TABLE OF CONTENTS

PREFACE . . . . . . . e xiii
Acknowledgments . . . . . . .. L. xiii
Using ThisBook. . . . . . . . . . . . . . . e xiii
QuickBooks Online Student Trial . . . . . . . . . . . . . . ... ... ... ... ... Xiv

About the Exercises . . . . . . . . . . . . . e xiv
Intuit’s Sample File . . . . . . . . . . .. XV
Supplemental Files . . . . . . . . . . ... Xvi
Instructor Resources . . . . . . . ... Xvi
Certification . . . . . . . . . . e Xvi

WHY DOESN’T THIS Book EXACTLY MATCHMY FILE? . . . . . . . . . . . ... ... ... xvii

CHAPTER 1 INTRODUCING QUICKBOOKS ONLINE . . . . . . . . . . . . . . 1
Topics . . . . e 1
The QuickBooks Online Ecosystem . . . . . . . . . . . . . . . . . .. ... ... ..... 1

QuickBooks Online vs. QuickBooks Desktop . . . . . . . . . . . . . . . . ... .. ..... 1

Third-party Apps . . . . . . . e 2

QuickBooks Online Versions . . . . . . . . . . . . . 2

QuickBooks Online for Accountants . . . . . . . . . . . . . . ... 3
Accounting 101 . . . . . . . . L L e e e 3

Accounting’s Focus . . . . . . . . 3

The General Ledger . . . . . . . . . . . . . . e 4

Account Types and Financial Reports . . . . . . . . . . . . . . . . .. ... ... 4

Double-Entry Accounting . . . . . . . . . . . . e 5

Accounting Behindthe Scenes . . . . . . . . . . ... 5

Accounting Basis: Cashor Accrual? . . . . . . . . . . . ... 6
Usinga Browserto AccessQBO . . . . . . . . . . . . . 7

Setting Up Your Chrome Browser . . . . . . . . . . . . . . . . . 7

Working in Multiple Tabs . . . . . . . . . . . . . 9

Opening Multiple Files . . . . . . . . . . . . . . . . . 10
Working with QuickBooks OnlineFiles . . . . . . . . . . . . . ... ... ... ... ... 10

Opening the QuickBooks Online Sample File, Craig’s Landscaping . . . . . . . . . . . . . .. 10

Switching Between Other QuickBooks Online Data Files . . . . . . . . . . . . ... ... .. n

Creating New Company Files . . . . . . . . . . . . . . . . . . . . . 12

Logging Out of QuickBooks Online Files . . . . . . . . . . . . . . . . . .. .. ... .... 12

QuickBooks Online Updates and New Features. . . . . . . . . . . . . . . . . .. .. .... 12

BackingUp QBOFiles . . . . . . . . . . . . 12



vi

| QUICKBOOKS COMPLETE

QuickBooks Online’s Interface. . . . . . . . . . . . . 13
Dashboard . . . . . . . . . s, 14
The Left Navigation Bar . . . . . . . . . . . . . . . . e 17
Centers .. . . . . . . . 17
TheMoney Bar . . . . . . . . . . . e 18
The Bottom Bar . . . . . . . . . . . . 19
Dynamic Save Buttons . . . . . . . . . . . . . . . e 19
UsingtheSearch. . . . . . . . . . . . . . 20
TheGear . . . . . . . . . . e e e 20
Shortcuts . . . . . . . L 21

Entering Transactions in QuickBooks Online . . . . . . . . . . . . .. ... ... ..... 22
The +New Buttonfor Forms . . . . . . . . . . . . . . . . . .. 22
Lists . . . . . s 24
ACCOUNES . . . . . . . 25
Registers . . . . . . . . . 26
Products and Services . . . . . . . . . . . 27

QuickBooks OnlineHelp . . . . . . . . . . . . . . . 29
Support Resources . . . . . . . . . . . e e 29
Certified QuickBooks Online ProAdvisors . . . . . . . . . . . . . . . . . . . ... .... 29

Review Questions . . . . . . . . . . s, 30
Comprehension Questions . . . . . . . . . . . . . .. e 30
Multiple Choice . . . . . . . . . . . . e 30
Completion Statements . . . . . . . . . . . . e 31

Introduction—Apply Your Knowledge . . . . . . . . . . . ... ... ... 31

Prepare for Chapter 2: Set Up Your Practice Company . . . . . . . . . . .. ... .. ... 32
Creating your Student User Account . . . . . . . . . . . . . . . . ... ... 32
Setting up Imagine Photography . . . . . . . . . . . . . ... 33

CHAPTER 2 CUSTOMIZING QUICKBOOKS ONLINE . . . . . . . . o i it 35

Topics . . . . . e e s 35

Starting a New QuickBooks Online Company . . . . . . . . . . . . . ... . ... .... 35
Converting a QuickBooks Desktop File . . . . . . . . . . . . . . . . . . ... ... ... 35
Starting From Scratch . . . . . . . . . L L L 36

