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Introduction

Whether you're new to QuickBooks, you're an expert user, or you fall
somewhere in between, you will find this book to be a quick-start, com-
prehensive reference guide to help you successfully complete your day-to-
day QuickBooks tasks.

Having worked with many types of businesses in the past 25 years, I
know the importance of providing readers with the “how and why” of
common QuickBooks tasks. For both the inexperienced and expert users,
this book includes easy-to-follow quick-start, step-by-step instructions
accompanied by hundreds of illustrations. Additionally, using the provided
instructions, you can practice what you learn with sample data installed
with your QuickBooks software. In no time at all, you will be using
QuickBooks like a pro!

What truly sets this book apart from the competition is the detailed
instruction for managing and troubleshooting your QuickBooks data. For
the business owner, this book provides step-by-step guides, checklists,
and detailed advanced discussions of what information your QuickBooks
data provides.

For the accounting professional, learn how to work efficiently with your
clients’ QuickBooks files using Accountant’s Copy, Client Data Review,
QuickBooks Statement Writer, Send General Journal Entries, and other
useful features included with the QuickBooks Accountant 2014 software.

For the QuickBooks Enterprise 14.0 user, Appendix C, “QuickBooks
Enterprise Solutions Features,” has a special focus on robust inventory fea-
tures, including those available with an Advanced Inventory subscription.
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How This Book Is Organized

QuickBooks 2014 In Depth offers a wealth of information gathered from the author's years of work-
ing with business and accounting professionals who use QuickBooks software. So you can find just
the right information, this book is organized into specific chapters, each focused on a particular task
for working with your own or a client’s QuickBooks data.

B What's New—Learn quickly about what's new in QuickBooks 2014.

B Chapter 1, “Getting Started with QuickBooks”—Learn how to create a new file, convert
from other software, and set up users and permissions. Learn how to set up user security in
QuickBooks Enterprise.

B Chapter 2, “Getting Around QuickBooks”—Find out about navigating, setting preferences,
using Help, and selecting a file to open.

B Chapter 3, “Accounting 101”"—For the business owner, learn the basics of financial reporting.
The included checklist helps you keep a close eye on the financial details.

B Chapter 4, “Understanding QuickBooks Lists”—Dive into using the chart of accounts, Items
List, and class list; managing lists; and fixing list errors.

B Chapter 5, “Setting Up Inventory”—Learn about the different features in each version of
QuickBooks, inventory preferences, and the proper inventory process.

B Chapter 6, “Managing Inventory”—See how to adjust inventory, review inventory reports, and
handle inventory backorders.

B Chapter 7, “Setting Up Vendors”"—Learn how to use the Home page, set vendor preferences,
and use the recommended accounts payable process.

B Chapter 8, “Managing Vendors”—Learn about completing vendor reporting, correcting vendor
transactions, and handling unique accounts payable transactions, such as prepaying a vendor.

B Chapter 9, “Setting Up Customers”—Check into tracking customer leads, customizing the Home
page, setting preferences, and properly invoicing and collecting payment from your customers—
this is an important chapter.

B Chapter 10, “Managing Customers”—Find a wealth of information about properly reporting your
customer balances, paying sales tax, correcting transaction errors, and handling unique customer
transactions.

B Chapter 11, “Setting Up Payroll”—Learn about the many payroll options, how to set up payroll
items and employees, and the proper payroll processing steps.

B Chapter 12, “Managing Payroll”—Prepare your quarterly and annual payroll tax forms, trouble-
shoot payroll errors, and record unique payroll transactions, such as a loan made to an employee.

B Chapter 13, “Working with Bank and Credit Card Accounts”—Learn about entering checks,
credit card transactions, and bank transfers, as well as reconciling tasks. Save time using the
Online Banking Center to download transactions directly into QuickBooks.
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B Chapter 14, “Reporting in QuickBooks”—Find out how to set preferences, use the Report
Center, and modify and memorize reports in this chapter.

B Chapter 15, “Reviewing Your Data”—Get step-by-step guidance on reviewing the accuracy of
your data. Don't miss this chapter!

B Chapter 16, “Sharing QuickBooks Data with Your Accountant”—Delve into instructions for the
business owner and accountant, plus get a discussion of the different types of QuickBooks files.

B Chapter 17, “Managing Your QuickBooks Database”—See how to back up your data and
upgrade your data. For the more advanced user, learn about troubleshooting database errors and
monitoring your QuickBooks database.

B Chapter 18, “Using Other Planning and Management Tools”—Take advantage of all the tools
available with your QuickBooks software, including loan management, planning, a year-end
guide, Microsoft Outlook contacts sync, and the QuickBooks timer.

B Appendix A, “Client Data Review”—For the accounting professional, learn how to reclassify
transactions in batch, track changes to lists, write off small customer balances in batch, fix begin-
ning balance errors, and send journal entries by email, to name just a few tasks.

B Appendix B, “QuickBooks Statement Writer”—For the QuickBooks Enterprise user or account-
ing professional, learn how to prepare customized financials using Microsoft Excel and Word
integration.

B Appendix C, “QuickBooks Enterprise Solutions Features”—Learn about managing the many
unique tools available only in QuickBooks Enterprise. Value-added content details features that
are included with Advanced Inventory or Advanced Pricing subscriptions.

B Appendix D, “QuickBooks Shortcuts”—Save time and work more efficiently with these
shortcuts.

Conventions Used in This Book

The book is straightforward enough that you can easily go to a specific chapter and find the needed
information. It is worthwhile, however, to let you know how information is presented in this book.

Menu Commands

QuickBooks 2014 offers a variety of methods to accomplish a task. To simplify the instructions given,
many steps use the top menu bar in QuickBooks.

struction - Qluic

File Edit View Lists Favorites Accountant Company Customers Vendors Emplovees Banking Reporis Window Help

Menu bar
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For example, the instructions for preparing a report might look like the following:

1. From the menu bar, select Reports, Vendors & Payables.
This directive refers to clicking Reports on the menu bar and then selecting Vendors & Payables as

a submenu of Reports.
Another instruction method utilizes the transaction ribbon toolbar in QuickBooks.

Main Formatiing Send/Ship Reports

E [ =

QR 0 @ @ T T 0L @
Preview Manage Download Customize Speliing Insert Delete GCopy Pasle Cuslomize
Templales Templates Data Layout Line Line Line Line Design ~

Transaction ribbon toolbar

For example, the instructions for modifying an invoice template might look like the following:

1. To continue with customizing your forms, select the Customize Design icon on the Formatting

tab of the ribbon toolbar.

Instructions to select or type are bolded for easy identification in the text and might look like the
following:
1. In the Item column on the next available row, select the non-inventory part Flooring.

2. In the Qty field, type 1. Leave the U/M (Unit of Measure) field blank.

Additionally, for added clarity in the topic discussion, screen illustrations often accompany the

written steps.

Web Pages and Manufacturer Information

A few web pages are listed in this book, mostly directing you to the www.intuit.com website. These
web addresses were current as this book was written; however, websites can change.
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Special Elements

As you read through this book, note several special elements, presented in what we call margin
notes. Different types of margin notes are used for different types of information, as you see here.

0 QuickStart

Several chapters in the book offer Quick Start directives. These references help you quickly
complete the given task. When time permits, you can return to the same chapter to read more
detailed information about the topic.

. A .
@'tlp @ note A caution
This tip might prove useful Here you find additional This is a caution that some-
for whatever you are in the related information or alter- thing you might accidentally
process of doing. native techniques to consider. do could have undesirable
results—so take care!

Sidebars

Learn quickly how to complete a task by following along with supplied step-by-step
instructions using sample data installed with your QuickBooks software.
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QuickStart

Step 1. Add a Vendor 242
Step 2. Record a Vendor Bill 251

Step 3. Pay the Vendor 256

SETTING UP VENDORS

Your business is off to a great start using the QuickBooks software.
Tracking the expenses your company incurs is important to the overall
financial health of the business. This chapter helps you work more
efficiently with the vendors who are the suppliers of your products or
services.

Customizing Your Home Page
for Vendor Activities

QuickBooks makes performing vendor activities easy with a customizable
list of tasks on the Home page (see Figure 7.1).

When working with accounts payable, you can customize the Home page
to include or exclude the following:

B The option to enter bills and pay bills
B Inventory-related activities

B Time tracking, which is useful if you pay vendors for time worked
on jobs

W) For more information on customizing the Home page, refer
to Chapter 2, “Getting Around QuickBooks.”
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Preferences That Affect Accounts Payable

Did you know that you can streamline accounts payable processes by setting certain QuickBooks
preferences? Setting preferences saves keystrokes, which, in turn, can save data entry time.

Not every preference that affects accounts payable impacts your financials; some preferences enable
specific features. To view and modify these QuickBooks settings, from the menu bar, select Edit,

Preferences.

Preferences in QuickBooks come in two forms:

B My Preferences—Settings that are unique to the current user

logged in to the data file and that other users do not share.
Click the My Preferences tab to modify the user-specific set-
tings for the logged-in user.

B Company Preferences—Settings that are common to all users.
Click the Company Preferences tab to modify settings globally

for all users.

The following sections detail the preferences that can affect your

use of the accounts payable functionality.

Accounting

The Accounting preferences are important to review when you

first create your data file. These choices affect much of how your

accounting information is recorded in accounts payable.

Company Preferences

Q note

To set Company Preferences,
you need to open the file

as the Admin or External
Accountant user and switch
to single-user mode (if you
are using the data file in a
multiuser environment). The
Admin user is the default user
created when you begin using
QuickBooks for the first time.

Proper data entry security
includes limiting which
employees have access to
logging in as the Admin and
setting Company Preferences
that are global for all users.

