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Introduction

What You'll Learn

Welcome to QuickBooks 2010 on Demand, a visual quick
reference guide that shows you how you can take advan-
tage of the nation’s best-selling small business accounting
program.

QuickBooks 2010 is filled with new features. If you've
used QuickBooks in the past, you’'ll welcome this guide that
familiarizes you with the new QuickBooks so you won't feel
like an outsider.

The Best Place to Start

The best place to start is with a question. What do you
want to know? What's not working the way you expected it
to work? What QuickBooks features do you think should
provide you with more value? What kind of information are
you trying to get from your QuickBooks program? Ask the
question and then go to the table of contents or the index
to find the area of the book that contains the answer.

Chances are, you'll begin by finding the answer to your
question, and then you'll start paging through the book,
discovering new features and learning tips for making your
QuickBooks experience more worthwhile and efficient.

How This Book Works

Each task is presented on one page or two facing pages,
with step-by-step instructions in the left column and screen
illustrations on the right. This arrangement lets you focus
on a single task without having to turn the page.

Each time you see a numbered step, look at the corre-
sponding figure to see where the number points. And
because QuickBooks 2010 on Demand is a full-color book,
this image should look just like the one you see on your
own computer screen.

The Best Place to Start
How This Book Works
Step-by-Step Instructions

Organization of the Book

XV



Step-by-Step
Instructions

This book provides concise step-by-step
instructions that show you how to
accomplish a task. Each set of instruc-
tions includes illustrations that directly
correspond to the easy-to-follow steps.
Also included in the text are timesavers,
checklists, and sidebars to help you
work more efficiently or to provide you
with more in-depth information. A “Did
You Know?"” feature provides tips and
techniques to help you work smarter,
and a “See Also” feature directs you to
other parts of the book containing
related information about the task.
“Important” reminders call your atten-
tion to information you won't want to
ignore, and the “Timesaver” feature
points out shortcuts for performing com-
mon tasks. In addition to the step-by-
step instructions, you'll find sidebars
that describe how many standard
QuickBooks features work, including the
Starting Date, Items, and Classes. There
are also sidebars that describe the
behind-the-scenes accounting functions
that QuickBooks performs on your
behalf.
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Making Estimated Tax
Payments
Click the Write Checks icon on the.
Home page to open a new check.

TIMESAVER Pressing Ctrl+W
also takes you to the Write Checks
window.

Enter the date of the payment.

Enter the payee. This will probabl
be your bank. Ask your accountant
for instructions on how to present
Your tax payments.

IMPORTANT Payrol taxes and

income taxes are not the same! Make

sure you have separate tax accounts
for your income tax expenses and.

liabillties and that these accounts are.

not the same ones you use to record
your payroll tax expenses and
iabilties. Payroll taxes include the
taxes withheld from employee
paychecks and the employer’ share
of taxes, such as FICA and

Unemployment Compensation.

Enter the amount.

Enter the account name where the
payment wil be recorded (see the
previous sidebar, “Accounting for

Income Taxes").

Enter an optional description.

Save the payment.

Print the check (see “Printing Checks”

in Chapter 5, “Making Purchases and
Recording Payments”).

See Also
See “Scheduling Recurring Transactions”
on pafee 196 to save time by scheduling
‘and aftomating quarteriy tax payments.

See Also points you to
related information in

the book.

Typically, each of your quarterly estimated payments is equal to at
least 25% of the lesser of 100% of the estimated income tax for the
current year or 100% of the tax shown on the corporation's tax
return for the preceding year. Use Form 8109 (call 1-800-TAX-FORM
or contact your local RS office) to accompany your tax deposits.
Some corporations must use the Electronic Federal Tax Payment
System to make tax deposits electronically. Contact the IRS or your
accountant for more information on how to make deposits.

Did You Know?
A P

account.If ydy haven't ecorded the tax liabiliy,recard the payment

¥ iability or your i xpense
‘account fo\recording the tax payment.If the tax liabilty has already.
been recordyd, this payment should be assigned to the liabilty
to the incomeYax expense account

of business. Thinformation presented in this task describes esti-
o s

estimated tax.

Preparing Income Tax Returns 293

Did You Know? alerts
you to tips, techniques
and related information.

Easy-to-follow
introductions
focus on a
single concept.

lllustrations
match the
numbered
steps.

Numbered
steps guide
you through
each task.



Organization of the Book

QuickBooks 2010 on Demand is arranged in chapters
that correspond with various features of the program.
Although every chapter might not apply to your busi-
ness, there’'s ample information about the QuickBooks
program throughout the book, along with cross-refer-
ences to other areas of the book, so after you find the
answer to one question, you will likely be led to related
information.

By chapter, these are the topics covered in this book:

¢ Chapter 1, “Setting Up Your Company Accounts
with the EasyStep Interview”"—Chapter 1
provides information about working your way
through the EasyStep Interview, what information
you need to have on hand before you begin the
interview, what areas of the interview you can
skip now and complete after starting the program,
and how you can leave the interview and return
later.

¢ Chapter 2, “Setting Up and Using Payroll
Features”"—Learn how to set up your employees,
activate payroll deductions, record vacation and
sick pay, prepare paychecks, and pay payroll
taxes. Whether you use QuickBooks for your
payroll or not, you'll find useful information in this
chapter about accounting for payroll taxes,
distinguishing between employees and
independent contractors, and issuing 1099 forms.

¢ Chapter 3, “Adding or Changing Information After
the EasyStep Interview Is Completed”—\Whether
you used the EasyStep Interview from Chapter 1
or not, there’s bound to be more information you
need to enter in your QuickBooks company file as
time goes by. This chapter shows you how to set
up new accounts, customers, vendors, and items
and explains how to manage the lists that
QuickBooks uses to organize all this information.

Chapter 4, “Invoicing and Collecting Income”—
Learn how to record your company's revenue
producing activities and keep track of customers.
Use invoices, track accounts receivable, make
deposits, give discounts, and communicate with
your customers. For global companies, learn how
to use Multiple Currencies in QuickBooks. Tips for
all these tasks are provided here.

Chapter 5, “Making Purchases and Recording
Payments”—QuickBooks provides a place to
record names and information about all your
vendors and suppliers. Learn how to record
purchase orders, enter bills, record receipts of
items you've ordered, write checks, and use the
check register.

Chapter 6, “Collecting and Paying Sales Tax"—If
your company sells items that are subject to sales
tax, you need to keep track of the tax you collect
and the taxable sales you make, and you need to
pay that tax to the government. In addition, you
need to know how to account for sales to tax-
exempt entities. Learn how to find the information
you need to prepare your sales tax returns and
pick up tips on recording sales tax discounts.

Chapter 7, “Using Time-Saving Features”—
QuickBooks has some great time-saving tools,
such as reminders, memorized transactions, and
a customizable favorites menu, new for
QuickBooks 2010. Learn how to use these
features and you'll be ready to leave work early.

Chapter 8, “Job Cost Estimating and Tracking”—
QuickBooks provides you with the ability to create
estimates, track jobs, and invoice based on the
portion of the job that is completed.

Chapter 9, “Tracking Time"—Use the QuickBooks
Timer to turn your computer into a time clock and
then export the time to QuickBooks, where it
flows right into the payroll component of the
program and can be billed directly to customers.

Introduction  xvii
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Chapter 10, “QuickBooks Tips and Tricks"—
Here’s a catch-all chapter that contains a little bit
of everything. Look here for information on
spellchecking, creating and using budgets,
working with classes, setting payment terms,
customizing forms (enhanced for QuickBooks
2010), making journal entries, and using
QuickBooks to produce information that will make
your accountant happy.

