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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

in previous periods.

= You can also set a password for making changes

peterences T ST Y
My Preferences l Company Preferences ] oK
#coounting ACEGUNE Nk Cancel
[ Use account numbers
7 Shiow lowest subaccount anly o
Default
¥ Require accounts
[~ Use class tracking Also See:
Deskiop I Prompt ko assson classes al
Payroll and
% ¥ Butomatically assign general journal entry number Employees
E.I“:r";: ¥ warn when posting a transaction to Retained Earnings
% Clasing Date
Conaral Date through wehach books are closed
et 09/30/2007 |
ﬂ Password bo edit ransaction on or before date above.
Integrated | SetPassword...
ppplications = |
—~
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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

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

St up user password and access

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

|:Iu-e Employes

Pazsveord:

|"I LL L

Confirm Password: [I -

oLl WO 1A o o
Pasowonds ara case-sensikine, S0 burming on either of these keys can affect
hiows your password is stored.

Each user gets a
unique password.
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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'

e
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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 U'SEI"S
g transactions in the areas they have access to? pruﬁ]e can
€ Yes restrict the
,,,,, ability to delete
o . L e - transactions.
Shouid this user also have the abilty to change or delete transactions
that were recorded before the dosing date?
 Yes
¥ 1o
Brey Next Einish 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|

WE You have finished setting this user's access rights and passwaord.
Q‘\'ﬁs Bielow is a summary of this user's access rights. Click the Finish
??"‘ﬁ@ bukkon ko complete this bask,

Ry =
£

Access for user: Joe Employee Page 10 of 10

Area | Create | Print | Reports
Sales and Accounts Receivable ¥ ¥ M
Purchazes and Accounts Payable i N ]
Checking and Credit Cards ¥ i n'a
Invenbory I M M
Tirne Tracking M M M
Payroll and Employees M M M
sensitive Accounting Activities M M M
Sensitive Financial Reports M ] n'a
Changing or Deleting Transackions M n/a n'a
Changing Closed Transactions M i & &
Priy ek 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
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Separate Reconciliations from Payroll
Issuer

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

I I Carl Vinson Institute of Government
= 7 7 The University of Georgia




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.

e
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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 eadily accessible
in your files and then archived according to the type
of document.

t
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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 reconciliations so it is
done by a person other than the sta fer generating
the checks.
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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.

e
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Review Receivables and Payables

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

e
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Doing payroll with QuickBooks




Lesson objectives

= To gain an overview of payroll in QuickBooks

= To learn more about payroll setup

= To set up employee payroll information

= To practice writing and printing a payroll check

= To learn how QuickBooks tracks your tax
liabilities

= To practice paying payroll taxes
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Calculating payroll with
QuickBooks

To do its payroll calculations, QuickBooks needs four
kinds of information:

= Information about your company

Besides the company name and address, this includes
information about your federal tax ID numbers. You
enter this information in the EasyStep Interview when
you set up your QuickBooks com%any data file. (You can
view most company information by choosing Company
Information from the Company menu.)

= Information about your employees

The QuickBooks Employee list stores general information
about each of your employees, and specific information
related to patyroll (such as the employee’s salary or
hourly rate, filing status, number of exemptions, and
miscellaneous additions, deductions, and company
contributions). You can store payroli information that
most employees have in common in employee defaults.
Whenever you have a new em?loyee to add, simply
enter information that’s specific to that employee
(name, address, and so on).
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Calculating payroll with
QuickBooks

= |Information about your payroll items

QuickBooks maintains a list of items that affect the amount on
a payroll check, including company expenses related to
payroll. When you specify that you want to use payroll,
QuickBooks creates a number of payroll items for you. You add
others as you need them.

= Tax tables for federal, state, and local withholdings

QuickBooks uses tax tables to calculate payroll. You get the
current tax tables and keep them current when you subscribe
to one of the Intuit Payroll Services. If you choose not to
subscribe to one of these payroll services, you need to
calculate and enter your payroll tax deductions manually for
each paycheck. Once you’ve set up your company, employee
data, and payroll items, to run payroll you enter the number of
hours worked during the pay period for each employee.
QuickBooks calculates the gross wages for the employee, and
then refers to its tax tables (if you’ve subscribed to one of the
Intuit Payroll Services—Standard Payroll, Enhanced Payroll, or
Assisted Payroll) and the company and employee information
you’ve entered to calculate all withholdings and deductions
and to arrive at the net pay figure. QuickBooks also calculates
your company payroll expenses (for example, your — |
contributions to social security and Medicare). | | ]zt comemen,




Setting up for payroll

To turn payroll off in a company data file:

=  From the Edit menu, choose Preferences, and
click Payroll & Employees in the left panel.

= Click the Company Preferences tab and select
“No payroll.”

= Click OK.
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Setting up for payroll

= QuickBooks maintains a list for everything that
affects the amount on a payroll check and for
every expense related to payroll. This is called
the Payroll Item list.

There are payroll items for compensation, taxes,

and other deductions and employer-paid expenses.
QuickBooks uses payroll items to track individual

amounts on a paycheck and accumulated year-to-
date wage and tax amounts for each employee.

= To view the Payroll Item list:

1. From the Employees menu, choose Payroll Item
List. (You must have payroll turned on to see
this choice.)

2. Close the Payroll Item list.

e
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Setting up for payroll

= QuickBooks displays the Payroll Item list.

= . Payroll Item List Type a help question Ask]

¥ HowDo 17| _ O] x|

Ikemn Name Type Amount | Annual Limit | Tax Tracking Pavable To Account ID
Yearly Salary i_ompensation

Sick Salary Yearly Salary Compensation _|

‘Wacation Salary Yearly Salary Compensation

Owettime Pay Hourly Wage Compensation

Reaqular Pay Hourly Wage Compensation

Sick, Hourly Hourly Wage Compensation

‘Wacation Hourly Hourly Wage ompensation

Bonus Addition 10,000.00 | Compensation

Mileage Reimb. Addition 0.32 Compensation

Health Insurance Deduction -1,200,00|None Sergeant Insurance

#dvance Earned Inco. .. |Federal Tax Advance EIC Payment  |Great Statewide Bank |00-7204153

Federal Unemployment |Federal Tax 0.5% 7,000.00 (FUTA Great Statewide Bank |00-7904153

Federal Withholding Federal Tax Federal Great Statewide Bank |00-7904153

Medicare Company Federal Tax 1,45% Comp, Medicare Great Statewide Bank |00-7904153

Medicare Employes Federal Tax 1,45% Medicare Great Statewide Bank |00-7904153 =/

Payroll Item ~ I Activities ™ Reports = | Include inactive

e
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Setting up for payroll

To add a payroll item:

1.

w

From the Employees menu, choose Payroll Item
list.

. Click the Payroll Item menu button, and then

choose New.

. QuickBooks displays the Add new payroli item

window, which steps you through the payroll
item setup process.

