-down lists, which prevents you from selecting them accidentally and
keeps your Item List more concise. But unlike deleting (which you’ll learn about in
a sec), hiding is reversible: You can switch items back to active status if you start
selling them again. Suppose you hid the item for bell-bottom hip-huggers in 1974.
Decades later, now that '70s fashions have become cool again, you can reactivate
that item and use it on sales forms. (Of course, you’ll probably want to edit the cost
and sales price to reflect today’s economy.)

If you’ve sold an item in the past, then the only way to remove it from the Item List
is to hide it—QuickBooks won’t let you delete items that have transactions associ-
ated with them.

Here’s a guide to hiding and reactivating items:

* Hideanitem. Inthe Item List, right-click the item and choose Make Item Inactive
from the shortcut menu. The item disappears from the list.

* View all items, active or inactive. At the bottom of the Item List window, turn
on the “Include inactive” checkbox. (This checkbox is grayed out when all your
items are active.) QuickBooks then displays a column with an X as its heading
and shows an X in that column for every inactive item in the list.

* Reactivate a hidden item. First, turn on the “Include inactive” checkbox to
display all items. Then click the X next to the name of the item you want to
reactivate. When you click the X next to a parent item, QuickBooks opens the
Activate Group dialog box. If you want to reactivate all the subitems as well as
the parent, click Yes; to reactivate only the parent item, click No.

Deleting Items

The only time you’ll delete an item is when you create it by mistake and want to
eliminate it permanently. You can delete an item only if it doesn’t have any transac-
tions associated with it.

If you erroneously create an item and catch your mistake immediately, deleting the
offender is no sweat. Open the List Item window (Lists—Item List), and then use
one of these methods:

* Select the item, and then press Ctrl+D.

* Right-click the item, and then choose Delete Item from the shortcut menu.

WORKING
WITH ITEMS
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WORKING * Select the item, and then head to the main QuickBooks menu bar and choose
WITH ITEMS Edit—Delete Item.

* At the bottom of the Item List window, click Item—Delete Item.

TIP If you delete an item, you have only one shot at undoing the deletion: You can restore the deleted item
by immediately choosing Edit—Undo. If you do anything else in QuickBooks after deleting an item, that item is
gone for good—unless you recreate it from scratch.

If you try to delete an item that’s used in even one transaction, QuickBooks warns you
that you can’t delete it. Say you created an item by mistake and then compounded
the problem by inadvertently adding the item to an invoice. When you realize your
error and try to delete the item, QuickBooks refuses to oblige. Fortunately, it’s pretty
easy to run a report to find the transactions that contain that item, and then replace
it with another item:

1. Openthe Item List window (Lists—Item List), and then right-click the item
and choose “QuickReport: [item name]” from the shortcut menu.

QuickBooks opens the Item QuickReport window. Depending on how your
report preferences are set, the Modify Report dialog box might open as well.

2. If the Modify Report dialog box appears, then on the Display tab, choose
All at the top of the Dates drop-down list, and then click OK.

If the Modify Report dialog box doesn’'tappear, in the ltem QuickReport window,
choose All in the Dates drop-down list.

3. Inthereport window, double-click the transaction, and then edit the trans-
action to remove the erroneous item.

QuickBooks opens the dialog box or window that corresponds to the type of
transaction you double-clicked. For example, if you double-click an invoice,
QuickBooks opens the Create Invoices window and displays the invoice you
chose. In the Create Invoices window’s Item column, click the cell containing
the item you want to delete, click the down arrow in that cell, and then choose
the replacement item from the Item drop-down list.

4. To save the transaction with the revised item, click Save & Close.
The transaction window closes.

5. In the button bar at the top of the report window, click Refresh to update
the report with the change you just made.

You’ll know that you’ve successfully eliminated the item from all sales transac-
tions when the Item QuickReport window shows no transactions.
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6. To close the report window, click the X at its upper right. WORKING
WITH ITEMS

QuickBooks takes you back to the Item List window.

7. Inthe Item List window, select the item you want to delete, and then press
Ctrl+D. In the Delete Item message box that appears, click OK to confirm
that you want to get rid of the item.

The item disappears from your Item List for good, and you're ready to get back
to work.
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CHAPTER

6

Data Entry Shortcuts
for Lists

f you frequently add or edit more than one customer, vendor, or item at a time,

working in a New or Edit window (like New Customer or Edit Item) isn’t only te-

dious, but it also takes up time you should spend on more important tasks, like
selling, managing cash flow, or finding out who has the incriminating pictures from
the last company party.

When you set up your company file, the QuickBooks Setup dialog box helps you
bring information in from an email program or Excel (page 19), and you can use
that same window anytime you want to add more customers or vendors. Another
option is the Add/Edit Multiple List Entries feature, which you can use to paste data
from Excel into QuickBooks when you’re creating customers, vendors, or items.
Or, to edit existing records, you can filter or search the list in that window to show
just the customers, vendors, or items you want to update, and then paste in Excel
data, type in values, or copy values between records. This chapter shows you how
to perform all these tasks.

Then again, you might store info about customers, vendors, and items in other pro-
grams such as a database or word-processing program where you create mailing
labels. If your other programs can create Excel-compatible files or delimited text files,
you can avoid data-entry grunt work by transferring data to or from QuickBooks.
(Delimited text files are simply files that separate each piece of data with a comma,
space, tab, or other character.) In both types of files, the same kind of info appears
in the same position in each line or row, so QuickBooks (and other programs) can
pull the information into the right places. When you want to transfer a ton of data
from another program into QuickBooks, importing is the way to go. By mapping
QuickBooks’ fields to the fields in the other program, you can quickly transfer hun-
dreds or even thousands of records. In this chapter, you’ll learn about the keywords
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QuickBooks uses to put your data into the correct fields and how to get your import
file set up to work with QuickBooks. The chapter wraps up by explaining the steps
for importing data into your company file. (Chapter 26 provides the full story on
importing and exporting data.)

M Adding and Editing Multiple Records

The Add/Edit Multiple List Entries feature is a great tool for adding or updating values
in the Customer, Vendor, and Item lists. If you have data in an Excel spreadsheet, you
can paste it directly into a table in the Add/Edit Multiple List Entries window. The
window’s features for copying or duplicating values between records come in handy
when you need to make changes like updating the billing address for a customer
who sends you job after job. (Typing values into the window’s cells works, t0o.) And
you can customize the window’s table to show only the customers, vendors, or items
you want to edit and the fields you want to modify.

This feature goes by different names depending on where you find it in QuickBooks.
Choose it in any of these locations to open the Add/Edit Multiple List Entries window:

* In the Lists menu, choose Add/Edit Multiple List Entries. When you go this
route, QuickBooks sets the window’s List box to Customers.

* In the Customer Center toolbar, click New Customer & Job—Add Multiple
Customer:Jobs or Excel—Paste from Excel. QuickBooks sets the List box to
Customers.

* In the Vendor Center toolbar, click New Vendor—Add Multiple Vendors or
Excel—Paste from Excel. QuickBooks sets the List box to Vendors.

+ At the bottom of the Item List window (page 107), click Item—Add/Edit
Multiple Items or Excel—Paste from Excel. QuickBooks sets the List box to
Service Items.

Selecting a List to Work With

As mentioned above, if you open the Add/Edit Multiple List Entries window from
the Customer Center, Vendor Center, or Item List window, QuickBooks automatically
selects the appropriate list in the List drop-down menu at the window’s top left. You
can switch lists by choosing Customers, Vendors, Service Items, Inventory Parts, or
Non-inventory Parts from this drop-down menu.

If you set up jobs for customers, the Add/Edit Multiple List Entries window’s table includes rows for both
customers and jobs. The Name column contains the customer’s name for a customer row and the job’s name for
a job row. Usually, you can spot job rows by looking at the Company Name field, since all jobs for that customer
will have the customer’s Company Name value listed here.
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Customizing the Table’s Columns

To paste data from Excel in a jiffy, take a minute to get the columns in the Add/Edit
Multiple List Entries window’s table in the same order as the columns in your Excel
spreadsheet. (Or, if you’re an Excel whiz, you may prefer to rearrange the columns
in your spreadsheet.) You can customize the table in QuickBooks by clicking Cus-
tomize Columns in the window’s upper right to open the Customize Columns dialog
box shown in Figure 6-1.

Fields listed in the Chosen Columns list appear — Click to open the Customize

in the Add/Edit Multiple List Entries table

Add/Edit Multiple List Entries

Columns dialog box

Q selectalist

List
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Job
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Move Down

Default
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MrMs ).

First
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Last

Mair|
Fax
Alt. F|

Cancel

Name

jame
Phone

one

 ———————

ﬁ >

Close Help

| save Changes

Click to add selected
field to the table

Click to move the selected field's
position in the Chosen Columns list

FIGURE 6-1

In addition to adding and
removing columns, the
Customize Columns dialog
box (foreground) also lets
you change the position
of a column by selecting
it in the Chosen Columns
list and then clicking Move
Up or Move Down. If you
completely mangle the
columns, click Default to
restore the original ones.

When you click 0K, the
Customize Columns
dialog box closes, and
the changes you made
are reflected in the table
(background).

Here are the table customizations you can make:

* Add a column. Select the field you want in the Available Columns list, and then
click Add. The field jumps over to the Chosen Columns list.

* Remove a column. Select a field in the Chosen Columns list, and then click
Remove. The field moves back over to the Available Columns list. You can’t
remove required fields like Name; QuickBooks grays out the Remove button if
you select a required field in the Chosen Columns list.

* Reorder columns. In the Chosen Columns list, select the field you want to move
to a different position in the table, and then click Move Up or Move Down to
move the field up or down in the list. Moving a field up in the list positions the
field farther to the left in the table; moving it down in the list pushes the field’s
column farther to the right in the table.

CHAPTER 6: DATA ENTRY SHORTCUTS FOR LISTS 125



ADDING AND

EDITING
MULTIPLE Displaying the Records You Want

RECORDS

In addition to customizing the columns in the Add/Edit Multiple List Entries window’s
table, you can also control which records the table displays. For example, editing
entries is easier if you filter the list to display only the ones you want to edit. Here
are some ways to control what you see in the table:

* Filter the entries. The View drop-down menu includes several choices for
filtering the list. Choose the Active entry (Active Customers, Active Vendors,
Active Service Items, and so on) if you want to make changes to only active
records in your company file. Choosing the Inactive entry (Inactive Customers,
Inactive Inventory Items, and so on) displays only records that you’ve set to
inactive status (page 90).

Because QuickBooks doesn’t save the changes you make in the Add/Edit Mul-
tiple List Entries window until you click Save Changes, you can filter by Unsaved
Customers (or Unsaved Vendors or Unsaved Items) to see all the entries you’ve
edited but haven’t yet saved.

Choosing the entry that ends in “with errors” displays only entries that contain
invalid values, like a vendor type or tax code that doesn’t exist in your company
file. If you click Save Changes when there are records with errors, QuickBooks
automatically filters the list to the “with errors” view so you can see what you
need to correct before you can save your changes. Page 132 explains how to
spot and fix errors.

To filter the list to your exact specifications, choose Custom Filter, and then fill
in the dialog box shown in Figure 6-2 (foreground). For example, if you want to
divide your government customers into local, state, and federal groups, you can
filter the list to show only records with “Government” in their customer fields.

To clear a custom filter or the search criteria you typed in the Find box (explained
next), simply click the red X to the right of the Find box.

NOTE QuickBooks is quite literal in its searches, so the entries you see in your search results exactly match
what you specified in your custom filter or typed in the Find box. For example, if you type New York, QuickBooks
displays customer records that contain that exact phrase, but not ones that use the abbreviation NY. Or if you type
(555)to look for the 555 area code, records that don’t have parentheses around the area code won’t show up.

* Find entries. Typing a word, value, or phrase in the window’s Find box is similar
to applying a custom filter to the list, except that QuickBooks searches allfields.
For example, if you type 555 in the Find box and then click the Search button
(which has a magnifying glass on it), QuickBooks displays records that contain
555 anywhere, whether it’s in the company name, telephone number, address,
or account number field.
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Add/Edit Multiple List Entries FIGURE 6-2
@ Select a list. e Customize columns to display. 9 Paste from Excel or type to add to or modify your list. In the Custom Filter dialog
box, you can type a word,
List  customers ~  View Custom Filter ~  Find value, or phrase to look
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Currently Editing: |GiamattiPorcia001 you want QuickBooks to

NAME COMPANY NAME CUSTOMER TYPE MRM. FRSTNA. DML  LASTHAME  ©NA

CIADD1 CIA Government Ms Althea Farr search.
ConfraryCorparation CIA Government Ms. Althea Farr For example, type cia in
FarLeftFaculty CIA Government Ms. Althea Farr the [-'0, ﬁe[d and set the
GiamattiPorcia001 Parcia Giamatti Ms. Porcia Giamatti “I'n” drop_down IlSt to “A”
common fields” to find
customers with “cia” in
Search |Active Customers v For ClA fle/dS Ilke Name, (ompany

Name, and so on.

in All common fields -

Go Cancel Help

After you search for one value, you can search for something else within the
results from the first search. For example, you could do an initial search for
customers with “Texas” in their addresses, and then search within those results
to zero in on customers in Dallas. To do so, type the second search value in the
Find box, turn on the “Search within results” checkbox, and then press Enter
or click the Search button (the magnifying glass).

« Sort the list entries. To sort the entries in the table, click the column heading
for the field you want to sort by, and QuickBooks sorts the records in ascending
order (from A to Z or from low to high numbers). Click again to sort in descend-
ing order. When the table is sorted by the values in a given column, a small
triangle appears to the right of that column’s heading. The triangle points up
when the column is sorted in ascending order and down when the values are
sorted in descending order.

Adding or Editing List Entries

Whether you want to add new entries or edit existing ones, the Add/Edit Multiple List
Entries window offers several handy options. You can type in values or use features
like Copy Down to copy values between records. If your data is in an Excel spread-
sheet, pasting the info from Excel into the table is a breeze. (When you want to add
a new record, you first have to click the first empty row at the bottom of the list.)
This section explains how to enter data directly in the table or paste it from Excel.
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RECORDS For an edit here and a new entry there, the Add/Edit Multiple List Entries table helps

take the tedium out of data entry. Here are the various ways to enter values in records:

* Type values in cells. This method is straightforward: Click a cell and make
your changes. When you click a cell that already contains data, the program
automatically selects the cell’'s contents so you can start typing to replace the
existing value. You can also use common editing techniques like dragging to
select text or clicking to position your cursor in the text.

* Copy and paste data within the table. You can also copy and paste data from
one cellin the table to another. For example, if a customer with several jobs has
relocated its main office, you can copy values from Bill To cells and paste them
into the cells for the customer’s jobs. When you copy and paste data within the
table, you can copy only one cell at a time. Right-click the cell you want to copy
and then choose Copy on the shortcut menu. Then right-click the cell into which
you want to paste the data and choose Paste on the shortcut menu. Keyboard
shortcuts work, too: Press Ctrl+C to copy a cell and Ctrl+V to paste the copied
data. If you want to move the data from the original cell to a new home, use
Ctrl+X to cut the data rather than copy it.

TIP If you want to copy several cells in the Add/Edit Multiple List Entries table, it'’s quicker to make the
changes in an Excel spreadsheet and then paste the data from Excel into the Add/Edit Multiple List Entries table
(page 129).

* Duplicate arow. To create a new record that has many of the same values as an
existing record, right-click a cell in the existing row, and then choose Duplicate
Row from the shortcut menu. The new record appears in the row below the
original and contains all the same values as the original record, except that the
value in the first field begins with “DUP” to differentiate it from the original.
First, edit the Name cell to reflect the new name. Then edit the cells in the row
that have different values.

* Copy values down a column. You can quickly fill in several cells in a column
by using the Copy Down feature. Because this feature copies data into all cells
below the one you select, it’s important to filter the list (page 126) to show only
the records you want to change. Then right-click the cell you want to copy down
the column and choose Copy Down from the shortcut menu. QuickBooks copies
the value in the selected cell to all the cells below it in the column, overwriting
any existing data. For example, if you want to change the contact name for
all the jobs for a particular customer, filter the list to show just the records for
that customer (in the Find box, type the customer’s name, and then click the
magnifying glass icon). Next, type the new contact into the first Contact cell.
Then right-click that cell and choose Copy Down.

* Insert a row. If you want to insert a blank line in the table (to create a new
job for a customer, for example), right-click the row that’s currently where you
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want the blank line, and then choose Insert Line from the shortcut menu (or
press Ctrl+Insert).

* Delete arow. If you created a record by mistake, you can get rid of it by right-
clicking anywhere in its row and then choosing Delete Line. (This command is
grayed out if the entry is used in a transaction or other record, because you
can’t delete a record if it’s referenced somewhere else in your company file.)

* Clear acolumn. To clear all the values in a column, right-click in the column, and
then choose Clear Column from the shortcut menu. If you chose this command
by mistake, you can undo the deletion by clicking the window’s Close button
and then, in the Unsaved [list name] message box, clicking No.

I COPYING AND PASTING VALUES FROM EXCEL

If you’re a fan of copying and pasting (and who isn’t?), you can copy data from
an Excel spreadsheet (a single cell, a range of cells, one or more rows, or one or
more columns) and paste it into the Add/Edit Multiple List Entries table. The only
requirement is that the rows and columns in the table and in the spreadsheet have
to contain the same information in the same order. You can rearrange the rows and
columns either in the Add/Edit Multiple List Entries window (page 125) or in Excel,
whichever you prefer.

If you want to copy and paste customers and jobs (or items with subitems), you
first have to create the top-level entries, as shown in Figure 6-3. That’s because
jobs you paste include the name of the customer in their Company Name fields (for
items, the parent item’s name appears in the “Subitem of” field). Once the parent
entries exist, you can use the Add/Edit Multiple List Entries window again to paste
jobs (or subitems).

NOTE To prevent errors when you copy and paste data, make sure the values you reference—such as ac-
counts, tax codes, and so on—already exist in your company file.

Here’s how to get started with entering data via the Add/Edit Multiple List Entries
window, using items as an example:

1. Onthe QuickBooks Home Page, inthe Company panel, click Items & Services.
The Item List window opens.

2. Right-click the Item List window, and then choose Add/Edit Multiple Items
from the shortcut menu. (Alternatively, at the bottom of the window, click
Item—Add/Edit Multiple Items.)

The Add/Edit Multiple List Entries window opens with the List box set to Ser-
vice Items or the type of item you selected the last time you used this window.
The table initially displays the active items for the type selected in the List box
(Figure 6-4), which makes sense because you typically want to add or edit items
that you’re currently using. To filter the list to show specific kinds of items, in
the View drop-down menu, choose the kind you want.
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Add/Edit Multiple FIGURE 6-3
@ scectaiist  ©  customize columns to display. ©) Paste from Excel or type to add to or modify (reate custqmers before
you create jobs, and
) create parent items before
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inventory Parts.

The columns in the table vary depending on the list you select and the pref-
erences you’ve turned on. For example, for Service items, the table includes
columns for Item Name, Subitem of, Sales Price, Income Account, and—if you’ve
turned on the sales tax preference (page 547)—Sales Tax Code. If you’ve turned
on the preference for inventory (page 653) and choose Inventory Parts, you see
a COGS Account column, among others. If you choose the Customers or Vendors
list, the table initially displays contact info and a few other fields. (See page 125
to learn how to customize the columns that appear in the table.)

4. Switch to Excel and copy the data you want from your spreadsheet.

As explained earlier, the order of the columns in the Add/Edit Multiple List
Entries window’s table and your Excel spreadsheet have to match or you’ll see
errors when you paste the data (which you’ll do in the next step). To fix that,
reorder the columns in either Excel or QuickBooks (page 125). When the pro-
grams’ columns match, in Excel, select the information you want to paste into
QuickBooks, and then press Ctrl+C to copy it.

5. Backinthe Add/Edit Multiple List Entries window, click the first blank Item
Name cell (or Name cell, if you’re pasting customer or vendor info), and
then press Ctrl+V (or choose Edit—Paste in the main QuickBooks menu bar).

When you paste Excel data into existing records in the Add/Edit Multiple List
Entries window, QuickBooks overwrites the existing values in the cells. To paste
Excel datainto new records, be sure to select the first empty row in the window’s
table before pasting the data.

QuickBooks pastes the copied data into the selected cell and then continues
pasting into the cells below and to the right of the selected cell. Cells that contain
data with errors, such as invalid values or list entries that don’t exist in Quick-
Books, appear in red text. See page 132 to learn how to correct these errors.

TIP If you want to paste parent items and subitems into the Add/Edit Multiple List Entries window’s table,

paste the top-level items first, and then click Save Changes. Then follow with a separate paste pass for each
subsequent level of your Item List. (For customers with jobs, paste the customers first, and then paste their jobs
on a second pass.) That way, the parent items you need will already exist so the subitems will paste in without
errors.

Saving Changes

After you’ve completed the additions and modifications you want in the Add/Edit
Multiple List Entries window, click Save Changes to save your work. QuickBooks
saves all the entries that have no errors and tells you how many records it saved.
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Correcting Errors

If you try to save changes and QuickBooks finds any errors, like a value that doesn’t
existin the Terms list or a job that belongs to a customer who doesn’t exist in Quick-
Books, it filters the entries in the Add/Edit Multiple List Entries window’s table to just
those with errors and displays the incorrect values in red text. Point your cursor at
a cell to see a hint about the error. For example, if you typed a letter in a price field,
QuickBooks tells you that the field contains an invalid character. If the problem is a
list entry that doesn’t exist, the “[list name] Not Found” dialog box opens (where
“[list name]” is a list such as Terms) and tells you the value isn’t in the list. In the
dialog box, click Set Up to add the entry to the list. Fix any other errors, and then
click Save Changes again.

TIP If you don’t know what’s causing the error, select the incorrect value and delete it by pressing Delete or
Backspace. Then, when you figure out what the value shou/d be, you can edit that record in the Add/Edit Multiple
List Entries window or the corresponding Edit dialog box.

M Importing Customer, Vendor, and Item
Information

If you have hundreds of records to stuff into QuickBooks, even copying and past-
ing can be tedious. But if you can produce a delimited text file or a spreadsheet of
customer or vendor info in the program where you currently store it (page 691),
then you can match up your source data with QuickBooks’ fields and import all your
records in one fell swoop.

Delimited files and spreadsheets compartmentalize data by separating each piece
of info with a comma or a tab, or by cubbyholing them into columns and rows in
a spreadsheet file. These files aren’t necessarily ready to import into QuickBooks,
though. Headings in a delimited file or spreadsheet might identify the field names
in the program that originally held the information, but QuickBooks has no way of
knowing the correlation between those fields and its own.

But don’t worry: QuickBooks helps you import your Excel data for customers, ven-
dors, and items. There’s a data-import wizard right in the program. You can use its
pre-formatted Excel templates to import data from your Excel spreadsheet. (If you
don’t need any handholding, head to page 691 in Chapter 26 for the full scoop on
importing data into QuickBooks.)

TIP Always back up your company file before you import data in case you run into problems. That way, you
can restore your pre-import file and try again. Page 495 dishes out the details on creating a backup file.
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Importing with the Excel Import Wizard Templates

QuickBooks’ Excel import wizard is easy to get to and easy to use. The pre-formatted
spreadsheets that come with it contain a small subset of the fields associated with
each list you can import. For example, the customer template includes columns for
basic contact info and an account number. If the fields you want to import arein the
wizard’s Excel templates, you can’t beat this wizard for ease of use. (The wizard’s
Advanced Import button helps you import info from other Excel spreadsheets. The
next section shows you how to put that button to use.)

NOTE To use the Excel Import Wizard templates or to import data from your own Excel workbook, you need
to have Excel installed on your computer.

Here’s how to use the Excel import wizard and its built-in spreadsheets:
1. In QuickBooks, choose File—Utilities—Import—Excel Files.

The “Add Your Excel Data to QuickBooks” wizard opens. (If you see the Add/
Edit Multiple List Entries dialog box, click No to proceed to the wizard. If you
don’t want to see this message again, turn on the “Do not display this message
in the future” checkbox.)

2. Click the button for the type of data you want to import: Customers, Ven-
dors, or Products | Sell.

You see a message warning that you can’t undo the import and recommending
that you back up your company file first. If you want to create a backup, click No,
create the backup, and then begin with step 1 again. If you’re ready to import
data, click Yes to close the message box.

QuickBooks opens an Excel template for the type of data you’re importing, as
shown in Figure 6-5.

3. Copy your data into the template.

Open the Excel spreadsheet whose info you want to get into QuickBooks, select
the data you want to copy, and then press Ctrl+C. Next, switch to the Excel tem-
plate QuickBooks created, click the cell where you want to begin pasting your
data (Excel pastes from the top-left cell down and to the right), and then press
Ctrl+V. (If you need help, click the template’s Show Detailed Instructions button.)

4. After you’ve copied all the data from your spreadsheet into the Excel
template and none of the template’s cells are yellow, choose File—Save to
save the template.

Then close the spreadsheet you copied data from.
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FIGURE 6-5
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5. In QuickBooks’ Excel template, click Add My Data Now.

The “Add Your Excel Data to QuickBooks” wizard shows the progress it’s mak-
ing importing the data. When it’s done, it places green checkmarks to the left
of all three steps and shows how many records it imported. You can click the
button that says “View [type of imported info]” to see the list you imported,
or click Close and view your lists as you usually do. For example, to see your
Customer:Job List, click Customers—Customer Center.
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Importing Data from Your Own Excel File

You don’t have to use the data-import wizard’s spreadsheets. If your data is already
sitting in a spreadsheet, the wizard’s Advanced Import button helps you map your
spreadsheet’s columns to QuickBooks’ fields and then import your data. Here’s
how it works:

1. In QuickBooks, choose File—Utilities—>Import—Excel Files. In the “Add
Your Excel Data to QuickBooks” wizard, click the Advanced Import button.

The “Import a file” dialog box opens.

TIP What if you don’t have data in an Excel spreadsheet? There’s no need to set up your own file. The
“QuickBooks Import Excel and CSV toolkit” (http://tinyurl.com/7chnkqn) includes a sample Excel spreadsheet
with four worksheets. Each worksheet comes with columns that correspond to the fields associated with the
Customer, Vendor, Item, and Account Lists. Follow the instructions on the web page to download the toolkit to
your computer.

2. Inthe “Import a file” dialog box, on the “Set up Import” tab, click Browse,
and then select the Excel file you want to import.

QuickBooks then populates the “Choose a sheet in this Excel workbook” drop-
down list with the names of the worksheets in the workbook you selected.

3. Usethe “Choose asheet in this Excel workbook” drop-down list to pick the
worksheet you want to import.

QuickBooks automatically turns on the “This data file has header rows” check-
box, which is perfect when the first row of the Excel workbook contains text
labels for the columns.

4. In the “Choose a mapping” drop-down list, choose <Add New>.
The Mappings dialog box (Figure 6-6) opens.

5. In the “Mapping name” box, type a name for the set of correspondences
between fields and columns you’re about to create. In the “Import type”
drop-down list, choose the kind of data you’re importing.

You can choose Customer, Vendor, Item, or Account to import data into any
of those lists.

6. For each QuickBooks field listed in the left column, in the Import Data col-
umn, choose the corresponding Excel header or column name, as shown in
Figure 6-6.

The QuickBooks column lists every field associated with the list you selected
in the “Import type” drop-down list. If you don’t want to import data into a
QuickBooks field, leave the corresponding cell in the Import Data column blank.
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Mappings

Mapping name:  Customer_Info

Importtype:  Customer -
QUICKBOOKS IMPORT DATA
Job or Customer Name |Customer

Opening Balance

Opening Balance As Of

Company Name

Salutation

Middle Initial

First Mame |Fir5tName -

FIGURE 6-6

If you kept the “This data file
has header rows” checkbox
turned on in step 3, then the
drop-down lists that appear
when you click a cell in the
Import Data column show
the column headings from
your Excel spreadsheet.

If your spreadsheet doesn’t
contain header rows, then
the drop-down list will
display entries like Column
A, Column B, and so on.

Balance
Last Mame

Contact
Fhone

Balance Total
Balance (USD)
Balance Total (USD)

Company l
Alternate Phone | 1y e )

Alternate Contact

Fax

First Name
ML d

Last Mame
Contact

Fhone —_—

Fax
Alt. Phone

7. After you’ve mapped all the columns you want to import to QuickBooks
fields, click Save.

The Mappings dialog box closes and QuickBooks takes you back to the “Import
a file” dialog box.

8. To tell QuickBooks how to handle duplicate records and errors, click the
“Import a file” dialog box’s Preferences tab, and then choose the settings
you want.

Out of the box, QuickBooks selects the “Prompt me and let me decide” option
in the tab’s Duplicate Handling section, which puts you in charge of deciding
what to do. If the records in your company file are up to date, you can choose
the “Keep existing data and discard import data” option to keep the records
in QuickBooks when the same record exists in your company file and the Ex-
cel spreadsheet. Or you can tell the program to replace your existing data in
QuickBooks with or without blank fields.
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the program to skip records with errors.

9. To review the data you’re about to import, click Preview. In the Preview
dialog box, in the “In data preview show” drop-down list, choose “only
errors” to see rows of data that contain errors.

When you select an entry with an error, the “Details for” table shows the values
you’re trying to import and what the problem is so you can correct it. You can
also select options to skip importing rows with errors or import records and
leave error fields blank.

10. Click OK to close the Preview dialog box.

Or, if you want to start the import without jumping back to the “Import a file”
dialog box first, simply click Import in the Preview dialog box and then click
Yes to complete the import.

11. Back in the “Import a file” dialog box, click Import, and then click Yes to
complete the import.

A message box tells you how many records QuickBooks imported and the
number of records with errors or warnings. Click OK to close the message box
and the “Import a file” dialog box.

That’s it! Go ahead and open the list with the data you imported and admire your
handiwork. (For example, click Customers on the Home Page to open the Customer
Center.)
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CHAPTER

7

Setting Up Other
QuickBooks Lists

into at least one drop-down list. These lists make it easy to fill in transactions

and forms. Creating an invoice? If you pick the customer and job from the
Customer:Job drop-down list, QuickBooks fills in the customer’s address, payment
terms, and other fields for you. Selecting payment terms from the Terms List tells
the program how to calculate an invoice’s due date. If you choose an entry in the
Price Level List, QuickBooks calculates the discount or markup you extend to your
customers for the goods they buy. Even the products and services you sell to cus-
tomers come from the Item List, which you learned about in Chapter 5.

O pen any QuickBooks window, dialog box, or form, and you’re bound to bump

In this chapter, you'll discover what many of these lists can do for you and learn
whether it makes sense for you to set them up for your business. Because some
lists have their own unique fields (such as the Price Level Type for a Price Level
entry), you'll also find out what the various fields are for and how to fill them in. If
you already know which lists and list entries you want, you can skip to page 154 to
master the techniques that work for most lists, such as adding and tweaking entries,
hiding entries, and so on. Once you know how to work with one QuickBooks list, the
doors to almost every other list open, too.
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CATEGORIZING
WITH CLASSES A few lists—such as the Customer, Vendor, and Employee lists—behave a little differently from the ones
described in this chapter. Here are the other chapters that provide instructions for working with the QuickBooks
lists that aren’t covered here:

NOTE

+ The chart of accounts, which is a list of your bookkeeping accounts, is explained in Chapter 3.
+ The Customer:Job List, which includes entries for both customers and their jobs, is the topic of Chapter 4.
+ The Vendor List is also described in Chapter 4.

+ The Item List helps you fill in bills, invoices, and other transaction forms with services and products you
sell; it’s covered in Chapter 5.

+ Although the Sales Tax Code List appears on the Lists menu, sales tax codes are inextricably linked to
how you handle sales tax. The details of setting up this list are described in Chapter 21 on page 550.

+ (Chapter 12 shows you how to have QuickBooks memorize transactions and store them in the Memorized
Transaction List so you can reuse them.

If you turn on QuickBooks’ payroll feature, the Lists menu includes the Payroll Item List, which covers the
deposits and deductions on your payroll. Payroll items are quite specialized, and you use them only if you use
one of Intuit’s payroll services. To learn about QuickBooks payroll services and the Payroll ltem List, see online
Appendix D, which you can download from this book’s Missing CD page at www.missing manuals.com/cds.

M Categorizing with Classes

Classes are the only solution if you want to classify income and expenses by cat-
egories that span multiple accounts in your chart of accounts; multiple customers,
jobs, and vendors; or even multiple time periods. Classes help you track financial
results by categories such as business unit, location, partner, or magazine issue.

Suppose you have business units that all sell to the same customers and rack up the
same types of expenses, and you want to track the profitability of each unit. Your
income accounts show sales by products and services, even if each region sells all
those items. Customer types won’t help if some large customers buy products from
several regions. The same goes if a job requires a smorgasbord of what you sell. The
solution? Creating classes that represent business units in QuickBooks’ Class List.
Classes also come in handy for tracking the allocation of functional expenses that
nonprofit organizations have to show on financial statements.

When you turn on QuickBooks’ class-tracking feature, every transaction includes
a Class field. Unlike the Customer Type, Job Type, and Vendor Type fields—which
you assign when you create a customer, job, or vendor—a transaction’s Class field
starts out blank. For each invoice, sales receipt, bill, and so on, simply choose the
class related to the income or expense. That way, you can produce a report broken
down by class (page 451).
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TIP

Before you decide to use classes, use QuickBooks without them for a few weeks or months. If it turns out
that you can generate all the reports you need without classes, don’t burden yourself with another field to fill in.

But if you work without classes and then decide to use them after all, you can go back and edit past transactions
to assign classes to them, or just start using classes at the beginning of a new fiscal period. For more help deciding
whether to use classes, see the box below.

UP TO SPEED

Do You Need Classes?

CATEGORIZING
WITH CLASSES

Not every company needs classes, so don’t feel that you have
to use them. You can call on several other QuickBooks features
to help keep track of your business. Each tracking feature has
its advantages, so how do you decide which one(s) to use to
evaluate your performance? Here’s a brief description of each
feature and the best use for it:

+ Accounts. You can use accounts to segregate income and

expenses in several ways. For instance, keep income from
services separate from your product sales by creating two
different income accounts. Accounts are the fastest way
to see performance because QuickBooks’ built-in Profit
& Loss reports (page 448) automatically display results
by account.

Customer, joh, and vendor types (page 87). To analyze
income by wholesale, retail, online, and other types of
customers, classify your customers by type. That way,
you can filter the reports you generate to show results
for a specific kind of customer. However, types are more
limited in scope than accounts—for example, customer
types apply only to customers. Likewise, job types and
vendor types help you categorize only by job and vendor,
respectively.

Classes. Classes cut across accounts, income, expenses,
customers, jobs, vendors, and even time, because you

assign a class to an individual transaction, such as a check,
bill, or invoice. So classes are perfect for categories that
span accounts, customers, vendors, and types. Suppose
the partners in your company help customers implement
technology and tighten their security. You’ve decided to
use separate income accounts to track technology sales
and security sales, and to use customer types to track
work for the government versus the private sector. You
also want to track income and expenses by partner, but
each partner works on all types of service for all types
of customers. Happily, you can create classes to track
partners’ sales and expenses, regardless of which service
they deliver or the type of customer. A “Profit & Loss
by Class” report (page 451) will then tell you how each
partner is performing.

Here’s another example of putting classes to work:
tracking profitability for a monthly publication or event.
Start by creating classes for each month. Then assign
income and expense transactions to the class that
corresponds to the publication month, such as May. That
way, you can track ad income or printing expenses for
the May issue, even if the transactions occur in March,
April, or July.

If you choose to work with classes, be sure to follow these guidelines to get the
most out of them:

* Pick one use for classes. You can assign just one class to each transaction,

and QuickBooks has only one list of classes, so every class should represent
the same type of classification. However, if you want to use classes for two
different purposes—business units and office branches, say—you can create
top-level classes for each business unit and subclasses for office branches
within each top-level class.
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CATEGORIZING * Use classes consistently. Make sure to use classes on every transaction that

WITH CLASSES relates to your classification method. For example, if you classify income and
expenses by partner, assign a class to every invoice and expense that’s related
to a partner’s work; otherwise, your class-based reports won’t be accurate. But
if expenses are overhead and don’t relate to the work partners do, create a class
for overhead and assign that class to all overhead transactions. That way, you
can run a report like Profit & Loss Unclassified to look for transactions where
you forgot to assign a class.

* Create a catchall class. Set up a class like Other so that you can still classify
transactions even if they don’t fit into any of the specific classes you’ve defined.

Turning on Class Tracking

Before you can start assigning classes, you have to turn on QuickBooks’ class-tracking
feature. To see whether classes are turned on, in the main QuickBooks menu bar,
click Lists. If you don’t see a Class List item in the menu, then the class-tracking
feature is turned off. Here’s how to turn it on:

1. Choose Edit—Preferences—Accounting, and then click the Company Pref-
erences tab.

To turn class tracking on, you need to be a QuickBooks administrator, because
classes affect everyone in your organization who uses the program. (If you
aren’t a QuickBooks administrator, you’ll have to persuade someone who is to
turn on classes.)

2. Turnon the “Use class tracking for transactions” checkbox.

When you do that, QuickBooks automatically turns on the “Prompt to assign
classes” checkbox. With this checkbox turned on, if you try to save a transaction
without an entry in the Class field, QuickBooks gives you a chance to add the
class (or save the transaction without one). Turn this checkbox off if you don’t
want to be reminded to assign classes.

3. Click OK to close the Preferences window.
The Class List entry now appears on the Lists menu.
Setting Up Classes
Once you’ve turned on class tracking, here’s how you create classes:
1. In the main QuickBooks menu bar, choose Lists—Class List.
The Class List window opens.
2. Inthe Class List window, press Ctrl+N or click Class—New.

The New Class window opens.
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3. Inthe Class Name box, type a name for the class.

PRICE LEVELS

If you want to create a class that’s a subclass of a parent (to set up subclasses
for each region within a business unit, say), turn on the “Subclass of” checkbox.
Then, in the drop-down list, choose the parent class you want. (Obviously, you
can create subclasses only once you’ve created at least one regular class.)

4. Click Next to create another class, or click OK to close the New Class window.

If you realize you need another class while you’re working on a transaction, you
can create an entry by choosing <Add New> in the Class drop-down list shown in
Figure 7-1.

FIGURE 7-1
L L LR e R After you turn on class tracking, every
«d B FH & Boewaow @ 2 FH E [Pt @ & transaction you create includes a
I Save Delete M i Mark A Print  Email Email Later Attach & .
Fing || New Soe Decic @Mamats  Makse | P Em g S Class field.
To assign a class to a transaction,
cus Y DirtyLaun m - cLasS ACCH 1200 - Acco.. ~
| CUSTOMER ioa_ CLASS | S| ACCOUNT choose one of the classes from the
<Add Mew = .
drop-down list or choose <Add New>.
- C
Invoice JE—
|| Dee Zaster
1y
Justen Case 8824
Lana Labor
Toshiro Smith FO. NO.
ITEM QUANTITY : DESCRIPTICN RATE CLASS AMOUNT

M Price Levels

Whether you give your favorite customers price breaks or increase other customers’
charges because they keep asking for “just one more thing,” you can apply discounts
and markups when you create invoices. But remembering who gets discounts and
how big is tough when you have a lot of customers, and it’s bad form to mark up a
favorite customer’s prices by mistake.

Say hello to QuickBooks’ Price Level List. When you define price levels and assign
them to customers, QuickBooks takes care of adjusting the prices on every invoice
you create. You can also apply a price level to specific lines on invoices to mark up
or discount individual items. For example, suppose you create a price level that rep-
resents a 15 percent discount. If you apply that price level to a customer, the sales
forms you create for that customer automatically discount prices by 15 percent. And
if you apply that price level to a product on a customer’s invoice, the product’s price
gets reduced by 15 percent.
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PRICE LEVELS

Creating a Price Level
To create a price level, do the following:

1.

NOTE

Make sure the Price Level preference is turned on (you have to be a Quick-
Books administrator to turn it on).

If QuickBooks’ Price Level preference is turned off, you won’t see the Price
Level List item in the Lists menu. In that case, choose Edit—Preferences—Sales
& Customers, and then click the Company Preferences tab. Select the Enable
Price Levels radio button, and then click OK.

. Choose Lists—Price Level List.

The Price Level List window opens.

. Inthe Price Level List window, press Ctrl+N or click Price Level—>New.

The New Price Level window, shown in Figure 7-2 (foreground), opens.

. Inthe Price Level Name box, type a name for the level.

If you have a fixed set of discounts, you might name the various levels by the
percentage, like Discount 10 and Discount 20, for example. An alternative is to
name them by their purpose, like Customer Loyalty or User Group Discount.
That way, it’s easy to change the discount amount without changing the price
level’s name.

. Inthe “This price level will” box, choose “increase” or “decrease” depend-

ing on whether you want the price level to mark up or discount items, and
then enter the percentage in the “item prices by” box.

In QuickBooks Pro, the Price Level Type box is automatically set to “Fixed %”
because you can create price levels that increase or decrease prices only by a
fixed percentage, as described in Figure 7-2. See the box on page 145 to learn
about the Per Item price level available in QuickBooks Premier and Enterprise.

. For percentage price levels, in the “Round up to nearest” drop-down list,

choose the type of rounding you want to apply.

The “Round up to nearest” setting is handy if the percentages you apply result
in fractions of pennies or amounts too small to bother with. It lets you round
discounts to pennies, nickels, dimes, quarters, half-dollars, and even whole
dollars (if you really hate making change). The box on page 146 explains other,
fancier kinds of rounding you can apply.

. Click OK to close the New Price Level window.

To create another price level, repeat steps 3-7.

You can’t create price levels on the fly while you’re creating an invoice. The easiest solution to a

missing price level is to adjust the price on the invoice manually. Then, after the invoice is done, add the price
level to your Price Level List.
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Price Level List

TYPE

Extras Fixed % 20.0% All..
Loyalty Fixed % -20.0% All...
Monthly Special Fixed % -20.0% All...
Service Plan Fixed % -15.0% All..

New Price Level

Price Level Name  Most Valued Customer

Price Level Type -

This price level will decrease = itemprices by 25.0%

Round up to nearest -

Use this type of price level i«
or decrease to all your stanc
prices for different customer

FIGURE 7-2

Think of fixed-percentage price levels as standard
discounts or markups. For example, you can create a
price level called Most Valued Customer to discount
prices by 25 percent. Then assign that price level in
the customer record (page 77) of every big spender
you work with.

(Although price levels’ names don’t appear on your
customer invoices, it’s still a good idea to choose
names that are meaningful without being rude.)

POWER USERS’ CLINIC

Per-ltem Price Levels

In QuickBooks Premier and Enterprise, you can create price
levels that apply to individual items in your Item List. To do
that, in the New Price Level window’s Price Level Type drop-
down list, choose Per Item. The window then displays a table
containing all the items in your Item List.

In the Custom Price column, type the price for an item at that
price level. For example, suppose you sell calendars to retail
stores for $5 each. The Standard Price column would show
5.00 for the calendar item. If you’re creating a price level for
nonprofit organizations, you could type 3.50 in the item’s
Custom Price cell so that a nonprofit would pay only $3.50
for a calendar.

If you want to apply percentages to several items in the table
displayed in the New Price Level window, there’s a shortcut for
calculating custom prices:
1. Turnonthe checkboxes for all the items that use the same
percentage increase or decrease.

2. In the “Adjust price of marked items to be” box, type
the percentage. In the drop-down list next to it, choose

“lower” or “higher.” And in the “than its” drop-down
list, choose an entry to tell QuickBooks to calculate the
price level based on the standard price, the cost, or the
current custom price.

3. Click the Adjust button, and QuickBooks fills in the
Custom Price cells for the marked items with the new,
custom prices.

4. To apply different percentages to another set of items,
clear any checkmarks and then repeat steps 1-3.

If you work with more than one currency and turn on the
multiple currency preference (page 656), you can create price
levels for individual items to set their prices in different cur-
rencies. Here’s how: Inthe New Price Level window, choose the
currency in the Currency drop-down list. Then, in the Custom
Price cell, type the price for the item in the foreign currency.
After that, when you add the item to a sales form, simply
choose the currency price level in that form’s Rate drop-down
list, and QuickBooks recalculates the price.

CHAPTER 7: SETTING UP OTHER QUICKBOOKS LISTS

145



CUSTOMER
AND VENDOR
PROFILE LISTS

Applying Price Levels

You can apply price levels in two ways:

* Applying a price level to a customer record (page 77) tells QuickBooks to
automatically adjust all the prices on every new invoice for that customer by
that price level’s percentage (page 235).

+ Applying a price level to line items on an invoice adjusts the prices of those
items whether or not a customer has a standard price level. To do so, in the
Create Invoices window, click an item’s Rate cell, and then choose the price level
you want from the drop-down list.

POWER USERS’ CLINIC

Rounding Price Level Values

When you use percentages to calculate markups and discounts,
the resulting values may not be what you want. The basic
choices in the New Price Level window’s “Round up to nearest”
drop-down list take care of the most common rounding—to
the nearest penny, dime, quarter, dollar, and so on. But other
entries on the list let you give QuickBooks more complex
rounding instructions.