Chapter 11, “Using the QuickBooks Online
Features”—Take advantage of the online features
in QuickBooks, including online banking, saving
your company information online, and using
QuickBooks from remote locations.

Chapter 12, “Preparing Income Tax Returns”—
You might not enjoy the drudgery of preparing
income tax returns for your company, but
QuickBooks makes the process a whole lot easier
by providing reports that detail all the information
you need for your quarterly and annual tax forms.
Whether your company is a corporation,
partnership, not-for-profit, or proprietorship, you'll
find the tax information you can produce will save
you time when it comes to preparing information
for the IRS.

Chapter 13, “Data Backup and Security”—Let's
face it; everyone needs to be careful in this era of
hacking, identity theft, and vengeful employees.
Take advantage of the high level of security
offered by QuickBooks to protect your precious
company financial information.

Chapter 14, “Using Inventory Features”—
QuickBooks offers many features to help you
track your inventory and produce inventory
reports. Learn how the inventory features work in
QuickBooks and what features are going to help
you keep track of inventory as it moves in and out
of your company.

Chapter 15, “Recording Your Assets"—Every
company has assets. From bank accounts,
inventory, and receivables, to buildings,
computers, and furniture, there’s plenty to keep
track of. QuickBooks provides a complete asset
record-keeping system that enables you to keep
track of all the assets owned by your company.

Chapter 16, “Recording Owners’ Equity”"—Just
how much is your company worth? Learn how
QuickBooks tracks the value of your company and
figure out what you need to know about that
pesky Opening Balance Equity account that
QuickBooks insists on using.

Chapter 17, “Recording Liabilities"—Keep track
of what you owe and to whom. Manage your
payables, and learn how QuickBooks records
loans and tracks the portion of your loan
payments that represents interest.

Chapter 18, “Working with Reports in
QuickBooks”"—Everyone uses reports in
QuickBooks. The reports summarize all the
transactions you've entered in your QuickBooks
company file and provide the information you
need to judge your performance, attract investors,
prepare for the future, pay your taxes, collect
revenue, and pay your bills. Learn which reports
are used frequently and how you can customize
the QuickBooks reports so they provide you with
just the information you want.

Workshops—This section contains a handful of
interesting projects that go beyond the day-to-day
experience. With these projects, you learn to
create your own Favorites Menu, customize the
Company Snapshot, use the new Document
Management feature, color code your accounts,
and even use To Do Notes.

What's New and Improved—This section
explores the new features and tools of the 2010
release of QuickBooks.



Using Time-Saving Features

A memorized transaction is a transaction, such as a check
you have written or a form that you have filled in, to which
you assign a name. After you name the transaction, you
can recall and repeat the transaction without typing all the
same information each time, and that makes your work
more efficient. When you take the time to create a form that
you plan to use again, remember to use the memorization
feature to save it. A great side benefit of this feature is that
the forms can then be made accessible to other QuickBooks
users at your company to simplify their work as well.

If several transactions go together and are used repeat-
edly, such as a group of bill payments that you make each
month or a group of monthly invoices you send to rental
tenants, you can memorize all the transactions as a group,
and then execute them all together.

Do you want to take this simplification technique one
step further? Set up your memorized transactions as recur-
ring transactions and QuickBooks will do the work for you.
With recurring transactions, you can have a reminder sent
to yourself, letting you know it's time to execute a transac-
tion, or you can have QuickBooks create the whole transac-
tion set for you automatically. How easy is that?
QuickBooks can create invoices, repetitive bills, and pur-
chase orders, or it can enter journal entries for recurring
expenses such as depreciation.

Memorize Transactions

Memorize a Group of Transactions
Use Memorized Transactions
Schedule Recurring Transactions

Change Memorized and Scheduled
Transactions

Remove Memorized Transactions
Set Reminders Preferences

Use Reminders

191



Memorizing
Transactions

Select Vendors, Create Purchase
Orders.

TIMIESAVER Click the Purchase
Orders icon in the Vendors section
of the Home page to open the
Create Purchase Order window.

Choose or type a name in the
Vendor field.

Enter the items you normally
purchase from this vendor, leaving
the quantities blank.

Press Ctrl+M to begin the memori-
zation process, or you can choose
Memorize from the Edit menu.

Type a unique name for this
transaction.

Select Don’t Remind Me.

Click OK to memorize the
transaction.

Continue using the Purchase Order
form if you like. Or, press Esc and

select No to close the form without
creating an actual purchase order.

Did You Know?

The Purchase Orders preference must be
turned on. To have access to the pur-
chase order features, you must turn on
the preference for using purchase orders.
See “Setting Purchases and Vendors
Preferences” in Chapter 5, “Making
Purchases and Recording Payments.”
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In QuickBooks, you can memorize any transaction you want. You can
memorize transactions that you re-use frequently or memorize a
transaction that you might not use often but that is time-consuming
or complicated to create. This task uses an example of a purchase
order for several items you frequently order. Consider creating a
purchase order for all the items you order from a single vendor.
Then, when it's time to place an order, you just open the memorized
transaction and fill in the quantities.

= Creale Purchase Ordars

Werevows Prost |H & - W - € o spebng @y Hstory [ Jowrnal [ - ol
Yendor Class Ship To Template
Perry Windows 8000rs | v Remodel v v | | Custom Purchase 0., v
[ E
Purchase Order 125 l 20
Parry Windows & Doors ‘
PO, Ba 5033
Rayshors CA B406
Item Description Qty Rate Customer UM Amount
L Waod Doce:Tntericr  [Tnkerior doar .00 mon A
P-1670S5T
[
| ~
Vendor
Message [—I
Total .00
[«| Tobeprinted [ ] To be e-maled
Memo | SavemClose | [ SeveNew | [ Clear
o Leave quanitities blank.
tame | Parry Windows B Doars i o j__o
O Regind Me [ Comel
(%) Dot Reermired e I (=]
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Memorizing a Group of
Transactions

Memorize a Group

Create each of the memorized
transactions that you plan to
execute as a group, as shown in
“Memorizing Transactions”
previously in this chapter.

Press Ctrl+T to open the

Memorized Transaction List, or
choose Memorized Transaction List
from the Lists menu.

Click the Memorized Transaction
button, and then select New Group.

Enter a unique name for your
memorized group.

Select Remind Me if you want
QuickBooks to issue a reminder
when the group is due.

If you ask for a reminder, choose a
frequency in the How Often field.

If you ask for a reminder, choose a
date in the Next Date field for the
next reminder to be issued.

Click OK to establish your new
group.

Did You Know?

Memorized groups appear in bold. The
memorized groups stand out on your
Memorized Transaction List because
they appear in bold. Also, the word
Group appears in the Type column.

If you frequently perform the same transactions together, memorize
them as a group and execute the whole group at once! For example,
you might have several fixed monthly expenses that are due at the
same time, such as rent, security service, insurance, loan payment,
and so on. You can save all these expenses as a group called
“Monthly Expenses,” and then with one easy click, all the transac-
tions will be executed at once.

% Memorizad Transaction List =13

Trarmsaction Name Type Source Account Frequency  Auto | Next Date
+Orverhand Goneral Journal 13100 * Fra-paid Insurance 75,00 [Never
wPerry Windows & Doors Purchase Order 50100 - Purchase Orders 00| Never
+Recurring Depr Entry - Monthly [General Journal 54000 * Job . , 4 |1zianjznz

+5argeant Insurance Chech 10100 * Checking 00 | Morithly 01 f15f2013

Custoemize Cohamne, ..

