QuickBooks®
Fundamentals
2018

For QuickBooks Pro, Premier and Accountant 2018

Copyright © 2018



Product Name

Trademarks

Copyright

Disclaimer

Developed and
Written By

Contributing
Authors, Testers,
and Reviewers

QuickBooks Fundamentals - Version 2018
ISBN: 978-1-942417-22-4

Intuit, the Intuit logo, QuickBooks, QuickBooks Pro, QuickBase, Quicken,
TurboTax, ProSeries, Lacerte, EasyStep, and QuickZoom, among others, are
registered trademarks and/or registered service marks of Intuit Inc. in the
United States and other countries. QuickBooks ProAdvisor is a trademark
and/or service mark of Intuit Inc. in the United States and other countries.
Other parties’ trademarks or service marks are the property of their
respective owners and should be treated as such.

© 2018 Questiva Consultants
All rights reserved

Published by Questiva Consultants

This material is intended as a learning aid for QuickBooks software users.
Under no circumstances shall the author or publisher be liable for any
damages, including any lost profits, lost data or other indirect damages
arising out of anything written in this document or expressed directly or
indirectly by the author or publisher.

Douglas Sleeter
Deborah Pembrook

Pat Carson

Tricia Lippincott
Ellen Orr

Questiva Consultants

1501 Dry Creek Road, San Jose, CA 95125

Phone: 408 440 4182
Fax:408 3510473
www.questivaconsultants.com

Questiva Consultants is the publisher
and supplier of QuickBooks Accounting Textbooks

to students, community colleges and business/trade schools.
These textbooks were originally developed by the Sleeter Group.



Table of Contents

Table of Contents

L] =TT 2P ix
QUICKBOOKS 2018 VEISIONS ...eiiiitieiieiuteiisieeessssee s s sste e s s sete s s ssee e s s asee e s s s see e s ssee e e s e sse e s s e ansee s e sseesssaseeesnanseessannnes ix
Using QUickBOOKS 2018 STUAENT Trial .cccuueieeeeeeeeieeeeecctee e ceeeee s seee s e ee e e e e e s e e e s s e e e e e nee e s e nnneesnanneeean ix

O LY ¥ = I £ = 1 T £ ix
Integrating QUICKBOOKS With OTher PrOQUCTS .......eiiiiiiie et X
ADOUL the EXEICISE FIlES .ueeiiiiieiiciie e e s s e e e s s aee e s s eane e e s e ase e e s e nreessnnnes X
INSTAllING the EXEICISE FIlES .eeiieeiee e r et e e e e e e e e e e s e an e e e e s aseeeeesanee s e anneesenneennan X

(07T a1 Tor= YT o ISP Xi
ACKNOWIEAGEMENTS ...ttt e e e e e e e e e s s e e e e ae e s s aee e eae e e s mee e eme e e saeeeennessnseeanneesnneennnnesas Xi
Chapter 1  Introducing QUICKBOOKS ........ccceermmrerrrrrrrrssnmmeeereresssssssnmnsesseesssssssnmmsseseesesssssnnmnsesnees 1
L0 o[ PSP 1
The QUICKBOOKS PrOGUCT LINE ..uuuiiiiieiiiciireeiees s e ciierieeeseeesisnseeeesssesssssssseeessessssssssseesssssssssssesssssssesssnsssseesssnnnen 1
QuickBooks Desktop vs. QUICKBOOKS ONIINE .......cieieiiiiceeeeceee et s eeee e e e e e e s e s e e s nn e e eanne s 1

(0T Lo g = ToTo] 23N o L1 o a1 TP 1
QUICKBOOKS REIEASES. ... .ueeiiieteiiiiieeisiite s st s st e et s e s s e s e s sse e s s ease e e s s se e e e e see e s s sneeesesseeesennseessannnes 2

Yo oo 10 0 =0 0 2
ACCOUNTING'S FOCUS ...uttieieiiiieeeiieeisieeeseeteeseeaeeessaseeseasseesaaseeesasneeaeasseeeeanseesasneeseasseessannseessnsnsessnnseessnnnns 2
Accounts, ACCOUNtS, EVEIYWNEre ACCOUNTS......oiiiiiiiie ettt s e e s e e 2
Account Types and FINanCial REPOIS ......uiiiceiiiiiiieicciie e e s ne e s eae e e e s re e e snanne 3

D oYU o] L= = g1 Y Yo oo 10 o €[ = 3
Accounting BENINGA ThE SCENES........ueie i ree et e st e e et e e e e e e s e e e e e e e ase e s seneeesenneeeseseeesnnnns 4
Accounting for the Future: Cash OF ACCIUBI? ..ot e e 4
JaYez=To =10 0}Vl o Tl (o} =1 =T o] o)A PRP PSP 5

L0 T Lo 4 = To Y] 2SN 1T PSP 5
Creating @ NEW FilB ..ueieieie et r et ee e et e e e et e s e e e s e e e e e e nee e s e aaeeessase e e e e nseesenneeesasseeesannseesennnnes 6
Opening a QUICKBOOKS SAMPIE FilE .....uuiiiieiee ettt e e et e s s reee e s e e e e e e e s e nne e e e ann e e e e nn e e e ennneas 6
Opening Other QUICKBOOKS Data FilES ...uiiicuiiiiiiieiisiiieieceees st s s e e s s s e e e s e e s s e e s s nnnes 7
ClOSING QUICKBOOKS FlES ....neeiieieetie ettt ettt st e e e s e e e e s s e e e e e e sneeenneean 9

(0T o] a1 =381 IOV o] T 1= 9
Closing the QUICKBOOKS PrOZIAM .....ccccuieiieieeceieeeeectieseeeee e ssse e e s e see e s s sneesssae e e s e naeesenneessnsneeesnanseessnnnnes 9
Opening Portable COMPANY FIlES ........coi ittt ne e s eme e e ne e s eme e e e e e s e e e ne s 9
RESTONNEG BACKUP FIlES ...t e s s e e e e s nnn e e s s nnn e e s enneeeas 12
BacKing UP YOUF Data@ File.....co ettt e s e e s ne e s mn e e s e nneeeas 12
RESTONNEG @ BACKUP FilE ...ttt s s e e s s e e s n e e e s mn e e s enneeean 16
QUICKBOOKS USEr INEIfACE FEATUIES ..coiieiieeeetee ettt sttt e e s s e e s snn e e e e nnne e e snnns 16
L 0T T =Y = PR 16
L07= T £ TP RRPRTPPRP 17