Company Preferences are shared globally by all users. The Accounting preferences include the

following:

B Accounts—These settings are important for proper management of recording revenue and
expenses. The following are the preferences settings for Accounts:

B Use Account Numbers—If enabled, this setting requires the use of an account number in
addition to the account name when creating a new chart of account list item. Users can type
either the number or the name when referencing an account on a transaction line.
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B Show Lowest Subaccount Only—You can choose this option if account numbering is enabled
and all the chart of account items have a number assigned. This setting changes how the
account name is displayed. If you see an “other” named account on your financials, users
recorded a transaction using the parent account and not one of the available subaccounts.

B Require Accounts—Use this option to determine whether QuickBooks displays a prompt
when you forget to choose an account on a transaction line. If you leave the option turned
off, QuickBooks assigns the transaction to Uncategorized Income or Uncategorized Expense.
When you create a new data file, this default is automatically selected.

B Use Class Tracking for Transactions—Classes in QuickBooks provide a secondary means of
grouping transactions, such as into profit centers. The optional Prompt to Assign Classes selec-
tion enables you to enforce class tracking in a similar way as the Require Accounts option. See
the QuickBooks Help menu for more information on how you can use class tracking to track mul-
tiple profit centers on your income statement and for some balance sheet accounts.

B Automatically Assign General Journal Entry Number—This preference automatically sequentially
numbers any general journal entries. You can modify each entry number at the time of input.

B Warn When Posting a Transaction to Retained Earnings—You can post to the Retained
Earnings account, but you don't want to because QuickBooks uses this account at year’'s end to
close out the year’s Profit or Loss totals. Note that, when creating a new data file, this option is
enabled by default.

B Date Warnings—When you create a new data file, the default date range set is from 90 days in
the past to 30 days in the future, calculated from your current computer system date. Users can
modify these date ranges, and QuickBooks warns users when they enter or modify a transaction
outside these dates.

B Closing Date—The Admin or External Accountant user login can set a date so that transactions
cannot be modified, added, or deleted prior to that date without having permission and entering
the closing date password (if one was created).

My Preferences

My Preferences are unique to the username currently logged in to the data file. These settings are
not shared globally.

B Autofill Memo in General Journal Entry—When this is selected, QuickBooks repeats the memo
detail from the first line in the journal entry to all other lines in the same journal entry.

Bills

Review your Bills preferences to determine whether the defaults QuickBooks set are appropriate for
your company’s needs.
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Company Preferences

All users share Company Preferences. The following are the Bills preferences:

B Entering Bills, Bills Are Due—Specifies the default number of days vendor bills should be paid
within. You can change this global default on each vendor’s record information or on a specific
transaction. By default, QuickBooks sets the default due date for bills (when a vendor record
does not have payment terms set) to 10 days. Users can modify this for their company’s specific
bill-paying terms.

B Warn About Duplicate Bill Numbers from Same Vendor—Ensures that you don’t enter the same
bill twice. This safeguard is an important reason for entering bills first instead of skipping a step
and instead using the Write Checks transaction type when you pay vendors.

B Paying Bills, Automatically Use Credits and Discounts—Enables QuickBooks to apply any
unapplied credits or discounts to your vendor bill payments automatically if your vendor is set up
with discount terms and the bill is being paid within the discount date defined. Be sure to select
your preferred chart of account for recording these credits.

My Preferences

You cannot set any My Preferences in the Bills section.

Calendar

Review and set preferences for the Calendar view for upcoming transactions.

Company Preferences

You cannot set any Company Preferences in the Calendar preferences.

My Preferences

My Preferences are unique to the username currently logged in to the data file. These settings are
not shared globally. For Upcoming and Past Due Settings, you have these options:

B Display—Choose from Hide, Show, Show Only if Data Exists, and Remember Last.

B Upcoming Events & Past Due Settings—Set the default to show upcoming and past-due data.

Checking

The Checking preferences improve the accuracy of your day-to-day data entry. Be sure to review
them when setting up a new data file.
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Company Preferences

All users share the Company Preferences. The following are the Checking preferences:

B Print Account Names on Voucher—The default is to print the General Ledger account when
using the Write Checks transaction. General Ledger accounts do not appear on checks printed
via the Pay Bills transaction.

B Change Check Date When a Noncleared Check Is Printed—If you choose to have a check or bill
payment printed later, this setting changes the check date to the current system date when you
print the checks.

B Start with Payee Field on Check—This time-saving option places your curser in the Payee field
when you use the Write Checks transaction type.

B Warn About Duplicate Check Numbers—QuickBooks warns you if the user is using a check
number that the system has already recorded.

B Autofill Payee Account Number in Check Memo—You can assign the account number your ven-
dor has assigned to you and have this number print on the memo field of the bill payment check.

B Select Default Accounts to Use—You can assign the default bank accounts QuickBooks uses
when creating paychecks or payroll liability checks.

B Bank Feeds—Users can select from two data-viewing options and methods for creating renaming
rules when downloading transactions.

My Preferences

My Preferences are unique to the username logged in to the data file. These settings are not shared
globally:

B Select Default Accounts to Use—Assign what bank account you want to use for the following:
B Open the Write Checks transaction
B Open the Pay Bills transaction
B Open the Pay Sales Tax transaction

B Open the Make Deposits transaction

General

Everyone using QuickBooks should review the settings in General Preferences. Although I have
named a couple here, many are worth selecting and customizing for your company’s specific needs.
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Company Preferences

All users share Company Preferences. The following General Preferences might affect your use of
accounts payable functions:

B Time Format—If you track your vendors’ time with QuickBooks timesheets, you can set a default
for how portions of an hour display.

B Never Update Name Information When Saving Transactions—When this option is not selected
and you change the payee name or address, QuickBooks asks whether you want to update the
payee’s information. By default, this preference is not selected in a newly created QuickBooks file.

B Save Transactions Before Printing—By default, this preference is selected in a newly created
QuickBooks file.

My Preferences

My Preferences are unique to the user currently logged in to the data file. These settings are not
shared globally:

B Pressing Enter Moves Between Fields—When this setting is not selected, the Tab key advances
through fields in a transaction; using the Enter key saves a completed transaction. If this option
is selected, both the Tab and Enter keys advance through fields on a transaction. The keyboard
combination of Ctrl+Enter saves a completed transaction.

B Automatically Open Drop-Down Lists When Typing—This time-saving feature is selected by
default. It is useful if the chart of accounts has subaccounts.

B Warn When Editing a Transaction—By default, this option is selected. It helps you avoid unin-
tentional changes to a transaction being reviewed.

B Warn When Deleting a Transaction or Unused List Item—By default, this setting is selected. It
helps you avoid unintentionally deleting a transaction being reviewed.

B Automatically Recall Information—Check this option to recall both the previously assigned
account and the amount, when creating a new vendor transaction.

B Default Date to Use for New Transactions—Exercise caution to ensure that you select the appro-
priate choice. If you are entering transactions from the past, you might want to choose the last
entered date. Otherwise, I recommend setting the default to use today’s date.

Reminders

When setting the Company Preferences for reminders, do not forget to also set the My Preferences
for this section.

Company Preferences

On the Reminders preference page, you set the default for QuickBooks reminders to show a summary
or a list, or you opt not to be reminded of all checks to print, bills to pay, or purchase orders to print.
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My Preferences

If you want reminders to display when you open the QuickBooks data file, select the My Preferences
tab of the Reminders preference and choose Show Reminders List as an option when opening a
Company file.

Reports and Graphs

The person responsible for how QuickBooks reports your accounts payable aging should review
these preferences choices.

Company Preferences

All users share Company Preferences. The Reports and Graphs preferences include the following:

B Summary Reports Basis—This feature is important because it tells QuickBooks the default basis
you want to use when viewing your Balance Sheet, Profit & Loss statement, and other reports.

You can always override the default when you prepare the report. Chapter 3, “Accounting 101,”
has more details on the differences between accrual and cash report basis.

B Aging Reports—You can choose to age your reports from the due date or from the transaction
date.

B Reports Show Items By—This setting affects how reports listing items display.

The remaining preferences affect the appearance of your reports.

My Preferences

My Preferences are unique to the username logged in to the data file. These settings are not shared
globally:

B Prompt Me to Modify Report Options Before Opening a Report—By default, this preference is
not selected. If it's selected, each time you open a report, the Modify Report dialog box displays.

B Report and Graphs—These settings determine how a report is refreshed when the data used
in the report changes. The default in a newly created QuickBooks file is Prompt Me to Refresh. I
recommend selecting the refresh automatically. You can make this decision for yourself, depend-
ing on the size of your QuickBooks data file and the speed of your computer’'s processor.

B Graphs Only—Specify whether to draw graphs in 2D (faster) and whether to use patterns.

Tax:1099

Setting up your vendors for proper 1099 status is important. However, be assured that if, after
reviewing this information, you determine that the original setup was incorrect, any changes made
to this preference will correct prior- and future-dated reports and transactions.
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The Internal Revenue Service requires a business to provide a Form 1099-MISC at the end of the tax
year to any person or unincorporated business paid $600 or more for services in a given calendar

year. Most incorporated businesses are not required to get a Form 1099-MISC. Contact your accoun-
tant for the most current IRS guidelines.

Company Preferences

Select the Do You File 1099-MISC Forms? option to let QuickBooks know that you will be providing
1099 forms to your vendors at the end of the year.

The dialog box in Figure 7.2 is the first step in getting ready to track your Form 1099-MISC payments.
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W) For more information, see “Tracking and Reporting Vendor 1099-MISC Payments,”

p. 275.

My Preferences

You cannot set any My Preferences in the Tax:1099 section.
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Time & Expenses

If you track time or your vendor’s supply services, or if you add time and costs to your customers’
invoices, commonly known as Time & Expense billing, you should review these preferences.