Print List... CrlepP
Re-sort List

* Mew Memorizad Transiiction Group

Barmes | Monthéy Fhoed Fxpence:

) Reiond Me Huw Often | monthly
) Don't Remind Me Mext Date [01/15/2013 [§])
() putomatically Enter

5 @
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Add a Transaction to the Group

With the Memorized Transaction
List window still open, click once
on the memorized transaction that
you want to add to the group.

Click the Memorized Transaction
button at the bottom of the list and

select Edit Memorized Transaction.

TIMESAVER From the
Memorized Transaction List, you
can quickly open the selected
transaction for editing by pressing
Ctrl+E.

Click the With Transactions in
Group option.

In the Group Name field, select the
name of the group to which this
transaction is to be added.

Click OK to save the group
assignment you have made for this
transaction. You now have a group
of recurring transactions.

You now have a new Monthly Fixed
Expenses Group. When it is time to
enter these transactions, double-
click on the bold group name (see
next task).

Repeat Steps 1-5 for each
transaction you want to include in
the group.

Did You Know?

Memorized groups appear together in
the Memorized Transaction List.
QuickBooks displays all the members of
a group listed beneath the group
heading on your Memorized
Transaction List.
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& Memorized Transaction List

Source Account.

13100 - Pre-pad Irsurence

Custoenize Cohumns.,..

Print List... P

He-sort List

* Schedule Memorized Transaction

Mame | Sergeart Insurance
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T\w\rrawmxsnm

roun timo | ST SR

0

& Memorized Transaclion List

Transaction Name
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Type Source Account,
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= g Okay, you've memorized some transactions—now what? You can
Us"]g Memorlzed take advantage of your memorized transactions by remembering to
Transactions use them when you want to save time. Any time you want to use a
memorized transaction, just open the list of memorized transactions,
select the transaction, and use it as you do any other QuickBooks
form.

Press Ctrl+T to open the
Memorized Transaction List
window.

Double-click a memorized

2 Memorized Transaclin List El@lg]
transaction that you want to use. Transaction ame Type Source Account Aouk Frequency Ao Next Date
o o o +Monthly Fixed Expenses 01/15/2013
The original form will appear. eSergent Inauronce

saRecurring Depr Enfry -
+Crearhaad

Now use the form as you use any
QuickBooks form, making any
necessary adjustments. In this L ttomarond Yraneactor o B Tt
example, I've entered the quantities

of items | want to order.

Select a save option to finalize the

transaction. & Croato Purchase Ordurs =3
Qiprovoss Broe [ - W - €L [ spotiog Q mstory [ soumal (14 - 5
Yendor Class Ship To Template
Perry Windows & Doors b4 Femodsl v w | Custom Purchace O... »
Did You Know? Purchase Order &
| B |
Memorized transactions aren’t per- Parry Wndons & Doors Rock sl Carsrucin
manent. You can open a memorized Boyshore Ch éaz6 Behors, CA 4225
transaction gnd then make changes to — = TR O T
the information that appears before you Wood DooxiTnterer rkerior dooe - |15 w00 s 8
execute the transaction. |
| b
ver\d\:(. rl..i,c:;iu“;;:w
Total 525.00
[«| Tobeprinted [ | To be e-maled
See Also o Coaon ) Cippanen ) (o
See “Using Reminders” on page 204 for
tips on having QuickBooks remind you
that it's time to use one of your memo-
rized transactions.

Did You Know?

You can quickly execute the transactions for an entire memorized
group. Double-click the name of the group in the Memorized
Transaction List to access the Using Group window. Enter the date
on which you want the transactions in the group to be executed, and
then click OK. All the transactions in the group will be executed at
once.
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Scheduling Recurring
Transactions

Open the transaction window. For
this example, press Ctrl+W to open
the Write Checks window.

Enter the name of the vendor or
payee—in this case, your landlord
or mortgage company.

Enter the amount of the payment.

Enter the account to which the
payment will be charged.

Indicate whether this check is to be
printed or if the payment is to be
made online.

Press Ctrl+M to memorize the
transaction.

Select Automatically Enter to have
QuickBooks create the transactions
for you.

See Also

A monthly journal entry for depreciation
expense lends itself well to the sched-
uled transaction feature. See “Entering
Depreciation” on page 348 for informa-
tion on setting up a transaction for
entering depreciation.
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The next level of convenience after having QuickBooks memorize a
transaction for you is to have QuickBooks take care of executing the
transaction, too. After you get the hang of this procedure, you can let
QuickBooks do all your work! Seriously, it's nice not to have to worry
about paying the rent on time—ask for a friendly reminder or just let
your program do your chores automatically. This example sets up
your monthly rent or mortgage payment as a recurring transaction.

£ Write Chucks - Checking

Werevous Pres Hoove Gipt = € rnd [ soumd  § Atach

Dack Accourt 10100 - Cheching v EndngBalsnce  44,969.10
Mo, 517
Dale 12/15/2012 :
Pay to the Order of Reyes Properties et $ 1,200.00

one thousand two hundred and 00/100% $ #$ # ¥ 448 444 s ssssssasstsssss oy

Reyrs Propertins
P.0. Box 2836
Address | Middiefield CA 94482
-
=
Chacks

- [ I mem
Expenses $1,200.00 | Rems 40.00 | LIJ{**"W ['_'lTnlhrﬂrM
Accout bk Memo Customer:dob  Bils.., Class |
63300 Rerk 1,200.00 ~
&
Clear sphts| | [ Recaloulate [savemdose | [ zwvennew |[ cear |

¥ Memorize Transaction

Hame |Reyes Properties I oK I
© remind M How Often | morthiy - Carnel

() Dot Remind Me Next Date | 01j01/2013 (]

=) Aukomakicaly Enter Mumbar Remaining

) With Transactions in Groug Days In Advance ToEnker |

Did You Know?

Recurring hills can be created also. Remember that the memorization
feature applies to all forms, including bills. If you issue the same bills
on a monthly basis, such as bills for rent or a flat fee for lawn care
services, you can use the group and recurring transaction features to
automate the repetitious creation of these bills each month.



Choose a frequency in the How 8
Often field to indicate how often

¥ Memorize Transaction

you want this transaction to occur. ara. [FepesFropetis —_— _@
3 O > el

Choose a date in the Next Date S roen Loty _ : 0

i . . . ) Qonit Rerire] e NextDate | 01f01f2013 [HF

field for when this transaction will @ iukomaticaly Enter Nmber Remaing

occur again. Oweh Trsnsactions nGron Dy In advance ToEnter | |

If there is a fixed number of
occurrences for this transaction— ¢
for example, 24 loan payments

remaining—enter that in the

Number Remaining field.

Otherwise, leave this field blank.

In the Days in Advance To Enter, Did You Know?
choose when you want this
transaction to be executed.

You can turn an already-memorized transaction into a recurring
transaction. Just open the Memorized Transaction List (Ctrl+T), click
Click OK on the transaction, and press Ctrl+E to edit. Proceed with the next

' steps.

Uses for Scheduled Transactions

When you think about it, there are really quite Create purchase orders for vendors with
a few transactions that you repeat, month after whom you place orders on a regular
month, quarter after quarter. There’s no reason basis.

not to automate these transactions by using
the QuickBooks scheduled transaction feature.
The more transactions you automate, the more
time you will save by not having to create the
same transaction over and over again, and the Create cash receipt forms for fees your
less likely it is that you will forget the transac- company receives on a regular basis.
tion. Here are just some of the things you can
do with scheduled transactions:

Prepare journal entries for recurring
transactions, such as depreciation and
amortization expense.