T = 013 g o ) € PSS 18
[aTeo] 0 L= W= Tod 2T PR 18
oo 1 = = T PRSP 19
(072112 oo F= RSP TPRPTRPRT 19
Entering Transactions in QUICKBOOKS ......c..uiiiieiiie ettt e e s e e e eas 20
L0 101 PP 20
] PP 21

LY oToTo 10 ] €= TSRS 21
LT o S (=Y £ PP 22
= 0 01 P PRRP 23

L0 T Tod 14 =0T 2€ T = =1 ' J 25
10T o] ool gl 3 =TT o 10 o= RSP 25
Certified QUICKBOOKS PrOAGVISOIS ..coiiiiiieeiieiieeiee et s st e s e e e s s e e s e s e e e e s s e e s ne e e s snne e e e neeesnans 25
REVIEW QUESTIONS .. .eeeieieeeieecciieeeee e s e e e e s st e e e et e e s e see e e e aseeeeeneeeseasneeeaaaseeeeanseeseasnneeeanseeeenansneseasnneesennnnennn 25
gL agoTo LU Ted 4o I =] o] 1= 0 0 26
(TalageTo IUTeia o] gl ade] o] (=10 0 I2A FA¥o AV7= o o Yo ) 27
Chapter 2  The Sales PrOCESS.....ccccrrrrirssssmmmrerrrrssssssssmseesresssssssssmmeseseessssssssnmssssesssssssssnmnnsnnees 29
1o o= 29
TracKing COMPANY SAIES ......ueeeeieieiieeeeeeeeee et et e e e e e e e sse e s s eane e e aese e e s e aneee s s anneeeeaaseeeeeanneessanneeesanneeesanns 29
SETLNG UP CUSTOMETS ..ttt ettt ae e st e s st e et e e st e e e ae e s st e s ane e e seesaneesneeenneesneean 32

Table of Contents



Table of Contents

Lo oI 07 =1 4 = PR PRPR 38
STt 0] o [T = 7= - 39
ENTEriNG SAIES RECEIPLS .eerieeiiiiieieeeitie e et e e et e e s et e e e e et e e e s e e e s e s ee e s e e ne e e sesneeeeaaseeseesnneeeaaneeesnnneesennnnes 39

O TaTo oY oToXSY C=To I =0T o SRR 43
CrEATING INVOICES ..neeeiiueiiieeeite ettt sttt e et e e se e s s e e s ne e s s e e s ne e s s e e sneesas e e s st e saneesneesnseesneesane 45

(O] 01T ol 10NV T o= R w Y= o o APPSR 50
Receiving Payments from CUSTOMENS .......iiiieieicceieecetee s e seee s e te e s e sae e s ssae e e s e aae e e senne e s enne e e s e nse e e eennneesennnnes 52
Receiving Payments DY ChECK ......oui ettt e s et s e e e e e e e s e e e e ne e e e nne e s ennneas 52
Handling Partial PaymeENtS ...ttt s n e s s e e e s n e emne s 54
Receiving Payments by Credit Card ...t see e e s s e e sanne s 54
Where DO the PAyMeENTS GO? ......eeeiceciieiiieeecciee s et ee s s ee e s e ee e s e s e e s s s e e e e s ae e e eenseesesnneeesesnneeseanseessnnnnens 55
Preferences for ApPIYiNg PAyMENTS .....cooi e eceees et et e s et e s e e s ne e e s e s e e e e e e e e e s enannes 55
Recording CUSTOMET DISCOUNTS .....eeiiiiiiiee ittt s e s s n e e s s e e e emn e e smneesnneean 57
MaKING BANK DEPOSITS ...cerueiieeeiiieieeeeiieesee et e e s et see s s s e sse s s s e e s ne s s e e e s ne e san e e saneesaseesneesaneesneanane 60
Depositing CheCKS @Nd CASh ...t s et e e e s et e e s e e e s e e e e s s e e s e ane e e s ane e e e e nneesennnneas 60
Holding Cash Back from DEPOSITS .....uuieeieciieriieeeecsiieeeeeeeesssee e s e see e e s s e e e s e e e s e sas e e s e ne e e e anneeennneesennnnes 63
Printing DEPOSIT SHIPS .uuveeiieiiiiisieees et s st e st e s ser e st e e s e e s s s se e s s s ne e e s s asee e e s aase e s s sneesseaseeeesanseessnnnneas 63
Depositing Credit Card PAYMENTS ........cuiiiiiieeeeeiee ettt ee s s e ee s s s e ne s s e e e sne e s sneeeneeean 65
FaTeTe o aT= T =Tt PSPPSRt 68
REVIEW QUESTIONS ..veeiiiiicciiiiiiee i e e e e e esare e e e e s s e e ab e e e e e e s e e s s sa s e e eesesssssa b e e eeseseasssasaseeesssasssssaneeesssssanssnnnns 70
T2 Y LS 0] o] =0 0 S 71
Sales Problem 2 (AQVANCEA) ...uuviiiiiiiiiiiisieieeesssite st s s e e s st e s se e s san e e s s s se e s s e ne e e s ssee e e e asseesseneeesnssneeanan 72
Chapter 3  Additional Customer TranSaclions.........cccccccvrcerrrrrrrsssssssmcere s ss s s sssmmse e reessssssnmnes 75
e 02 75
Recording Customer Returns and Credits ... ccceees e ee et e s s e s et e e e e s e nne e e e e e e e nn e e s e nnees 75
REFUNAING CUSTOMEIS ...ttt sttt e e s e e s st e s s e e s se e s st e s ane e s s e e e ne s smseeenneesnneennneaan 76
G =@ =T 7= o [ 5= o) SRR 79
Applying the Bad Debt Credit Memo to an Open INVOICE .......ceeeeceieieceeee e e e 81
Creating CUSTOMET STAtEMENTS .....eiiiiceiee e e e s e e e e e e s e e e e e e e s e s ae e e e e nse e s e sseeessaseeeeeanseesensneeesnssnnenaan 82
ASSESSING FINANCE CRalZES.... i eeeeeieiiieeeie ettt ettt st s s e e e e e e e s e e e s ae e s s e e e ene e e snneennneean 83
COlIECHING SAIES TAX cuuveeieeeeteeeieeeiee et e et e st e st e s rse e s et e s se e sas e e s se e s e e e s aeeesas e e s aneeaaseeenneeeaseeeaneesaseeennessnreannneasn 85
SETLING UP SBIES TAX cuttiiieieitiiiiieeeeie ettt st e e e e s se e s e ae e s e ne e s eae e s e neeeene e s eneeeeneessnreennneaan 86
SAIES TAX COUEBS ... uiiiieieeeeieeee et e et e e e st r e s e e e e s s sn e e e s sre e e e e neeesenn e e e e nseeeeeneeeseanneeeeanseeesenneessannnens 89
Calculating Sales Tax 0N SAlES FOMMS .....coi it e e sr e s s ne e s e e e eean 91
Creating SAlES REPOIS .. .eiiiiii et e st e e e e e s ne e e e e e e e e e s e e e e ane e eareeenneeeareeenneaan 91
(010 (o] g L=T Q@) o1 ol = 7= =Y o]0 U= o o 91
Sales by Customer SUMMATY REPOIM ...ttt e e e e s e e e e s e e e s s e e anse e e e e s s e e snnseeeeeesennnen 92