Company Preferences

All users share Company Preferences. The Time & Expenses preferences in Figure 7.3 include the

following:
B Time Tracking—This preference enables the use of timesheets
(for both vendor and employee time tracking) and the First Day Q note
of Work Week assignment. With this preference selected, you When Track Reimbursed
can include employees’ or vendors’ time details on your custom- Expenses as Income is selected,
er’s invoices, and you can change this status on individual time you can define unique income
entries. accounts on the Expense
chart of account, as Figure
B Invoicing Options—Here you can take advantage of the 7.4 shows. When setting Time
improved functionality of creating invoices from a list of time & Expenses preferences for
and expenses. Additionally, when using the Time & Expense Invoicing Options, if Track
method of billing your customers, these options offer added Reimbursed Expenses as
functionality: Income is not selected, then
when the cost is included
B Create Invoices from a List of Time and Expenses—This on a customer’s invoice, the
setting enables the use of a single dialog box displaying all original expense account is
unbilled time and expenses for batch invoicing to customers. decreased (credited).

B Track Reimbursed Expenses as Income—When selected,
the billable expense is treated as income when invoiced. This is the preferred method for bill-
ing in the legal profession, as well as other industries.

B Mark All Expenses as Billable—Do you provide your customers with details of your
expenses? If you do, you should select this preference.

B Default Markup Percentage—Enter a percentage, and each time you add a cost to a custom-
er’'s invoice, QuickBooks adds this amount as a default markup embedded in the invoice line
amount (not displayed separately).

B Default Markup Account—Select a preferred default account (usually an Income category
type).

My Preferences

Time & Expenses has no My Preferences.
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Working with the Vendor Center

QuickBooks makes adding, modifying, and researching vendor activity easy using the Vendor
Center. Vendors are individuals or companies that you purchase services or products from, and they
are managed in the Vendor Center (see Figure 7.5).
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From the Vendor Center, you view contact details for your vendors and can access many tasks,
including the following:

B Create a new vendor or edit an existing one.

B Add multiple vendors (using the Add/Edit Multiple List Entries feature discussed in Chapter 4,
“Understanding QuickBooks Lists,” p. 108).

B Record commonly used vendor transactions.

B Print the vendor list, information, or transactions.

B Export the vendor list or transactions; import or paste vendors from Excel.
B Prepare vendor letters and customize the vendor letter templates.

B Filter your list of vendors to include All Vendors, Active Vendors, Vendors with Open Balances,
or a custom filter of your choice.

B Attach documents to vendor records, such as attaching a copy of the signed subcontractor
agreement.

B Access a map and driving directions to a vendor’s location.

B Order checks from Intuit.

B Add and edit vendor contact names, to-do reminders, and notes, and track sent emails.
B View and filter a list of transactions by vendor or by transaction type.

B Prepare a QuickReport or Open Balance Report for a given vendor.
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Use the Vendor Center to access many of the common vendor transactions and reports you learn
about in this chapter and in Chapter 8, “Managing Vendors,” p. 265.

The following sections provide more detail about creating a vendor and using the Vendor Center for
researching transactions.

Adding or Modifying Vendors

When you are ready to purchase materials or services for your business, you need to create a ven-
dor. You might already have a head start on adding vendors to your file if you used the Adding
Contacts feature available with the Express Start QuickBooks setup discussed in Chapter 1,
“Getting Started with QuickBooks,” p. 36.

However, another less frequently used list in QuickBooks is worth mentioning here: the Other
Names list. One occasion when you might choose to add a payee to the Other Names list is when
you are recording a one-time purchase. Later, if you begin using the vendor regularly, you have a
one-time option to remove the payee from the Other Names list and add it to your Vendor list.

This section offers instructions specific to setting up vendors. If your company will be using the
Enter Bills process, you have to use a payee from the vendor list; the vendor bill transaction does
not allow you to use an Other Names list item in the payee field.

o tip

Would you like to efficiently create new vendor records? Start by entering data in the Company Name field.
When you move your cursor out of the Company Name field, QuickBooks also automatically populates the
Vendor Name, Billed From, and Print on Check As fields (found on the Payment Settings tab).

The Vendor Name field in QuickBooks is a “look-up” name; this field also controls how your vendors are
automatically sorted in the Vendor Center.

If you prefer to use a different vendor look-up name, be sure to enter the proper vendor name in the Print
On Check As field on the Payment Settings tab.

Adding a New Vendor

To practice adding a new vendor record, open the sample data file as instructed in
Chapter 1. If you are working in your own file, use these instructions to begin enter-
ing the vendors you purchase goods and services from:

1. On the Home page, click the Vendors button. Alternatively, from the menu bar,
select Vendors, Vendor Center.

2. If the New Feature highlights display, read the information provided. To dismiss
these messages in the future, click the X in the What's New dialog box. You can
enable help from the menu bar by selecting Help, What's New.

3. In the New Vendor drop-down list, in the upper-left corner of the Vendor Center,
select New Vendor.
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4. The New Vendor dialog box displays (see Figure 7.6). In the Vendor Name
field, type ABC Subcontractor. Note that no two names from any of the lists in
QuickBooks can be the same.

New Vendor

venom nave | ABC Subcontractor

OPENING BALANCE ASOF | 1211572017 @ How do | determine the opening balance?
Aldreasinlo ABC Subcantractor
Fayment Seftings M. James | Smith
o Owner
Tax Scitings
Main Phone ~ | G56-111-2222 Main Email  « | jsmith@abcsubcontractor
Account Settings —
Work Phone  ~ | 555-222-3333 CC Email -
Additional Info Mobile » Website -
Fax \ 4 Other 1 ¥
ADODRES3 DETAILS
DILLED FROM SHIPPCD FROM
ABC Subcontractor & &
James Smith
505 Sunshine Street Copy >

Anytown, TX 11111

Vendor Is Inactive “ Cancel Help

Figure 7.6
Completing the contact information for your vendor is good practice for your record
keeping.

5. Leave the Opening Balance field blank. Chapter 3 discusses entering beginning bal-
ances in a new QuickBooks file (when previous accounting transactions already were
recorded in some other accounting software or by another method). If you are a new
business, you will later enter a vendor bill to increase the balance owed to the vendor
instead of entering an Opening Balance amount in the New Vendor record.

The As Of (date) field does not have any effect in your QuickBooks file if a dollar
value was not entered in the Opening Balance field.

6. On the Address Info tab, consider completing the Salutation, First Name, and Last
Name fields so you have the option to send letters to your vendors in the future.

7. Complete any remaining fields you deem applicable, such as contact information
and address.
8. Click the Payment Settings tab in Figure 7.7. In the Account No. field, enter the

account number your vendor has assigned to you, if applicable. This account num-
ber can optionally be printed on the memo line of a vendor bill payment check.
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vennor navs | ARC Subcontractor

NING BALANCE ) A5 OF | 12152017 H How do | determing the opening balance?
Address Info
Payment Semings
Tax Seftings
ACCount Settings

Additional Info

New Vendor

scenunT v | 123458 cgzn i | 16,000.00

FRrMENT TERNS | Nel 30 - BILLLING RATE LEVEL -8

Figure 7.7
QuickBooks can add the Account No. field to the memo line of voucher-style checks.

9.

10.

11.

12.

13.

14.

15.

Select the appropriate payment terms, such as net 30 days, your vendor has
assigned to your account. If you don't see the specific term you need, select Add
New to add more payment terms to the list.

(Optional) Complete the Print Name on Check As field. This field is necessary only
if the printed name on the check differs from the Vendor Name field.

If you are using certain versions of QuickBooks Premier, Accountant, or any ver-
sion of Enterprise, you have the option to select a Billing Rate Level for your
vendor. Billing rates enable you to assign an hourly rate to billable time you will
later add to a customer invoice.

Click the Tax Settings tab to enter the vendor’s tax ID and assign the vendor as
eligible for 1099 reporting. Note that if you do not have this information handy
when you first create the vendor, you can add this information later and still
track all the details. Click No to Entering The Tax ID Now message.

Click the Account Settings. Select the Repairs:Building Repairs expense account.
You can begin typing the account name, or if you know the account number, you
can type the account number. QuickBooks vendors can have up to three different
accounts assigned that display automatically when you create a new transaction.
If you also download transactions from your bank or credit card, click the link to
review the information provided about how Account Prefill works with Online
Banking now titled Bank Feeds.

Click the Additional Info tab. From the drop-down Vendor Type menu, select
from the provided types or select Add New to create a new vendor type. Use the
Vendor Type field to categorize your vendors, which you can then use to filter
your vendor and transaction reports.

If you have created a Custom Field, complete the value for that field. Custom
Fields enable you to track supplemental information about your vendors. Click
the Define Fields button to add or remove custom fields.
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16. At any time, you can select or deselect the Vendor Is Inactive checkbox. In such
cases, the vendor still appears on reports but does not appear in most drop-down
lists you use for creating new transactions. Do not make a vendor inactive if there
is a balance in Accounts Payable.

17. Click OK to save your changes and close the New Vendor dialog box, or click
Cancel to discard your work.

@+

Are you Eing QuickBooks Enterprise? With this edition, you can choose from more robust settings when
you use Custom Fields. Custom fields are assigned to customers, vendors, employees, or items. For example,
you might use custom fields when your inventory items have multiple sizes or colors. With Enterprise, you
can have up to 15 custom fields for items. These custom fields are then assigned to items; they can be
selected on transactions and can be reported on.

QuickBooks Enterprise adds more robust custom field functionality by permitting you to assign the custom field
to use for specific transaction types. With each custom field, you can specify the characteristics of the data, such
as a text, date, or number field with or without decimals, or offer a multichoice list for the user to select when
entering an item. These are just a few of the available data field types that you can assign. For more informa-
tion on working with custom fields, see Appendix C, “QuickBooks Enterprise Solutions Features,” p. 783.

Now that you have created a new vendor in the sample file, you are prepared to create a list of your
own vendors. Return to the Vendor Center anytime you need to update a vendor’s information.

A caution
QuickBooks does not keep a time stamp on revisions made to your vendors’ contact information. After you
make a change, all previous records reflect the change to the address or contact information.

However, changes to the Account Prefill selection affect only the newly created transactions.

Finding Vendor Transactions

The Vendor Center not only provides access for adding to or modifying your vendor records in
QuickBooks, but also includes convenient access to finding vendor transactions.