Pay quarterly income taxes.
Pay monthly bills, including utilities,

telephone, rent or mortgage, credit cards,
loan payments, and contractor fees.
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Add a Memorized Transaction to Your Icon Bar

If you use the QuickBooks Icon Bar (displayed by selecting Icon Bar from the View menu), you
might want to take advantage of this shortcut. When you want to use one of your memorized
transactions, you'll save yourself the step of opening the Memorized Transaction List and search-
ing for your transaction. Instead, all you have to do is click a button, and the memorized transac-
tion appears. Any form or check can appear as a button on your Icon Bar when you follow these
simple steps:

1.

Open the form or check you want to
add to the Icon Bar.

Select Add [“active window”] to Icon
Bar from the View menu. (Note: The
Icon Bar must be displayed to execute
this step. If the Icon Bar is not
displayed, choose View, Icon Bar, and
then you can complete this step.)

In the Add Window to Icon Bar dialog
box that appears, scroll through the list
at the left to select an icon for this
transaction. Click the icon you want to
use.

4. Enter a label for the transaction. This is
the text that appears beneath the
button on the Icon Bar.

5. Enter a description for the transaction.
This is the text that appears briefly
when you pass your mouse over the
button on the Icon Bar.

6. Click OK.The icon for your transaction
becomes a permanent part of your
Icon Bar.

IMPORTANT This process can be used for
saving frequently used reports, including
memorized reports, on your Icon Bar as well.
See Chapter 18, “Working with Reports in
QuickBooks,” for more information about
creating, customizing, and memoarizing reports.

= | Label Rent
|

Description | Morthly rent gyt




Changing Memorized
and Scheduled
Transactions

Change a Memorized Transaction

Press Ctrl+T to view the Memorized
Transaction List.

Double-click a transaction to open
the actual form.

Make any necessary changes to
the form.

Press Ctrl+M to rememorize the
revised form.

Click Replace.

Isn't it funny how some things never seem to stay the same? Rents
increase, payment due dates change, companies you did business
with close or are bought by other companies, and customers move
on. Your memorized and scheduled transactions don't have to be
trashed when the facts change. Just tweak the transaction to keep
up with the times.

& Memorized Trans wclion List

I muim!Trquuu 'I Enter Trarsaction

Heplace Memorized Transaction

) Casey Winston Assacistes is already in the Memarizad Traneaction kst Woud you ks to
g/ replace & or add & rew one?

Creploce | [ pod | [ cocel |
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Change a Recurring Transaction

200

Press Ctrl+T to view the Memorized
Transaction List. Remember, all
your recurring transactions are
also memorized transactions.

Click once to select the transaction
you want to change.

Press Ctrl+E to edit the recurrence
information for this transaction.

Select a different reminder option,
if necessary.

Change the frequency of the
recurrence, if necessary.

Change the next scheduled date for
this transaction, if necessary.

Change the number of transactions
remaining, if necessary.

Change the number of days in
advance of the due date that this
transaction should be entered.

Click OK.

& Memorized Transaclion List

10100 * Checking

Chack.
+Recurring Depr Entry - Monthly  [General Journal  |54000 + Job Expénsas:S1599 ...
sacl Ganaral Journal 13100 * Pra-paid Insurance
Purchase Order 90100 - Purchase Orders

| mubﬁ!Trquul 'I Enter Trarsaction

* Schedule Memorized Transaction

Hare | Rayes Properties

) Rerind Me
© Dont Remind Mo
(@) uitomatically Enter]

() with Transactions In Groug

How Often | Monthly w

Net Date | 01/01 /2013 [}

Days In Advance ToFrter |3

Number Remaining | ]

|
00




3 3 The time might come when you no longer need a transaction you
Rem0V|ng Memorlzed memorized. Maybe you've finished paying the monthly car payments,
Transactions or maybe you've purchased a building or moved out and are through

paying rent. When that time comes, remove the transactions you no
longer need from your Memorized Transaction List and also remove
the reminders for those transactions so that you no longer see the
transactions on your reminders list.

Press Ctrl+T to open the

Memorized Transaction List
£ Memorized Transaction List

window. Trareaction Neme
Mottty Foxed B
Click once on the transaction you Sergeont Isuratee
sRegurring Depr Entry - Morthly

want to remove.

Delete Memorized Transaction

Click the Memorized Transaction

button at the bottom of the window, 0| e you sure you wank b dlatsthis memorzed transaction?
and then select Delete Memorized ] (o)
Transaction. o

TIMESAVER From the o

Memorized Transaction List, you
can quickly open the selected
transaction for editing by pressing
Ctrl+E. To quickly delete a
memorized transaction, select a
transaction (see Step 2) and then
press Ctrl+D.

Click OK when asked if you are
sure you want to delete the
memorized transaction.
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Setting Reminders
Preferences

Set Personal Reminders
Preferences

Select Preferences from the Edit
menu.

Click the Reminders icon at the left
side of the window.

Click the My Preferences tab.

Check the Show Reminders List
When Opening a Company File box
to have reminders displayed when
you open your company file in
QuickBooks.

202

QuickBooks has a feature called Reminders that helps you keep
track of everything that needs to be done. You can be reminded of
bills to pay, checks and other forms to print, customers who are late
with their payments, money waiting to be deposited, and even your
brother’s birthday. Use the Reminders to help organize your tasks. By
setting certain preferences, the Reminders feature will behave just
the way you want it to.

B Accourtiog My F es | CompanyF

g B

i cheing

S Deskbop View

%, Frence Charge

B Generd

10 ttegrabed Appications Also See:

&b Tems & Iventory Ganaral

b Jobs & Estimates

5 Multiple Currencies

By Peyments
Payroll & Frnployaes

[7] Shiws Reminders List when apaning a Company Fs

i

Wl Reparts B Graphs
3 Sales B Customers
|5 Sales Tax

g sendroms

& servics Connection
¥ speting

[ Taux: 1059

[i] Time kExpenses




Set Company Reminders

Preferences
Click the Company Preferences tab. D
e o B Accourting
Click in the Show Summary column @ B
for each f information &L i gl e e
oreac dtyp(l-] 0 . 0 aRO ygu " Deshiop View Checks to Print @ O (O |5 |deyshefors checkdate,
want to di In r Reminder %y, Finance Char hecks Lo %[5 |days before paycheckdald.
Iis? Th(;sesirt’e?xs w\i/I(I)L(IiispTay oneas . itwiﬂumﬁ'il.“ R (oas )
. . i 10 inteuroted Apphcations | | overdue Irvoices O ® O[5 |doysdterduedate. Also See:
single line with a total amount. @ temblventoy || s pucepstobin O O @ Genersl
Fd Jobe & Estinches sesorderstolit O @ 0 O
Click in the Show List column for n || e © 6 o
h f information for which LSS syt b 40
each type of information for whic ar o © O O [iojembsaotodms
you want the details to display in gy Memorgsd Tamsacions @ ) O [_|days before dusdte.
. 5 - S Mopsy to Deposk ® 0 O -
your Bemmde_rsllst. These items E;‘;:;“ L
will display with a summary and a g Send Ferms To Do okes ® 0 O
detail of every individual item that ‘; —
makes up the summary. ) Te 1058
[i] Time kExpenses
Click in the Don’t Remind Me

column for each type of information
that will be excluded from your
Reminders list.

Indicate how many days in advance
of the due date these items will
appear in your Reminders list.

