QuickBooks II

Patti Lee
plee@cviog.uga.edu
706-542-9479

I I I Carl Vinson Institute of Government




QuickBooks II - Agenda

= Introductions

= Audit Trail

= Working With Bank Accounts

= Using Other Accounts in QuickBooks

= Receiving Payments and Making Deposits
= Entering and Paying Bills
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What's Next?

= QuickBooks llI

How to use QuickBooks to prepare fund level
financial statements

How to use data in QuickBooks and Excel for financial
analysis and audit workpaper schedule preparation

= QuickBooks IV

How to set up employees and payroll tax reports
How to use QuickBooks to process and record all
aspects of payroll

= Contact Lisa Kesler at 706-542-9479 to register.
Both classes will be offered in Brunswick and
Macon.
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Keeping Fraud From Knocking
On Your Door

)




Preventing Fraud

= QuickBooks has several features to help improve
the control of monies and to prevent fraud.

= Software cannot do it alone.

We need to keep in mind that it takes numerous
measures to protect against embezzlement including
dual controls, audits, and good hiring practices.
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Using QuickBooks for Control

= QuickBooks includes a number of standard
features to help improve control.
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Audit Trail

-]

= In QuickBooks there is an audit trail feature that
may be turned on to track all transactions and
modifications or deletions.
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Audit Trail

= The Audit Trail Report provides a summary to
the Administrator of all QuickBooks transaction
activity answering three essential questions:
1. Who added/edited/deleted the transaction?
2. When was the transaction added/edited/deleted?

3. What were the relevant details of the transaction,
i.e., date, amount, accounts, names, etc.?
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Audit Trail

peteences R

#coounting

-

Inkeqrated
ppplications = |

= You can also set a password for making changes
in previous periods.

+ How Do 17

My Prefersnces l Company Preferences ]

#coount Mumbers
[T Use account numbers

Shiov bowrest subaccount ondy

¥ Require accounts
[~ Use class tracking

I Prompt ko assson classes

¥ Automatically assign general journal entry number
[¥ ‘warn when posting a transaction bo Retained Earmnings

Closing Date
Date through wehach books are closed

[oPoreer |

Password bo edit ransaction on or before date above.

. Set Password...

)
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Closing the Books

= You may also close the books which will require a password to
make changes in previous periods; this is optional as well.

My Preferences | Company Preferences |

114
canced | YOU can protect
access by
passwnrd.
_ - Aty Bctivies that causa o i Ay s
iﬂ'ﬂ | hha o emafaccounts and changing an incoms posting of C0GS oot
Deshiop r A
Wit
R =
Finance
Chear e
ﬂ Duak Ehroigh which books are closed
ey I_IH,I‘BIIIJ‘EIII'_H' !I
:'i Paswerord bo et transacton on o before date above.

Set Password... ]
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Setting User Roles

St up user password and access

ﬁ User Name and Password
- Provide a name and an cpticnal password For this user.

E Lizer Manmsa: |:Iu-e Employes

Pasewcnd: ||l T

Each user gets a
unique password.

= This capability is frequently overlooked, and is one
component of higher levels of fraud protection.

Confirm Password: [I -

bt ol passveard i dhored.

oLl aps o
Pasowonds ara case-sensikine, S0 burming on either of these keys can affect
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Limiting User Roles

-]

= Set up the user permissions to disallow deletes and changes
within that user’s role. Just this one step alone will prevent the
user from changing anything after the fact, or deleting a
transaction in order to cover up fraud.

Change user password and access: Joe Employee EI

@ Sales and Accounts Receivable Page 1 of 10

Pa T Access bo this area includes activities such as: entering invoices, sales
N receipks and sales orders, receiving payments, and writing estimates
and stakements,

What lewvel of access o Sales and Accouwnts Receivable activities da wou
wank to give this user?

" No bccess 3
ET— Here the useris

(= Salective focess given permission
" Create transactions orly to create and

(% Ereate and prink transactions. print transactions.
" Creake transactions and create reports -

Prev Next Einish Help | mﬂ'
=
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Change user password and access: Joe Employes

Page 9 of 10

5 Do you want this user bo have the abiity to change or delste The user's
g transactions in the areas they have access to? pruﬁ]e can
(" Yes restrict the
..... ability to delete
o . L . . transactions.
Shouid this user also have the abilty to change or delete transactions
that were recorded before the dosing date?
€ Yes
€ o
Prev Nexk Eirish Help Cancel
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= Unless you grant full access to QuickBooks, multiple
screens allow the user no, full or partial access to
different segments of the accounting workflow.

Change user password and access x|
Access for user: Joe Employee Page 10 of 10
You have finished setting this user's access rights and password.
Below is a summary of this user's access rights. Chick the Finish
. bukbon to compleke Ehis Eask,
Area | Create | Print | Reports
Sales and Accounts Receivable ¥ ¥ M
Purchaszes and Accounts Payable i M §
Zhecking and Credit Cards ¥ M n/a
Invenkcory L M M
Tire Tracking M M M
Payrall and Emplayess M M [
sensitive Accounting Activities M M M
Sensitive Financial Reports M M nla
Changing or Deleting Transackions M nfa na
Changing Closed Transactions M rij& nj&
Presy Mt Help Cancel

)
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Audit Trail Report

The Audit Trail Report provides a record of every transaction
entered into the data file, including details such as when a
transaction is changed and the nature of the change. At a
minimum, it is suggested that report be examined on at least a
weekly basis, looking for any suspicious activity.

Examples of such activity include:
unauthorized bad debt write-offs or other credits to customer

accounts, JUUIIIdl entries to cash accounts, or ci‘arg to the
payee on checks.

customer invoices being deleted. This could indicate that an
employee received cash from the customer, and then deleted the

invoice so he/she could pocket the cash.

)
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Other Elements of Good Control

= Separate Reconciliations from Payroll Issuer
= Signhing Authority
= Education

)




Issuer

Separate Reconciliations from Payroll

= |t's important to have a different person
reconcile the bank statement than the person
who issues the Accounts Payable and Payroll
checks.

)




Signing Authority

= The person issuing the Accounts Payable checks
should not be the person authorized to sign
them.
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Education

= There is quite a bit of control in QuickBooks, but it is
flexible enough if the user doesn't want to deal with
these features. While most of these control features
are optional, it is important that the user understand
why they are important, and to implement them as
appropriate.