With the Vendor Center open, select a vendor to display a list of that vendor’s transactions on the
right. Earlier in Figure 7.5, you can see that vendor A Cheung Limited is selected, and to the right
are the individual transactions.

You can filter the resulting transactions by selecting options in the Show, Filter By, and Date drop-
down lists. The options in the Filter By list change as you make a selection from the Show list.

Figure 7.8 shows representative vendor transaction types. Your transaction types might differ from the
displayed types if you do not have the related feature enabled in Preferences. The only transaction type
that can have a vendor record assigned that is not included in these options is Make Journal Entry.

The Transactions tab in the Vendor Center enables you to review transactions by type rather than
by vendor.
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Credit Card Acthitles
Bales Tax Payments

Researching Vendor Transactions

Figure 7.8
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To practice finding vendor transactions by type, open the sample data file as
instructed in Chapter 1, p. 37. If you are working in your own file, use these instruc-
tions to easily locate vendor transactions:

1. On the Home page, click the Vendors button to open the Vendor Center. On the
left, click the Transactions tab.

2. Select the Purchase Orders transaction type (see Figure 7.9).

aw Venaor.. 5] Mew Iransactions ¥ £ Pnnt View vendorinto [ .
il B i Expo
! Transactions
FILTER & All Purch.,., = pate (Al -

B Purchase Crders — = = . —
B weung Limiled | 6237 12n52017 12152017
= llem Receipls
A il Custom Kitchens ... 6201 01/04/2017 0170472017
[ pills
B Bill Pagments Daigle Lighting 6236 12152017 12152017
E Chiecks Daigle Lighting 6229 1210172017 1200172047
B Credit Card Acivilies Daigle Lighting g232 1210712017 1200712017
lj Sales Tax Payments Larson Hoonng 6213 T0ERZ0TS T00ER0TT

350000
435.00
65.00
571,32
163.25
5,400.00

Figure 7.9

Use the Transactions tab of the Vendor Center to find like transaction types.
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3. (Optional) From the Filter By drop-down list, select Open Purchase Orders.

~

(Optional) Filter for a specific date range. This is useful if you are looking specifi-
cally for older-dated open purchase orders.

(Optional) Click any column header to sort that column.
To view a transaction, double-click or right-click and select Edit Transaction.
Click the Print icon to print the listed transactions.

(Optional) Click the View Vendor Info button and click OK if the New Feature
message displays. QuickBooks opens the Edit Vendor dialog box for the currently
selected vendor. Click OK to close and return to the Vendor Center:Purchase
Orders listing.

© N o a

9. Click the Export icon to export the list of transactions to an Excel worksheet or to
a comma-separated value file.

The Vendor Center provides one location to create or modify your vendor records and even research
vendor transactions.

Next, you learn about the proper accounts payable process so you can successfully track your ven-
dor business expenses.

The Accounts Payable Process

QuickBooks includes a flexible payable process. Your company can choose to use the purchase order
and receive item transactions for controlling and monitoring costs and delivery, or you can skip
these steps and create a bill to be paid later.

An important reason for using a vendor bill to record your business expenses is the ability to track
the vendor’s bill reference number. If your vendor invoices you more than once for the same services
or items, QuickBooks preferences for Bills includes the option to be warned about duplicate bill
numbers from the same vendor.

If you created your data file using the Express Start option, you might need to enable the features
discussed in the earlier section “Preferences That Affect Accounts Payable.” If you are ready to
work in your own data file, make sure you have created your new file as Chapter 1 instructed.

Accounts Payable Transactions

Many of the accounts payable transactions use QuickBooks items. If you are considering using the
accounts payable process for the first time, be sure to review Chapter 4, which discusses the use of
items and how to set them up properly.

If you choose to use purchase order transactions, you need to create items. Items are a list of the
products or services you sell to customers or purchase from vendors. The primary purpose of items
is to perform the accounting behind the scenes and to automate the data entry process by prefilling
descriptions, costs, and sales price on purchase and sales transactions.
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Should you use items even if you do not plan to use purchase order
or item receipt transactions? I recommend that you do, especially if
you follow the instructions in the nearby tip. A powerful feature of
items is that each time the item is purchased or sold, QuickBooks
records the amount to the specific account(s) defined in the Add
New or Edit Item dialog box. This reduces or eliminates potential
errors created from recording the transaction to the wrong account
when using the Expense tab of a purchase transaction.

How can items help you track your customer’s profitability? Many
of the QuickBooks reports that provide profitability information
are based on transactions recorded using items on the Items tab
and do not provide the same information if the transaction is
recorded using the Expenses tab.

For example, imagine that a home builder creates a budget for the
project (using an estimate transaction) and wants to track actual
versus budgeted expense. To take advantage of the many cus-
tomer and job profitability reports, you must enter your expenses
using the Items tab on an accounts payable bill (and use the same
process for the Write Checks transaction), as Figure 7.11 shows.

o tip

Many users inadvertently post
revenue and expenses to the
same account for Services,
Non-inventory Parts, Other
Charges, and Discounts when
selecting a single chart of
account. The New or Edit
Item dialog box includes a
checkbox (see Figure 7.10)
that enables you to avoid this
problem and provides sepa-
rate revenue and expense
account fields. Choosing to
set up items correctly can be
one of the most important
decisions you make in using
accounts payable.

Table 7.1 lists the transaction types available in accounts payable and the purpose each type serves.
Also review Table 8.1 on page 273 in Chapter 8, which outlines the accounting that goes on behind

the scenes with these same transactions.

New ltem

| This service is used in assemblies or is performed by a subcontractor or partner

PU [NFORMATION SALES INFORMATION

DesciNivn un Pudskgse Tiansadlions Desciplion un Sales Transadions

Monthiy Service Call

Cost 0.00
Expense Account | 54000 - Jub Expenses  ~ Tax Code -
Preferred Vendor - Income Account | 40400 - Constuction| -

| low can | set rates by customers or employses?

) e s inaclive

Figure 7.10
Set up items with

Use for sendices you charge for or purchase, like “ both an income

pecialized labor, iting hours, or prof:
foes. i account and an
- expense account.
Item Name/Number ) Subilem uf
Monthly Service Call v
UNIT OF MEASURE Custom Fields
UM Set - Edit. Spelling
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Figure 7.1 @Bl O Credit || Bl Received
Use the Items tab to — - — =
record expenses you Bill
want to traCk n C'US- VINDOR | Thomas Kitchen & Bath - DATC 12M15/2017 &
tomer or job profit- AT e
ability reports. Apoess) | TAOOKSS KCHen & el
AUOUNTDUE (585,00
Bayshore CAD43268
BILL DUE 0114/2010 £
TERMS Net30 b DISCOUNT DATE
MEMO
Expenses SD,IJDI Items $H85.00 I
ITEM DESCRIFTION fQTY WM i COST ! AMOUNT | CUSTOMER:JOB | BILLABLE? : CLASS
Plumb Fixtrs  Plumbing B0 075 585.00 |Abercrombie, Kri... O Remodel A
fixdures

Table 7.1 Accounts Payable Transactions

Accounts Payable Transaction Name  Primary Purpose of Transaction

Purchase Order Document a buyer issues to a seller indicating the products or
services, quantity, and amounts the buyer has agreed to pay

Records receipt of inventory, non-inventory items, or other item
types when the goods arrive before the vendor’s final bill

Item Receipt (receiving inven-
tory, non-inventory, or other item
recorded on a purchase order)

Enter Bills Records an increase to accounts payable and the associated

expense

Vendor Credit Memo Records a decrease of what is owed to a vendor

Bill Payment Check Pays the vendor bill and decreases accounts payable and cash

account balances

Accounts Payable Workflow

In this section, you learn about the importance of using the accounts payable process in place of
using the write check transaction type for recording business expenses. The QuickBooks Home page
and Vendor Center, shown in Figures 7.1 and 7.5, respectively, make managing all your purchasing
activities easy.

Your Home page workflow might vary, depending on the version of QuickBooks you are using and
the preferences you have enabled.
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To perform typical vendor-related activities from the QuickBooks Home page (see Figure 7.1), follow
these steps:

1. Access the Vendor Center.

2. (Optional) Create a purchase order to the vendor.

3. (Optional) Receive inventory with or without the final vendor bill.
4. Enter bills against inventory (does not create an item receipt).

5. Enter a bill to the vendor.

6. Pay the bill (typically within the agreed-upon payment terms for that vendor—for example, 30
days from the bill date).

Some companies choose not to use accounts payable transactions, but instead pay their vendors via
the check transaction (from the menu bar, selecting Banking, Write Checks). Often this choice is
made because the process of paying a vendor with a check is quick and easy and takes fewer steps
than creating and paying a vendor bill.

However, by choosing not to use accounts payable transactions, you ignore several important
controls for managing the purchases your company makes. These purchasing controls include the
following:

B Associating the bill with the purchase order (or item receipt) to automatically calculate quan-
tity and cost—When you enter the vendor’'s name on a bill or write a check, QuickBooks prompts
you with an open purchase order (or item receipt) dialog box (see Figure 7.12) and prefills the bill
for you.

B Receiving a warming when entering a vendor invoice number twice—It can happen—or, more
likely, the user might inadvertently enter it twice. However, when you use a vendor bill (versus the
Write Checks transaction) and you enter the vendor's invoice number in the Ref No. field, QuickBooks
warns you if the vendor's reference number appeared on a previous bill (see Figure 7.13).

Figure 7.12
This warning displays when you enter
Open purchase orders exist for this vendor. Do you wantto receive against one or .
A s a bill for a vendor that has an open

_ purchase order.
Yes Ho

B Not recognizing costs in the month they were incurred—When you opt to use the Write Checks
transaction instead of a vendor bill, QuickBooks uses the date of the check as the date the
expense is recorded (recognized). How often do you pay the vendor’s bill the same day or month
you receive it? You might be overstating or understating the expenses incurred in a specific
month if you use the check instead of the bill transaction type.