Configuring Accountand Settings . . . . . . . . . . . .. . ... 38
Company Settings . . . . . . . . . .. 38
Advanced Settings . . . . . . . . . . L 41

Setting Up the Chartof Accounts . . . . . . . . . . . . . . . . ... ... ... 45
Account Types . . . . . . . . e e e 46
Activating Account Numbers . . . . . . . . . . .. 46
Adding Accounts . . . . . . . L L L e e 46
Modifying Accounts . . . . . . . L L L L e 48
Adding Sub-accounts . . . . . . . . . . L 49
Removing Accounts from the Chart of Accounts . . . . . . . . . . . . . . ... ... .... 51

Seeing All Accounts . . . . . . . . . L e 54



TABLE OF CONTENTS |

Sortingthe Account List . . . . . . . . . . . . . . e 55
Printing the Chart of Accounts . . . . . . . . . . . . . . . . .. 56
Setting Up Productsand Services . . . . . . . . . . . . . . ... 56
Product and Service Categories . . . . . . . . . . . . . .. ... 57
Products and Services Types . . . . . . . . . . . . .. e 57
Serviceltems . . . . . . . . . 58
Subcontracted Services . . . . . . . . . . .. 59
Non-Inventory Products . . . . . . . . . . . . . . . . 60
Non-inventory Products—Passed Through . . . . . . . . . . . . . . . . . . ... ..... 61
Inventory Products. . . . . . . . . . . . . e 62
Bundles. . . . . . . . . . 65
Collecting Sales Tax on Productsand Services . . . . . . . . . . . . . ... ... ..... 67
Customizing Lists . . . . . . . . . . . . . e 67
The Terms List . . . . . . . . . . 67
Payment Methods . . . . . . . . . . . . . . e 69
Implementing Custom Fields . . . . . . . . . . . . . . . ... ... ... ... 70
Activating Class Tracking . . . . . . . . . . . . . . . . ... 71
Tagging. . . . . . . . e e e 72
SettingUp SalesTax . . . . . . . . . . . . . e 73
Collecting Sales Tax . . . . . . . . . . . . . e 73
Setting up Sales Tax Defaults . . . . . . . . . . . . . . . .. ... 76
Applying Sales Taxon Forms . . . . . . . . . . . . . ... .. 76
Customizing SalesForms . . . . . . . . . . . . ... 78
Adding Usersand Passwords . . . . . . . . . . . . .. ... 83
Setting Up Users inthe Company File . . . . . . . . . . . . . . . . . . . ... ...... 84
Accountant Users . . . . . . . . . . . s 87
Review Questions. . . . . . . . . L, 87
Comprehension Questions . . . . . . . . . . . . ... 87
Multiple Choice . . . . . . . . . . . e 87
Completion Statements . . . . . . . . . . . . . .. 89
Customizing QuickBooks Online—Apply Your Knowledge . . . . . . . . . ... ... ... 90
CHAPTER3 THESALESPROCESS . . . . . . . . . . s s s s s s 95
Topics . . . . . e e e 95
Configuring the Sales Settings . . . . . . . . . . . . . ... 95
Tracking Company Sales. . . . . . . . . . . . . ... 98
Cashvs. Credit Customers . . . . . . . . . . . . . . . e 98
Sales Receipts . . . . . . . . . . e e e e e e 99
Estimates . . . . . . . . . . . 100
Invoices. . . . . . . . . L 100
Payments . . . . . . . . . . 101
Deposits . . . . . . . . e 102
Setting Up Customers.. . . . . . . . . . . . . . e 102