= If the user knows what the tool is and how it works,
that is the key.
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Preventing Fraud

Top Ten Tips
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Send Bank and Credit Card Statements
to a Separate Address

= Review each check both front and back for
payee, signature, and endorsement.

= Examine each statement carefully. Review each
and every line item of both payments and
charges.

)




Do Not Let Anhyone Misrepresent
Themselves as You

= Never allow someone to use your password, sign
your nhame, ever.

= Never let an employee sign your name, use your
credit card, or misrepresent themselves to your
bank or credit card company. Reimburse their
expense.

= Don’t reveal sensitive passwords.

)




Reconcile Bank Accounts and Review
Statements

]

= Review every statement. Make sure all bank accounts
and credit cards are reconciled.

Take time to review every reconciliation report.

Notice stale checks or deposits that have not cleared
the bank.

Check for missing deposits. An increase in the
number of reconciled items may also reveal mischief.
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Assign Administrative Rights Effectively

= Use the Administrative rights in QuickBooks to
protect your data.

= This role has unique permissions.

= Make sure that every user is set up separately
and that passwords are used.

= Lock down permissions to change or delete
transactions.

= Especially important: Use passwords for closing
dates.




Use the Audit Trail in QuickBooks

= |f you don’t have the latest version of QuickBooks,
make sure you turn on the Audit Trail.

= Caution: the Audit Trail won’t tell you if a vendor
name has been changed or merged. It is wise to
maintain a strict paper trail.

: Supportmg documents need to be eadlly accessible
in your files and then archived according to the type
of document.

)
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Use the Voided/Deleted Transaction
Report

= After you have turned on the Audit Trail, and
made its review part of your routine,
periodically review the Voided/Deleted
Transaction Report to see which entries which
have been modified.
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Establish Accounting Controls

= Split responsibilities between staff members or
outside accounting professionals.

= Warning Sign: If only one person writes the checks
and reconciles the account, there is no double check.
Separate the duties.

: Consider another person to do
done by a person other than th
the checks.

reconciliations so it is

P~ e~

e Sta ffer generating
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Adhere to a Numerical Sequence

= Use a numerical sequence for all transactions.
Invoice, bills, and checks which are numbered fall in
a logical and chronological order. The reason: To
identify missing documents.

= Look at the bank statement for large gaps. Secure
paper checks.

= |f you keep voided paper checks, remember to tear
off the signature area to keep it from being misused.
If your bank sends paper checks, sort them
numerically.




Review Receivables and Payables

= Look for adjustments to Receivables or Payables.
Such adjustments could indicate subverted
payments or vendor checks.

)




Back up Your Data

= Back up! Back up! Back up!

= Think redundant backups as a contingency plan for disasters of
all sorts.

= Make scheduled copies.

= Rotate the media (tape drive or portable storage). If you use
CDs, better buy the read-only variety.

= Store your backups at another location. Such diligence can
come in especially handy if there is a disaster.

= |n some fraud cases, the bookkeeper may delete all of the
QuickBooks files to avoid detection. In such cases the
governments have to pay a large sum for data retrieval, in
hopes of capturing any shred of evidence. Be smart; back up.
It only takes a few minutes.

I I I Carl Vinson Institute o f Government
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Working With Bank Accounts




Lesson objectives

= To learn how to work with registers for
QuickBooks bank accounts

= To demonstrate how to open a register
= To learn the features common to all registers

= To learn when and how to make entries directly
in the register

= To demonstrate how to reconcile a QuickBooks
bank account




Writing a QuickBooks check

To write a check:

1. In the Banking area of the Home page, click Write
Checks.

« ‘Wte Checks - Checking

Type a help quesliunlﬁsk- % How Do I?I = |i| XII
W Previous [P Nest wg Print - | a Fird
Bank Account |[ESetL j Ending B alance 45.423.98
Mo, 30‘1— |I
Date 12/15/2007 |
Pay to the Order of LI $ 000
Dollars
Address

/

Expenses $0.00 I [tems

Account Amount

Memo

Customer:Job H
s

L

Clear Spits | Recalculate |

Save & Close I Save & New I Clear IT

arl Vinson Institute of Government
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Writing a QuickBooks check

w

o v oA

Select the “To be printed” checkbox.

In the Pay to the Order of field, type Cal
Telephone.

Press Tab to move to the Amount field.
Type 156.91, and press Tab.

rl-lrll in fha Arrnllnl- colimn Aan fh
CIICK 1N Thé Account cociumn on tn

and then choose Utilities: Telephone.

D

o m
X
©
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Writing a QuickBooks check

+ ‘Write Checks - Checking Tuwpe a help question | Ask ¥ How Do 1?7
® Previous [ Nest w Print - | %_Fim:l
Bank Account [Checking -] Ending Balance 46,423.93
Mo, ToPFrnt
Date 12/15/2007 |
Pay to the Order of Cal Telephone | $ 156.91
Dnﬁhmdredﬂft}'_s'ﬂ:andg-lll,illul:luxu:eus::eu!xu:eus::eu!xu:eux:eu!seu:eus::eu!:eu:eus::eu!qul:."aE
Cal Telephone
P.0, Box 1700
Address | Middlehield CA 34452 ‘

J Expenses $156.91 I Items $0.00 |l Online Payment ¥ Ta be printed

Account Anmaunt Memo Customer.Jaob
Ltilities: T elephone hd 156.91 hd -

Clear 5plits Recalculate Save i Close | Save & New I Clear

I I I ‘Cn»\ Vinson Institute of Government
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Writing a QuickBooks check

7. Click Save & Close.

9. Click OK to accept Checking as the account
register you want to see.

8. From the Banking menu, choose Use Register.

whose

= Goto.. | w2 Print... | @ Edit Transaction [=]QuickReport 25 Download Bank Statement

T - -~ S~ ow 0o 7ol

Date Mumber FPayee FPayment i Deposit Balance
Tupe Account ! Mema

12/15/2007 ToPrint  ||Cal Telephone 156.91 46.392.07 :|
CHE tilities: T elephone

121642007 SEND 500.00) 4E6.892.07
TRANSFR| Savings

12/19/2007 SEMD Wheeler's Tile Etc, B25.00 46,267 .07
BILLPMT || Accounts Papable H-18756
Mumber Payes ¥ l|Pavment Deposit _|

Account ;| fMemo - |

&l Ending balance 16,.267.07

I~ 1line

Soitby [Date. Type. Number/.. | Record I Restore I

= 10. Close the Checking account register. |

=
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QB Tips

= Do NOT use the Write Checks window if you are
paying sales tax, paying payroll taxes and
liabilities, or paying bills that you have entered
previously (that is, you are using A/P to track
them).