Figure 7.13
QuickBooks
provides a
warning mes-
sage when you
enter a bill
with the same
reference (ven-
dor invoice)
number.
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@Ba O Credit

Bill

VENDOR

ADDRESS

Thomas Kitchen & Batn

Ihomas Kitchen & Hath

608 Maln St
Bayshure CA94328

[~ Bl Received

Dere 121152017 @
REF NG 8050

AUOUNTDUE 15865

HILL U= 0142018 B
TEAME MNet30 - DIECOUNT DATE
MEMO
Expenses $0.00 ltems $158.65
TEM : DESCRIFTION e /M ; COST
Plumb Fixirs Plumbing fixiures 1 158.65 Problem
Another Bill already has number 8059.
Solution
Receive All Show PO
Save

You can keep the number on this Bill, but that may cause
you to confuse this Bill with the other later on. To change
the numoer, enter a different nUMBer in the No. neld.

Keep Number Cancel

B Taking advantage of discounts offered by your vendor—Only if you use vendor bills can you set
a preference to have QuickBooks automatically calculate and record the discount if you are pay-
ing the bill within the vendor’s discount terms.

The purchasing controls and warnings in QuickBooks make using the accounts payable process a
smart choice for your company. Additionally, your company benefits from having financial state-
ments that can be viewed in both cash and accrual basis.

Entering a Purchase Order

Your business might choose to record purchase orders to track the expected product or service cost.
Purchase orders are nonposting, which, in accounting vernacular, means that when you record a

purchase order, you are not recording an expense or liability. Instead, a purchase order serves as a
reminder that you expect to receive a bill from the vendor at a later date.

W) 7o learn more about working with purchase orders, see “Creating the Purchase
Order,” p. 182, and also “Auto Create Purchase Orders,” p. 791.

Recording Vendor Bills

You are on your way to properly using accounts payable transactions to help track and report on

your business expenses. You learn how to enter your vendor bills in this section.
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Practice Entering a Vendor Bill

To practice adding a new vendor bill, open the sample data file as instructed in
Chapter 1, p. 37. If you are working in your own file, use these instructions to begin
entering bills for the products and services you have purchased:

1. On the Home page, click the Enter Bills icon to open the Enter Bills transaction
(see Figure 7.14).

2. From the Vendor drop-down list, type the first few letters of the vendor name ABC
Subcontractor (created earlier in this chapter). You can also select the vendor from
the drop-down list by scrolling through the list and selecting a specific vendor.

3. Use the Tab key on your keyboard to advance to the Date field. If you are practic-
ing, accept the default date; otherwise, enter the actual date for your transaction.
In your file, you can use the (+) or (-) key on your keyboard to change the date by
a single day forward or backward. Appendix C details other shortcuts. You use this
date to record the expense when viewing your financial reports in accrual basis.

W) See more information on the accounting for transactions in Table 8.1 in Chapter 8, p. 273.

4. Type 1234 in the Ref. No. field. This represents the invoice number your vendor
supplied on his bill. If your vendor did not provide an invoice number, | often rec-
ommend using the digits of the bill date. For example, | might use 121517 as the
Ref. No. if | am also dating the bill 12/15/2017.

5. Using the Tab key again, advance to the Amount Due field and type 100.
QuickBooks automatically formats the amount as 100.00. In your own file, you can
manage this preference from the menu bar by selecting Edit, Preferences, General,
My Preferences tab. If you enabled the Automatically Place Decimal Point option,
QuickBooks would have formatted your input of 100 as 1.00 instead.

Main Ruporls oA
s § @ RBoweow 3 ¢ B O B B &
Find New Save Usiels Q8 Memarire Pl Aflach | Sclect Enfer | Clear Recaleulale  Pay
" - File "o Time Spits ba
@Bl O Credt & Bl Recalved Al
Vendor
VINDOR | ARC Subcontrachor - DATC 12n5e0nT @ | MR
b S T T S = Fhone 5551112222
ADORESS ":HG 5“:"3"":“‘:” Email Jsmilh@abusubcontrador
James ami AuoUNTDUE do000 .
805 Sunshine Stieel W 100.00 Open balance 000
Anytown, 1X 11111 || Crean Limit 16.000.00
SILL BUE 01142018 @ || POs o be recelved 0
TEHMS Net3o - UESCUUNT be |
at] |
Expenses $100.00 | Items $0.00 MRCRNE TR TN
|
OUNT AMOUNT MEMO CUSTOMER.JOB BILL CLASS
64200 - Repalrs:64210 - Bullding ... 100.00 Repalr Leak Overhead A
Figure 7.14

Entering a Bill enables you to record the expense when it is incurred but pay the vendor at
a later date.
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6. The Bill Due, Terms, and Discount Date fields prefill from the vendor’s record.
You can override these inputs on the specific vendor bill you are entering. If no
defaults are included in the vendor record, QuickBooks uses the default due date
calculation on the Bills—Company Preferences tab of the Preferences dialog box
(see Figure 7.15). You must be logged in to the file as the Admin user or External
Accountant to change the Company Preferences settings for bills.

Preferences

% Accounting A My Preferences Company Preferences “
ENTERING BILLS cancel
Calkendar .

B2 cnecing Bils are dug 10 days aner raceipt Help
ﬂ Desklup View ~ Warmn about duplicate bill numbers fram same vendor =
E FRRHGEON O PAYING BILLS

19 General o

Automalically use credits

2" Integrated Applcations General
(_L REmS & veniory < Automatically use discounts

=y - Sales and
I Jobs & Cstimates Defaull Digeount Avzount 54000 - Job Expens... = Cuslomers

3 Mutiple currencies

Figure 7.15
QuickBooks uses the Company Preferences term when a vendor record doesn’t specify
terms.

7. (Optional) Enter a memo. This memo prints on the bill payment check. If your
vendor record has a stored Account No. as detailed in the section on Adding or
Modifying Vendors, leave the memo field blank; QuickBooks includes the Account
No. on the printed bill payment check automatically.

In this exercise, QuickBooks automatically prefilled the Account column on the
Expenses tab with Repairs:Building Repairs. This account was set as a default for
this vendor.

8. (Optional) Enter a memo for your reporting needs. This memo does not print on
the final check. Although its name is similar to the Memo field on the check, this
field enables you to describe the transaction line for your reporting.

9. Select a customer or job name from the list, when applicable.

10. Use the Billable? field when you specify a customer or job and you want to
include this expense on a future customer invoice that lists expenses and then a
markup amount. If you do not invoice your customers in this manner, you can
ignore this field and leave it checked or unchecked. To set a preference for this,
from the menu bar, select Edit, Preferences, Time & Expenses. On the Company
Preferences tab, select or deselect Mark All Expenses as Billable.

11. If you are using Class tracking, enter the appropriate class.

12. Click Save & Close.
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The ribbon toolbar at the top of the transaction window includes access to commonly used transac-

tion features that were hidden or hard to find in previous editions of QuickBooks. The ribbon toolbar
on an Enter Bill transaction includes the following tabs:

B Main—Use this tab to access the following:

Browse or search saved vendor bills or credits using the arrows.

Create, save, delete, copy, or memorize vendor bills. The Save option on the ribbon toolbar
keeps the transaction open. You'll still use Save & Close or Save & New at the bottom of the
dialog box after you complete your transaction.

Print the vendor bill. You might do this to provide details to a sister company that is paying
the bill or when you need management'’s approval before paying.

Attach source documents. This is a free service and offers local document storage on your
computer.

Select PO or Enter Time to autofill the vendor bill with stored information from these transac-
tion types.

Clear Splits removes the line detail on the Expenses or Items tab but retains the vendor name,
date, and other information on the header portion of the vendor bill.

Recalculate updates the Amount Due field, which is helpful when you have additional line
items.

Pay Bills opens the Pay Bills dialog box with Filter By selected for the same vendor displayed
in the transaction and the bill marked ready to be paid.

B Reports—From this tab on the ribbon toolbar, access a variety of reports specific to this type of

transaction.

O tip

By default, QuickBooks requires you to use the Tab key on your keyboard to advance from one field to
another on certain transactions.

If you inadvertently use the Enter key on your keyboard, QuickBooks might save and close the transaction.
If this happens to you, from an open transaction dialog box, click the arrows on the Main tab of the ribbon
toolbar in the top-left corner.

If you prefer to use the Enter key on your keyboard to advance between fields, you can set that preference
from the menu by selecting Edit, Preferences, General Preferences. On the My Preferences tab, select the
Pressing Enter Moves Between Fields checkbox. You can save a transaction using the Ctrl+Enter keyboard
shortcut. Click OK to save and close your preference setting.

Recording Vendor Credits

Now that you are recording your business expenses with vendor bills, what about returning a prod-

uct to the vendor or receiving a credit for a service that was not performed to your specifications?
The next section shows you how easy it is to create a vendor credit.
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Practice Entering a Vendor Credit

To practice entering a vendor credit, open the sample data file as instructed in
Chapter 1, p. 37. If you are working in your own file, use these instructions to begin
entering credits you receive from your vendors:

1. On the Home page, click the Enter Bills icon.

2. Select the Credit option at the top of the Enter Bills dialog box (see Figure 7.16).
The dialog box now displays a credit, decreasing accounts payable and decreasing
the account(s) assigned on the Expenses tab or, if you are using the Items tab, the
account assigned to the item(s) being used.

|— Select to create a vendor credit

Om & Cregt : g to
i Vendor Tranzsaction |8
I SUMMARY &
venpor  [ABC Subcontractor - DATE PASEIT B Phone 5551112222
I
REF HO. 1223 Email smilh@abesubconbsacior
7 | Upen balance 10000
CRIDIT AMOUNT 100.00
\ Credil Limit 18,000.00
| PUS 1o be received ']
MEMD
[
Cxpenses $100.00 | Hems §0.00 z
A T i euST R As8 | RECENT TRANSACTION o
84200 - Repairs 64210 - Buildin.. | 100.00 |Work nol performed properly T ovemead & | 12HSHT Bl 100.00
Figure 7.16

Credits reduce both what you owe your vendor and the account assigned on the credit or
associated with the item.