Sub-customers . . . . . L 106



viii | QUICKBOOKS COMPLETE

Inactivating Customers. . . . . . . . . . . . . e 107
Merging Customers . . . . . . . . . . .. e e e e 108
RecordingSales . . . . . . . . . . . . e 109
Entering Sales Receipts . . . . . . . . . . . . . . 109
Creating Invoices . . . . . . . . . . . . e 13
Open Invoices Report . . . . . . . . . . . . . e 19
Receiving Payments from Customers . . . . . . . . . . . . . . ... ... ... ... .. 120
Receiving Paymentsby Check . . . . . . . . . . . . . . .. . ... 120
Receiving Payments by Credit CardorACH . . . . . . . . . . . . . . . . . . ... .... 121
Handling Partial Payments . . . . . . . . . . . . . . ... 123
Handling Payments Against Multiple Invoices . . . . . . . . . . . . . . . . .. ... ... 124
What if the Payment Doesn’t Match the Invoice? . . . . . . . . . . . . . . . . . ... ... 125
Making Bank Deposits. . . . . . . . . .. . L 126
Undeposited Funds and Payments to Deposit . . . . . . . . . . . . . . . . . . ... .... 127
Depositing Checksand Cash . . . . . . . . . . . . . . . . . ... 128
Depositing Credit Card Payments . . . . . . . . . . . . . . . . . . ... 133
Viewing Deposits inthe Register . . . . . . . . . . . . . . . . . . . ... 135
Running Accounts Receivable Reports . . . . . . . . . . . ... ... ... .. ... ... 136
Usingthe Invoices Center. . . . . . . . . . . . . . . . . i e 136
Viewing the Invoice History . . . . . . . . . . . . . . . .. 137
The Accounts Receivable Aging Summary . . . . . . . . . . . . . ... ... ... .... 138
Review Questions . . . . . . . . . ., 139
Comprehension Questions . . . . . . . . . . . . ... e 139
Multiple Choice . . . . . . . . . . . e 139
Completion Statements . . . . . . . . . . . . . . 141
The Sales Process—Apply Your Knowledge . . . . . . . . . . . ... ... .. ...... 142
CHAPTER 4 MANAGING EXPENSES . . . . . . . . . . . . i ittt s 149
Topics . . . . . e 149
Configuring the Expenses Settings . . . . . . . . . . . . . . ... ... ... ... .. 150
Tracking Company Expenses . . . . . . . . . . . ... 151
The Expenses Center . . . . . . . . . . . . . . . . e 151
Usingthe Vendors Center. . . . . . . . . . . . . . . . 152
Cashand Credit Vendors . . . . . . . . . . . . . . . . 153
Recording Transactions. . . . . . . . . . . . . . 154
SettingupVendors . . . . . . .. 155
Adding New Vendors. . . . . . . . . . . . 155
InactivatingVendors . . . . . . . . . . . 157
MergingVendors. . . . . . . . . . L e 159
TrackingJob Costs . . . . . . . . . . . e 159
Managing Accounts Payable . . . . . . . . . . ... 160
Entering Bills . . . . . . . . . . . e 161
Bills with Products and Job Costing . . . . . . . . . . . . . . . . . ... ... 162

Attaching Documents . . . . . . . . . . . . . 165



TABLE OF CONTENTS

The Unpaid Bills Detail Report . . . . . . . . . . . . . . . . . 165
Paying Bills . . . . . . . . . . . 166
Payingby CreditCard . . . . . . . . . . . . . . . 170
Entering Credit Card Charges . . . . . . . . . . . . . . . . . . 170
Paying the Credit Card Balance . . . . . . . . . . . . . . . . . . . . . . . ... ... 172
WritingChecks . . . . . . . . . . L e 174
Applying a Checktoan Unpaid Bill . . . . . . . . . . . . . . . . . . . ... ... .... 176
Printing Checks . . . . . . . . . . . . . e 176
Tracking Petty Cash . . . . . . . . . . . . . . . 180
The ContractorsCenter . . . . . . . . . . . . . . . . . 181
Paying Contractors . . . . . . . . . . . . . e e 181
Managing Contractors . . . . . . . . . . . .. e e 182
Running Accounts Payable Reports . . . . . . . . . . . . . ... ... ... ... .. .. 183
The A/P Aging Summary Report . . . . . . . . . . . . .. 183
Bills and Applied Payments Report . . . . . . . . . . . . . . . . . ... 184
Vendor Balance Detail . . . . . . . . . . . . . . . o 185
Transaction List by Vendor . . . . . . . . . . . . . . . . 185
Review Questions. . . . . . . . . . L L 186
Comprehension Questions . . . . . . . . . . . . . .. e 186
Multiple Choice . . . . . . . . . . . e 186
Completion Statements . . . . . . . . . . . . .. e 188
Managing Expenses—Apply Your Knowledge. . . . . . . . . . . . . ... ... .. ... 188
CHAPTER 5 ADVANCED TRANSACTIONS . . . . . . . . . . . . . it e 195
Topics . . . . . e 195
Controlling the Automation . . . . . . . . . . . . . . .. ... 196
Managing Transactions . . . . . . . . . . . .. L 197
Editing Transactions . . . . . . . . . . . . . . e e 197
Copying Transactions . . . . . . . . . . . . . .. 197
Voiding and Deleting Transactions . . . . . . . . . . . . . . . . .. 198
TheAuditLog . . . . . . . . . . . 200
Creating Recurring Transactions . . . . . . . . . . . . . . . . e 201
Using Journal Entries . . . . . . . . . . .. L 204
Advanced Accounts Receivable Workflows . . . . . . . . . . . .. ... 205
Recording and Applying Credit Memos. . . . . . . . . . . . . . . . ... ... .. 205
Creating Customer Refunds . . . . . . . . . . . . . . . . ... . 209
Handling Bounced Checks . . . . . . . . . . . . . . . . 213
Writing Off Bad Debts . . . . . . . . . . . . . . e 219
CustomerTools . . . . . . . . . . . . e 222
Advanced Accounts Payable Workflows . . . . . . . . . . .. ... ... ... ... ... 230
Recording and Applying Vendor Credits . . . . . . . . . . . . . . . ... ... ... 230
Creating Vendor Refunds . . . . . . . . . . . . . .. . 234
What To Do If Your Check Bounces . . . . . . . . . . . . . . . . . . ... ... ..., 236