T2 L=TS T o) 2 L= 0 0 = 0T RN 93
REVIEW QUESTIONS .. itieieeies et e ettt e e et e e e e e s et e e e e sn e e s s eae e e e e ase e e e e aneeesennee e e ssneeeensee s e sneeeeanseeeennnneeesannnns 94
LOT0 1y (o] 0 =T =T 0] o] 1= o' 0 95
Customers Problem 2 (AAVANCEX)..... . uieiieer i ccccrerie e s s e eectere e e s e e s s e see e e e e s e s s e sns e e e e e eseesanseeeeessseasnnsneeeesssnanen 95
Chapter4  Managing EXPENSES......ccccocirrirrimerircemrr e e ssssmme e s e s s s e smme s s s s e e nsmne e eas o7
e 0= 97
Entering EXpenses in QUICKBOOKS .....cuiicuiiiieeies et st e st e st s e e e e s snn e s s sne e e s ne e e s e snneesennneeas 97
The Process of Entering Expenses in QUICKBOOKS .......ccueiiiiiiiiiccies et 97
SETHNG UP VENAOIS. ..ttt e st e s s e s s s e e e s ne e e s s nne e e s ase e e e e ans e e e s anneeeeanneeeeeanneesenneeas 100
ACHIVALING ClasSS TraCKING ..eeeeeeeeiiieieeeetie e e et e e s e e s ne e e s s se e e e e ane e e s e nne e e s e nneeeesnneesenneens 105
TraCKING JOD COSES ...eiiuieiiiiiiiee ettt st st e et e s se e s st e s st e e se e s ene e e st e sneesaseesneesaneeenneenane 107
L=}V Y= o o £ P RPRRTPR 107
USINEG REEISTEIS ..eiiiiiieiie sttt s e e s e e s e e e e e s e s s e e e e ne e s s e e s ane e san e e sneesaneesneenane 108
Using Write Checks Without Using Accounts Payable ..o 111
Managing ACCOUNTS PAY8DIE ........coeiiiieeieiiie e e e e s e e s e e mr e s emn e e e s smne e e nennee 112
PrINTING CRECKS. .. ettt st e s e e e e ae e s e st e e eae e e s ae e e eae e e s aeeeenneseaseennneesnsennnnenan 121
VOIAING CNECKS ...ttt s e s n e s ne e s s e e s ane e s s e e sne e s s e e sneesaneesaneenane 124
DY o] o]Vl aF =R A=t o o [ gl O (=To 1S PRSPPI 127
Tracking ComMPany Credit CaArdS ..ottt ettt st e s sne e s s e e s st e s seesaneesneesnneenane 130
ENtering Credit Card CRarZeS. .. ..o e ettt e e ss e s e s n e s ne e sre e s neesseesaneennne 130
Paying the Credit Card Bill ...t ee e s r e s ne e s re e s ne e e 131
PAYING SBIES TaAXuuttiiiitieieeiieeeeieee e et e e e st e s s e e s s e e e e s se e e s e eane e e s s ase e e e s aseeeseasneeeseneeeeeanseeeeeneeesenneeseanseenaannes 133

Table of Contents



Table of Contents iii

PAYING SBIES TAX...ueiiiteiieeiiieeiee ettt s e e e e s s s e e s e e s s s e e e ane e s s e e s ne e san e e eane e saseesneesaneesneesans 133

FAY oo o 0] ) (SR =)= Y o1 (=T =T 0T ) o = 134
Vendor BalanCe DELail ...ucciiiiieiiiicieeie sttt an e nne s 134
TranSaCtioN LISt DY VENUOK .ottt s e e s s eane e e nn e e s s nnes 135
L[S = T o 1P 136

2 1L = Vo 2= PSP 136
REVIEW QUESTIONS ..coiiciiiiieie e e cciireeie e st e e irer e e s s e e s anr e e e e s e s e saseeeeeesee s sa s s e e e eeseaassssasseeeseesssssnseeeesessnsssnnennees 139
(oY= TSY =TS = o] ] =Y oo T 139
EXPeNSES Problem 2 (AQVANCEX) .....oiiiiieiiiieereeiiee st s st s s see e s e e s se e e s s s e s s sne e e s ssne e s sesse e s s ennsnessannens 140
Chapter5 Bank Reconciliation and Bank TranSactionsS......ccccccvivsiisisssssssssssssssssssssssssssssseas 143
L0 o= PP 143
RECONCIIING BANK ACCOUNTS .....eeiiieiecceeiesceeie e e e tee s e eee s e e e e s et e s e e e e s e e e e e e ase e e e e nneesenneeeeenseeeennnnnessnnnnes 143
22 Ta1 QR C=TeTo ) a ol 1L E= €T a TN 2 =T 0o o €= 149
Finding Errors During Bank RECONCIHIATION.......coceeiiieriieiiieeeee st 150
Step 1: Review the Beginning Balance Field ..o 151
Step 2: Locate and Edit Incorrectly Recorded TranSactioNS......ccceveceeereeveercereeeeeeeeeeeee e e e sneee s e e 152
When QuickBooks Automatically Adjusts your BalanCe .........ueccceeereceeercccee e e e e 152
HaNdliNg BOUNCEA ChECKS .....coiiiiiieiiieeeee ettt sttt e e s e s s e ae e e s e e e e e e s sneesnee e sneeenneana 152
When Your Customer's CheCK BOUNCES........uiiiieieiciiiee sttt ee s e s sane e s s snee e s 152
Receiving and Depositing the Replacement ChECK .......ueevceeerccciir et s e e e e e 154