. Select the type of payroll item you want to

create. Then, click Next and follow the
onscreen instructions.

e
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QuickStart tips

= Depending on your payroll, you may need
additional payroll items of the following types:
Yearly salary, Hourly Wage, State Withholding,
State Disability, State Unemployment, Other
Tax, Deduction, Addition, Commission, or
Contribution.
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Setting up employee payroll
information

= QuickBooks calculates payroll for each employee
on the basis of that employee’s pay rate, filing
marital status, exemptions and so on. The
employee list stores general information each
employee as well as payroll information.

= In this next exercise, you are going to add a new
employee to Rock Castie Construction payroll.

e
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Setting up employee payroll information

To view information stored in the Employee list:
1. Click Employee Center on the navigation bar.

# Employee Center: Dan T. Miller e 4 hetp question Asl| = HowDo 17| _ |0 x|

*H Mew Employee.., G0 Related ctivities = = Prink= 10 Enter Tme ™ | Export Transackions.. ) Word ®
Trarsactions | Payrall | Employee Information Edk Emploss ., Reports for this Employee
Wizt I.ﬂ.-:time Erplovess ﬂ -+ | | ErmplioyesMame Dan T, Miler Fhone 555-2601 & QuickReport
acdress Dan Miker Celialzt  Pavral Summary
flame 195 Spruce feve, 202

Bayshore, £8 34476 Al Fhons & Paid Tire O Aepork

Elzazath M. Mason Ernal = Payrol Transsckion Detal
ixegq O, Schneider
= Lesm Obook Pavrol
kobas Edi: Mckas..,

Show [al Trarsactions *| Date [This Colerelar tear 7| 01)01/2007 - 12{31/2007

Transachon Type | Date * | Paid Throogh I Accont Amount

Paychedt 12)infamn7 LEAnfzo0? Checking 1,3z20.07
Payched: 11)z7 2007 LLfz7 2007 hecking 1,297,765
Payched: 11)13f2007 11132007 Chechirg 1,297.75
Payched 10/30/2007 L0y20/2007 Chechirg 1,297.74
YT Adjusmenk 101542007 L0527 "heckirg 127275
0 Sdiuszment 10)0Lf2007 L0y f2o0? Checking 1,268,255
0 Adiuszment D91t 0BT 2007 1,264,758
Y0 Adiuszmens 0oy 2007 NS0 2007 1,264,748
IO Adjuszmen: 08|20/ 2007 0gfz0)z007 1,264.78
FTD Adjustment 08| 0ef 2007 OBj06 2007 1,264,
FTD Adiustmeni o7 )23f20o7 07fz3)2007 1,264,735
PTO Adjusmeni: 07 )oaf 20T 07 )oa) 2007 1,264.75
PO Adjusmeni: 06 )30/ 2007 0E)=0) 2007 #,105.06
IO Adjuszmeni: oa)31/2007 03431 )2007 4,055.05

S
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Select Dan T. Miller in the list, and then click Edit
Employee.

. Click the Address and Contact tab.

Click the Additional Info tab.

In the Change tabs drop-down list, select Payroll
and Compensation Info.

Click Taxes.

Click the State tab to review the state withholdings.
Click OK to return to the Edit Employee window.
Click OK again to return to the Employee Center.

e
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Using employee defaults to store
common information

= QuickBooks stores a wealth of information about
each employee, but it doesn’t require you to
enter the same information over and over.

= When you have information that applies to most
of your employees, you can enter it into your
employee defaults. Then, when you add an
employee, QuickBooks automatically fills in the
information stored with the defaults. You just
need to add or change any information that is
different for a particular employee.

e
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Using employee defaults to store
common information

To view employee defaults:

1. With the Employee Center displayed, choose
Employee Defaults from the Related Activities menu
button.

2. Select the “Use time data to create paychecks”
checkbox to include pay for time entered using the
time tracking feature.

3. In the Additions, Deductions and Company
Contributions area, click in the Iltem Name column,

and then choose Health Insurance from the drop-
down list.

4. In the Amount column, type 50 and press Tab.

e

I I I |Carl Vinson Institute of Government
The University of Georgia




Using employee defaults to store
common information

4
= Your screen should look like the following.
eployecoctouts XTI DT MY
— Earnings .
Pay Period [gi - OK
Item Mame | HourlyAnnual Rate =i Bivwockly J
Reqular Pay - claee | j Cancel
1' Help
[V Use time data to create paychecks
— Additions, Deductions and Company Contributions
Item Name | Amount ' Limit Taxes...
Health Insurance = | -50.00 1,200.00 =
SickfWacation, ..
~|
[ Employee is covered by a gualified pension plan
~
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Using employee defaults to store
common information

]

5. Click Taxes. QuickBooks displays the Federal tab of
the Taxes Defaults window.

J Federal | State | Other 0K
Filing Status Cancel
Subject to Help
vV Medicare

v Social Security
[T Advance Eamed Income Credit

[V Federal Unemplayment Tax [Company Paid)
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Using employee defaults to store
common information

6. Click Cancel to close the Taxes Defaults window.

7. Click Sick/Vacation.

= Information regarding sick days and vacation days is
entered in this window. QuickBooks keeps track of the
earned time each pay period.

8. Click Cancel to close the Sick & Vacation Defaults

window.

9. Click OK to close the Employee Defaults window.
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QuickStart Tip

= The employee defaults affect employees you set
up in the future. If your employee list already
contains names of employees but does not have
payroll information for them, the defaults will
not be applied to those employees.
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Adding a new employee

To add a new employee:

1. With the Employee Center displayed, click New
Employee.

2. On the Personal tab, enter the employee data.
Typeahelpque-stlm Ask » How Do 1?7 | _ |O0] x

Information for. Michael M. Wikite | oK |
Change tabs: |Personal Info j Cancel |
| Peisonal | AddiessandContact | Addiionalinfo | Newt |
Mr. /M= /. IMf- Help
Legal Name r Employes is
First Name |Michael M. |M. inactive
LastName  [wilhite
Print on - —
Checks as IMichael M. Wikite
SS Mo |555-55-4321
Gender IMale j
Date of Bith [1721/75 L
=
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Adding a new employee

3. On the Address and Contact tab, enter the
employee data.

“Newbmier__________ [CTICTEIY  RACINE MBS
| Infarmation for:  Michael M. wilkite 0K
Change tabs: |Personal Info | Cancel
| FPersonal I Address and Contact I Additional Info ] Next
Home Address Help
Address !153 West Main Strest o Employes is
| inactive
Ciky IE.ayshDre
State  [Ca  +|Zip[34326
Phone  [415.555-1234
Cellular 4155555678
&t Phone |
Fax |
E-mail | rwilkite@samplename. cor
Pager | PIN [Pager] |
—
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Adding a hew employee

In the Change tabs drop-down list, select
Employment Info.

In the Hire Date field, enter 11/28/2007.

. In the Change tabs drop-down list, select Payroll

and Compensation Info.

In the Earnings section of the window, click the
Item Name column and press Tab.

. In the Hour/Annual Rate column for the Regular Pay

payroll item, type 15. Then press Tab.
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Adding a new employee

= The Payroll Info tab should look like the
following.