Managing Loans. . . . . . . . . . . L e 237



x | QUICKBOOKS COMPLETE

PayingSales Tax. . . . . . . . . . . . . e 241
Review Questions. . . . . . . . . L 245
Comprehension Questions . . . . . . . . . . . . . .. e 245
Multiple Choice . . . . . . . . . . . e e 245
Completion Statements . . . . . . . . . . . .. .. 247
Advanced Transactions—Apply Your Knowledge . . . . . . . . . . . . . . ... ... ... 248
CHAPTER 6 BANKING AND RECONCILIATION . . . . . . . . . o it s 253
Topics . . . . . e e e 253
Transfer Funds Between Accounts. . . . . . . . . . . . . .. .. 253
The BankingFeed . . . . . . . . . . . . . .. 254
Opening the SampleFile . . . . . . . . . . . . . . . . .. 255
Toggling Between Banking Feed Views . . . . . . . . . . . . . . . ... 255
Connecting Your Bank and Credit Cards . . . . . . . . . . . . . . . . . . .. ... .... 256
The Banking Feed Interface . . . . . . . . . . . . . . . . .. 257
Using the Banking Feed for Data Entry . . . . . . . . . . . . . . . . . . ... ... .... 258
CreatingRules . . . . . . . . . . . e 267
Viewing the Bank Register . . . . . . . . . . . . . .. ... 269
When NOT to use the BankingFeed . . . . . . . . . . . . . .. ... ... ... ..... 270
Duplicating Sales Transactions . . . . . . . . . . . . . . . . e 270
Purchasing Products and Services . . . . . . . . . . . .. L 270
The ReceiptsCenter . . . . . . . . . . . . . . . e 270
Importing Transactions Downloaded from YourBank . . . . . . . . . . . . ... ... ... 272
Reconciling Bank Accounts . . . . . . . . . . . . ... 273
HowtoReconcile . . . . . . . . . . . . . . . 273
Finding Errors During Bank Reconciliation . . . . . . . . . . . . . . . . . . .. ... ... 281
Bank Reconciliation Reports . . . . . . . . . . .. . 284
Reconciling Credit Card Accounts . . . . . . . . . . . . . . . . . 286
Review Questions. . . . . . . . . . 286
Comprehension Questions . . . . . . . . . . . . .. 286
Multiple Choice . . . . . . . . . . . e 286
Completion Statements . . . . . . . . . . . . e 288
Banking and Reconciliations—Apply Your Knowledge . . . . . . . . . . . ... ... ... 289
CHAPTER7 REPORTS . . . . . . . . o o e s s s s 293
Topics . . . . . e e 293
Finding Transactions . . . . . . . . . . . . . . . .. 294
Filtering the Register . . . . . . . . . . . . . . . e 294
Using Advanced Search . . . . . . . . . . . . . . . 295
Cashvs. Accrual Reporting . . . . . . . . . . . ... 297
Typesof Reports . . . . . . . . . . . e 297
TheReportsCenter . . . . . . . . . . . . . . . e 298
Accounting Reports . . . . . . . . . . L 299

Profit & Loss Statement . . . . . . . . . . . . . . e 299



TABLE OF CONTENTS

Balance Sheet . . . . . . . . . . .. 306
Statementof Cash Flows . . . . . . . . . . . . . . . . . . 307
General Ledger . . . . . . . . . . . e 308
Trial Balance . . . . . . . . . . . . o 309
Business ManagementReports . . . . . . . . . . ... ... 311
QuickReports . . . . . . . . . e e 31
Customer Contact List . . . . . . . . . . . . . 312
Vendor Contact List . . . . . . . . . . . . 312
Product/Service List . . . . . . . . . . . . . 313
The Business Snapshot . . . . . . . . . . . . . . . 315
TagReports . . . . . . . . . . e e e 316
Accounts Receivable and Accounts Payable Reports . . . . . . . . . . . .. ... ... .. 318
Collections Report . . . . . . . . . . . . e e 318
Invoices and Received Payments Report . . . . . . . . . . . . . . . . . .. ... ..... 319
Deposit Detail Report . . . . . . . . . . . e 320
Vendor Balance Detail Report. . . . . . . . . . . . . . . . . ... 320
Creating SalesReports . . . . . . . . . . . . e 321
Transaction List by Customer Report . . . . . . . . . . . . . . . . . . .. ... 321
Income by Customer Summary Report. . . . . . . . . . . . . . . . ... ... 321
Sales by Product/Service Summary Report . . . . . . . . . . . . . .. ... .. 322
Customizing Reports . . . . . . . . . . . . .. e 323
The Report Header . . . . . . . . . . . . . . . . e 323
The Customize Button . . . . . . . . . . . . . . . 324
Saving Reports . . . . . . . . . e e 328
Viewing Custom Reports . . . . . . . . . . . . . e 329
Emailing Customized Reportsona Schedule . . . . . . . . . . . . . ... ... .. .... 329
Printing Reports. . . . . . . . . . . . . 330
Exporting Reports to Spreadsheets . . . . . . . . . . . . ... . ... ... ... ... 332
Review Questions. . . . . . . . . . L 333
Comprehension Questions . . . . . . . . . . . . ... e e 333
Multiple Choice . . . . . . . . . . . e 334
Completion Statements . . . . . . . . . . . . . .. 336
Reports—Apply Your Knowledge . . . . . . . . . . . . . . . .. ... ... ... ... 336
CHAPTER 8 CASE STUDY: YINYANG GRAPHICDESIGN. . . . . . . . . . . . . . .. ..... 339
Descriptionof Company. . . . . . . . . . . . .. 339
Goals. . . . . e 339
Createthe CompanyFile . . . . . . . . . . . . . . ... 339
OVerview . . . . . . 340
YinYang Graphic Design Case Study . . . . . . . . . . . . . .. ... ... ... ... .. 341
1. Account and Settings . . . . . . . . . . . . e 341
2.8ales Tax . . . . . . . . 343
3.Chartof Accounts . . . . . . . . . L e 343