1 Lo U O g LTt 2 =T oYU oSSR 155
Reconciling Credit Card Accounts and Paying the Bill ........coceo e 155
= 7= T2 == o PSR 158
2 7= L] R=T=To IS T= (o 159
Processing ONliNg TraNSACTIONS ..cccccuiereciieeceieeeeceeeeseerseeeessseeesesneeesssseeeseseeeseanseeseasnnessasseessaannnessnnnnes 159
REVIEW QUESTIONS ...eeiiiicieiei ettt et e s s s s s e s e s s e e e s ab e e e s e st e e s e se e e e e abe e e s eanee e s e sneeeeaaseeeennneesssnnes 160
Bank ReconCiliation ProbIEm L........ci ittt e s s s e s s nar e e e ane e s nnees 161
Bank Reconciliation Problem 2 (AAVANCEA) ...cccccuiiieeiee et e cceee e s e reee s e ste e s s e e s e ne e s e s ne e s e s nne e s ennees 162
L0 F=T o1 (= TR =Y o o g £ 163
L0 o1 (o= 163
L S L2 0 R =] 0] € 163
Cash VErsuS ACCIUAI REPOIMS .....uuiiiieeieiiiiteeisiiee s st e st e s s e s sssn e e s s se e e s s sse e e s s sne e e s s se e e ssnne e s s sneaesnaseeesnnns 164
FaXeTeTo 10| o A = =T o o] g £ PR 166
PrOTIT & LOSS -ueeeiiieieeeeiiie e et s et e et e st e e e e e e s s ne e e s e se e e e e me e e e s sne e e s e nne e e e eaneeeseanneeeeaneeeeeanneeeeennes 166
Profit & LOSS DY ClasSs REPOIT ...t ee ettt e e e ae e e e e e s e e san e e e e e e e e nnnn e e e e s e e s nnnnreeeseanan 169
Profit & LOSS DY JOD REPOM ...ttt e e s e e e s e s ne e s e e e neesans 172

2 7= 1= TSI T oY - R 173
StatemeNnt Of CASH FIOWS ....coieie et e e s e s s ne e e nn e e e s enneas 173
(CTCTaTCT = | =T F == OSSR 174
BLILCE= L == 1 = Lo = PP 175
Voided/Deleted TranSactioNS REPOIS oo it e e e e sser e e e s e e e e s s nee e e e e e e ean 176
BUSINESS ManNagemMeENt REPOIS. .. ..t s e s r e s s e e s e e e e e s re e e e e nnee s sennes 176
CUSTOMET PRONE LISt ..ciiiiiiiieiiieeiees sttt s e e s e s e e e e s e ane e e s s ne e e s e nne e e s nnneessnneenan 177

RV T Lo g0 0] a1 = o i 10 177
=T g T o Tt IR TSP 178

[0 g T=Tod QD= = 1 = o o SRS 178
Accounts Receivable and Accounts Payable REPOIMS .....cceurieicceiiieei et e e 179

L0 T o] 14 =T0 Y] 2 T 1= o] o1 R 181
BUIlAING CUSTOM REPOIMS ...eiieieiiieee ettt ettt e e e e ae e e s e e e s e e e s e e e e ar e e saseesnnessarennnneesas 183
LT o e g4 g T (=T oo TP PRTR 190
Viewing MemOriZed REPOIS ....coicuiiiieiiee et s s s e s e s nn e s e s 191
(070 T ug o1 UL =To [ 2 T=T 0o = 192
Processing MUILIDIE REPOIS .....uueeiiiiiiiiieiieree ettt s e e s s se e e e e e s s s s snn e e e e e e e sessnnnnnees 193
LT T = R U= o T o K PP PRTI 194
LT aTe LT aT = =T LT [o] L PSPPI 196
USING the FINA BUTTON ..eeiieiieieee e e e e s e e s e e e s e mne e e e emnes 196
Using the Search COMMANG ......cooiiiiiiiiee ettt s s ne e s s e s e e s s e e s ne e s s e e e eneesans 196

L0 T o] 4 (=T o o £ 197
USING QUICKZOOM...eeiiiiiieeetee ettt e et e st e st e e e et e s e e e e s s st e e e s e se e e e s snee e e sseeeeeaneeeeeanneeeeaneeeenanneesennes 200

Table of Contents



1v Table of Contents
EXporting Reports t0 SPreadSNEELS ..o ittt s e e n e 201
Exporting @ Report t0 MICIrOSOft EXCEL......cuieerreereirierreseesc e e s s ne e e 201
REVIEW QUESTIONS ...ttt e s et e e ae e s ae e e eae e s ae e e eane e s aseeeanensaseenneessasennanensn 202
(ST oY1 € (0] o] [T o o 10 P RRTPRTRN 203
RepOrts Problem 2 (AQVANCEA)....uiiiiieiiciieieeeessstte s e este e st e se e st e s s ne e s s sse e e s s sse e s sesneeesssneessansnessnnnes 203
Chapter 7 Customizing QUICKBOOKS ........ccceeremmmeerrrrrrsrsssmmmeeererssssssssmssesseeessssssnmmsseseessssssnnnns 205
0] o (o= PR 205
QUICKBOOKS PrEfBIENCES. ...ciiccitteeieeiieciiirrte e e s e ee e st e e e e e s eessas e e e e eesee s ssareeeeseesassssseeeesessassnsaneeessenassssnrnensnnn 205
Setting USEI PrEfEIENCES ...uueeeiceeee ettt ettt s st e e e e e e e e e e e e e e s e e e e e e ae e e s e enneesenneesennsneesnnnes 205
Customizing QUickBooks Menus and WINAOWS........cocciiiieriiieriieeeeee e see s see s sre e ssne e s e s sneesane 208
e AV T =S\ [T T PR TPRTNE 208
QUICKBOOKS ICON B ..ctieiieeiieicciiitiee e e e eecaree e e e s s e e ssase e e e e e s e s sssns e e eeseessssaseeeeeeesasssnseeesssssassnsneeeesssnnnnn 209