Click OK.
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USing Reminders Paper to-do lists are so passé! Use the QuickBooks Remiqders list to
keep your desk space clean and your tasks organized. QuickBooks
will remind you to notify your customers when their invoice pay-
ments are overdue, pay your bills, print your checks and other forms,
follow up on unfilled purchase orders, deposit the money you've col-
lected, execute memorized transactions, and more.

If the Reminders list is not visible
on your screen, select Company,
Reminders.

& Remindars

Double-click any summary entry

| o -
12/13}2012 Call Doy about grout in the Kechen.

wn i i 12/15}2012 Finish Jacobsan pochouss estimats
(shown in bold) to see the detail
that makes up that total. e ospom

12h1sfz01z Roche, Clanmuid: Garage repairs
Click COIIgpse AII_to show only the BstoPay 22
summary information for each type ool dug 186483
of entry. Drventory Lo RGOS e

| customview || colamel || Empand al || Set Preferences... |

Click Expand All to see details of all
summary entries.

Double-click a detail entry to go to

the original form for that entry or to & Remindars
execute a command associated ;mmu -
with that entry. Money Lo Depusit 2,440.00

Bills to Pay ~T.675.54

Overdue Invoices g2 run
Click Custom View to return to the et 136485
display you chose in Reminders nvencory to eorder e
Preferences. Gt Vo) [ Coigge A ] Erprd A [ et Proferrcer.
Press Esc or click the X to close the é
window.

& Remindars

12/13f2012

1zhsiznz
244000
121472012 2,000.00
12/15f2012 440.00
Bills to Pay TE15.54
124012 Perry Windaws ik Doars -1,000.00
12/10/2012 Daige Lighting -1,539.00
12/18f2012 Pery Windows & Doors -2,325.00
12faufanz Timberioft Lumber 19,60
12202012 Hopkins Construction Rentals -550.00
12f23f2012 Hophires Construction Rentals +150.00
12f2ef2012 Middiefield Cryveal -1,200,00
12fzsfame Cal Telephone 91
Overdue Invaices 6,272.00
0af27f2012 1058 - Allard, Robert:Rrermodel 14,510.00

12 5 and Gardan Supphy: 13,900,00 *
Customn View
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A

Account Listings, reporting income
taxes, 289

account numbers, 75

turning off, 71
Accountant Edition of QuickBooks, 255
Accountant’s Copy, 300, 303
accounting

for assets, 340

for deposits or retainers, 368

for equity, 354

for income taxes, 292

for inventory, 319

for jobs, 207

for liabilities, 360

for purchases, 151

for sales, 108

for sales tax, 190
accounting preferences, 71-72
accounts

adding, 73-74

assigning tax lines to, 288

color coding, 401-402

credit cards, setting up, 363
accounts payable, 359

managing, 361
accounts receivable, tracking, 130

accounts, chart of, EasyStep Interview
process, 16

activating
inventory, 318

online services with your financial
institution, 262-264

activities menu, lists, 96

adding
accounts, 73-74
administrator passwords, 308
customers, 79-80
information on-the-fly, 91
items, 86-88
to inventory, 323
list entries, multiple, 408

memorized transactions to Icon
Bar, 198

transactions
to groups, 194
multiple, 275
to QuickBooks, 267-269
users, 309
additional information, vendors, 85
addresses

entering employee address
information, 30

vendors, 83-84

adjusting
default price of inventory, 335-336
inventory quantities, 334

adjustments, prior period
adjustments, 357

413
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advances, 126
assets
accounting for, 340
fixed assets, 337
naming, 346
purchasing, 345
selling, 349
fixed assets. See fixed assets
recording deposits as, 344

tax consequences of sales of business
assets, 340

assigning
currency to foreign customers or
vendors, 138
rights to users, 310-312
tax lines to accounts, 288
Assisted Payroll, 27, 47

attaching documents to transactions,
157-158

backing up
company files, 300-302
files, 8
Backup Copy option, 300
Backup File option, 303
backups, 300
online backup service, 306-307
restoring, 304-305
types of, 303
bad debts, recording, 135-136
bank account transfers, recording, 341
bank accounts, setting up, 20
bank deposits, 125
bank reconciliation, 410
bank statements
EasyStep Interview process, 18
reconciling, 338-339

banking, online banking, 259

activating with your financial institution,
262-264

advantages of, 265
bill payment, canceling payments, 278

deposits, assigning to open customer
invoices, 273

making payments, 276-277
messages, sending, 279
preferences, prefilling accounts, 271
QuickBooks Online, 283
reports of online transactions, 281
transactions
adding multiple, 275
assignhing to open vendor bills, 272
deleting multiple, 274
retrieving, 266

transferring money between
accounts, 280

Basic Payroll, 27
bill payments
canceling, 278
editing, 167-168
bills
paying, 164
discounts, 165, 189
paying online, 276-277
payments, deleting 169
preferences, 152
viewing aging and unpaid, 163
budgets
creating, 237-240
first year of business, 240
reports, 241

c

calculating
depreciation, 347
interest, 371
net worth, 351



canceling online payments, 278

cancelled checks, EasyStep Interview
process, 18

capital accounts, 351
capital stock account, 351
Card Scan, 408
Carousel View, Report Center, 378
cash, tracking petty cash, 342
cash sales, recording, 124
changing
memorized transactions, 199
recurring transactions, 200
start dates, 19-21
charging sales tax to customers, 183
charging expenses to customers, 116

designating customers when making
purchases, 116

placing expenses on customer
invoices, 117

Chart of Accounts, 140

chart of accounts, EasyStep Interview
process, 18

check register, 166
checking preferences, 170-171
checks

eCheck Payment Processing, 409

electronically printing check
signatures, 408

paper check processing, 409
printing, 174
voiding, 175
in the current year, 175-176
in the previous year, 177
writing, 172-173
checks (cancelled), EasyStep Interview
process, 18
choosing
income tax forms, 286-287
online banking mode, 260
start dates, 19-21

classes, 242
payroll, 242
reports, 245
sales and purchase forms, 244
setting up, 243
Clean Up Company Data utility, 411
Client Data Review, 411
closing financial records at year-end, 313
closing date, setting, 313

restricting user access to pre-closing date
transactions, 314

Closing Date Exception report, creating, 315
COD (cash sales), recording, 124
collapsing details in reports, 393
collecting income, 103
collection letters, creating, 132-134
color coding accounts, 401-402
company files, 13

backing up, 300-302
company general preferences, 68
company reminders, preferences, 203
Company Snapshot, 376-377

customizing, 397-398, 410
company-wide reports, preferences, 382-383
compound interest, 371
converting Quicken to QuickBooks, 10-11
cost

of online backup service, 306-307

Remote Access feature, 256
cost plus billing, 116
counting inventory, 333
credit, issuing, 122-123
credit card payments, receiving, 343
credit cards, 359

accounts

paying/reconciling, 365-367
setting up, 363

recording charges, 364

credit limits, 209

Index
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.csv file format, 393
currencies, Multiple Currencies, 137
adding foreign Chart of Accounts, 140

assigning currency to foreign customers
or vendors, 138

Home Currency Adjustment, 148
Realized Gains & Losses, 147
recording foreign purchase transactions,

144-145

recording foreign sales transactions,
142-143

selecting currencies you will be
using, 139

Unrealized Gains & Losses, 146
updating foreign exchange rates, 141
current liabilities, 359
custom fields, 408
custom invoices, 108
Customer Center, 81-82

customer invoices, assighing
deposits to, 273

customer messages, 123
customer preferences, 104
customers
adding, 79-80
designating when making purchases, 116
placing expenses on invoices, 117
sales tax, charging, 183
selling tax-exempt items to, 186
customizing
Company Snapshot, 397-398, 410
Favorites menu, 396
forms, 107, 411
data, 250-253
forms design, 247-249