The seven entries that include the word “minus” help you posi-
tion prices at magic marketing points like $29.99 or $1.95. For
example, the “.10 minus .01” entry ensures that the price always
ends in 9. With this setting, if the discounted price comes out to
$8.74, QuickBooks rounds up to the nearest 10 cents ($8.80) and
then subtracts 1 cent, so the rounded value is $8.79.

If you like to undercut your competitors with unusual price
points, in the “Round up to nearest” drop-down menu, choose

“user defined.” QuickBooks then displays several boxes and
options for defining your own rounding:

* The “nearest” drop-down menu. In the unlabeled
drop-down menu below “user defined,” you can choose
“to nearest,” “up to nearest,” or “down to nearest.” “To
nearest” rounds in whichever direction is closest (for
example, rounding from 1.73 to 1.70 or from 1.77 to 1.80).

+ The first § box. Type the value you want to round to, like
.01, .25, or 1.00.

+ Plus or Minus and the second $ box. Select the Plus or
Minus radio button depending on whether you want to
add or subtract money after you’ve rounded the value.
Then, in the second $ box, type the amount you want to
add or subtract from the rounded value. (If you don’t want
to use this feature, just leave the second $ box set to 0.)

I Customer and Vendor Profile Lists

Filling in fields goes much faster when you can choose info from drop-down lists
instead of typing values. The lists that appear on the Customer & Vendor Profile
Lists submenu (to see it, choose Lists—Customer & Vendor Profile Lists) pop up
regularly, whether you’re creating an invoice, paying a bill, or generating a report.
For example, when you create an invoice, QuickBooks fills in the Payment Terms field
with the terms you assigned to the customer’s record (page 76), but you can choose
different terms from the drop-down list to urge your customer to pay more quickly.
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For many of these lists, creating entries involves nothing more than typing the en-
try’s name and specifying whether that entry is a subentry of another. This section
describes how to add entries to each list and how to put these lists to work for you.

Sales Rep List

The Sales Rep List is perfect when you want to assign people as points of contact
for your customers. The people you add to this list can be sales reps you pay on
commission or employees who are dedicated contacts for customers. For example,
if you assign people as sales reps to your customers (page 77) and add the appro-
priate rep to your sales transactions, you can then generate reports by sales rep
(page 597). But first you have to add the names of your sales reps and contacts to
the Sales Rep List.

NOTE If you'd like an add-on program to help you calculate commissions, go to http.//workplace.intuit.
com/appcenter. In the “Search for apps” box, type sales commission, and then press Enter.

To add a name to the Sales Rep List:

1. Choose Lists—>Customer & Vendor Profile Lists—Sales Rep List; inthe Sales
Rep List window that opens, press Ctrl+N or click Sales Rep—New.

The New Sales Rep window opens.

2. In the Sales Rep Name drop-down list, choose a name; in the Sales Rep
Initials box, type the person’s initials.

The Sales Rep Name list displays names from the Employee List, the Vendor
List, and the Other Names List (page 148). QuickBooks automatically fills in
the Sales Rep Type field with Employee, Vendor, or Other Name, depending
on which list the name came from or, if you just added the name, the type you
assigned when you added that person. (The box on page 148 gives hints about
when to use the Other Names List.)

If the name you want doesn’t exist, choose <Add New> at the top of the list.
In the Select Name Type dialog box that appears, select Vendor, Employee, or
Other, and then click OK. Then, in the New Name window that opens, fill in the
Name box and any other fields you want.

3. Click Next to add another sales rep, or click OK to close the New Sales Rep
window.

If you select a name and realize that it’s misspelled, you can edit it right from
the New Sales Rep window: Click Edit Name, and QuickBooks opens the Edit
Employee, Edit Vendor, or Edit Name dialog box so you can change the name.

CUSTOMER
AND VENDOR
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CHAPTER 7: SETTING UP OTHER QUICKBOOKS LISTS

147


http://workplace.intuit.com/appcenter
http://workplace.intuit.com/appcenter

CUSTOMER

AND VENDOR
PROFILE LISTS

GEM IN THE ROUGH

When to Use the Other Names List

If you have more than a few names on your Other Names List,
you’re probably not getting the most out of QuickBooks. In
fact, unless you're a sole proprietor or several partners share
ownership of your company, you can run QuickBooks without
any names on the Other Names List.

The entries in the Other Names List show up in the drop-down
menus for a few types of transactions, such as checks and credit
card charges (page 202). But they don’t appear for other types of
transactions, like invoices, purchase orders, and sales receipts.

So what are Other Names good for? People who aren’t custom-
ers, vendors, or employees—for example, your name as sole
proprietor or the names of company partners. That way, when
you write partners’ distribution checks, you can choose their
names from the Other Names List.

To create an entry on the Other Names List:
1. Choose Lists—0ther Names List.
2. When the Other Names List window opens, press Ctrl+N.

3. Fill in the fields in the New Name dialog box, which
are similar to the ones in the New Customer dialog box
(page 70).

4. (lick OK.

The Other Names List can also serve as a holding tank. If you
aren’t sure which list to put someone on, you can temporarily
add that person to the Other Names List. Then, when you figure
out which list she should be on, you can move her. Because
QuickBooks needs to close all open windows to move people
between lists, it’s best to save this task for a lull in your work-
day. When you’re ready, open the Other Names List window
and click Activities—Change Other Name Types. In the Change
Name Types dialog box that appears, find the person’s name,
and then click the cell in the appropriate column (Customer,
Vendor, or Employee) to assign that type. Click OK to complete
the makeover.

If you realize that you created two entries for the same person
in the Other Names List, you can merge one into the other.
Merging entries in the Other Names List is similar to merging
customers (page 92). The alternative is to make one of the
two entries inactive, as described on page 90, and then use
the other entry for all future transactions.

Customer Type List

Customer types help you analyze your income and expenses by customer category
(page 87). For example, a healthcare provider might create Government and Private
customer types to see how much a change in government reimbursement might

hurt revenue.

You first create customer types in the Customer Type List and then assign one of
those types in each customer’s record. Creating all your customer types up front is

fast—as long as you already know what entries you want to create:

1. Choose Lists—Customer & Vendor Profile Lists—Customer Type List; when

the Customer Type List window opens, press Ctri+N.

The New Customer Type window opens (Figure 7-3).
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New Customer Type FIGURE 7-3
Customer Type  State The only thing you have to fill in here is the Customer Type field.
If this type represents a portion of a larger customer category,
+ Subtype of Cancel " \
turn on the “Subtype of” checkbox, and then choose the parent
ISovemment T Next type. For example, if you have a Government customer type, you
Customerype might create subtypes like Federal, State, County, and so on.
is inactive

2. Enter aname in the Customer Type field.

If the new type is a subtype of another, turn on the “Subtype of” checkbox, and
then choose the parent type from the drop-down list.

3. Click OK if you’re done, or click Next to create another type.

You can also create entries as you work: If you’re creating or modifying a customer
in the New Customer or Edit Customer window, click the Additional Info tab. In the
Customer Type drop-down list, choose <Add New> to open the New Customer Type
window so you can create a new customer type, as shown in Figure 7-3.

Vendor Type List

Vendor types work similarly to customer types—you can filter reports or subtotal
expenses by different types of vendors. For example, if you create a Contractor
vendor type, you could generate a report showing how much you spend on sub-
contractors you hire.

You create Vendor Type entries the way you create Customer Type entries: Choose
Lists—Customer & Vendor Profile Lists—Vendor Type List, and then press Ctrl+N
to open the New Vendor Type window.

TIP To create a new vendor type while you’re creating a vendor, in the New Vendor dialog box, click the
Additional Info tab and then, in the Vendor Type drop-down list, choose <Add New> to open the New Vendor
Type window.

Job Type List

Job types also follow the customer-type lead. You can use job types to classify the
projects you perform for customers, as described on page 87. For instance, you
can filter a Profit & Loss report to show how profitable your spec-house projects
are compared with your remodeling contracts. You create Job Type entries the
way you create Customer Type entries: Open the Job Type List window by choos-
ing Lists—Customer & Vendor Profile Lists—Job Type List, and then press Ctrl+N.
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The Terms List includes both the payment terms you require of your customers and
the payment terms your vendors ask of you. If you assign terms in a customer’s record,
then QuickBooks automatically fills in the Terms box on the invoices you create for
that customer. Likewise, filling in terms in a vendor record means that QuickBooks
fills in the Terms box on bills you enter.

To add a new term, open the Terms List window (Lists—Customer & Vendor Profile
Lists—Terms List), and then press Ctrl+N. The fields that you fill in to create terms
(Figure 7-4) are different from those in other Customer & Vendor Profile lists. The fol-
lowing sections explain the New Terms window’s Standard and Date Driven options.

= New Terms - ox FIGURE 7-4
Terms  10% 5 Net 30 Because payment terms apply to both vendors and custom-
ers, consider using generic names that say something about
@ Standard Cancel the terms themselves.
Netduein 30 days. Next For example, the “10% 5 Net 30” entry shown here is an
Discount percentage is | 10.0% . enticement for early payments because it means that the

Term is inactive amount is due 30 days from the invoice date, but you can

Discountif paid within |5 days. deduct 10 percent from your bill if you pay within 5 days.

) Date Driven

I SETTING UP TERMS USING ELAPSED TIME

The New Terms window’s Standard option is ideal when the payment due date is a
specific number of days after the invoice date (or the date you receive a bill from a
vendor). If you send invoices whenever you complete a sale, choose the Standard
option.

Here’s what the Standard option’s fields do:

* Net due in _ days. Type the maximum number of days after the bill or invoice
date that you or a customer can pay. For example, if you type 30, customers
have up to 30 days to pay an invoice or you have up to 30 days to pay a bill.
If you charge penalties for late payments, QuickBooks uses the value in this
field to figure out when customer payments are late so you can assess finance
charges (page 359).

» Discount percentage is. If you or your vendor offer a discount for early pay-
ments, type the discount percentage in this box.
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» Discount if paid within _days. Type the number of days after the bill or invoice
date within which you or a customer has to pay to receive the early payment
discount.

NOTE When your terms reduce a customer’s bill for early payments, QuickBooks deducts these discounts
in the Receive Payments window (page 352), where the program can determine whether the customer paid
early. If a vendor offers discounts for early payments, you can take advantage of those in the Pay Bills window
(page 195).

I SETTING UP DATE-DRIVEN TERMS

The Date Driven option sets up terms for payments that are due on a specific date,
regardless of the date on the invoice. This option is handy if you or your vendors
send invoices on a schedule—say, on the last day of the month. For example, home
mortgages often assess a late fee if payments arrive after the 15th of the month.

Here’s what the New Terms window’s Date Driven options do:

* Net due before the _ th day of the month. Type the day that the payment is
due. For example, if a payment is due before the 15th of the month, no matter
what date appears on your statement, type 75 in this box.

* Duethe next monthifissued within_ days of due date. Your customers might
get annoyed if you require payment by the 15th of the month and send out your
invoices on the 14th. They would have no way of paying on time—unless they
camped out in your billing department.

You can type a number of days in this box to automatically push the due date to
the following month when you issue invoices too close to the due date. Suppose
payments are due on the 15th of each month and you type 5 in this box. In that
case, for invoices you create between August 10 and August 15, QuickBooks
automatically changes the due date to September 15.

» Discount percentage is. If you or your vendors extend a discount for early
payments, type the discount percentage in this box.

» Discount if paid before the _ th day of the month. Type the day of the month
before which you or a customer has to pay to receive the early payment discount.

Customer Message List

When you create an invoice, you can add a short message to it, such as “If you like
the service we deliver, tell your friends. If you don’t like our service, tell us.” To save
time and prevent embarrassing typos, add your stock messages to the Customer
Message List (Lists—Customer & Vendor Profile Lists—Customer Message List).

In the Customer Message List window, press Ctrl+N to open the New Customer
Message dialog box. This dialog box has only one field—Message—which can hold
up to 101 characters (including spaces).

CUSTOMER
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TIP Don’t use the Customer Message List for notes that change with every invoice (like one that specifies

the date range that an invoice covers) because you’ll fill the list with unique messages and won’t be able to add
any more. If you want to include unique information, do so in the cover letter (or email) that accompanies your
invoice.

Payment Method List

Categorizing payments by the method the customer uses can be handy. For instance,
when you select Banking—Make Deposits (page 368), you can choose to process all
the payments you’ve received via a specific payment method—deposit all the checks
and cash you received into your checking account, say, but deposit the payments
you receive via credit cards to a dedicated merchant account.

You categorize payments by using the entries on the Payment Method List. Quick-
Books starts the list for you with entries for cash, check, credit cards (such as
American Express and Visa), and electronic payments. To add another payment
method—for payments through PayPal, for example—choose Lists—Customer &
Vendor Profile Lists—Payment Method List, and then press Ctrl+N. In the New Pay-
ment Method dialog box, type a name for the method, and then choose a type. For
PayPal, choose Other in the Payment Type drop-down list. The list of types also
includes options like Debit Card, Gift Card, and E-Check.

Ship Via List

When your invoices include the shipping method that you use, your customers know
whether to watch for the mailman or the UPS truck. QuickBooks creates several ship-
ping methods for you: DHL, Federal Express, UPS, and US Mail. If you use another
method, like a bike messenger in New York City or your own delivery truck, simply
create additional entries in the Ship Via List window (Lists—Customer & Vendor
Profile Lists—Ship Via List) by pressing Ctrl+N. In the Shipping Method field (the
only field in the New Ship Method dialog box), type a name for the method, and
then click OK.

TIP If you use one shipping method most of the time, you can have QuickBooks fill in the Shipping Method
field on invoices with that entry automatically. See page 663 to learn about the Usual Shipping Method preference
and the Usual Free on Board location.

Vehicle List

If you want to track mileage (page 175) on the vehicles you use for your business,
create entries for your cars and trucks in the Vehicle List (Lists—Customer & Vendor
Profile Lists—Vehicle List). Press Ctrl+N and then use the Vehicle box to name the
vehicle: Ford Prefect 1982 Red, for example. The Description field holds up to 256
characters, so you can use it to store the VIN, license plate, and even the insurance
policy number.
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— FIXED ASSET
If you want to charge your customers for mileage, see page 178. ITEMS

M Fixed Asset Items

Assets that you can’t convert to cash quickly—such as backhoes, buildings, and
supercomputers—are called fixed assets. If you track information about your fixed
assets in another program or have only a few fixed assets, there’s no reason to bother
with QuickBooks’ Fixed Asset Item List. As you can see in Figure 7-5 QuickBooks
can track info such as when you bought the item and how much you paid. But in
QuickBooks Pro, you have to calculate depreciation (see the box on page 435) for
each asset at the end of the year and create journal entries to adjust the values in
your asset accounts.

FIGURE 7-5

TYPE [ When you buy a fixed as-
. Use for property you purchase, track, and may eventually sell. Fixed assets set, you can create a Fixed

are long-lived assets, such as land, buildings, furniture, equipment, and .
vehicles. Asset item and enter the

asset’s name and purchase

Asset Name/Number AssetAccount info, where you keep it, its
CEE=EHE 1800 - Cat Equipment - serial number, and when
PURCHASE INFORMATION SALES INFORMATION the warranty expires.
Purchase Description  temis @ new ) used Sales Description Item is sold When you create a Fixed
S TEG AT Asset item, QuickBooks
doesn’t automatically add
Date 06/07/2014 B Sales Date the purchase price to the
Cost 25,000.00 Sales Price asset account you choose
VendorPayee AETE Sy TE Sales Expense here. Instead, the account

you choose in your pur-
chase transaction (check
or credit card charge, for
instance) is what adds the

ASSET INFORMATION

Asset Description

Location PO Mumber Serial Number Warranty Expires rchase price to the Fixed
Petaluma 1002 CH25674 [naroarzoﬂ B pu b ) X
Notes Asset account in your chart
of accounts.
NOTE

QuickBooks Premier Accountant edition and QuickBooks Enterprise edition include the Fixed Asset
Manager, which figures out the depreciation on your assets and posts depreciation to an account in your Quick-
Books company file. If you have an accountant prepare your depreciation schedule, then go with the number
your accountant gives you. The depreciation that QuickBooks calculates may be close to, but different from, the
number your accountant calculates.

CHAPTER 7: SETTING UP OTHER QUICKBOOKS LISTS 153



MANAGING
LISTS

When you sell an asset, open the Edit Item dialog box (choose Lists—Fixed Asset Item
List, select the asset you sold, and then press Ctrl+E) and turn on the “Iltem is sold”
checkbox. When you do that, the sales fields come to life so you can specify when
you sold the asset, how much you got for it, and any costs associated with the sale.

If you decide to track the details about your fixed assets outside QuickBooks, you
still need to include the value of those assets in your financial reports. Simply create
Fixed Asset accounts for each fixed asset (page 57) to hold those values. Then,
each year, add a journal entry to record the amount of depreciation for your fixed
assets (page 433).

M Managing Lists

Every list in QuickBooks responds to the same set of commands. As your business
changes, you can add new entries, edit existing ones, hide entries that you no longer
use, and (in some lists) merge two entries into one. If you make a mistake creating
an entry, you can delete it. You can also print your QuickBooks lists to produce a
price list of the products you sell, for example. Using the following techniques, you’ll
be able to do what you want with any list or entry you might need.

Creating Entries

If you're setting up QuickBooks, creating all the entries for a list at the same time
is fast and efficient. Open the New dialog box for the type of list entry you want
(New Customer Type, for example), and you’ll soon get into a rhythm creating one
entry after another.

You can also add new list entries in the middle of bookkeeping tasks without too
much of an interruption. (If you launch a new line of business selling moose repel-
lent, for example, you can add a Burly Men customer type in the middle of creating
an invoice.) But don’t rely on this approach to add every entry to every list—you’ll
spend so much time jumping from dialog box to dialog box that you’ll never get to
your bookkeeping.

Each list has its own collection of fields, but the overall process for creating list
entries is the same:

1. Toopenthe window for the list you want to work on, on the main QuickBooks
menu bar, click Lists, and then select the list you want on the submenu.

For example, to open the Class List window, choose Lists—Class List.

Several lists are tucked away one level deeper on the Lists menu. For lists that
include characteristics of your customers or vendors, such as Vendor Type or
Terms, choose Lists—Customer & Vendor Profile Lists, and then choose the list
you want, as shown in Figure 7-6.
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Double Trouble, Ing

Favorites Company Customers Vendors Employees Banking Repors

Chart of Accounts
Item List

Fixed Asset Item List
Price Level List
Sales Tax Code List
Payroll ltem List
Class List

FIGURE 7-6

To boost your productivity,
take note of the keyboard
shortcuts for lists you're
likely to access most often.
For example, Ctrl+A opens
the Chart of Accounts
window. (Online Appendix
C lists lots of other handy

Currency List keyboard shortcuts.)

Other Mames List
Customer & Vendor Profile
Templates

In addition, when you see
an underlined letter in a
menu entry, you can type
that letter to launch that
feature. For example, when
the Lists menu is open,
press ( to open the Class List
window.

Sales Rep List
Customer Type List
Vendor Type List
Job Type List

Ctrli+T

Memorized Transaction List

Add/Edit Multiple List Entries
Customer Message List
Payment Method List
Ship Via List
‘ehicle List

2. To create a new entry, press Ctrl+N; right-click the list window and choose
New on the shortcut menu that appears; or, at the bottom of the window,
click the button with the list’s name on it, and then choose New.

For instance, to create an entry in the Class List, make sure that the Class List
window is active, and then press Ctrl+N. Or, at the bottom of the window, click
Class—New. Either way, QuickBooks opens the New Class window.

3. After you’ve completed one entry, simply click Next to save the current
entry and begin another. To save the entry you just created and close the
dialog box, click OK.

To toss an entry that you botched, click Cancel to throw it away and close the
dialog box.

NOTE Unlike all the other New windows for lists, the New Price Level window doesn’t include a Next button.

Editing Entries

To modify a list entry, open the window for that list. Then select the entry you want
to edit and press Ctrl+E or double-click the entry. (You can customize the columns
that appear in list windows so it’s easier to see values associated with list entries;
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Customizing Columns in List Windows

you want, and then click OK.

the box below tells you how.) When the Edit dialog box opens, make the changes

Some list entries don’t come with many fields, such as the items
in the Ship Via List, so all you need to see in that list window is
the names of the shipping methods you’ve created. But other
lists, such as Terms, store a plethora of information, including
discounts and days of the month associated with the terms.
Fortunately, you can customize the columns that appear in list
windows so you can see list entries’ values without editing the
entries. Here’s how:

1. At the bottom of the list window, click the button with
the list’s name on it, and then choose Customize Columns.

2. Inthe “Customize Columns - [list name]” dialog box that
appears, in the Available Columns list, select a field you

want to display, and then click Add. The column moves
to the Chosen Columns list.

3. Repeat step 2 to add more columns.
4. To remove a column from the window, in the Chosen
Columns list, select the field, and then click Remove.

5. Tomove afield to another position, select it in the Chosen
Columns list, and then click Move Up or Move Down until
it’s in the position you want.

6. When you’re done customizing, click OK. The fields you
selected appear in the window, as shown in Figure 7-7
(background).

Terms List
DAY OF MONTH DUE

0

TERMS DISCOUNT %

1% 10 Met 30
2% 10 Ne

Customize Columns - Terms List

FIGURE 7-7

You can add, remove, and
reorder the fields in the
Customize Columns dialog

Due on box.
Net191 availanle Columns Chosen Columns The fields are listed from
Net30 | S top to bottom in the Cho-
NG Discount on Day of Month Add = Terms sen Columns list, but they
Tern| Min Days to Pay Day Of Month Due appgar frgm left to right in
Net due days Discount % the list window.
Type
Default

Hiding Entries

Deleting entries is only for discarding entries that you create by mistake. If you’'ve
already used list entries in transactions, hide the entries you don’t use anymore so
your historical records are complete. For example, you wouldn’t delete the “Net 30”
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payment term just because you’re lucky enough to have only Net 15 clients right
now; you may still extend Net 30 terms to some clients in the future.

Hiding list entries that you no longer use does two things:

* Keeps your records intact. Your previous transactions still use the entries
you’ve hidden, so your historical records don’t change.

* Declutters your lists. When you create new transactions, the hidden entries
don’t appear in drop-down lists, so you can’t choose them by mistake.

The methods for hiding and reactivating list entries are exactly the same regardless
of which list you’re working on:

* To hide an entry: In the list’s window, right-click the entry and choose “Make
[list name] Inactive” from the shortcut menu, where [list name] is the list you're
editing, such as Class or Sales Rep. The entry disappears from the list.

* To view all the entries in a list: At the bottom of the list window, turn on the
“Include inactive” checkbox so you can see both active and hidden entries.
QuickBooks adds a column with an X as its heading and displays an X in that
column for every inactive entry in the list. (If no entries are inactive, the “Include
inactive” checkbox is grayed out.)

* Toreactivate anentry: First, display all the entries as described above, and then
click the X next to the entry you want to reactivate. If the entry has subentries,
then in the Activate Group dialog box that appears, click Yes to reactivate the
entry and all its subentries.

Deleting Entries

You can delete a list entry only if nothing in your QuickBooks company file refer-
ences it in any way. To delete a list entry, open the appropriate list window, select
the entry you want to delete, and then press Ctrl+D or, in the main QuickBooks
menu bar, choose Edit—"Delete [list name].” As long as the entry isn’t used in any
records or transactions, QuickBooks asks you to confirm that you want to delete
the entry; click Yes.

If you realize immediately that you didn’t want to delete the entry, press Ctrl+Z to
undo the delete. But if you’ve already performed any other action in QuickBooks,
you can’t undo the deletion. The only way to get the list entry back is to recreate it.

Finding List Entries in Transactions
If QuickBooks won’t let you delete a list entry because a transaction is still using it,
don’t worry—it’s easy to find transactions that use a specific list entry. Here’s how:

1. Openthelist that contains the entry youwantto find and, in the list window,
right-click the entry and choose Find on the shortcut menu.

The Find dialog box opens already set up to search for transactions that use
the list entry you selected.

MANAGING
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The table at the bottom of the Find dialog box displays all the transactions that
use that entry.

3. To modify the list entry a transaction uses, select the transaction in the
table, and then click Go To.

QuickBooks opens the window or dialog box that corresponds to the type of
transaction. If you’re trying to eliminate references to a list entry so you can
delete it, choose a different list entry, and then save the transaction.

Sorting Lists

QuickBooks sorts lists alphabetically by name, which is usually what you want. The
only reason to sort a list another way is if you’re having trouble finding the entry you
want to edit. For example, if you want to find equipment you bought within the last
few years, you could sort the Fixed Asset List by purchase date to find the machines
that you’re still depreciating. Figure 7-8 shows you how to change the sort order.

NOTE Sorting in a list window doesn’t change the order in which entries appear in drop-down lists, unless
you manually sort a list by dragging the diamond icons to the left of list items’ names.

. FIGURE 7-8

@ NANE PURCHASE DA PURCHASE DESCRIPTION ACCOUNT cosT A ) X
+Deep Thought supercomputer 02/04/04 Deep Thought 5 TeraHerizc... | 1710 - Computi... 500,000.00 TO sorta IlSt by a CO/Umn, (IICk
»CatWrangler 06/07/04 CatWrangler 1500 Turbo 1700 - CatEqui..  74,999.00 the column’s heading, such as
T T T R R Purchase Dte.The st tme you

click the heading, QuickBooks sorts
the list in ascending order, and the
small black triangle in the heading
ltem ¥ Activies ¥ Reports ¥  Aftach Include inactive (cirded) points up, as shown here.
To toggle between ascending and
descending order, click the heading
again, and the triangle points down.

As mentioned above, QuickBooks initially sorts lists by their Name columns. If you sort a list by a
different column, you see a gray diamond to the left of the column heading that it used to sort the list initially. For
example, if you sort the Fixed Asset Item List by Purchase Date, a gray diamond appears to the left of the Name
heading, as shown in Figure 7-8. To return the list to the order that QuickBooks originally used, click this diamond.

Printing Lists

After you spend all that time building lists in QuickBooks, you'll be happy to know
that it’s much easier to get information about those lists out of the program than
it was to put it in. For instance, suppose you want to print a price list of all your
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inventory items. QuickBooks makes short work of printing lists or turning them into
files that you can use in other programs.

I BLASTING OUT A QUICK LIST
Here’s the fastest way to produce a list, albeit one that doesn’t give you any control
over the report’s appearance:

1. At the bottom left of a list window, click the button labeled with the list’s
name—Ilike Price Level, for example—and then, in the drop-down menu,
choose Print List (or press Ctrl+P).

QuickBooks might display a message box telling you to try list reports if you
want to customize or format your reports; that method is covered in the next
section. For now, in the message box, click OK. The Print Lists dialog box opens.

NOTE To print Customer, Vendor, or Employee lists, in the Customer Center, Vendor Center, or Employee
Center toolbar, click Print. On the Print submenu, choose an entry, such as Customer & Job List, to print a list of
customers and jobs with their open balances. Choosing Print— Customer & Job Information prints information
about the selected customer or job. And Choosing Print—sCustomer & Job Transaction List prints a report of the
selected customer’s or job’s transactions.

2. To print the list, select the Printer option, and then choose a printer in the
drop-down list. To output the list to a file, choose the File option instead,
and then select the format you want.

If you go with the Printer option, you can specify print settings, as you can in
many other programs. Choose landscape or portrait orientation, the pages to
print, and the number of copies.

If you choose File, you can create ASCII text files, comma-delimited files, or
tab-delimited files (page 685).

3. Click Print.

QuickBooks prints the report or creates the type of file you selected.

I CUSTOMIZING A PRINTED LIST

If the Print List feature described above scatters fields over the page or produces a
comma-delimited file that doesn’t play well with your email program, you’ll be happy
to know that QuickBooks might offer a report closer to what you have in mind. For
example, an Item Price List is only two clicks away.

To access the reports that come with QuickBooks, in the program’s main menu bar,
go to Reports—List, and then choose the report you want. If these reports fall short,
you can modify them to change the fields and records they include, and format
them in a variety of ways. Chapter 23 has the whole story on customizing reports.
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CHAPTER

8

Tracking Time
and Mileage

hen customers pay for your services, they’re really buying your knowl-
W edge of how to get the job done the best and fastest possible way. That’s

why an inexperienced carpenter charges $15 an hour, whereas a master
woodworker who hammers faster and straighter than a nail gun charges $80 an
hour. When it comes right down to it, time is money, so you want to keep track of
both with equal accuracy. Product-based companies track time, too. For example,
companies that want to increase productivity often start by tracking the time that
employees work and what they work on.

There are hordes of off-the-shelf and homegrown time-tracking programs out
there, but if your time-tracking needs are fairly simple, you can record time directly
in QuickBooks or use its companion program, QuickBooks Pro Timer, which you
can provide to each person whose work hours you want to track. The advantage
of tracking time in QuickBooks is that the hours you record are ready to attach to
an invoice (see page 253) or use in payroll (see online Appendix D). In this chapter,
you’ll learn how to record time in QuickBooks itself. Appendix F (available from this
book’s Missing CD page at www.missingmanuals.com/cds) explains the ins and outs
of the standalone Timer program.

If your time-tracking needs outpace QuickBooks’ time-tracking features, Intuit’s marketplace (http://
marketplace.intuit.com) lists about 50 time-tracking solutions that integrate with QuickBooks. Click Search By
Business Need, and then click Time Tracking. You can then specify features you’re looking for by turning on the
checkboxes that appear, such as online access or the ability to track time against projects. Intuit’s App Center
(http://appcenter.intuit.com) also lists a few time-tracking solutions. Type time trackingin the Search box, and then
click the Search button (it looks like a magnifying glass). To search further afield, type keywords like QuickBooks
time tracking into your favorite Internet search engine.
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Mileage is another commodity that many companies track—or should. Whether
your business hinges on driving or merely requires the occasional jaunt, the IRS lets
you deduct vehicle mileage, as long as you can document the miles you deduct.
And you might charge customers for the miles driven in conjunction with the work
you do for them. As you’ll learn in this chapter, QuickBooks can help you track the
mileage of company vehicles; you can then use that info for tax deductions or to
charge customers.

M0 Setting Up Time Tracking

For many businesses, approximations of time worked are fine. For example, employ-
ees who work on only one or two tasks each day can review the past week and log
their hours in a weekly timesheet. But for people with deliciously high hourly rates,
you want to capture every minute spent on an activity.

QuickBooks can help you track time whether you take a conscientious approach
or a more cavalier one. You can choose from two different ways of recording time
within QuickBooks:

* Enter time data in QuickBooks. You can enter time for individual activities or
fill in a weekly timesheet. In the Time/Enter Single Activity dialog box, you can
type in the number of hours for a single activity. The dialog box also includes
a stopwatch, so you can have it track the time you spend working on a task.

* Use QuickBooks Pro Timer’s stopwatch. This program, which comes on the
QuickBooks CD, lets you time activities as you work so you can track your time
to the second—as long as you remember to start and stop the Timer at the right
moments. (If you forget to turn the Timer on or off, you can edit time entries to
correct them.) The best thing about Timer is that you can use it to record time
even when QuickBooks isn’t running. Moreover, you can give a copy of Timer
to all your employees and subcontractors so they can send you time data to
import into QuickBooks.

If you download QuickBooks and want the Timer program, head online to http://support.quickbooks.
intuit.com/support/Articles/HOWI3261to learn how to get it without a DVD.

No matter which technique you use to capture time, the setup is the same: You tell
QuickBooks that you want to track time and then set up the people who need to
track their time (employees and outside contractors alike). You use the customers
and items you’ve set up in QuickBooks to identify the billable time you work. If you
want to track nonbillable time, you need a few more entries in QuickBooks, which
you’ll learn about in the following sections.
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Turning on Time Tracking

If you told QuickBooks that you want to track time when you created your company
file (page 17), the time-tracking preferences and features should be ready to go. To
see whether time tracking is turned on, choose Edit—Preferences—Time & Expenses
(you may have to scroll down to see this category), and then click the Company
Preferences tab shown in Figure 8-1(only a QuickBooks administrator can turn time
tracking on or off). If the Yes radio button below “Do you track time?” isn’t selected,
click it. (If your company file is in multi-user mode, QuickBooks tells you that you
have to switch to single-user mode [page 489] first.)

FIGURE 8-1
Bl catencer 4 Mty Preference Company Preferences If most of your work time
B2 checing is bi{lable, kgep the ."Mark
9 Lton view TIME TRACKING all time entries as billable”
Fience Charge Do yau track time? checkbox turned on. That
@ Yoo ~ Mo way, whenever you start
20 General h B a new time record, the
2B rtegrated Applications Eirst Day of Work Week honday - Billable checkbox will be
&' flems & Invertary + Mark all time entries as billable turned on.
_% Jobs & Estimates On the other hand, if you
& mtivle Curencies charge by the hour for
B Paymerts INVDICING OPTIONS only a couple of projects,
B, Payroll & Employees turn off the “Mark all

Create invoices from a list oftime and expenses ; . .
time entries as billable”

|I|| Reports & Graphs Track reimhursed expenses as income checkbox.
By ssles & customers < Mark all expenses as hillable
Q@ Sales Tax
Default Markup Percentage 0.0%
p Search
E sendForms Default Markup Account -

% Service Connection
Spelling
E 1ax 1009

QuickBooks automatically sets the “First Day of Work Week” box to Monday to
match the Monday-through-Friday workweek of so many businesses. For round-the-
clock services, self-employed people, and workaholics, choose whichever day feels
most like the beginning of the week. For example, many companies on a seven-day
workweek start the week on Sunday. If you use QuickBooks to generate hours for
payroll, you should set the program’s workweek to end on the same day as your pay
periods. For instance, if your payroll cutoff dates are on Fridays, in the “First Day of
Work Week” drop-down list, choose Saturday so that QuickBooks” workweek ends
on Friday, just like your payroll.
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TIP To learn about time-related invoicing options, see page 252.

Setting Up the People Who Track Time

You can’t enter or import people’s time into QuickBooks unless their names appear
in one of your name lists (the Employee List, Vendor List, or Other Names List). If
someone whose time you want to track isn’t on one of those lists yet, here’s how
you decide which list to use:

+ Employee List. Use this list for your employees whether you pay them using
QuickBooks’ payroll features or in some other way.

* Vendor List. Add subcontractors and outside consultants (people or companies
that send you bills for time) to this list, whether or not their time is billable to
customers. (Their time is undoubtedly billable to you.)

» Other Names List. By process of elimination, anyone who isn’t a vendor or an
employee belongs on this list, such as owners who take a draw or partners who
take distributions instead of a paycheck (page 419).

People who enter time in QuickBooks (with a weekly timesheet or in the Time/
Enter Single Activity dialog box, not with the standalone Timer program) need the
program’s permission to do so. When you set up QuickBooks users, you can set their
permissions so they can enter time (page 727).

Setting Up Items and Customers for Time Tracking

The good news is that you don’t have to do any additional item and customer setup
to be able to bill time to your customers. The Service items (page 108) and customer
records (page 70) you create for invoicing also work for tracking billable time. When
you enter time, you choose the Service item you’re working on. QuickBooks then
totals your hours and figures out how much to charge the customer based on the
number of hours you worked and how much you charge per hour for that service.

The only reason you’d need additional items is if you track all the hours that people
work, both billable and nonbillable. For example, if you’re trying to reduce overhead
costs, you might add items to track the time spent on administrative work or provid-
ing customer service, as shown in Figure 8-2. (Page 106 explains how to add items.)
The level of detail you track in QuickBooks for nonbillable activities is up to you.

Here’s how you fill in the New Item dialog box’s fields when you create items to track
time that you don’t bill to a customer:

» Type. Use the Service item type (page 108) because that’s the only one Quick-
Books’ time-tracking feature recognizes.

» Rate. This is where you enter how much you charge for the service. Because no
money changes hands for nonbillable time, leave this field set to O.
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FIGURE 8-2

* Account. You can’t create an item without assigning it to an account, so cre-
ate an expense account (page 56) and call it something like Nonbillable Work
or Overhead Time. If you number accounts, assign the account a number that
places it near the end of your Expense type accounts (like 8230).

* Thisserviceisusedinassemblies oris performed by a subcontractor or part-
ner. If a subcontractor performs nonbillable work for you, turn on this checkbox.
That way, you can assign the subcontractor’s costs to an expense account and
use time tracking to make sure the subcontractor’s bills are correct. For nonbill-
able items performed by owners and partners, leave this checkbox turned off.

M Entering Time in QuickBooks

QuickBooks lets you enter and view time for a single activity or for whole weeks. If
you record time after the fact, a weekly timesheet is the fastest way to enter time
(and you can enter weekly timesheets for more than one person at once). If you
already have one timesheet filled out, you can copy it to speed up your data entry,
as the box on page 171 explains.
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TIME IN To time work as you perform it, the Time/Enter Single Activity dialog box (explained
QUICKBOOKS starting on page 171) is the way to go.

GEM IN THE ROUGH

Time by the Batch

QuickBooks” Weekly Timesheet window lets you create names (Non-Payroll)” if they’re paid another way, such
timesheets for several people at the same time. The only as vendors, contractors, or owners who take an owners’
limitation is that the entries in the weekly timesheet have to draw.

be identical for all the people you select—that is, the same 3. In the “Select Employee, Vendor or Other Name” dialog
customer and job, Service item, notes, class, and hours each box, keep the Manual option selected and then click
day. And if the people are paid through payroll, the Payroll the name of each person you want to add to the batch
item has to be the same, too. timesheet to add a checkmark to the left of their names.
Here’s how to create a batch timesheet: 4. Click OK.

1. In the Home Page’s Employees panel, click Enter Time 5 iy out the weekly timesheet as you would for a single
and then, on the drop-down menu, choose Use Weekly person (see below), and then click Save & Close.
fimesheet. QuickBooks creates a timesheet for each person you selected

2. In the Weekly Timesheet window’s Name drop-down it the information you entered in the timesheet. For ex-
list, choose “Multiple names (Payroll)” if the people are  ampje, if you recorded 40 hours of work in the timesheet, each
paid through your payroll service, or choose “Multiple person now has a timesheet showing 40 hours.

Filling Out Weekly Timesheets

QuickBooks’ weekly timesheet is the fastest way to enter time for several activities
or work that spans several days. Here’s what you do:

1. In the Home Page’s Employees panel, click Enter Time and then, on the
drop-down menu, choose Use Weekly Timesheet.

QuickBooks opens the Weekly Timesheet window.

NOTE Even though you can track time for people other than employees (like contractors), you access
QuickBooks’ time tracking feature from the Employees menu or the Employees panel on the Home Page.

2. Inthe Name drop-down list, choose the person who performed the work.

Because time tracking is rarely limited to only the people with permission to use
QuickBooks, you can enter time for yourself or anyone else. After you choose
a hame, the program displays a timesheet for the current week and shows any
time already entered for that week, as shown in Figure 8-3. (See the box above
to learn how to create a batch of timesheets in one fell swoop.)
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FIGURE 8-3
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Copy Last Sheet Save & Close m Clear a dOWﬂ arrow, pOSi tion

your cursor over the cell
to display a popup tooltip.
You can also drag a corner
of the window to resize it
or click the Maximize icon
(the rectangle) near the
top right of the window to
enlarge it.

3. To enter time for a different week, in the window’s toolbar, click Previous
or Next until the week you want appears.

To choose a week that’s quite a ways in the past, click the calendar icon to the
right of the timesheet’s date range. In the Set Date dialog box that appears,
click the arrows to the left or right of the month heading to move to a past or
future month. Click any date during the week to choose that workweek. For
example, choosing 6 in the March 2015 calendar switches the timesheet to the
week beginning March 2, 2015.

TIP If an earlier timesheet has entries with customers and items that apply to the current timesheet, you

can copy the earlier timesheet as described in the box on page 171.

4. Inthe first blank Customer:Job cell (the first column of the timesheet table),
choose the customer or job associated with the work that was performed,
if applicable.

If the work is billable, choose the customer or job that pays for it. If the time
isn’t billable, you can leave this cell blank or choose the customer you created
to track nonbillable time. Depending on whether you prefer to keep your hands
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on the keyboard or the mouse, you can then move to the Service Item cell by
clicking it or by pressing the Tab key.

5. Inthe Service Item cell, choose the item that represents the work the person
performed.

If you use a QuickBooks’ payroll service and pay employees by the hours they
work, the Payroll Item column appears to the right of the Service Item column,
so you can also fill in the payroll-related item that applies to the time worked.
For example, for billable work, choose a Payroll item such as Salary or Employee
Income. If the hours are for vacation or sick time, choose the Payroll item you’ve
created for that kind of time.

6. In the Notes cell, type any additional information about the work.

If your customers require details about the work performed, store that info in
the Notes cell, which then appears on the invoices you create (see page 255).

TIP To see the entire contents of Notes cells, make sure the “Wrap text in Notes field” checkbox at the bottom

of the Weekly Timesheet window is turned on. That way, each row in the Timesheet table takes up more space,
but you won’t have to position your cursor over every Notes cell to see what it contains.

7. If you use classes to track income and expenses (page 140), in the Class
column, choose one for the work.

This column appears only if you’ve turned on QuickBooks’ class preference. If
you track profit by partner, for example, choose the class for the partner who
handles that customer. If you use classes to track office branches, choose the
class for the branch where the person works.

8. To enter time for a day during the week, click the cell for that day or press
the Tab key until you reach the right cell.

You can enter time in several ways. If you know the number of hours, type them
as a decimal or as hours and minutes. For example, for seven and a half hours,
type either 7.5 or 7:30. QuickBooks displays the hours in the timesheet based
on the time format preference you set (page 651). If you know the starting and
ending time, QuickBooks can calculate the hours for you. For example, if you
type 9-5in a cell, the program transforms it into eight hours when you move
to a different cell (by pressing Tab or clicking another cell).

As you enter time for each day of the week, the Total column on the right side
of the table shows the total hours for each activity. The numbers in the Totals
row below the table show the total hours for each day and for the entire week.

170 QUICKBOOKS 2015: THE MISSING MANUAL



NOTE Each row in a weekly timesheet represents one Service item, one customer or job, and one note. So
if you perform the same type of work for two different customers, you have to enter that time in two separate
rows. You also have to create another row if you want to record a different note for the same customer and the
same Service item. You might do this if, for example, you did web-development work for a customer but want
to differentiate the work you did on its online-store web page and on its marketing web pages.

9. If the time is for overhead or you aren’t billing the customer for the work
and the checkmark in the “Billable?” column is turned on, click it to turn it
off. Conversely, if the checkmark is turned off and the time is billable, click
the checkbox to turn it on.

If you’ve turned on the “Mark all time entries as billable” preference (page 669),
QuickBooks automatically puts a checkmark in the “Billable?” column. If this
preference is turned off, the “Billable?” checkbox is blank unless you click it.

TIP Adding billable time to customer invoices is easy; it’s described in detail on page 252.

10. To save the timesheet, click Save & Close or Save & New.

If you're entering time for a number of people, click Save & New to save the
current timesheet and open a new, blank one. Clicking Save & Close saves the
timesheet and closes the Weekly Timesheet window.

UP TO SPEED

ENTERING
TIME IN
QUICKBOOKS

Copying Timesheets

2. Display the weekly timesheet you want to copy
information into by clicking Previous or Next, or clicking
the calendar icon.

3. At the bottom of the dialog box, click the Copy Last
Sheet button. If the timesheet that’s currently displayed

itis, click Cancel.

People often work on the same tasks from week to week. is empty, QuickBooks fills in all the rows with the
QuickBooks can reduce tedium and mistakes—and save you entries from the person’s last timesheet, including the
time—by copying entries from a person’s previous timesheet. customer, Service item, class, notes, and hours. If the
Here’s how: current timesheet already has values, QuickBooks asks
1. In the Weekly Timesheet window’s Name field, choose whether you want to replace the entries. Click Yes to
the person’s name. replace the entries with the ones from the last timesheet

you opened. Click No to append the entries from the last
timesheet as additional rows in this week’s timesheet.
To keep the currently displayed timesheet just the way

Entering Time for One Activity

Entering time in the Weekly Timesheet window is quick, but the width of the columns
makes it hard to see which customer and Service item you’re tracking. If you prefer
readability to speed, the Time/Enter Single Activity dialog box is a better choice. It
even includes a stopwatch you can use to time your work.
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activity. If you grow tired of this form of time entry, then in the dialog box’s toolbar, click Timesheet to switch to
the Weekly Timesheet window. The weekly timesheet that appears is for the person you selected in the Time/
Enter Single Activity dialog box and the week that includes the selected day.

TIP

Here’s how to enter time for one activity at a time:

1. In the Home Page’s Employees panel, click Enter Time and then, on the
drop-down menu, choose Time/Enter Single Activity.

The Time/Enter Single Activity dialog box opens to today’s date.

2. If youwanttorecordtime for a different day, theninthe Date field, click the
calendar icon and choose the date when the work took place.

When you first open the Time/Enter Single Activity dialog box, QuickBooks
selects all the text in the Date box. You can replace that date by simply typing
a new one, like 3/6/15.

3. Inthe Name drop-down list—whichincludes vendors, employees, and names
from the Other Names List—select the person who performed the work.

Employees and other names are near the end of the list.

When you first open the Time/Enter Single Activity dialog box, it includes the Payroll Item field. If
you select an employee who’s paid based on her time (see online Appendix D on this book’s Missing (D page at
www.missingmanuals.com), then use this field to select the Payroll item to which the time applies so that the
time data generates the values on the person’s paycheck. If you choose the name of a person who /sn’t paid
based on her time, then the Payroll Item field disappears.