LOAU Ly (o) g T4 Tq¥ =8 ¥ =T [0 T = 7= 210
QUICKBOOKS ItEMS @Nd Other LISTS .oiiuiiiiieeei ettt s se e s s s e e e s s neeeean 211
L0 T ot = ToTo] 2 TN 1 (=] 0 PSRRI 211
T 0 g Y= TSN (=T 0 T S 216
THE TEIMS LIS it iuieeiiiiirieeiee ettt st e s s s s e s s e s ne e s se e s ne e s ne e sane e s seesaneesneesannennees 217
PrICE LEVEIS .eiii ittt ettt sttt sttt s e et e s s e e e e s b e e e e n e e e e e ane e e e ne e e e e nree e e nneeennneeennnee 219
{0101 (o] g TN = [ [ TR 220
Adding Custom Field Data to CUStOMEr RECOIUS......cuiccuiirerieeeeceee e e e e e e e s e see e s e ene e e s e snne e e e eeeeennnes 221
Modifying Sales FOrmM TEMPIATES ......ceii et e s ee e e et e e e e ne e e s e ran e e e s nae e s e nn e e s enneeseennnensnnnns 222
REVIEW QUESTIONS .eiiiitiiicceies st e s ste et e s s s e e e st e s e e e e s s s e e e e e st e e s e ane e e s aane e e e ssee e s sneeeseasneessnssneennnnns 225
CUSTOMIZING ProBIEM L. ettt e e e e e s e e e e e e e s st e s ne e s ar e e sneesnneesneenane 226
Customizing Problem 2 (AAVANCEA) .....ueiiiceieeeiieececiee e eceee s e eeee s se e e e s e ssee e s s se e s ssnseeseseeeseasseessenseesensneenaan 227
(01 gT=T 0= < T 1 Y= ] (o] 229
0] o] [0 229
QuickBo0ks TOOIS fOr TraCKiNg INVENTOIY ...ccueeiieiieeete ettt r e e s r e s ne e s n e s ne e 229
Tracking Inventory With QUICKBOOKS ........ciiiieriie ettt 230
Activating the INVENTOrY FUNCLION ..ottt s s 231
Setting Up INVENTOrY PArtsS HEMS .....eie ettt e et e e e e e s e e e et e s e n e e e e e ane e e e e nn e e e e nnnens 233
Calculating Average CoSt Of INVENTOIY ...ciiiceieeccieececiie e eceee e e cee e e e raee e e e e e e e s s e e s senee e s e sseeeeesaseesseanneeseannnenaan 237
INVOICING FOr INVENTOIY IEEIMS ..ot s s e e e e e e e e e e ene e s s neeeeneeean 237
Selling Inventory Items Using an INVOICE FOIM ......cooiiiiiieie e 237
Creating a Transaction JOUINal REPOI .....coo it ne e e 238
UsSiNg REMINAErS fOr INVENTOIY.....coiiiieeeeee ettt e s e s e e e e e e s ne e e ennee 239
PUICNESING INVENTOIY ...ciiiiiie et e s e e e e s e e e s e s e e s s mn e e s e nn e e s e snnnessannns 239
Purchasing Inventory at a Retail Store with Check or Credit Card.......ccccvveveereeieeniecceee e 240
ULl aF= LTSI O (o =Y SR 241
Creating @ PUICNASE OFAEN .o ettt e s e e e e s e e e e e s ne e e e s me e e s e ennneas 241
Receiving Shipments Against PUrChase Orders ... 242
Creating Open Purchase Orders REPOIS .....cuieviccieeieieeeresiee s erctee s eseee s s sse e e s ssae e s sne e e s sse e e e s snneesennneeas 244
Checking PUrchase Order STAtUS .......cui et e e e e e e e s mnn s 245
Entering the FINal SNIPMENT ...ttt s ae e sr e s ne s s re e s neenane 246
Entering Bills for RECEIVEA INVENTOIY .....eiiieeee ettt e e e nne e 247
Converting an Item ReCeipt iNt0 @ Bill ....coueiiieiieieeee ettt 247
HaNdliNg OVEIShIPMENTS ..coiiuiiiiiiiieieie sttt s se e ss e sae e s abe e s ae e saseesneesaseesneenane 248
Handling VENAOr OVEICNAIEES ......oiiiiieeieiiee ettt e s ne e s s e e e s ne e e e e sne e e s snneeesenneeesennee 249

Lo |18 = AT ¥ = 1 1Y =T (oY PR 250
Adjusting the Quantity of INVENTOry 0N HaNd.....c..ceieiiieeee e e e 251
Adjusting the Value Of INVENTOIY ..coo ettt e e e e r e e e nanes 252
SETHNG UP GrOUD TEEIMS ..ttt e st e s s e e e e s sse e e e s ane e e s s enne e e e nneeeeenreesenneeas 253
INVENTOIY ASSEIMDIIES ...t e e e e e e s e e s e ne e e s e nn e e e e s nne e s s e nn e e s e nneeseannnessannns 254
N7 Lo VA =T 0o o £ PSPPI 254
Inventory [tem QUICKREPOI. ... et s e e sne e s e e e e e s ne e e eeanee 255
Inventory Stock Status Dy HEM REPOIT .......eoi e 255
Inventory Stock Status by VENAOr REPOIM ... ..ottt 256
INVENtOry Valuation SUMIMI@IY ....cooiieieieeiieeie ettt ne e s ne e s ne e s s e e sne e sreesneeeane 256
REVIEW QUESTIONS ..ceeeieeeeeiee et e s et e e e et e e e e e s e s e e e eese e e s e anee e e asneeeeanseeseanneeeeasnneeenassneeensnneesesnneseannneesnnnns 257
L NVZ=T 0 0T VAl 0 o L= 2 s 00 SRR 258