4.Classesand Tags . . . . . . . . . . e 344



xii | QUICKBOOKS COMPLETE

5. Products and Services . . . . . . . . . . . 344

6. Custom Form Styles . . . . . . . . . . . . . . e 345

7. Business Transactions . . . . . . . . . . . . . . . 346

8. Import the Banking Feed . . . . . . . . . . . . .. . ... 351

9. Reconcile the Checking Account . . . . . . . . . . . . . . . .. ... 352
10. Preparethe Reports . . . . . . . . . . . . . . . e 353
11. Complete the Analysis Questions . . . . . . . . . . . . . . . . ... 354
CHAPTERQ PROJECTS AND JOB COSTING . . . . . o o i s, 355
Topics . . . . . e e e e 355
Creating and Using Estimates . . . . . . . . . . . . . . . . . ... ... 356
Creating Invoices from Estimates . . . . . . . . . . . . . . . . . .. ... 357
Using Progress Invoicing . . . . . . . . . . . . . .. . 359
Creating Purchase Orders from Estimates . . . . . . . . . . . . . . . . . . ... ..... 363
Tracking Estimates. . . . . . . . . . . . . . . . e 364
Taking Customer Deposits on Work to Be Performed . . . . . . . . . . . .. ... .. ... 366
Setting Up Prepayments and Deposits . . . . . . . . . . . . . . ... ... 366
Receiving the Customer Prepayment . . . . . . . . . . . . . . . . . . . ... 368
Applying the Deposit to the Customer’s Invoice . . . . . . . . . . . . . . . . .. ... ... 369
Managing Vendor Deposits . . . . . . . . . .. 371
Vendor Refunds When You Used Accounts Payable . . . . . . . . . . . .. ... .. .... 372
Passing Through Billable Expenses . . . . . . . . . . . . . . . . . .. ... ... ..... 374
The Billable Expense Workflow . . . . . . . . . . . . . . ... 375
Troubleshooting Billable Expenses . . . . . . . . . . . . . . . . . . ... ... 378
Using Two-Sided Items . . . . . . . . . . . . . . . .. 379
Tracking Custom Orders . . . . . . . . . . . . . . e 379
Using Services to Track Subcontracted Labor . . . . . . . . . . . . . . . . ... ... ... 380
Entering TimeonaProject. . . . . . . . . . . . . . ... 382
Using the Projects Center . . . . . . . . . . . . . . . . 385
Creatinga Project . . . . . . . . . . . . e 385
Adding Transactions . . . . . . . . . . L 388
Labor Costing . . . . . . . . . . . e e 388
Creating Project Reports . . . . . . . . . . . . . . 392
Running Job CostingReports . . . . . . . . . . . . . . ... 393
Customer Profitability . . . . . . . . . . . . . 393
Unbilled Charges Report . . . . . . . . . . . . . . e 393
Unbilled Time Report . . . . . . . . . . . . e 393
Time Activities by Employee Detail Report . . . . . . . . . . . . . . . . . . . ... .... 394
Estimatevs. Actuals . . . . . . . . . . . 395
Additional Job Costing Features . . . . . . . . . . . . . .. .. ... 395
Tracking Vehicle Mileage . . . . . . . . . . . . . . . 395
Applying PriceRules . . . . . . . . . . . . . . 399
Review Questions. . . . . . . . . . 403