= Use the Pay Sales Tax window for a sales tax
payment, the Pay Liabilities window for payroll
taxes and the Enter Bills and Pay Bills windows
for paying A/P bills.




Using bank account registers

To open a register (when no form is open):
1. From the Lists menu, choose Chart of Accounts.

2. In the chart of accounts, double-click the
Savings account.

3. Review features common to all registers:

The register shows every transaction that affects an
account’s balance and lists them in chronological
order.

The columns in the register give specific
information about the transaction.

On every transaction line, QuickBooks shows the
account’s running balance.

. Close the Savings register window.
. Close the Chart of Accounts. —~

I I I CCCCC inson Institute o f Government
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= Shows every transaction that affects a balance
and lists them in chronological order.

= Columns give specific information about the
transaction.

15t = date

2" = reference number and a type

3rd = |ists the payee, the account to which you've
assigned the transaction and any descriptive memo
4th = transaction amount and whether the transaction

has cleared the bank
= On every transaction line, QB shows the
account’s running balance. The bottom of the
register window shows the account’s ending
balance (includes checks you haven’t yet
printed).

I I I CCCCC inson Institute o f Government
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QB Tips

= You can edit transactions in registers with some
restrictions:

Can’t edit a sales tax payment.

Can edit split amounts for checks (CHK), deposits
(DEP), credit card charges (CC), credit card credits
(CC CRED), bills (BILL) and vendor credits (BILLCRED)
if all the amounts are assigned to expense (or other)
accounts.




Entering a handwritten check

To enter a handwritten check in the checking
account register:

1. From the Banking menu, choose Use Register.
2. Click OK to accept Checking.

3. Clle in the Number field in the blank

aaaaaa Fiarn atk Flhha hAatéA ~f A ctar +than
Ll alicaulivili al. | |c UULLUlll Ul 9 | |c |c |)LCI CIICI I

double-click to highlight the number that
QuickBooks prefills.

4. Type 1204, then press Tab.

5. In the Payee field, type Bayshore Office Supply,
and then press Tab.

6. Click Quick Add.




Entering a handwritten check

To enter a handwritten check in the checking
account register:
7. Click OK.

8. In the Payment field, type 99.95, and then
press Tab.

Q In +lha ArrAarint -‘-' Ald Ffvurma NE A
7o ||| Ul Ic H\—\—UUllL 11T, LyIJ Vi, al

10.In the Memo field, type Office halr.
11.Click Record.

12.Close the Checking account register.




= Checking Twpe a help question | Ask * How Do I?
# Gota.. | wd Pring. . | @ Edit Tranzaction ﬁguickﬂepurt Duwnlnad Bank Statement
Date MNumber Payee Payment i Deposit Balance
Type Account Memo
12152007 ToPrint | Cal Telephone 156.91 46,392.07 ;|
CHE. Utilities: T elephone
121672007 SEND B00, 0y 4689207
TRANSFR S avings
121972007 SEND YWheeler's Tile Etc. B25.00 46.267.07
BILLPMT [|Accounts Payable H-18756
12/15/2007 2"1 204 |Bayshore Office Supoly 4] 33.95 Denosi
CHE. Office Supplies * | Office chai -
Splits Ending balance 46.267.07
™ 1Lline
Sort by |Date, Type. Humber/... j Record I Restore I
P
I I Carl Vinson Institute of Government
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ransferring money between

accounts

To transfer money:

1.

™

gl A W

From the Banking menu, choose Transfer
Funds.

In the Transfer Funds From field, choose
Checking.

. In the Transfer Funds to Fieid, choose Savings.
. In the Transfer Amount field, type 5000.
. Click Save & Close.




Reconciling Checking Accounts

= Reconciling is the process of making sure that
your checking account record matches the
bank’s record.




Reconciling checking accounts

= Bank Statement

= Opening balance

= Ending balance

= Amount of interest earned

= Service charges

= Checks that have cleared the bank
= Deposits made

= Other transactions affecting the balance of the
account




Marking cleared transactions

To reconcile your account:

1.
2.

o U1 A W

=~

From the Banking menu, choose Reconcile.

In the Account field, make sure Checking is
selected.

. In the Statement Date field, type 12/15/2007.

In the Ending Balance field, type 34592.98.
In the Service Charge field, type 14.00.

. In the Service Charge Date field, type

12/15/2007.

. Click Continue.
. Select Mark All.




Marking cleared transactions

To reconcile your account:

9. In the Checks, Payments and Service Charges
section, click to clear the checkmarks for all
items with dates later than 12/12/2007.

10.Repeat the process in the Deposits and Other

for all items with dates later than 12/12/2007.

eeeeeeeee




I Reconcile - Checking Tvpe a halpﬂquestinn Aikl * How Do I?| - ||:| |£|
Reconciling for the period ending 1215/2007 [~ Show only transactions on or before the statement ending date
Checks, Payments and Service Charges Deposits and Other Credits
J | Date | Chk # | Payee Amount S | Date Chk # | Payee | Arnounk
S |12f12j2007  |292 East Baysh... 532.9?:_' S |12)11)2007 7,722,508 -
S |12)12/2007  |293 Express Del... 70.00 S |12/11)2007 440,00
121572007 [294 Sloan Roofing | 5,700.00 S [12/12[2007 4,936.12
S lEIIi'EB,I'EEID? 2958 Bank of 4. ., 550,00 12132007 abarcrombi... 7,633.28
J |11j28/2007  |297 Bank of &n... 550,00 12/14)2007 4,700.00
S 1o0fzzfz007 (298 Banlk of &, ., 244,13 12f15)2007 Lew Plumbi. , 45,00
112212007 |299 Bank of An... 244.13 12/15/2007 42000 Matiello, Er... | 13,560.39
12/15/2007 1204 Bayshote O, .. 09.95] 12/16/2007 0
Mark. Al | Unmark Al I Go To | Maktched | Columns to Display. ..
Beginning Balance 23,171.79 Modify | Service Charge -14.00
Items you have marked cleared Interest Earned 0.00
21 Deposits and Other Credits 129,430.31 Ending Balance 34,592.98
60 Checks, Payments and Service 118,009.12 Cleared Balance 34,592,985
Charges Difference 0.00
Reconcile Now Leave
.
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Marking cleared transactions -

11.Click Reconcile Now.