4. In the Customer:Job drop-down list, choose a customer or job.

|f someone performs work for a real customer or job, choose that customer or
job whether or not you bill the time. To track overhead time, you can create a
customer (page 70) called something like Overhead.

5. Ifthetimeis billable and the “Billable?” checkbox in the upper-right corner
of the window is turned off, click it to turn it on. For nonbillable time, make
sure the “Billable?” checkbox is turned off.

If you’ve turned on the “Mark all time entries as billable” preference (page 669),
QuickBooks puts a checkmark in the “Billable?” checkbox automatically. If that
preference is turned off, the “Billable?” checkbox is blank unless you click it.

6. In the Service Item drop-down list, choose the item that represents the
work performed.

Choose the appropriate item, whether it’s one you use to invoice customers or
a nonbillable item you created to track overhead activities. When you’re done,
press the Tab key to move to the Duration box (or just click it).
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7. In the Duration box, enter the hours worked. TIME IN
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If you pressed Tab to move to the Duration box, QuickBooks automatically se-
lects the contents of the box, so you can simply type the hours worked. If you
clicked the Duration box instead, drag to select its contents.

Enter hours as a decimal or as hours and minutes, such as 5.5 or 5:30. Or, if
you know the starting and ending times, type the range to have QuickBooks
calculate the hours. For example, if you type 77-5, the program converts it to
6:00 when you tab or click away from the Duration box.

If you work in QuickBooks most of the time, you can also use the Time/Enter
Single Activity dialog box to time your work, as shown in Figure 8-4.

Time/Enter Single Activity FIGURE 8-4
@ Previous ® Next | Spelling [ Timesheet )

To time your current
activity, the Date field has
to be set to today, since
you can’t run a stopwatch
CUSTOMER:JOB  CamouflageCoverups001 - CLASS - for work performed ona
different day. To start tim-
ing, click the Start button,
which is grayed out here.

NOTES You’ll see the seconds that
@ 04 : 0 3 o are passing to the right of
the Duration box (where
it says “55” here) to show
<L Stop e that QuickBooks is timing
your work. To pause the
Save & Close Clear stopwatch, click Pause;
click Start to start timing
again. When you finish the
task, click Stop. As long as
the stopwatch isn’t timing,
you can edit the time by
typing the time you want.

DATE g7RANZ ] «© noTBILLED

NAME | Justen Case - «| Billable

SERVICE MEM  Security services:Background Ch -

DURATION

If you click Previous at the top of the Time/Enter Single Activity dialog box to display another single
activity for today and then click Start, the stopwatch feature starts adding additional time to what you’ve already
recorded.

8. If you track classes, in the Class field, choose the appropriate one. (This
field appears only if classes are turned on.) To add notes about the activity,
type them in the Notes box.

These notes appear in the Notes column of the Weekly Timesheet window and,
for billable work, appear on invoices you generate from time worked.
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9. To save the transaction, click Save & New or Save & Close.

When you click Save & New, the saved activity represents time for only one day.
To record time for another day’s work (even if it’s for the same worker, customer,
and Service item), you have to create a new activity.

M Running Time Reports

Customers don’t like being charged for too many hours, and workers are quick to
complain if they’re paid for too few. So before you use time records either for billing
customers or feeding your payroll records, it’s a good idea to generate reports to
make sure your time data is correct. (Online Appendix D—available from this book’s
Missing CD page at www.missingmanuals.com/cds—explains how to set up employ-
ees in QuickBooks so their reported time links to your QuickBooks payroll service.)

To generate a time report in QuickBooks, choose Reports—Jobs, Time & Mileage,
and then select the report you want. Here are the ones you can choose from and
what they’re useful for:

* Time by Job Summary. If you bill by the job, this handy report shows hours by
customer or job, summarized by Service items, which helps you review the total
hours worked on a job during a given period. Because of its high-level view,
this report is perfect for spotting time charged to inappropriate Service items
or hours that exceed job limits. Overly high or low hours—or Service items that
don’t belong on a job—are red flags for data-entry errors. If hours seem too
high or low, you can drill down with the Time by Job Detail report (described
next) to investigate.

* Time by Job Detail. Use this report to verify that hours were correctly set as bill-
able or nonbillable. It’s grouped first by customer/job, and then by Service item,
but each time entry shows the date the hours were worked, who performed the
work, and whether the work is billable (the billing status is listed as Unbilled for
billable hours not yet invoiced, Billed for invoiced billable hours, or Not Billable).

* Time by Name. This report shows the hours people have worked on each
customer or job, as shown in Figure 8-5. QuickBooks initially sets the report’s
date range to This Fiscal Year-to-date, but if you want to check timesheets for
accuracy, you can change it to Last Week, This Week, or whatever time period
you want. If a person reports too many or too few hours for a period, use the
Weekly Timesheet window (page 168) to look for signs of inaccurate or miss-
ing time reports.

* Time by Item. This report groups hours by Service item and then by customer
or job. You can use this report to analyze how your billable and nonbillable time
is spent, either to cut unproductive activities or to determine staffing needs.
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B FIGURE 8-5
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M Tracking Mileage

If you charge customers for mileage, keeping track of the billable miles you drive
helps you get all the reimbursements you’re due. But all business-related mileage is
tax-deductible, so tracking nonbillable business mileage is important, too. Custom-
ers and the IRS alike want records of the miles you drive, and QuickBooks can help
you produce that documentation.

NOTE QuickBooks’ mileage-tracking feature is intended for tracking the miles you drive using company
vehicles (and, if you run your own company, the business miles you drive using your own car), not other vehicle
expenses, such as fuel or tolls. Likewise, you don’t use QuickBooks to record miles driven by employees, vendors,
or subcontractors, which instead go straight to an expense account. For example, if a vendor hills you for mileage,
when you enter the bill in QuickBooks (page 186), you assign that charge to an expense account you’ve created
for such things, such as Travel-Mileage. Or when you write a check to reimburse an employee for mileage driven,
you assign that reimbursement to the expense account for mileage.
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MILEAGE . . ) ) )
To track mileage for a company vehicle, you first have to add the vehicle to Quick-
Books’ Vehicle List. Here’s how:

1. Openthe Vehicle List window by choosing Lists—>Customer & Vendor Profile
Lists—Vehicle List.

2. To add a new vehicle, press Ctrl+N or click Vehicle—New.
The New Vehicle window (Figure 8-6) opens.
3. In the Vehicle field, type a name for the vehicle.

To easily identify your company cars and trucks, include the type of vehicle
and a way to differentiate it from others. For instance, if your company’s cars
are all white Jeeps, use the license plate number as the name rather than the
make and color.

Vehicle List FIGURE 8-6
BESCRIFTION QuickBooks doesn’t want to
Geol 1999 Geo tracker for stakeouts know much about company
Hummer1 2002 H2 with camo paint vehicles. All you have to do
Hummer2 T is give the vehicle a name. If
\ A, /) . .
Taurus1 EW VEnice you like, you can add details
Enter the name or identification number of the vehicle for which you “ in the Description box.
want to track mileage.
e After you click OK, the vehicle
= Vehicle  Crown Vic1 takes its place in the Vehicle
Shicke 1 List (shown in the background
Description Next ist (shown in the backgroun,
here).
Intimidating cop-like car &

Vehicle is inactive

4. In the Description box, type additional info such as the year, make, model,
license plate number, or vehicle identification number (VIN).

To change this information later, in the Vehicle List window, double-click the ve-
hicle’s name and then, in the Edit Vehicle dialog box, edit the name or description.

5. Click OK.

That’s it. The name and description appear in the Vehicle List window.
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Setting the Mileage Rate

For tax purposes, you can deduct mileage expenses based on a standard rate or
by tracking the actual costs of operating and maintaining your vehicles. Using a
standard mileage rate is convenient—simply multiply the miles you drove by this rate
to calculate your vehicle deduction. The box on page 178 explains how you charge
customers for mileage if your mileage charge differs from the IRS standard rate.
(You don’t have to set a mileage rate to record the miles you drive, but you’ll need
a rate in place before you run your tax reports.)

TIP If you own an expensive car with expensive maintenance needs, actual costs might provide a larger
deduction than the IRS’s standard rate. (You can deduct either the standard-rate amount oryour actual costs, not
both.) But to deduct what you spend on gas, tires, repairs, insurance, and so on, you have to keep track of these
expenses. As usual, the tax rules for deducting operating and maintenance costs are, well, taxing. So before you
choose this approach, ask your accountant or the IRS if you can deduct actual costs and whether it’s the best
approach.

QuickBooks stores multiple mileage rates along with their effective dates, because
standard mileage rates usually change at the beginning of each calendar year. Here’s
how to set a mileage rate:

1. Choose Company—Enter Vehicle Mileage.
The Enter Vehicle Mileage window opens.
2. Inthe window’s toolbar, click Mileage Rates.

QuickBooks opens the Mileage Rates window shown in Figure 8-7.

FIGURE 8-7
The IRS issues standard mileage rates for calculating vehicle expenses. The QuickBooks displays the most recent standard
rates can change several times peryear. Click Help to find out how to abtain the m”eage rate at the top of this table and lists older
latest mileage rate information. 3

rates below it.

Enter the latest effective date and rate.

EFFECTIVE DATE : RATE

0.56|‘k
0101113 0.565
0101112 0.555
07i01111 0.555
010111 0.51
v

Delete Entry

Mote: Intuit recommends that you consultwith your accountant or the IRS to verify
how yau should use the vehicle mileage data for preparing your taxes.

Close Help
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3. To add a new rate, click the first blank Effective Date cell at the bottom of
the list, and then choose the date that the new mileage rate becomes ef-
fective, such as 1/1/2015.

You can either type the date or click the calendar icon.
4. In the Rate cell, type the rate in dollars, such as .56 for 56 cents.

The mileage rate is 56 cents per mile beginning January 1, 2014, as documented
on the IRS website, www.irs.gov. If you’re reading this after 2014, be sure to
check that site to see whether this rate has changed.

5. Click Close.

When it’s time to prepare your tax return, you can run the Mileage by Vehicle
Summary report to see the miles driven for each company vehicle and the result-
ing mileage deduction. To calculate your deduction, QuickBooks multiplies the
recorded miles by the mileage rate that was in effect when they were driven.

FREQUENTLY ASKED QUESTION

Mileage Rates and Invoice Items

What ifthe IRS’s rate is different from the rate | charge custom-
ers for mileage?

The rates you enter in the Mileage Rates window (page 177)
are the standard rates set by the IRS for tax purposes. The IRS
doesn’t care one whit what you charge your customers for
miles, so you can charge them whatever you want. And you
don’t have to record mileage driven to do that.

For the reimbursable miles that you drive, you need to create a
Service or Other Charge item in your Item List. (Why? Because,
in the Enter Vehicle Mileage window, the Item drop-down list
includes only these two types of items.) When you create the

item, you can assign it the rate that you charge customers
per mile or, if you charge variable mileage rates, leave the
rate at zero.

For an Other Charge item, the “Amount or %” box is the place
to enter the mileage rate, as shown in Figure 8-8. (For a Service
item, use the Rate box instead.) In the Account box, choose the
income or expense account you use for reimbursable mileage,
whether it’s specific to mileage or a catchall reimbursable cost
account. Then you can either record mileage driven using this
item or simply add the item to an invoice and fill in the quantity
cell with the miles you drove.

Recording Mileage Driven

Once you’ve added a vehicle to the Vehicle List, you’re ready to record mileage.
Here’s how you fill in the Enter Vehicle Mileage window to record billable and non-
billable miles you’ve driven:

1. Openthe Enter Vehicle Mileage window (Company—Enter Vehicle Mileage)
and then, in the Vehicle box, choose the vehicle that you drove.

If you forgot to add the vehicle to QuickBooks’ Vehicle List, you can create it
now by choosing <Add New> from the drop-down menu.
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2. In the Trip Start Date and Trip End Date boxes, choose when you started
and completed the trip.

If you're recording mileage for one day of onsite work, choose the same day in
both boxes. On the other hand, if you used a company car to drive to another
city for several days, the Trip Start Date is the day you headed out of town and
the Trip End Date is the day you returned.

3. In the Odometer Start and Odometer End boxes, type what the vehicle’s
mileage was before you began driving and what it was when youreturned, as
shown in Figure 8-9. Or just type how far you drove into the Total Miles box.

If you fill in the Odometer boxes, QuickBooks automatically calculates the miles
you drove and plops that number in the Total Miles box.

; FIGURE 8-9
@ Previous B Next ‘ Spelling [Z, Vehicle List (2) Mileage Rates [ Mileage Reports ~
If you usually forget to check
WEHICLE  Hummer1 ~  CUSTOMERJOE  EnergeticEventsO0N:Go Figure Gala ~ @ NOT BILLED your starting mileage, you can
S o 2 Eilatie ignore the Odometer Sta(t and
How s this itern used? Odometer End boxes entirely.
TRIP END DATE [N ] s . Instead, in the Total Miles box,
type the mileage you drove,
CLOMETER STeRT bl wores (BaE T such as 1,586 for a 1,586-mile
CDOVETER END 104,700 trip for your customer. You

can type the mileage with or
without commas (1,586 or 1586).

TOTAL MLES 1,586

Save & Close m Clear
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REPORTS The drawback to filling in the Enter Vehicle Mileage dialog box’s Total Miles field is that your mileage

record doesn’t include the odometer readings that the IRS wants to see. But if every mile you drive is for business,
you can prove your deduction by showing the IRS an odometer reading at the beginning of the year and one at
the end of the year.

4. If your mileage is billable to a customer or job, turn on the Billable check-
box. Then, in the Customer:Job box, choose the customer or job to which
you want to assign the mileage and, in the Item drop-down list, choose the
item you created for mileage (see the box on page 178).

If the mileage isn’t billable to a customer, keep the Billable checkbox turned off
and leave the Customer:Job and Item boxes blank.

5. If you track classes, then in the Class box, choose the appropriate one.

For example, if you use classes to track branch performance, choose the class
for the branch the vehicle belongs to. However, if you track partner income with
classes and the mileage is nonbillable, you don’t need to assign a class (or you
can choose a class you set up for overhead).

6. Todocumentthereasonforthe mileage, type detailsinthe Notes box. Then,
to save the mileage and close the dialog box, click Save & Close.

If you want to enter additional mileage for other customers and jobs, click Save
& New instead.

I Generating Mileage Reports

Mileage reports come in handy when you prepare your taxes or if your customers
question their mileage charges. These reports are simple, mainly because you don’t
track that much mileage information in QuickBooks. You can generate mileage
reports by choosing Reports—Jobs, Time & Mileage, and then selecting a report.
Or, if you have the Enter Vehicle Mileage window open, in the window’s toolbar,
click the down arrow to the right of the Mileage Reports button and select a report.

Here are the reports you can choose and what they’re useful for:

* Mileage by Vehicle Summary. For your tax documentation, this report shows
the total miles you drove each vehicle and the corresponding mileage expense
(which QuickBooks calculates using the standard IRS mileage rate in effect at
the time). The date range is initially set to This Tax Year. If you wait until after
January 1to gather your tax documentation, then in the Dates box, choose Last
Tax Year instead.
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* Mileage by Vehicle Detail. This report shows each trip that contributed to a
vehicle’s mileage. For each one, it includes the trip’s end date, miles driven,
mileage rate, and mileage expense. If you have questions about your deduc-
tions, double-click an entry to open the Enter Vehicle Mileage window for that
transaction.

* Mileage by Job Summary. If you charge customers for mileage, run this re-
port to see both total miles driven and the billable mileage by customer and
job. QuickBooks uses the rate you set in the Service or Other Charge item to
calculate the billable amount.

» Mileage by Job Detail. If a customer has a question about mileage you charged,
this report is the quickest way to find those charges. The report groups mileage
by customer or job but lists each trip in its own line. The report shows each
trip’s end date, miles driven, billing status, mileage rate, and billable amount, so
you can answer almost any mileage-related question a customer might have.
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CHAPTER

9

Paying for Expenses

envelopes containing payments, they usually find more containing bills. One
frustrating aspect of running a business is that you often have to pay for the
items you sell before you can invoice your customers for the goods.

Q Ilthough most small business owners sift through the daily mail looking for

If you want your financial records to be right, you have to tell QuickBooks about the
expenses you’ve incurred. And, if you want your vendors to leave you alone, you
have to pay the bills they send. Paying for expenses can take several forms, and
QuickBooks is up to the challenge.

This chapter explains your choices for paying bills (now or later) and describes how
to enter bills and record your bill payments. If you pay right away, you'll learn the
QuickBooks procedures for writing checks, using a debit or credit card, and paying
with cash, among other options. If you enter bills in QuickBooks for payment later,
you’ll learn how to handle the recurring ones, such as rent, as well as reimbursable
expenses and inventory. QuickBooks is happy to help you through every step of the
process: entering bills you receive if you want to pay later, setting up bill payments,
and even printing checks you can mail to vendors.

B When to Pay Expenses

When it comes to handling expenses, you can pay now or pay later; QuickBooks has
features for both options. (You can choose to not pay bills, but QuickBooks can’t
help you with collection agencies or represent your company in bankruptcy court.)
Here are the pros and cons of each approach:
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» Pay now. If bills arrive about as infrequently as meteor showers, why not pay
each one immediately so you're sure they’re paid on time? In QuickBooks, paying
right away means writing a check, entering a debit card transaction, entering
a credit card charge, making an online payment, or using money from petty
cash—all of which are described in this chapter. When you pay immediately, you
don’t have to enter a bill in QuickBooks; you can simply record the expense-
payment transaction.

NOTE When you’re out of the office and pay for something by charging it to a credit card or writing a check
by hand, simply enter that transaction in QuickBooks without entering a corresponding bill. (See page 214 for info
on recording payments made with debit cards, PayPal, and so on.)

» Pay later. If bills arrive as steadily as orders at the local coffee shop, you'll prob-
ably want to set aside time to pay them all at once when it won’t interfere with
delivering services or selling products. What’s more, most companies don’t
pay bills until just before they’re due—unless there’s a good reason to (like an
early payment discount). Setting up vendor bills for later payment is known as
using Accounts Payable because you store the unpaid expenses in an Accounts
Payable account.

In QuickBooks, entering bills for later payment delivers all the advantages of
convenience and good cash management. You can tell the program when you
want to pay bills—for instance, to take advantage of an early payment discount
or the grace period that a vendor allows. Then you can go about your business
without distraction, knowing that QuickBooks will notify you when bills are on
deck for payment.

Once you decide whether you’re going to pay bills now or later, use that method
consistently. Otherwise, you could pay for something twice by entering a bill in
QuickBooks and then, a few days later, writing a paper check for the same expense.
To prevent duplicate payments, always enter bills you receive in the mail (or email)
as bills in QuickBooks and pay them by using the Pay Bills feature (page 194). The
Enter Bills window (Figure 9-1) includes a list of recent transactions, which you can
use to look for payments you’ve already made.

M Entering Bills

At first glance, entering bills in QuickBooks and then paying them later might seem
like more work than just writing checks. But as you’ll learn in this chapter, there
are several advantages to entering bills in QuickBooks, and the program makes it
incredibly easy to pay them.
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FIGURE 9-1

The Terms field (circled)
shows the payment terms
from the vendor’s record
(page 84). If you haven’t
assigned payment terms
to a vendor, you can do
s0 right in the Enter Bills
window by simply clicking
the Terms field’s down
arrow and choosing from
the drop-down list that
appears. When you save
the bill, QuickBooks asks
if you want the new terms
to appear the next time.
The program is asking
whether you want to save
the terms to the vendor’s
record; click Yes.

To get started, open the Enter Bills window using any of the following methods:
* On the Home Page, in the Vendors panel, click Enter Bills.
* Choose Vendors—Enter Bills.

* In the Vendor Center window’s icon bar, click New Transactions—Enter Bills.

TIP

Many of your bills are due at the same time every month, and some are even the same amount every

month, such as your office rent. Bills like these are perfect candidates for QuickBooks’ memorized transaction
feature, which memorizes bills so you can reuse them. With a memorized transaction, you can tell QuickBooks
to remind you when a bill is due or even record it automatically without any action on your part. You can even
create a group of bills so that you can process all the bills due on the same day of the month with just a click or
two. See page 321 for the full scoop on these handy timesavers.

The fields in the Enter Bills window are similar to the ones on invoices you create. In
fact, if your vendors use QuickBooks, the bills you receive are just another company’s
QuickBooks invoices (see Chapter 10) or statements (see Chapter 11).
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This section explains how to enter bills for services you’ve hired someone to perform
and non-inventory items you’ve purchased, such as products you purchase specifi-
cally for a customer or job. (The process of purchasing and paying for inventory
items is similar but a tad more complicated; it’s explained on page 518.) Here’s how
to enter all your non-inventory bills in QuickBooks:

1. In the Enter Bills window’s Vendor drop-down list, choose the vendor who
billed you.

Above the Bill area, QuickBooks automatically chooses the Bill option so you
can record a vendor bill. (You’ll learn about recording credits from vendors
on page 217.) The program also turns on the Bill Received checkbox. Turn this
checkbox off only if you receive a shipment of inventory without a bill; you’ll
learn how to deal with such shipments on page 530.

If you set up any pre-fill accounts in the vendor’s record (page 85), QuickBooks
automatically adds them to the Expenses tab of the table near the bottom of
the Enter Bills window.

2. If you have open purchase orders with the vendor you selected, the Open
POs Exist message box appears. If the bill corresponds to one or more of
those POs, in the message box, click Yes.

Page 527 explains how to record bills that correspond to purchase orders
you’ve created.

3. In the Date box, type or select the date you received the bill.

If you specified payment terms in the vendor’s record (page 84), QuickBooks
uses the date you enter in the Date box to figure out when the bill is due and
fills in the Bill Due field, as shown in Figure 9-1. For example, if the bill date is
5/6/2015 and the vendor’s payment terms are Net 30, the bill is due 30 days
after the bill date—6/5/2015.

If the date that QuickBooks fills in doesn’t match the due date on the bill you
received, then in the Bill Due field, enter the date printed on the vendor’s bill—
it’s the one to go by.

TIP The Vendor tab on the right side of the Enter Bills window summarizes the vendor’s info and your recent

transactions with that vendor. The Summary section shows your balance (the total amount you owe the vendor)
and open purchase orders with that vendor. If you see any info you want to change, like the terms or address,
click the Edit button (its icon looks like a pencil) to open the vendor’s record in the Edit Vendor dialog box. The
Vendor tab’s Recent Transactions section lists bills, bill payments, credits, and other transactions, which is a great
way to catch that you have a credit available or have already paid the bill you’re about to enter. To open one of
these recent transactions in its corresponding window, click a link, like the “Bill” link labeled in Figure 9-1.
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4. In the Ref. No. box, type the vendor’s invoice number, the statement date, ENTERING
or another identifying feature of the bill you’re paying. BILLS

The Ref. No. box accepts any alphanumeric character, not just numbers, so you
can type in things like “1242,” “Invoice 1242,” or “Statement 3/31/2015.”

If you want to include additional notes about the bill, type them in the Memo box.
5. In the Amount Due box, type the total from the bill.

The only time you’d type a different amount is when you take a discount that
the vendor forgot to apply or deduct a portion of the bill because the goods
were defective.

In the lower half of the Enter Bills window, QuickBooks initially displays the
Expenses tab, which is where you enter information about expenses such as
utility bills, office supply bills, and attorney’s fees. If you assign only one pre-fill
account (page 85) to this vendor, QuickBooks automatically fills in the first cell
in the table’s Amount column with the Amount Due value.

NOTE The section “Entering Bills in Foreign Currencies” on page 188 tells you what to do when you receive
a bill from a vendor who uses a different currency.

6. Inthe first cell of the Expenses tab’s Account column, choose the expense
account from your chart of accounts that corresponds to the first expense
on the bill.

When you click a cell in the Account column, a down arrow appears. Clicking
the arrow displays a drop-down list of every account in your chart of accounts,
but QuickBooks automatically displays the expense account section of the list.
To choose a different expense account—the one for your legal fees, say—scroll
in the drop-down list and click the one you want.

7. Ifthe bill covers several types of expenses (such as airfare, lodging, and your
travel agent’s fees), in the first Amount cell, type the amount that belongs
to the expense account in that row.

If you assign more than one pre-fill account to a vendor, QuickBooks subtracts
the amount you typed in the first row from the total amount due and puts the
remaining amount in the second row. Bottom line: You have to type the amounts
in each row’s Amount cell.

8. If an expense relates to a job, in the Customer:Job column, choose the
customer or job.

If you fill in the Customer:Job cell, QuickBooks puts a checkmark in the “Bill-
able?” column. If you don’t want to charge the customer for the expense, click
the checkmark to remove it.
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TIP T you’re recording reimbursable expenses, which will eventually appear on a customer’s invoice (page
252), be sure to type a meaningful description in each Memo cell in the table. QuickBooks uses the text in this cell
as the description of the expense on your invoice. If there’s no Memo text, your invoice includes charges without
descriptions, which are bound to generate a call from the customer.

9. If you’re tracking classes, choose the appropriate class for the expense.

The Expenses tab’s Class column appears only if you use QuickBooks classes
(page 140).

10. Ifthe bill you’re entering includes different types of expenses, repeat steps
6-9 to add a row for each type, as shown in Figure 9-2.

As soon as you finish one row in the table, QuickBooks fills in the Amount cell
in the next row with the amount that’s still unallocated. For the first through
the next-to-last row, you have to edit the amount that the program fills in to
match your expense. The amount QuickBooks enters in the last row should be
correct if you haven’t made any typos.

If the multiple accounts and amounts are hopelessly mangled, at the top of the
Enter Bills window, click Clear Splits to clear the table so you can start over.

11. To add an item to a bill—such as a Service, Non-inventory Part, or Other
Charge item—click the Items tab. In the first cell of the Item column, choose
the item you want to add, and then fill in the other cells in the row, as you
did on the Expenses tab.

The program fills in the Description and Cost cells with the values from the item’s
record. If you want, you can type a different description and enter a new cost.

12. Click Save & Close to save the bill and close the window.

Or, if you have other bills to enter, click Save & New to save that bill and display
a new, blank one.

Entering Bills in Foreign Currencies

Before you can enter bills with values in foreign currencies, you have to turn on
QuickBooks’ multiple currencies preference by choosing Edit—Preferences—Multiple
Currencies, clicking the Company Preferences tab, and then selecting the “Yes, |
use more than one currency” option (see page 656 for details). After that, you can
assign a currency to each vendor. In the New Vendor or Edit Vendor window (page
84), below and to the right of the Vendor Name box, choose the currency that the
vendor uses.

Once you do that, the Enter Bills window displays the vendor’s currency in several
places. It appears in the window’s title bar and to the right of the vendor’s name, as
shown in Figure 9-3. The Amount Due box also shows the foreign currency to the
left of the amount, with the corresponding value in your home currency below it.
And the Expenses and Items tabs both show the foreign currency to indicate that
the values you enter are in that currency.
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Here’s how to fill out a bill a vendor submitted in a foreign currency:

1. Download the most recent exchange rates for the currencies you use.

See page 461to learn how to enter or download currencies and exchange rates
into the Currency List.

Click to modify last entry FIGURE 9-2
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2. In the Enter Bills window’s A/P Account box, choose the Accounts Payable
account that corresponds to the foreign currency.

When you assign a currency to a vendor in the New Vendor or Edit Vendor
window, QuickBooks automatically creates a separate Accounts Payable ac-
count for that currency.
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EN;-IIIE_EISNG 3. Inthe Amount Due box, type the bill’s value in the foreign currency.

4. On the Expenses and Items tabs’ Amount cells, type the amounts in the
foreign currency.

Enter Bills
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5. Below the Expenses and Items tabs, in the “Exchange Rate 1 [currency] =”
box, type the exchange rate from the foreign currency to your home currency.

In Figure 9-3, that’s Chinese yuan renminbi to U.S. dollars.

6. Click Recalculate at the top of the window to calculate the bill’s total in
your home currency.

QuickBooks recalculates the total based on the value in the Exchange Rate field.
7. Click Save & Close to save the bill.

Click Clear to clear all the fields and start over.
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TIP You can’t change a vendor’s currency after you’ve recorded your first transaction for that vendor. To
switch to a different currency, you have to create a new vendor record that uses the new currency. The alternative
is to calculate the bill’s values in your home currency based on the going exchange rate, and then enter the bill
in QuickBooks with those converted values.

¥ Recording a Deposit to a Vendor

Suppose a vendor requires you to pay a deposit before it will deliver a service or
product. In QuickBooks, you can record the deposit payment so it shows up as a
credit to that vendor. Then, when the bill arrives, you can apply that credit to the
bill. Here’s what you do:

1. Write a check (page 202), enter a credit card charge (page 213), or use an-
other payment method (page 214) to pay the deposit. Choose the vendor’s
nameinthe “Pay to the Order of,” “Purchased From,” or other corresponding
name field, depending on the transaction you’re recording.

If you have an open purchase order for items from that vendor, QuickBooks
displays a message box about it; click No because it’s too early to use the pur-
chase order—you aren’t purchasing the items yet.

2. Inthe Write Checks or Enter Credit Card Charges window, click the Expenses
tab; in the first Account cell, choose your Accounts Payable account.

Choosing this account creates a credit for you with that vendor.
3. In the first Amount cell, enter the amount of the deposit.

When you click away from this Amount cell, the transaction amount listed in
the top half of the window changes to the deposit amount you just entered.

4. In the Memo field, type a note to remind yourself that this transaction is
for a vendor deposit.

That way, when it’s time to record the final bill, it’ll be easy to find this transaction.
5. Click Save & Close (or Save & New) to save the payment transaction.

You don’t have to do anything else until the final bill arrives.
6. Whenyoureceive the bill, enter it in QuickBooks as you would any other bill.

Fill in the Account fields with the expense accounts for the products or services
you received (page 187) or, on the Items tab, fill in the Item fields with the items
you’re putting a deposit on.

7. Apply the vendor credit to the bill as described on page 197.
The credit reduces the balance due.

8. Save the bill.

RECORDING A
DEPOSIT TO A
VENDOR
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That’s it! When it’s time to pay the bill, simply pay it using the new, lower balance
(page 194).

TIP You can also use this technique to edit a check or credit card charge so you can apply it to a bill that you
forgot you'd already entered. Simply edit the check or credit card charge and change the account to Accounts
Payable. Then use the credit to pay all or a portion of the bill.

M Handling Reimbursable Expenses

Reimbursable expenses are costs you incur that a customer subsequently pays.
Products you purchase specifically for a customer or a subcontractor you hire to work
on a customer’s job are costs you pass on to the customer. For example, travel costs
are a common type of reimbursable expense, and you’ve probably seen telephone
and photocopy charges on your attorney’s statements.

There are two ways to track reimbursable expenses, and QuickBooks can handle
them both:

* As income. With this method, QuickBooks posts the expenses on a bill you
record to the expense account you specify. When you invoice your customer,
QuickBooks posts the reimbursement as income in a separate income account.
Your income is higher this way, but it’s offset by higher expenses. This approach
is popular because it lets you compare income from reimbursable expenses with
the reimbursable expenses themselves to make sure they match. The box on
page 193 describes the income accounts you need for tracking reimbursable
expenses this way.

* As expenses. Tracking reimbursements as expenses doesn’t change the way
QuickBooks handles bills—expenses still post to the expense accounts you
specify. But, when your customer pays you for the reimbursable expenses, Quick-
Books posts those reimbursements right back to the expense account, so the
expense account balance looks as if you never incurred the expense in the first
place. Because you use the same expense account to record both the expense
and the reimbursement, you don’t have to do any special setup in QuickBooks.

Setting Up Reimbursements as Income

If you want to track reimbursable expenses asincome, choose Edit—Preferences—Time
& Expenses. Then, on the Company Preferences tab, turn on the “Track reimbursed
expenses as income” checkbox. With this preference turned on, whenever you cre-
ate or edit an expense account (in the Add New Account or Edit Account window),
QuickBooks adds a “Track reimbursed expenses in Income Acct.” checkbox and
drop-down list to the bottom of the window, as shown in Figure 9-4.
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WORKAROUND WORKSHOP

Accounts for Reimbursable Expenses

QuickBooks won’t let you assign the same income account to
more than one reimbursable expense account, so you have to
create a separate income account (see Chapter 3) for each type
of reimbursable expense.

To keep your chart of accounts neat, create a top-level income
account called something like Reimbursed Expenses. Then
create an income subaccount for each fype of reimbursable
expense. When you’re done, your income accounts will look
something like this:

Subaccounts for account 4900:
* 4910 Reimbursed Telephone
* 4920 Reimbursed Postage
* 4930 Reimbursed Photocopies
* 4940 Reimbursed Travel

An alternative approach is to create Other Charge items for
each type of reimbursable expense. By doing so, you can as-
sign those items to a single income account, and you can see

the details of each reimbursable category by running a Sales
By Item report (page 459).

* 4100 Service Revenue
* 4200 Product Revenue
* 4900 Reimbursed Expenses - Income

= Add New Account -Ox

1T Account Type

FIGURE 9-4

To track a reimbursable
expense as income, in the
Add New Account or Edit
Account window, turn on
the “Track reimbursed
expenses in Income Acct.”
checkbox and then, in the
drop-down list, choose
the income account to use.
If you've already created
your expense accounts,
you’ll have to edit each
one that’s reimburs-

able (travel, telephone,
equipment rental, and so
on) and add the income
account as shown here.

Expense - MNumber 4910

AccountName  Reimbursed Travel
Subaccount of -

OPTIONAL
Description

Note

Tax-Line Mapping  <Unassigned= ~  Howdo | choose the right tax line?

! Track reimbursed expenses in Income Acct.

4205 - Markups
4206 - Finance Charges
4210 - Product Shipping Charges

Income
Income
Income

4300 - Customer Discounts Income

- Reimbursed Expenses - Income
4990 - Vendor Refunds

Income

Income

Once you’ve assigned an income account to all your reimbursable expenses, here’s
what happens as you progress from paying bills to invoicing customers:

1. Whenyou assign an expense or item on a bill as reimbursable to a customer,
QuickBooks posts the money to the expense account you specified.
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PAYING YOUR 2. When you create an invoice for that customer, the program reminds you
BILLS that you have reimbursable expenses or items.

3. Whenyouadd the reimbursable expenses oritems to the customer’sinvoice,
they post to the income account you specified for that type of expense or
item. (See the box onpage 193 to learn more about creatingincome accounts
for reimbursable expenses.)

Recording Reimbursable Expenses

As you enter bills (page 186) or make payments with checks or credit cards, you add
designated expenses as reimbursable, as shown in Figure 9-5. When you choose
a customer or job in the Customer:Job column, QuickBooks automatically adds a
checkmark to the “Billable?” cell. Be sure to type a note in the Memo cell to identify
the expense, because QuickBooks uses the text in that cell as the description of the
reimbursable expense on your invoice.

TIP Sometimes you want to track expenses associated with a customer or job, but you don’t want to display
all those individual expenses on invoices, like when you have a fixed-price contract. In that situation, click the
“Billable?” cell for that expense to remove the checkmark.

MEMO FIGURE 9-5

The tables in the Enter
Expenses USD 4,000.00  ltems USD 0.00 Bills, Write Checks, and
CLASS Enter Credit Card Charges
B windows all include
columns to designate
reimbursable expenses
and the customers or

7 Learn about making foreign payments j((;gfj i(;,‘:/?;,((’; g’;}iﬁjﬁ)p;};

ek Closa) e account register to access

these columns.)

ACCOUNT AMOUNT MEMO CUSTOMER:JOB

6040 - Subcontractor fees = 400000 AV sub GiamattiPorciad01 -
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¥ Paying Your Bills

Entering bills in QuickBooks isn’t the same as paying bills. The bills you enter in your
company file are a record of what you owe and when, but they do nothing to send
money to your vendors. Pay Bills is the QuickBooks feature that actually pushes
your money out the door. It lets you select the bills you want to pay; specify how
much to pay on each one; and choose the payment method, account, and date. If
you have credits or early payment discounts, you can include those, too. This sec-
tion covers all the details.
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If you want to evaluate all your unpaid bills before you pay them, the Unpaid Bills Detail report displays
the bills due up to the current date, grouped by vendor. To run it, choose Reports—sVendors & Payables— Unpaid
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Bills Detail or, at the top left of the Enter Bills window, click the Reports tab and then click the Unpaid Bills Detail
icon. The window’s Reports tab offers several other vendor-related reports like Open Purchase Order Detail and

Purchases By Vendor Detail.

Selecting Bills to Pay

You begin the payment process by choosing the bills you want to pay. Here are the

steps:

1. Choose Vendors—Pay Bills (or click the Pay Bills icon on the Home Page).

QuickBooks opens the Pay Bills window and displays the bills due on or before
the date in the window’s aptly named “Due on or before” box. As Figure 9-6
shows, you can change which bills are displayed, view bill details, or apply

credits and discounts.

Sort by discount date  Applied discount  Applied credits FIGURE 9-6
p— In the Pay Bills window,
Yay Bills i
SELECT BILLS TO BE PAID you can ea?lly spot early
Showpils © Dueenoreefore (035115 AP Account | 2000 - Accounts Payablfs payment discounts by
© show all bills Filter By - selecting “Show all bills”
22284 Discount Date > in the upper left. Then, in
@ | paTE DUE JENDOR REF. NO pisf:. DATE AMT. DUE DISC. USED CREDITS USED AMT. TO PAY . the Sort By bOX, (hOOSe
[ 0303115  Dynamic Properties 4,000.00 0.00 4,000.00 0.00 .
[ 0323115  Acme equipment 3n3ns 3,899.90 78.00 0.00 3,821.90 DISCO({H[ Date to sort by
o 032915  Acme equipment oanfor 5 2,484.65 49.69 0.00 2,434.96 the discount date (or the
[ 03120115  Acme equipment 03109115 300.00 16.00 0.00 784.00 due date, if the bill doesn’t
[ 033115 |SpylISP 0311115 895,50 8.96 0.00 886.54] have a discount date),
[~ 03165 Farside Fitness 1,200.00 0.00 0.00 0.00 . o
[© 0331115  Dynamic Properties 4,000.00 0.00 0.00 000 3 When VOL.I click a bill in the
Totals USD 19,071.05 152,65 4,000.00 UsD ,718.40 tabl'e’ GUICKBOOkS shows
available discounts and
Clear Selections credits in the “Discount
DISCOUNT & CREDIT INFORMATION FOR HIGHLIGHTED BILL & Credit Information for
Vendor 1Spy ISP Terms 1% 10 Net 30 Number of Credits 0 . . " .
Bill Ref. No. Sugg. Discount USD 8.96 Total Credits Available usp 0.00 ngh"ghted B’” Sedlon
Go to Bill Set Discount Set Credits (page 197 eXpIainS how to
apply them).
PAYMENT
Date Method _ Account If you want to review a
(EmEm| =) Check Tobe prirjed 1000 - First Financial . o
— ® assign ctpeknumber ¢l e uso 2s.00she bill before you pay it, click
=3 ; “Go to Bill”; the Enter Bills
¢ Pay fc|eign vendors cander WIndOM{ opens so you )
can review or even revise
the bill.
Click to view Suggested discount for Credits available
highlighted bill highlighted bill for highlighted bill

If you’ve turned on multiple currencies (page 656) and receive bills in differ-
ent currencies, in the A/P Account drop-down list at the top of the window,
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choose the corresponding Accounts Payable account for the currency in which
you have to pay bills.

The window then displays the bills you’ve entered in that currency. (The bill
amounts appear in the foreign currency.) Below the table, you see the total
amount you have to pay in the foreign currency and your home currency.

NOTE If you pay bills in more than one currency, you have to make a separate pass through the Pay Bills
window for each one. If you don’t use multiple currencies, the Pay Bills window doesn’t include the A/P Account
or Exchange Rate fields.

2. Select the bills you want to pay by clicking their checkboxes in the first
column of the window’s table.

Clicking the Select All Bills button below the table makes QuickBooks select all
the bills displayed in the window’s table. (The button’s label changes to Clear
Selections when at least one bill is selected.) Whether you select all the bills or
just a few, QuickBooks fills in the Amt. To Pay cells for the selected bills with
the total due on each bill.

NOTE If you select more than one bill from the same vendor, QuickBooks automatically combines those
bills onto one check when you pay them.

To pay bills using two different payment methods (check and credit card, for
example), make two passes through the Pay Bills window. On the first pass,
choose all the bills that you pay with the first method and then, in the Payment
section’s Method drop-down list, choose that method (such as Check). On the
second pass, choose the bills you want to pay with the second method and
then choose that method (such as Credit Card) in the Method drop-down list.

Now that you’ve selected the bills you want to pay, you can modify the amounts
you pay or apply discounts and credits before you pay the bills. The following sec-
tions explain how.

Modifying Payment Amounts

Whether you select individual bills or all the bills in the Pay Bills window’s table,
QuickBooks automatically fills in the selected bills’ Amt. To Pay cells with the total
amounts that are due. Paying bills in full means you don’t have to worry about the
next due date or paying late fees, but making partial payments can stretch limited
resources to appease more of your unpaid vendors, as the box on page 197 explains.

To pay only part of a bill, in a bill’s Amt. To Pay cell, simply type how much you want
to pay, and then click another cell to update the Amt. To Pay total.
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If you keep your cash in an interest-bearing account until you need it, you’ll want to know how much BILLS
money you need to transfer to your checking account to pay the bills. In the Pay Bills window, the number at the
bottom of the Amt. Due column is the total of all the bills displayed, and the number at the bottom of the Amt.
To Pay column is the total of all the bills you’ve selected. The two totals may differ if you’ve set up QuickBooks to
automatically apply credits and discounts (see below), because any available credits and discounts reduce how
much you owe.

TIP

UP TO SPEED

When Cash Is Tight
If your cash accounts are dwindling, you may face some box, choose Vendor to make it easy to spot all your
tough decisions about whom to pay and when. To help keep government hills.
your business afloat until the hard times pass, hereareafew . Make partial payments to all your vendors rather than full
strategies to consider: payments to some and no payments to others.
+ Pay the vendors whose products or services are essential « I you want to pay small bills in full, in the Sort By box
to your business. choose Amount Due to sort your outstanding bills by
+ Pay government obligations (taxes and payroll dollar value.
withholdings) first. In the Pay Bills window’s Sort By

Applying Discounts and Credits to Payments

Most companies like to use their discounts and credits as soon as possible. By far
the easiest way to deal with discounts and credits you receive from vendors is to
let QuickBooks handle them automatically.

Here’s how to delegate applying early payment discounts and available credits to
QuickBooks:

1. Choose Edit—Preferences—Bills, and then click the Company Preferences
tab.

Because these settings are on the Company Preferences tab, you have to be a
QuickBooks administrator to change them. The settings you choose here apply
to every person who logs into your company file.

2. To make QuickBooks apply available credits automatically, turn on the
“Automatically use credits” checkbox.

With this setting turned on, QuickBooks automatically applies vendor credits to
the corresponding vendor’s bills to reduce the amount you have to pay. If you'd
rather choose when to apply credits, leave this checkbox turned off.

3. Turn on the “Automatically use discounts” checkbox and, in the Default
Discount Account box, choose the account you use to track vendor discounts.
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If you haven’t set up an account for vendor discounts, in the Default Discount
Account drop-down list, choose <Add New>, and then create a new account
(page 56) called something like Vendor Discounts.

NOTE Whether you create an income account or an expense account for vendor discounts is neither an ac-
counting rule nor a QuickBooks requirement, but a matter of how you view vendor discounts. If you think of them
as expenses you've saved by paying early, create an expense account. If you view them as money you’ve made,
create an income account instead. Either way, discounts you receive from vendors are different from discounts
you extend to your customers. So, in the Default Discount Account box, choose an account specifically for vendor
discounts, not your customer discount account.

As you’d expect, turning on these checkboxes tells QuickBooks to apply early pay-
ment discounts and available credits to bills without further instructions from you.
The program uses your payment terms to figure out the early payment discounts
you’ve earned, and it applies them and all available credits to their corresponding
bills. Whether these checkboxes are on or off, you can still control the discounts
and credits QuickBooks applies to your bills, as you’ll learn shortly. For example,
you might want to delay a large credit until the following year in order to increase
your expenses in the current year and thereby decrease this year’s taxable income.

B APPLYING DISCOUNTS MANUALLY

If you want to apply discounts by hand or change a discount that QuickBooks added,
here’s what to do:

1. On the Home Page, click the Pay Bills icon or choose Vendors—Pay Bills.

2. Inthe Pay Bills window’s table, turn on the checkmark cell (in the first col-
umn) for the bill whose discount you want to edit.

In the window’s “Discount & Credit Information for Highlighted Bill” section,
QuickBooks shows the discount and credits that are available for the selected
bill. More importantly, the program activates the Set Discount and Set Cred-
its buttons so you can click them to apply discounts and credits. (If the bill’s
checkmark cell is turned off, QuickBooks shows the suggested discount and
available credits, but the Set Discount and Set Credits buttons are dimmed.)

WSS When you’re applying discounts manually, look for dates in the Disc. Date column that are in the future.
Those bills qualify for early payment discounts.

3. To apply or modify a discount to the selected bill, click Set Discount.

QuickBooks opens the “Discount and Credits” dialog box to the Discount tab
(Figure 9-7). If you’ve turned on multiple currencies, the currency you set for the
vendor appears to the left of the Suggested Discount label and in the “Amount
of Discount” box.