Comprehension Questions . . . . . . . . . . . . ... 403



TABLE OF CONTENTS | xiii

Multiple Choice . . . . . . . . . . . e 403
Completion Statements . . . . . . . . . . . . . .. 405
Projects and Job Costing—Apply Your Knowledge . . . . . . . . . . . . .. ... ..... 405
CHAPTER 10 INVENTORY . . . . . . . . . o i it s s s s s 411
Topics . . . . . e e e e 4m
Do You REALLY Need to Track Inventory? . . . . . . . . . . . . . .. . . ... ... ... 41
Managing Inventory . . . . . . . . . L 412
Tracking Inventory with QuickBooks Online . . . . . . . . . . . . . . . . ... ... ... 413
Activating the Inventory Function . . . . . . . . . . . . . . . .. ... 414
Setting up Inventory Products . . . . . . . . . . ... 415
Calculating FIFO Inventory . . . . . . . . . . . . . . . . . 415
Buying and Selling Inventory Products . . . . . . . . . . . ... ... 416
Using Purchase Orders . . . . . . . . . . . . . . . . . e 416
Selling Inventory Products . . . . . . . . . . . . ... 421
Handling Inventory Issues . . . . . . . . . . . . . . . . ... 423
Vendor Refunds for Inventory Items . . . . . . . . . . . ... ... 423
Handling Overshipments . . . . . . . . . . . . . . . . . . . 423
Handling Vendor Overcharges . . . . . . . . . . . . . . . . ... 424
Adjusting Inventory . . . . . . . . L L e e 425
Adjusting the Quantity of InventoryonHand. . . . . . . . . . .. . ... ... .. 426
Adjusting the Value of Inventory . . . . . . . . . . . . .. .. 427
Inventory Reports. . . . . . . . . . L 427
Inventory Product QuickReport . . . . . . . . . . . . . .. 428
Purchases by Product/Service Detail Report . . . . . . . . . . . . . .. ... ... ... 428
Inventory Stock Status Report. . . . . . . . . . . . . . 429
Physical Inventory Worksheet . . . . . . . . . . . . . .. 430
Inventory Valuation Summary . . . . . . . . . . . ... 431
Inventory Valuation Detail Report . . . . . . . . . . . . .. .. 432
Profit and Loss Report by Product/Service . . . . . . . . . . . . . ... ... 432
Review Questions . . . . . . . . . . 433
Comprehension Questions . . . . . . . . . . . . ... 433
Multiple Choice . . . . . . . . . . . e e 433
Completion Statements . . . . . . . . . . . . .. 436
Inventory—Apply Your Knowledge . . . . . . . . . . . ... 436
CHAPTER 11 ADJUSTMENTS AND YEAR-END PROCEDURES . . . . . . . . . . . . . . . ... 439
Topics . . . . . e e e 439
Creating Adjustments . . . . . . . . . . .. L 439
Making Journal Entries . . . . . . . . . . . . e 439
Zero-Dollar Checks and Sales Receipts. . . . . . . . . . . . . . . . . . . ... ...... 442
Tracking Depreciation of Fixed Assets . . . . . . . . . . . . . . . . ... ... ...... 446
Setting Up the Fixed Asset Accounts. . . . . . . . . . . . . . . .. 446

Calculating and Recording Depreciation . . . . . . . . . . . . . . . . . . . . ... .... 447



xiv | QUICKBOOKS COMPLETE

Processing1099s . . . . . . . . .. L 449
Documenting Vendor Eligibility . . . . . . . . . . . . ... 450
The Print/E-file 1099 FormsWizard . . . . . . . . . . . . . . . ... 451

Managing Equity . . . . . . . . L 454
Equity for Sole Proprietorships . . . . . . . . . . . . . . . . ... 455
Equity for LLCs and Partnerships . . . . . . . . . . . . ... .. 457
Equity forS-Corps . . . . . . . . . 457

ClosingtheBooks . . . . . . . . . . . . . . . 458
Closing the Accounting Period . . . . . . . . . . . . . . . . . . ... 458
Closing Equity Accounts at the End of the Fiscal Year . . . . . . . . . . . . . . .. ... .. 459

Settingthe ClosingDate . . . . . . . . . . . . . . . . . . . 461

Review Questions. . . . . . . . . . 463
Comprehension Questions . . . . . . . . . . . ... 463
Multiple Choice . . . . . . . . . . . e 463
Completion Statements . . . . . . . . . . . . .. e 465

Adjustments and Year-End Procedures—Apply Your Knowledge . . . . . . . . . . ... .. 465

CHAPTER 12 ADVANCED COMPANY SETUP . . . . . . . . . . . . ittt 469

Topics . . . . . e e 469

Migrating an Existing QuickBooks Desktop file to QuickBooks Online . . . . . . . . . . . .. 469