Table of Contents



Table of Contents v

INVENtory Problem 2 (AQVANCEA) ... ..iii et eee et et e s se e e s s e s e e e s e sne e e s sase e e e s anneessennes 259
Chapter9  Time and BilliNg .....coeiicioiiiiriie e 261
L0 o= PP 261
Reimbursable (Billable) EXPENSES ....ccccueerieieeiereiereeieeeesesseeesesseessssneeesesseeessssseessssnsessessnsessssseessnsnssessannes 261
USING TWO-SIAEA IEEIMS ... st e et e s e e e s e e e e e e e e e e e s e an e e s e ase e e eeannee s e sneeeeasseeeennneesennnnes 268
Tracking CUSTOM OFUEIS .....oiieieeiie et s se e s s e s me e s ne e s eae e e ne e s e nnesene e s ennesaneeas 269
Using Service Items to Track Subcontracted Labor .......c.ooiiieieiiiieceeeeeee e 274
(0] o111 1=To I O01) €30 ) VA [o] o TN & {=T o Yo o 276
11T o1 1= Ty TSR TPURPRTRT 277
Activating Time Tracking in QUICKBOOKS ......ccceiiieeriiiieeeiee et 277
ENtering Time 0N TIMESNEETS ...ttt s e e s n e s ne e s e s ne e 277
Printing TIMESNEELS ....eeiiceiee ettt s e e e e et e s e e e e e e e e e e ne e e s e ane e e e aneeesennneeeennnes 278

LN VZo) (ol T =GN =] (oY 0 =T 6T (] G T2 = 279
Tracking an OWNEr’'s OF PArtNEr’'s TIME ....coocciiiie ettt s ne e s n e s ne e e 282
LTS3 =T 0o T €SP 284
B LR =T 0128 A E= T L= 2 (Y oY o 284
REVIEW QUESTIONS ..ceiiciiiiieiiei e cciireei e et eecrer e e s s e e s bnr e e e e seseesaaseeeeeesee s sa s e e e eeeseansssasseeesessssssnseeeessesassnnennees 286
Time and BilliNgG ProbIem L ...ttt s s e s eme e s ne e e eme e s ne e e neesans 287
Time and Billing Problem 2 (AAVANCEA).......uiuiiiiiiiieiei it e s ssiee s see e s e e s s sse e s s ssse e s s neesssnnneeas 288
Chapter 10 Payroll SETUP ....ccccccrrmmerrrrissssssmmererresssssssssmssesessssssssssmnsessessssssssnmnsssseesssssssnmnnssnees 291
0] o1 (o= 291
Checklist for SETtNG UP PAYrOll ... oo e cee s st e s et e s e ee e e s e e s e sae e e s e ane e e s s se e e sensee s e nneeeennneeesanns 291
PAYIOI] ACCOUNTS ... eteeeeiite ettt ettt e et s e e et e e st e e e ae e e s aeeeeae e e s aeeeeaeeeeneeeeneeeenseeennessnseannneesas 292
Lo )0 | 1 =T gL PRSPPSO 293
The Payroll SETUP INTEIVIEW ....eeeiceeeeceeiee ettt s et e s ee e e et e e e e e e s s e e e s s aae e s e nneeeseaneeeseenneeesennneesennnnenan 293
Setting Up Compensation and Benefits Payroll [REMS ... ccceee et 294

[V C=To LTor=] M T EsT0Tic= T g ot =3 B L= IUTod 4o o IR 296
401(k) Employee Deduction and Company MatCh IHEMS ...cccceeeeiiicienieciee e e 298
Paid Time Off PAyrOll HEMS ... ettt s e e s an e s ne e s ne e s eneesans 302
SEtHNG UP EMPIOYEES ..ottt e ettt e e et e s et e e s st e e s e e e s e e ae e e s e nn e e s e esseeesennseessnsseeeesnseeesnnneessnnnnes 303
oYL LI =V 1 (=T 0 TS = (U o 307
Scheduling YOUr TaxX PAyYMENTS ....coeiieeee ettt s s 308
Setting Up Year-to-Date Payroll AMOUNTS......c.ci ettt 310
Finishing Up the Payroll SETUP INTEIVIEW....co it 310
Setting Up EMPIOYEE DEFAUILS .....eeiieeeeee ettt e e s e e e e mneeeas 311
Default SETHINGS fOr TAXES ... .uueiieiiteeeee et s n e s et e s et e s s e e s ne e s neeenneesans 313
Default Settings for Sick/Vacation TiMe .......oo it 314
Changing Employee Payroll INfOrmMation ........coo oo s 315
The Employee Contact LISt rePOrt ... ittt s e e e s e e s e e e e s e e e nnn e e e e e aanan 315
REVIEW QUESTIONS ...neeiiiieeeiee ettt e et e s s eeee s st e e e e e e s e e e e s ease e e e e ase e e e e st e e s e snee e e sseeeeeneeesesnneeensseeeennnneesensnnes 316
Payroll SETUP ProbIEM L.ttt e e e ae e s e e e e e e e s e e e ene e e sneeenneesreeenneesa 316
Payroll Setup Problem 2 (AAVANCEA) ......uuuueeiieeeiecccertee e cccrre e e s e e e e e e s e e s snn e e e e e s e e s s nnneeeeesesensnnnnnees 318
Chapter 11 Payroll ProCESSING.....cccccrrirrsrsssmrrrrrrssssssssmsresresssssssssmssessessssssssnmnsssseesssssssnmnnssnees 321
o 0= 321
Payroll ProCessing ChECKIISTS.... ..ottt n e e e s r e e e e 322
o oY = Y6 = PR 322
Every Tax Deposit Due Date (monthly or SEMI-WEEKIY) ...eeeeeeiicieiieee ettt 322
Every Quarter (after the end Of the QUAIMET) ..eeieeeeieeee e s 322

o =T = T 01U = o7 PP 322
USING the EMPIOYEE CENTE ....ooiiiieeeeiee ettt ettt s e e ae e e s e e e eae e s saseesnneesareeenneana 322
oYY 0= o (T RPN 323
oYY L = G =T o = PRSPPI 323
PAYING EMPIOYEES .....eeeiieeeee et e e e e e s s e e e e e s s me e e s e ne e e e e mne e e s emn e e s e nneeseanneeeeanneessannns 323
Selecting the EMPIOYEES 10 PAY ...coocuieiiiiieeee ettt s 324
Printing PAYCRECKS ...t e s e e e e s e mn e e e s ne e e s e e e e s e nnes 328
PrintiNG Py STUDS ...ttt e e s ne e e e s e e e s e sne e e e ne e e e e nne e e ennes 330
EQITING PAYCNECKS ...ttt e s st e e e n e e e s e ne e e s e nne e e s areeeeenneessanneas 331
Paying Payroll LIADITTTIES ....ccoeieeeeeeeieeeeee et s e e e e e e mn e e s s nnes 333
Creating PayrOll REPOITS ...c..ieiiieeeee ettt ettt s st et s e s et e e e e e s e e e s ee e s st e s st e sase e s st e saneesneenanes 336