3. To continue with the earlier practice example, begin typing the vendor name ABC
Subcontractor. Press the Tab key on your keyboard to advance to the Date field.

4. If you are practicing, accept the prefilled date. In your own file, you can select
the date from the calendar.

5. In the Ref. No. field, type 1223. This is the credit memo number your vendor has
assigned this record.

6. In the Credit Amount field, type 100.00.
7. Enter an optional memo. If you want the memo to display in reports based on

your expense lines, be sure to use the Memo field in the Expenses tab or the
Description field on the Items tab.

8. In this exercise, QuickBooks used the Repairs:Building Repairs expense account
assigned to the vendor record and the amount entered in the Credit Amount
field. If needed, you can change the account or add lines.

9. Click Save & Close.
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This vendor credit is currently unapplied and available to be
applied when you record a bill payment. If you know that a ven-
dor has an unpaid bill pending, you can either apply the credit
against that bill now or wait until the next time you need to pay
the vendor.

If you want to view this unpaid bill on a report, select Reports,

Vendors & Payables, Unpaid Bills Detail report from the menu
bar. An unapplied credit then is listed in this report, as Figure

7.17 shows.
= Unpaid Dills Detail
Customize Report Share Template Memorize Print ~ E-mail ¥ | Excel + Hide Header
Dates  Today ~ 12152017 # SortBy Defaut =
sonam R-of.:k Castle Co;\struc.ﬁon
17HENT

Unpaid Bills Detail
As of December 15, 2017
o Type <+ __ Date
ABC Subcontractor
Credit 12152017 1223 -100.00
Bl 12152017 1234 011142018 100.00
Total ABC Subcontractor 0.00

@ Num_< Due Date < Aging ¢+ _Open Balance <«

@ note

For ease in typing, QuickBooks
formats the date for you.

For example, if your current
computer system year is 2017,
you need to type only 1220 in
a date field, and QuickBooks
formats the date as 12/20/17.

Figure 7.17

The Unpaid Bills
Detail report
makes it easy to
see open vendor
credits.

- O *

Refresh

Paying Vendor Bills

One of the benefits of entering vendor bills is that you can record the expense during the month you

incur it but pay the balance at a later date.

If you are ready to pay your bills, make sure you have a vendor bill or some record of the expense
being incurred. Develop a process at your business for accurately reviewing your unpaid bills.

Practice Paying Vendor Bills

To practice paying a vendor bill, open the sample data file as instructed in Chapter 1,
p. 36. If you are working in your own file, use these instructions to begin paying the

bills you owe your vendors:
1. On the Home page, click the Pay Bills icon.

2. For this exercise, leave the Show All Bills option button selected. When working
with your own data, you can filter the bills that display in the Pay Bills dialog box by
selecting the Due On or Before option button and entering a date (see Figure 7.18).

3. In the Filter By drop-down list, select C.U. Electric or begin typing the name as

you learned in an earlier exercise.
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4. Review the choices available in the Sort By drop-down list, but leave Vendor
selected.

5. Place a checkmark next to each of the bills for C.U. Electric, or optionally click the
Select All Bills button. If you are printing checks, QuickBooks creates one check
for the two selected bills (see Figure 7.18).

6. When working with your own data, if you did not want to pay the full balance,
you can manually type an amount in the Amt. to Pay column on a specific bill’s
row. Later when you are prepared to pay the balance, QuickBooks includes the
remaining balance due in the Amt. to Pay column.

7. With a bill selected, click the Go to Bill button. QuickBooks opens the Enter Bills
dialog box, where, if necessary, you can make changes. Click Save & Close to
return to the Pay Bills dialog box.

8. (Optional) View the discount terms or credits available. The next section has more
details on working with discounts and credits.

Pay Bills

SFLFCTRILLS TD AF PAID

) Due on or before 25(2017 B
Show billz N
@ Show all bills Filter By 'C.U. Electric -
SotBY vendor -
B ! vateUuE | VENDOHR HEF, NU DISG. DATE | AMT, UUE DISG. USED CREUITS USED AMT. TUHA
F 12/3072017 |C.U. Eleclric 500.00 0.00 0.00 500.00 *
[ 01112018 |G Flecic 25000 000 000 25000

Totals F50.00 n.oo o.op 5000
Clear Selactions
DISCOUNT & CREDHT INFORMATION FOR HIGHLIGHTED BILL
Vendor L 11 Flectic Terms Met 30 Number of Credils n
Bill Ref. No. Sugg. Discount 0.00 Total Credils Available 0.00
Go Lo Bill Sel Discount Sel Credils
PAYMENT
Data Method < Account
T T To be printed
12152017 @ Check - She il 10100 - Checking =
o Assi
Assign check number Ending Balance 46.219.10
' Pay Selecied Bils [T

Figure 7.18
Use the Pay Bills dialog box to record payment by check, credit card, or online payment to
your vendor.
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9.

10.
11.

12.

13.

Setting Up Vendors

When working with your own data, you can specify payment options in the
Payment section of the Pay Bills dialog box, including the following fields (for this
exercise, leave the choices as in Figure 7.18):

B Date—This is the date that will print on your checks or will be assigned to
the transactions in your accounting.

B Method—Select Check if you will be printing a check or recording a manually
written check. Select Credit Card if you are paying the bill with the company’s
corporate credit card. Select Online Bank Pmt if you are using online banking.

B To Be Printed or Assign Check Number—If you selected Check as your
method of payment, you can select the To Be Printed option button. If you
manually wrote the check, you can select Assign Check Number.

B Account—Depending on your Method selection, you can assign either the
bank account or the credit card account used to make the payment.

® Ending Balance—QuickBooks displays the ending balance for the bank or
credit card account selected.

Click Pay Selected Bills. QuickBooks opens the Payment Summary dialog box.

Review the details in the Payment Summary dialog box, including payment date,
account, and method.

Click the Print Checks button on the Payment Summary dialog box. (Optional)
You can click the Pay More Bills button to return to the Pay Bills dialog box, or
click Done if you do not want to practice printing (using plain paper).

If you selected the Print Checks button, the Select Checks to Print dialog box dis-
plays (see Figure 7.19). Leave selected the default bank account and the prefilled
first check number.

£

BankAccount 10400 - Cherking - First Check Number |100R0 Order Checks

Select Checks to print, then dick OK.
There is 1 Check to print for $750.00,

Select Checks to Mrint

¥ |1211512017 C.U. Electric ?50.I}U|

Cancel

Help

Select All

Sclect Hone

Figure 7.19
When printing checks, specify the first check number to print.

14.

Review the list of checks to be printed. Each has a checkmark in the column to
the left. Remove the checkmarks from any checks you do not want to print at this
time.
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15. Click OK to open the Print Checks dialog box. Select your printer from the Printer
Name drop-down list in Figure 7.20, and then choose the proper Check Style from

Voucher, Standard, or Wallet.

Mrint Checks

You have 1 checkto print for $750.00
Settings Fonts Partial Page
Printer name: HP Laserlet 2300L PS#:0 on TPVI: - Options... “
Cancel
Mrinter type: Page-oriented (3ingle sheets) =
Help
Mote: To install additional printers or to change port
551 itz nsa the Windows Cantrol Panel Logo
CHESK AR Number of coples: 1
® Voucher ) Standard ) Wallet 7 Collate
4 Signature
(S ] Print company name and address.
= = Use logo
R Print Signaturc Image

Figure 7.20

Select the printer name, check style, and other printer settings for preparing checks from

QuickBooks.

16.
check printed on plain paper is not a negotiable document.

17.
close the confirmation.

W) To learn more about printer settings for checks, see
“Printing Checks,” p. 526.

You have now learned how to complete basic accounts payable
tasks, including using bills to record your expenses and preparing
the payment for the vendor. In the next sections, you learn how to
work with vendor discounts and credits.

Applying Vendor Credits

Your vendor might offer discounts for timely payment or issue a
credit for products or services that did not meet your expectations.

Continue your QuickBooks practice by applying the vendor credit
created in an earlier practice section “Recording Vendor Credits” of
this chapter.

Click Print. For this exercise, make sure you have plain paper in your printer. A

The Print Checks—Confirmation dialog box displays. In this exercise, click OK to

W tip

Using QuickBooks, you can
efficiently prepare a bill
payment check for a single
vendor.

To do so, open a previously
saved vendor bill; on the
Main tab on the transaction
ribbon toolbar at the top,
click the Pay Bill icon. The Pay
Bills dialog box opens, with
the Filter By field already
selected for the same vendor
as the open vendor bill.
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Practice Applying Vendor Credits

To practice applying a credit, open the sample data file as instructed in Chapter 1,
p. 37. If you are working in your own file, use these instructions to apply vendor dis-
counts or credits to your vendor’s open balances:

1.

Review your preference for applying credits. From the menu bar, select Edit,
Preferences, and go to the Bills—Company Preferences tab on the Preferences
dialog box. (You must log in to the file as the Admin or External Accountant

user type.) See the previous Figure 7.15. These settings determine whether
QuickBooks automatically applies any open credits for you. If you don’t select the
Automatically Use Credits checkbox, you must manually apply the credits. Pick the
selection that best meets your business needs.

Click OK to close the Preferences dialog box.

3. On the Home page, click the Pay Bills icon. The Pay Bills dialog box opens.

For this practice example, select the ABC Subcontractor vendor in the Filter By
drop-down list. Filtering can be useful if you have many open invoices for mul-
tiple vendors, but it is not required.

Place a checkmark next to the open bill you want to apply the vendor credit to.
If you didn't select to apply credits automatically in step 1, QuickBooks shows the
total number of available credits and their total value in the Discount & Credit
Information for Highlighted Bill section (see Figure 7.21).