‘Infnrmatinn for. Michae! M. Wikite | 0K |

Change tabs: |F'a_l,JlDI| and Compensation [nfa j Cancel
I Payroll Info | MNest |
E.‘:Irlngs e ey | Hdp ||
ltern Narne Hourly/érnual Bate Fayrenad |Biweekly 7| :
. ~ Emplovee is
Regular Pay 15.00 inactive
| i
hd

¥ Use time data to create paychecks

Additiong, Deductons and Company Contributions

Item Mame Amount Limit Taxes... |
Health Insurance 50,00 -1,200.00 =~ 5 5
Sick/acation... I

Direct Deposit |

=|

[T Employee is covered by a qualified pension plan
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Adding a new employee

9. Click Taxes.

10.From the Filing Status drop-down list, choose Married.
11.Click State.

12.In the Filing Status field, choose “Married (two
incomes).”

13.Click OK.

14.In the Additions, Deductions, and Company

Contributions area, type 15 in the Amount column for
Health Insurance and press Tab.
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Adding a new employee

= The New Employee window should now look like
this.

CNowEmplopee  ICTIEREIT  RATINE MEIE

Information for, Michael M. Wikite | ok |

Change tabs: |[Fayrol and Compensation Info = Cancel I
Payroll Info | Newt I

Eamings L e— Help I
—)
Itern Mame Hourly/&nnual Rate PayPengd |Biweskly ) Employes is
Regular Fay 15.00 |~ [ inactive
=

¥ Use time data to create paychecks
&dditions, Deductions and Company Contributions

Ibern M arme Armnount Linnik Taxes... |
Health Insurance ™| -15.00 = ; ;

SickMacation.. |

Direct Deposit |

™ Employee is covered by a qualiied pension plan
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Adding a new employee

15. Click OK.

16. When QuickBooks asks whether you want to set up
additional payroll information, click Leave As Is.

17. Close the Employee Center.
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Writing a paycheck

= QuickBooks lets you print payroll checks in a
batch or one at a time. You may want to process
the paychecks of salaried employees in a batch,
and do payroll for the hourly employees one at a
time.
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Writing a paycheck

To run a paycheck:

1. From the Employees menu, choose Pay
Employees. QuickBooks displays the Select
Employees To Pay Window.

= Select Employees To Pay Tvpe a help_:u_quegtiuln Askl " How Do I?I _ ||:| |£|
Bank Account  |Checking j ¢ Enter hours and preview check Create
— Paycheck Options berore creating. Er R
% To be printed _ ~ Create check withaut preview e
: First Check Number using hours below and last quantities
¢~ To be handwritten | - ’ Print Paystubs
or direct deposited (" Enter hours using Rapid Time Entry.
Preferences Leave
Check Date |[EFEELY E Pay Petiod Ends |12,l'24.i21:ll:l? E Sort By |Employee ﬂ Mark Al
o | Employee | Pay Period ] Rate | Hours | Last Pay Petiod End
Dan T. Miller Bivweskly 1,596.15 8:00 |12/10/2007 -
Elizabeth M. Mason Biweekly 14.75 40:00 (1241042007 _
izregg O, Schneider Biweekly 17.25 8:00 [12/10/2007
Michael M, Wilhite Biweekly 15.00 0:00
=l
e =
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Writing a paycheck

To run a paycheck:
2. In the Pay Period Ends field, type 12/15/2007.

3. Click in the column to the left of Michael M.
Wilhite’s name.

4. Make sure that “Enter hours and preview check
before creating” is selected.

5. Click Create.

6. If QuickBooks indicates that there is no time
data for this employee, click OK.
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Writing a paycheck

= QuickBooks displays the Preview Paycheck
window. Now you can enter the time Michael
worked.

T ] -+ - wesor Aok][ [ ¥ Howbotr] x|
Michael M. Wilhite Bay Period [12/02/2007 |- [12/15/2007 ]
L I~ Use Direct Deposit:

CQrmings
Item Mame | Rate Hours | Customer: Job | Service Item Sick Available 0:00
4 ‘ | 4 LEl Yacation Avail, 0:00
Sick Accrued
Wac. Accrued
o I Do not accrue sickfvac
b4
Total Hours: 0;00
Other Payroll Items Employee Summary
Itern Mame Rate Quantity Item Mame | Amounk ¥TD
Health Insurance -15,00 | |Heakth Insurance -15.00 -15.00 ~
| |Federal withholding 0.00 0.00 |
Social Security Employee 0.00 0.00
Medicare Emploves 0.00 0.00
'I CA - Withhalding 0.00 0.00
C4 - Disabllity Employes 0.00 0.00
Company Summary
Item Mame Amount ¥TD
CA - Employee Training Tax 0,00 0,00 ;|
Social Security Company 0.00 0.00
Medicare Company 0.00 0.00
Federal Unemployment 0.00 0.00 -
CA - Unemplayment Camparny 0,00 0.00 Ll Check Amount: -15.00
Create Cancel Help | I™ Enter netjCalculate gross
e
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Writing a paycheck

7.

To run a paycheck:

In the Earnings section, click in the Item Name
column, and then select Regular Pay from the
drop-down list.

. Tab to the Rate column and type 15, if the

amount doesn’t pre-fill.

In the Hours column, type 80 and press Tab.

= QuickBooks fills in the Employee Summary area of

the Preview Paycheck window, showing the gross
regular pay and all of the deductions from
Michael’s paycheck. The net amount of the check
appears at the bottom.

e
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Writing a paycheck

Preview Paycheck Type a help question Askl “* How Do I?I x|

Michael M, Wilhite

Pay Period |12/02/2007 ﬂ— |12115f2007 E

[~ Use Direck Deposit

imgs
Item Name Hours | Customer: Job Service Ikem Sick Available 0:00
Reqgular Pay - || v || yacation Avall. 6:45
1| sick Accrued
Wac, Accrued 6:45
_I [ Do ot accrue sickjvac
.
Other Payroll lhems Employes Summary
Itern Mame R Itemn Mame Aot I Y10
Health Insurance & | |Regular Pay 1,200.00 1,200.00 =
— |Health Insurance -15.,00 -15.00
Federal ‘Withholding =106,00 =106.00
Social Security Employes -74.40 -74.40
L] Medicare Emploves -17.40 -17.40
CA - Witl‘hulding -33.43 ~F3 43
Company Summary C# - Disability Employes -12.96 -12.96
Tkern MNanme
A - Employee Training Tax 1.20 =]
Social Security Company 74.40
Medicare Comparry 17.40
Federal Unemployment 9.60 -
A - Unemployment Company 63,00 ﬂ Check Amount: 940,51

Create

[ Enter net/Calculate gross
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Writing a paycheck

= Because payroll tax rates change regularly,
your numbers may vary from this illustration.

= The Company Summary area of the window
shows company-paid taxes and contributions
that don’t affect the amount of the paycheck
(company-paid benefits).

10.Click Create.

= QuickBooks writes a payroll check for the correct
net amount, showing the deductions in the voucher
area. QuickBooks displays the Select Employees To
Pay window.

11.You don’t want to pay another employee now,
so click Leave.

=
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Viewing the paycheck

QuickBooks records payroll checks in your

QuickBooks checking account register. You can
see the check by going to the register.