198

QUICKBOOKS 2015: THE MISSING MANUAL



PAYING YOUR
BILLS

Discount and Credits FIGURE 9-7
BILL In the “Discount and Credits” dialog
Vendor Acme egquipment (USD) box, QuickBooks automatically selects
Ref. No. Amount Due 386990 the Discount tab and displays your
Date 022115 Discount Used 78.00 ayment terms, the discount date
Original Amt. 3,899.90 Credits Used 0.00 bay . ’
A, To Pay 382190 and the amount of discount you
deserve.
Discount Credits If the suggested discount is worth an
early separation from your money,
Discount Diate 0310315 click Done to deduct the discount from
Terms 2% 10 Met 30 your bill. Otherwise, click Cancel.
Suggested Discount LSO 78.00 If you also want to work on credits
Amount of Discount (paqe ZQO), theq when yoq re done
_— modifying the discount, click the
DiscountAccount 5005 - vendor Discount - Credits tab.
Discount Class =
m Cancel Help

4. Inthe “Amount of Discount” box, QuickBooks fills in the suggested discount.
To apply a different discount, type the new value.

Many companies try to save money by taking early payment discounts when
they haven’t actually paid early. Some companies apply discounts regardless
of what their payment terms are, and many vendors honor these undeserved
discounts in the name of goodwill.

5. In the Discount Account drop-down list, choose the account you use to
track vendor discounts.

If you use an income account, discounts increase the balance of the income ac-
count. If you use an expense account, discounts reduce how much you spend
on expenses.

TIP If you want to track discounts on inventory separately from other discounts you receive, create a cost of

goods sold account specifically for inventory discounts. For example, if QuickBooks created account 5000 for Cost
of Goods Sold, you can create two subaccounts: 5005 for Cost of Inventory Sold and 5010 for Inventory Discounts.
In your financial reports, the two subaccounts show your original cost and the discounts you receive. Account
5000 adds the two subaccounts together to show your net cost of goods sold.
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6. If you track classes, choose a class for the discount.

Typically, you’ll choose the same class for the discount that you used for the
original expense.

7. Click Done.

QuickBooks closes the “Discount and Credits” dialog box. Back in the Pay Bills
window, the program adds the discount you entered in the bill’s Disc. Used cell
and recalculates the value in the Amt. To Pay cell by subtracting the discount
amount from the amount due.

I APPLYING CREDITS MANUALLY

When you select a bill in the Pay Bills window, the “Discount & Credit Information
for Highlighted Bill” section shows the credits that are available for that bill. If the
“Discount and Credits” dialog box is already open because you’ve applied a discount,
just click the Credits tab and then perform step 4 of the list below. Otherwise, here’s
how to apply available credits to a bill or remove credits that QuickBooks applied
for you:

1. On the Home Page, click the Pay Bills icon or choose Vendors—Pay Bills.
2. Inthe Pay Bills window’s table, select a bill by turning on its checkmark cell.

In the window’s “Discount & Credit Information for Highlighted Bill” section,
QuickBooks shows the credits available for that vendor, if any, and activates
the Set Credits button.

3. To apply a credit to the selected bill, click Set Credits.

QuickBooks opens the “Discount and Credits” dialog box and displays the
Credits tab, shown in Figure 9-8. Credits that are already applied to the bill
have checkmarks next to them.

4. Turnon the checkmark cell for each credit you want to apply. If you want to
use a credit later, turn off its checkmark cell. Then click Done.

QuickBooks closes the dialog box and applies the credits.

Setting the Payment Method and Account

After you’ve selected the bills you want to pay and applied any discounts and credits,
you still have to tell QuickBooks how and when you want to pay those bills. These
payment settings at the very bottom of the Pay Bills window are the last ones you
have to adjust before paying your vendors:

» Date. QuickBooks fills in the current date automatically. To predate or postdate
your payments, choose a different date here. (Page 650 explains how to get
QuickBooks to date checks using the day you print them.)
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Discount and Credits FIGURE 9-8
BILL 0On the “Discount and Credits” dialog
wendar Dynharnic Propetties  (USD) box’s Credits tab, click a credit’s
Ref. No. Amount Due 4,000.00 checkmark cell to toggle between
Déte. oIS D'Sc?um Used 0.00 applying the credit and removing it
CQriginal Amt. 4,000.00 Credits Used 4.000.00 .
At To Pay 0.00 from the bill.
When you click Done here, QuickBooks
Discount Credits updates the Pay Bills window’s Credits
Used value to show the amount of
J | DATE REF. NO. CREDIT AMT. AMT. TO USE CREDIT BALANCE credit applied to the bill, and the Amt.
| 030218 eft 4,000.00 4,000.00 o.oo|* To Pay value to reflect the amount
you have to pay based on applied
discounts and credits.
A J
Totals USD 4,000.00 4,000.00 0.00
Clear
m Cancel Help

* Method. In this drop-down list, choose how you want to pay the bills: Check,
Credit Card, or (if you subscribe to QuickBooks’ online bill-payment service)
Online Bank Pmt. (If you pay bills using your bank’s online bill-payment service,
electronic payment via the vendor’s website, or another non-QuickBooks bill-
payment service, choose Check.) If you pick Check, you have one other choice
to make here:

— If you print your checks from QuickBooks, choose the To be printed option,
and the program automatically adds the bills you selected to its queue of
checks to be printed. (You'll learn about printing these checks on page 211.)

— If you write checks by hand, choose the Assign check number option. That
way, you can assign check numbers when you click the Pay Selected Bills
button (explained in a moment).

» Account. If you specified a default account for the Pay Bills window to use (page
640), QuickBooks automatically selects that account here. To use a different
one, in this drop-down list, choose the account you use to pay bills, such as a
checking or credit card account.
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Paying Selected Bills

When you’re done setting up bills to pay, it’s time to pay them. Here are the steps:
1. Click the Pay Bills window’s Pay Selected Bills button.

If you write paper checks for your bills and chose the “Assign check number”
option, QuickBooks opens the Assign Check Numbers dialog box. If you use
any other payment method, jump to step 3.

2. In the Assign Check Numbers dialog box, if you want to start with the next
unused check number, choose the “Let QuickBooks assign check numbers”
option, and then click OK.

If you instead want to specify the check numbers for each check you write (to
match the paper checks you’ve already written, for example), choose the “Let
me assign the check numbers below” option. Enter the check numbers (or type
a code like EFT for electronic funds transfers—see page 204) in the Check No.
cells, and then click OK.

3. In the Payment Summary dialog box, click the button for the action you
want to take next.

This dialog box shows the payments you’ve made and adds those payments
to the appropriate checking or credit card account register. All you have to do
is click the appropriate button:

— If you write paper checks, click Done. Then write the checks and mail them,
as described in the next section.

— If you chose the “To be printed” option to print checks from QuickBooks,
click Print Checks and see page 211 for details. Or, if you aren’t ready to
print checks just yet, click Done.

— To create another batch of bill payments (for example, to pay bills using
another method), click Pay More Bills.

NOTE The next time you open the Enter Bills window, you’ll see a PAID stamp on bills you’ve paid.

M Writing Checks Without Entering Bills

You might enter bills in QuickBooks for the majority of your vendor transactions so
you can keep track of early payment discounts or when bills are due. But you’re still
likely to write a quick check from time to time to pay for an expense immediately.
For example, when the person who plows your parking lot knocks on the door and
asks for payment, he won’t want to wait while you step through the bill-entering
and bill-paying process in QuickBooks—he just wants his $100. And if you write
only a couple of checks a month, there’s nothing wrong with writing checks to pay
vendors without entering a bill in QuickBooks.
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When you’re new to QuickBooks and want some guidance, use the Write Checks
window to make sure you enter all the required info. Once you’re more experienced,
you can record checks directly in QuickBooks’ checking account register. This sec-
tion describes how to do both.

Using the Write Checks Window

The Write Checks window is like a trimmed-down version of the Enter Bills window.
Because you’re paying immediately, there’s no need for fields such as Bill Due or
Terms. For a payment without a bill, you have to provide information about the ex-
penses or items you’re paying for, which is why the Write Checks window includes
the Expenses and Items tabs. QuickBooks fills in a few fields for you, and the rest
are like the ones you’ve met already in the Enter Bills window (page 186).

NOTE Don’t use the Write Checks (or Enter Bills) window to write checks to pay sales tax, payroll, payroll
taxes, or other payroll liabilities. Instead, see page 555 to learn how to pay sales tax, and Chapter 15 for info about
payroll transactions.

To write a check in the Write Checks window, follow these steps:

1. Openthe Write Checks window by pressing Ctrl+W, choosing Banking—Write
Checks, or clicking the Write Checks icon in the Home Page’s Banking sec-
tion.

As you can see in Figure 9-9, QuickBooks tries to flatten the learning curve by
making the upper part of the window look like a paper check. If you use multiple
currencies, QuickBooks lists the currency for your checking account in the Bank
Account box, the currency for the vendor on the right side of the “Pay to the
Order of” box, and the currency for the check to the left of the check amount.

If you set up bank account preferences (page 640), such as which bank account
to use when you open the Write Checks window, QuickBooks automatically
chooses that account for you.

2. If you want to print the check, at the top of the window, make sure the Print
Later checkbox is turned on, and then skip to step 4.

When this checkbox is on, the words “To Print” appear to the right of the No. la-
bel, and QuickBooks adds the check to a print queue. When you print the checks
in the queue (page 211), QuickBooks replaces “To Print” with check numbers.

NOTE If you don’t use multiple currencies, the Pay Online checkbox appears below the Print Later checkbox.
Turn on the Pay Online checkbox to send this payment electronically (page 615).
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3. If you’re writing checks by hand, turn off the Print Later checkbox and make
sure the number in the No. box is correct.

When you turn off the Print Later checkbox, QuickBooks automatically fills in
the No. box with the next check number for the selected bank account. If the
number it fills in doesn’t match the check you’re writing by hand, type in the
number from your paper check. If you type a check number that’s already been
used, QuickBooks warns you about the duplicate number when you try to save
the check. In the warning message box, click Cancel, and then, in the Write
Checks window, edit the value in the No. field.

L ¢ you suspect that there’s more than one check number awry, open the checking account register

(page 374) to review multiple checks at once. To renumber a check in the register window, double-click the check
transaction’s Number cell, type the new number, and then press Enter to save the change. As long as you keep
editing check numbers until all the duplicates are gone, it’s OK to save a duplicate check number.
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This list includes customers, vendors, employees, and names from the Other
Names List. If you entered the vendor’s name in the “Print on Check as” box
when you set up the vendor, you’ll see “Print As: [name]” above the “Pay to
the Order of” field.

5. Add entries to the Expenses and Items tabs for the things the check is pay-
ing for, just like you do when you enter a bill (page 187).

QuickBooks calculates the check amount as you add entries on these tabs. If
you fill in the check amount and then start adding expenses and items, you’ll
know that the check total and the posted amounts match when no unallocated
dollars remain. If you mangle the entries on either tab, you can start over by
clicking the Clear Splits button at the top of the window.

6. Click Save & Close to record the check.

To write another check, click Save & New. To throw away any values in the
window and start over, click Clear.

Adding Checks to an Account Register

In QuickBooks, entering checks in a bank account register is fast, easy, and—for
keyboard aficionados—addictive. By combining typing and keyboard shortcuts, such
as tabbing from cell to cell, you can make short work of entering checks. Here’s how
to create checks in a register window:

1. Press Ctrl+A to open the Chart of Accounts window, and then double-click
your bank account.

You can also open the register by clicking Check Register in the Home Page’s
Banking section; next, in the Use Register dialog box, select the checking ac-
count, and then click OK. Either way, QuickBooks opens the account register
window and positions the cursor in the Date cell of the first blank transaction.

2. To adjust the check’s date by a few days, press the plus key (+) or minus key
(=) until the date is what you want.

See Appendix C (available from this book’s Missing CD page at www.missing-
manuals.com/cds) for more date-related keyboard shortcuts.

3. Press Tab to move to the Number cell.

QuickBooks automatically fills in the next check number for that bank account. If
the number doesn’t match the paper check you want to write, press + or - until
the number is correct or simply type the new number. (Pages 214-216 explain
how to fill in the Number cell if you make a payment with a debit card, ATM
card, electronic transaction, or other method.)
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PRODUCING 4. Press Tab to move to the Payee cell, and then start typing the name of the
CHECKS payee.

QuickBooks scans the lists of names in your company file and selects the first
one that matches all the letters you’ve typed so far. As soon as it selects the
one you want, press Tab to move to the Payment cell.

5. In the Payment cell, type the amount of the check.

If you previously recorded a check for that vendor, QuickBooks fills in this cell
with the amount from the previous check. To use a different amount, simply
type the new value.

6. Click the Account cell.

If the payeeis a vendor with more than one pre-fill account assigned to it (page
85), QuickBooks adds “-split-” to the Account cell. In that case, click Splits below
the table to open the Splits panel (see Figure 9-10) so you can enter amounts
for the accounts. You can also use the Splits panel if your check covers more
than one type of expense and you want to allocate the payment among several
accounts. For each allocation, specify the account, amount, memo, customer,
and class (if you track classes), and then click Close.

7. Ifthe check applies to only one expense account, in the Account drop-down
list, choose the appropriate account.

You can also choose an account by typing the account’s number or the first
few letters of its name. As you type, QuickBooks selects the first account that
matches what you’ve typed. When the selected account is correct, press Tab
to move to the Memo cell.

8. To add a description of the check, in the Memo cell, type your notes.
9. Whenyou’vefilled in all the fields you need, click Record to save the check.

To add more checks to the register, lather, rinse, repeat.

M Producing Checks

When you choose Check in the Pay Bills window’s Method field, your checking
account register shows check transactions, but you still have to generate physical
checks to send to your vendors. For companies that produce lots of checks, printing
them in QuickBooks can prevent carpal tunnel syndrome. But for a sole proprietorship
that generates only a few checks each month, writing them by hand is easy enough.
As this section explains, QuickBooks accepts either approach with equal aplomb.
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Writing Checks by Hand

Handwriting checks doesn’t require any work in QuickBooks, but you still have to
keep your company file in sync with your paper checks. Whether you’re writing
checks for bills you’ve paid in QuickBooks or scratching out a spur-of-the-moment
check to pay for the pizza you had delivered, you want to make sure that the check
numbers in your bank account register match your paper checks.

If you’ve already recorded your check transactions in QuickBooks by paying bills
(page 194) or entering a check transaction in your checking account register window
for an immediate payment (page 205), synchronizing check numbers is as easy as
writing the paper checks in the same order as you entered them in QuickBooks. First,
open the checking account register window. You’ve got a few ways to do this: You
can press Ctrl+A to open the Chart of Accounts window and then either double-click
the checking account’s row or right-click it and choose Use Register. Alternatively,
in the Home Page’s Banking panel, click Check Register; next, in the Use Register
dialog box, select your checking account and then click OK.

Once the register window is open, you can use the bill payments and check transac-
tions to guide your paper check writing, as shown in Figure 9-11.

If the next check number in QuickBooks isn’t the one on your next paper check, figure out why they
don’t match. The answer might be as simple as a voided check that you forgot to enter in QuickBooks or a check
you wrote earlier that was out of sequence. But if someone is walking off with blank checks, you need to take action.

Until you find the reason for the mismatched check number, editing the check numbers that QuickBooks assigns
in the checking account register is the easiest way to get checks into the mail. In the register window, simply
double-click an incorrect check number, and then type the number that’s on your paper check.
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Setting Up QuickBooks to Print Checks

If you have scads of checks to generate, printing on preprinted computer checks is
well worth the small amount of setup you have to do. And if you dedicate a printer
to check printing and keep it stocked with checks, setup is truly a one-time event.

WL Lock up your preprinted checks and any printer stocked with them. Otherwise, you might discover checks
missing, which can lead to money disappearing from your bank account.

The first step is telling QuickBooks which printer to print to and the type of checks
you use. (The program remembers these settings, so you need to go through this
process just once.) After you’ve specified your check-printing settings, QuickBooks
fills them in automatically in the Print dialog box, though you can always change
those options before you print.

Here’s how you set QuickBooks up to print checks:
1. Open the “Printer setup” dialog box by choosing File—Printer Setup.

The dialog box’s Form Name drop-down list includes all the forms you can print
in QuickBooks, so you can choose different print settings for each one.

2. In the Form Name drop-down list, select Check/PayCheck.

When you select this option, the Check Style section appears in the bottom of
the dialog box; step 4 describes what to choose there.

208 QUICKBOOKS 2015: THE MISSING MANUAL



PRODUCING
CHECKS

3. In the “Printer name” drop-down list, choose the printer you want to use.

If you choose a printer brand that QuickBooks recognizes (there are only a
few it doesn’t), the program automatically fills in the “Printer type” box. If you
use a very old or very odd printer, you’ll have to manually choose the type of
printer. “Page-oriented (Single sheets)” refers to printers that feed one sheet at
a time. Choose Continuous (Perforated Edge) if the printer feeds a roll of paper.

NOTE If you print to checks on continuous-feed paper, properly aligning the paper in the printer is critical.
You can save time and a lot of wasted checks by aligning the paper before you print batches of checks, as described
on page 310.

4. In the Check Style section, choose the option that represents the type of
check you purchased. (The box on page 210 explains where you can buy
checks.)

The “Printer setup” dialog box displays examples of each check style it can deal
with, making it easy to choose the right one, as shown in Figure 9-12. Voucher
checks print one to a page, so they’re by far the easiest to use. However, if you
use standard or wallet checks to save paper, see the box on page 212 to learn
how to tell QuickBooks how you want it to handle partial pages of checks.

Printer setup ® FIGURE 9-12
FormName:  Check/PayCheck - The Voucher option
Settings Fonts Partial Page represents one-page forms
“ that include both a check
Printer name:  WBIGDOGT\HP Officejet 6300 on 192.168.1.5 ~ Options... and a detachable stub
Cancel for payroll or check info.
priner type: - The Standard option sets
Hel ) .
Note: Toinstallad  Continuous (Perforated Edge) ’ QuickBooks up to print

assignmen [ e T ) Logo checks that fit in a #10

business envelope; they
typically come three to a
Signature page. Wallet checks are
narrower than standard
business checks and have
a perforation on the left
for tearing off the check,
leaving a stub containing
check information that you

Images are examples of can file.
check sizes and page layout

CHECK STYLE Align

@ Voucher ) Standard ) Wallet

Print company name and address.
Use logo
Print Signature Image
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5. If the company you buy checks from wants too much money to print your
company info and logo on the checks, turn on the “Print company name and
address” and “Use logo” checkboxes.

Turning on the “Print company name and address” checkbox tells QuickBooks
to print the company name and address you filled in when you created your
company file (page 1). If you turn on the “Use logo” checkbox, the program
opens the Logo dialog box. Click File and, in the Open Logo File dialog box,
select the file containing your logo, and then click Open. (QuickBooks can handle
BMP, GIF, JPEG, PNG, and TIFF formats.) Back in the Logo dialog box, click OK.

If your company info and logo are preprinted on your checks, leave these
checkboxes turned off.

6. If you have an image of your signature saved on your computer, you can
print it on your checks by turning on the Print Signature Image checkbox.

When you turn on this checkbox, QuickBooks opens the Signature dialog box.
Click File and then, in the Open Logo File dialog box, locate and double-click
the file containing your signature. (One way to create a graphic file of your
signature is by signing a piece of paper and then scanning it.)

7. Click OK to save your check-printing settings.

The next section tells you how to actually print checks.

NOTE If you want to change the fonts on the checks you print, click the “Printer setup” dialog box’s Fonts
tah. There you can change the font for the entire check form by clicking Font, or designate a special font for the
company name and address by clicking Address Font.

FREQUENTLY ASKED QUESTION

Buying Preprinted Checks

bank account information to fill out your order form. Click
Order Now to open the Checks web page and set up your order.

Do I have to order checks from Intuit?

The short answer is no, but there are compelling reasons

to go with Intuit’s checks. The company sells competitively
priced preprinted checks that work with QuickBooks. Also, the
program keeps track of the checks you’ve used and tells you
when to order more. It then automatically sends the correct
bank account number with your order.

To order Intuit checks, at the top of the Write Checks window,
click Order Checks. If you haven’t ordered from Intuit before,
select the “I'm ordering from Intuit for the first time” option.
QuickBooks turns on the checkbox to use your company and

You can also purchase checks from your bank or a business-
form company (such as Clarke American or Deluxe). The checks
have to be preprinted with your bank account number, bank
routing number, and the check number, because QuickBooks
prints only the payment information, such as date, payee, and
amount. So if you order checks from a company other than
Intuit, be sure to tell them that you use QuickBooks, since
the checks need to have fields positioned to match where
QuickBooks prints data.
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In the Pay Bills window’s Method section, choosing the “To be printed” option tells
QuickBooks to add the checks you’ve selected for payment to a print queue when
you click the Pay Selected Bills button. You can also tell QuickBooks to add a check
to a print queue by turning on the Print Later checkbox at the top of the Write
Checks window.

After you confirm that your preprinted checks are in the printer and that the checks
are aligned properly, you can print queued-up checks by following these steps:

1. If you’re at the end of the Pay Bills process and the Payment Summary
dialog box is open, click Print Checks. Otherwise, choose File—Print
Forms—Checks.

QuickBooks opens the “Select Checks to Print” dialog box and selects all the
unprinted checks, as shown in Figure 9-13.

Checks ta Print FIGURE 9-13

BankAccount [1000- First Financial e First Chack Number 1190 Order Checks The first time you print
Select Checks to print, then click Ok, checks, QuickBooks sets
There are 3 Checks to printfor USD 11,125.00. the First Check Number

S i DATE PAYEE AMOUNT @ box tol. If necessary,

Y 03035 Lenny's Lirmo 150.00\ Cancel change this number to

< 03004115 Mechanichagicdd 8,750.00 match the one on the

7 loansis Med Burke 1,225.00 Hele first check loaded in your

Select All pnnter.
Select None

2. If you don’t want to print a particular check that’s listed, turn off its check-
box. When only the checks you want to print are selected, click OK.

QuickBooks opens the Print Checks dialog box, which looks much like the
“Printer setup” dialog box for checks (Figure 9-12).

3. If you’re printing standard or wallet checks and the first page of checks in
your printer is a partial page, in the “Number of checks on first page” box,
type how many checks there are.

You won’t see this box if you’re printing to voucher checks because they print
one to a page. But for standard or wallet checks, this box lets you use leftover
checks from previous print runs (assuming you have a page-oriented printer).
Type the number of leftover checks on the partial page, and then insert that
page into your printer’s envelope feeder. After QuickBooks prints checks to
that page, it will begin feeding full sheets of checks from the paper tray. See
the box on page 212 for the full scoop on telling QuickBooks how you want it
to handle partial pages of checks.
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. Click Print.

Because of the problems that can happen during printing (paper jams, low
toner, or an unfortunate coffee spill), QuickBooks opens the “Print Checks -
Confirmation” dialog box after it prints checks.

5. If there was a problem, in the “Print Checks - Confirmation” dialog box,
click the Reprint cell for each check that didn’t print correctly.

If the whole batch is a loss, click Select All.
6. Click OK to reprint the misprinted checks.

In addition to printing the checks, QuickBooks also removes the words “To Print”
from those checks in your checking account register, replacing them with the
check numbers it used.

GEM IN THE ROUGH

Using Leftover Checks

If you use voucher checks, you don’t have to worry about
leftovers, because each check prints on its own page. However,
when you print standard or wallet checks to single sheets of pa-
per (which usually have three checks on each sheet), you might
print only one or two of the checks on the last sheet, leaving
a leftover or two. Happily, QuickBooks includes a setting that
lets you print on those orphaned checks. Here are the steps:

1. Choose File—sPrinter Setup, and then choose Check/
PayCheck in the Form Name drop-down list.

2. (lick the Partial Page tab.

3. Choose the option (Side, Center, or Portrait) that
corresponds to how your printer feeds envelopes, and
then click OK to save the setting.

The Side and Portrait options are the most common methods.
If you select Side, you insert the partial page of checks into

the envelope feeder sideways, with the top of the first check
aligned with the left side of the envelope feeder. With the
Portrait option, you feed the top of the first check straight
into the envelope feeder. (Whether you insert pages face up or
down depends on the type of printer you have. Print a sample
page of checks to determine which direction you have to feed
pages, and then tape a note to the printer with instructions
like “Print side down, top edge in first” so you don’t misprint
any future pages.)

Before you start printing, feed the page with orphaned checks
into your printer’s envelope feeder. That way, QuickBooks prints
to those orphaned checks before printing to the full pages of
checks in the paper tray.

M Paying Using Other Payment Methods

These days, you can choose from a plethora of payment methods besides checks,
such as credit cards, debit cards, online services like PayPal, electronic transactions,
and even cold cash. Fortunately, recording these transactions in QuickBooks is a lot
like recording checks. This section describes the other payment methods you can
use and how they differ from writing checks.
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When you make credit card purchases, the easiest way to record those charges in
your company file is by signing up for online banking with your financial institution
(page 610), setting up bank feeds (page 611), and then downloading the transactions
(page 617). But you can also enter credit charges manually.

TIP Regardless of whether you download charges, entering charges manually is a great way to catch errone-

ous or fraudulent charges that appear on your statement. For example, after entering your charges manually,
you can download the charges from your credit card company. If you see additional charges that don’t match the
ones you entered, either you forgot a charge or there’s an error in your account.

Recording credit card charges is almost the same as writing checks except that,
instead of the Write Checks window, you use the Enter Credit Card Charges window,
shown in Figure 9-14. Behind the scenes, QuickBooks adds the credit card charge to
your credit card account, which is a current liability account. That means the balance
in the account increases because you owe more money. (When you write a check
out of your checking account, the account’s balance decreases because you have
less money in that asset account.)

Enter Credit Card Ch C FIGURE 9-14

& P ﬁ E 8@ Creale a Copy m @ Download Card Charges % O a @ UnIES.S you want 'VOUT Ven_
Eind New Save Delete @BMemorize Attach Select  Enter Clear Recalculate dor List awash with every

e ORI RS pizza parlor, gas station,
CREDIT CARD @ Purchase/Charge () RefundiCredit  ENDING BALANCE  USD 25544.12 and parking lot you pa-
tronize, consider creating
Credit Card Purchase/Charge f’feg‘;”caﬁ”gﬁ;if:,‘k'}f; If
AURCHASED FROM | Meals BER - | DATE 03IMENE B you want to track specific
R, | vendors, type their names
avcont [ERN 5674 | in the Memo field here.
You can leave the Ref. No.
MEMO field blank or enter your
receipt number there. Allo-

Main Reports

Expenses  USD 156.74  Items UsD 000 Readyto pay a credit card bill? Ca“ng a fharge to mul[lple
ACCOUNT AMOUNT ... | MEMOD CUSTOMER accounts or to a customer
t6334 - Meald - 156.74 dinnerwith Raoul

works the same as for bills
(page 187).

To open the Enter Credit Card Charges window, choose Banking—Enter Credit Card
Charges or, in the Home Page’s Banking section, click Enter Credit Card Charges.
You can also enter charges directly in the credit card account register, just as you
do with checks.

NOTE To enter a refund for a credit card charge, near the top of the Enter Credit Card Charges window,
choose the Refund/Credit option, and then fill in the window’s fields with info about the refund you received.
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Paying with a Debit Card

Paying with a debit card is like writing a check, because the transaction removes
money from your checking account. For that reason, you use the Write Checks
window to record debit card transactions. In fact, you can also use the Write Checks
window to record electronic funds transfers. The only difference between these
transactions and regular checks is what you enter in the window’s No. field.

Instead of putting a check number in this field, you can use a code to identify the type
of payment. For example, enter DB for a debit card or EF T for electronic transactions
like an online bill payment you make with your bank’s bill-pay service or directly
through a vendor’s website. If you have several debit cards for your bank account,
you may want to include the last four digits of the card number after the code so
you can tell your transactions from your partner’s transactions.

Debit card transactions are different from credit card charges, which is why you
don’t use the Enter Credit Card Charges window to record them. Debit card charges
reduce the balance in your checking account, which is a current asset account (page
57), whereas credit card charges increase the balance in your credit card account,
which is a current liability account (page 57).

Paying with PayPal

Paying via PayPal is similar to paying with a debit card (described in the previous
section), except that these payments remove money from your PayPal account,
not your checking account. The Write Checks window works for recording PayPal
expense payments with a few small changes. Here are the fields that work differently
when you record PayPal payments:

* Bank Account. Your PayPal account is like a checking account: If you pay for
expenses via PayPal, the payment decreases your PayPal account’s balance.
Similarly, customer payments increase your PayPal account’s balance. For those
reasons, you create a bank account (page 56) in QuickBooks to represent your
PayPal account. Then, when you record a PayPal payment in the Write Checks
window, simply choose the account you set up for PayPal in this drop-down list.
That way, the check amount reduces your PayPal account’s balance.

* No. Instead of putting a check number in this field, you can use a code like PP
to identify this as a PayPal payment, or simply leave it blank.

TIP PayPal’s idiosyncrasies can make tracking transactions difficult. For example, PayPal transactions might
show up as pending for a few days before they clear. And PayPal reports don’t present the info you need to
reconcile your account in the most helpful format. If your PayPal account sees a lot of action—both in terms of
payments you make as well as customer deposits—a third-party program that downloads PayPal transactions
into QuickBooks may be the answer. One of the most popular is SimplePort (www.simpleport.net).
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Paying with Cash

Dashing out to buy an extension cord so you can present a pitch to a potential client?
Chances are you’ll grab money from the petty cash drawer at your office. Petty cash
is the common term for money spent on small purchases, typically less than $20.

Many companies keep a cash drawer at the office and dole out dollars for small,
company-related purchases that employees make. But for the small business owner
with a bank card, getting petty cash is as easy as withdrawing money from an ATM.
Either way, petty cash is still company money, and that means you have to keep track
of it and how it’s spent. The following sections explain how to do that.

I RECORDING ATM WITHDRAWALS AND DEPOSITS TO PETTY CASH
Before you can pay for something with petty cash, you need to put some money into
your petty cash drawer. In QuickBooks, adding money to your petty cash account
mirrors the real-world transaction: You either write a check made out to Cash (or
the trustworthy employee who’s cashing the check), or you withdraw money from
an ATM. To write a check to withdraw cash for your petty cash account, simply use
the Write Checks window (choose Banking—Write Checks) to record the transac-
tion. If you withdraw cash from an ATM, use the Transfer Funds window (choose
Banking—Transfer Funds) instead.

You don’t have to use the Write Checks or Transfer Funds windows to record petty
cash transactions. If you’re OK with creating transactions in an account register
window, here are the steps for replenishing your petty cash with a check:

1. Inthe Chart of Accounts window (press Ctrl+A to openit), double-click your
checking account to open its register window.

QuickBooks selects the date in the first blank transaction. Depending on the
date preference you choose (page 650), the program fills in either the current
date or the last date you entered in a transaction. If you added money to petty
cash on a different day, choose the correct date.

2. If you’re withdrawing money from an ATM, in the Number cell, either type
ATM or clear the value that’s there.

If you’re writing a check to get petty cash and QuickBooks fills in the Number
cell with the correct check number, continue to the Payee cell. Otherwise, type
the correct check number in the cell.

3. Whether you’re writing a check or withdrawing money from an ATM, in the
Payee cell, type a name such as Cash or Petty Cash.

If you made a check out to one of your employees, in the Payee cell’s drop-down
list, choose that person’s name.

4. Inthe Payment cell, type the amount that you’re moving from the checking
account to petty cash.
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If you track classes in QuickBooks, this is one time to ignore the Class cell.
You assign classes only when you record purchases made with petty cash (as
explained in the next section).

5. In the Account cell, choose your petty cash account.

If you don’t already have a petty cash account in your chart of accounts, create
the account now by choosing <Add New>, and then be sure to choose the Bank
account type. That way, your petty cash account appears at the top of your
balance sheet with your other savings and checking accounts.

6. Click Record to save the transaction.

That’s it!

TIP If you make a withdrawal from an ATM to get petty cash, use QuickBooks’ Transfer Money feature (page
386) to record the transaction. In the Transfer Funds From box, choose your bank account; in the Transfer Funds
To box, choose your petty cash account.

I RECORDING PURCHASES MADE WITH PETTY CASH

As long as company cash sits in a petty cash drawer or your wallet, the petty cash
account in QuickBooks keeps track of it. But when you spend some of the petty
cash in your wallet or an employee brings in a sales receipt for purchases, you have
to record what was bought. (The box on page 217 explains how to track petty cash
if an employee wants cash before he’s made a purchase.)

The petty cash account’s register is as good a place as any to record these purchases.
In the Chart of Accounts window, double-click the petty cash account to open its
register window. Then, in a blank transaction, follow these guidelines to record your
petty cash expenditures:

* Number. Although petty cash expenditures don’t use check numbers, Quick-
Books automatically puts the next check number in this cell. The easiest thing
to do is ignore the number and move on to the Payee cell.

» Payee. You don’t have to enter anything here, and for many petty cash transac-
tions, entering a Payee would just clog your list of names, so leave this cell blank.

* Memo. Type the vendor’s name or details of the purchase here.
* Payment. Enter the amount that was spent.

» Account. Choose an account like Office Supplies to track the expense.

TIP To distribute the petty cash spent to several accounts, click Splits. In the table that appears, specify the
account, amount, customer or job, class, and a memo for each split (page 207).

When you’re done, click Record.
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Petty Cash Advances

Good management practices warn against dishing out petty
cash without a receipt. But suppose an employee asks for cash
in advance to purchase a new lava lamp for the conference
room? There’s no receipt, but you really want the lava lamp
to impress the CEO of a tie-dye company.

The solution in the real world is to write a paper 10U and place
it in the petty cash drawer until the employee coughs up a
receipt. In QuickBooks, record the advance as if the purchase
were already complete. For example, create the transaction
in the petty cash account register using entries like these:

* In the Payee cell, type the name of the vendor you're
purchasing from.

* In the Amount cell, type the amount of money you
advanced to the employee.

* Inthe Account cell, choose the account that corresponds
to the expense, such as Office Supplies.

* In the Memo cell, type a note about the employee who
received the advance, the 10U in the petty cash drawer,
and what the advance is for.

When the employee comes back with a receipt, you can update
the transaction’s Memo cell to show that the 10U has been
repaid. If the employee brings change back, create a deposit
to put that money back in the petty cash account using the
same payee and account as the original withdrawal transaction.

M Recording Vendor Refunds and Credits

Say you ordered 30 dozen lightweight polypropylene tank tops for your summer
Death Valley marathon, but your vendor mistakenly silk-screened the logo on long-
sleeved cotton T-shirts heavy enough to survive a nuclear blast. If you raise a ruckus,
the vendor may issue you a refund check or a credit. Either way, it’s easy to record

the money you get back in QuickBooks.

Here’s how to deposit a vendor’s refund check or credit card refund:

1. Choose Banking—Make Deposits or, in the Home Page’s Banking panel,

click Record Deposits.

2. If the “Payments to Deposit” window appears, turn on the checkmark cell
for each payment you want to deposit along with the refund check, and then

click OK to open the Make Deposits window.

The “Payments to Deposit” window opens only if you have other deposits to

make.

3. Inthe Make Deposits window’s Deposit To drop-down list, choose the bank
account where you’re going to deposit the refund.

If you selected other deposits in the “Payments to Deposit” window in the
previous step, they appear in the Make Deposit window’s table.
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RELATED 4. In the first blank Received From cell, choose the vendor who issued the

REPORTS refund check.

If the check isn’t from a vendor, you can choose a customer, employee, or other
name instead.

5. In the From Account cell, choose the account associated with the refund.

For a refund for shirts you purchased, you might choose a cost of goods sold
account that you use for products you buy specifically for customers. If the
refund is for office supplies, choose the expense account for office supplies.

6. Fill in the other fields, and then click Save & Close.

Enter a note about the refund (in the Memo cell), the check number (if you re-
ceived a refund check), the payment method (to indicate whether you received
a refund check or a credit card refund), and the amount of the refund.

If the vendor insists on issuing you a credit with its company instead of a refund
check, here’s how to record that credit in QuickBooks:

1. Choose Vendors—Enter Bills or, in the Home Page’s Vendors panel, click
Enter Bills.

QuickBooks opens the Enter Bills window as if you’re going to enter a bill.
2. Just below the window’s ribbon, choose the Credit option.

QuickBooks changes the window’s giant heading to “Credit” and the Amount
Due label to Credit Amount. The other fields stay the same.

3. On the Expenses and Items tabs, fill in the cells with the items for which
you received credit.

Enter positive numbers just as you did when you entered the original bill. Quick-
Books takes care of posting the credit amounts to your accounts. Your inventory
account decreases due to the inventory items you returned, your cost of goods
sold account decreases due to the non-inventory items you returned, and your
expense accounts’ balances decrease due to expense credits. The total credit
amount also reduces the balance in your Accounts Payable account.

4. Click Save & Close.
That’s all there is to it. See page 200 to learn how to apply a credit.

M Running Expense-Related Reports

QuickBooks’ Vendors & Payables reports tell you how much you owe each vendor
and when the payments are due. The reports in the program’s Purchases category,
on the other hand, focus on how much you’ve bought from each vendor you work
with. In addition, QuickBooks’ new Insights tab is a great way to examine your ex-
penses. This section tells you how to put several expense-related reports to work.
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A/P Aging and Vendor Balance Reports

If your company is flush with cash and you pay bills as soon as they appear in the
Pay Bills window, your A/P Aging reports and Vendor Balance reports will contain
mostly zeroes. If you want an overview of how much you owe each vendor and how
much is overdue, use one of the following reports listed under Reports—Vendors
& Payables:

« A/P Aging Summary. This report shows all the vendors you owe money to and
how old your balances are for each one. Double-click a value to see a report of
the transactions that produced the amount owed.

« A/P Aging Detail. Run this report to see each unpaid bill sorted by its billing
date and grouped into bills that are current, 1to 30 days overdue, 31to 60 days
overdue, 61to 90 days overdue, and more than 90 days late.

* Vendor Balance Detail. This report shows your bills and payments grouped
by vendor.

TIP You can also see the details of a vendor’s balance in the Vendor Center: Select the vendor on the Vendor’s
tab and then, on the right side of the window, click the Open Balance link.

* Unpaid Bills Detail. If you want to evaluate all your unpaid bills before you pay
them, this report is helpful because it displays the bills due up to the current
date, grouped by vendor. To include bills due in the future, in the report window’s
Dates box, choose All. If you want to inspect a bill more closely, double-click
anywhere in its row, and the Enter Bills window opens with the bill’s details.
(You can also run this report from the Enter Bills window: Click the Reports tab
at the top of the window, and then click the Unpaid Bills Detail button.)

Reports about Purchases

Purchasing reports (Reports—Purchases) tell you how much you’ve spent by ven-
dor or item. And if you create purchase orders for items you buy, you can review all
your open purchase orders. Here are a few of the purchasing reports you can use:

* Purchases by Vendor Summary. This report shows how much you’ve spent with
each vendor during a given time period. For example, this report can help you
figure out whether you should ask for better terms due to the volume of busi-
ness you do with a vendor, or perhaps if you should line up additional vendors
in case one goes out of business. Double-click a vendor’s row in the report to
run the Purchases by Vendor Detail report, which shows every transaction for
that vendor.

* Purchases by Item Summary. This report shows the quantity and value of your
purchases by item.

* OpenPurchase Orders. As you'd expect, this report shows you all the purchase
orders you’ve created that haven’t been fulfilled yet. If stock is getting low,
double-click a purchase order in this report to open it in the Create Purchase
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Orders window, and then call the vendor to get an update on the estimated
delivery date.

The Insights Tab

New in QuickBooks 2015, the Insights tab (located at the top of the Home Page)
provides an overview of your income and expenses. (Page 44 provides the full story
on this handy new dashboard.) The Expenses graph at the bottom right of the tab
initially displays your top five categories of expenses. To change the date range,
click the down arrow in the date range box, and then choose the period you want,
such as Last Fiscal Year. You can also click the graph to run a report that shows all
your expense-related transactions grouped by account.
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Invoicing

is an important step in bookkeeping. After all, if money isn’t flowing into your
organization from outside sources, eventually you’ll close up shop and close
your QuickBooks company file for the last time.

T elling your customers how much they owe you and how soon they need to pay

Although businesses use several different sales forms to bill customers, the invoice
is the most popular, and, unsurprisingly, customer billing is often called invoicing.
This chapter begins by explaining the differences between invoices, statements,
and sales receipts—each of which is a way of billing customers in QuickBooks—and
when each is most appropriate.

After that, you’ll learn how to fill in invoice forms in QuickBooks, whether you’re
invoicing for services, products, or both. If you send invoices for the same items to
many of your customers (and don’t use the program’s multiple currencies feature),
QuickBooks’ batch invoice feature can help: You select the customers, add the items
you want on the invoices, and the program creates all the invoices for you. If you
track billable hours and reimbursable expenses with QuickBooks, you can also have
the program chuck those charges into the invoices you create.

Finally, you’ll find out how to handle a few special billing situations, like creating
invoices when products you sell are on backorder and how to handle products you
sell on consignment. You’ll also learn how to create estimates for jobs and then use
them to generate invoices as you perform the work. And, since you occasionally have
to give money back to customers, you’ll learn how to assign a credit to a customer’s
account, which you can then deduct from an existing invoice, refund by cutting a
refund check, or apply to the customer’s next invoice.

CHAPTER

10

221



CHOOSING THE

RIGHT TYPE OF NOTE
FORM Chapter 11 continues the invoicing lesson by teaching you how to produce statements that show

your customers’ account status. It also explains how to create sales receipts when customers pay you right away.
And Chapter 12 explains how to get any kind of sales form into your customers’ hands, along with a few other
timesaving techniques, like finding transactions and memorizing them for reuse.

I Choosing the Right Type of Form

In QuickBooks, you can choose from three different sales forms to document what
you sell, and each form has strengths and limitations. Invoices can handle any bill-
ing task you can think of, so they’re the best choice if you have any doubts about
which one to use. Table 10-1 summarizes what each sales form can do. The sections
that follow explain the forms’ capabilities in detail and give guidance on when to
choose each one.

TABLE 10-1 What each QuickBooks sales form can do
ACTION SALES RECEIPT STATEMENT INVOICE

Track customer payments and balances X X

Accept payments in advance X X X

>

Accumulate some charges before sending X X

sales form

Collect payment in full at time of sale

Create summary sales transaction

Apply sales tax

Apply percentage discounts

Use Group items to add charges to form

Add long descriptions for items

Subtotal items

Include customer message

X | X | X | X | X | X | X |X|X
X | X | X | X | X | X | X | X |X

Include custom fields

NOTE QuickBooks Premier and Enterprise editions include one more type of sales form: the sales order.
In those editions, when you create a sales order for the products that a customer wants to buy, you can create
an invoice for the items that are in stock and keep track of out-of-stock items that you’ll need to send to your
customer when a new shipment arrives (see page 260).
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Sales Receipts

The sales receipt is the simplest sales form that QuickBooks offers, and it’s also
the shortest path between making a sale and having money in the bank (at least in
QuickBooks). But this form is suitable only if your customers pay the full amount
at the time of the sale—for example, in a retail store, restaurant, or beauty salon.
However, you can also accumulate charges for time (page 167) and billable expenses
(page 194), and then add them to a sales receipt. But for products you sell, sales
receipts handle only payment in full.

When you create and save a sales receipt in QuickBooks, the program immediately
posts the money you receive to the Undeposited Funds account or to the bank ac-
count you choose. As you'll learn in this chapter and the next, invoices and statements
take several steps to move from billing to bank deposits, so ease of depositing is
one advantage of sales receipts over those other sales forms.

Sales receipts can handle sales tax, discounts, and subtotals—or any other item in
your Item List. But when you operate a cash business, creating a sales receipt in
QuickBooks for each newspaper and pack of gum your newsstand sells is not good
use of your time. Instead, consider creating a sales receipt that summarizes a day’s
or a week’s sales (page 362), using a customer named Cash Sales that you create
specifically for that purpose.

Statements

Suppose you’re a lawyer and you spend 15 minutes here and 15 minutes there work-
ing on a client’s legal problem over the course of a month. Each time you do so,
that’s another charge to the client’s account. In QuickBooks, each of those charges
is called a statement charge. You can enter them individually (page 296) or, if you
track time in QuickBooks, you can add your time to an invoice just as easily, as
described on page 253.

Businesses often turn to statements when they charge the same amount each
month, such as a fixed monthly fee for Internet service or full-time work as a con-
tract programmer. Although statements work for these fixed fees, you can also use
memorized invoices (page 322) and QuickBooks’ batch invoice feature (page 243)
to do the same thing just as easily.

Where statements really shine is in summarizing a customer’s account. Behind the
scenes, a statement adds up all the transactions that affect the customer’s open
balance over a period of time, which includes statement charges, payments, and
invoices. The statement shows the customer’s previous balance, any payments that
the customer has made, any invoices that she hasn’t paid, and any new charges on
the account. From all that information, QuickBooks calculates the total and displays
it on the statement, so you know how much money is outstanding and whether it’s
overdue.
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Invoices

|f statements or sales receipts don’t work for your situation, don’t be afraid to use
invoices. They accept any item you’ve created in your Item List (see Chapter 5) and
they track what customers owe you.