12.In the Select Reconciliation Report window,
make sure “Both” is selected, and then click
Display.

13.Click OK at the message that QuickBooks

displavs.
r J

14.Close the report windows.




Reconcile Discrepancy Report

= Shows changes and deletions made to previously
reconciled transactions, making it easier to find
discrepancies.

= Useful when the beginning balance that QB
shows is different than the ending balance from
the bank statement for the previous period.

= Banking:Reconcile:Locate
Discrepancies:Discrepancy Report

= |f the last reconciliation was in error, by clicking
Undo Last Reconciliation in the Locate
Discrepancies window, you can undo it without
having to identify and manually clear each
affected transaction.

ment



Viewing cleared checks in the register

To view cleared checks in the register:
1. From the Banking menu, choose Use Register.

2. Click OK to accept Checking.

3. Scroll through the register to view the cleared
items.

4. Close the Checking account register.




Locating specific transactions

To use the Find feature:

1.

w

From the Edit menu, choose Find and then
select the Advanced tab.

. Select Transaction Type from the Choose Filter

list.

. Select Check from the list of transaction types.
. Select Date from the Choose Filter list, and

then choose, “This Calendar Year-to-date.”

. Select Amount from the Choose Filter list, and

the click >=.

. Enter 500.00 and click Find.




QB Tips

= You can use the QB Find command to search for
specific checks you’ve written.

= For example: you want to find all checks greater
than or equal to $500 that you wrote during the
current year.

Edit:Advanced Find

Select Transaction Type in the Filters box.

Select Check from the list of transaction types.
Select Date in the Filters box, and then choose “This
Calendar Year-to date” from the list of date ranges.
Select Amount in the list of filters, and then click
>(greater than or equal to).

Enter 500.00 and click Find.




Review Activities

= Use the checking account register to enter a
handwritten check for $76.95. Use the next
available check number and make the check
payable to Express Delivery Service, for delivery of
a new sign. Assign the check to the Freight &
Delivery expense account.

= Write a QuickBooks check to Bayshore Water for
$143.87 to pay this month’s water bill. Assign the
check to the Utilities:Water expense account.

= Find all the checks in the sample file that were

written for $3000.00 and more. How many checks
are there?

ment




Using Other Accounts
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Lesson objectives

= To introduce the other account types available in
QuickBooks

= To learn how to track credit card transactions in
QuickBooks

= To reconcile a credit card account
= To see how to make a credit card payment

= To discuss the different types of asset and
liability accounts you can create and see how to
track assets and liabilities in QuickBooks

= To introduce the subject of equity and
QuickBooks equity accounts




Other account types in QuickBooks

-]

= |[n this lesson, you’ll learn about these types of
QuickBooks Accounts:

Credit card accounts
Asset accounts
Liability accounts
Equity accounts




Entering Credit Card Charges

-]

= QuickBooks lets you choose when you enter your
credit card charges.

When you charge an item
When you receive the bill

\\\\\\\\\\\\\\\\\\\\\\\\




Entering credit card charges

2.
3.

To enter a credit card charge:
1.

From the banking menu, choose Enter Credit
Card Charges.

In the Credit Card field, select CalOil Card.

In the Purchased From field, select Bayshore
CalOil Service.

Click in the Amount Field, and then double-click
to select the entire amount.

. Type 30 and then press Tab.
. Click the Expenses tab.

In the detail area, click the Account column and
assign the charge to the Automobile: Fuel
expense account.



Entering credit card charges

* HowDo1?| _ |0 x|

W Previous B Newt | ﬁ Fird % Dawnboad Card Charges

Credit Card [Caiil Card =] Ervding Balance 7102
Purchased From  Bayshore Caidil Service v| Aef Mo,
= Charge DATE 12/15(2007 |
£ Cred

arouwT 30,00

Memo |
Expenses $30.00 ] Tems 50,00 ]
Arnount Mama Cushomer:Job =
- 30,00 - [
|
CEarSpIIgsI Recaculate | Save &Cbsel Save & MNew I Clear |

= (Click Save & Close to record the transaction and
close the window.

S
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Reconciling a credit card statement

To reconcile a credit card statement:

1. From the Company menu, choose Chart of
Accounts.

2. Click CalOil Card in the list once to select it.

3. C.lick thg Activi.t_ie§_ me_p_u.but.ton, and then
choose Reconcile Credit Card.

4. In the Statement Date field, enter 12/15/2007.

5. In the Ending Balance field, type 101.02.

6. Press Continue.




statement

Reconciling a credit card

-]
[ J [ J (] [ ]
= QuickBooks displays the Reconcile Credit Card
ind
window.
% Reconile Credit Card - Cal0il Card Typ2 a help questicn Ask| ¥ HowDo1z| _ |0 x|
Recorriing for the period ending 12/17(2007 [ Shaw orly transactions on or Defore the statement ending date!
Charges and Cash Advances Paymerts and iCredks
o | Date Ref# | Payee Amont | [ & | Date Ref # Payee Amounk |
1Z2[03/2007 Bawshore Caldil Service 23,50 120212007 Calkdil Cormpany 135.80]
12[1 22007 Rawshore Callil Service 47,52
12(15/2007 Bavshore Caldil Service 20,00
Mark. &l Unrnark, &l | Go To | Columrs bo Cisplay. ..
Beqirning Balance 13580 Madify | Finance Chargs 0.00
Ikems wou have marked cdeared —
0 Pavmenks and Credits 0,00 Ending Balarce 101 .02
0 Charges and Cash Sdvances 0,00 Cleared Balance 135,30
Difference 34,74
Reconcile Now Leave
e
Carl Vinson Institute of Government
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Marking cleared transactions

To mark the transactions as cleared:

1.

2.

In the “Charges and Cash Advances” section of
the window, select all three charges.

In the “Payments and Credits” section of the
window, select the 12/02/07 payment for
$135.80

. Click Reconcile Now.

For this exercise, you want to write a check for
payment now, so leave that option selected and
click OK.