Starting a New QuickBooks Online File From Scratch for an Existing Company. . . . . . . . . 470
Step 1: Choosinga Start Date . . . . . . . . . . . . . .. 47
Step 2: Create the Company Subscription and Customize the Settings . . . . . . . . . . . . .. 471
Step 3: Setting Up the Chart of Accounts and Other Lists . . . . . . . . . . . . .. ... .. 472
Step 4: Entering Opening Balances . . . . . . . . . . . . . . . . ... .. ... ..... 472
Step 5: Entering Open Transactions . . . . . . . . . . . . . . . . 477
Step 6: Entering Year-to-Date Income and Expenses. . . . . . . . . . . . . ... ... ... 479
Step 7: Adjusting Sales Tax Payable . . . . . . . . . . . . . . ... ... ... .. .. 479
Step 8: Adjusting Inventory and Setting Up Fixed Assets . . . . . . . . . . . . . . . . .... 480
Step 9: Set Up Payroll with YTD Payroll Information . . . . . . . . . . ... . ... .... 481
Step 10: Verifying Your Trial Balance . . . . . . . . . . . . . . . . . .. ... ... .... 481
Step 11: Closing Opening Balance Equity . . . . . . . . . . . . . . . . ... ... ..... 481
Step 12: Setting the Closing Date . . . . . . . . . . . . . . . . . . ... 482

Review Questions. . . . . . . . . . 482
Comprehension Questions . . . . . . . . . . . . ... e 482
Multiple Choice . . . . . . . . . . . . e 482
Completion Statements . . . . . . . . . . . .. e 483

CHAPTER 13 PAYROLLSETUP . . . . . . . . . . . . i s s s s 485

Topics . . . . . e e e 485

Intuit’s Payroll Subscriptions. . . . . . . . . . . . .. ... 486

Getting Help With Payroll . . . . . . . . . . . . . . .. ... . 486

Checklist for SettingUp Payroll . . . . . . . . . . . . . .. .. ... ... ... ..., 487

The Accounting BehindtheScenes . . . . . . . . . . . . . . ... 487



TABLE OF CONTENTS | xv

Payroll Tax Tables . . . . . . . . . . . . . . e 488
Payroll Accounts . . . . . . . . . . . . 488
PayrollItems . . . . . . . . . . . e 489
The Payroll SetupWizard . . . . . . . . . . . . . . 491
Setting Up a Payroll Subscription . . . . . . . . . . . . . ... 491
Adding Your First Employee through QuickBooks Workforce . . . . . . . . . . . . . . .. .. 493
Setting Up Employees . . . . . . . . . . . . . . . 493
Creating Pay Schedules. . . . . . . . . . . . . . . . ... 494
Setting Up Compensation . . . . . . . . . . . . . . . e 495
Specifying Time Off Pay Policies . . . . . . . . . . . . . . . . . . . . . . 496
Additional Benefitsand Pay Types. . . . . . . . . . . . . . . . . . .. 497
Continuing Employee Setup Manually . . . . . . . . . ... ... .. ... ... ..., 498
Specifying Deductions & Contributions . . . . . . . . . . . . ... ... 499
Entering Tax Withholding Information. . . . . . . . . . . . . . . . . .. .. ... .... 501
Setting Up Direct Deposit . . . . . . . . . . . . . e 501
Customizing the Payroll Settings . . . . . . . . . . . . . . . . . ... ... ... ..., 502
Payroll Tax Setup . . . . . . . . . . e e 502
Scheduling Federal Tax Payments . . . . . . . . . . . . . . . ... ... 503
Scheduling State Tax Payments . . . . . . . . . . . . . . . . .. 504
Setting Up Auto Payroll . . . . . . . . . . . . ... 505
Automating Tax Payments . . . . . . . . . . . . . . . e 505
Designating a Third-Party Preparer . . . . . . . . . . . . . . . . . ... ... 506
Activating Email Notifications . . . . . . . . . . . . . . . ... 506
Authorizing Shared Data . . . . . . . . . . . . .. . 507
Connecting Bank Accounts . . . . . . . . . . . . . . e 507
Check Printing Options. . . . . . . . . . . . . . . o e 508
Editing Payroll Accounts . . . . . . . . . . . . e 509
The Payroll Overview . . . . . . . . . . . . . . e 512
Review Questions. . . . . . . . . L 513
Comprehension Questions . . . . . . . . . . . . ... e 513
Multiple Choice . . . . . . . . . . . e 513
Completion Statements . . . . . . . . . . . . . ... 515
Payroll Setup—Apply Your Knowledge . . . . . . . . . . . . . .. ... ... ... .... 515
CHAPTER 14 PAYROLLPROCESSING. . . . . . . . . . . st s s s 519
Topics . . . . . e e e 519
Using the PayrollCenter. . . . . . . . . . . . . . . . . 519
The Employees Center . . . . . . . . . . . . . . . . e 520
TimeSheets . . . . . . . . 521
Built-in Time Sheets . . . . . . . . . . . . . . s 521
Using QuickBooks Time . . . . . . . . . . . . . .. 524
Payroll Processing Checklists . . . . . . . . . . . . . . .. ... ... ... ... 524
Every Payday . . . . . . . . . . . 524