D

data
entering for new companies, 13-19
forms, customizing, 250-253

transferring from Quicken, 9-11

transferring from older versions of
QuickBooks, 7-8

updating from older versions, 8-9
dates, invoices, 109
deductions, payroll, 37-38
deleting

bill payments, 169

list entries, 97

transactions, multiple, 274
deposits

accounting for, 368

assigning to open customer invoices, 273

bank deposits, 125

recording as assets, 344
depreciation

calculating, 347

entering, 348
design of forms, customizing, 247-249

designating customers when making
purchases, 116

desktop view preferences, 69-70
details, collapsing in reports, 393
direct deposit, 43-45
Discount, 89
discounts

for early payment, 189

issuing, 127

entering discounts for early payment,
128-129

entering sales discounts on
invoices, 127

paying bills, 165
Discounts & Credits screen, 127
display options, modifying reports, 384
displaying lists on forms, 77-78
distribution accounts, 355

owner's withdrawal, 356
Document Management, 399-400, 407
down payments, 126



downloading
federal tax forms, 294-295
state tax forms, 296

E

EasyStep Interview
opening new company files, 13-19
required information, 17-18
stopping and restarting, 22
eCheck Payment processing, 409
editing
administrator passwords, 308
bill payments, 167-168
information on lists, 94
inventory items, 324
list entries, multiple, 408
timer transactions, 233
users, 309
email, reports, 392
emailing invoices, 112-114
batches of, 115
indicating email status on invoices, 113
setting preferences, 112
employee address information, entering for
payroll, 30
employee labor, 207
employee payroll information, setting
up, 31
employee personal information, entering
for payroll, 29
employee preferences, payroll, setting
up, 28
employees
versus independent contractors, 60
paying, 39-40
special payroll preparation, 41-42
Enhanced Payroll, 27
entering
data for new companies, 14-19
depreciation, 348
historical data, 23

entries
on lists, deleting, 97
merging on lists, 98-99
equity, accounting for, 354
estimated taxes, paying, 292-293
estimates, 205, 214
versus actual cost, reports, 220
creating, 214
invoicing for selected items, 219
invoicing for percentage of, 217-218
revising, 215-216
Estimates feature, preferences, 206
estimating job cost, 207
Excel, exporting reports to, 393
expense accounts, setting up, 21-23
expenses, placing on customer invoices, 117
exported time, 230
exporting
information to timer, 225
report templates, 391
timer data to QuickBooks, 230

F

Favorites Menu, 408
creating, 396

federal identification numbers, EasyStep
Interview process, 18

federal payroll tax information,
setting up, 32

federal tax forms, downloading, 294-295

federal unemployment compensation taxes,
paying with Form 940, 53-54

fields, custom fields, 408
FIFO (first in, first out), 325
files

backing up, 8

company files, backing up, 300-302
filters options, modifying reports, 385
Finance Charge, preferences, 118

financial institutions, activating online
banking, 262-264

Index
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financial records, closing at year-end, 313
closing date, setting, 313

restricting user access to pre-closing date
transactions, 314

financial statements, prior period
adjustments, 357

first in, first out (FIFO), 325
first year of business, budgets, 240
Fixed Asset Item List, 345-346
fixed assets, 337
naming, 346
purchasing, 345
entering in chart of accounts, 345
entering in Fixed Asset Item List, 346
selling, 349
invoices, 349
journal entries, 350
FOB (Free on Board), 105

font and number options, modifying
reports, 386

foreign exchange rates, updating, 141

foreign purchase transactions, recording,
144-145

foreign sales transactions, recording,
142-143

Form 1040, 287
Form 1065, 287
Form 1099, 59-62
Form 1120, 287
Form 1120S, 287
Form 8109, 293

Form 940, paying federal unemployment
compensation taxes, 53-54

Form 941, reporting payroll taxes, 50-52
Form 990, 287
Form 990-PF, 287
Form 990-T, 287
forms
1040, 287
1065, 287

1099, 59-60
issuing, 62
preferences, 61
1120, 287
1120S, 287
8109, 293
990, 287
990-PF, 287
990-T, 287
customizing, 107, 411
data, 250-53
customizing design, 247-249
displaying lists on, 77-78
federal tax forms, downloading, 294-295
income tax forms, 286-287
items on, 90
purchase order forms, 149
classes, 244
sales forms, classes, 244
state tax forms, downloading, 296
W-2, preparing, 55-56
W-3, issuing, 57-58
Free on Board (FOB), 105

G

General Journal, 254
general preferences, 66
company general preferences, 68
personal general preferences, 66-67
goods, receiving, 160-161

GoPayment mobile payment
processing, 409

graphs, preferences, 381-383
Grid View, Report Center, 380
Group, 89
groups
inventory groups, 326-327
memorizing transactions, 193
report groups, 387-388
creating, 387



sales tax, creating, 182
transactions, adding to, 194

H

hardware requirements, 4-5

header/footer options, modifying
reports, 385

headers, hiding in reports, 393
historical data, entering, 23
Home Currency Adjustment, 148

Icon Bar, adding memorized transactions
to, 198

importing

report templates, 390

timer data into QuickBooks, 231
inactive status of list entries, changing, 96
income

accounting for sales, 108

collecting, 103

invoicing, 103

income and expense accounts, setting up,
21

Income Tax Detail, 291
Income Tax Summary, 290
income taxes
accounting for, 292
estimated tax payments, 292-293
reporting, 289
Account Listings, 289
Income Tax Detail, 291
Income Tax Summary, 290
independent contractors
1099 forms, 59-60
versus employees, 60
information, editing lists, 94
installing
QuickBooks, 2-3
timers, 223

interest, 371
interview questions, opening new company
files, 13-19
Intuit Online Payroll, 27
Intuit QuickBooks Bill Pay Service, 276
Intuit Remote Access feature, 256
Intuit Statement Writer, 412
Intuit Statement Writer 2010 (ISW), 393
inventory, 317
accounting for, 319
activating, 318
adding to, 323
adjusting default price, 335-336
counting, 333
preferences, 150
quantities, 322
adjusting, 334
receiving goods, 160-161
recording, 319
reminders to replenish, 330
reports, 331-332
tax status of items, 184
valuing, 325
inventory assembly items, 324
inventory groups, 326-327
inventory items
editing, 324
setting up, 320-322
Inventory Part, 89
Inventory Stock Status by Item, 332
Inventory Stock Status by Vendor, 332
Inventory Valuation Detail report, 332
Inventory Valuation Summary report, 332
invoice forms, 91
invoices
creating, 106-107
dates, 109
emailing, 112-114
batches, 115
indicating email status, 113
preferences, 112

Index
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entering discounts for early payments,
128-129

entering sales discounts, 127
fixed asset sales, 349
indicating email status on, 113
monthly statements, creating, 119-120
placing customer expenses on, 117
previewing, 110
printing, 110

batches, 111
receiving payments for, 121
types of, 108

invoicing

estimates for selected items, 219
income, 103

payment terms, creating, 246

for percentage of estimates, 217-218
progress invoicing, 217

for timer activities, 234

issuing

1099 forms, 62
credit or refunds, 122-123
discounts, 127
entering discounts for early payment,
128-129
entering sales discounts on
invoices, 127
W-3 forms, 57-58