. In the Select Reconciliation Report window,

select Detail and then click Display.

. Click OK at the message QuickBooks displays.

° C lose t h e Re po rt ° m Carl Vinson Institute of Government



Paying a credit card bill

To write a check for the bill now:

1.

2,

3.

In the Write Checks window, make sure
Checking is listed as the bank account.

Click in the Pay to the Order of field and select

CalOil Company as the name of the credit card
company.

Click the “To be printed” checkbox to select it.




Paying a credit card bill

= Wiile Checks - Checking Twoe a helo question | Ask
HPevios [ Hew s Print - | %{ Fird
Barik Aecounl [Checking =] Ending Balance 45,423.98
Ma. Ta Prnt
Date 124572007 =
Faw to the Order of  Caldi Company i | 31002
DnEmnd'Ed Dreandﬂz.”[":f‘ EXXNEXMMENYEENMNNE X NN NENE NEEN I RN IR INEN 1N DI:I"ETS
Cailil Corrpary
PO Beow E22

Addiess | Middefield 04 94452

Iemo
[Expences $101.02 | ltems $0.00 | I Onine Payment W {T0be arhied
Accourt Aot MMema Customer:Job
Sl 00 -
-
Clear 5plis | Fesalculate | saveilose | SavesMew | x|

= (Click Save & Close to record the transaction.

=
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Working with asset accounts

To set up an Other Current Asset account:

1. In the chart of accounts, click the Account
menu button, and then choose New.

For the Type, choose Other Current Asset.
In the Name field, type Prepaid rent.

In the Opening Balance field, type 6000.

. Click OK.

g A W N
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Setting up asset accounts to track
depreciation

To set up asset accounts to track depreciation:

1. In the chart of accounts window, click the
Account menu button, and then choose New.

2. In the type field, choose Fixed Asset.
. In the Name field, type Trailer.
4. Leave the opening balance blank, and click OK.

w




Setting up asset accounts to track

depreciation

To add subaccounts:

1.

w

In the chart of accounts window, click the
Account menu button, and then choose New.

In the type field, choose Fixed Asset.

. In the Name field, type Cost.
. Select the “Subaccount of” checkbox, and

select Trailer as the parent account.

. Leave the opening balance blank.
. Click OK.

Repeat the previous steps to add a second
subaccount to the Trailer fixed asset account.
Call the subaccount “Depreciation,” and leave

the opening balance blank. m



Entering depreciation transactions

To enter a transaction for depreciation:

1.

w

In the chart of accounts, select the
Depreciation subaccount for the trailer.

. Click the Activities menu button, and then

choose Use Register.

. In the Decrease column, type 1300 and press

Tab. This is the depreciation amount.

In the Account field, select Depreciation
Expense.

Carl Vinson Institute of Government



Entering depreciation transactions

i
e N - 2 el qesticn sk T = How Dotz _ (| x|
= Goio.. | @ Print.. | @ Edit Transaction 5] QuickReport
[ake Aef Payes Decrease o Ircrease Belace
Tepe Accounk | Mamo
12/15/2007 E|nef Payoe ¥ ||1,300.00 Increase
SERIRML [[Sepreciation Expen ™ ] Menn
Splits Ending balance 0.00
[ 1iline
Sart by [Date, Type, Mumbarf... 7 | Record Restore
[
= Click Record.
o o
= Close the register window.
—~
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racking a loan with a long-term

liability account

To add a long-term liability account:

1.

N

gl A W

In the chart of accounts, click the Account
menu button, and then choose New.

. In the New Account window, select Long Term

Liability in the Type drop-down list.

. In the Name field, type Trailer Loan.
. Leave the Opening Balance field blank.
. Click OK.




racking a loan with a long-term
liability account

To record an increase in the asset’s Cost account:

1. In the chart of accounts, double-click the
Trailer:Cost subaccount.

2. In the increase field, type 30,000.

3. In the Account field, select the Trailer Loan
liability account.

4. Click Record.




racking a loan with a long-term
liability account

7 TrailerCoskt Type a help qestion | Ask * How Do I.?| o [m] 4

% Qo ta, | ﬁ Frink. .. | @Edit Transaction EQuickRapnrt

[ate Flef Payves Decrease J Ircraase Ealance
Tvpe Account | Memo
Ref s =] T |Decrsase lnorease
S counk LI Mo

Splits Ending balance 0,00

[ 1lihe
Sart by [Date, Tyme, Mumberf,, ™ | Record Restare

= Close the register window.
= (Close the chart of accounts.




racking a loan with a long-term
liability account

To create a fixed asset item:

1. From the Lists menu, choose Fixed Asset Item
List.

2. Click the Item menu button, and select New.
. In the Asset Name/Number field, type Trailer.

4. Enter the following information to complete
the Purchase Information section:

ltem is: New

Purchase Description: Trailer

Date: 12/15/2007

Cost: 30,000

Vendor/Payee: East Bayshore Auto Mall

w




racking a loan with a long-term
liability account

i
o [
= The New Item window should look like the
[ [
following graphic:
°
Type 2 help queston .Ful-:l + How Do Pl Dlﬁl
Tvp= oK I
W « | Use Far proparty you purchass, track, and may evencualy sal. Fized
— asseks are long-ivad assets, such as land, buldings, Furnitura, Cancel I
cquiprment, ard vehides,
Flext |
Aszck NarmeMomber Asst Acoourk —
| - [ -| Cuzharm Fislds I
jTrads: | CustemFields
— Purchase Information — Sales [nfarmation Speling |
Purchase Description [hemis & new  © used|| Soles Description [ Ttem is sald
ITrEiler I
Dare I12,|'15,|'2IZIIZI? E 55k Date ﬂ ™ Item is inackyve
[= 40,000, 00 Zales Prica LENT
vendor [Rayee |E=ct Bayshara auta Mall Sal=s Expense L]
— Aozet Information
Agcet DescHptian
Lacaban R Warnber Sarizl Nurmber Warranty Expires
| | I | =
Mckes
S
I I I Carl Vinson Institute of Government
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racking a loan with a long-term
liability account

To create a fixed asset item:
5. Enter the following information to complete

the Asset Information section:

= Asset Description: White trailer with company logo
= Serial Number: 123456789
= Warranty Expires: 12/15/2010

6. From the Asset Account drop-down list, choose
Trailer:Cost.

7. Click OK.
8. Close the Fixed Asset Item list.




racking a loan with a long-term

liability account

To record a payment on a loan:

. From the Banking menu, choose Write Checks.