To view the paycheck from the register:

1.
2.
3. Select the paycheck transaction for Michael M.

From the Lists menu, choose Chart of Accounts.
Doubie-click “Checking.”

Wilhite, and click Edit Transaction.

= QuickBooks displays the Paycheck - Checking
window for Michael. Notice that the Paycheck
Summary shows a summary of the check’s
deductions. If you want to see the deductions that
make up this total, you can click the Paycheck
Detail button.

=
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Viewing the paycheck

é Paycheck - Checking ¥ How Do I?‘ =|0| x|

& previous [ Mext & Print ~ | €} Find

Bank Account j Ending Balance 45,483.17
No. To Print
Date 12/15/2007 |
Pay to the Order of Michael M, Wilhite -| $ 940.81
Ninel‘undredfnrl:’:.fandﬁl,l'lﬂﬂ**********************************Eﬂllars
Michael M, YWilhite
153 West Main Street

Address Bayshore, CA 94326

IV To be printed

— Paycheck Surmmary
Earnings 1,200.00 Pay Period 12/02/2007 - 12/15{2007
Additions 0.00 Hours Worked  80:00
Taxes -244.19
Deductions -15.00 Paycheck Detail. ..

Save & Close Revert

e
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Viewing the paycheck

4. Click Save & Close to close the Paycheck -
Checking window.

5. Close the checking account register, but leave
the chart of accounts open.
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Printing paycheck stubs

= You can print paychecks as you would any
QuickBooks check. If you use voucher checks,
QuickBooks prints the payroll item detail in the
voucher area. If you don’t use voucher checks,
you can print a pay stub to give to your
employees.
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Printing paycheck stubs

To print a paycheck:

1. From the File menu, choose Print Forms, and
then choose Paychecks.

2. In the First Check Number field, type 301.

Select Paychecks to Print 4 x|
Bank Account  |Checking j First Check Number |3|:|1
Select Paychecks to prink, then click OK.
There is 1 Paycheck to print for $940.81,
J | Date Employee | Amournt | oK
v [12/15/2007 Michael M. Wilhite 940.51|
Cancel
Help
Select all
Select None
Showe: (¢ Both " paychecks " Direct Deposit Preferences
P
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Printing paycheck stubs

To print a paycheck:

3. Make sure there’s a checkmark next to Michael
Wilhite’s name, and then click OK.

4. Click Print.
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Tracking your tax liabilities

= You need to track both payroll expenses and
payroll liabilities.

= QuickBooks uses an expense account called
Payroll Expenses to track these actual costs to
your government.
The funds you deduct from employee paychecks
aren’t considered an actual cost because they’re

monies you’re holding for the government; they
don’t come directly from your assets.

= Whenever you run your payroll, QuickBooks
keeps track of your company’s expenses for each
employee. You can then see totals for these
expenses on the payroll summary by employee
report and on the profit and loss statement.

e
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Tracking your tax liabilities

= QuickBooks uses the Payroll Liabilities account
(an Other Current Liability account) to track
what you owe to the government.

= When you do your payroll, QuickBooks calculates
how much you owe for each tax, deduction, or
company contribution payroll item and records
that inftormation as a transaction in the liability
dCCount.

= This produces a record of how much tax you owe
at any time, so you can plan to have the cash
available for payment.

= When you pay your ﬁayroll taxes or other payroll
liabilities, QuickBooks decreases the balance of
the liability account.

= Look at the payroll expense and liability

| accounts, so you can see how QuickBooks
/- recorded expenses and liabilities related to
W I ..l Michael Wilhite’s paycheck. —~
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Tracking your tax liabilities

=]
To display the payroll expenses QuickReport:
1. In the Chart of Accounts window, select the
Payroll Expenses account.
2. From the Reports menu button, choose
QuickReport: Payroll Expenses.
@ Account quecteport____ e R G
Modify Report. .. 1 Memaorize... | Print... ! E-mail | Export... 1 Hide Header ! Refresh !
s =3l This Fiscal Year-to-date ~| From [10j01/2007 8| 1o [12/15/2007 B|Sort By [Default -]
Z10PM Rock Castle Construction
12501 Account QuickReport
Accrual Basis October 1 through December 13, 2007
@ Type ¢ Date + Hum + Hame ¢«  Memo ¢ Split ¢ Amount ¢
Paycheck 121572007 Michizel b, Wilhite Checking 1,200.00 ;I
Paycheck 121572007 Michael M, Wilkite Checking 1.20
Paycheck 1252007 Mlichamel b, Wilhite Checking 74.40
Paycheck 12152007 Michael M. Wilhite Checking 17.40
Paycheck 12052007 Michael b, Wilhite Checking S0
Pavycheck 120572007 Mlichael M, Wilkite Checking 63.00
Tatal Payroll Expenses 2524579
TOTAL 25,245.79 :|
o
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Tracking your tax liabilities

3. Close the QuickReport.

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

= QuickBooks displays the register for the account.
The register shows a separate transaction for each
item from Michael’s paycheck. The running balance
shows an increase for every liability.
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Tracking your tax liabilities

#, Payroll Liabilities Type & help question | Ask|

[@ Edit Transaction ﬁ QuickReport

S Goto... | &G Print...

lemDuI?l (=]

Date Ref Payes Increase | Decrease Balance
Type Accounk | Memo
12/15/2007 | Michael M, Wilhite 15.00 3,193.06 =~
PAY CHE  [|Checking [split]
12/15/2007 | Michael M, Wilhite 1.20 3,194, 26
PAY CHK (| Checking [spiit]
12}15/2007 | Michael M. Wilhite 106.00 3,300,26
PAY CHE  ||Checking [split]
12/15/2007 | Michael M, Wilhite 74.40 3,374.66
PAY CHE (| Checking [split]
12/15/2007 I Michael M, wilhite 74,40 3,449,06
PAY CHE (| Checking [ spiit]
izjisjzoor | wichael i, Wilhite i7.40 3, 466,46
Ipmr CHK || checking [spit]
12/15/2007 | Michael M, Wilhite 17.40 3,483.86
PAY CHE  (|Checking [split]
12/15/2007 | Michael M, Wilhite 9.60 3,493 46
PAY CHE  [|Checking [split]
12/15/2007 | Michael M. Wilhite 33,43 3,526,589
PAY CHE (| Checking [split]
12/15/2007 | Michael M, Wilhite 12.96 3,639.85
PAY CHE  [|Checking [sphit]
12/15/2007 I Michael M, Wihite 63,00 3,602.85 __|
PAY CHE (| Checking [spiit] -
Splits Ending balance 3,726.85
™ 1-Line
Sort by |Date, Type, Number/ ... j Record | Restors
P

I I I Carl Vinson Institute of Government

The University of Georgia



Tracking your tax liabilities

5. Close the register.
6. Close the chart of accounts.
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QuickStart Tips

= The employee earnings summary report
summarizes the wages, taxes, and adjustments,
the gross pay (total and adjusted), and the taxes
withheld for each employee and the entire
company.