Besides offering all the features listed in Table 10-1, an invoice is also the only type
of QuickBooks sales form you can generate from an estimate (page 282). If you'’re
a general contractor and prepare a detailed estimate of the services and products
for a job, you’ll save a huge chunk of time by turning that estimate into an invoice
for billing. And if you have to refund some of your customer’s money, you can also
turn an invoice into a credit memo (page 288).

I Sales Forms and Accounts

An invoice or other sales form is the first step in the flow of money through your
company, so now is a good time to look at how QuickBooks posts income and ex-
penses from your invoices to the accounts in your chart of accounts. Suppose your
invoice has the entries shown in Figure 10-1. Table 10-2 shows how the amounts on
that invoice post to accounts in your chart of accounts.

NOTE The lines on the invoice in Figure 10-1don’t show a// the movements between accounts listed in Table
10-2. Behind the scenes, QuickBooks transfers money to your cost of goods sold and inventory accounts.

TABLE 10-2 Debits and credits have to balance

ACCOUNT DEBIT CREDIT
Accounts Receivable 4,822.23

Services Revenue 5,000.00
Product Revenue 499.75
Sales Discounts 750.00

Sales Tax Payable 37.48
Shipping Income 35.00
Cost of Goods Sold 249.78

Inventory 249.78
Total 5,822.01 5,822.01
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Here’s why the amounts post the way they do:

* You sold $5,000 of services and $499.75 of products, which is income. The
income values appear as credits to your Services Revenue and Product Revenue
accounts to increase your income because you sold something. In this example,
the discount is in an income account, so the discount is in the Debit column to
reduce your income.

« The $37.48 of sales tax you collect is a credit to the Sales Tax Payable account.

« The shipping charge ($35.00) is a credit in your shipping income account to
show what you charged for shipping.

» All those credits need to balance against a debit. Because your customer owes
you money, the amount owed ($4,822.23) belongs in the Accounts Receivable
account, indicated by the debit.

* You also sold some products from inventory. You credit the Inventory account
with the cost of the products, $249.78, which decreases the Inventory account’s
balance. You offset that credit with a debit for the same amount to the Cost of
Goods Sold account, which is an income statement account.
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M Creating Invoices

Depending on which edition of QuickBooks you use, you have up to three features
for creating invoices:

* Create Invoices can handle everything you throw at it: services, products, bill-
able time, and billable expenses. It’s available in QuickBooks Pro and higher.

» Create Batch Invoices (page 243) lets you select all the customers to which you
want to send the same invoice (that is, the same items and the same amounts).
If you send the same invoice to the same customers all the time, you can set
up a billing group for those customers and, from then on, simply choose that
group. After you create the invoice, you can print or email it to the customers
in the group. This feature is available in QuickBooks Pro and higher, as long as
you don’t use multiple currencies.

* Invoice for Time & Expenses, available only in QuickBooks Premier and Enter-
prise editions, can do everything that the Create Invoices feature can do, but
it’s a real timesaver when you invoice for billable time and expenses. As you’ll
learn on page 254, you specify a date range and QuickBooks shows you all the
customers who have billable time and expenses during that period. When you
choose a customer or job and tell the program to create an invoice, it opens the
Create Invoices window, fills in the usual fields, and fills the invoice table with
the customer’s billable time and expenses. Once you’re in the Create Invoices
window, you can add any other items you want, like products you sold or dis-
counts you’re offering. This feature also lets you create batch invoices for time
and expenses (page 257).

Invoices tell your customers everything they need to know about what they pur-
chased and what they owe you. If you created customers and jobs with settings
such as payment terms, tax item, and sales rep (page 70), as soon as you choose a
customer and job in the Create Invoices window’s Customer:Job field, QuickBooks
fills in many of the fields for you.

Some invoice fields are more influential than others, but they all come in handy at
some point. To understand the purpose of the fields on an invoice more easily, you
can break the form up into three basic parts (see Figure 10-2). Because the invoices
you create for product sales include a few more fields than the ones for services
only, the following sections of this chapter use a product invoice to explain how to
fill in each field you might run into on the invoices you create. These sections also
tell you what to do if the information that QuickBooks fills in for you is incorrect.

NOTE If you charge customers based on the progress you’ve made on a project, invoices are a /itt/e more
complicated, but you’ll learn how to handle this situation on page 284.
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FIGURE 10-2

The top of the invoice has
overall sale information,
such as the customer and
job, the invoice date, who
to bill and ship to, and the
payment terms. The table
in the middle has info
about the products and
services sold, and other
items, such as subtotals
and discounts. Below the
table, QuickBooks fills

in the Tax field and the
Customer Tax Code field
with values from the
customer’s record, but you
can change any values that
the program fills in. You
can also add a message

to the customer, choose
your send method, or type
amemo to store in your
company file.

Creating an Invoice

In the sections that follow, you'll find details about filling in all the fields on an invoice.
(The box on page 229 describes some of the ways nonprofit invoicing differs from
for-profit invoicing.) For now, here’s the basic procedure for creating and saving one
or more invoices by using the Create Invoices feature:

1. Press Ctri+l; in the Home Page’s Customers panel, click the Create Invoices
icon; or, inthe Customer Center toolbar, choose New Transactions—lnvoices.

If you use QuickBooks Pro or if the preference for invoicing time and expenses
isn’t turned on, then clicking the Home Page’s Create Invoices icon opens the
Create Invoices window immediately.

If you use QuickBooks Premier or Enterprise and you’ve turned on the preference
to invoice for time and expenses (page 669), then the Home Page displays the
Invoices icon instead of the Create Invoices icon. Clicking Invoices displays a
shortcut menu with two entries: “Invoice for Time & Expenses” and Create In-
voices. Choose Create Invoices to create a regular invoice. Page 254 explains how
to use the shortcut menu’s other entry to invoice for billable time and expenses.
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CREATING 2. In the Create Invoices window’s Customer:Job box, choose the customer
INVOICES or job associated with the invoice.

When you pick a customer or job, QuickBooks fills in many of the invoice fields
with values from the customer’s record (see page 70) and the job’s record if
you selected a job (page 80). For example, QuickBooks pulls the data for the
Bill To address, Terms, and Rep fields from the customer’s or job’s record. And
your Sales & Customers preferences (page 663) provide the values for the Via
and F.O.B. fields. (FOB stands for “free on board,” which is the physical point
where the customer becomes responsible for damage to or loss of the shipment.)

NOTE Depending on the QuickBooks edition you use and transactions you’ve entered, a few other windows
may open when you choose a customer or job. If the customer or job you selected has an available estimate,
the Available Estimates dialog box opens so you can fill in the invoice simply by selecting an estimate, and then
clicking OK. If you use QuickBooks Premier and there’s an outstanding sales order (page 261), the Available Sales
Order window appears so you can select the one you want to invoice.

In QuickBooks Premier, if the preference for invoicing time and expenses is turned on and the customer or job
has associated time or expenses, the Billable Time/Costs dialog box opens with the “Select the outstanding
billable time and costs to add to this invoice” option selected. If you don’t want to add the time and expenses
to this invoice, select the option whose label begins with “Exclude,” and then click OK. (To learn about invoicing
for time and expenses, see page 252.)

3. For each product or service you sold, in the line-item table, enter the info
for the item, including its quantity and price (or rate).

If you want, you can also fill in the boxes below the line-item table, such as
Customer Message and Memo. You’'ll rarely need to change the sales tax rate
associated with the customer, but you can if necessary.

4. Maintain your professional image by checking for spelling errors before
you send the invoice.

To run QuickBooks’ spell-checker, at the top of the Create Invoices window, click
the Formatting tab, and then click Spelling. (If you checked spelling when you
created your customers and invoice items, then the main source of spelling errors
will be any edits you’ve made to item descriptions.) If the spell-checker doesn’t
work the way you want, then change your Spelling preferences (page 668).

5. To save the invoice you just created and close the Create Invoices window,
click Save & Close.

If you’re unhappy with the choices you made in the current invoice, click Clear
to start over with a fresh, blank invoice. If you have additional invoices to create,
click Save & New to save the current invoice and begin another.
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NOTE If you create or modify an invoice and then click the Print icon in the Create Invoices window’s Main
tab, QuickBooks saves the invoice before printing it, which helps prevent financial hanky-panky.

ALTERNATE REALITIES

Invoicing for Nonprofits

For nonprofits, invoices can record the pledges, donations,
grants, or other contributions you’ve been promised.

Invoicing for nonprofits differs from the for-profit world’s
approach. First of all, many nonprofits don’t send invoices
to donors. Nonprofits might send reminders to donors who
haven’t sent in the pledged donations, but they don’t add
finance charges to late payments.

Moreover, because some donors ask for specific types of
reports, nonprofits often use several Accounts Receivable

as described in the Note on page 233). For example, when
you create an invoice for pledges, you’d choose the Pledges
Receivable account.

To compensate for this additional field, QuickBooks includes
a handy feature when you use multiple Accounts Receivable
accounts: It remembers the last invoice number used for each
AR account in your QuickBooks chart of accounts, so you can
create unique invoice numbering schemes for each of them.
Forexample, if you create an invoice for the Pledges Receivable

account and set the Invoice # field to “PL-100,” QuickBooks
automatically assigns invoice number “PL-101” to the next
invoice you create for that account.

accounts to track money coming from grants, dues, pledges,
and other sources. When you have multiple Accounts Receiv-
able accounts, the Create Invoices window includes an Account
field so you can choose the appropriate Accounts Receivable
account (just like when you work with multiple currencies,

Filling in Invoice Header Fields

If you fillin all the fields in your customer and job records (see Chapter 4), QuickBooks
takes care of filling in most of the fields in the header section of invoices. Here’s what
the header fields do and where QuickBooks gets the values it fills in automatically.

I CHOOSING THE CUSTOMER OR JOB

The selection you make in the Customer:Job field (shown in Figure 10-3) is your
most important choice on any invoice. In addition to billing the correct customer
for your work, QuickBooks uses the settings from the customer’s or job’s record to
fill in many of the invoice’s fields.

NOTE If you've turned on the preference for multiple currencies, the last column in the Customer:Job drop-
down list shows the customer’s currency (as shown in Figure 10-3).
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Once you select a customer or job, the panel on the right side of the Create Invoices
window shows a summary of the customer’s account and recent transactions (Figure
10-4). The Customer tab displays the customer’s open balance and the credit limit
you’ve set for that customer so you can see whether the new invoice exceeds that
limit. You can also review recent transactions to check whether payments have come
in before you send an invoice for finance charges. Any notes that you’ve entered
for the customer appear at the bottom of the panel. Click the > at the panel’s top
left to expand or collapse it.

NOTE The right-hand panel’s Transaction tab shows information about the transaction that’s currently
displayed in the Create Invoices window. The tab’s Summary section shows who created and edited the transac-
tion and when. If there are related transactions, such as a payment or credit memo, they appear in the Related
Transactions section.

I CHOOSING AN INVOICE TEMPLATE

The option you choose in the Template drop-down list near the top of the Create
Invoices window determines which fields appear on your invoices and how they’re
laid out. For example, you might use two templates: one for printing on your com-
pany letterhead and one for invoices you send electronically. Choosing a template
before doing anything else is the best way to prevent printing the wrong invoice
on expensive stationery.
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QuickBooks remembers which template you chose when you created your last
invoice. So if you use only one invoice template, choose it on your first invoice, and
the program chooses it for you from then on. But if you switch among invoices, be
sure to select the correct template for the invoice you’re creating.

NOTE Templates aren’t linked to customers. If you pick a template when you create an invoice for one

customer, QuickBooks chooses that same template for your next invoice, regardless of which customer it’s for.

You can switch templates anytime. When you choose a template, the Create Invoices
window displays the appropriate fields and layout. If you’ve already filled in an in-
voice, changing the template doesn’t throw out the data you entered; QuickBooks
simply displays it in the new template. However, QuickBooks won’t display settings
like your company logo, fonts, and other formatting until you print or preview the
invoice (page 308).
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Many small companies are perfectly happy with the invoice templates that Quick-
Books provides. When you create your first invoice, you might not even think about
the layout of the fields. But if you run across a billing task that the current template
can’t handle, don’t panic: You can choose from several built-in templates. And if you
want your invoices to reflect your company’s style and image, you can create your
own custom templates (see page 707).

The options you see in the Template drop-down list depend on the QuickBooks
edition you use. Before you accept the template that QuickBooks chooses, in the
Template drop-down list, quickly select and review the templates to see whether
you like any of them better. Here are a few of the more popular built-in templates:

* Intuit Product Invoice. This template is useful if you sell products with or without
services. It’s set up to show information like the quantity, item code, price for
each item, total charge for each item, sales tax, and shipping info—including
the ship date, shipping method, and FOB.

« Intuit Service Invoice. This template doesn’t bother with shipping fields because
services are performed, not shipped. It includes fields for the item, quantity,
description, rate, amount, tax, and purchase order number.

* Intuit Professional Invoice. The only difference between this template and the
Intuit Service Invoice is that this one doesn’t include a P.O. Number field, and
the quantity (Qty) column follows the Description column.

* Progress Invoice. If you bill customers based on the progress you’ve made
on their jobs, use this template, which has columns for your estimates, prior
charges, and new totals. It appears in the Template drop-down list only if you
turn on the preference for progress invoicing (see page 655).

NOTE The Intuit Packing Slip template is included in the Template drop-down list even though it isn’t an
invoice template. It’s listed there because, when you ship products to customers, you can print an invoice and
packing slip from the Create Invoices window (see page 312).

» Fixed Fee Invoice. This template drops the quantity and rate fields, since the
invoice shows only the total charge. It includes fields for the date, item, descrip-
tion, tax, and purchase order number.

» Time & Expense Invoice. If you bill customers by the hour, this template is the
one to use. It includes columns for hours and an hourly rate, and it calculates
the resulting total. (The Attorney’s Invoice template is identical to this one
except in name.)

I THE OTHER HEADER FIELDS

As Figure 10-5 shows, QuickBooks can fill in most of the remaining header fields for
you. Although the following fields don’t appear on every invoice template, here’s
how to fill in any empty fields or change the ones that QuickBooks didn’t complete
the way you want:
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« Class. If you turned on the class-tracking feature (page 140) to categorize your
income and expenses in different ways, choose a class for the invoice. If you skip
this box and have the class reminder preference turned on, QuickBooks tells
you that the box is empty when you try to save the invoice. Although you can
save the invoice without a class (if classes don’t apply to the transaction, say),
it’s important to assign classes to every class-related transaction if you want
your class-based reports to be accurate. For example, if you use classes to track
income by partner and save an invoice without a class, the partner who deliv-
ered the services on the invoice might complain about the size of her paycheck.

Customer currency if Price level from FIGURE 10-5
you use multiple currencies customer record

After you choose a
customer, if you've as-

van R | signed a price level to that
«d B B % [Boeweicw |@ & = [Pt @ BrwTmecos  &F  E@Remacred customer’s record (page
Find New Sa_ve Delfte DMemelize g ;Z-ﬁ; Prinl Enlal\ Email Later m;::n & Apply Credits PRa;:g:s 77), ”76‘ name 0,‘ the pfi(e
: level appears in brackets
M ~ccoun SRR revrre U next to the Customer:Job
. e e . - field. You can change the
Invoice (745 @) Energetic Events, LLG customer’s price level by
e ngﬁ;ixw . editing the customer’s
' record (page 86), or you
PO NMBER  TERMS ro8 can choose existing price
Net 30 v DZ > 071114 B Federal Expr.. ~ IeVeIS to fhange the prife
QUANTITY { ITEM cODE DESCRIPTION PRICEEACH CLASS  f AMOUNT | TAX you charge as you add
20 Security services:Hack audit Test security systeml: for security holes 212,50 4,250.00 Non & . . .
items to the invoice (see

the box on page 235).
Other values from customer record

NOTE If you work with multiple currencies, then at the top of the Create Invoices window, the Account box
appears and shows the Accounts Receivable (AR) account for the invoice’s income. QuickBooks creates an ad-
ditional Accounts Receivable account (page 57) for a currency, such as Account Receivable-EUR, when you assign
that currency to the first new customer that uses it and then save the customer record.

+ Date. Out of the box, QuickBooks fills in the current date here, which is fine if
you create invoices when you make sales. But service businesses often send
invoices on a schedule—the last day of the month is a popular choice. If you
want to get a head start on your invoices, you can change your QuickBooks
preferences so the program uses the same date for every subsequent invoice
(until you change the date), making your end-of-month invoicing a tiny bit easier.
Page 650 tells you how to do that.

* Invoice #. When you create your first invoice, type the number that you want to
start with. For example, if you’d rather not reveal that this is your first invoice,
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CREATING type a number such as 245. Then, each time you create a new invoice, Quick-
INVOICES Books increases the number in this field by one: 246, 247, and so on.

TIP Press the plus (+) or minus (=) key to increase or decrease the invoice number by one. When you save
the current invoice, QuickBooks considers its invoice number the starting point for subsequent numbers.

If your last invoice was a mistake, the best thing to do is to void it (page 294). If you delete it instead, you’ll
end up with a gap in your invoice numbers. For example, when you delete invoice number 203, QuickBooks has
already set the next invoice number to 204. So, if you notice the gap, in the Invoice # box, type the number you
want to use to get QuickBooks back on track, and void incorrect invoices from now on.

 Bill To. This field is essential if you mail invoices. When the customer record
includes a billing address (page 74), QuickBooks puts that address in this field.
If you email invoices, a billing address isn’t necessary—the customer name in
this field simply identifies the customer on the emailed form.

» Ship To. If you sell services, you don’t need an address to ship to. But if you sell
products, you need a shipping address to send the products to your customer.
When you use a template like Intuit Product Invoice, QuickBooks puts the ship-
ping address from the customer’s record in this field. If you create additional
shipping addresses (for different office locations, say), click the down arrow
to the right of the Ship To drop-down list and choose the address you want.

* P.O. Number. If your customer issued a purchase order for the goods and ser-
vices on your invoice, type that purchase order number here.

* Terms. Typically, you set up payment terms when you create customers, and
you then use those terms for every invoice. When the customer’s record includes
payment terms (page 76), QuickBooks uses them to fill in this field. However, if
you decide to change the terms—perhaps due to the customer’s failing financial
strength—choose a different term here, such as “Due on receipt.”

NOTE If QuickBooks fills in fields with incorrect values, make the corrections on the invoice. When you save
the invoice, QuickBooks asks if you’d like the new values to appear the next time, as shown in Figure 10-6.

Information Changed FIGURE 10-6
If you click Yes here, QuickBooks changes the corresponding

You have changed: EnergeticEvents001:0Office Lockdown

y ['} fields in the customer and job records.
Ti . B . .
erms If you click No, it changes the values only on this particular
Would you like to have this new information appear next time? invoice.

Yes Ho Cancel
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* Rep. If you assigned a sales rep in the customer’s record (page 77), QuickBooks
fills in this field for you. If the sales rep changes from invoice to invoice (for
instance, when the rep is the person who takes a phone order) and you left the
Rep field blank in the customer’s record, choose the right person here. Leave
the field blank if the transaction doesn’t have a sales rep.

» Ship. QuickBooks fills in the current date here. If you plan to ship on a different
date (when the products arrive from your warehouse, for example), type or
choose the correct date.

* Via. If you specified a value in the Usual Shipping Method preference (page 663),
QuickBooks enters that value here. To choose a different shipping method for this
invoice—for instance, when your customer needs the order right away—click this
field and select the one you want. (Some templates label this field “Ship Via.”)

« F.0.B. This stands for “free on board” and signifies the physical point at which
the customer becomes responsible for the shipment. That means that if the
shipment becomes lost or damaged beyond the FOB point, it’s the customer’s
problem. If you set the Usual FOB preference (page 663), QuickBooks enters
that location here. To choose a different FOB for this order, type the location
you want.

NOTE Unlike many of the other fields in the invoice header area, the F.0.B. box doesn’t include a drop-down
list. QuickBooks doesn’t keep a list of FOB locations because most companies pick one FOB point and stick with it.

FREQUENTLY ASKED QUESTION

Mysterious Price Changes

One of my Service items costs $150 per hour. But when | cre-
ated a customer invoice for that item, the Price Each came up
as $120. What’s going on?

Before you rush to correct that Service item’s price, look near
the top of the Create Invoices window, to the right of the
Customer:Job field. If you see text in square brackets, such as
“[Loyalty],” you’ll know that you set up your customer with a
price level (page 77). Instead of a mistake, this price adjustment
on your invoice is actually a clever and convenient feature.

Price levels are percentage increases or decreases that you can
apply to the prices you charge. For example, you can set up
price levels to give discounts to your high-volume customers
or mark up prices for customers known for their frequent use
of your customer-service line. To use price levels, you have to
turn on the Price Level preference (page 663).

If you assign a price level to a customer, QuickBooks automati-
cally applies that price-level percentage to every item you add
to invoices for that customer. The only indication that Quick-
Books has applied the price level is the price level’s name to the
right of the Customer:Job field (and the items’ altered prices).

You can also apply price levels to individual items on an
invoice. For example, suppose you offer a 20 percent discount
on a different item each month. When an item is the monthly
special, you can apply the Monthly Special price level to just
that item, as shown in Figure 10-7.

When you use price levels, your customers don’t see that the
price increases or decreases, which means they could take
your discounts for granted. So if you want to emphasize the
discounts you apply, use a Discount item instead to visibly
reduce prices on your invoices (see page 241).
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Customer price level

applies to entire invoice FIGURE 10-7

To apply a price level to a single

E ] item, click the Price Each (or Rate)
Mein | CONoN e Son S s iRonc | field for the item that’s on special.
o« a E }:@ B create a ooy Q Q = Print Later @ (B Add Time/Costs B ®PReundCredit
e R s (e R e R == N ==} When QuickBooks displays a down
— arrow in that field to indicate that
PYSEWENEN crergeticeve.. [0 - Jo0 cLass ~ PORRINY 1200 - Account.. - RARROUPN init Frovuctl.. ~ e !
custo a drop-down list is available, click
Invoice o oo o < the arrow, and then choose the
03007115 B Energetic Events, LLC SuMm: .
- i Parcons. on price level you want.
== 7215 2nd Ave. one
15036 Los Alamos, NM 82345 Email
Open t
P.0. NUMBER TERMS REP SHIP WA F.OB. Credit
Net 30 ~ DZ ~ 03107115 B Federal Bxpr.. ~ Active ¢
Sales
20 Security services:Hack audit Test security systems for security holes 21250 Dee Zaster 4,250.00 Non A
25 Security services:Security Install ~  Install custom-designed security system 12000 ~ DeeZ. ~ 3,187.50 Non -
4 Security Devices:Security Station 1 seat security console Base Rate usp 15000 BV
8 Security Devices:Monitor 18" monitor for security console Extras usd 180,00 W4

07s
10 Security DevicesWebcam Wireless web camera Loyalty ysp 120.00

Special Sale discount for monthly specials

Monthly Special ysp 120.00

Senvice Plan Usp 12750

[uap] ]

Choose to apply price level
to individual line item

Entering Invoice Line Items

If you dutifully studied Chapter 5, you know about the different types of items you
can add to invoices. This section describes how to fill in a line in the Create Invoices
window’s line-item table to charge your customers for the things they buy. (The box
on page 238 explains a shortcut for speeding up this process.)

The order in which you add items to an invoice is important. For example, when
you add a Subtotal item, QuickBooks subtotals all the preceding items up to the
previous Subtotal item (if there is one). The program does nothing to check that you
add items in the correct order—you can add a Subtotal item as the first line item,
even though that does nothing for your invoice. See page 239 for the full scoop on
adding Subtotal, Discount, and Other Charge items in the right order.

If multiple currencies are turned on and you have customers set up to use foreign currencies, when you
create an invoice for one of those customers, QuickBooks automatically applies the exchange rate you entered for
that currency to item prices and service rates. (See the box on page 461 to learn how to download exchange rates
and obtain exchange rates for certain dates.) To use a specific exchange rate in an invoice, fill in the “Exchange
Rate 1[currency] =” box with the exchange rate before you add items to the invoice. (If you forgot to change the
exchange rate before adding items, delete the lines in the invoice, adjust the exchange rate, and then add the
items again.)
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The order of columns in the line-item table varies from template to template. This
section lists the columns in the order they appear on the Intuit Product Invoice
template (shown in Figure 10-8):

* Quantity. For products, type a quantity. For services you sell by the hour (or
other units of time), type the number of time units. (See page 255 to learn how
to select hours from a timesheet.) If you sell services at a flat rate, you can leave
this cell blank and simply fill in the Amount cell.

NOTE If you type a quantity for a product that exceeds the number you have on hand, QuickBooks Pro
simply warns you that you don’t have enough. QuickBooks Premier displays the same warning and tells you how
many you have on hand, how many are on sales orders (page 260), and the total available.

Quantity doesn’t apply if the item is a discount, subtotal, or sales tax. So if you
choose one of these items after entering a quantity, QuickBooks removes the
value in the Quantity cell.

* Item Code. Click this cell and then choose an item from the drop-down list (see
Chapter 5 for details on items). Depending on the info you entered when you
created this item (page 106), QuickBooks may fill in the Description and Price
Each (or Rate) cells for you.

« Description. If you set up inventory items with standard descriptions, Quick-
Books automatically puts them in this cell. But you can edit a description to, for
example, add details—like changing the generic description “Security service”
to the more specific “Nightly rounds every two hours.”

. et case e °  FIGURE 10-8
20 Security services Hack audit Test security systems for security holes 21250 Dee Zaster 4,250.00 Non A . .
25 Securlty services Security Install  Install custorn- designed securlly system 120.00 Dee Zaster 3,000.00 Nan In the Intuit Product Invoice
Subtotal Services subtotal 7,260.00 & temp[atej the auanmy
4 Security Devices: Security Station ~ 1 $eat security consale 1,700 ~ DeeZa. ~ 6,800.00 Tax - 0 .
a8 Secutity Devices:Manitar 19" monitor for security consale 467 50 Dee Zaster 3,740.00 Tax o (OIumn (omes f”st Aﬂer
10 Security Devices Webcam Wireless weh camera #1.5575 Dee Zagter 815.58 Tax v you choose an item, make
Special Sale discount far monthly specials -10.0% Dee Faster -81.66 Tax v sure fO Che(k the VaIUE‘ ’n the
Subtotal Product subtotal 11,274.02 !
fear-end ciscount fearend inertive 0% DecZasr | 56370 Tax Amount cell. If the number
Subtotal Discounted product subtatal 10,710.32 " looks too [arge or Sma”’ the
Shipping Value based shipping charge 10.0% Dee Zaster 1,071.03 Non quan[ity you entered mlght
not match the item’s units.
For example, if you charge for
L developing training materials
by the hour but charge for
TH Dy Regul. - (7.72%) S0 82583 . ..
e Syt Py teaching a training class by
CUSTOMER WESSATE PAMENTS APRLED LISD 000 the day, the quantity for
— sssance ove USD 19,858.18 ’ o .
developing training materials
= botbial) L S saesciose | [JECTNIDRY | Roven has to be in hours and the
quantity for teaching in days.
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CREATING » Price Each (or Rate). Depending on the type of item you’re adding to the

INVOICES invoice, QuickBooks goes to the item’s record and grabs the value in the Sales
Price field or Rate field and puts it here. For example, an Inventory Part item’s
price always comes from the Sales Price field, whereas Service items use the
Rate field (unless a partner or subcontractor performs the work, in which case
they use the Sales Price field).

» Class. If you turned on classes (page 140), you can pick a class for this item here.

* Amount. QuickBooks calculates the value in this cell by multiplying the quantity
by the number in the Price Each (or Rate) field. But nothing stops you from
simply typing a value in this field, which is exactly what you want for a fixed-
fee contract. (For the full story on invoicing for fixed-fee contracts, see the box
on page 240.)

» Tax. If you turned on the sales tax preference (page 664), QuickBooks displays
this cell and fills it in with the taxable status you specified in the item’s record,
and fills in the Tax box below the table with the Sales Tax item you set in the
customer’s record. (The tax rate for the Sales Tax item you select appears in the
Create Invoices window’s footer to the right of the Tax box.) With the taxable
status of your customers (page 77) and the items you sell (page 109) in place,
QuickBooks can automatically handle sales tax on your invoices. For example,
when an item is taxable and the customer is liable for paying sales tax, the pro-
gram calculates the total sales tax by adding up all the taxable items on your
invoice and multiplying that number by the tax rate in the Tax box below the
table; it then displays this value below the table (see Figure 10-8).

TIP If you notice that an item’s taxable status isn’t correct, don’t change the value in the Tax cell. You're
better off correcting the customer’s or item’s tax status so QuickBooks can calculate tax correctly in the future.

POWER USERS’ CLINIC

Adding Group Items to Invoices

If the same items frequently appear together on your invoices,  To add a Group item to an invoice, in the Create Invoices win-
you can add all those items in one step by creating a Group  dow’s item drop-down list (which, depending on the invoice
item (page 114). Any type of item is fair game for a Group  template you're using, is labeled “Item” or “Item Code”), simply
item, so you can include Service items, discounts, subtotals,  choose the Group item you created. QuickBooks fills in the first
and other charges. line by putting the name of the Group item in the item cell.

For example, customers who buy your deluxe vinyl sofa covers ~ 1hen the program adds additional lines (including quantity,
also tend to purchase the dirt-magnet front hall runnerand the ~ description, and price) for the individual items in the group,
faux-marble garage floor liner. So you could create a Group ~ Such as the sofa cover, runner, and liner.

item (perhaps called the Neat Freak Package) that includes the

items for the sofa cover, runner, and liner, with the quantity

you typically sell of each item.
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Sometimes you forget to add line items you need. For example, say you’ve added INVOICES
several services and inventory items to your invoice and then realize that you need

Subtotal items following the last service and last inventory items so you can apply a

shipping charge to only the inventory items. Or if your customer changes his mind,

you can insert or delete a line item. You can also copy and paste line items.

Here’s how to modify lines in the line-item table:

* Insert a line. Right-click the line above which you want to add a line, and then
choose Insert Line from the shortcut menu, as shown in Figure 10-9. If you prefer
keyboard shortcuts, press Ctrl+Insert instead.

* Delete aline. Right-click the line you want to get rid of and choose Delete Line
from the shortcut menu, or press Ctrl+Delete.

* Copy a line. Right-click the line you want to copy, and then choose Copy Line
from the shortcut menu. Why might you do this? Suppose you filled in a line for
a taxable product below the Subtotal item you added for taxable items. Instead
of recreating the line item in the right location, it might be quicker to copy this
line, and then paste it where it should go. Then be sure to delete the original line.

* Paste aline. Right-click the line above which you want to paste the copied line
and choose Paste Line from the shortcut menu.

QuickBooks adjusts the invoice’s lines accordingly.

Right-click to open Scrollinthe table to o =\ pE 10-9
shortcut menu see more line items .
As you add items to the

table, QuickBooks adds

Sale: H
aenrire ¢ irew cooe PRICEEACH {class [ amounT {7 blank lines (and new
2( Security services:Hack audit Test security systems for security holes 212.50 Dee Zaster 4,250.00 Non 8 pages, If needed) to your
24 Security services:Security Install Install custom-designed security system 120.00 Dee Zaster 3,000.00 Non ' . .
1 E Lo < Semices subloll . |° | wes invoice. The number of
4 CopyLine curty Station 1 seat security console 1,700.00 Dee Zaster 6,800.00 Tax 03/14 items visible depends
8 nitor 19" monitor for security console 467.50 Dee Zaster 3,740.00 Tax 03107 :
10 %yhtam Wireless weh camera 81.5575 Dee Zaster 81558 Tax 03i07 on me s:ze‘ of the Create
e dissount for monthly specials 10.0% Dee Zaster 81,56 Tax 0212 Invoices window. You can
1M1z
Subtotal Product subtotal 11,274.02 also move the SCfO// bar
Year-end discount Year-end incentive -5.0% Dee Zaster -563.70 Tax v .
: wote up or down, or resize the

window by maximizing it
or dragging a corner of it.

Applying Subtotals, Discounts, and Percentage Charges

When you add Services, Inventory Parts, and Non-inventory Parts (see Chapter 5)
toaninvoice’s line-item table, they don’t affect their neighbors in any way. However,
when you offer percentage discounts on what you sell or include Other Charge items
that calculate shipping as a percentage of price, the order in which you add items
becomes crucial. And if you want to apply a percentage calculation like a discount
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the calculation work.

or a shipping fee to several items, you’ll need one or more Subtotal items to make

Invoicing Fixed-Price Contracts

Fixed-price contracts are risky because you have to swallow any
cost overruns heyond the fixed price you charge. But if you've
sharpened your skills on similar projects in the past and can
estimate your costs with reasonable accuracy, fixed-price con-
tracts can provide opportunities for better-than-average profit.

Once you and your customer agree on the fixed price, that
amount is all that matters to the customer. Even if you track
the costs of performing a job, your customer never sees those
numbers. In QuickBooks, you can invoice fixed-price contracts
in two different ways:

+ Group item. If you use the same set of services and

up the Group item to hide the details of the underlying
services and products (page 114). Then add the Group item
to your invoice and change the price of the Group item
to your fixed price.

Service item. If every fixed-price job is different, create
a Service item (page 108) called something like Fixed Fee
and leave its Rate field set to 0.00. When you add that item
to an invoice, fill in its Rate field with the full amount of
the fixed-price contract. Then, when you reach a milestone
that warrants a payment, create a progress invoice: In
the Quantity column, type the decimal that equates to

the percentage completed (such as .25 for 25 percent),
and QuickBooks calculates the payment by multiplying
the quantity by the fixed-price amount.

products for multiple jobs, create a Group item that
includes each service and product you deliver and set

You first learned about Subtotal, Discount, and Other Charge items in Chapter 5.
Figure 10-10 shows how to combine them to calculate percentage discounts and add
markups to the items on your invoices. Here’s how these items work:

* Theitem labeled “1” in Figure 10-10 is a Subtotal item that adds up the values of
all the items up to the previous Subtotal item. For example, to keep the Service
items out of the product subtotal, add a Subtotal item after the last Service item.

» Asshown by the item labeled “2” in Figure 10-10, for Discount and Other Charge
items created as percentages, QuickBooks multiplies the percentage by the
total on the preceding line. (If the discount applies to only one item, add the
Discount item immediately below the item you want to discount.)

» Toapply a percentage discount to severalitems, use a Subtotal item to total their
cost (such as the item labeled “3” in Figure 10-10), and then add a percentage
Discount or Other Charge item on the line following that subtotal (like the item
labeled “4” in Figure 10-10).

Here are the steps for arranging Subtotal, Discount, and Other Charge items to
calculate percentages on invoice items:

1. If you want to discount several items on an invoice, enter all those items
one after the other.

Even though the Balance Due field below the line-item table shows the total of
all items, to apply a discount to all of them, you’ll need to add a Subtotal item
to the line-item table.
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! 2 FIGURE 10-10
This line-item table
Quan... | ITEM CODE DESCRIPTION PRICE EACH | CLASS anount Tk includes Subtotal and
20 Security services:Hack audit 'Izelst security systems for security 212.50 Dee Zaster 4,250.00 Noj Discount items that apply
oles .
25 Security services:Security Inst... Install custom-designed security 120.00 Dee Zaster 3,000.00 Noji to only some of the items
system on this invoice.
Subtotal Services subtotal 7,250.00
4 Security Devices:Security Stat.. 1 seat security console 1,700.00 Dee Zaster 6,800.00 Tap
8 Security Devices:Monitar 18" monitor for security console 467.50 Dee Zaster 3,740.00 Tay
10 Security Devices:Webcam Wireless web camera 81.5575 Dee Zaster 815.58 Tay
Special Sale discount for monthly specials -10.0% Dee Zaster -81.56 ==
Subtotal Product subtotal 11,274.02
Year-end discount ‘Year-end incentive -5.0% Dee Zaster -563.70 ==
Subtotal Discounted product subtotal 10,710.32
Shipping Yalue based shipping charge 10.0% Dee Zaster 1,071.03 Noj
3 4

2. Add aSubtotal item after the last item you want to discount, like the Product
Subtotal item labeled “3” in Figure 10-10.

The Subtotal item adds up all the preceding line items up to the previous Sub-
total. For example, in Figure 10-10, the Services Subtotal item (labeled “1”) is
a subtotal of all the Service items on the invoice. The Product Subtotal item
(labeled “3”) adds up all items between the Services Subtotal and the Product
Subtotal items.

3. To apply a percentage discount or charge to the subtotal, add a Discount
or Other Charge item (labeled “4” in Figure 10-10) to the line immediately
below the Subtotal item you added in step 2.

If you’ve already added other items to the invoice, right-click the line immedi-
ately below the Subtotal item, and then choose Insert Line from the shortcut
menu. That inserts the percentage discount or charge item on the line below
the Subtotal item.

4. If you have additional items that you don’t want to include in the discount
or charge, add those below the Discount or Other Charge item.

NOTE These steps also work for Other Charge items that you set up as percentages, such as shipping, as
shown at the bottom of Figure 10-10.
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Your invoices can include messages to your customers—for instance, thanking them
for their business or asking for feedback. In the Customer Message drop-down list,
choose the message you want to include. The messages in this drop-down list are
the ones you’ve added to the Customer Message List (page 151). If the message you
want to use isn’t listed, then click <Add New> to open the New Customer Message
dialog box.

TIP Don’t use the Customer Message List for info that changes with every invoice, such as the purchase order

number or date range for the invoice. Instead, add unique information to the cover letter or email that you send
with the invoice.

Adding a Link to Pay Online

Intuit’s online payment services are changing in 2015. But these new and improved
services will make their debut near the end of 2014. Once these new online payment
services are available, you can learn about them and how to use them in QuickBooks
2015 by heading to this book’s Missing CD page at www.missing manuals.com/cds
and downloading Appendix E.

Choosing How to Send the Invoice

Onthe Create Invoices window’s Main tab (if it’s not selected, click it in the window’s
upper-left corner), you'll find two checkboxes that simplify sending invoices to
customers: Print Later and Email Later. But these checkboxes don’t tell the whole
story—you actually have five options for sending invoices:

* Print now. If you create only the occasional invoice and send it as soon as it’s
complete, turn off both checkboxes. Then, on the Create Invoices window’s Main
tab, click Print and follow the instructions on page 313.

* Print later. If you want to add the invoice to a queue to print later, turn on the
Print Later checkbox. That way you can print all the invoices in the queue, as
described on page 313.

* Email now. In the Create Invoices window’s Main tab, click the Email button
(it looks like an envelope) and follow the instructions for emailing invoices on
page 319.

« Email later. If you want to add the invoice to a queue to email later, turn on
the Email Later checkbox. You can then send all the invoices in the queue, as
described on page 319.

TIP See page 665 if you want to set a preference that automatically turns on the Email Later checkbox if the
customer’s Preferred Delivery Method is email. Page 665 also explains how QuickBooks works with email programs.

* Print and email later. Turn on both checkboxes if you want to email invoices
to get the ball rolling and then follow up with paper copies.
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If you’re sending an invoice for products you’ve sold, you also have to ship those
products to your customer. See the box below to learn a convenient and money-
saving way to ship products.

Adding a Memo to Yourself

The Create Invoices window includes a Memo box, which works just like Memo boxes
throughout QuickBooks. You can use it to remind yourself about something special
on the invoice or to summarize the transaction. For example, if the invoice is the first
one for a new customer, you can note that in the Memo box. The memo won’t print
on the invoices you send to your customers. However, it does appear on your sales
reports and customer statements, so be careful what you type here.

UP TO SPEED

CREATING
INVOICES

Shipping Products

If you sell products, making regular runs to the FedEx or UPS * Ifyou’re creating an invoice for products you plan to ship,

office gets old quickly. But sitting quietly within QuickBooks at the top of the Create Invoices or Sales Receipt window,
is a free service that could change the way you ship packages. click the Send/Ship tab, and then click the button for the
The program’s Shipping Manager feature lets you sign up for shipping method you want to use. In the drop-down menu
shipping services and start sending out packages right away. that appears, choose what you want to do, such as ship
You can print FedEx, UPS, and U.S. Postal Service shipping a package, schedule a pickup, or track a package that’s
labels; schedule pickups; and even track package progress already on its way.

right in QuickBooks. Shipping Manager fills in shipping labels + (hoose File—Shipping, and then choose Ship FedEx
with customer addresses from your QuickBooks invoices, sales Package, Ship UPS Package, or Ship USPS Package.
receipts, or customer records. All you pay are the FedEx, UPS.  Tpe firsttime you choose a shipping action, such as Ship FedEx
or postal service charges on your shipment. Package, a setup wizard steps you through creating an account
Here’s where you can find Shipping Manager: for that shipping company.

The Open Invoices report (Reports—s Customers & Receivables—s0Open Invoices) is handy when you
want to see all the invoices for which you haven’t yet received payment. It lists all the invoices for each customer
and job, when they’re due, and their open balances. If the invoices are overdue, the Aging column shows just
how late they are. Income Tracker (page 338) is another way to check up on upcoming or overdue income.

M Creating Batch Invoices

If you send invoices with the same items and the same quantities to many of your
customers, QuickBooks can save you lots of time. Instead of creating individual
invoices for each customer, you can set up a single batch invoice and send it to as
many customers as you want. And you can speed things up even more by creating
a billing group that includes all the customers that receive the invoice, so you don’t
have to re-select them each time you send a batch invoice.
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BATCH
INVOICES You can’t use the batch invoice feature if you have multiple currencies turned on (page 656). That’s

why, when that preference is turned on, the Create Batch Invoices option doesn’t appear in the Customers menu.

NOTE

Before You Create Your First Batch Invoice

Batch invoices use the payment terms, sales tax rates, and send methods you specify
for each customer, so be sure to fill in these fields in customers’ records before you
create your first batch invoice. These fields are on the Payment Settings, Sales Tax
Settings, and Additional Info tabs of the Create Customer and Edit Customer win-
dows; they’re explained on page 75, page 77, and page 77, respectively. The easiest
way to find and fill in any missing values is with the Add/Edit Multiple List Entries
window (page 127).

Setting Up a Batch Invoice
Here’s how to create a batch invoice for several customers:
1. Choose Customers—Create Batch Invoices.

The Batch Invoice window opens (Figure 10-11).

NOTE If this is your first time using Create Batch Invoices, the “Is your customer info set up correctly?”
message box appears, reminding you that you need to fill in terms, sales tax, and send method settings for your
batch invoice customers. Click OK to close it and open the Batch Invoice window. If you need to fill in information
for your customers, close the Batch Invoice window and choose Lists—Add/Edit Multiple List Entries to open the
Add/Edit Multiple List Entries window to complete your customers’ records.

FIGURE 10-11
Step 1 of 3: Select a billing group or choose custamers and click Next. Y delet
0u can rename or aelete
SEARCH BILLING GROUP the b/”lng groups you
ek " A § Weoitloes 2 create by dlicking Manage
Search Reset Search within results Manage Groups | Whatis a billing group? Groups.
Search Results Biling group * WeighiLoss To select a different billing
NAME = BALANGE TERMS CUSTOMERS IN THIS GROUP P
roup, choose it from the
Buffalo Bob 25000 Net15 Buffalo Bob Billing Group drop-down
Dolores Doublechin 15000  Netis Dolores Doublechin list. If you modify the
Francie Widesten 15000  Neti5 fdd> E’ﬂﬂc‘: Widesten customers in the list, click
Lary Large 150.00  Net15 army Large
Re¢
Wargaret Muscles 207.00  Net1s Renowe Tom Ton SaVe Gmu’) to uDdate the
The Wide Bodies 930,00 billing group with the
Buffing 500.00 current set of customer
Diet Plan 80.00 names.
Family Plan 350.00 .
Tour de Tulsa Training 0.00
Select All Clear All Save Group
Back m Help Cancel
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2. To add individual customers, select them in the Batch Invoice window’s BATCH

Search Results list, and then click Add to add them to the Customers In This INVOICES

Group box on the window’s right side. To add a group of customers, choose
an existing group from the Billing Group drop-down list.

If you select individual customers, you can choose adjacent names by clicking
the first customer’s name and then Shift-clicking the last customer’s name. You
can also Ctrl-click each customer name you want to select.

If you choose a billing group, the name of the group appears above the Custom-
ers In This Group box, and the individual names appear in the box itself, as shown
in Figure 10-11. (The box on page 246 explains how to create billing groups.)

NOTE If you add individual customers and a billing group to the Customers In This Group list, when you
click away from the list, a Batch Invoice message box asks if you want to save the changes to the billing group.
Click Yes to add the individual customers to this billing group and use the full list for the batch invoice. Click No
to use the list of customers for this batch invoice while leaving the saved billing group as it is. Or click Cancel to
return to the Batch Invoice window to make additional changes.

3. After you add the appropriate customers to the Customers In This Group
list, click Next.

On the “Step 2 of 3” screen that appears, QuickBooks automatically puts to-
day’s date in the Date box and displays a table for the next step in the process:
adding items to the invoice.

4. To use a different date, choose it in the Date box.

You can also choose a different invoice template from the Template drop-down
list.

5. Inthe line-item table (Figure 10-12), fill in the items you want to add to the
invoice just as you do for a regular invoice (page 226).

You can add any item from your Item List to a batch invoice.
6. After you fill in the items for the invoice, click Next.