. In the “Pay to the Order of” field, type Great
and then press Tab.

. For the dollar amount of the check, type

[ ol o V.o Vo YW o

. Click the Expenses tab, and then click in the
Account column and choose the Interest
Expense: Loan Interest expense account.

. In the Amount column highlight the amount
that QuickBooks prefilled and then type
225.00.

. Assign the remainder of the expense to the

Trailer Loan liability account. (T E—



racking a loan with a long-term
liability account

El write Checks - Checking Typ= a help 'I!-IE%H'TI Ask * HowDo1?| _|0O| x|
erevios [ Newt & rint - | By Find
Bank Aocount | Checking j Endirg Balance 4£,722 06
No. To Prink
Date 12/15/2007 &
Pay ko the Order oF Great Statewide Bark x| ¢ S00.00
Fiwahundred ananlfiuDH Rk kkkckckkekkekkskkkkk ks k k kR R R kg DE“EI’S
Great Statewide Bank
F. O, Boz 522
Addrass | Bawshore Ch 94326
| )
—
%I Croer Checks
Expenses $500.00 I Teers $0.00 'I I orlme Pavment W Tobe prinked
Accourt Amoank Mema Customet: Job =
Inkeresk Expense: . . 223,00 =]
raier Loan = 275.00 = I_
=|
Clear Splits I Recaculake | Save & Close I Save & New | Clear |

= Click Save & Close to record the payment.

S
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Review Activities

= Assume that the owner of Rock Castle Construction has
taken out a loan and purchased a computer system for
$15,000. He wants to track the accumulated depreciation
and cost of the system in two separate fixed asset
accounts.

= Create a fixed asset account called Computer System and
two subaccounts—one for cost and one for Accumulated

° °
A“MA'I‘LIAI&

Depreciation.
= Create a long-term liability account to track the loan.

= Enter the amount of the loan as an increase in the asset’s
Cost account. Assign the transaction to the loan liability
account.




Receiving Payments and
Making Deposits
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Lesson objectives

= To learn how to record customer payments in
QuickBooks

= To learn how to handle customer discounts,
partial payments, overpayments, or down
payments

= To see how to record a deposit in QuickBooks,

o e A A L A L O

and learn how QuickBooks treats the deposit
behind the scenes

= To learn how to enter cash back from a deposit
in QuickBooks




Recording a payment in full for a

single job

To record a payment in full:

1.

w

From the Customers menu, choose Receive
Payments.

. In the Received From field, select Violette,

Mike: Workshop from the drop-down list.

. Press Tab to move to the Amount fieid.
. In the Amount field, type 4735.73 and press

Tab.

. In the Payment Method field, select Check from

the drop-down list and then press Tab.

. In the Check # field, type 6745.




Recording a payment in full for a
single job

#: Receive Payments Type a help question Ask]
4 Presvious [Cg Mext | qb History = Ej_’ et Online Pmts

Customer Payment

¥ How Do l?| o] x|

Received From |viplette, Mike:Workshop =| Customer Balance 4.735.73  cee by 70% of
QuickBooks users

Amount | 4,735.73 Date [12/15/2007 & say accepting
credit cards in

Pmt. Method  |Check =] Check#  [e745 QuickBooks is

better,
Memo | ‘Where does this payment qo? ¢ See wh
I™ Process credit card payment when saving Find a Customer/Invaice. .. |

J | Date MNumber

Qrig, Amt, Amt, Due Payment I

Totals 5,735.73 4,735.73 4,735.73
— &mounts for Selected Invoices
Amount Due 4.735.73
Un-Apply Payment | applied 4.735.73
: Discount and Credits
Discounk & Credits, .. Applied 0.00
Save & Close I Save & New Revert

= Click Save & New. | [t o

== 7 The University of Georgia




Entering a partial payment

To enter a partial payment:

1.
2.

3.
. In the Payment column, type 1000 as the

In the Received From field, select Ecker
Designs:Office Repairs from the drop-down list.

Press Tab to move to the Amount field, and
then type 1000. Then press Tab again.

Click Un-Apply Payment.

p
amount you want to apply to the second
invoice, and then press Tab.

. In the Pmt. Method field, leave Check selected.
. In the Check # field, type 5678.
. Leave the “Leave this as an underpayment”

option selected.

. Click Save & New to record the partial payment

and clear the window. .

I I I Carl Vinson Institute o f Government
The University of Georgia



Applying one payment to multiple jobs

To apply one payment to multiple jobs:

1.

2,
3.

In the Receive Payments window, select Cook,
Brian from the Received From drop-down list.

Press Tab to move to the Amount field.

In the Amount field, type 7812.63 and then
press Tab.

In the Pmt. Method drop-down list, confirm
that Check is selected.

. In the Check # field, type 375.




jobs

Applying one payment to multiple

¥ HowDoI?| _ [0 x|

@ previous [ pext | E‘:h History = | |'—_‘4’|’ Get Online Pmts

Customer Payment

Received From |cg.:.|.<, Brian

| Customer Ealance

7.812.63

See why 70% of

QuickBooks users
Amount | 7,812.63 Dake 1zf15/2007 & say accepting
credit cards in
Prot, Method | Check R Check # {375 QuickBooks is
better.
Memo I Where does this payment go? < See wh
% I” Frocess credit card payment when saving Find a Customer/Invoice. .. I
| J | Date | Job | humber Orig. Amk, Amt, Due | Paymenk '

466.69 j

v 1,636.69 466,69
J |11f25/2007 |2nd story addition |58 5,418.00 5,003.30 5,003.30
J |12/11)2007 [Kitchen FC& 5.95 5,95 5.95
J |12/15/2007 |Kitchen 76 1,636.69 1,636.69 1,636.69
Totals 11,797.33 7.812.63 7.612.63
~ Amounts for Selected Invoices
Amount Due 7.812.63
Un-Apply Payment || Applied 7.81263
Discount & Credits.. . Discqmt and Credits 0.00
Applied
Save & Close l Save & New Clear
(]
= (Click Save & New.
e N
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Entering overpayments

To enter the payment:

1.

D WN

Ul

In the Received From field of the Receive
Payments window, select Pretell Real Estate:75
Sunset Rd. from the drop-down list.