To apply the credit, or if you want to modify the amount or change which credits
are selected, click the Set Credits button. The Discount and Credits dialog box dis-
plays (see Figure 7.22). You can modify which credit is selected by changing the

checkmark from one credit to another or by manually overriding the Amt. to Use.

Click Done to close the Discount and Credits dialog
box. G -
Click Pay Selected Bills t it the Pay Bills dialog b %tlp

ick Pay Selected Bills to exit the Pay Bills dialog box. New for QuickBooks 2014, if
If the AMT..TO PAY cqlumn is 0.00, ¥ou have assoq- the open balance of a ven-
ated a credit memo with a vendor bill, and no addi- dor’s bill is paid completely

tional check transaction is created. by a bill credit, QuickBooks
Click Done in the Payment Summary dialog box, or includes the details of the
click Pay More Bills if you want to return to the Pay invoice and bill credit on a

Bills dialog box. bill payment stub.
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(] Pay Bills -0 %
SFIFCT RILLS TO RF PAID
2 Due on or belore 22512017 B
Show bills -y ————
@ Show all bills Filter By | ABC Subcontractor -
SotBY vendor -
& ! vareoue VENDUR HEF, NU UISG, DATE LU DISG. USED REDITS USED AME 10 FA
[¥ 011472018 ABC Subcontra... 1234 100.00 0.00 0.00 100.00|*
- - v
Totals 100,00 o.0o o.oo T00.00
Clear Selactions
DISCOUNT & CREDHT INFORMATION FOR HIGHLIGHTED BILL
Vendor AR Suhrontracton Terms Mer 30 Number of Credils 1
Dill Ref. No. 1234 Sugg. Discount 0.00 Total Credits Available 100.00
Go Lo Bill Sel Discount Sel Credils
PAYMENT
Data Mathod a Account
p———— (® To ha printeg
12152017 Check 2be printad 10100 - Chacking =
O Assi
Assign chack numbar Ending Balance 46.119.10
| Pay Selecied Bills Cancel
Figure 7.21

When paying vendor bills, QuickBooks shows the number of available credits for the

selected vendor.

Discount and Credits

BILL
Vendor ABC Subcontractor
Rei. No. 1234 Amount Due 100 00
Data 121512017 Discount Used 0.00
Original Amt. 100.00 Credits Used 100.00
Amt. To Pay u.ou
Discount Credits
J i DATE REF HO CREDIT AMT AMT. TO USE REDIT BALANCE
' / 121572017 1223 100.00 100.00 0.00(*

Figure 7.22
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The Discount and Credits dialog box enables you to manage how the credits are applied to

open vendor bills.
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If you are an accounting professional using QuickBooks Accountant or QuickBooks Enterprise
Accountant, you might want to use the Client Data Review feature. From one convenient window,
you can assign the vendor unapplied credit memo to the open accounts payable bill, replacing the
previous steps numbered 3-8.

W) To learn more about time-saving features for accounting professionals, see “Client
Data Review,” p. 695.

@ nhote

When you need to change a prior year’s open balance for a vendor, credit memos can be the safest way to
not inadvertently affect prior year financials. With a credit memo, you can date the correcting transaction
in the current year, which is important if you have already used the prior year’s data to prepare and file a
tax return.

Taking Discounts on Vendor Bills

Your company might be able to save money by paying vendors within their allowed discount terms.
Some vendors offer discounts to encourage quick payment of their invoices.

If you are going to assign discounts to your vendor bills, record your bills at the “gross” amount, or
total amount before any discount. Then, over time, you can watch the amount you have saved grow.

Practice Taking Discounts on Vendor Bills

To practice applying a vendor discount, open the sample data file as instructed in
Chapter 1, p. 35. For this practice, you complete all the steps necessary for QuickBooks
to automatically calculate the discount when paying a vendor bill. If you are working
in your own file, you need to log in as the Admin or External Accountant user type to
set the preference mentioned. You can then use these instructions to apply discounts
to your vendors’ open balances:

1. From the menu bar, click Edit, Preferences, and in the Preferences dialog box,
click the Bills—Company Preferences tab. Check the Automatically Use Discounts
checkbox, as Figure 7.15 showed earlier.

2. Select Job Expenses:Less Discounts Taken as the Default Discount Account.
3. Click OK to save your selection and close the Preferences dialog box.

4. Assign discount terms to a vendor. From the menu bar, select Vendors, Vendor
Center.

5. In the QuickBooks sample data, select Bayshore CalOil Service. To the right, click
the Edit icon (looks like a pencil).

6. In the Edit Vendor dialog box for Bayshore CalOil Service, click the Payment
Settings tab.
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7. If not already assigned, select the 2% 10 Net 30 terms in the Terms drop-down
list. When this option is selected, QuickBooks calculates a 2% discount if the pay-
ment is dated within 10 days of the invoice date. Otherwise, the full amount is
payable within 30 days.

8. Click OK to save your changes and close the Edit Vendor dialog box.

9. From the Vendor Center, with Bayshore CalQil Service, select Enter Bills from the
New Transactions drop-down list.

10. Using the Tab key, advance to the Ref. No. field. Type 567.

11. In the Amount Due field, type 1,000.00. QuickBooks assigns the Terms and
Discount Date and adds the amount to the Expenses tab, using the account used
on previous transactions (or you can choose another account).

12. Assign Overhead to the Class column on the Expenses tab.

13. Click Save & Close.

14. From the Home page, select Pay Bills.

15. The Pay Bills dialog box displays. Place a checkmark next to the Bayshore CalOil Service
bill you just created. Notice that, as a result of selecting Automatically Use Discounts in
step 1, QuickBooks displays the terms and the Sugg. Discount (see Figure 7.23).

= Pay Bills - 0O%
SFIFCT RILLS TO RF PAID
2 Due on or belore 22512017 B
Show bills
® Show all bills Filter By -
SotBy  vendor -
:;_ UATE DUE VERDOHR HEF. NO 5%, UATE ANMIT, DUE LiSG. ustkl LHELNTS USED AM 10 FAY
[[=] 01142018 Bayshore Caloil Senvice 567 1212512017 1,000.04 20.00 0.00 980.00| 2
[ 123072017 GCal Gas & Eleclric 12103 122.68 0.00 0.00 0.00
[ 121252017 |Cal Telephone 9194 000 000 000
[T 121072017 Daigle Lighung 1,539.00 0.00 0.00 0.00
b g
Totals 23.427.12 20,00 0.00 98000
Clear Selactions
DISCOUNT & CREDHT INFORMATION FOR HIGHLIGHTED BILL
Venduor Rapzhore Calllil Sevice Terms 2% 1N Ner 30 Number ol Credils n
Dill Ref. No. 567 Sugg. Discount 20.00 Total Credits Available 0.00
Go Lo Bill Sel Discount Sel Credils
PAYMENT
Data Mathod a Account
Py @ Tn he printeg
12152017 Check = Skl 10100 - Checking .
O Assi
Assign chack numbar Ending Balance 45.233.10
| Pay Selecied Bills Cancel

Figure 7.23
Set QuickBooks preferences to automatically calculate early payment discounts.
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16. (Optional) You can click the Set Discount button to change the amount of the
discount, assign a different discount account, and assign a discount class. Click
Done to close the Discounts and Credits dialog box.

17. For this practice example, click Cancel to close the Pay Bills dialog box. If you are
assigning discounts to your own vendor bills, continue with the check printing process.

A caution
If you decide to add discount terms to your vendor’s record after creating vendor bills, you need to edit any
unpaid vendor bills and manually change the terms or discount date.
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ing A/P Aging Summary
report total, 265-267
Balance Sheet reports
account types, 576-577
Accounts Payable balance, 583

Accounts Receivable balance,
578-579

bank account balances, 578

credit card account
balances, 584

Automatic Cost & Price Updates dialog box

Equity accounts, 585
fixed assets, 582-583
Inventory balance, 580

Other Current Assets
accounts, 581-582

Other Current Liabilities
and Long-Term Liabilities
account types, 585
Payroll Liabilities balance, 584
prior year balances, 577
reviewing, 575-585
Undeposited Funds, 579-580

balance sheets, 91
comparing, 734-736

bank accounts
assets account, 108
debit charges, entering, 529
deposits, recording, 373-376

entering bank debit
charges, 529

reconciliation reports,
reviewing previous, 548

reconciliations, 742

CDR (Client Data
Review), 742

completing multi-month/
year, 545

locating discrepancies,
548-549

restarting previously com-
pleted, 550

undoing, 550-551
reconciling, 538-540
adjustments, b51-552

determining if reconciled,
541-542

troubleshooting, 541-552
statement balance, 103
transactions

Iidentifying uncleared,

544-545
verifying that all have
been entered, 542-544

transferring funds between, 532

uncleared transactions,
reviewing, 546-548

Voided/Deleted Transactions
Summary reports, review-
ing, 549-5660

Write Check transactions,
520-528

Bank Acct No. field (Add
New Account), 112

bank ending balance, data
file information, 94
Bank Feeds, 235, 532-537
configuring, 533-534
managing, 534-537
renaming rules, 537

barcodes

completing transactions,
823-824

importing, 823
printing labels, 824-826
printing to reports, 824
scanning, 821-822

basic invoices, creating,
352-355

Batch Enter Transactions,
632-634

batch invoices, 355

Batch Summary dialog
box, 357

Begin Reconciliation dialog
box, 538-540, 545

Best Selling Items setting
(Company Snapshot), 556
bills, 181

accounts payable, removing,
289-290

credit card
paying, 531
paying and recording,
301-302



paying vendor, 256-259
payment without proper
process, 285-287

vendor, 182-190

creating purchase orders,
182-186

entering, 189-190
Bills preferences, 233-234

bonuses, taxable, paying,
507-508

bounced checks, recording,
434-437

budgets

creating, 676-677

deleting, 681

editing, 678-679

printing reports, 679-681
business identification

numbers, federal and state
required, 451

C

Calculate Charges From
preference (Finance
Charge), 309

Calendar view, 234

canceling Accountant’s
Copy, 616
cash basis accounting
setting up data file for, 94-106
startup transactions
accounts payable, 100-103
accounts receivable, 95-97
bank account statement
balance, 103-105
uncleared bank checks,
105-106

versus accrual basis account-
ing, 89-90

CDR (Client Data Review) 845

cash basis balance sheets,
reconciling Balance Sheet
Accounts Receivable bal-
ance, 386-388