Every Tax Deposit Due Date (monthly or semi-weekly) . . . . . . . . . . . . ... .. ... 524



xvi | QUICKBOOKS COMPLETE

Every Quarter (after the end of the quarter) . . . . . . . . . . . . . . . . .. ... .... 524
EveryJanuary . . . . . . . . . . 525
Paying Employees . . . . . . . . . . . . . 525
Creating Paychecks . . . . . . . . . . . . . . . 525
Printing Paychecks. . . . . . . . . . . . . . e 530
Printing Pay Stubs . . . . . . . . . . . . 532
Supplemental PayrollRuns . . . . . . . . . . . . . .. . 532
Correcting Errors . . . . . . . . . e 533
Editing Paychecks . . . . . . . . . . . . e 533
Voiding or Deleting Paychecks. . . . . . . . . . . . . . . . . ... 536
Replacing Lost or Stolen Checks . . . . . . . . . . . . . . . . . . . ... 536
Paying Taxes and Liabilities . . . . . . . . . . . . . . . . ... ... ... ... 537
The Payroll Tax Center . . . . . . . . . . . . . . . e e 537
Payroll Compliance . . . . . . . . . . . . . . . 538
Paying Taxes . . . . . . . . . . . . e 538
Tax Payment Errors . . . . . . . . . . . . . e 540
Paying Deduction Liabilities . . . . . . . . . . . . . . . . . .. 541
Running Payroll Reports . . . . . . . . . . . . . . ... 542
Viewing Payroll Tax Historyand Forms . . . . . . . . . . . . . . . . . . . ... ..... 542
Payroll Details Report . . . . . . . . . . . . . e 543
Payroll Tax Liability Report . . . . . . . . . . . . . . e 544
Total Payroll Cost Report . . . . . . . . . . . . . . e 545
Vacation and Sick Leave Report . . . . . . . . . . . . . ... 546
Sales Rep Commissions . . . . . . . . . . . . . . .. 546
Managing Employees . . . . . . . . . .. 547
Terminating Employees. . . . . . . . . . . . . . . . 547
Reactivating Employees . . . . . . . . . . . . . . . e 548
Review Questions. . . . . . . . . 548
Comprehension Questions . . . . . . . . . . . . ... e 548
Multiple Choice . . . . . . . . . . . e 549
Completion Statements . . . . . . . . . . . . ... 551
Payroll Processing—Apply Your Knowledge . . . . . . . . . . . ... .. ... ...... 551
CHAPTER 15 CAPSTONE PROJECT: YINYANG GRAPHICDESIGN . . . . . . . . . . . . .. .. 555
OurStoryContinues ... . . . . . . . . . . . . e e e 555
Instructions. . . . . . . . L L 555
YinYang Graphic Design Capstone Project . . . . . . . . . . . . . . . . .. ... ..... 556
.Setup Payroll . . . . . . . . . e 556
2.SetUpaProject . . . . . . . . . . e 559

3. Adda Contractor . . . . . . . . . ... 559
4.SetupMileage . . . . . . ... 560
5.SetUpPriceRules . . . . . . . . . . . . . e 560

6. Enter Business Transactions . . . . . . . . . . . . . . . ... 560
7.Prepare Reports . . . . . . . . . . e e 579

8. Analysis Questions . . . . . . . . .. L. e 579



TABLE OF CONTENTS | xvii

ANSWER KEY FOR END OF CHAPTERQUESTIONS . . . . . . . . . . . . . .. ... ..... 581
Chapter 1: Introducing QuickBooks Online . . . . . . . . . . . . . . . . . .. ... .... 581
Chapter 2: Customizing QuickBooks Online . . . . . . . . . . . . . . . ... ... .... 582
Chapter3: The SalesProcess . . . . . . . . . . . . . . . . . . . . 586
Chapter 4: Managing Expenses . . . . . . . . . . . . . 587
Chapter 5: Advanced Transactions . . . . . . . . . . . . . . . . ... 588
Chapter 6: Banking & Reconciliation. . . . . . . . . . . . . . ... 589
Chapter7:Reports .. . . . . . . . . . . e e 590
Chapter 8: YinYang Graphic Design Business Scenario. . . . . . . . . . . . . . . .. . ... 591
Chapter 9: Projectsand Job Costing . . . . . . . . . . . . . . . . . ... 591
Chapter10o:Inventory . . . . . . . . . . . e 592
Chapter 11: Adjustments and Year-End Procedures . . . . . . . . . . . . . . .. ... ... 593
Chapter 12: Advanced Company Setup. . . . . . . . . . . . . . . . ... 594
Chapter13: Payroll Setup . . . . . . . . . . . . . 596
Chapter 14: Payroll Processing . . . . . . . . . . . . . . . . . 597
Chapter 15: YinYang Graphic Design Business Scenarios . . . . . . . . . . . . . . . . . ... 598

CERTIPORT MAPPING . . . . . . . s s 599