Press Tab and type 12500 in the Amount field.
Press Tab again.

Select “Refund the amount to the customer”
option.

. Click Save & New.

In the Issue a Refund window, click OK.




Handling down payments or
prepayments

To enter the down payment you’ve received:

1. In the Received From field, select
Abercrombie, Kristy:Kitchen from the
drop-down list and then press Tab.

2. Type 1000 in the Amount field and then press
Tab.

3. Leave the “Leave the credit to be used later”
option selected.

4. In the Pmt. Method field, make sure Check is
selected.

5. In the Check # field, type 4321.

6. Click Save & Close.

7. Click OK in the message that displays. —

I I I Carl Vinson Institute o f Government
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Handling down payments or
prepayments

To create an invoice for a customer who made a
down payment:

1. From the Customers menu, choose Create
Invoices.

2. In the Customer:Job field, select Abercrombie,
Kristy: Kitchen from the drop-down list.

3. QuickBooks displays the Available Estimates
window. You don’t want to create the invoice
from the estimate listed, so click Cancel.

4. From the Template drop-down list, choose
Custom Invoice.

. Click in the Item column, select Removal from
the Item drop-down list, and then press Tab.

S
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Handling down payments or
prepayments

To create an invoice for a customer who made a
down payment:

6. In the Quantity column, type 40 and press Tab.

7. Click Apply Credits to apply the down payment
amount made earlier towards this invoice.

. Click Yes at the message that displays.

9. This is the credit that you want to apply to the
invoice, so click Done.

(04)




Handling down payments or

prepayments

(T S -+~ a%] < nowbor| _[|x]

4 previous [ pext Q%Prird; - lgﬁta'r-l:l - aShip - aFind [ Speling "_‘-LhH'!sl;or';.f %Letters - %Customize -

Invoice

kristy Abercrombis
5647 Cypress Hill Rd
Bayshore CA 94326

Template  Print Preview |
-

Custom Invoice
DATE INWOICE #
12j15/2007 E| (93

P.O. NO. CONTRACT #
||Net3l] ;||u1114,fznua E|| ]

ITEM QUANTITY | DESCRIPTION | RATE | AMOUNT | Tax
Remaoval 40 Remaval labor 35,00 1,400.00 |Mon ];
=
Customer = Tax |5an Tomas - I(?.?S%) 0.00
Message
Total 1,400,00
I To be printed Add TimefCosts, .. Apply Credits.,, | Payments Applied 1,000.00
™ Tobe e-mailed P Pl e Balance Due 400,00
7 Let QuickBooks help you get vour Invoice paid online by credit card. SavedClose | SavetcNew |  Revert |

Click Save & Close to record the transaction.

S
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Making deposits

To select payments to deposit:
1. From the Banking menu, choose Make Deposits.

2. Click to select the payments you want to bring
to the bank.

3. Click OK.

4. In the Deposit To field, make sure that
Checking is selected.

5. Click Save & Close to record the deposit.

I I I Carl Vinson Institute o f Government




How QuickBooks handles the deposit

]

To view the Undeposited Funds account:
1. From the Lists menu, choose Chart of Accounts.

2. In the chart of accounts, double-click the
Undeposited Funds account.

= Undeposited Funds

: Goto,.. | g Prnt.. | @ Edit Transaction El_ﬂ_ui-: kR epart
Date Ref Papee Decrease | Increage Balance
Type Account Memo

12/15/2007 431 Abercrombie, Kristy:Kitchen 1.000.00 2,000.00 ;I
DEP Checking [zplit]

12/15/2007 5678 Ecker Designs: Office Repairs ¥ 1.000. 00 3.000.00
FPT Accounts Receivable

1215/2007 5678 Ecker Dezigns:Office Repairs 1.000.00) & 2.000.00
DEP Checking [split]

12/15/2007 6745 Violette, MikeWorkshop F 4,730 73l 6735.73
FMT Accounts Hecelvable

12/15/2007 6745 Violette, MikeWoarkshop 473873 L E,IIII]I].IZII]_|
DEP Checking [split] ;|

™ 1-dline Ending balance 212400

Soitby |Date, Type, Number/.. ¥ m o

Carl Vinson Institute o overnment
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How QuickBooks handles the
deposit

3. Close the account register window.

4. In the chart of accounts, double-click the
checking account.

5. Close the checking account register and the
chart of accounts.

I I I Carl Vinson Institute o f Government




Getting cash back from a deposit

To record getting cash back from a deposit:

1.
2.

3.

From the Banking menu, choose Make Deposits.

In the Payments to Deposit window, select the
payment from Doug Jacobsen.

Click OK.

In the Make Deposits window, type Petty Cash
in the “Cash back goes to” field and press Tab.

. When QuickBooks displays a message telling you

that Petty Cash is not on the account list, click
Set up.

I I I Carl Vinson Institute o f Government
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Getting cash back from a deposit

To record getting cash back from a deposit:

6. Make sure Bank is selected in the Type drop-
down list, and then click OK to return to the
Make Deposits window.

7. In the “Cash back amount” field, type 200 and

press Tab.

8. Click Save & Close.

9. To see the effect on these accounts, choose
Chart of Accounts from the Lists menu.

10.Close the chart of accounts.




Review Activities

= Create an invoice for Bryan Ruff’s utility shed
job.

= Add items to Rock Castle Construction’s Item list
as needed.

= After you invoice Bryan, record a payment from
him in the Receive Payments window.

= Record Rock Castle Construction’s deposit of the
payment.




Entering and Paying Bills
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Lesson objectives

= To discuss the different ways you can handle
bills in QuickBooks

= To learn how to enter a bill in QuickBooks

= To use the Pay Bills window to pay a bill in
QuickBooks

= To learn how to enter a discount on a bill
from a vendor




Handling Bills

= Write a check manually and enter the information into a
QuickBooks register later.

= Use QuickBooks to write and print a check.

QuickBooks makes the entry in the checking account register for
you.

= Use the QuickBooks accounts payable feature to track the

amounts vou owe to vendors, track cash flow needs and

handle bills you want to pay later.

= Pay by credit card and enter the credit card receipt into
QuickBooks later.

= This lesson will cover how to use QuickBooks for accounts
payable.




Using QuickBooks for accounts
payable

To see the Accounts Payable register:
1. From the Lists menu, choose Chart of Accounts.