The “Step 3 of 3” screen lists the customers who will receive the invoice, includ-
ing their terms, send methods, tax info, and other information. If you notice any
errors or omissions, click Back to correct them.

7. When everything looks good, click Create Invoices.

QuickBooks creates invoices for the selected customers. The Batch Invoice
Summary dialog box appears and shows how many invoices are set up to print
and how many to email, based on the customers’ preferred delivery methods.
(The dialog box mentions the customer’s Preferred Send Method, but the field
in the customer record is actually labeled “Preferred Delivery Method.”) If the
Preferred Delivery Method for any of the customers is set to None, the dialog
box’s “unmarked” entry shows how many invoices aren’t marked to be mailed or
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BATCH emailed; you can send them later by choosing File—Send Forms or File—Print
INVOICES Forms (page 312).

Batch Invoice
L FIGURE 10-12
Step 2 of 3: Choose the line iters for the batch invoice and click Next, How do | enter the terms, sales tax . 3
rate, and send method? Fill in the items for the
bach invoice a5 you do
ITEN QUANTITY | DESCRIFTION RATE AMDUNT Tk the line items in the Create
Personal Fum.. 1 Deluxe fat pummeling unlimited plan 200.00 20000 Nan & /nVOiCeS Window (The
Fluke Shake 30 Fluke-flavored nutrition shake 6.9 208.70 Tax " .
exact fields you see in
L the table depend on the
invoice template you're
TOTAL 40870 using.)
CUSTOMER MESSAGE
Get pummeled, eatwell, look greatl
Back m Help Cancel
TIP

You can view or change each customer’s delivery method in the Customer Center. Simply right-click the
customer’s name and choose Edit. Then click the Payment Settings tab to see the customer’s current delivery-
method setting.

8. Click Print to print the invoices marked to print; click Email to send the
invoices marked to be emailed.

If you want to print or email the invoices later, click Close. Then you can print
or email them by choosing File—Print Forms—Invoices or File—Send Forms.

UP TO SPEED

Creating a Billing Group

Billing groups make it easy to select all the customers who 3. In the Batch Invoice window’s Search Results list, Ctrl-

receive the same hatch invoice. Once you set up a billing group, click all the customers you want to add to the group, and
you can select it in the Batch Invoice window, and QuickBooks then click Add to copy their names to the Customers In
automatically adds all the customers in it to the Customers In This Group box.

This Group box in one fell swoop. 4. Below the Customers In This Group box, click the Save
Here’s how to create a billing group: Group button.

1. In the Batch Invoice window (Customers—(Create Batch  QuickBooks saves your new billing group so you can use it again
Invoices), before you select customer names, inthe Billing  simply by selecting it in the Batch Invoice window.
Group drop-down list, choose <Add New>.

2. In the Group Name dialog box, type a name of the
group (such as WeightLoss for all the customers on your
monthly diet plan, for example), and then click Save.
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M Deposits, Down Payments, and Retainers

Deposits, down payments, and retainers are all prepayments: money that customers
give you that you haven’t actually earned yet. For example, a customer might give
you a down payment to reserve a spot in your busy schedule. Receiving money for
something you didn’t do feels good, but don’t make the mistake of considering that
money yours. Until you perform services or deliver products to earn that money,
the down payment is more like a loan from the customer than income. Prepayments
belong to your customers until you earn them, and they require a bit more care than
payments you receive for completed work and delivered products. This section
explains how to manage the intricacies of customer prepayments.

Setting Up QuickBooks for Prepayments

If you accept prepayments of any kind, you need an account in your chart of ac-
counts to keep that money separate from your income. You also need an item that
you can add to your invoices to deduct prepayments from what your customers owe:

* Prepayment account. Because unearned money from a customer is like a loan,
create an Other Current Liability account in your chart of accounts (see page
57) to hold prepayments. Call it something like Customer Prepayments.

* Prepayment item. Create a Prepayment item in your Item List, as shown in
Figure 10-13.

DEPOSITS,
DOWN

PAYMENTS,
AND
RETAINERS

DESCRIFTION TYPE

+OfficeAdmin Support activities Senvice Senice Revenue

+Qverhead Senvice Querhead Time 0.00 When you create this item,
+Accounting Bookkeeping, accounts receivable... Service Overhead Time 0.00 HSSigﬂ ,t to the prepayment

ftem List FIGURE 10-13
Look for in Allfields 54 Search within results Whether you a“ept d@pOSitS
or retainers for services or

L TOTAL... | PRI
- Deposits and Retainers Prepayments for services ordered 2200 - Customer Prepayments -mi products, Create a Service
50 item for these prepayments.

+Administrative Senvice 8230 - Overhead Time 0.00 account you created.

Recording Prepayments

When a customer hands you a check for a deposit or a down payment, the first
thing you should do is wait until she’s out of earshot to yell, “Yippee!” The second
thing is to record the prepayment in QuickBooks. You haven’t done any work yet,
so there’s no invoice to apply the payment to. Fortunately, a sales receipt can not
only record a prepayment in QuickBooks: when you print it, it also acts as a receipt
for your customer. Here’s how to create one:

1. Make sure the Sales Receipts preference is turned on.

If you don’t see a Create Sales Receipts icon in the Home Page’s Custom-
ers panel or an Enter Sales Receipts entry in the Customers menu, choose
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AND Edit—Preferences—Desktop View, and then click the Company Preferences

RETAINERS tab. Turn on the Sales Receipts checkbox, and then click OK.

2. On the Home Page, click the Create Sales Receipts icon (or choose
Customers—Enter Sales Receipts).

QuickBooks opens the Enter Sales Receipts window to a blank receipt.

3. In the Customer:Job box, choose the customer or job from which you re-
ceived the prepayment.

QuickBooks fills in some of the fields, such as the customer’s address in the
Sold To box, with information from the customer’s record.

4. Fillin the other header boxes as you would for a regular sales receipt (see
page 362).

If you use classes, in the Class box, choose a class to track the prepayment. If
you have a customized template just for prepayments (page 707), in the Tem-
plate drop-down list, select that template. In the Date box, choose the date that
you received the prepayment. In the Payment Method box, pick the method
the customer used to pay you. If the customer paid by check, in the Check No.
box, type the check number for reference.

5. As shown in Figure 10-14, in the window’s table, click the first Item cell
and use its drop-down list to choose the Prepayment item you set up (for
example, a Service item called something like “Deposits and Retainers,”
as described on page 247).

This step is the key to recording a prepayment to the correct account. Because
your Prepayment items are tied to an Other Current Liability account, Quick-
Books doesn’t post the payment as income, but rather as money owed to your
customer.

6. Inthe Amount cell, type the amount of the prepayment.

Don’t bother with entering values in the Qty and Rate cells—the sales receipt
simply records the total that the customer gave you. You’ll add the details for
services and products later when you create invoices.

7. Complete the sales receipt as you would any other payment form.

For example, add a message to the customer, if you like. At the top of the Enter
Sales Receipt window, click Email or Print to provide the customer with a receipt.
If you turned off the preference to use the Undeposited Funds account (page
657), you’ll see a Deposit To box. In this box, choose Undeposited Funds if you
plan to hold the payment and deposit it with others; if you’re going to race
to the bank as soon as you record the transaction, choose your bank account
instead. (If you turn on the preference to use the Undeposited Funds account,
QuickBooks automatically deposits payments to the Undeposited Funds ac-
count, so the Deposit To box doesn’t appear in the Enter Sales Receipt window.)
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FIGURE 10-14
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8. Click Save & Close.

QuickBooks posts the payment to your prepayment account and closes the
Enter Sales Receipts window.

Applying a Deposit, Down Payment, or Retainer

When you finally start to deliver stuff to customers who’ve paid up front, you invoice
them as usual. But the invoice you create needs one additional line item that deducts
the customer’s prepayment from the invoice balance.

Create the invoice as you normally would with items for the services, products,
charges, and discounts (page 226). After you’ve added all those items, add the item
for the prepayment and fill in the Amount cell with a negative number to deduct
the prepayment from the invoice amount, as shown in Figure 10-15. Once you ap-
ply the prepayment to an invoice in this way, QuickBooks transfers the money from
your prepayment account to reduce the customer’s Accounts Receivable balance.

NOTE If the charges on the invoice are less than the amount of the customer’s deposit, deduct only as much
of the deposit as you need; you can apply the rest of it to the next invoice.
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Refunding Prepayments

Deposits and down payments don’t guarantee that your customers will follow through
with their projects or orders. For example, say a customer makes a deposit on decor
for his bachelor pad. But when he meets his future wife at the monster truck rally,
his plan for the bachelor pad is crushed as flat as the cars under the trucks’ wheels.
Of course your customer wants his money back, which means you share some of
his disappointment.

Main Formatting
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Your first step is to determine how much money the customer gets back. For ex-
ample, if a customer cancels an order before you’ve purchased the products, you
might refund the entire deposit. However, if the leopard-print wallpaper has already
arrived, you might keep part of the deposit as a restocking fee.

After you decide how much of the deposit you're going to keep, you have to do two
things: move the portion of the deposit that you're keeping from the prepayment
account to an income account, and then refund the rest of the deposit. Here’s how
to do both:

1. Create an invoice for the customer or job by choosing Customers—Create
Invoices, and then, in the Customer:Job box, choosing the customer.

You create an invoice to turn the deposit you're keeping into income.
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2. Inthe first Item cell, choose an item related to the canceled job or order. AND
RETAINERS

For example, if you’re keeping a deposit for a product you ordered, choose the
item for that product. If the deposit was for services you planned to perform,
choose the appropriate Service item instead.

3. In the item’s Amount cell, type the amount of the deposit that you’re
keeping.

Because these items are connected to income accounts (see Chapter 5), this
first line in the invoice is where you assign the amount of the deposit that you’re
keeping to the correct income account for the products or services you sold.

4. Inthetable’s second line, add the Prepayment item and fill in the amount of
the deposit you’re keeping as a negative amount, as shown in Figure 10-16.

This item removes the amount of the deposit you're keeping from your liability
account so you no longer owe the customer that money.

FIGURE 10-16
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that money.

5. Click Save & Close.

QuickBooks removes the deposit you’re keeping from the prepayment liability
account and posts that money to the income account associated with the item
you selected in step 2. If you're keeping the whole deposit, you’re done. But if
you aren’t keeping the entire amount, you have to refund the rest to the cus-
tomer, so continue on to the next step.

6. To refund the rest of the deposit, create a credit memo for the remainder
(page 288).

In the Create Credit Memos/Refunds window’s table, add the Prepayment
item you used in the invoice. In the Amount cell, type the amount that you're
refunding.
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7. Click Save & Close.

QuickBooks removes the remaining deposit amount from your prepayment
liability account. Because the credit memo has a credit balance, QuickBooks
opens the Available Credit dialog box.

8. In the Available Credit dialog box, choose the “Give a refund” option, and
then click OK.

QuickBooks opens the Issue a Refund dialog box and fills in the customer or
job, the account from which the refund is issued, and the refund amount. If you
want to refund the deposit from a different account, choose a different refund
payment method or account.

9. Click OK to create the refund.

All that’s left for you to do is mail the refund check.

M Invoicing for Billable Time and Costs

When you work on a time-and-materials contract, you charge the customer for labor
costs plus job expenses. Cost-plus contracts are similar except that you charge a fee
on top of the job costs. Contracts like these are both low risk and low reward—in
effect, you’re earning an hourly wage for the time you work. For these types of
contracts, it’s critical that you capture all the expenses associated with the job or
you’ll lose some of the profit that the contract offers.

QuickBooks helps you get those billable items into your invoices. You have to tell
the program about every hour worked and every expense you incur for a customer
or job. But once you do that, it’s easy to build an invoice that captures these billable
items. You can add billable time and costs to an invoice when it’s open in the Create
Invoices window. And, when you open the Create Invoices window in QuickBooks
Pro or Premier and choose a customer or job, the program reminds you about out-
standing billable time and costs. QuickBooks Premier also has a feature specifically
for creating invoices for billable time and costs. The following sections tell you how
to perform all these tasks.

Setting Up Invoicing for Time and Costs

In some industries, like consulting and law, invoicing for time and expenses is the
norm. But before you can pop your billable time and expenses into QuickBooks
invoices, you first need to record them as billable items and assign them to the
correct customer or job. Here are the billable items you can add to invoices and the
chapters that tell you about them:

+ Billable time. Chapter 8 (page 169) describes how to track billable time and
assign hours to a customer or job.

* Mileage. Chapter 8 (page 180) describes how to track mileage and assign bill-
able mileage to a customer or job.
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* Purchases and expenses related to a customer or job. Reimbursable expenses
include products you purchase specifically for a job, services performed by a
subcontractor, and other expenses such as shipping and postage. Chapter 9
describes how to make items and expenses reimbursable to a customer or job
(page 192) as you enter bills, checks, or credit card charges in QuickBooks.

Adding Billable Time and Costs to Invoices

If you use QuickBooks Pro or Premier, you can add billable time and costs directly
in the Create Invoices window. Here’s how:

1. Press Ctrl+l or choose Customers—Create Invoices to open the Create
Invoices window.

2. In the Customer:Job drop-down list, choose the customer or job you want
to invoice.

If the customer or job has outstanding billable time or expenses, the Billable
Time/Costs dialog box opens and automatically selects the “Select the out-
standing billable time and costs to add to this invoice?” option, as shown in
Figure 10-17 (foreground).

Click to add billable time and

costs whenever the Create FIGURE 10-17
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by clicking the Add Time/Costs button at the bottom of the invoice.)

penses anytime by clicking
the Add Time/Costs button
at the top of the Create
Invoices window.

Save this as a preference.

Help

3. In the Billable Time/Costs dialog box, click OK.

The “Choose Billable Time and Costs” dialog box opens.

NOTE You can open the “Choose Billable Time and Costs” dialog box anytime the Create Invoices window
is open by clicking the Add Time/Costs button on the window’s Main tab.
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4. Select the time and costs you want to add to the invoice by following the
instructions that begin on page 255.

Using Invoice for Time & Expenses

If you use QuickBooks Premier or Enterprise, the program has a special “Invoice for
Time & Expenses” feature for adding billable items to invoices. If you turn on this
feature, it shows you every customer with billable time and expenses waiting to be
invoiced and how much there is of each type, so it’s easy to see all your outstanding
billable hours and reimbursable expenses.

To turn on this feature, choose Edit—Preferences—Time & Expenses. On the Com-
pany Preferences tab, turn on the “Create invoices from a list of time and expenses”
checkbox. (Leave this checkbox turned off if invoicing for time and expenses is the
exception rather than the rule. If you leave it off, you can still add time and other costs
to an invoice in the Create Invoices window, as described in the previous section.)

Here’s how to use the “Invoice for Time & Expenses” feature to create an invoice for
billable time and expenses (see page 243 to learn how to create a batch of billable
invoices):

1. Choose Customers—*“Invoice for Time & Expenses” or, on the Home Page,
click the Invoices icon, and then on the drop-down menu, choose “Invoice
for Time & Expenses.”

QuickBooks opens the “Invoice for Time & Expenses” window, which lists the
customers and jobs that have billable time and expenses associated with them.
The window’s table shows the amount of billable time, expenses, and mileage
for each customer and job. The Items column shows the reimbursable amount
for products that you purchased specifically for the customer or job.

2. In the Date Range From and To boxes, type the starting and ending dates
for the time and expenses you want to invoice.

For example, if you want to invoice for billable time and expenses for the previous
quarter, type the first and last days of the period, like 1/1/2015 and 3/31/2015.
To invoice for all outstanding time and expenses up to a certain date, leave the
Date Range From box blank.

3. To select a customer or job, click anywhere in its row.
QuickBooks highlights the customer or job you clicked.

4. To choose specific billable time and costs to add to the invoice, at the bot-
tom of the window, turn on the “Let me select specific billable costs for this
Customer:Job” checkbox.

This checkbox is active only when one customer or job is selected. If you select
more than one customer or job (see page 243 to learn how to create a batch
of time and expenses invoices), this checkbox is grayed out. If you leave this
checkbox turned off, the program adds a// billable time and costs to the invoice.
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If you turned on the “Let me select specific billable costs for this Customer:Job”
checkbox, QuickBooks opens the “Choose Billable Time and Costs” dialog box
shown in Figure 10-18, which includes tabs for time, expenses, mileage, and
items (products). (This dialog box is the same one you see if you click Add
Time/Costs in the Create Invoices window. Proceed to page 255 to learn how
to add specific billable time and costs to an invoice.)

If you left the “Let me select specific billable costs for this Customer:Job” check-
box turned off, the Create Invoices window opens with your invoice already filled
out. All you have to do is save it by clicking Save & Close.

Choose Billable Time an: s FIGURE 10-18
Time and Costs For: EnergeticEvents001:Go Figure Gala on the “(hoose BI”‘
able Time and Costs”
Time USD0.00 Expenses USD 000 Mileage USD 2396.25  [tems USD 4 624.30 d’alog bOX’S ]’ime [ab
Click on Options... to customize how information from baCk round A C/iCk fhe
Select All timesheets is brought into QuickBooks invoices Options... 5) t g b ”) f t ”
Vi Options for Transferring Billable Time SCRIPTION HIDE D‘IOHS utton to te
— _ T x QuickBooks how to handle
‘When transferring billable time to an invoice: . P
. - T o kind of senvice that... different activities. In the
‘Enter a separate line on the invoice for each activité . i
kind of senice that.. “Options for Transferring
kind of service that.. Billable Time” d,a[og
find of semice nat. box (foreground), the
& Combine activities with the same senice items ::: 2:2::: I:Z: program automatical/y
o | . = T selects the setting that
«ind of senice that displays the total hours
03116H4 Justen Case Security .. 5:00 120.00 720.00 Any kind of senvice that.. " for each Service item.
v Choose the other setting
Print selected time and costs as one invaice item Total billable time and casts 7,02055 if you want QuickBooks
@ onee o to add a separate line for
ancel elp .
each activity (to show the

hours worked each day,
for instance); with each
activity on its own line,
you can transfer activity
descriptions, notes, or
both to the invoice.

Selecting Billable Time and Costs

Regardless of how you open the “Choose Billable Time and Costs” dialog box (Figure
10-18), the steps for selecting the billable time and costs to add to an invoice are
the same. Here’s what you do:

1. Inthe “Choose Billable Time and Costs” dialog box, to select all the entries
on the Time tab, click the Select All button.

QuickBooks adds a checkmark in the first column for every activity and shows
the total value of the entries you’ve selected on that tab. As you select billable
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costs on other tabs, each tab shows the total value of the entries you selected,
as shown in Figure 10-19. The “Total billable time and costs” value below the
table is the total of all the selected items on all four tabs.

To select or deselect a single row, click its checkmark cell to toggle it on or off.

Number of

entries

available to

bill on this

tab Total of selected entries

Tim¢|and Costs For: EnergeticEvents001:Go Figure Gala

Choose Billable Time and Costs

Time (2) USD 1,440.00 Expenses USD0.00 Mileage (1) USD 1,189.50 ltems (8) UsD 0.00
Clear All Click on Options.... ta customize how information from options.
s timesheets is brought into QuickBooks invoices It
J DATE EMPLOYEE SERVIC HO. RATE AMOUNT DESCRIPTION HIDE
v 030215  Justen Case Security . 6:00 120.00 720.00 Any kind of service that'... -

v 0303115 Justen Case Security...  6:00 120,00

Print selected time and costs as one invoice item

Cancel

720.00 Any kind of service that'...

v
Total billable time and costs 2,629.50

Help

Turn on to print a single invoice line for
all selected billable time and costs

Total of selected
entries on all four tabs

FIGURE 10-19

Each tab shows the
number of entries on that
tab that are available to
bill and their total value.
The “Total billable time
and costs” value below
the table is the total of all
the selected items on all
four tabs. Turning on the
“Print selected time and
costs as one invoice item”
checkbox tells QuickBooks
to create a single line

on the invoice for all the
entries you selected. If
you leave this checkbox
turned off, the program
creates separate lines for
each entry.

2. If youwanttheinvoice toinclude only oneline for all the time and expenses
you’ve selected, turn on the “Print selected time and costs as one invoice
item” checkbox below the table.

After you create the invoice in step 6 of this list, in the Create Invoices window,
yoU’ll see separate entries for billable items so you can verify that the invoice is
correct. However, with this checkbox turned on, the printed invoice will include
only one line, labeled Total Reimbursable Expenses.

NOTE If you’ve created the invoice with one line for time and costs, it takes several steps to recreate it
showing individual costs. To change an invoice back to a line-by-line listing, in the Create Invoices window,
delete the Total Reimbursable Expenses line item. Then click Add Time/Costs on the window’s Main tab to open
the “Choose Billable Time and Costs” dialog box and reselect all the entries you want. Finally, turn off the “Print
selected time and costs as one invoice item” checkbox, and then click OK.

256 QUICKBOOKS 2015: THE MISSING MANUAL



INVOICING FOR
3. Click the Expenses tab, and then click the checkmark cell for each expense BILLABLE TIME

(like meals, airfare, and other costs) you want to add to the invoice. AND COSTS

If you mark up expenses, such as phone calls and postage, the Expenses tab lets
you track your markups. In the “Markup Amount or %” box, type the markup’s
dollar value or percentage. Then choose the income account for the markup. (The
box on page 258 tells you how to apply different markups to different expenses.)

To have QuickBooks calculate sales tax, turn on the “Selected expenses are
taxable” checkbox. (If the customer is tax exempt, QuickBooks doesn’t add
sales tax even if you turn on this checkbox.)

NOTE 0On the Expenses tab, the Memo column displays what you typed in the Memo field of the original
vendor bill, check, or credit card charge. QuickBooks uses the entries in this column as the description on the
invoice. (You can’t edit the Memo text in this dialog box. So, if you didn’t enter a Memo in the original expense
transaction, you’ll have to type the description for each expense after QuickBooks adds it to the invoice in
step 6.)

4. Click the Mileage tab and select any mileage you want to add to the invoice.

Click Options to tell QuickBooks whether to show one line for mileage or a
separate line for each trip, like you did on the Time tab (Figure 10-18).

5. On the Items tab, select the products you bought specifically for this cus-
tomer or job that you want to add to this invoice.

Click an item’s checkmark cell to add it to the invoice.
6. When you’ve selected all the billable items you want to add, click OK.

QuickBooks closes the “Choose Billable Time and Costs” dialog box and adds
all the items you selected to the invoice, as shown in Figure 10-20. If it looks
good, click Save & Close. If not, edit the invoice to include what you want or
click Clear to start from scratch.

Creating a Batch of Time and Expenses Invoices

If you have QuickBooks Premier or Enterprise and your company is set to use a single
currency (page 656), you can create time and expenses invoices for more than one
customer or job. Here are the steps:

1. Choose Customers—“Invoice for Time & Expenses” or, on the Home Page,
click the Invoices icon and then, on the drop-down menu, choose “Invoice
for Time & Expenses.”

The “Invoice for Time & Expenses” window shows all the customers with out-
standing billable time and expenses and includes a checkmark column on the
left side of the table.
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WORKAROUND WORKSHOP

The Expenses tab of the “Choose Billable Time and Costs”
dialog box has only one “Markup Amount or %” box, which
might seem like a problem if you add different markups to
some of your billable expenses. But there’s nothing stopping
you from adding these expenses to your invoice in more than
one batch with a different markup amount or percentage for
each batch. Here’s how:

1. In the “Choose Billable Time and Costs” dialog box, click
the Expenses tab.

. In the “Markup Amount or %” box, type the markup for
the first batch of expenses.

. Turnon the checkmark cell for each expense that you want
to apply that markup to.

. Click OK to add the selected expenses to the invoice.

. On the Create Invoices window’s Main tab, click Add
Time/Costs.

Adding Different Markups to Billable Expenses

6. In the “Choose Billable Time and Costs” dialog box, click
the Expenses tah.

1. Change the value in the “Markup Amount or %” box to
the next markup value, turn on the checkmark cell for
the expenses that use this markup, and then click OK to
close the dialog box.

8. Repeat steps 5-7 for each additional markup.

This technique works just as well when some of the expenses
are taxable and others aren’t. Simply choose the taxable items,
turn on the “Selected expenses are taxable” checkbox, and
then add the taxable expenses to the invoice. Next, reopen
the “Choose Billable Time and Costs” dialog box, choose the
nontaxable items, turn off the “Selected expenses are taxable”
checkbox, and then add the nontaxable expenses to the invoice.
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3. To select several customers or jobs, click the checkmark cells for the ones
you want, or click Select All.

When a customer or job is selected, a checkmark appears in the checkmark
column, as shown in Figure 10-21.

FIGURE 10-21

Select the Date Range and Template. Then select C Jobs to invoice. Click Create Invoice or Next Step.
As long as you use
Date Range From B To 0331205 @& Template | ntuit Service Invoice QUI[kqukS Premle{ or
Enterprise and don’t use
SelectAll . .
multiple currencies, you
/| CUSTOMER.JOB « TIME EXPENSES MILEAGE ITEMS TOTAL can select more than
v  Betly Broadside 1,600.00 0.00 0.00 0.00 1,600.00 .
v Dolores Doublechin 6,600.00 0.00 0.00 419.40 7,019.40 one CLISfomer hefe USlng
+ |Francie Widesten 800.00 0.00 0.00 0.00 800.00 the checkmark column.
R IR T BT You can dlick individual
checkmark cells or drag
over the cells to toggle
them on or off.

4, Click Next Step.

The “Batch Invoice for Time & Expenses” dialog box opens. Its table lists the
customers and jobs you selected.

5. To specify the options for the invoices, click Edit Options below the table.
Choose the settings you want, and then click OK.

Like the “Options for Transferring Billable Time” dialog box shown in Figure 10-
18, the “Options for Transferring Billables” dialog box has options for showing
time for each activity on separate invoice lines or showing the total hours for
each Service item. If each activity is on its own line, you can transfer descrip-
tions, notes, or both to the invoice. You can also specify a markup percentage
and account for expenses.

6. Back in the “Batch Invoice for Time & Expenses” dialog box, if you want to
look at the details for a customer or job, click Review Billables.

In the “Review Billable Time and Costs” dialog box, click the down arrow to the
right of the “Time and Costs For” box, and then choose a customer or job. The
dialog box’s table shows the billable info for that customer or job. When you’re
done reviewing this info, click OK to close the dialog box.

7. Click Create Invoices.

QuickBooks creates the invoices for the selected customers. The Time & Ex-
penses Summary dialog box appears and shows how many invoices are set up
to print and how many to email, based on your customers’ preferred delivery
methods (page 76). Click Print to print the invoices marked to print; click Email to
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send the invoices marked to be emailed. To print or email the invoices later, click
Close. You can then print or email them by choosing File—Print Forms—Invoices
or File—Send Forms.

Checking for Unbilled Costs

Most Customers & Receivables reports focus on charges you’ve already invoiced.
Forgetting to invoice customers for reimbursable costs takes a bite out of your profits.
So be sure to regularly run the Unbilled Costs by Job report (Reports—Customers
& Receivables—Unbilled Costs by Job) to look for expenses that you’ve forgotten
to invoice. This report shows costs that you designated as billable to a customer or
job but haven’t yet added to an invoice.

M Invoicing for Backordered Products

Placing a product order to fulfill your customers’ orders is known as a backorder.
If backorders are a regular part of your business day, you should consider finding
suppliers who deliver more quickly and maybe upgrading to QuickBooks Premier
or Enterprise, which have a built-in sales order form for tracking backordered items.
If you have QuickBooks Pro, you can handle backorders using pending invoices.

When you tell customers that a product is out of stock, they might ask you to handle
the backorders in different ways. Here are the most common requests for backorders:

* Remove the backordered items from the order. Customersin a hurry may ask
you to fill the order with only the products you have in stock. If they can’t find
the backordered products anywhere else, they can call in a new order.

* Ship all items at once. If convenience is more important than speed, you can
hold the customer’s order until the backordered products arrive, and then ship
the whole order at once.

* Ship backordered items when they arrive. Many customers request that you
process their orders for the products you do have in stock, and then send the
backordered products when you receive them.

If your customer wants you to remove backordered items from an order, then you
can remove the backordered items from the invoice, send it to the customer im-
mediately, and ship the rest of the order. But when customers ask you to hold all or
part of their orders until backordered products arrive, they usually expect you to
invoice them for backordered products only when you ship them. If that’s the case,
you don’t want the income appearing in your account balances until the order ships.
This section describes two ways to handle this situation.
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TIP you need help remembering how customers want you to handle their backorders, store backorder
preferences in a custom field in customer records (page 78). An alternative approach is to add a note in the
Customer Center (select the customer, and then click the Notes tab). When you choose a customer in the Create
Invoices window, the Notes section on the right side displays notes you’ve added to the customer’s record (see
Figure 10-22).

Using Pending Invoices for Backorders

If you don’t have QuickBooks Premier or Enterprise, a pending invoice is the way to
track backorders. In QuickBooks, setting an invoice’s status to Pending placesitina
holding pattern with no income or expenses posting to your accounts. Such invoices
are easy to spot in the Create Invoices window—they sport a “Pending” stamp.

To set an invoice to pending status, follow these steps:
1. Press Ctrl+l to open the Create Invoices window.
Fill in the invoice fields as usual (page 226).

2. Onthe Create Invoices window’s Main tab, click Mark As Pending (or right-
click the Create Invoices window, and then choose Mark Invoice As Pending
from the shortcut menu).

QuickBooks adds a “Pending/non-posting” stamp to the invoice, as shown in
the background of Figure 10-22.

3. Click Save & Close.
The invoice is ready for action, but none of its values post to any accounts.

4. When the backordered products arrive, open the invoice in the Create In-
voices window (choose Reports—Sales—Pending Sales, and then double-
click the invoice to open it). In the window’s Main tab, click Mark As Final
(see Figure 10-22), and then click Save & Close.

QuickBooks posts the invoice’s values to the appropriate income and expense
accounts.

Using Sales Orders for Backorders

QuickBooks Premier and Enterprise include a sales order form that’s perfect for
backorders. The Create Sales Orders window looks like the Create Invoices window
except that the item table includes an Ordered column, which holds the number of
items the customer ordered but that you haven’t yet invoiced. In effect, it’s a record
of how much stock you need to have on hand to fill the order.

TIP To see all your sales orders at once, choose Reports—sSales, and then select either Open Sales Orders
by Customer or Open Sales Orders by Item.

INVOICING FOR
BACKORDERED
PRODUCTS

CHAPTER 10: INVOICING

261



INVOICING FOR

BACKORDERED
PRODUCTS
This stamp indicates  Initially, this icon is labeled Mark as Pending. When an
L A . h L . h FIGURE 10-22
pending invoice invoice is pending, click this icon to change it to Final. -
In addition to backorders,
(= | Accounte Roce pending invoices are also
Man Fofiating  Sengshp  Repors %A great for entering transac-
*« P B create a coy = Print Later ime/Costs &P Refund/Credi . .
o R XS SR | L e ., e tions ahead of time and
holding them until you
e O I o I - (A | receive approval for a sale
Customer Transaction
oo SPTOT or reach the milestone that
Invojce oats W) peyromtenuo | [rraormo | | smee “1|  the invoice represents. You
PENDING INVDICE S Email pest@az.com .
@ NON-POSTING Peoria, IL Peoria, IL 61601 v
15044 51601 Open batance 759315 can set sales receipts and
— sl credit memos to pending
P.O. NUMBER TERMS REP SHIP VA F.0.B. Active estimates 0
2% 10Net30 ~ SS ~ 0324115 | UPs ~ DTWarehouse Sales Orders to be invoiced 0 Status as We”.
z:JL s;;rvn;y:mces Hack audit T‘e’s;rse‘c;n;sys(emsluv securlty holes HLzt:tu 00 B 5o ;wa 0 N‘on o To see all your pend-
5 Security Devices Webcam Wireless web camera 85.95 Blake Sla. 47975 Tax e .
= S 21 || recam ansacrion R ing sales, choose
i o s Reports— Sales—Pending
Customize Report sh Memorize | | prig |v| Emat v | Excel v wen] | N ool 200000 Sales to run the fepOl’t
Dates  Custom ~ From 030115 B To 033115 B Total By Total only ~ SortBy B 02/17A15 Credit Memo 1,131.90 .
- Double Trouble, inc. 020515 voie 705800 shown in the foreground
orsas Pending Sales 2 here.
Tarch 2015
Type Date. Hum T M A [} For backorders, ship entire order at once
Mar 15
Invoice 0324115 1504¢)  PeskyProperties001 1200 - Accounts 549386
Mar 15 5,493.66
The Pending Sales report Add customer's backorder
shows backorders and other shipping preference to a note
pending sales

If you try to add more items to an invoice than you have in stock, you’ll see an error
message warning of the shortfall. QuickBooks Pro simply warns you that you don’t
have enough. But in QuickBooks Premier and Enterprise, the message box tells you
how many you have on hand, how many are on other sales orders, and the remaining
quantity available, as shown in Figure 10-23. (For example, if you have two items on
hand and two on other sales orders, the quantity available is 0.) When you see this
message, click OK to close the message box, and then click Clear to cancel the invoice.

If you already know that your inventory is woefully low or nonexistent (and you use
QuickBooks Premier or Enterprise), simply create a sales order for the customer’s
order. Then you can create a partial invoice for the items you do have in stock and
use the sales order to track the backordered items. Since QuickBooks keeps a run-
ning balance of backordered items based on your sales orders, you can easily create
a purchase order to restock the products you need. (See Chapter 20 to learn more
about managing inventory.) Here’s how to create a sales order for backordered items:
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. Make sure the preference for using sales orders is turned on.

Choose Edit—Preferences—Sales & Customers, and then click the Company
Preferences tab. In the Sales Orders section, make sure the Enable Sales Orders
checkbox is on.

. On the Home Page, click Sales Orders or choose Customers—Create Sales
Orders.

The Create Sales Orders window opens.
. Fillinthe sales order’s fields as you would the fields in an invoice (page 226).

The only difference is that the column where you record the quantity of items
you’re ordering is labeled “Ordered” instead of “Quantity.”

. If some of the items the customer ordered are in stock, on the Create Sales
Orders window’s Main tab, click Create Invoice.

The aptly named Create Invoice Based On Sales Order(s) dialog box opens
(Figure 10-24).
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5. Tocreate a partialinvoice for the items you have in stock, select the “Create
invoice for selected items” option, and then click OK.

The “Specify Invoice Quantities for Items on Sales Order(s)” dialog box (Figure
10-25) appears. Turn on the “Show quantity available instead of quantity on
hand” checkbox to see how many items are really available to ship and invoice.
(Quantity available is the quantity that’s physically on hand minus the quantity
that’s already committed on other sales orders or already used in Inventory
Assembly items.)

6. Click OK to create the invoice for the in-stock items.

QuickBooks opens the Create Invoices window and fills in the invoice. You
might see a message telling you that the invoice has at least one zero amount
item (the one that’s backordered) and instructions for preventing QuickBooks
from printing those items on the invoice. Click OK to close the message box,
and then click Save & Close.

7. To order the backordered item(s), open the Create Sales Orders window
again (see step 2) and, on the Main tab, click the left-pointing arrow (this
is the Previous button) until you see the sales order on which you based
the invoice.

It’s a good idea to place an order for the backordered items while it’s still fresh
in your mind. The quantity of backordered items appears in the window’s Or-
dered column.
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. On the window’s Main tab, click Create Purchase Order, circled in Figure
10-24).

The “Create Purchase Order Based on the Sales Transaction” dialog box opens.

. Select the “Create purchase order for selected items” option, and then
click OK.

The “Specify Purchase Order Quantities for Items on the Sales Transaction”
dialog box opens. If you specified preferred vendors in your item records (page
521), QuickBooks automatically fills in the Preferred Vendor cells. It also fills in
the Qty cells with how many items you have to order to fulfill the backorder. If
you want to order some spare inventory, edit the values in the Qty cells.

. Click the checkmark cell for each item you want to order from one vendor.

If you purchase the items from multiple vendors, you’ll have to create separate
purchase orders for each vendor.

. Click OK.

The Create Purchase Orders window appears, filled in with the items you’re
ordering. QuickBooks automatically puts the preferred vendor’s name in the
Vendor box, if you specified one in the item’s record. If the Vendor box is blank
or you want to use a different vendor, choose the one you want from the drop-
down list.

. When the purchase order is filled out the way you want, click Save & Close,
and then send it to the vendor (see page 308 to learn how to print forms or
page 318 to learn how to email them).
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After you receive the items you ordered, return to step 4 to create a final invoice
from the sales order.

M Selling Products on Consignment

Selling products on consignment involves two participants: a consignor who
gives products to someone else to sell and a consignee who sells the consigner’s
products. Unlike the regular process for selling products, in consignment sales, no
money changes hands when consignors hand over products to consignees. When
consignees actually sell consignment items, they keep their commissions and pay
the consignors the rest of the sales price.

Consignors and consignees each have their respective challenges tracking money
and consignment items on hand. This section explains the setup and transactions
you perform for both sides of consignment sales.

Consigning Products to Someone Else to Sell

As a consignor, you need to keep track of the products you give to someone else to
sell, as well as how much money you should receive when the consignee sells some of
your items. In QuickBooks, sales orders are the way to track consignment goods that
are sitting in someone else’s store or warehouse—so you need QuickBooks Premier
or Enterprise (remember, QuickBooks Pro doesn’t include sales orders). This section
describes the setup you need to perform as a consignor and the transactions you
record to track your consignment items until they’re sold and you receive your money.

Here are the accounts and items you need to track products you give to others on
consignment:

* An Other Current Asset account to track the value of your consignment
inventory. You create this account so you can differentiate your consignment
inventory from inventory you have in your own warehouse or store. Follow the
steps on page 56 to open the Add New Account window. There, in the Other
Account Types drop-down list, choose Other Current Asset, and then click Con-
tinue. In the Account Name box, type a name, such as Inventory on Consignment.
(See page 57 to learn how to fill in the other fields.) Finally, click Save & Close.

+ Aparentitem foryourinventory that’s on consignment. Create a new Inven-
tory Part item (page 519). In the Iltem Name/Number box, type something like
Consignment Items. In the Income Account box, choose an income account,
such as Product Revenue (or you can create an income account specifically
for consignment sales). In the Asset Account box, choose the Other Current
Asset account you created in the previous bullet point, and then click OK to
save the item.

* Subitems for each type of consignment item you give to consignees. The
easiest way to create consignment subitems is to duplicate your regular in-
ventory items and tweak the duplicates. To do that, in the Item List window
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then choose Duplicate Item on the shortcut menu. QuickBooks opens the New CONSIGNMENT

Item window and fills in the fields with the values from the original item. (The
program adds “DUP” to the beginning of the item’s name.) In the Iltem Name/
Number box, delete “DUP” and append the word “Consignment” to the end of
the name. Next, turn on the Subitem Of checkbox and, in the drop-down list
below it, choose the parent item you created in the previous bullet point. Change
the Asset Account field to the consignment inventory account you created in
the first bullet point. If necessary, change the Income Account to the account
you want to use for consignment income. And if the price the consignee pays
is different than your regular price, edit the value in the Sales Price box. When
everything looks good, click OK to save the new consignment inventory subitem.

Now your Item List includes a separate parent item for consignment inventory with
the consignment subitems indented beneath it.

I WHEN YOU DELIVER PRODUCTS TO CONSIGNEES

When you send products to consignees, your records need to reflect that some of
your inventory is in others’ warehouses. To do that, you first record an inventory
adjustment to switch some of your regular inventory on hand to consignment in-
ventory on hand. Then you create sales orders to record the products you’ve given
to each consignee.

Here’s how you record an inventory adjustment to reclassify the inventory you give
to a consignee as consignment inventory:

1. Choose Vendors—Inventory Activities—Adjust Quantity/Value on Hand.

The Adjust Quantity/Value on Hand dialog box opens. Leave the Adjustment
Type box set to Quantity. Because you’re changing regular inventory items to
consignment items, the total value of your inventory doesn’t change, so you
don’'t need to change this setting to Total Value.

2. In the Adjustment Account box, choose an expense account (such as Sup-
plies or Materials) or an Other Expense account.

The adjustment value is zero, so you can choose any expense account you want.
It’s a good idea to select an account related to product expenses.

3. In the table, fill in the first Item cell with the regul/ar inventory item, and
then, in the next row’s Item cell, choose the corresponding consignment
inventory item, as shown in Figure 10-26.

4. In the regular item’s Qty Difference cell, type a negative number. In the
consignment item’s Qty Difference cell, type a positive number.

Typing a negative number for the regular item reduces your regular inventory
item’s quantity on hand. The consignment item’s positive number adds that
quantity of items to your consignment inventory on hand.
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5. Click OK to save the adjustment.

Now you can look at the Item List window’s Total Quantity column to see the number
of regular and consignment inventory items you have.

You also need to tell QuickBooks how many items you give to each consignee.
That’s where a sales order comes into play. Here’s how to record a sales order for
consignment items you send out:

1. InQuickBooks Premier or Enterprise, onthe Home Page, click Sales Orders.
In the Sales Orders window, choose the person or company who is selling
goods on consignment for you.

You have to set up your consignees as customers (page 70) so they appear in
the Sales Orders window’s Name drop-down list.

2. In the Date box, choose the date that you sent (or will send) goods to the
consignee.

3. Fillin each line of the table (page 236) with the items and quantities that
you’re sending to the consignee.

That way, when the consignee sells some of the products, you can create an
invoice for him directly from the sales order. Doing this also puts the consign-
ment inventory in your consignment-inventory asset account.

4. When you’re done, click Save & Close.

This sales order actually does double duty. It not only provides a record of the con-
signment items the “customer” (a.k.a. consignee) has on hand; if you use Inventory
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Part items for your consigned goods as described on page 266, it also moves the
value of the consignment inventory into your consignment-inventory asset account.

I WHEN CONSIGNEES SELL YOUR STUFF

If your consignees sell some of your consignment items, you can give a quick whoop
of joy before you create an invoice for what the consignee owes you. In fact, you
can whoop a second time, because you can easily create an invoice from the sales
order you created in the previous section. Here are the steps for creating an invoice
from a consignment sales order:

1.

Onthe Home Page, click Customers. In the Customer Center, click the Cus-
tomers & Jobs tab, and then select the consignee who sold some of your
consignment goods.

Information and transactions for that customer appear on the window’s right.

In the pane at the Customer Center’s bottom right, click the Transactions
tab. In the tab’s Show drop-down list, choose Sales Orders.

QuickBooks displays the sales orders for that customer. If the Transactions
tab is rife with sales orders, in the Filter By drop-down list, choose Open Sales
Orders. In the Date drop-down list, you can choose a date range, such as This
Fiscal Quarter.

Double-click the sales order associated with the sold consignment items.
The sales order opens in the Create Sales Order window.

At the top of the window, click Create Invoice. In the Create Invoice Based
on Sales Order(s) dialog box, select the “Create invoice for selected items”
option, and then click OK.

The Specify Items and Quantities for Invoice dialog box opens. All the items
from the sales order appear in the table.

In the To Invoice cell for each consignment item, type the number of items
the consignee sold, and then click OK.

The Create Invoices window opens with a new invoice already filled in with the
consignee’s info, as well as the items and quantities sold (see Figure 10-27).

In the Create Invoices window, click Save & Close.

QuickBooks jumps into action behind the scenes: it reduces the number of
consignment inventory items on hand, on sales orders, and available. It also
reduces the balance in your consignment inventory asset account and moves
that money into your Accounts Receivable account to show what your consignee
owes you. To see the number of consignment items sold by each consignee, you
can run the Sales by Customer Detail report (see page 593).
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Selling Consignment Goods Received from Someone Else

As a consignee, you have to track the consignment goods you have on hand. And
when you sell consignment items, you have to track your earnings as well as what
you owe the consignors. To wrap up the process, you need to pay consignors their
share of the revenue.

You don’t pay anything up front for goods you sell on consignment. When you sell
these items, you keep a percentage of the sales revenue as a commission and pay
the consignor the rest. You need to keep track of how many consignment items you
receive, how many you’ve sold, and how many you still have on hand. This section
guides you through setting up QuickBooks so you can sell vendors’ products on
consignment and through creating the transactions you record to handle consign-
ment sales from start to finish.

Here are the accounts and items you need to track products you sell as a consignee:

* AnOther Current Liability account to track what you owe the consignor. This
account will track how much you owe the consignor for consignment items you
sell. (See page 56 for info on creating accounts.) Name the account something
like Consignment Sales - Liability.

* An Income account to track your sales commission. This account tracks
how much you make from selling consignment items. Name it something like
Consignment Commission.

* A Service item for deducting your commission from what you owe the
consignor. Create a Service item (page 108) called something like Commission
Deduction. In the New Item dialog box’s Description field, type a description,
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a negative percentage that represents your commission on a consignment sale. CONSIGNMENT

For example, if you take 30 percent of the sales price, type -30% in the box. In
the Account box, choose the Other Current Liability account you created to track
what you owe the consignor. That way, when you record the sale, QuickBooks
deducts your commission from what you owe the consignor.

« A Service item for your commission income. This Service item gets your in-
come into the right place in your chart of accounts. Name this item something
like Commission Income. In the New Item dialog box’s Description field, type
a more thorough description, such as “Commission on consignment sale.” In
the Rate field, type your commission percentage as a positive number, such as
30%. In the Account drop-down list, choose the income account you created
to track your consignment income (Consignment Commission, in this example).