ISW (Intuit Statement Writer 2010), 393
ltem Quantity, 332
items

adding, 86-88

inventory, editing, 324
moving on lists, 92

on forms, 90

order on purchase orders, 155
tax-exempt items, selling, 185
types of, 89

J

job costs, estimating, 207

job status, preferences, 211

job type feature, 212

jobs
accounting for, 207
entering new job information, 208-209
entering payment information, 209
entering specific job information, 210

estimates versus actual cost,
reporting, 220
tracking, dates and descriptions, 213
journal entries, 254
fixed asset sales, 350
reversing, 254

K

keyboard shortcuts, entering dates, 68

L

last in, first out (LIFO), 325
liabilities, 359
accounting for, 360
current, 359
long-term liabilities, 359
paying payroll liabilities, 48
payroll liabilities, 63

year-to-date payroll liabilities, viewing, 49

license numbers, 6
LIFO (last in, first out), 325
list entries, changing inactive status of, 96
list items, marking inactive, 95
List View, Report Center, 379
lists
activities menu, 96
displaying on forms, 77-78
editing information on, 94



entries, deleting, 97
merging on lists, 98-99
moving items on, 92
printing, 100
sorting, 76
loans, 369
payments, 372
recording, 369
recording payments, 373
local payroll tax information, setting up, 33
logos, 249
long-term liabilities, 359
loans, 369

MACRS (Modified Accelerated Cost
Recovery System), 347

mailing labels, creating, 257-258
managing
accounts payable, 361
Sales Orders, 328-329
manufacturing inventory, recording, 319
marking list items, inactive, 95
materials, 207
Memo field, 111
memorized transactions, 195
adding to lIcon Bar, 198
changing, 199
removing, 201
memorizing
reports, 389
transactions, 192
adding to groups, 194
groups, 193
merging entries on lists, 98-99
messages
customer messages, 123
sending, 279

Modified Accelerated Cost Recovery System
(MACRS), 347

modifying reports
display options, 384
filters options, 385
font and number options, 386
header/footer options, 385
money, transferring between accounts, 280
monthly sales tax reports, 187
monthly statements, creating, 119-120
moving items on lists, 92
Multiple Currencies, 137
adding foreign Chart of Accounts, 140

assigning currency to foreign customers
or vendors, 138

Home Currency Adjustment, 148
Realized Gaines and Losses, 147
recording foreign purchase transactions,

144-145

recording foreign sales transactions,
142-143

selecting currencies you will be
using, 139

Unrealized Gaines and Losses, 146
updating foreign exchange rates, 141

multiuser offices, setting up QuickBooks in,
6-7

naming fixed assets, 346

net worth, calculating, 351

New Employee window, 29

new features, Document Management, 407
non-tax-related transactions, 297
Noninventory Part, 89

0

on-the-fly, adding information, 91
online backup service, 306-307
online banking, 259

activating with your financial institution,
262-264

advantages of, 265
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bill payment, canceling payments, 278

deposits, assigning to open customer
invoices, 273

making payments, 276-277
messages, sending, 279
preferences, prefilling accounts, 271
QuickBooks Online, 283
reports of online transactions, 281
transactions
adding multiple, 275
assigning to open vendor bills, 272
deleting multiple, 274
retrieving, 266

transferring money between
accounts, 280

Online Banking Center. See online banking
online banking download interface, 410
online banking mode, choosing, 260
online messages, sending, 279

online transactions, adding to QuickBooks,
267-269

Open Invoices report, viewing, 131

open purchase orders, 159

opening new company files, 13-19

opening balance equity account, 352-354
zeroing-out, 353

opening balance equity accounts, 351

ordering items on purchase orders, 155

orders, receiving partial orders, 162

Other Charge, 89

out-of-state sales tax, 182

outsourcing payroll, 63

overhead, 207

owner’s withdrawal, distribution
accounts, 356

P

paper check processing, 409
par value, 351

partial orders, receiving, 162
password protection, 15
passwords
administrator passwords, 308
for users, 309
Pay Bills filtering, 408
Pay Bills window, 173
paychecks, printing, 43
paying
bills, 164
discounts, 165
credit card accounts, 365-367
employees, 39-40

special payroll preparation, 41-42

estimated taxes, 292

federal unemployment compensation

taxes, Form 940, 53-54
sales tax, 188
paying bills online, 276-277
Payment, 89

payment information for new jobs,
entering, 209

payment preferences, customer
preferences, 104

payment terms, creating, 246
payments

GoPayment mobile payment
processing, 409

loans, 372
recording, 373

receiving for invoices, 121

payroll

Assisted Payroll, 27

Basic Payroll, 27

classes, 242

deductions, 37-38

direct deposit, 43-45

employee address information,
entering, 30

employee payroll information,
setting up, 31



employee personal information,
entering, 29

employee preferences, setting up, 28

Enhanced Payroll, 27

federal payroll tax information, setting
up, 32

Intuit Online Payroll, 27

outsourcing, 63

preferences, setting up, 26

sick benefits 34

state and local payroll tax information,
setting up, 33

summary reports, viewing, 49

tax payments, editing due dates/
methods, 46-47

vacation benefits 35-36
payroll liabilities, 63
paying, 48
Payroll Schedule feature, 28
Payroll Setup, 36
payroll tax accruals, recording, 362

payroll taxes, reporting with Form 941,
50-52
Pending Builds report, 332
personal general preferences, 66-67
personal reports, preferences, 381
petty cash, tracking, 342
Physical Inventory Worksheet report, 332
Portable Company File option, 300, 303
practicing sample company files, 12-13
preferences
accounting preferences, 71-72
bills, 152
checking preferences, 170-171
company-wide reports, 382-383
desktop view preferences, 69-70
email preferences, 112
Estimates, 206
Finance Charge, 118

general preferences
company general preferences, 68
personal general preferences, 66-67
graphs, 381-383
inventory, 150
job status, 211
online banking, prefilling accounts, 271
payment preferences, 104
payroll preferences, setting up, 26
personal reports, 381
purchase orders, 150
Reminders, 202
company reminders, 203
Sales & Customers, 105
sales tax, 180
spelling, 236
time tracking, 222

prefilling accounts, setting preferences for
online banking, 271

preparing
budget reports, 241
inventory reports, 331-332
W-2 forms, 55-56
previewing invoices, 110

price, adjusting default price of inventory,
335-336

print elements, 251
printing

checks, 174

invoices, 110

batches, 111

lists, 100

paychecks, 43
prior period adjustments, entering, 357
product invoices, 108
professional invoices, 108
progress invoicing, 217
purchase order forms, 149

classes, 244
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purchase orders

attaching documents to transactions,
157-158

creating, 154

open purchase orders, 159

ordering items, 155

preferences, 150

vendor bills, entering, 156
purchases, accounting for, 151
purchasing fixed assets, 345

entering in chart of accounts, 345

entering in Fixed Asset Item List, 346

Q

.QOBB file type, 303
.QBW, 303
quantities, adjusting inventory, 334
quantity, inventory, 322
QuickBooks, 1
converting from Quicken, 10-11
data, transferring from earlier versions, 8
installing, 2-3
multiuser offices, setting up, 6-7
registering, 5
TurboTax, 297
QuickBooks Billing Rate Level feature, 30
QuickBooks Loan Manager, 370-372
QuickBooks Online, 283
QuickBooks payroll services, 27

QuickBooks Premier Accountant Edition, 255

QuickBooks website, 282
Quicken
converting to QuickBooks, 10-11
transferring data from, 9-11
QuickFill feature, 168