= The payroll summary report shows information
similar to the employee earnings summary
report, but in a much different layout.

The report has a column for each employee and a
row for each payroll item.

= To create either of these reports, choose
Employees & Payroll from the Reports menu.

e
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Calculating what you owe

= |f you’re about to pay taxes or other liabilities,
the payroll liabilities report shows you how much
to pay. Suppose you are ready to make a tax
payment, and you want to see how much you
owe.
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Paying payroll taxes

To create a payroll liabilities report:

1. From the Reports menu, choose Employees &
Payroll, and then choose Payroll Liability
Balances.

2. Click Modify Report, select “Display columns by
Year across the top,” and then click OK.

Type a help question Ask' “» How Do I?i | |£|
Refresh |

| From [o1jo1j2007 )| 7o [11/30/2007 M| cColumas [vear | Sart By [Default -]
2ATPM Rock Castle Construction
1zaser Payroll Liability Balances
January through November 2007
»BALANCE +

Payroll Liabilities

Federal Withholding b 220800 4
Medicare Employee 27055
Social Security Employee 121878
Federal Unemployment 364
Medicare Company 271055
Social Security Company 121875
CA - Withholding 43489
CA - Disability Employee E0E0
CA - Unemployment Company 2354
CA - Employee Training Tax 045
Health Insurance 537 .50
Total Payroll Liabilities 6,247.69 e
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Paying payroll taxes

3. Close the report.

4. Click No at the message asking if you’d like to
memorize the report.
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Writing a check for payroll taxes

= When it’s time to deposit payroll taxes with your
deposit institution, use the Liability Check
window to fill out a QuickBooks check.

= Note: Don'’t just open the Write Checks window
and write a check from there. QuickBooks can’t
properly adjust your Payroll Liabilities account
unless you use the Pay Liabilities feature.
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Writing a check for payroll taxes

4
To pay payroll liabilities:
1. On the Home page, click Pay Liabilities.
2. Inthe “From” field type 11/30/2007, and then type
12/15/2007 in the “Through” field.
Select Date Hange For Liabilities
Select the date range for the payroll liabilities you want to pay.,
Tip: Base your dates on the dates of the paychecks you issued, not on vour pay period dates.
Show Payroll Lizbilities
|7 D ates |I:ust-:-m ﬂ Fram |11£3IZI;"2EIIZI? E Through
ok | Canca | Hep |
—~
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Writing a check for payroll taxes

3. Click OK. QuickBooks displays the Pay Liabilities window.
B R = = help question |Ask|[ T v How Do 17| . [0} X|
I Pay By Check |

IV To be printed; (e Review liability check to Create
enter expenses/penalties Cancel
flank Account Create liability check without
. reate liability check withou
|Checking = c reviewing Y Payroll Lisbilties Report
Check Date Help

[1zj15/2007 @ e
» — 2Nnoy Fayrol LIaDIntes

sort By [Payabis To <] | Dates Jcustom | From [11/30/2007 @) Through [12/15/2007 |

J | Payroll Tkem | Payable To | Balance Amk. To Pay

C# - Disability Emplovee Employment Development Department 22.46 0,00 =
A - Employee Training Tax Emplayment Development Department 1.20 000 |
A - Unemployment Company  |Employment Development Department 63.00 0,00
A - Withholding Employment Development Department 111.40 0.00
Advance Earned Income Credit |Great Skatewide Bank -25.00 0,00
Federal Unemployment iareat Statewids Bank 9,60 0.00
Federal Withholding Great Statewide Bank S03.00 0.00
Medicare Company iGreat Statewide Bank 65,11 0,00
Medicare Employee areat Statewids Bank 68,11 0.00 _

1,431.82 0.00

I Hide zero balances Ending Bank Balance 45,483.17
P
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Writing a check for payroll taxes

]

payroll item.

payroll item.

4. Click in the column to the left of the Federal Withholding
5. Click in the column to the left of the Medicare Company

6. Click in the column to the left of the Social Security

Compan%l payroll item. QuickBooks places checkmarks in the
0

column tor both Social Security Company and Social Security
Employer.
i | Payroll Item Pavable To Balance | Amt, To Pay
Ch - Unemployment Company  |[Employment Development Departrment 63.00
A - Withhalding Employment Development Department 111,40
J |Advance Earned Income Credit |Great Statewide Bank -25.00
Federal Unemployment GGreat Statewide Bank 9,60
J |Federal Withholding Great Statewide Bank 503.00
J  |Medicare Company Great Statewide Bank 63.11
J |Medicare Employee Great Statewide Bank 68.11
Social Security Company Great Statewide Bank.
J |Social Security Employee Great Statewide Bark 291,22
1,431,682 1,196,66
e
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Writing a check for payroll taxes

7. Make sure “Review liability check to enter
expenses/penalties” is selected and then click Create.

E Liability Check - Checking Type a help question -l'-l._sﬂ ¥ HowDo1?| _|O| x|

@ rrevious [P Next GHPrint - | €L Find B History

Bank Account | STt j Ending Balance 44, 286,51
Mo. To Print
Date 12{15/2007
Pay to the Order of Great Statewide Bank | $ 1,196.66
One thousand one hundred ninsty-six and GA{IO0% * sk d kb kb b bk bk b 4 b ok *Dllars
Greakt Statewide Bank
P.0Q, Box 522

Address | Bavshore CA 94326

Memo  00-7904153

Payment for payroll iabilities through |12 (15/2007 E Iv Tobe printed

[ Expenses $0.00 | Payroll Liabilities $1,196.66 |

Payroll Ikem Amount | Memo Class

Advance Earned Income ... -25.00 l;

Federal Withholding S03.00 |-

Medicare Compary 68,11

Medicare Employee 63,11 _I
b

Clear Splits I Recalculate Save & Close Save & New I Revert I
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Writing a check for payroll taxes

8.

In the Memo field, type EIN 96-4820567, Form 941.

E Liability Check - Checking Type a help question |Ask| | w HowDo 12| _ |0 x|

D rrevious [ next Gaprint ~ | € Find Ty History

Bank Accourt  [Checking M Ending Balance 44,286.,51
MNo. To Prink
Date 12/15/2007 8|
Pay ko the Order of Great Statewide Bank, ﬂ $ 1,196,686

One thousand one hundred ninety-six and 6] IO0F * % % % % = ok ok ok & S Sk ok ok b % ok % ok % % % *Dollars

| Great Statewids Rank |
P. Q. Box 522
Address | Bayshore CA 24326

Memo EIN 96-4520567, Form 941

Payment For payroll liabilities through |12115.f200? E [¥ To be prirted
[ Expenses §0.00 | Payroll Liabilities $1,196.66 |
Payrall Tkem | Armounk | Merno Class
Advance Earned Income ... -25.00 [
Federal Withhalding 503.00 I
Medicare Company 68.11
Medicare Employes 68.11
mphoy ﬂ
Clear Splits Recalculste Save & Close Save & New | Revert

)
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Writing a check for payroll taxes

-]

9. Click Save & Close to record the check.

10. Click Yes if QuickBooks asks if you wish to save changes
made to this transaction.
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Writing a check for payroll taxes

]

= Whenever you make a payment and record your check
this way, QuickBooks decreases the balance of the
Payroll Liabilities account.