2. Double-click Accounts Payable in the list to
open the register.




Using QuickBooks for accounts
payable

& Accounts Payable Type a help question | Ask ¥ How Do 1?
: Goto.. | @ Print... | @ Edit Tranzaction Eguickﬂepmt
Date Number Wendor Due Date Billed f Paid Balance
Type Account | Memo
1241572007 Keswick Inzulation Faid 670,00 31,241 70 &
BILL Job Expense:
12A56/2007 12/03 Cal as & Electnc 1243072007 12268 31.364.38
BILL Utiities Gas a Acct #560-82 I
12/19/2007 wheeler's Tile Ete, 525,00 30,733.38
BILLPMT | Checking |
Vendor ;ﬂ Billed Paid 1
Account Ll Memo 'rl
il Ending balance 30,739.38
I~ 1-Line I~ Show open balance
Sotby | Date, Type, Number/.. j Record I Restore I

= Press Esc twice to close the open windows.

I I I Carl Vinson Institute of Government
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Entering bills

To enter a bill:

1.
2.

3.

Ul

9.

From the Vendors menu, choose Enter Bills.

!I|_1 tbhe Vendor field, type Willis Advertising, and then press
ab.

When QuickBooks displays a message telling you that Willis
Advertising is not on the Vendor list, click Quick Add.

. In the Amount Due field, type 1500.
. Click in the Bill Due field.
. Click in the Account column on the Expenses tab and type

Printing.

. Press Tab to accept Printing and Reproduction as the

account.

. Type 1450 to change the amount from 1,500 to 1,450.
Click in the Account column below Printing and Reproduction.

10.From the drop-down list, choose Freight & Delivery, and then

press Tab.

=
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Entering bills

B enter Bills Type a help question 'Askl : * How Do I? | =10] x|
& previous [ Next | %1 Find 9 History

& Bl Credi | Bill Received

vendor Wilis Advertising j Date 12/15/2007 &)

Address | Willis Advertising Ref. No.
Amount Due  1,500.00

Bill Due 12/25/2007 El

uuuuu

12T e i
Mema
] Expenses $1,500.00 | Items $0.00 |
Account Amounk | Memo | Customer:Job |
Printing and Reprod... 1,450.00 -~
reight & Delivery 50,00 i
hd|
Clear Splits I Recalculate Save & Close Save & New I Clear I

Carl Vinson Institute of Government

= Click Save & Close to record the bill. f‘l\l
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Paying bills

To pay a bill:
1. From the Vendors menu, choose Pay Bills.
2. Select the “To be printed” option.

3. Select the Willis Advertising bill by clicking in
the column to the left of the bill.




Paying bills

-]

& Pay Bills Type a help question | Ask - w How Do I?IAEIE

l112/25/2007 |wills Advertising ||| 150000 000

0.00

— Select Billz to be Paid
Show bills {* Due on or before |'| 2/25/2007 E
" Show all bills 5ot Bils By [Due Date j
J  Date Due Wendor Ref. Ho.  Disc. Date Amt, Due Disc. Used  Ciedits Used  Amt To Pay
12/20/2007 |Hopking Constru... 550.00 0.00 0.00 0.00 =
12/23/2007 |Hopkins Constiu... 150.00 0.00 0.00 0.00
12/24,/2007 |Middlefield Drwwall 1.200.00 0.00 0.00 0.00

Totals 3.400.00 0.00 0.00 1.500.00
— Dizcount & Credit Information for Highlighted Eill
Vendor  Willis Advertising Terms Mumber of Credits 0
Bill Ref. Mo Sugg. Discount D.00 Total Credits &vailable 0.00
GotoBil I Set Digcount I Set Credits |

— Pavment Account i Papment Method Payrnent Date
IEhecking j II:heck j (* To be printed

|12."“15.r"21:"]? =
Ending Balance 44 923 98 " Assign check no. J

Clear Selechons I Fay & Close | Pay & New I Clear I
= Click Pay & Close.
—~
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How QuickBooks records your bill
payment

To see the entry in the accounts payable register:

1. From the Company menu, choose Chart of
Accounts.

2. In the chart of accounts, double-click the
Accounts Payable account.

. Close the accounts payabie register.

w




How QuickBooks records your bill
payment

To see the entry:

1. In the chart of accounts, double-click Checking.
. Select the Willis Advertising transaction.

. On the toolbar, click Edit Transaction.

:-th

. Press Esc to close the Bill Payment Check
window.

5. From the Window menu, choose Close All to
close all the open QuickBooks windows.

6. Click Home in the navigation bar to open the
Home page.

The University of Georgia




QB Tips

= The unpaid bills report lists the unpaid bills in
accounts payable, grouped by vendor.

Reports:Vendors&Payables:Unpaid Bills

= The A/P aging summary report summarizes the status
of unpaid bills in accounts payable

A“

PAIF . e

ad W 4

Iﬁﬁcl_nﬂ\'ﬂklﬂﬂ. H VA~ Mﬂ
rs&Payables:A/P Aging S nary

|

@)

~
U
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Applying vendor discounts to bill
payments

To apply a discount for early payment:
1. On the Home page, click Pay Bills.

2. In the “Due on or before” field, type 1/16/2008
and press Tab.

3. From the Sort Bills By drop-down list, choose

n1cr~n||nl- n:'l-n
SCUuUiiL /all

4. Click to put a checkmark next to the bill for
Hamlin Metal with a due date of 1/10/2008.

5. Click Set Discount.




Applying vendor discounts to bill
payments

¢ Discount and Credits EI
Bill
Yendor Hamlin Metal
Ref. Mo, Amount Due 670.00
Date 12112007 Discount: Lised 13.40
Original Amt, 670,00 Credits Used 0.00
Amt. To Pay 656.60
] Discount I Credits I
Discount Date 1212112007
Terms 2% 10 Met 30
Suggested Discount 13.40
Amount of Discount
Discount Account j
Done | Cancel | Help |

From the Discount Account drop-down list,
choose Construction:Discounts given to track the
discount amount.

Click Done.
Click Pay & Close. | [t




Review Activities

= Write a check to a vendor, assigning the amount
to more than one expense account.

= Enter a bill in the Enter Bills window, and then
view the bill transaction in the accounts payable
register.

= Pay the bill using the Pay Bills window.

eeeeeeeee
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