Table of Contents



vi Table of Contents
Payroll SUMMATY REPOI ... .. ittt e e e e s s e e e e s se e e e s sne e e s enneeesanneeenennes 336
SAlES REP COMMISSIONS ... tierieeeieieciitrereeeeseesssreereeeseesssssreeeesesasssssreeesesaasssssesesssseasssssaseeessenasnsnnseessnn 338
Payroll Liability BalanCe REPOI ...cei e cceee st e et e s e e e s e ee e s e ne e e s e e e e e e ne e e e e snn e e s e nn e e e ennnneesnnnne 339

Preparing PayrOll TAXES ... ccueiieeeeiiiieeieeies s seeee s s ssee s s st e e s s see e s s s se e s e s ste e s s e nee s s s aneesesaseeessesnneesesneessansnessannns 341
REVIEW QUESTIONS ..eiieiiei ettt st e et s se e e e st e s s aee e s s se e e e e st e e s e anee e s e ase e e e s aasee e s sneeeseasneessnnsneennnnns 342
Payroll Processing ProbIEM L..... ..ottt e e e s e e s e e e eme e s e e e s 343
Payroll Processing Problem 2 (AAVANCEA) .....ueieiiieieeieceiereeceeeeceseeeeeeseeesesseessssneeessssseessssnseesessneesssssnessannns 344
Chapter 12 Company File SEtUP......cccccrrrrrrrrssmmmrerrrrsssssssmsresresssssssssmssssssssssssssnmmsssseesssssssnnnns 345
10} o] [ 345
ChooSING @ Start DAte — STEP L.ttt e e s e e s ne e s s e e s e e e s r e e s ne e saneesneenane 345
Creating the CompPany File — STEP 2 ...t se e s s s e e s s ene e e s e neeennan 346
(0T £ = o S 346
(DTS 7= Y1 =T R = SRR USPTRTNE 348
Setting Up the Chart of Accounts and Other Lists — Step 3. 355
Setting Up the Chart Of ACCOUNTS ......uie it s 355
SEttNG UP OthEr LISTS .. uiiiiieeeiceiierectie st s s e e e s et e s st e e e e e s e e e e s e e ane e e seanne e s e easeesennnneesenneesennsnensnnnes 365
Add/Edit MUIIPIE LISt ENTIES ...eueeeeeeeie et s et s e e et e st e e s e see e e e e e e e s e e e e s e e e e s e nneeeennnns 365
Setting Up Opening BalanCes — STEP ..ottt s sne e s sne e s nn e e s e nne s 367
Gathering YOUr INfOrMatiON ......ou it e e e s e emee s 367
OpeNing BalanCes fOr ACCOUNTS ......uuiiiicceiee e ctie e ceeee s e e e e e see e s e e e e e s e sane e s e e se e e e e neeesesnneeeeesseeesanseesennnnens 370
Understanding Opening Bal EQUILY ...ccueeecciieiceee s e e ceee st e s e te e s s eee e s s e e e e ne e s e snn e s e nn e e s e nnne e e sennns 373
ENtering OPEN ITEMS — SEEP B .uuiiiiiiiiiiiciiir it ne e s s e e e s as e e s s nn e e s easneeeesanneesnanns 373
Entering Outstanding Checks and DEPOSITS........curiiiiieirieiiieeeeee st ne e ne e 373
Entering Open Bills (ACCOUNES PAYabIE).......ciiiceeeriiiieeccceie e cceee s et e s s seee s s aee e s e ee e s e snn e e s s e e e e e ne e e snnnes 374
Entering Open Invoices (ACCOUNTS RECEIVADIE) ...ciiuiirieeie et e e e e e e e 375
Entering Open PUICNASE OFUEIS .....eeiiiiiieeieestee ettt e e s n e s e e s s e s ne e sneesneennne 376
Entering Open Estimates and SAleS OrderS ........cu i iieirieriieeeeee st s sne e s ne e s ne e 376
Entering Year-to-Date Income and EXPENSES — STEP B ..cerueeeeeieieeeecieie e cceeee s eee e e s see e e esne e e s e sane e s e sneesennnns 376
Adjusting Opening Balance for Sales Tax Payable — SteP 7 ..o 377
Adjusting Inventory and Setting up Fixed ASSetS — STEP 8 ...neiiiiiiii e 378
Adjusting Inventory fOr ACTUAI COUNTS......ii et s 378
SELNG UP FIXEA ASSELS ..eeieiiiiieeee ettt s e s e s s e s ne e s ne e s ene e s ne e s eneeeneas 379
SETNG UP LO@NS . ntieieeetee ettt e e e s e e s s e e e e e e e s e e ane e e sesseeeeeanseeesennneesenneesennsnessnnnne 379
Setup Payroll and YTD Payroll INformation — STEP 9.ttt e 379
Verifying your Trial Balance — StEP L0 ...t s n e s 379
Closing Opening Bal EQUILY — STEP L1 ..ottt n e s r e e ne e s n e s me e e 381
Setting the Closing Date - Backing up the File — Step 12....c e 382
Setting the Closing Date to Protect your SEtup BalanCes ......coovecieiieiiienineeeee et 382
USEIS @NA PASSWOIUS ... ..uueeiiiiiiiieeiiee e e e e e e et e e e e e s s et e e e e e s s e ane e e e e e e s e e anseeeeeeseeaansneeeeeeeesaansnneeeeseesaannnnes 382
Setting Up Users in the COmMPaNy File ..ot e s 382
Multi-User and SingIe-USEr MOUES ......cooiiiiiiiiiei et e e e s s e e s s e e s snr e s snne e e s snneeesennee 387
REVIEW QUESTIONS ...t e e nennen 388
L= o TN £ o] =0 0 S 388
L= o3 o] o1 =Ta 0 T2 VAV LV 7= o] =To ) R 389
Chapter 13 Adjustments and Year-End ProCEAUIES........c.ccocerircimmrrrcssmrrssssmsesssssmnesssssmmeneas 395
1o 02 395
GENENAl JOUINAI ENTIIES. . eiiieeee ettt e e e s e e s se e s s ane e e s e ne e e e e nre e s sennneeeeneeennnn 395
Creating @ General JOUNAI ENTIY ..ottt s e e s e e s e e nane s 396
Adjusting Expense Accounts Associated with Items (Zero-Dollar Checks) ...ceueevuveveecceeeieceeerecceeneees 397
Editing, Voiding, and Deleting TranSaCTIONS .......ccciiieiiieriieeree e nne e 398
Lo 1] o= N =] g FS3= o £ TSRS 399
Voiding and Deleting TranSACTIONS ......cuiiceeeiiiree e e esee e e e e s see e s e e e s e e s s snr e s s enr e e s e neeesssnneesennes 400
Deleting All TraNSACTIONS ... . .eieeeeeeee e e e e e s e e e e e e e s e e s s ne e e s s e e s s e e e s sanneeesanee e s e anneesanneeesannneenannes 401
MeEMOTIZEA TrANSACTIONS ...eeeiiiieieieiie et eee e re e e e s ee e e s s s e e e e s e e e s s e ne e e e s ne e e e e e nseesseaneeesenneeseanseeesannes 402
MEMONIZING @ TraNSACTION c...ueeieieiiee e e e ss e s n e e s s e s ne e s n e e sne e sneesneenane 402
Deleting, Rescheduling, and Editing Memorized TranSactioNS.........ccccevrreeeerreseeeesseee e e e 404
ClOSING TNE YA ..ttt ettt ettt e e st e e s e e e et e e e ae e e e ase e e seesaseesaneesareesneesareesneenane 407
CloSiNg the ACCOUNTING PEIIOM .....eeiiiiieieieiie ettt e e st e e s e e s s e e e e e e e saneeenneean 407
Recording Closing Entries for Sole Proprietorships and Partnerships .......cccceeceeveeieeeieceeenecceeennens 408