= When you record the transaction, QuickBooks creates a
journal entry.
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Review activities

= Add a salaried employee to the Employee
Center. Enter the employee’s personal
information, federal and state tax information,
and at least one additional paycheck deduction.

= Process a paycheck for the new employee. Then,
view the check in QuickBooks. Open at least one
payroll liability account register to see how the
paycheck changes the account’s balance.

= Select one of the payroll expense accounts from
the chart of accounts. Create a QuickReport for
that expense account.

e
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Tracking time
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Lesson objectives

= To learn how to track time worked on a project

= To learn how to invoice a customer for time
worked on a project

= To create project reports for time tracking and
learn about other project reports

IAQ'“ kﬁ\‘l

- TA *A ﬁhﬁ [N oY I’*Amﬁ llﬁAA *
S I Cal il 11Uvv LU OCL UpP 1LCITTIO UOTU L
worked by owners or partners

= To learn how to pay nonemployees for time
worked

o
-t
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Tracking time and mileage

QuickBooks provides time tracking for any job.
Time tracking lets you keep track of the time a
person spends on each job (including sick and
vacation time and time spent for general
overhead). The person whose time you track can
be an employee, or a subcontractor.

You can use time data to do the following:
Invoice the customer for the time spent doing a job.
Provide hours worked on an employee's paycheck, or
a check to a nonemployee (vendor, owner, or
partner).

Track the cost of employees’ gross pay by job.

Report on the number of hours worked—by person,
by job, or by item.

e
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Turning on time tracking

To turn on time tracking:
=  From the Edit menu, choose Preferences.

= (Click Time Tracking in the left panel. Then
click the Company Preferences tab.

= Make sure Yes is selected as the answer to the

{quUTCOoLIVII U TUU 11AQCUnN 1 1HHIC

= Click OK to save the preference setting.
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Entering time data

= There are three ways to get time data
into a company file:

=Enter time directly onto a weekly
timesheet or single activity form in
QuickBooks.

=Use the Stopwatch to time an activity
while you are performing it.

=Use the QuickBooks Timer program to

track time and then import the time
directly into QuickBooks.

e
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Entering time data

= When you track time with QuickBooks, you have a
choice of two forms to enter time: Weekly Timesheet or
Time/Enter Single Activity window. If you want to enter
time for multiple jobs or multiple days, then the
Weekly Timesheet is the best choice.

& Weekly Timesheet Type a help question | Ask * How Do 1?7 _|O|
®Werevious [ Nest waPrirt = | %F fit Single Activity

" | = .
Mame | I Timesheet
“Wweek 0f Dec 10 to Dec 16, 2007

M Tu W Th F Sa  Su
CustomerJob Service ltem  Paproll ltem  Notes 0 N 12 13 14 15 16 Total
i,

Totals 000 000 000 000 000 000 000 Qo0

IV ‘wrap tegt in Notes field

SetDate ... Copy Last Shest Save i Cloze | Save & New Clear |




Entering time data

A single activity entry shows the time spent by one
person doing a single activity for a single job on a single
date. If you tend to enter a lot of detailed notes about
your activities, or you prefer to enter time data as you
complete an activity, use the Time/Enter Single Activity
window instead.

EPrevious [P Next | Speling [ Timesheet

Not Billed
Date |  Bilable
Mame j Payroll term ~ |
Customer:.Job 7 |
Service ltem ™ J
Duration Nates

4 ) :
Start I Stop | Pause |
Save & Close I Save & New Clear |
I I Carl Vinson Institute of Government
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Entering time data

= The Timer program is useful when you have
employees or subcontractors who need to track

their time but don’t need or want to run
QuickBooks.

When time is imported into QuickBooks from the

Timer application, you view the imported time data
on the same timesheets you would use if you did the

data entry directly into QuickBooks.

= |f you have employees who don’t have access to
a computer or who don’t have access to
QuickBooks, you can print blank copies of the

weekly timesheet for your employees to fill out
by hand.

e
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Entering time data

To print a blank timesheet:

1. From the Employees menu, choose Time
Tracking and then choose Use Weekly
Timesheet.

2. From the Print drop-down menu, choose Print
Blank timesheet.

3. In the Print Timesheets window, click Print.

I I Carl Vinson Institute of Government
= 7 7 The University of Georgia




Recording employee time on a
weekly timesheet

= |[n this exercise, you’ll complete a weekly
timesheet for Gregg Schneider. In a later
exercise, you’ll learn how to invoice a customer
for the time Gregg spent working on a job for
that customer.
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Recording employee time on
weekly timesheets

To enter information on a weekly timesheet:
1. On the Home page, click Enter Time, and then click

Use Weekly Timesheet.
O R - - - - A~ How Do 2]l [o[]
ﬂErevinua @ﬂent waPrint = | ﬁ'r it Single Activity
Nowe | d Timesheet |

M Tu W Th F Sa Su
CustomerJob Service ltem  Payroll Item Naotes 10 N 12 13 14 15 16 Total
£

Totals 000 OO0 000 000 000 000 000 000

IV Wiap tegt in Notes field

SetDate ... Copy Last Sheet Save &k Close | Save & New | Clear |
—~

ernment
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Recording employee time on
weekly timesheets

]

2. In the Name field, select Gregg O. Schneider from the
drop-down list.

3. On the line below the existing entries, click in the
Customer:Job column, and then choose Melton,
Johnny:Dental office from the drop-down list.

4. In the Service Item column, type Installation.

= After you type a few characters, QuickBooks fills in the rest
of the item for you. The item list, which contains all the
services and goods your business provides, is the same list
that is available to you on invoice forms and throughout
QuickBooks.

= Notice that QuickBooks fills in the information in the Payroll
ltem column for you.

= Gregg Schneider is paid by the hour. QuickBooks has his
hourly rate stored in the Employee Center, on the Payroll
Info tab in the Edit Employee window.

e
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Tracking time tip

= |f you try to select a payroll item that is not
associated with this employee, QuickBooks
displays a warning message. For example, if you
try to select Salary as the payroll item for Gregg
Schneider, QuickBooks tells you that you do not
have that type of payroll item set up for the
employee. (It still lets you make the selection,
but it warns you that the Salary is set up with a
$0.00 rate.)
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Recording employee time on
weekly timesheets

5. Click in the W 12 column for the row in which you
entered Johnny Melton’s job.

= W stands for Wednesday and 12 for the date, Wednesday,
the 12th of December, 2007. Note that you can change the
first day of your workweek in the QuickBooks time tracking
preferences. (From the Edit menu, choose Preferences, and
then click Time Tracking.)

6. Type 8 to enter the number of hours worked on
Wednesday.
7. In the Th field, type 8.
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Recording employee time on
weekly timesheets

8. In the F field, type 8, and then press Tab.

= As you enter hours for each day, the Total column displays
the total hours for the week.