« Aparent Inventory Part item for your consignment inventory. You’ll use this
Inventory Part item to track all the consignment goods you sell. Call it something
like Consignment Goods - Held. Link this item to the basic COGS account that
QuickBooks creates when you create your first inventory item (page 519). In
the New Item dialog box’s Income Account box, choose the Other Current Li-
ability account you created to track what you owe the consignor (Consignment
Sales - Liability, in this example). In the Asset Account box, choose the asset
account you use to track inventory.

» Subitems for each category of consignment item you sell. Create Inventory
Part subitems for each type of consignment item you receive from consignors
(see Figure 10-28), not for each individual consignment item. For example, say
you sell miniature cameras on consignment. Create one subitem to track them
and name it something descriptive like “Camera Tiny - Consigned.” Be sure to
turn on the “Subitem of” checkbox and, in the drop-down list below it, choose
the Consignment Goods - Held parent item. Leave the Cost field set to 0.00,
since you don’t pay anything for a consignment item up front. In the Sales Price
field, enter the price you sell the product for. In the Asset Account box, choose
your inventory asset account.

To track items by consignor, set up a custom field called Consignor, and link
it to the Item List. (See page 78 to learn how to set up custom fields for lists.)
Then, in the Consignor field, for each Inventory Part subitem you create for
consignment items, type the consignor’s name.

NOTE If you sell scads of unique consignment items, creating an Inventory Part item for each one would fill
up your Item List with one-off entries. Instead, create a single Non-inventory Part item and call it something like
Consignment Items. In the New Item dialog box, turn on the “This item is used in assemblies or is purchased for
a specific customer:job” checkbox. Keep both the Cost and Sale Price fields set to 0.00. In the Expense Account
drop-down list, choose the asset account you created to track your consignment inventory (Inventory Asset,
in this example). And in the Income Account drop-down list, choose the income account you use to track your
consignment income (Consignment Commission, in this example).
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* A Group item for each consignment subitem you created per the previous
bullet point. There’s a lot to keep track of when you sell consignment goods. This
Group item (see Figure 10-29) moves consignment money to the right accounts
and tracks how many you have on hand. When creating this Group item in the
New Item dialog box, you add the consigned item to the first line in the Item table
and set the Qty cell to 1. That way, when you sell an item, QuickBooks takes care
of reducing the number of this item that you have on hand. The second line in
the Item table is the Service item for your commission (Consignment Commis-
sion, in this example). And the third item is the Service item you use to deduct
your commission from what you owe the consignor (Commission Deduction, in
this example). By adding these two lines to the group, when you sell an item,
QuickBooks adds your commission to your commission income account and the
remainder of the money to the Other Current Liability account that tracks what
you owe the consignor. Keep the “Print items in group” checkbox turned off so
the Group item is the only thing customers see on invoices and sales receipts.
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I ADDING CONSIGNMENT ITEMS TO YOUR INVENTORY
When you receive consignment goods from a consignor, you need to update your
records to show how many consignment items you have on hand. The easiest way
to do that is to create a bill for those items. Here are the steps:

1. Create a bill for the items you receive on consignment.

On the Home Page, click Enter Bills. In the Enter Bills window’s Vendor field,
choose the vendor who consigned items to you. In the Date field, choose the
date you received the items.

2. In the Amount Due field, type 0.

Because you don’t pay the vendor for consigned goods until they’re sold, you
create a bill for $0.

3. On the window’s Items tab, fill in the lines with the consignment items and
quantities you received, as shown in Figure 10-30.

In the first Item cell, select the Inventory Part item you created for the consigned
item, not the Group item. Fill in that row’s Qty cell with the number of items
you received. (Because you set up the inventory item with $0 cost, the cost on
the bill is 0.00.)
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4. At the top of the Enter Bills window, click Pay Bill. In the message box that
asks whether you want to record your changes, click Yes.

If a Bill Already Paid message box appears, click OK to close it.
5. Click Save & Close.

To confirm that the consigned items are now in inventory, open the Item List window
(on the Home Page, click Items & Services). Scroll down to the Inventory Part items
you created for consigned items and check the value in the Total Quantity cells.

I RECORDING CONSIGNMENT SALES

When you sell consignment goods, you record the customer invoice almost as you
do any other invoice. The consignment Group items you add to the invoice are the
key to tracking your consignment inventory and following the consignment money
trail. However, you need to add the Consignor custom field to your invoice template
so you can identify which consignor you need to pay for the sold goods.

Here are the steps to adding the Consignor custom field to your invoice template:
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The Templates window opens.

2. Click the template you want to use as a basis for your consignment template
(for example, a custom invoice template you set up for your company), and
then, at the bottom of the Templates window, click Templates—Duplicate.

The Select Template dialog box appears.

3. Inthe Select Template Type dialog box, select the Invoice option, and then
click OK.

The copy appears in the Templates list with the words “Copy of” at the begin-
ning of its name.

4. Right-click the new template and choose Edit Template from the shortcut
menu.

To rename the template, in the Basic Customization dialog box, click Manage
Templates. In the Template Name field on the dialog box’s right, type a new
name, such as Consignment Sales, and then click OK.

5. Atthe bottom of the Basic Customization dialog box, click Additional Cus-
tomization. In the additional Customization dialog box that appears, click
the Columns tab.

The Columns tab includes fields that appear in the item table.

6. Below the Screen heading, turn on the Consignor checkbox (you’ll see this
checkbox only if you created a Consignor custom field and associated it
with the Item List, as described on page 271).

That way, the Consignor field will appear in the item table when you're filling
out the invoice onscreen, but it won’t appear on the invoice that the customer
receives.

7. Click OK to close the Additional Customization dialog box, and then click
OK again to close the Basic Customization dialog box.

Your custom template for consignment sales is now ready to use. Here’s how you
record a consignment sale:

1. Create aninvoice for the sale by choosing Customers—Create Invoices.

Fill in the Customer:Job, Class, Date, and other header fields the way you do
foraregularinvoice. In the Template field, choose the custom template you just
created (the one you made by following the steps in the numbered list above).

2. In the first item cell, choose the Group item you created for the consign-
ment item you sold. In the Quantity cell, fill in the number that you sold
(see Figure 10-31).
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invoice. (Remember, these lines won’t appear on the printed invoice, because
you turned off the “Print items in group” checkbox when you created the Group
item [page 272].) When you change the Quantity cell on the Group item’s line,
QuickBooks automatically changes the quantities on the other lines. (To see
what the invoice or sales receipt looks like, at the top of the transaction window,
click Print—Preview.)

When you change the quantity on the Group's item’s line, Quickbooks

updates the Quantity cells in the underlying items' lines FIGURE 10-31
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3. In each line below the Group item, click the Consignor cell and type the
name of the consignor.

In the next section, you’ll learn how to use this field to create a report that shows
what you owe each consignor.

4. Repeat steps 2 and 3 for each type of consignment item you sold. When
you’re done, click Save & Close.

When you save the invoice, QuickBooks does several things behind the scenes.
It decreases the quantity on hand for the consignment items you sold and posts
the income to the Consignment Sales - Liability account (which tracks what you
owe consignors). It also deducts your commission from that account and puts
the money in your Commission Income account.

I PAYING CONSIGNORS

The last step in the consignment process is paying consignors their portion of the
sales revenue. You can use the Consignor custom field to create a report that shows
you how much you owe each consignor. Then all you have to do is write a check.

Here’s how to customize a report to show consignor liabilities:
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down list, choose the period you want to pay consignors for, such as Last CONSIGNMENT

Month.

The Modify Report window opens automatically when you create a custom
report.

2. In the Modify Report window, in the Display tab’s Columns list, click the
Consignor entry (you may have to scroll down to see it).

Doing this makes the Consigner field appear as a column in the report.

3. Click the Filterstab and, in the Filter list on the left, choose Item. In the Item
drop-down list that appears, choose “Multiple items.” In the Select Item
dialog box that appears, click the Commission Deduction item and each
consignment Inventory Part item you sell, and then click OK.

This filter limits the report to transactions related to your consignment items.

4. Back on the Modify Report dialog box’s Filters tab, in the Filter list on the
left, choose Account. Then, in the Account drop-down list, choose the
Other Current Liability account you set up to track what you owe consignors
(Consignment Sales - Liability, in this example).

5. Inthe Filter list on the left, click Consignor, and then type the name of the
consignor you want to pay. Click OK to run the report.

The total at the bottom of the report’s Amount column is what you owe the
consignor.

TIP To memorize this custom report so you can run it in the future, press Ctrl+M. In the Memorize Report
dialog box, in the Name box, type a name for the report, such as Consignment Payments, and then click OK. To
run the memorized report, choose Reports—Memorized Reports—s[name of report].

Now you can use that amount to write a check to the consignor. Here’s how:
1. On the Home Page, click Write Checks.
The Write Checks window opens.
2. Inthe “Pay to the Order of” box, choose the vendor who is your consignor.
To provide more information about the sale, type details in the Memo field.

3. On the Expenses tab near the bottom of the window, in the first Account
cell, choose the Consignment Sales - Liability account.

4. If youwant to print the check, turn o nthe Print Later checkbox. If you hand-
write checks, simply click Save & Close.

The check reduces your liability to the consignor. To confirm that you’ve paid the
consignor what you owe, on the Home Page, click Vendors. In the Vendor Center
window, on the Vendors tab, the Balance for the vendor should be zero.
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M Estimating Jobs

Many customers ask for an estimate before hiring you. If you're good with numbers,
you might total up the costs in your head and scribble the estimate on a napkin. But
creating estimates in QuickBooks not only generates a more professional-looking
estimate; it also feeds numbers into the invoices you create as you perform work for
customers. When you create an estimate in QuickBooks, you add the items you’ll
sell or deliver and set the markup on those items.

NOTE The estimate feature needs to be turned on before you can create estimates in QuickBooks. Choose
Edit—Preferences— Jobs & Estimates, and then click the Company Preferences tab. In the “Do You Create
Estimates?” section, make sure that Yes is selected, and then click OK.

QuickBooks estimates make short work of pricing time and materials for small
jobs. But QuickBooks estimating isn’t for every business. Particularly if you work in
construction, where a major project might require hundreds or even thousands of
items, you definitely don’t want to enter all the data you’d need to build the Item List
for your project. That’s why most construction firms turn to third-party estimating
programs that come with databases of the services and products you need. Many of
these programs integrate with QuickBooks, which means you can import an estimate
you created in another program (see Chapter 26) and use it to produce your invoices.

NOTE The totals on estimates don’t post to accounts in your chart of accounts. After all, an estimate doesn’t
mean that your customer has committed to going ahead with the job. Estimates show the potential value of a
job without showing up in your financial reports. When the preference for estimates is turned on (page 655),
QuickBooks automatically creates a non-posting account called Estimates, where it stores estimate values. (If
you use account numbers [page 635], its number is 4.)

Creating an Estimate

If you’ve mastered QuickBooks’ invoices, you’ll feel right at home with the fields that
appear in a QuickBooks estimate. Figure 10-32 shows the Create Estimates window.

Here’s how to create an estimate and handle the small differences between invoices
and estimates:

1. Onthe Home Page, click the Estimates icon, or choose Customers—Create
Estimates.

QuickBooks opens the Create Estimates window. Depending on which edition
of QuickBooks you have, the program may choose a different estimate tem-
plate from the one shown in Figure 10-32. If you’ve created your own estimate
template (page 707), choose it from the Template drop-down list (QuickBooks
automatically uses your custom template from then on).
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FIGURE 10-32
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2. As you would for an invoice, build your estimate by adding items to the
line-item table (page 236).

In a blank line in the table, in the Item drop-down list, choose the item that you
want to add to the estimate. When you fill in the quantity, QuickBooks uses
the cost and sales price from the item’s record to fill in the Cost, Amount, and
Total cells.

The markup percentage that QuickBooks fills in is based on how much you pay
for the item and the sales price you charge. If you want to apply a different
markup percentage, click the item’s Markup cell, and then either type the per-
centage you want to use or choose a price level (page 235) from the drop-down
list. From then on, the markup is visible only while you work on the estimate.
When you print the estimate or email it to your customer, only the Cost and
Total columns appear in the form.

NOTE The calculated value inan item’s Total cell isn’t set in stone. If you change the Total value, QuickBooks
recalculates the markup percentage for you. Likewise, if you change the percentage in the Markup cell, QuickBooks
recalculates the value in the Total cell.

3. To email the estimate to your customer later, on the window’s Main tab,
turn on the Email Later checkbox.

QuickBooks queues up the estimate so you can email it later (page 318). For
reasons unknown, you can’t queue up an estimate to print later. If you want to
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print an estimate, in the Create Estimates window’s Main tab, click Print, and
then choose Estimate on the drop-down menu. Alternatively, you can choose
Print—Save As PDF, and then print the PDF later.

. When the estimate is complete, click Save & Close to save it and close the

Create Estimates window.

After you’ve created an estimate and printed it or emailed it to your customer,
you don’t do much with it until the customer gives you the nod for the job.

Creating Multiple Estimates

Whether you’re creating a second estimate because the customer thought the first
price was too high or creating another estimate with the add-ons the customer has
requested, it’s easy to build and manage several estimates for the same job. You’ve
got the following methods at your disposal:

* Creating an estimate. You can create additional estimates for a job simply by

creating a new estimate as described in the previous section. When you cre-
ate additional estimates, QuickBooks makes them active so they appear in the
Available Estimates dialog box (page 283) when you choose the corresponding
customer in the Create Invoices window. Active estimates also appear in the
Estimates by Job report (Reports—Jobs, Time & Mileage—Estimates by Job)
shown in Figure 10-33.

FIGURE 10-33
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* Duplicating an estimate. If you want to play what-if games with an existing ESTIMATING
estimate, you can duplicate it and then make your adjustments. In the Create JOBS
Estimates window, display the estimate you want to copy and then, on the Main
tab, click “Create a Copy” or right-click the estimate and choose Duplicate Es-
timate from the shortcut menu. Either way, QuickBooks pulls everything from
the existing estimate onto a new one and assigns it the next estimate number
in sequence. After you make the changes you want, click Save & Close or Save &

New. (The box on page 282 tells you how to create boilerplate estimates, which
is faster if you intend to duplicate an estimate frequently.)

* Finding an estimate. When you know the estimate you want exists, you can
search for it based on the customer or job, when you created it, its number, or
the amount. On the Create Estimates window’s Main tab, click Find or right-click
in the window and then choose Find Estimates from the shortcut menu. In the
Find Estimates dialog box that appears, fill in what you know about the estimate,
and then click Find. If you click Advanced, QuickBooks opens the full-blown
Find window so you can set more specific criteria (page 333).

+ Making an estimate inactive. When you create several estimates for the same
work, eventually you and your customer will pick one to run with. Once you’ve
picked an estimate, make the others inactive. To do that, display an estimate in
the Create Estimates window and then, on the Main tab, click Mark As Inactive.
Then click Save & New to save the estimate while keeping the Create Estimates
window open. If you want to make another estimate inactive, on the Main tab,
click the left arrow (Previous) or the right arrow (Next) until the estimate in
question appears, and then repeat these steps.

QuickBooks won’t display inactive estimates in the Available Estimates dialog
box (page 283), but you still have a record of them, which you can see by click-
ing the Next or Previous arrow on the Create Estimates window’s Main tab, or
by running the Estimates by Job report.

* Deleting an estimate. Deleting an estimate isn’t the no-no that deleting an
invoice is. (The only risk is that you’ll realize you wanted to keep the estimate
as soon as you delete it.) In the Create Estimates window, display the estimate
you want to axe and then, on the Main tab, click Delete. Alternatively, right-click
the estimate in the Create Estimates window and then choose Delete Estimate
from the shortcut menu. In the Delete Transaction dialog box, click OK to get
rid of the estimate.

NOTE To protect profit margins from being nibbled away by small changes, many businesses keep track
of every change that a customer requests (called change orders). The Contractor and Accountant editions of
QuickBooks let you track change orders on estimates.
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Building Boilerplate Estimates

Suppose you've put a lot of thought into the typical tasks
you perform and the materials you need for different types
of jobs. Creating boilerplate estimates that take into account
your performance on similar, completed jobs helps you quickly
produce estimates for new jobs. Your new customer will be
impressed by your speedy response, and you’ll be confident
that you haven’t forgotten anything.

To create a boilerplate estimate, build an estimate with all the
information you reuse, and then have QuickBooks memorize
it. Here’s how:

1. Inthe Create Estimates window, fillinall the fields and line
items you want in the boilerplate estimate. If you want
to capture the items you use but not the quantities, in
the line-item table, leave the quantity (Qty) cells blank.

2. To memorize the estimate, press Ctrl+M or right-click the
estimate and then choose Memorize Estimate from the
shortcut menu. You can also click Memorize on the Create
Estimates window’s Main tab.

3. QuickBooks tells you that it will remove the Customer:

Job so you can use the memorized estimate for any
customer. Click OK to dismiss the message.

4. In the Memorize Transaction dialog box, type a name
for the estimate, such as Dinner Dance for a boilerplate
estimate for a fancy soiree. And because you’ll use this
estimate only when you get a similar job, choose the Do
Not Remind Me option.

5. (Click OK to add the estimate to your Memorized Transaction
List.

That’s all there is to it. To use your boilerplate estimate to bid
on a similar job, press Ctrl+T to open the Memorized Transac-
tion List window (or choose Lists—Memorized Transaction
List). Double-click the memorized estimate to open the Create
Estimates window with the memorized estimate’s information
displayed; QuickBooks fills in the current date and the next
estimate number in the sequence. In the Customer:Job box,
choose the new customer. Make any other changes you want,
and then click Save & Close.

Creating an Invoice from an Estimate

Whether you create one estimate for a job or several, you can generate invoices
from your estimates. In fact, if you open the Create Invoices window and choose
a customer or job for which estimates exist, QuickBooks displays the Available
Estimates dialog box, which lists all the active estimates for that customer or job.

NOTE This section explains how to turn an entire estimate into an invoice. See page 284 to learn how to
use estimates to generate progress invoices when you reach milestones on large projects.
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To use an estimate to create an invoice, do the following: ESTJ';')';?NG

1. PressCtrl+ltoopenthe Create Invoices window and then,inthe Customer:Job
drop-down list, choose the customer or job you want to invoice.

If one or more estimates exist for that customer or job, the Available Estimates
dialog box opens, listing the active estimates for that customer or job, as shown
in Figure 10-34.

NOTE You don’t have to use your estimate to create an invoice if, say, you want to invoice for your actual
time and materials. In that situation, click Cancel. The Available Estimates dialog box closes, and you can fill in
the Create Invoices window’s line-item table.

FIGURE 10-34
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2. In the Available Estimates dialog box, click anywhere in the row for the
estimate you want, and then click OK.

The Create Progress Invoice Based On Estimate dialog box appears with the
“Create invoice for the entire estimate (100%)” option selected.

3. Click OK.

QuickBooks opens the Create Invoices window and fills in the information from
the estimate.

4. Make any changes you want and then click Save & Close.

You’re done!

Comparing Estimates to Actuals

Customers who write you blank checks are rare, so most jobs require estimates of
what the work will cost. When you finish a job that you estimated, take some time
to run the Job Estimates vs. Actuals Summary report (it’s on the Reports—Jobs,
Time & Mileage submenu) to see how you did compared with your estimate. Do
this a few times, and the accuracy of your estimates should improve dramatically.
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If you invoice jobs based on the progress you’ve made (as described in the next
section), run the Job Progress Invoices vs. Estimates report instead (it’s on the
Reports—Jobs, Time & Mileage submenu if you have the progress invoicing prefer-
ence [page 655] turned on). It compares your estimate with actual performance
through your most recent progress invoice.

M Creating Progress Invoices

When you work on jobs and projects that take more than a few days, you probably
don’t want to wait until a job is completely finished to charge for some of your work.
Progress invoices include charges based on your estimate and the progress you’'ve
made on the job. These invoices are common for jobs that are broken into phases or
when customers make payments when you reach milestones. Since most large jobs
start with an estimate, you won’t have to start from scratch when it’s time to invoice
your customer—QuickBooks can convert your estimate into progress invoices with
only a few additional pieces of information.

NOTE Before you can produce progress invoices, you have to turn on the preferences for both creating
estimates and progress invoicing (page 655).

Progress Invoicing Options

Progress invoices are still invoices; they just happen to link to estimates you’ve cre-
ated for a job. In the Create Invoices window, when you choose a customer or job,
QuickBooks checks to see if an estimate exists. If there’s at least one estimate for
that customer or job, QuickBooks opens the Available Estimates dialog box so you
can choose an estimate to invoice against.

To get started creating a progress invoice, select an estimate in the Available Esti-
mates dialog box, and then click OK; QuickBooks opens the Create Progress Invoice
Based On Estimate dialog box (Figure 10-35). When you create your first progress
invoice for a job, this dialog box lets you choose to invoice the entire estimate or
only a portion. Here are your options and when you might use them:

* Create invoice for the entire estimate (100%). This option is perfect if you
prepared an estimate to get approval before starting a job and you completed
the job in a short period of time. QuickBooks takes care of the grunt work of
transferring all the services, products, and other items from the estimate to
the invoice.

NOTE You can edit the invoice amounts that come from an estimate, which is handy if your actual costs were
higher than your estimate, for instance. However, the contract you signed determines whether your customer will
actually pay the revised amounts!
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Create Progress Invoice Based On Estimate FIGURE 10-35
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1 Create invoice for a percentage ofthe entire estimate.

* Create an invoice for the remaining amounts of the estimate. For every
progress invoice after the first one for a job, you’ll see this option instead of
“Create invoice for the entire estimate (100%).” Pick this option when you’re
ready to create your last invoice for the job. Its sole purpose is to save you the
hassle of calculating the percentages that you haven’t yet billed.

« Create invoice for a percentage of the entire estimate. Choose this option if
you negotiated a contract that pays a percentage when you reach a milestone,
such as 15 percent when the house’s foundation is complete. (Of course, you
and the customer have to agree that a milestone is complete; QuickBooks can’t
help you with that.) This option is also handy if your contract specifies a num-
ber of installment payments. In the “% of estimate” box, type the percentage
you’ve completed.

Don’t use this option if you include inventory on the estimate, because the
invoice you create might contain fractional quantities of inventory items. For
example, if you estimate 10 inventory items and then create a progress invoice
for 33 percent of the job, the invoice will include 3.33 inventory items. You can
avoid this by using the selected items option (described next) instead.

TIP Suppose your contract includes a clause that covers cost overruns, and the job ended up costing 20 percent
more than your estimate. You might wonder how you can charge for that extra 20 percent. The hidden solution
is that the “% of estimate” box doesn’t limit you to 100 percent. So in this example, you'd type 120 percent for
the last invoice to reflect the costs that exceeded the estimate.

* Createinvoice for selected items or for different percentages of each item.
This option is the most flexible and a must if you bill customers only for the work
that’s actually complete. For example, if you’re building an office complex, one
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INVOICES you select this option, you can choose the services and products to include

on the invoice and specify different percentages for each one. When you click
OK, the “Specify Invoice Amounts for Items on Estimate” dialog box appears,
initially showing your estimated amounts and any previously invoiced amounts.
The next section tells you how to fill in this dialog box.

Fine-Tuning a Progress Invoice

When you click OK in the Create Progress Invoice Based On Estimate dialog box (or,
if you chose items to invoice, the “Specify Invoice Amounts for Items on Estimate”
dialog box), QuickBooks automatically fills in the invoice with the estimate’s items,
percentages, and amounts, as shown in Figure 10-36. You don’t have to stick with
the numbers that QuickBooks comes up with—you can reconfigure the charges
on the invoice any way you want. However, it’s always a good idea to review the
customer’s contract and get approval before you make any increases or additions
not covered by the contract.

FIGURE 10-36
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Change a Total % value to 100% to
reflect delivery of materials and products

You can modify line items directly in a QuickBooks invoice, but that approach doesn’t
create a record of your changes. If you want to keep a record of the changes you
make between the estimate and the progress invoice, follow these steps instead:

1. Open the progress invoice in the Create Invoices window.

Press Ctrl+l, and then click the window’s left arrow (Previous) button until the
progress invoice you want appears. You can also open an invoice from the
Customer Center: On the center’s Customers & Jobs tab, select the customer
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you want. Then, on the Transactions tab in the center’s lower right, in the Show PROGRESS

drop-down list, click Invoices. Finally, double-click the invoice you want to open. INVOICES

. On the Create Invoices window’s Main tab, click Progress.

The “Specify Invoice Amounts for Items on Estimate” dialog box shown in
Figure 10-37 opens.

nts for lterns on Estimate FIGURE 10-37
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. Before you begin changing values, make sure that the correct columns are
visible by turning on the “Show Quantity and Rate” and/or Show Percent-
age checkbox.

For example, if you're invoicing based on overall progress, turn on the Show
Percentage checkbox. That way, you can invoice for the percentage of the
work that’s done, such as 40%. If you want to invoice for the materials you’ve
used and the hours people have worked, turn on the “Show Quantity and Rate”
checkbox. QuickBooks remembers which checkbox(es) you turn on and turns
the same one(s) on the next time you open this dialog box.

. Tochange avalue on the progressinvoice, click the cell you want to change.

Changing a rate is a rare occurrence. However, it might happen if, say, you have
a contract that bumps your consulting rate by 10 percent for the next calendar
year. Then, if the job runs into the next calendar year, you can increase the rate
for the hours worked in January.

When you change a value in the table, QuickBooks recalculates the other col-
umns. For example, if you type a percentage ina “Curr %” (current percentage)
cell, QuickBooks calculates the amount to invoice by multiplying your estimated
amount by the current percentage. The “Tot %” column shows the sum of previ-
ously invoiced amounts and the current amount.
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PROGRESS 5. To apply your changes, click OK.
INVOICES PRIVY g

QuickBooks closes the “Specify Invoice Amounts for ltems on Estimate” dialog
box and takes you back to the modified progress invoice.

6. Save the progress invoice by clicking Save & New or Save & Close.

¥ Handling Customer Refunds and Credits

If a customer returns a product or finds an overcharge on her last invoice, you have
two choices: Issue a credit against her balance, or issue a refund by writing her a
check. If the customer is happy with a credit, then you can apply a credit to her
account. On the other hand, if the customer doesn’t want to wait to get the money
she’s due or isn’t planning to purchase anything else from you, a refund check is the
logical solution. In either case, credits and refunds both begin with a credit memo
like the one shown in Figure 10-38; this transaction explains the details of the credit

or refund.
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Creating a Credit Memo from an Invoice
Here’s how to transform an invoice into a credit memo to refund a customer’s money:

1. Open the invoice in the Create Invoices window.

The easiest way to find and open the invoice is by clicking Find on the Create
Invoices window’s Main tab. In the Find box, type the customer’s name or the
invoice number, and then click Find. When you see the correct invoice in the
Find box, click it, and then click Go To.
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2. Ontheright side of the Create Invoices window’s Main tab, click the Refund/ REFUNDS AND

Credit button. CREDITS

QuickBooks opens the Create Credit Memos/Refunds window (Figure 10-38)
and copies the information from the invoice into the credit memo.

3. If necessary, edit the credit memo.

For example, if you want to refund only a portion of the invoice, you can edit
values or delete lines from the credit memo. Simply right-click a line in the line-
item table and choose Delete Line on the shortcut menu.

4. If you want to print or email the credit memo, turn on the Print Later or
Email Later checkbox.

5. When you’re done, click Save & Close.

The Available Credit dialog box appears with three options for handling the
credit, as shown in Figure 10-39.

Awvailable Credit FIGURE 10-39
When you save a credit memo with available credit, QuickBooks
This credit memo or refund has a remaining balance which you displays this dialog box.

may use.
To keep the credit around and apply it later (page 292)—to the next
invoice you create for the customer, for example—choose “Retain as an
) Retain as an available credit available credit.” If you choose “Give a refund,” QuickBooks opens the
 Give a refund Issue a Refund window so you can write the refund check.

What would you like to do with this credit?

Don’t choose “Apply to an invoice” unless that customer has an open
invoice you can apply the refund to.

Creating Credit Memos
You can also create a credit memo from scratch to, for example, write off bad debt
for all of a customer’s open invoices. Here’s how:

1. In the Home Page’s Customers panel, click Refunds & Credits, or choose
Customers—Create Credit Memos/Refunds.

The Create Credit Memos/Refunds window opens. If you stay on top of your
invoice numbers, you’ll notice that QuickBooks automatically uses the next
invoice number as the credit memo’s number.

2. As you would for an invoice, choose a Customer:Job.

Choose a class if you use classes, and, if necessary, choose the credit memo
template you want to use.
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3. Inthe line-item table, add a line for each item you want to credit.

Be sure to include all the charges you want to refund, including shipping and
taxes.

TIP If you want to include a message to the customer, choose it in the Customer Message box.

4. If you want to print or email the credit memo, turn on the Print Later or
Email Later checkbox.

5. When you’re done, click Save & Close.

When you save a credit memo with an available credit balance, the Available Credit
dialog box appears with three options for handling the credit, as explained in Figure
10-39.

Creating Refund Checks

If your customer is dreadfully disgruntled, you’ll probably want to write a refund
check. If you didn’t do that when the Available Credit dialog box appeared (see the
previous section), here’s how to do it now:

1. Open the Customer Center and, on the Customers & Jobs tab, select the
customer.

2. Onthe Transactions tab in the window’s lower right, in the Show drop-down
list, choose Credit Memos.

The list of open credit memos for that customer appears.
3. Double-click the credit memo that you want to refund as a check.
The Create Credit Memos/Refunds window opens to that credit memo.
4. In the window’s Main tab, click the “Use credit to give refund” button.

QuickBooks opens the Issue a Refund window and fills in all the information
you need to create the refund.

5. In the Issue a Refund window, make sure the settings are correct.

In the window’s “Issue this refund via” box, QuickBooks chooses Check and
selects the checking account you set in your checking preferences (page 640).
If the red-faced customer is staring at you from across the counter, choose Cash
instead, and then click OK.

If the Issue a Refund window’s “To be printed” checkbox is turned on (which it is
automatically), QuickBooks adds the check to the queue of checks waiting to be
printed. Click OK to close the Issue a Refund window, and then click Save & Close
in the Create Credit Memos/Refunds window. Then, to print the refund check
right away, choose File—Print Forms—Checks. In the Select Checks to Print
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dialog box, make sure that the checkmark cell for the refund check is turned on,
and then click OK. (See page 211 for the full story on printing queued-up checks.)
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NOTE

You can also refund money via credit card or other methods, such as E-Check and EFT, depending on

the payment services you've signed up for.

Applying Credits to Existing Invoices

If a customer has an unpaid invoice or statement, you can apply a credit to it and
reduce the amount that the customer owes. Here’s how:

1. Open the invoice in the Create Invoices window.

In the Customer Center (Customers—Customer Center), on the Customers &
Jobs tab, select the customer. Next, on the Transactions tab in the window’s
lower right, in the Show drop-down list, choose Invoices. Then, in the Filter By
box, choose Open Invoices. When you see the correct invoice in the table, click

it to open it in the Create Invoices window.

2. At the top of the Create Invoices window, click Apply Credits.

The Apply Credits dialog box shown in Figure 10-40 opens.

INVDICE

Customerdob  EnergeticEvents001:Go Figure G.. (USDY
Mumber 15024 Amount Due 33,944.20
Date 031715 Digcount Used 0.00
Qriginal Amt. 33,944.20 Credits Used 4,981.28
Balance Due 28,962.92
Credits
FRILABLE CREDITS
J | DATE CREDIT HO. | CREDITAMT. AMT. TO USE CREDIT BALANCE
03/30M1 45 15049 4.981.28 4,981.28 noo|
v
Tatals USD 488128 4.981.28 0.00

Of all the credits issued ta this custarmer, only unused credits
applicable to this specific invoice are displayed above.

FREYIOUSLY AFPFLIED CREDITS

Clear

.{ DATE CREDIT NO CREDIT AT AMT. TO USE CREDIT BALANCE
A
v
Totals LSD 0.o0 0.00 0.00

FIGURE 10-40

When you turn on the checkmark cells next

to credits listed in the Available Credits
table, the Credits Used value near the top
of the dialog box shows the total amount
of credit you’re applying, and the Balance
Due number shows how much is still due on
the invoice.

If the original invoice’s balance is less than
the available credit, QuickBooks applies only
enough of the credit to set the invoice’s bal-
ance to zero. You can apply the remaining
credit to another invoice by repeating the
steps in this section.
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CREDITS on the checkmark cell for that credit.

If the customer has only one credit, QuickBooks turns on its checkmark cell
automatically. If you don’t see the credit you expect, it might apply to a different
job or to the customer only. In that case, click Cancel and start again with step
1. The box below explains how to transfer a credit for one job to another job.

4. In the Apply Credits dialog box, click Done.

QuickBooks takes you back to the Create Invoices window, which shows the
credit amount in the Payments Applied field and the Balance Due reduced by
the amount of the credit.

5. Click Save & Close.

That’s all there is to it.

WORKAROUND WORKSHOP

Applying a Credit for One Job to a Different Job

If you work on several jobs for the same customer, the customer  ate an Other Expense account (page 57) and call it something
might ask you to apply a credit from one job to another. For  like Credit Memo Transfers, Credit Memo Swap Account, or
example, perhaps the job with the credit is already complete  Clearing Account.

and the customer wants to use that credit for another job  gacayse you're moving money into and out of Accounts

that’s still in progress. Receivable and QuickBooks allows only one Accounts Receiv-
QuickBooks doesn’t have a ready-made feature for transfer-  able account per journal entry, you need fwo journal entries
ring credits between jobs. If you want to transfer the credit  to complete the credit transfer: one that moves the credit
and satisfy your accountant, a couple of journal entries (page  from the first job into the clearing account, and a second that
432) will do the trick, but first you have to create an account  completes the transfer from the clearing account to the new
to hold these credit transfers. In your chart of accounts, cre-  job. Figure 10-41shows what the two journal entries look like.

Applying Credits to New Invoices

If you create a new invoice for a customer who has a credit due, on the Main tab of
the Create Invoices window, the Apply Credits button comes to life. Here’s how to
apply a credit to reduce the invoice’s balance:

1. With the new invoice visible in the Create Invoices window (press Ctri+l to
open it), on the Main tab, click Apply Credits.

QuickBooks opens the Apply Credits dialog box shown in Figure 10-41.

2. Turn on the checkmarks for each credit you want to apply to the invoice,
and then click Done.

In the Create Invoices window, you’ll see the credit amount in the Payments
Applied field and the Balance Due reduced by the amount of the credit.
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Make General Journal Entries < FI G U RE 1 0-41
Main Reports S A
e« B B R Boceecnn ¢ @ @ Top: The first journal entry transfers the
Fud || Now e Dot @Memomis | Rovne | P | A amount of the credit memo from the first job

into the clearing account; you have to choose
the customer and job in the Name cell.
(Typing a note in the Memo cell can help you

1200 - Accounts Recelvable 1,000.00 transfer job credit | CIA001:ContraryCorporation i follow the money trail Iater.)
1080 - Clearing Account 1,000.00 transfer job credit

currency  US Dollar v

£1usD= BES evrvno. [TRB-SO

ome 030115 B =

Bottom: The second journal entry transfers
the amount of the credit memo from the
Make General Joumal Entries clearing account to the second job.

Main Reports ¥ oA

¢« B B X Bororacny ¢ = (]

Find New Save Delete @B Memorize Reverse  Print | Aftach
h File

currency  US Dollar -

pae (031415 B xcHANGE RATE 1USD= eNRYNO.  |TRB-51
ACCOUNT DEBIT (USD CREDIT (USD) i MEMO

1080 - Clearing Account 1,000.00 transfer job credit

1200 - Accounts Receivable 1,000.00 transfer job credit ~ CIA001:FarLefiFaculty

M Modifying Invoices

You can make changes to invoices as you work on them or after you’ve saved them
to, for example, add or remove items a customer requests. And if a customer de-
cides to cancel an entire order, you can void an invoice, which zeroes out its total.
You can even delete an invoice, although this maneuver makes sense only if you
created the invoice by mistake. This section describes how to perform all these
invoice-related tasks.

Editing Invoices

While you’re in the process of creating an invoice or a sales receipt, you can jump
to any field and change its value, delete lines, or insert new ones.

Even after you’ve saved an invoice, editing it is easy: Anytime an invoice is visible in
the Create Invoices window, you can click any field and make whatever change you
want. If you’ve already printed the invoice, turn on the Print Later checkbox so you
don’t forget to reprint the form with the changes you made.

TIP Y you’ve already received a payment against an invoice, don’t edit that invoice; doing so can disrupt
the connections between payment, invoice, and accounts to the point that you’ll never straighten it out. If you
undercharged the customer, simply create a new invoice with the missing charges on it. If you charged the
customer for something she didn’t buy, issue a credit memo or refund (see page 288).
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Voiding and Deleting Invoices

Sometimes, you want to eliminate an invoice—for instance, when you create one by
mistake and want to remove its values from your accounts. QuickBooks provides
two options, but for your sanity’s sake, you should a/ways void invoices that you
don’t want rather than deleting them.

When you void an invoice, QuickBooks resets its dollar values to zero so that your
account balances show no sign of the transaction. It also marks the transaction
as void so you know what happened to it when you stumble upon it in the future.

If you delete an invoice instead, QuickBooks truly deletes the transaction, removing
its dollar values from your accounts and deleting all signs of it. All that remains is
a hole in your invoice-numbering sequence and an entry in the audit trail that says
you deleted the transaction (page 437). If your accountant or the IRS looks at your
books a few years down the road, your chances of remembering what happened
to the invoice are slim. And if an invoice has a payment attached to it, deleting it is
even more problematic: You have to delete the bank deposit first, followed by the
customer’s payment, and then finally the invoice. Bottom line: Don’t delete invoices;
void them instead.

To void an invoice:
1. Open the Create Invoices window, and then, on the Main tab, click Find.

2. Inthe Find Invoices dialog box, fill in the invoice number, customer name, or
date, and then click Find. In the Find dialog box that appears, double-click
the invoice you want to void.

The invoice appears in the Create Invoices window.

3. Right-click in the Create Invoices window, and then choose Void Invoice
from the shortcut menu. Alternatively, on the Create Invoices window’s
Main tab, choose Delete—Void.

All the values in the form change to zero, and QuickBooks adds “VOID” to
the Memo field. To remind yourself why you voided this transaction, type the
reason after “VOID.”

4. Click Save & Close.

NOTE If you open the Accounts Receivable register’s window, you might get nervous when you see the
word “Paid” in the Amt Paid column of a voided transaction. Don’t worry: Notice that the amount paid is zero,
and that the word “Void” is in the Description field. The word “Paid” in the Amt Paid column is just QuickBooks’
way of telling you the invoice is no longer open.
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time and other services in bits and pieces, such as law offices, cellphone ser-

vice providers, and astrology advisors. Statements can summarize the charges
racked up during the statement period (usually a month). They’re also great for show-
ing payments and outstanding balances, the way your cable bill shows the charges
for your monthly service, the pay-per-view movies you ordered, your last payment,
and your current balance. So even if you invoice your customers, you can send
statements to show them their previous balances, payments received, new charges,
and overdue invoices. (To learn about what statements don’t do, see page 222.)

Statements are the perfect solution for businesses that charge individuals for

However, business-to-business invoicing is another story. Most accounting depart-
ments process only vendor invoices and credit memos for payments, so statements
end up in the wastebasket. So if you do business only with other businesses, you’re
better off turning off QuickBooks’ statements feature (the Note on page 296 explains
where to find the preference to do that).

In this chapter, you'll find out how to produce statements, whether you accumulate
charges over time or simply summarize your customers’ account statuses.

M Generating Statements

Think of a statement as a report of all the charges and payments during the statement
period that you can send to your customer. The dates you choose for the statement
determine its previous balance and the charges and customer payments it includes.
Businesses typically send statements out once a month, but you can generate them
for any time period you want.

CHAPTER
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NOTE To work with statements and statement charges, make sure the statements preference is turned on.

Choose Edit—sPreferences—sDesktop View, and then click the Company Preferences tab. Make sure the “State-
ments and Statement Charges” checkbox is turned on, and then click OK.

In QuickBooks, creating statements is a simple process:

1. If you want to charge your customers directly on statements, in the Ac-
counts Receivable account register, enter statement charges (explained in
amoment) for the services or other items you delivered to your customers.

If you use statements simply to show invoices, payments, and the resulting
balance, you can skip this step.

2. Generate statements for your customers.
The following pages explain how to complete both these steps.

Creating Statement Charges

Statement charges are charges for services and items you deliver to your customers
that you add directly to the Accounts Receivable account. They look like the line
items you see on invoices, except for a few small but important omissions. When
you select an item for a statement charge, you won’t see any Sales Tax, percentage
discount, Subtotal, or Group items in the Item drop-down list because QuickBooks
doesn’t let you use those features in statements. When you generate statements
(explained in the next section), QuickBooks automatically grabs any payments that
have been made, so you don’t see Payment items in the Item drop-down list, either.

Here are the types of items that you can use to create statement charges:
+ Service items
* Inventory Part items
* Inventory Assembly items (if you use QuickBooks Premier or Enterprise)
* Non-inventory Part items

* Other Charge items

TIP Statement charges don’t handle sales tax. For that reason, you should use an invoice to bill for taxable

items so QuickBooks can calculate the sales tax for you. Then, if you generate statements, QuickBooks scoops up
that invoice and pops it into the appropriate statement.

Unlike invoice line items, you create statement charges directly in the Accounts
Receivable register for the customer or job that racked up the charges, as shown in
Figure 11-1. A statement charge has fields much like those for a line item in an invoice,
although they’re scrunched into two lines in the Accounts Receivable register. If you
track your time and billable expenses in QuickBooks, you can use the Time/Costs
feature to add billable time and expenses to the customer’s Accounts Receivable
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register without going through the steps to create statement charges. This section
explains how to add statement charges directly to the Accounts Receivable register
and how to use the Time/Costs feature.

) Print.. | B Edit Transaction () Time/Costs... [E2) QuickRepart - FIGURE 11-1
Because invoices, pay-
Customerdob  EnergeticEvents001:Go Figure Gala v .
ments, and credits post to
DATE MUMBER ITEM aTY RATE AMT CHRG AMT PAID BALANCE .
TYPE DESCRIPTION ACCOUNT CLASS BILLED DATE DUE DATE Vour A(counts Recel Vable
02165 4334050 847500 & account, statements
all automatically pull those
0242819 149012 647500 0.00 .
Ny Paid transactions from your
03415 15028 42,523.05 4252305 Accounts Receivable ac-
MY 04M3na 0 .
031719 149024 33,944.20 76,487.25 CountS regISter
Y : DAENS To create statement
0309115 B umber Security servieesH v 8 250.00 250.00 l . .
STMTCH Test security systerns .. 1200 Accounts Re.. ¥  Class - B ] < Chafges for billable time,
costs, or mileage, in the
1-Line Shaw open balance poncesance  USD 76,467.25 Accounts Receivable
S (e len NmbarRel e window’s toolbar, click
Time/Costs.

You enter statement charges in a customer’s Accounts Receivable register (which
is where QuickBooks stores the customer’s invoices, credits, and payments), so
the total in the register represents the customer’s balance. Here’s how to create a
statement charge:

1. Choose Customers—Enter Statement Charges or, in the Home Page’s Cus-
tomers panel, click the Statement Charges icon.

The Accounts Receivable register window opens.

2. In the Customer:Job drop-down list, choose the customer or job to whom
you want to assign the statement charge.

The Accounts Receivable register window then shows only Accounts Receivable
for the customer or job you chose.

NOTE If you set up the customer or job to use a foreign currency, you can’t record statement charges for that
customer or job directly in the Accounts Receivable register. Instead, choose Company—sMake General Journal
Entry, and then record the charge as a journal entry. (You can also open the Make General Journal Entries window
by clicking Edit Transaction in the Accounts Receivable window’s toolbar.)

3. If you track billable time, costs, or mileage, create statement charges for
those items by clicking Time/Costs in the Accounts Receivable window’s
toolbar.

The “Choose Billable Time and Costs” dialog box that opens is the same one
you see when you add billable time and costs to an invoice (page 255). Select
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GENERATING the time and expenses you want to add, and then click OK. QuickBooks adds

STATEMENTS the selected items to the Accounts Receivable register and sets their Type to
STMTCHG to indicate that the charges will appear on a statement instead of
an invoice.

4. To add a statement charge to the Accounts Receivable register, in a blank
line of the register, choose the item you want to charge for from the Iltem
drop-down list.

Figure 11-2 shows the fields for a blank transaction. When you choose an item,
QuickBooks fills in the Rate and Description fields with the rate and description
from the item’s record (page 109) and sets the Type to STMTCHG to denote a
charge that appears on a statement rather than an invoice. The program also
copies the value in the Rate field to the Amt Chrg field (the total amount for

the charge).
Field labels above the register
eld labels above the registe FIGURE 11-2
— . Labels for statement
1ts001:Go Figure Gz .
£ Print... ‘ [E2 Edit Transaction ) Time/C|sts... E&) QuickReport Charge flelds appear
above the register in
CustomerJob  EnergeticEvents001:Go Figulfz Gala ) the ACCOUﬂtS Re(eivab[e
DATE NUMBER ITEM | ary RATE AMT CHRG AMT PAID register window.
TYPE DESCRIPTION ACCOUNT CLASS BILLED DATE DUE DATE i i
0310915 Security services:Hack au 8 250.00 2,000.00 Each (.e” Ina .ffaﬂ.SBCtIOI'I
STMTCH Test security systems for: 1200 - Accounts Receivab row dlsp/ays its field label
031415 15028 42,523.05 in gray text until you click
INV I that cell to select it.
031718 15024 33,944.20
INY 0411815
03/2315 & Mor r - R I g
| t 1200 - Accounts Re... ~ M ] ]

Field label also appears in the
transaction cells

5. Press Tab to move to the Qty field, and then type a quantity for the item. (If
you don’t use a quantity and rate, then type the amount you want to charge
in the Amt Chrg field instead.)