R

Realized Gains and Losses, 147
receiving
advances, retainers, and down
payments, 126

credit card payments, 343

goods, 160-161

partial orders, 162

payments for invoices, 121
reconciling

bank accounts, 410

bank statements, 338-339

credit card accounts, 365-367

petty cash, 342
recording

bad debts, 135-136

bank account transfers, 341

cash sales (COD), 124

credit card charges, 364

deposits as assets, 344

foreign purchase transactions, 144-145

foreign sales transactions, 142-143

loan payments, 373

loans, 369

manufacturing inventory, 319

payroll tax accruals without QuickBooks
payroll subscriptions, 362

recurring transactions
changing, 200
scheduling, 196-197
refunds, issuing, 122-123
registering QuickBooks, 5
Reminders
company reminders preferences, 203
preferences, 202
reminders, 81, 202-204
replenishing inventory, 330
viewing, 330



Remote Access feature, 256
removing memorized transactions, 201
Renaming Rule, 269
replenishing inventory reminders, 330
Report Center, 378, 410
Carousel View, 378
Grid View, 380
List View, 379
report groups, 387-388
creating, 387
reporting
income tax, 289
Account Listings, 289
Income Tax Detail, 291
Income Tax Summary, 290
payroll taxes with Form 941, 50-52
reports, 375
budgets, 241
classes, 245
Closing Date Exception, creating, 315
collapsing details, 393
Company Snapshot, 376-377
.csv file format 393
emailing, 392
estimates versus actual, 220
exporting to Excel, 393
headers, hiding, 393
inventory, 331-332
Inventory Stock Status by Iltem, 332
Inventory Stock Status by Vendor, 332
Inventory Valuation Detail, 332
Inventory Valuation Summary, 332
memorizing, 389
modifying
display options, 384
filters options, 385
font and number options, 386
header/footer options, 385
monthly sales tax reports, 187
of online transactions, 281

Open Invoices, 131
open purchase orders, 159
Pending Builds, 332
Physical Inventory Worksheet, 332
preferences
company-wide reports, 382-383
graphs, 381-383
personal reports, 381
Realized Gains and Losses, 147
Report Center, 378
Carousel View, 378
Grid View, 380
List View, 379
Sales Order Fulfillment, 332
storing, to report groups, 387
templates
exporting, 391
importing, 390
Unpaid Bills, 163
Unrealized Gains and Losses, 146
restarting EasyStep Interview, 23
restoring backed-up information, 304-305

restricting user access to pre-closing date
transactions, 314

retained earnings accounts, viewing
transactions, 358

retainers, 126

accounting for, 368
retrieving online transactions, 266
reversing journal entries, 254
revising estimates, 215-216

S

sales, accounting for, 108

Sales & Customers, preferences, 105
sales forms, classes, 244

Sales Order Fulfillment, 332

Sales Orders, managing, 328-329
Sales Tax, 89, 179
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sales tax
accounting for, 190
charging to customers, 183
groups, creating, 182
items, creating, 181
out-of-state sales tax, 182
paying, 188
preferences, 180
Sales Tax Group, 89
Sales Tax Item, creating, 181
sales tax reports, monthly, 187
sample company files, practicing, 12-13
scheduled transactions, 197
scheduling recurring transactions, 196-197
screen elements, 251
screen resolution, changing, 70
searching for transactions, 101
security
backups. See backups
passwords, administrator passwords, 308
rights, assigning to users, 310-312
selling
fixed assets, 349
invoices, 349
journal entries, 350
tax-exempt items, 185
to customers, 186
sending online messages, 279
Service, 89
service invoices, 108
shortcuts for entering dates, 68
sick benefits, 34

signatures, electronically print check
signatures, 408

simple interest, 371

software requirements, 4-5
sorting lists, 76

specific identification method, 325
spellchecking, 236

spelling preferences, 236
start dates
choosing/changing, 19-21
EasyStep Interview process, 18
state payroll tax information, setting up, 33
state tax forms, downloading, 296
stopping EasyStep Interview, 22
storing reports to report groups, 387
subcontracted labor, 207
subitems, creating, 93
Subtotal, 89
system requirements for QuickBooks, 4-5

T

tax lines, assigning to accounts, 288

tax payments, editing due date/methods,
46-47
tax returns 294
downloading federal tax forms, 294-295
downloading state tax forms, 296
tax status of inventory items, entering, 184
tax-exempt items, selling, 185-186
taxes

consequences of selling business
assets, 340

federal payroll tax information,
setting up, 32
federal unemployment compensation
taxes with Form 940, 53-54
income taxes. See income taxes
payroll tax accruals, recording, 362
sales tax. See sales tax
state and local payroll tax information,
setting up, 33
tax status of inventory items, 184
year-to-date payroll taxes, 35
telephone registration, 5
templates, reports
exporting, 391
importing, 390



time, tracking, 224
time and materials billing, 116
Time Tracker program, 221
time tracking, preferences, 222
timer activities
creating, 228
invoicing for, 234
timers, 221, 229
creating new timer files, 226-227
explaining to employees, 224
exporting data to QuickBooks, 230
exporting information to, 225
importing data into QuickBooks, 231
installing, 223
transactions
editing, 233
viewing, 232
To Do Notes, 403-405
Tools, 207
tracking
accounts receivable, 130
jobs, dates and descriptions, 213
petty cash, 342
time, 224
transactions
adding to groups, 194
attaching documents to, 157-158
memorized transactions, 195
adding to lIcon Bar, 198
changing, 199
removing, 201
memorizing, 192
groups, 193
non-tax-related, 297
online banking
adding multiple, 275
assigning to open vendor bills, 272
deleting multiple, 274
reports of transactions, 281

online transactions
adding to QuickBooks, 267-269
retrieving, 266
recurring transactions, changing, 200
scheduled, 197
scheduling recurring, 196-197
searching for, 101
timers
editing, 233
viewing, 232

viewing in retrained earnings
accounts, 358

transferring data
from earlier QuickBooks versions, 7-8
from Quicken, 9-11

transferring money between accounts,
online banking, 280

TurboTax, QuickBooks and, 297
types of items, 89

U

Unpaid Bills report, 163
Unrealized Gains and Losses, 146

Update Company File for New Version
dialog, 9

updating
data from older versions of QuickBooks,
8-9
foreign exchange rates, 141
job status, 211
users
adding, 309
assigning all rights, 310
assigning selected rights, 311-312
editing, 309
passwords, 309

restricting access to pre-closing date
transactions, 314
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vV z

vacation benefits, 35-36 zero-balance items, 219
valuing inventory, 325 zeroing-out, opening balance equity
vendor bills accounts, 353

assigning transactions to, 272
entering on purchase orders, 156
Vendor Center, 153
vendors, 83
additional information, entering, 85
addresses, entering, 83-84
viewing
aging and unpaid bills, 163
Open Invoices report, 131
payroll summary reports, 49
reminders, 330
timer transactions, 232

transactions in retained earnings
accounts, 358

year-to-date payroll liabilities, 49
voiding checks, 175

in the current year, 175-176

in the previous year, 177

W-X

W-2 forms, preparing, 55-56
W-3 forms, issuing, 57-58
W-4 forms, 32-33

websites, QuickBooks, 282
writing checks, 172-173

Y

year-end, closing financial records, 313

restricting user access to pre-closing date
transactions, 314

setting closing date, 313
year-end closing entries, 358
year-to-date payroll amounts, 36
year-to-date payroll liabilities, viewing, 49
year-to-date payroll taxes, 35
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