& weekly Timesheet Type a help question Aikl # How Do I?I AEIEI

& previous [P Next <@ Print ~ | [A Edit Single Activity

Marme Gregg O, Schneider - | T.
imesheet
Wweek Of Dec 10 to Dec 16, 2007
) 1 M Tu Ll Th F Sa Su

CustomeriJob | Service Ikem | Payroll Ikem | Notes 10 T 12 13 14 is 16 Total =
Jacobsen, Do... |Installation Regular Pay 6:00 6:00| B =
Pretell RealE... |Framing Reqular Pay 2:00| 800 10:00 |
Melton, Jo... ¥ |Installation ¥ [Regular Pay @ 8:00 | 8:00| 8:00 24:00 | & |

Taotals g:00 800 00 &:00 &0 0:00  Owoo 40:00

v “Wrap bext in Notes Field

Set Date ... Copy Last Sheet Save & Close | Save & New | Reverk
e
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Recording employee time on
weekly timesheets

Y
& Weekly Timesheet Type a help question Askl ¥ HowDoI?| _ (o] x|
& previous [ Next &G Print ~ | [ Edit Single Activity
MName Gregg O, Schneider - -
| Timesheet
‘Week Of Dec 10 to Dec 16, 2007
, ] M Tu W Th F Sa Su
Customer:Job | Service Item | Payrall Item | Notes ‘ 10 11 12 13 | 14 ‘ 5 |16 Total ‘
Jacobsen, Do... |Installation Reqular Pay 6:00 600 B =~
Pretell Real E... |Framing Regular Pay 2:00| 8:00 10:00
[Melton, Jo.., ¥ |Installation * |Regular Pay = 8:00| &:00) 800 24:00 i
w
Totals §:00 @00 &:00 §:00 &:00 0:00 0:00 40:00
¥ ‘Wrap text in Notes field
Set Date ... I Copy Last Sheet | Save & Close | Save & New | Revert I

= The invoice to the right of the Total column tells
QuickBooks if the time will be transferred onto an
invoice. In its current setting, you're telling
QuickBooks that you do not want to invoice the
customer for time worked.

= If you do not plan on invoicing the customer for time
worked, you can click the invoice icon and QuickBooks
displays a red “X” over it.

Click Save & Close to record the Weekly Timesheet
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Entering mileage

= By tracking your vehicle mileage, you can enter,
sort, and print lists of your vehicles and the
mileage you've driven for work-related tasks.
You can use this information for your tax
deductions and for billing your customers.

= You cannot use this feature to reimburse
employees or vendors for mileage. Nor can you
track specific vehicle expenses, such as gas,
tolls, etc. with this feature. However, you can
track these types of expenses by entering bills
for them as the expenses are incurred by
employees.

=
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Entering mileage

To record mileage:

From the Company menu, choose Enter Vehicle Mileage.
In the Vehicle field, select 2002 Ford Truck.

In the Start Date field, enter 12/12/2007.

In the End Date field, enter 12/12/2007.

In the Total Miles field, type 25.

In the Customer:Job field, select Melton, Johnny:Dental
Office from the drop-down list.

7. In the Item field, select Mileage from the drop-down list.

o Ul A WIN =
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Entering mileage

i
= The Enter Vehicle Mileage window should look
like the following.
#% Enter Yehicle Mileage
®Previous [ Next | Speling Uehicle List %ﬂ Mileage Rates Mileage Reports -
Vehicle [2002 Ford Truck | Not Billed
¥ Billable
Trp Start Diate i‘l 2i 272007 Ei Customer.dob ihrieiil:un, Johnny:Dental of . ii
Trip End Date [12/12/2007 @ ltem [Mileage j
How is this item used?
Odometer Start 0
Odometer End 0 Notes
Total Miles 25|
Save &Close | Save & New | Clear
—~
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Entering mileage

To record mileage:

8. Click Save and New.

9. Repeat the steps above to enter 25 miles for the same
vehicle and customer:job for December 13 and additional
miles for December 14.

10. Click Save & Close.

I I Carl Vinson Institute of Government
= 7 7 The University of Georgia




QuickStart tip

= Instead of entering time on a weekly timesheet,
you can enter single activities at the time they
occur. A single activity entry shows the time
spent by one person doing a single activity for a
single job on a single date. If you prefer to jot
down the details of one day’s work as the day
Erogressesi this m+e+thod mlghtI r\iNork best flor you.

Ar avamnia an Aa arnNnav conll 11€a A3 CINgla

activity entrx to record the time he or she just
spent on a phone conversation with a client.

= You can move back and forth between the two
time entry forms. If you are viewing a single
activity entry, you can display that person’s
weekly timesheet with a click of the mouse. On a
weekly timesheet, you can select any hourl
entry and view it as a single activity entrx. he
Ic:iwo forms are simply different views of the same
ata. —~
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Invoicing a customer for time and mileage

-]

To invoice a customer for time:

1.
2.

From the Customers menu, choose Create Invoices.

Select Melton, Johnny:Dental office as the
customer:job.

Click Cancel in the Available Estimates window.
In the Date field, type 12/17/2007.
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Invoicing a customer for time and mileage

Time and Costs For:

Melton, Johnny:Dental office

To invoice a customer for time:

5. Click Time/Costs, and then click the Time tab.
Choose Billable Time and Costs —— TCXLGGRIGRRILTI b AL 1Y T

[ Ttems $0.00 ] Expenses $0.00 ] Time $0.00 [ Mileage $0.00 |
select Al Click on Options, .. to customize how information Fram
2 timesheets is brought into QuickBooks invoices i
Use | Date | Employes Service ... | Hours Rate Amount
12/12/2007 |Greqgq ©. Schneider  |Installation 32,00 =
12[13/2007 |Gregg O, Schneider  |Installation | &:00 35,00 280,00 |Installation labor
12/14/2007 |Gregq ©. Schneider  |Installation 8:00 35.00 280.00 |Installation labor
=l
™ Print selected time and costs as one invoice item Total billable time and costs 0.00 ‘
oK Cancel Help

109
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Invoicing a customer for time and mileage

]

6.

By default, QuickBooks combines time for
activities that have the same service item, and
lists them as one line item on the invoice. If

you prefer to have each individual line from

the timesheet displayed as a line item on the
invoice, click the Options button and select
“Enter a separate line on the invoice for each
activity.” In the Options for Transferring
Billable Time window, you can also select to
transfer notes about time activities (in addition
to descriptions) onto invoices.

Click in the Use column to select each of the lines that
represents time worked by Gregg Schneider.

7. Click OK.

e
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Invoicing a customer for time and mileage

8. From the Template drop-down list, select Intuit
Service Invoice.

(T R - - =+ A=~ fon0ov] (o
@ previous [ Next Q‘% - [3 - a - | a Spelling Qh History E{} Time/Costs. ., | -

Customer: Job Template Customize I

|Meltun, Johnny:Dental of .., j |Intuil: Service Invoice j

Iinvoice 12/17/2007 E| a3 |

Eill To

Johnry Melton, DDS
300 Main Sk, Suite 3
Bayshore C& 94326

Item ] Cuantity | Description l Rate arnount Tax
Installation 24 Installation labor ‘ 35.00‘ 340,00 |[Mon &

9. Keep the invoice open. You’ll use it in the next
exercise.

e
I I Carl Vinson Institute of Government

- The University of Georgia



Invoicing a customer for time and mileage

]

To invoice a customer for mileage:

1.