If you enter a quantity (based on the units for the item as described in the Note
on page 109), then when you move to another field (by pressing Tab or click-
ing the field), QuickBooks updates the total amount in the Amt Chrg field by
multiplying the rate by the quantity.

6. If youwant to change the rate, press Tab to move to the Rate field, and then
type the correct value.

When you edit the value in the Rate field, QuickBooks recalculates the amount
in the Amt Chrg field.
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7. If you want to revise the charge’s description (which will appear on the GENERATING
statement you create), edit the Description field. STATEMENTS

QuickBooks automatically fills in this field with the first paragraph of the Descrip-
tion field (labeled “Description on Sales Transaction” if the service is performed
by a subcontractor or partner) from the item’s record, but you can see only a
smidgeon of it. To see the whole thing, put your cursor over the Description field,
and QuickBooks displays the field’s full contents in a tooltip just below the field.

8. If you use classes (page 140), in the Class field, choose the one you want.

You can skip the Class field if it doesn’t apply to this statement charge. If you
set the preference to make QuickBooks prompt you about classes (page 636),
then when you try to save the statement charge, QuickBooks asks if you want
to save it without a class. Click Save Anyway to omit the class, or click Cancel
to return to the transaction and add one.

9. To control which statement the charge appears on, in the Billed Date field,
choose a date for the charge.

QuickBooks uses the value in this field to determine which statement includes
the charge. When you add a statement charge that you want to save for a future
statement, be sure to choose a billed date within the correct time period. For
example, if a membership fee comes due in April, choose a billed date that falls
in April. That way, the statement charge won’t show up until you generate the
customer’s April statement. On the other hand, if you forgot a charge from the
previous month, set its billed date to a day in the current month so the charge
appears on this month’s statement.

10. If you planto assess finance charges for late payments, then in the Due Date
field, choose the day when payment is due.

QuickBooks uses this date along with your preferences for finance charges
(page 646) to calculate any late charges the customer owes you. (The due date
is based on the terms you apply to the customer [page 76].) But late-charge
calculations don’t happen until you generate statements.

11. To save the statement charge, click the Record button.

TIP If you charge the same amount every month, memorize the first statement charge: With the statement

charge filled in and selected in the register, either press Ctrl+M or right-click the statement charge and choose
Memorize Stmt Charge on the shortcut menu. In the Memorize Transaction dialog box, set its recurrence schedule
to the same day each month and choose the option to record the transaction automatically (page 324), and then
click OK. QuickBooks then takes care of entering your statement charges for you, so all you have to do is generate
customer statements once a month.

Generating Customer Statements

QuickBooks is smart, but it can’t read your mind. The statements it generates in-
clude only the statement charges and other transactions you’ve entered. So before
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you produce monthly statements, double-check that you’ve entered all payments,
credits, and refunds that your customers are due, and all new statement charges
for the period.

To begin creating statements, choose Customers—Create Statements or, in the Home
Page’s Customers panel, click the Statements icon. As Figure 11-3 shows, everything
about the statements you generate appears in the Create Statements window, includ-
ing the date range for the statements, the customers you want to send statements
to, the template you're using, printing options, and finance charges. The sections
that follow explain your options and the best ways to apply them.

SELECT STATEMENT OFTIONS

SELECT ADDITIONAL OFTIONS

AR Account

Statement Date 0ns B

1200 - Accounts Receivable =

Template

Intuit Standard Statement v Customize

@) Staternent Period From 0201515 i) To 03315

© All open transactions as of Staternent Date

SELECT CUSTOMERS
@ All Customers
) Multiple Customners
0 One Customer
) Customers of Type

) Preferred Send Method

View Selected Customers...

B Create One Statement  Per Custorner -
Show invoice itern details on statements
Print staternents by billing address zip code
# Print due date on transactions
Do not create statements:

< with & Zero balance

with a balance less than

with no account activity

¥ farinactive customers

Assess Finance Charges...

FIGURE 11-3

The options in the Select
Customers section let you
create statements for a
subset of your customers,
which comes in handy if
you send statements to
some customers by email
and to some by U.S. mail,
for example. In that case,
you'd create two sets: one
for email and the other
for paper. You can also
Create a statement for

a single customer if you
made a mistake and want

Preview

a corrected version. Or you
can generate statements
only for customers with

Print E-mail Close Help

balances.

NOTE If you've turned on the multiple currency preference (page 656), the Create Statement window displays
the A/R Account box at its top left (it’s visible in Figure 11-3). Use it to choose the correct Accounts Receivable
account for the currency that applies to the statements you want to create. Repeat the statement-generation
steps for each currency you use.

I CHOOSING THE DATE RANGE

Statements typically cover a set time period, like a month. But the statement’s date
doesn’t have to be during that period. For example, you might wait until the day
after the period ends to generate the statement so you're sure to capture every
transaction. In the Create Statements window’s Select Statement Options section,
you can adjust the following settings:
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« Statement Date. In this field, type the date that you want to appear on the GENERATING
statement. In Figure 11-3, for example, the statement date is the day after the STATEMENTS
last day of the statement period.

» Statement Period From _ To _. Select this option to create statements for a
period of time. For example, if you produce monthly statements, in the From
box, choose the first day of the month, and in the To box, choose the last day
of the month. Or you can choose dates to generate statements for a quarter
or other date range.

« All open transactions as of Statement Date. Choosing this option adds every
unpaid statement charge to the statement, regardless of when the charge hap-
pened. This option is particularly helpful when you want to generate a list of all
overdue charges so you can send a reminder to woefully tardy customers. To
filter the list of open transactions to only those overdue by a certain number of
days, turn on the “Include only transactions over _ days past due date” check-
box, and then type the number of days late.

I SELECTING CUSTOMERS

In the Create Statements window’s Select Customers section, QuickBooks initially
selects the All Customers option because most companies send statements to every
customer. But you can choose another option to limit the list of recipients. (The next
time you open the Create Statements window, QuickBooks remembers the option
you chose and selects it automatically.) Here are your other options and the reasons
you might choose each one:

* Multiple Customers. To specify the exact set of customers to whom you want to
send statements (customers who received statements with errors on them, say),
choose this option. After you do that, click the Choose button that appears to its
right. In the Print Statements dialog box that opens, QuickBooks automatically
selects the Manual option, so you can select each customer or job that you want
to send a statement to (click individual customers or jobs in the dialog box’s
list or drag over adjacent customers to select them and display checkmarks
next to their names). The Automatic option isn’t really automatic—you have to
type a customer’s name exactly as it appears in the Customer Name field in the
customer’s record to select that single customer. So it’'s much easier to select
the Manual option and then scroll to the name you want.

* One Customer. To create a corrected statement for a single customer, choose
this option. In the field that appears, click the down arrow, and then choose
the customer or job.

* Customers of Type. If you categorize customers by type and process their
statements differently, choose this option. For example, you might spread your
billing work out by sending statements to your corporate customers at the end
of the month and to individuals on the 15th. In the drop-down list that appears,
choose a customer type.

CHAPTER 11: PRODUCING STATEMENTS 301



GENERATING * Preferred Send Method. If you print some statements and email others, you’ll

STATEMENTS have to create statements in two batches. Choose this option and, in the drop-
down list that appears, pick one of the send methods. For example, choose
E-mail here, and then click the E-mail button at the bottom of the window to
send statements to the customers who prefer to receive bills that way. (Page
318 explains how to email forms.)

TIP If you loathe stuffing envelopes and licking stamps, offer your customers a discount for receiving their
statements (or invoices and credit memos) via email. They’re likely to say yes, and you can then send them
statements from QuickBooks in the blink of an eye.

* View Selected Customers. Before you generate statements by clicking Print
or E-mail, click this button to make sure you’ve chosen the correct customers.

I SETTING ADDITIONAL OPTIONS

In the Create Statements window’s Template box, QuickBooks automatically selects
Intuit Standard Statement, but you can choose your own customized template in-
stead (page 707). You can also control what QuickBooks adds to statements and
which statements it should skip:

* Create One Statement. In this drop-down list, choosing Per Customer can save
some trees because it makes QuickBooks generate one statement for each cus-
tomer, no matter how many jobs you do for them. (On the statements, charges
are grouped by job.) If each job has its own mailing address, you can create
separate statements for each job instead by choosing Per Job here.

* Show invoice item details on statements. If you send statements only to find
yourself answering customers’ questions about what line items represent, turn on
this checkbox to include invoice details on statements. That way, your customers
can see all the info about the invoices on the statement, which could lead to faster
payments. Say you run a landscaping company and mow lawns once a week.
By turning on this checkbox, you don’t have to send weekly invoices; instead,
you can send a monthly statement that includes the individual invoice details.

* Print statements by billing address zip code. Turn on this checkbox if you
have a bulk-mail permit, which requires that you mail by Zip code.

* Print due date on transactions. QuickBooks automatically turns on this check-
box because you'll typically want to show the due date for each entry on your
statements.

* Do not create statements. Printing unnecessary statements is a waste of time
and paper. QuickBooks includes several settings that you can choose to skip
certain statements. For example, you can turn on the “with a zero balance”
checkbox to skip statements for customers who don’t owe you anything. (Leave
this checkbox off if you want to send a statement to show that the customer’s
last payment arrived and that its balance due is zero.)
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You might also decide to skip customers unless their balance exceeds your
typical cost of processing a statement. With the cost of a first-class stamp and
letterhead, envelope, and a label, you might skip statements unless the balance
is at least $5 or so. Turn on the “with a balance less than” checkbox and, in the
box to its right, type a dollar value.

You can also skip customers with no activity during the statement period—no
charges, no payments, no transactions whatsoever—by turning on the “with no
account activity” checkbox.

QuickBooks automatically turns on the “for inactive customers” checkbox be-
cause there’s no reason to send statements to customers who aren’t actively
doing business with you.

* Assess Finance Charges. Not surprisingly, you have to turn on QuickBooks’
finance charge feature before you can assess finance charges (see page 646).
Once you’ve done that, you can click this button to add finance charges to your
statements. In the Assess Finance Charges dialog box, you have the opportunity
to turn off the checkmarks for individual customers. For example, if a squir-
rel ate your customer’s last statement, you can turn off the checkmark in that
customer’s entry to tell QuickBooks not to penalize her with a finance charge.
(You can also assess finance charges before you start the statement process
by clicking the Finance Charges icon on the Home Page.)

Previewing Statements

Before you print statements on expensive letterhead or email them to your custom-
ers, it’sa good idea to preview them to make sure you’ve chosen the right customers
and that the statements are correct. Here’s how to preview statements before you
print or email them:

1. In the Create Statements window, click Preview.

QuickBooks opens the Print Preview window (Figure 11-4), which works like its
counterparts in other programs.

2. Click “Prev page” or “Next page” to view the other statements in this batch.

If you left your reading glasses at home, click Zoom In to get a closer look.
(The button’s label changes to “Zoom Out” so you can click it to return to a
bird’s-eye view.)

3. To return to the Create Statements window and print or email your state-
ments, click Close.

The Print Preview window includes a Print button, but it’s not the best way to
print statements. Clicking it begins printing your statements immediately, so
you don’t have a chance to set your print options, like which printer to use or
the number of copies. To adjust those settings as described on page 308, click
Close, and then click Print in the Create Statements window instead.
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Generating Statements

When you’re sure the statements are correct, in the Create Statements window, click
Print or E-mail to generate your statements. This section describes how to do both.

I EMAILING STATEMENTS

To email statements directly from QuickBooks, in the Create Statements window,
click E-mail. If you use Microsoft Outlook, QuickBooks creates email messages in
Outlook and automatically fills in the customers’ email addresses. The messages
contain the standard message you’ve set up for statements (page 665).

If you set up QuickBooks to use a web-based email service instead (page 665), the
Send Forms dialog box opens, showing the statements you’re about to email. There
you can select additional statements, turn off statements you don’t want to send,
and click a statement to preview its content. Click Send Now to dispatch them to
your customers.
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1. In the Create Statements window, click Print.
QuickBooks opens the Print Statement(s) dialog box.
2. Choose the printer you want to use.

For example, if you have a printer loaded with preprinted forms, select it in
the “Printer name” drop-down list. (See page 309 to learn how to designate a
printer so QuickBooks uses it every time you print statements.)

3. Select one of the “Print on” options.

If you select “Intuit Preprinted forms,” QuickBooks doesn’t print the name of the
form or the lines around fields, because they’re already on the preprinted page.
The “Blank paper” option tells the program to print the statements exactly the
way you see them in the Print Preview window. The Letterhead option shrinks
the form to leave a 2-inch band at the top of the page for your company logo.

TIP If your letterhead is laid out in an unusual way (your logo runs down the left side of the page, for
instance), create a custom statement template (page 707) that leaves room for your letterhead elements, and
then choose the “Blank paper” option.

4. In the “Number of copies” box, type the number of copies of each state-
ment you want to print.

For example, if you want one copy for the customer and one for your files, type 2.

5. Click Print.
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Transaction Timesavers

ing invoices and other forms: on paper and electronically. Within those two

camps, you can choose to produce and send forms as soon as you complete
them or place them in a queue to process in batches. For sporadic forms, it’s easier
to print or email them as you go. But when you generate dozens or even hundreds
of sales orders, invoices, statements, or checks, printing and emailing batches is a
much better use of your time.

Q uickBooks can zip you through the two basic ways of producing and distribut-

If you have workhorse transactions that you enter again and again, QuickBooks can
memorize them and then fill in most, if not all, of the fields in future transactions
for you. For transactions that happen on a regular schedule—like monthly customer
invoices or vendor bills—the program can remind you when it’s time to record them,
or even add the transactions without any help from you. You can also memorize
transactions that you use occasionally, such as estimates, and call on them only
when you need them.

Once you’ve created lots of transactions, you’ll need a way to locate them. Quick-
Books’ search features can help you track down financial info, which you can appreci-
ate if you’ve ever hunted frantically for a transaction. Whether you want to correct
a billing problem on a customer’s invoice, check whether you paid a vendor’s bill, or
look for the item you want to add to an estimate, QuickBooks gives you several ways
to search. You can look for different types of transactions within various date ranges
in the Customer, Vendor, and Employee centers—and the Inventory Center, if you use
QuickBooks Premier or Enterprise. The Item List window sports a few search boxes
for finding the items you want. Form windows, such as Create Invoices, have a Find
button on their Main tabs so you can quickly find transactions of the corresponding
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type. You can use the program’s Search feature to search throughout your company
file or QuickBooks. And the full-blown Find feature is perfect for surgical searches.

This chapter explains all your options.

NOTE QuickBooks’ Attachments feature lets you attach files to records, such as customers and vendors, and
to transactions, such as invoices. See the box on page 314 for more info.

M Printing Forms

Before you can start printing, you have some setup to do. But once QuickBooks’
print settings are in place and there’s paper in your printer, you can print forms with
just a click or two.

If you want to apply special settings to certain types of forms, then for each one,
QuickBooks needs to know the printer you want to use, the paper you print to (like
preprinted forms or letterhead), and a few other details. (The program remembers
these settings, so you have to go through this process only once for each type of
form.) From then on, QuickBooks fills in the Print dialog box’s settings automati-
cally when you choose a type of form to print, although you can change the settings
before you print.

With these prep tasks behind you, you’re ready to print. You can either print a form
right away or add it to a queue to print in batches. This section explains how to ac-
complish all these printing tasks.

TIP To make sure you don’t forget to process forms, you can create reminders (page 483) for invoices, credit
memos, sales receipts, and—if you use QuickBooks Premier or Enterprise—sales orders that are queued up to
print.

Setting Print Options

For the forms you print using basic settings—such as printing to your workhorse
printer on blank paper using portrait orientation—you don’t have to bother specifying
print options. But if you print invoices on multipart forms, paychecks on preprinted
check forms, statements on letterhead, and reports on plain paper, you can assign
a different printer and settings to the forms with special printing needs. Keep each
printer stocked with the right type of paper, and you can print your documents
with barely a glance at the print options. If you set up print settings in QuickBooks
before you print, the program will fill in those settings for you automatically when
you choose a type of form. (However, print dialog boxes still appear, so you can
change any print options before committing your documents to paper.)

308

QUICKBOOKS 2015: THE MISSING MANUAL



PRINTING
Many of the options in the “Printer setup” dialog box are the same as options you can set within your FORMS

operating system, as Figure 12-1 shows. However, QuickBooks keeps the options you choose in its “Printer setup”
dialog box separate from your operating system settings. So, for example, if you use Windows’ printer options to
set your most popular printer to use portrait orientation, you can set that same printer to use landscape orientation
in QuickBooks.

TIP

FIGURE 12-1
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@® Blank paper additional print setings such as Logo but you can adjust them
ﬁE tterhead select!on. Templates are accessed by by choosing a printer and

Letiernead. selecting Templates from the List menu. then dicking Options.

Do not printlines around each field.

To assign and set up printers for forms in QuickBooks, choose File—Printer Setup.
Then adjust the following settings:

* Form Name. As you learned earlier, in QuickBooks, each form has its own print
settings, so you're free to print invoices on letterhead, timesheets in landscape
orientation, and checks to a printer filled with preprinted checks. Use this drop-
down list to choose the form you want to set up for printing.

* Printer name. Choose a printer here to designate it as the standard for the
form you selected above. Whenever you print that type of form, QuickBooks
will automatically select this printer, but you can always choose a different
printer—for instance, when you switch between printing paper documents and
creating Adobe PDF files that you can email.

» Options. If you want to adjust the properties for the printer you chose, click
this button. In the dialog box that appears, depending on the type of printer,
you can change things like the document’s orientation, page order, pages per
sheet, print quality, paper tray, color, and so on.

NOTE The rest of the settings in this list appear for most of the forms in the Form Name drop-down list, but

not all of them. For example, you don’t see the “Printer type” setting for reports (to learn about print settings
for reports, see page 586).
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* Printertype. When you choose a printer name, QuickBooks fills in this box with
its best guess of the type (it usually guesses right). If it guesses wrong, simply
choose the correct type in this drop-down list. If the printer feeds individual
pages through, such as letterhead or blank paper, choose “Page-oriented (Single
sheets).” If it feeds continuous sheets of paper with perforations on the edges,
such as the green-striped paper so popular in the past, choose “Continuous
(Perforated Edge).”

* Print on. QuickBooks gives you three options here:

— Intuit Preprinted forms. If you purchase preprinted forms, which typically
include your company’s information, field labels, and lines that separate
fields, choose this option. When you print your documents, QuickBooks
includes only the forms’ data.

TIP If you use preprinted forms, a small misalignment can make your documents look sloppy and unprofes-
sional. You’ll learn how to align documents to the paper in your printer in the next section.

— Blank paper. This option tells QuickBooks to print everything in your docu-
ment: company info, logo, labels, and data. This is the easiest way to print
because you don’t have to worry about aligning the paper and the form. If
you set up a template with your company logo and attractive fonts (page
711), you can produce a professional-looking form on blank paper.

— Letterhead. When you print to letterhead that already includes your com-
pany’s address and other information, you don’t need to print that info on
your documents. Choose this option to tell QuickBooks to skip printing
your company information.

TIP The Letterhead option tells QuickBooks to start printing the form 2 inches from the top of the paper. If
your letterhead has your logo and company information somewhere other than the top of the page, don’t use
this option. Instead, create a custom template for your form (page 707) to leave room for the logo. Then, when
you print, select the “Blank paper” option.

* Do not print lines around each field. Turning on this checkbox is a matter of
personal preference. Lines around each field make it clear which information
belongs to which label, but you might consider those lines unnecessary. If your
template separates fields to your satisfaction, turn off this checkbox to print
only the labels and data, not borders around each field. (Because preprinted
forms include borders, QuickBooks automatically turns on this checkbox if you
choose the “Intuit Preprinted forms” option.)

Aligning Forms and Paper

If you’ve ever gotten lost in an office-supply store, you understand why printing
includes so many options. You can print on different types of paper using different
types of printers, and making the two line up properly can be a delicate process.
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And besides invoices and other forms, you might also print ancillary documents like
mailing labels and packing slips.

To save some trees and your sanity, make sure the paper in your printer is aligned
properly before you print, especially if you use fancy letterhead or preprinted forms.
(When you use preprinted forms or continuous-feed paper with perforations for
page breaks, the alignment of the paper is crucial: If it’s not lined up properly, your
data won’t appear next to the correct labels or an invoice might print over a page
break.) It’s a good idea to print a sample to check the alignment of your forms and
paper every time you print, but it’s particularly important if you're printing a big
batch of forms. If the sample’s alignment is off, here’s how to save time, paper, and
your mental health:

1. Choose File—Printer Setup.

The “Printer setup” dialog box opens.

NOTE You can also align forms just before you print a batch: Choose File—sPrint Forms, and then choose the
type of form you want to align, such as Invoices. In the “Select [forms] to Print” dialog hox, select the ones you
want to print, and then click OK to open the “Print [forms]” dialog box, such as Print Invoices if you’re printing
invoices. In that dialog box, click Align.

2. From the Form Name drop-down list, choose the type of form you want to
align, and then click Align.

If you have more than one template to choose from, QuickBooks opens the
Align Printer dialog box. Choose the template you want to use to align your
paper, and then click OK.

If you have only one template, the program goes straight to a different dialog
box; exactly which one depends on the type of paper that’s selected in the
“Printer setup” dialog box’s “Printer type” list:

— If the Continuous (Perforated Edge) option is selected, you’ll perform both
steps 3 and 4.

— If the Page-oriented (Single sheets) option is selected, the Fine Alignment
dialog box appears and you can skip to step 4.

3. If the Printer type is Continuous (Perforated Edge), the “Use ‘Coarse’ for
Big Vertical Adjustments” dialog box opens. Position the paper so the print
head is just below a page break, click Coarse, and then click OK to print a
sample form.

After you print a sample form, don’t adjust the paper in your printer (QuickBooks
warns you several times not to). The form that prints includes text indicating a
pointer line. When the Coarse Alignment dialog box appears on your screen,
in the Pointer Line Position box, type the number of the line preprinted in the
paper’s margin where the pointer line text printed. QuickBooks uses that num-
ber to align the form and the paper. Click OK to print another sample. When
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PRINTING the alignment is correct, click Close. You can then perform a fine alignment, if
FORMS necessary, by clicking Fine Align.

4. In the Fine Alignment dialog box’s Vertical and Horizontal boxes (Figure
12-2), type numbers to represent the hundredths of an inch to move the
form to line it up with the paper.

After you tweak the alignment, click Print Sample to check the printed form’s
appearance. When the form is aligned, click OK—and keep your mitts off the
paper in the printer.

Fine Alignment » FIGURE 12-2
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Choosing a Print Method

At the top of each QuickBooks form’s window are the same basic printing options;
Figure 12-3 shows the Create Invoices window as an example. Here’s a guide to your
choices for printing documents:

* Preview a form before printing. On the form window’s Main tab, click Print,
and then choose Preview from the drop-down menu.

* Print one form. If you want to print the current form, on the form window’s
Main tab, click Print, and then choose the type of form from the drop-down
menu (in Figure 12-3, that’s Invoice).

* Printing in batches. If you turn on the Print Later checkbox at the top of the
form window, QuickBooks adds the current form to a queue that you can print
as a batch. To print the batch of forms, at the top of the form window, click
Print, and then choose Batch from the drop-down menu.

» Print special forms. If you want to print a packing slip, shipping label, or en-
velope to go with the form you’re printing, at the top of the form window, click
Print, and then choose Packing Slip, Shipping Label, or Envelope from the drop-
down menu. If you choose Envelope, you have to specify the size and whether
you want to include the return address (you don’t if your envelopes already
have your return address on them). You can even print a delivery barcode for
addresses in the United States.
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Printing One Form

When you display a formin its corresponding window, you can print it right away. To
preview the form before you print it, on the window’s Main tab, click Print—Preview.
The Print Preview window opens and shows you what the form will look like when
you print it. Click Close to close the Print Preview window and return to the form’s
window.

To print the current form, click Print, and then choose the form type (Invoice, in this
example). QuickBooks displays the Print One Invoice dialog box, where you can
choose the printer and paper. (You can also preview the form by clicking Preview
in this dialog box.)

NOTE To prevent embezzling, QuickBooks automatically saves forms when you print them. That way, if you
change a form after you print it, the audit trail shows a record of the change.

Printing in Batches

If the Print Later checkbox is turned on when you save a form, QuickBooks adds
that form to a print queue. After you’ve checked that your printer contains the cor-
rect paper and that the paper is aligned properly, you can print all the forms in the
queue in just a few steps:
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Keeping Related Info Near at Hand

QuickBooks offers a helpful file-attachment feature that lets
you attach files to records and transactions in your company
file. For example, you can attach an electronic copy of a job
contract to a customer record, a photo of an item you sell to
the item’s record, or a scanned receipt to a credit card charge.

QuickBooks gives you several different ways to use this feature,
depending on where you are in the program:

* Inthe Doc Center (Company—Documents—sDoc Center),
you can attach documents that you scan in with a scanner
or drag over from Outlook or folders on your computer.

* Inthe Customer Center, Vendor Center, Employee Center,
or Inventory Center, select the name or item you want
to attach a file to, and then click the Attach button at
the window’s upper right (the button has a paper-clip
icon on it).

* Inatransaction window like Create Invoices, display the
transaction you want to attach something to, and then
click the Attach File button on the window’s Main tab.

When you click either the Attach or Attach File button, the
Attachments window appears. At the top of the window, click
the Computer, Scanner, or Doc Center button to tell QuickBooks
where the file you want to attach is coming from. Or simply drag
the file onto the area labeled “Drop document from Outlook,
your desktop, or folders here.”

Attaching documents to records and transactions keeps refer-
ence info within easy reach. Whenever you open a record or
transaction in QuickBooks that has files attached to it, you
can see those files by clicking the Attach or Attach File button.
However, if you want to attach files that change from time to

time, such as requirements or job drawings, there are some
caveats to be aware of.

When you create an attachment in QuickBooks, you aren’t
attaching the original document. (Some programs, like Word
and Excel, let you insert hyperlinks to files so that clicking a
link opens the original file regardless of where it’s located,
but QuickBooks doesn’t work that way.) Instead, QuickBooks
creates a copy of the file and attaches the copy. So if you edit
the original document, you won’t see those changes in the
attached document. QuickBooks puts the copies it createsina
set of subfolders within the folder that holds your company file.
For example, say your company file is stored in My Documents|
Data_Files. If you attach a document to an invoice, QuickBooks
stores a copy of the file in the folder My Documents\Data_Files\
Attach\[company file name]\Txn\[ID], where “ID” identifies
the transaction. If you attach a document to a customer’s
record, the copy ends up in My Documents\Data_Files\Attach\
[company file name]\List\Namel[ID], where “ID” is a code that
represents the customer.

QuickBooks is particular about where a company file’s Attach
folder is located. If you move it, your attached files for that
company file won’t show up in the Doc Center. If files go
missing in the Doc Center, make sure the Attach folder is in
the same folder that holds the corresponding company file.
Then, in QuickBooks, choose Company—>Documents—>Repair
Attached Document Links.

Fortunately, you don’t have to navigate to the Attach folders
to find your file attachments. You can simply manage your
attached files in the Doc Center.

1. Choose File—Print Forms, and then choose the type of form you want to
print. (Or, on the Main tab of the form’s window—like Create Invoices, for
example—click Print—Batch.)

Either way, QuickBooks opens the “Select [forms] to Print” dialog box with all
your unprinted forms selected, as shown in Figure 12-4. You can turn check-
marks on or off one at a time or by dragging down the checkmark column. You
can also select or deselect all the forms by clicking Select All or Select None.
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Select Bill Payment Stubs to Print FIGURE 12-4
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2. If you want to print labels for the selected forms, click Print Labels.

The next section dishes out the details on printing labels. After you print the
labels, you’re back in the “Select [forms] to Print” dialog box, so you can print
the forms that go with them.

3. Click OK to print the selected forms. In the “Print [forms]” dialog box that
appears, click Print.

Because problems can occur during printing (paper jams, low toner, or smears),
QuickBooks opens the “Print [forms] - Confirmation” dialog box after it prints
the forms.

4. Ifthe forms printed correctly, click OK to close the confirmation dialog box.

If a problem occurred, in the “Print [forms] - Confirmation” dialog box, click
the Reprint cell for each form that didn’t print correctly. If the whole batch is
a loss, click Select All. Either way, click OK to reprint the forms you selected.

Printing Mailing and Shipping Labels

QuickBooks can print mailing labels to go with some of the forms you print, such
as invoices. The trick is that you have to print the labels before you print the forms
because, after you print the forms, they disappear from the “Select [forms] to Print”
dialog box. Here’s how you print labels for your forms:

1. Choose File—Print Forms, and then choose the type of form for which you
want labels.

QuickBooks opens the “Select [forms] to Print” dialog box (Figure 12-4) with
all your unprinted forms selected.
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PIF:IONJP”;G 2. In the “Select [forms] to Print” dialog box, click Print Labels.

QuickBooks opens the “Select Labels to Print” dialog box and automatically
chooses the Name option, which prints labels for the names associated with
each form that’s waiting to print.

TIP If you’ve created forms for a specific customer type or vendor type, in the “Select Labels to Print” dialog

box, choose the Customer Type or Vendor Type option and then, in the option’s drop-down list, select the type
you want to print labels for. These options are better suited for printing labels not associated with your queued
forms—for example, when you want to send a letter to your retail customers informing them of product rebates.
Or you might use them if you process forms for retail and wholesale customers at different times of the month.

Alternatively, if you want to print labels for a mailing without an associated form (like an open-house announce-
ment) choose File—Print Forms—sLabels.

3. To filter the printed labels by location, turn on the “with Zip Codes that
start with” checkbox, and then type the beginning of the Zip code you want.

For example, if you’re offering a seminar for people in the Denver area, you'd
type 807 in the box, as shown in Figure 12-5.

Select Labels to Print FIGURE 12-5
Print labels for “ If you want to print labels for a mailing that has
Names from nothing to do with money (like an announcement
@ Name  Hultiple names... - Eres about your new office location), choose File—Print
Help Forms—Labels.

) Customer Type -
When you do that, this dialog box opens so you can

) Vendor Type - . i , L
jump right to selecting the recipients.

| with Zip Codes that startwith  [801| |

Sortlabels by Mame =

Print Ship To addresses where available

Print [abels for inactive names

4. In the “Sort labels by” box, choose Name or Zip Code.

If you use bulk mail, choose Zip Code so you can bundle your mail by Zip code
as your bulk-mail permit requires.

5. To print shipping labels rather than labels that use billing addresses, turn
on the “Print Ship To addresses where available” checkbox.

The “Print labels for inactive names” checkbox can come in handy from time to
time—for instance, if you need to send a letter to past and present customers
to tell them about a product recall.
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When you want to send communications to different addresses for each job, PRINTING
even if the jobs are for the same customer, turn on the “Print labels for jobs” FORMS
checkbox.

6. Make sure you’ve selected the labels you want, and then click OK.
QuickBooks opens the Print Labels dialog box.

7. If you’ve already chosen the printer and settings for labels in Printer Setup,
click Print and you’re done.

If you want to print to different labels, in the Label Format drop-down list, choose
the type of label you’re using. (You can find the vendor and label number—like
Avery #5262—on the box of labels.) The drop-down list includes popular Avery
formats and several other options.

After you print your labels, QuickBooks closes the Print Labels dialog box, and
the “Select [forms] to Print” dialog box reappears so you can click OK to proceed
to printing your queued forms as explained on page 308.

Printing Packing Slips

When you ship products to a customer, it’s common to include a packing slip that
describes what should be in the shipment. In QuickBooks, you have to print each
packing slip individually from the Create Invoices window. (The packing-slip template
that Intuit provides is basically an invoice without prices.)

Here are the steps for printing the packing slip for an invoice:

1. If the Create Invoices window is already open, click the left arrow (Previ-
ous) in the window’s Main tab until you find the invoice you’re interested
in, or click the Find button, fill in fields that identify the invoice, and then
click Find.

To find an invoice when the Create Invoices window isn’t open, on the Home
Page, click Customers to open the Customer Center. Next, click the Transactions
tab on the window’s left, and then choose Invoices in the tab’s list of transaction
types. Finally, in the table on the right, double-click the invoice you want, and
QuickBooks opens it in the Create Invoices window.

2. In the Create Invoices window, click Print—Packing Slip.

QuickBooks sets the window’s Template box to the packing slip template and
opens the Print Packing Slip dialog box, where you can set print options, if
necessary.

3. Once the settings look good, click Print.
QuickBooks closes the Print Packing Slip dialog box and prints the packing slip.
4. Back in the Create Invoices window, click Save & Close.

QuickBooks automatically changes the Template box from the packing slip
template back to the invoice template.
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TIP If you want QuickBooks to always use a particular packing slip template, change the packing slip template
preference as described on page 663.

M Emailing Forms

If you’ve grown tired of paper cuts, then sending invoices and other forms electroni-
cally is much more satisfying. But to make your electronic sending as efficient as
possible, be sure that all your customer records include email addresses. Otherwise,
you’ll waste time typing email addresses one after another, and the chance of a typo
increases with each address you type.

If you use a popular email program, such as Outlook, QuickBooks automatically uses
that program to send forms. When you email a form as described in this section,
QuickBooks opens new messages in your email program, which you can edit as
you would any email. When you send the emails, they show up in your Sent Items
folder or Sent box. You can also tell QuickBooks to use a web-based email service
like Gmail. This section explains all your emailing options.

Choosing a Send Method

QuickBooks gives you a couple of ways to email forms: Similar to printing, you can
email the current form or add it to a queue to send in batches:

* Send one form. To email the current form, at the top of the form window, click
the Email button, and then choose the form’s name, such as Invoice, as shown
in Figure 12-6. If the form has files attached in QuickBooks and you want to at-
tach those files to the email, choose “[form] and Attached Files” instead, such
as “Invoice and Attached Files.”

FIGURE 12-6
Main Formatting Send/Ship Reports ) .
«* B B X Qoeeocn @ @ @ [IPmise ) Brwmecoes &g @ When you click the Email
Find New Save Delete @dMemorize Mark As Print | Email | |EmaiLlater  Attach B3 Appiy Credits Receive button, you can choose
M M M e File

Pending Payments

the form’s name (Invoice,
in this example) to email

CUSTOMER-OB [[RELIU IR USD e

Invoice
CLass 'W“wa"ﬂ““am”'* ,nu - M Intuit Produst .~
Batch

Invoice and Attached Files

the form that’s open in the

Invoice

DATE

032315 ]
INVDICE #

14039

P.0. MUMBER TERMS RER

Invoice and Attached Files menu
lets you to send attached files with
invaice.

BILLTO
Camoufl:
Clark Co...
3 Hidden valley Rd.
Grand Lake, CO 80713

SHIP e FOB

window, or choose Batch
to email all the forms in
your to-be-emailed queue.
Choose “[form] and
Attached Files” to email
the formand any files at-
tached to it in QuickBooks.
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* Sending in batches. When you turn on the Email Later checkbox at the top of
a form window, QuickBooks adds the current form to the queue of forms that
you’ll email all at once. You can send them by clicking the window’s Email but-
ton and then choosing Batch.

Emailing One Form

Here’s how to email a form when you’re looking at it in its window (these steps use
the Create Invoices window as an example, but they work equally well for other
sales forms):

1. Inthe Create Invoices window (or other form window), click the Email button
and then choose Invoice (or the corresponding form name).

What happens when you choose Email—Invoice depends on the email program
you use. If you use one of several popular email programs, the program opens
and creates a new message with the fields from QuickBooks filled in and a PDF
file of the form attached to it.

If you use web-based email (see page 665 to learn how to set it up), the “Send
[form]” dialog box opens with the email fields filled in.

NOTE Say you attached files to a form in QuickBooks, as explained in the box on page 314 (like photos to show
that the work you’re invoicing for is complete, or travel receipts for the reimbursable expenses on an invoice), and
you want to attach those files to the email. To email a form and its attached files, on the form window’s Main tab,
click Email—“[form name] and Attached Files” (“Invoice and Attached Files,” for example). The email message
that QuickBooks creates includes a PDF file of the form and any files attached to the transaction in QuickBooks. If
you want to attach additional files from your computer to the email, click the paper-clip icon to the right of the
Attach box (labeled in Figure 12-7).

2. Modify the message in any way you want.

You can change the email addresses, subject, and email text that QuickBooks
automatically adds.

3. If youuse web-based email, click the “Send [form]” dialog box’s Send Now
button. If you use a desktop email program, click its Send button.

Emailing in Batches

When you turn on the Email Later checkbox on the Main tabs of the windows for
forms you create, QuickBooks adds them to an email queue. You can then send all
the forms you’ve queued up in just a couple of steps:

1. Choose File—Send Forms or, on the Main tab of the window where you
create the forms—such as the Create Invoices window—click Email—Batch.

QuickBooks opens the Send Forms dialog box, which lists and selects all your
unsent forms.

EMAILING
FORMS
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If you choose “Invoice

" . FIGURE 12-7
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Double Trouble, Inc.
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v

2. If youwantto skip some of the forms, click their checkmarks to turn them off.

When you select a form in the table on the dialog box’s left, a preview of the
message appears to the right of the table. If you want to change the message,
simply edit it.

To the left of the Send Now button, the Send Forms window displays QuickBooks’ estimate of how
long it will take to email the forms you’ve selected. You won’t be able to do any other work in the program until
the emails have been sent. So if you’re on a tight deadline and don’t have time to wait, click Close and then come
back later to send the emails.

3. When you’re ready, click Send Now.

You're email program sends the emails you selected.
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I Memorizing Transactions

If you enter the same transactions over and over, having QuickBooks memorize them
for reuse saves time. The program can then fill in most, if not all, of the fields for
you. Once it memorizes a transaction, all you have to do is choose the memorized
transaction you want to reuse and make sure that the values in the new transaction
are correct before you save it. This section shows you how to memorize transactions
and put them to work.

Here are some examples of how you can use memorized transactions to be more
productive:

* Memorizing bills. You can take some of the sting out of paying bills by memo-
rizing the ones that use the same info each time: bills with the same items or
amounts, or bills that are due the same day each month, for example. If a utility
bill is always due the same day, you can memorize the bill so QuickBooks fills
in the vendor and account and records it on a regular schedule. When you use
a memorized transaction like this, all you do is fill in the amount and save the
new transaction.

On the other hand, your office rent bill probably has all the same info each
month—date, vendor, account, and amount—so you can memorize the bill
and even set it up to record itself automatically. Memorized bills also come in
handy if you reorder the same products with the same prices from a vendor.
(See “Creating Memorized Groups of Transactions” on page 326 to learn how
to save even more time.)

NOTE Although you can memorize bills, you can’t memorize a bill payment. The same goes for deposits
and invoice payments, because you have to choose the bills or invoices that the payments apply to. However,
if you create reminders (page 483) for transactions such as this, then QuickBooks reminds you when the bills or
invoices are due to be paid.

* Memorizing charges and electronic funds transfers (EFTSs). If you’ve set up
automatic vendor payments, like a monthly health insurance premium charged
to your credit card or your telephone bill withdrawn automatically from your
checking account, you can memorize those transactions in QuickBooks.

* Memorizing estimates. If you’ve worked on jobs in the past and have a good
idea of what they require, you can reuse that hard-won knowledge by memoriz-
ing an estimate with the labor hours you spend and the quantities of products
and materials you need. The box on page 282 explains how to memorize an
estimate to use on similar jobs in the future.

MEMORIZING
TRANSACTIONS

CHAPTER 12: TRANSACTION TIMESAVERS

321



MEMORIZING
TRANSACTIONS

TIP T you reuse transactions only occasionally, you might not want to fill up the Memorized Transaction

List with those transactions. Instead, simply duplicate a transaction whenever you need it. For example, display
the bill you want to copy in the Enter Bills window, right-click in the window, and choose Duplicate Bill from the
shortcut menu. (Alternatively, click “Create a Copy” at the top of the window.) Then simply make any changes
you want, like the date and amount, and then click Save & Close.

QuickBooks can also remind you to enter a transaction—such as a recurring client
invoice for retainers—or even add the transaction without any help from you. For
example, if your company’s Internet service costs $259 each month and you pay it
with an automatic credit card payment, you can tell QuickBooks to memorize that
charge and automatically enter it each month.

Creating a Memorized Transaction

The Memorized Transactions List is an anomaly on the Lists menu because you don’t
create memorized transactions the way you do entries on other lists. Instead, you
tell QuickBooks to memorize existing transactions. Here’s how:

1. Open the window for the type of transaction you want to memorize (for
example, the Create Invoices window for an invoice, Enter Bills for a bill, or
Write Checks for a check).

You can memorize many kinds of transactions, including checks, credit card
charges, bills, invoices, journal entries, estimates, and so on.

2. Fillin any fields that remain the same each time you use that transaction.
If a value changes, leave its field blank or set to zero.

For example, for a bill, add the items you’re buying and their prices. If the
quantities change from bill to bill, leave the Quantity fields blank or set to zero.
Or, for a check, enter the payee and the account to post the expense to. If the
amount is the same each time, fill in the amount; if the amount changes, leave
the amount field blank. (If an amount field has a value in it, click the field, and
then press Backspace to delete the value.) Later, when you use the memorized
transaction, QuickBooks fills in all the fields except the ones you left blank,
which you fill in with the correct values.

3. If you want QuickBooks to add the new transactions to your print or email
queue, turn on the Print Later or Email Later checkbox.

That way, when you save a new transaction that’s based on the memorized
transaction, the program adds the transaction to the print or email queue.

4. When the transaction is set up the way you want, press Ctrl+M to open the
Memorize Transaction dialog box shown in Figure 12-8, foreground.

You can also open this dialog box by right-clicking in a transaction window,
such as the Create Invoices window, and then choosing “Memorize [form]”
(Memorize Invoice, Memorize Check, or whatever). Or you can click Memorize
at the top of the window.
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NOTE

If you've already memorized a transaction with the same name, the Replace Memorized Transac-
tion message box appears instead. To replace the existing memorized transaction, click Replace. To add a new

MEMORIZING
TRANSACTIONS

memorized transaction, click Add; when you do, QuickBooks opens the Memorize Transaction dialog box so you
can specify a new name and options for the memorized transaction. If you change your mind about memorizing

the transaction, click Cancel.
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FIGURE 12-8

If the quantities change
from transaction to
transaction, you can fill
in the items on a bill and
their cost but leave the
quantities blank or set
to zero.

Later, when you use the
memorized transaction,
QuickBooks fills in all the
fields except the ones you
left blank or set to zero,
which you fill in with the
correct values.

5. Inthe Memorize Transaction dialog box’s Name field, type aname that you’ll
recognize when you see it in the Memorized Transaction List.

QuickBooks automatically fills in the Name box with the transaction’s Payee
name or the name in a transaction, but it’s a good idea to enter something more
meaningful. You can use names like Monthly Telephone Bill or Health Insurance
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MEMORIZING Premium for bills you pay, a customer name combined with a sales form’s name,
TRANSACTIONS or the type of retainer, such as Full-time Programming Contract.

6. Tell QuickBooks whether you want it to remind you to enter transactions.

Choosing the “Add to my Reminders List” option is great for recurring transac-
tions: QuickBooks adds the memorized transaction to the Reminders List (page
483) and prompts you when it’s time to enter the next occurrence (though you
can choose to skip the transaction). If you select this option, specify how often
you want to be reminded and pick the next reminder date. For example, if you
pay your phone bill on the 10th of each month, in the How Often box, choose
Monthly, and in the Next Date box, pick the 10th of the next month.

If you don’t use the transaction on a regular schedule (like one for snowplowing),
choose the Do Not Remind Me option, and QuickBooks won’t add the memo-
rized transaction to the Reminders List. When you want to use the transaction
again, press Ctrl+T to open the Memorized Transaction List window, select the
transaction, and then click Enter Transaction.

For transactions that are identical from occurrence to occurrence, such as
your bill for rent, choose the Automate Transaction Entry option. Then use the
Days In Advance To Enter field to tell QuickBooks how many days before the
due date to enter the transaction. (Providing a few days of lead time for bills
helps you avoid late payments and insufficient-funds charges from your bank.)
When that date arrives, QuickBooks records the transaction. When you choose
Automate Transaction Entry, the Number Remaining box becomes active so
you can type how many payments remain, which is ideal for loan payments
that—thankfully—don’t go on forever.

TIP You can also set up groups of memorized transactions and enter them all at once; you’ll learn how
starting on page 326.

7. To memorize the transaction, click OK.

QuickBooks adds the bill to the Memorized Transaction List, closes the Memorize
Transaction dialog box, and returns you to the form window.

8. If you want to save the transaction you created, click Save & Close.

If you created an invoice or other form simply to set up a memorized transac-
tion, click Clear in the form win