Table of Contents



Table of Contents vii

Distributing Net INCOME 10 PAITNEIS........ciiiieiieeeceee ettt ne e 411
Setting the Closing Date t0 “LOCK” TraNSACTIONS ..ueeeeiieeeereceeereeeeeeseeeeereeeeeseeneeesssseeesssseeesesnseesennnnenan 411
REVIEW QUESTIONS ...eeiieiiiiieieee sttt ettt s e e e s s e e e ae e e s e e s an e e s aeeseaeessaseenanessasennnnensas 413
AdJUSTMENTS PrODIEM L ..ottt ettt st e s e e e s as e e s ane e e s e ase e e e s nse e s s sneesenanneeann 414
Adjustments Problem 2 (AAVANCEA) .....ueiiiiuieeiriiieiieeees st e s s siee s sssee e s sse e e s s s e s sse e s s sse e e s s ssseessesneesssannnenan 414

Chapter 14 Horizon Financial Planning Business SCeNario........ccccccuerrrrrrrvrnmmreerrrsssssssnmseeenees 415
[DLCT Yol g o uTo] a o] i 0] o] o710}V SRR 415
(070 aaT 7= T}V 1= U1 R 415

LTS A ULy T L PSPPSR 415
BUSINESS TrANSACTIONS ...uueiiiiiiieiieiieessreee s sssee s s st e e s s et e s s se e e e s aee e s s sne e e s e see e s s sse e e s e neeeseasneesesaseesennneessnnees 416

L0 o3 o] o= 024 0 1 S LT 416

ANAIYSIS QUESTIONS ....eeeeeeeiiee et e e e e e s e e e e e e e e e s e e e e s e e e e e e s ne e e s e sneeeeaaseeeeenseesesneeeeanseeeennnneesennnnes 423

Y 0 011 T [ 425
L2 o Yo = T (o IR T (o] | £ 425
Answer Key for End of Chapter QUESTIONS....cci ittt e s 426

INTroducCing QUICKBOOKS ......ueiieiiee et ne e 426

THE SQIES PrOCESS ...uviiieieiiieiitieeitee s ste st e sttt e st st e s s e s e s se e s e st e s st e s st e s se e s eaeesseesaneesseenannesneesn 426

Additional CUStOMEr TraNSACTIONS ....evivveriireeriieeiiessreesree s e e se e s e s sse e s se e s sse e s se e s sseeseseesnseesnneean 426

MaNAGING EXPENSES ...ceeiiiieieie ettt sttt e e st e s e e e s st e s e e e s s e e s ne e sas e e sane e saseesneesareesneesanis 426

2= T a1 QR T=ToT o] o o1 = 4 o SR 426

(T o Yo a €3V Lo [ €= o] 1= 427

(AU Ty (o) g T4 T ¥ =3O 10 1o} 24 = o Yo 1= 427

1 a1Y7=T 0 (o VPRSP UPRRR 427

TIME AN BIllING .ttt e e s st e s ne e e ne e s ne e e ne e s anee e ne e e neeenee s 427

oYL LIRS Y= (U o J 427

PAYTOI PrOCESSING ..ceiuuiieieeeieeceieeeestee e eeeee s se et e e s e s et e s e e s e e e eeseeeseasseeseaaneeesasseeesaanseeseasneeeeasseeesnanneessnsnnes 428

Company File Setup and MaiNtENANCE .....ccuiii et r e sne e e s reeeeas 428

Adjustments and Year-ENd ProCEAUIES ......iiiiiiicieriiiieeiesiees e e st ssn e s s anes 428

HOFIiZON BUSINESS SCENAIIOS .oiiuveeiiriiiiiiieiesisiieeesssseessssee s sssee s s s ssse e s s sneesssseeessssseeseasneessnsseeeseansnessesnnns 428

0 = 429

Table of Contents