2,

In the Create Invoices window, click Time/Costs, and
then click the Mileage tab.

Click in the Use column to select each of the lines that
represents the mileage for this job.

You want to combine mileage on a single line, so click
Options.
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Invoicing a customer for time and mileage

]

To invoice a customer for mileage:

service items” option.

4., Select the “Combine activities with the same

Options for Transfernng Billable Mileage

“When transfering billable mileage to an invoice:
™ Enter a separate line on the invoice for each activity
% Tiranster activity Aotes
£ Tiransfer item descrptions
£ Hiranster both rvtes and deseriptions

& Combine activities with the same service items ;

DK Cancel Help

5. Click OK.

7. Click Save & Close to record the invoice.

6. Click OK to transfer the mileage to the invoice.

—
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Displaying project reports for time
tracking ||t

]

= QuickBooks provides four reports on time, as
described in the following table. You can create
these reports by choosing Jobs, Time, & Mileage
from the Reports menu.

Project report Description

Time by Job Shows hours worked subtotaled first by customer or job and
Summary then by service item.

Time by Job Detail Lists each time activity (that is, work done by one person for

a particular customer or job on a specific date), and shows
whether the work is billed, unbilled, or not billable. The
report groups and subtotals the activities first by customer
and job and then by service item.

Time by Name Shows hours worked (or tracked as sick or vacation time),
subtotaled first by the name of the person who performed
the work and then by the customer or job the person
performed the work for.

Time by ltem Shows the hours worked, subtotaled first by service item and
then by customer or job.




Displaying the time by job report

= The time by job summary report summarizes
the total hours for each job, and the time by
job detail report breaks down those summary
figures into hours for each service item and
hours for each customer:job.

To create a time by job report:

1. From the Reports menu, choose Jobs, Time &
Mileage.

2. From the submenu, choose Time by Job
Summary.
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Displaying the time by job report

3. Scroll the report until you see the time worked

for the Melton, Johnny:Dental office job.

il Time by Job Summary Type a help question | Ask] w How Do 17} _[Of x|
Memorze.. | Print.. | E-mail | Egport.. |  Hide Header | Collapse
[NECT (T his Fiscal Tear-to-date =] From[10/01/2007 8| Te[12/15/2007 & Columns [Total only =l
10:12 AM Rock Castle Construction
12asiot Time by Job Summary
October 1 through December 15, 2007
+0ct1 - Dec 15, 0F = |
Meiton, Johnmy:Dental office ;I
Framing 20:30
Installation 24:00
Total Melton, Johnny:Dental office 4430
Hatiello, Ernesto:Kitchen
Framing 16:00 _I
Removal 36:30
Repairs &:00
Total Hatiello, Ernesto:Kitchen G030 _I
e
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Viewing time data in more detail

= Like all QuickBooks reports, you can QuickZoom
any of the numbers in a report to see more
detail. Suppose you want to see who worked the
eight hours on installation for Johnny Melton.
You can point to that number in the report and
double-click to get more information.

I I Carl Vinson Institute of Government
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Viewing time data in more detail

To view more time detail in the report:

1. Position your mouse pointer over the 24 hours
for Installation on the Melton, Johnny:Dental
office job, and then double-click.

= When you position your mouse pointer over the
number, the pointer changes into a magnifying
glass with a Z in it. After you double-click,
QuickBooks displays a time by job detail report for
the time data you selected. (This functionality is
called QuickZoom.)
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Viewing time data in more detail

]

i1 Time by Job Detail Type a help question | Ask w How Do 1?7 _ O] X
Modify Repart... i Memorize... Pm_t E-mail | Ezport... I Hide Header I Refrezh I
Dates |Custom =] From[10/0172007 8| Ta[12/15/2007 &)
10:13 AM Rock Castle Construction
12a807 Time by Job Detail
October 1 through December 15, 2007
& Date < Hame + Billing Status « Duration &

Melton, Johnmy:Dental office

Installation
» 12122007  Gregg Q. Schneider Billed 00 4
12M3/2007  Gregg O. Schneider Billed &:00
121472007  Gregg Q. Schneider Billed &:00
Total Installation 24:00
Tatal Mefton, Johnny: Dental office 2400
TOTAL 24:00

2. Close the time by job detail and the time by job

summary reports.
3. Close the time by job summary report.

e
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Displaying other project reports

= [n addition to the estimate and time reports,
QuickBooks provides several project reports to
track profitability, as described in the following

table.
Project report Description
Job Profitability Compares the actual cost to the actual revenue for all
Summary customers and jobs. The report subtotals the data first by
customer and then by job.
Job Profitability Detail | For a particular customer or job, compares actual costs to

(for one customer:job) | actual revenues and shows the difference between the two
amounts. The report subtotals the data first by item type and
then by item.

Iterm Profitability For each item, compares the actual cost to actual revenue
and shows the difference between the two amounts. The
report subtotals the data first by item type and then by item.

e
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Paying nonemployees for time
worked

= When the company file has time data for a
person who is not on your payroll, you can write
checks based on the time worked. QuickBooks
can transfer time data for a specified date range
to a check. QuickBooks prefills the Items tab of a

check with information from the time data,
including hours worked and rate.

= When you use service items for subcontractors,
QuickBooks records expenses and income for the
work in separate accounts.

=
I I I |Carl Vinson Institute of Government

The University of Geor

gia



Recording nhonemployee time worked

-]

To enter time for nonemployee time worked:

1. From the Employees menu, choose Enter Time.
Then choose Time/Enter Single Activity.

€ Time/Enter Single Activity Type a help question Ask | ¥ How Do I?| _ O x|
@ previous [ nNext | [ Speling [ Timesheet
_ Not Billed
Date E v Eillable
Mame i | Payroll Ikem i I
Customer: Job j
Service Ikem b |
Duration Mokes
{ j 0:00
i
S!art | SEan I Pause |
P
Save & Close Save & New Clear | ‘
I I I Carl Vinson Institute of Government
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Recording nhonemployee time worked

To enter time for nonemployee time worked:

2. In the Name field, choose Tom Ferguson from
the drop-down list.

3. In the Customer:Job field, choose
Abercrombie, Kristy:Family Room.

LJ
I-\-\v\-lv\ﬂ | off &

lm #lhhsa Carmvsi~n lfarm fiald cala~+ D £ e
o« 1T LT OCTT VILCT ILCHI TICTIU, STICTULL rialiiiiiig 119
the drop-down list and press Tab.
5. Type 8 in the Duration field and press Tab.

6. Click Save & Close.

N
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Review activities

= Create a single activity timesheet for Gregg
Schneider, for eight hours worked on the Anton
Teschner Sun Room job.

= Transfer the time you just entered for Gregg
Schneider onto an invoice for the Teschner Sun
Room job.

= Display a time by name job report to see how
many hours Gregg Schneider has worked for each
job.
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