CDR (Client Data Review),
695, 739
Account Balances task group,
705-713
Balances in Accountant’s
Records columns, 707
minimizing/expanding, 704
Reclassify Transactions
feature, 710-712
Troubleshoot Prior
Account Balances tool,
706-709
Working Trial Balance tool,
712-713
Accountant Center, cus-
tomizing to include tools,
699-701
accounting periods
condensing data from pre-
vious, 747-748
setting closing date and
password, 744-746
Accounts Payable task group,
726-729
minimizing/expanding, 704
Accounts Receivable task
group, 719-726
AR Aging Summary
report, 722-724
Clear Up Undeposited
Funds Account task,
720-722
fixing unapplied customer
payments and credits,
719-720
minimizing/expanding, 704
Write Off Invoices dialog
box, 724-726
Audit Trail of Review report,
750-751

Bank Reconciliation task
group, 742
minimizing/expanding, 704
cleanup tasks, customizing,
702-703

Compare Balance Sheet and
Inventory Valuation task,
734-736

customizing, 701-705

Employee Center: Payroll
Center, 741

External Accountants, creat-
ing, 751-752

features, 696-698

accessing, 698-699

Find Incorrectly Paid Payroll
Liabilities, 739-741

finishing reviews, 748-750

Mark Review Complete
button, 760

QuickBooks preferences,
reviewing, 746-747

reopening reviews, 750

review date and basis, modi-
fying, 702

Review Inventory Setup, 734

Review List Changes feature,
713-718

Chart of Accounts tab,
713-718

Customers task, 718

Fixed Asset Items tab,
715-716

Items tab, 714-715

Other Names List, 718
Payroll Items tab, 716-717
Review Item Setup tab, 717
Vendors task, 718

review tasks, assigning status
and notes to, 705

Sales Tax task group, 729-733
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Troubleshoot Inventory fea-
ture, 736-738

Vendors, Inventory Activities,
Physical Inventory
Worksheet, 738

Change Check Date When
a Noncleared Check
Is Printed preference
(Checking), 235

charges, entering, 529

charts of accounts, 107-108
accounts, 108
adding, 110-112
assets, 108

assigning subaccount
relationships, 136-137

cost of goods sold, 109

creating payroll, 4562-453

equity, 109

expense, 110

income, 109

liabilities, 109

making inactive, 133-134

merging duplicated, 134

modifying, 135-136

removing subaccount
relationships, 138

required, 133

errors, finding and fixing,
132-138

preferences, 121-122

Chart of Accounts dialog
box, 134-135

Chart of Accounts tab
(Review List Changes),
713-714

Checking preferences,
234-235, 308
checks, 181
bounced, recording, 434-437
Missing Checks report, 742

CDR (Client Data Review)

printing, 526-528
writing, 523-526

Choose Billable Time and
Costs dialog box, 363, 366

classes, lists, 107, 117-119

Classify Cash preference
(Reports & Graphs), 312

cleanup tasks, CDR (Client
Data Review), customizing,
702-703

Clear Up Undeposited Funds
Account task (Accounts
Receivable), 720-722

Client Collaborator, 634-641

accessing, 635
Client Data Review (CDR).

See CDR (Client Data
Review)

Closing Date Exception
report, 65, 744
tracking changes to, 587

Closing Date preference
(Accounting), 233

closing dates, accounting
periods, setting, 744-746
codes, sales tax

assigning to customers,
332-333

assigning to products or
services, 330-332

creating, 329-330
Collapse option (Report
window), 563
Collections Center, 307
enabling, 391-393
columns, Troubleshoot Prior

Account Balances tool,
706-707

Columns option (Report
window), 563

Columns tab (Report
Designer), 760-761

Committed Costs by Job
report, 831-832
company files
creating new files from, 49-50
opening, 83-86
Portable Company File, creat-
ing and restoring, 669-670

rebuilding, 670-671

Company Preferences, 79, 458
accounting, 79-80, 232-233
Bills, 234
Checking, 235
Finance Charge, 309
General, 236
Graphs, 237
Jobs & Estimates, 310
Payments, 306-307
Reminders, 236-237, 311
Reports, 237

Reports & Graphs, 312-313,
560-562

Sales & Customers, 307-308
Sales Tax, 314-315
Send Forms, 315
Tax:1099, 238
Time & Expenses, 239,
316-317
Company Snapshot, 553-556
customizing, 554-556
defaulting as Home page, 556
Compare Balance Sheet and

Inventory Valuation task
(CDR), 734-736

condensing data from previ-
ous accounting periods,
747-748

Contact Info dialog box, 41
Contact Sync tool, 686-689



Contributed tab (Report
Center), 492

corruption, database, 664
common causes, 664
File Doctor, 671-672
QBWin.log file, 665-668
rebuilding company file,

670-671

reducing file fragments,
669-670

repairing list, 668
resolving program file
issues, 673
signs, 665
Cost field, inventory assem-

blies, autocalculating,
796-798

cost of goods sold account,
charts of accounts, 109

Create Credit Memos/
Refunds dialog box, 380

Create Invoices dialog box,
350-352, 363, 377

Create New Budget dialog
box, 676-677

Create Progress Invoice
Based on Estimate dialog
box, 363

credit card accounts

entering charges, 529-531
liabilities account, 109

reconciliation reports, review-
ing previous, 548

reconciling, 538-540

completing multi-month/
year, b45

determining if reconciled,
b41-542

troubleshooting, 541-552

transactions, 181

identifying uncleared,
544-545

uncleared, 546-548
verifying that all have
been entered, 542-544

Credit Card Audit Trail
report, reviewing, 589-591
credit card bills
paying, 531
paying and recording, 301-302
credit card deposits, record-
ing less a discount fee,
375-376
credit memos
correcting errors, 411-412
recording, 405

recording and applying,
376-378

sales tax, issuing, 442-443

credits
applying vendor, 259-262
unapplied, fixing, 727
unapplied customer, fixing,
719-720

vendor, recording, 254-266
vendors, misapplied, 288

.CSV files, exporting reports
to, 571-573

Custom Pricing preference
(Sales & Customers), 308
Customer Center, 318
customers
adding, 319-323

finding transactions, 323-
324

modifying, 319-323
jobs, adding, 319-323

customers

847

Customer Credit Card Audit
Trail option (Reports,
Accountant & Taxes), 65

customer inventory returns,
handling, 200-201

Customer Return Materials
Authorization forms
(QuickBooks Premier
2014), 153

customer types, lists, 107, 120

customers, 381

accounts receivable
correcting errors, 402-418
estimates, 348-349
preferences, 304-317
processes, 346-380
reporting, 381-394
sales orders, 349

bounced checks, recording,
434-437

correcting payments, 407-410
creating payment terms, 338
credit memos, recording and
applying, 376-378
Customer Center, 318
adding, 319-323

finding transactions,
323-324

modifying, 319-323

customizing Home page
for, 304

invoices
creating, 350-363

progress invoicing,
360-363

removing open balances,
403-407

time and expense invoic-
ing, 363-366
Lead Center, 325-327
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payments, recording, 370-372

price level lists, creating,
333-334

refunding overpayment,
379-380
sales receipts, recording, 367
sales tax, 327
assigning to, 332-333
assigning to products or
services, 330-332

assigning to codes,
332-333

creating codes, 329-330

creating group items,
328-329
creating items, 327-328
paying, 398-402
sales tax payable reports,
394-398
statement charges, record-
ing, 369
tracking deposits, 438

undeposited funds account
errors, correcting, 426-431

as vendors, 432-434

Customers task (Review List
Changes), 718

Customers Who Owe
Money setting (Company
Snapshot), 556

Customize Columns dialog
box, 139

Customize Data Layout tool,
customizing forms, 343-346

Customize My Forms Wizard,
340-342

Customize Report button,
modifying reports, 564-565
customizing
Company Snapshot, 554-556

data displayed on Home
page, 76-77

icons, 75-76
Left Icon Bar, 72-73
Top Icon Bar, 71-72

D

Damaged Goods logs
(QuickBooks Enterprise
Solutions), 155

Damaged Goods logs
(QuickBooks Premier
2014), 153

data, display, customizing,
76-77

data files

cash basis and accrual
accounting, setting up for,
94-106
information collection, 94
opening, 83-85
keyboard shortcuts, 838

Data Server Manager, open-
ing, 648-650
data sharing, 597-598, 630
accountants, 616-630
Client Collaborator,
634-641
converting Accountant’s
Copy to company file,
629-630
creating External
Accountant user
types, 618

File Manager 2014,
617-618

permissions, 623-626
preparing client for data
exchange, 619
receiving Accountant's
Copy files, 619-623
requests upon import
completion, 629

returning Accountant's
Copy change file to
client, 626-629

Accountant’s Copy
canceling, 616

reconciling while
pending, 610

Batch Enter Transactions,
632-634

business owner, 603-616

Client Collaborator,
634-641

creating Accountant's
Copy of data, 604-609

importing accountant's
changes, 610-615

permissions, 609-610
reviewing data, 604
choosing method, 599-603

file types, 599-603

Send General Journal Entries,
630-632

database, 643-644
corruption, 664
common causes, 664
File Doctor, 671-672
QOBWin.log file, 665-668
rebuilding company file,
670-671

reducing file fragments,
669-670

repairing list, 668
resolving program file
issues, 673
signs, 665
monitoring, 660-664, 660

Product Information dialog
box, 660-663

Verify Data utility, 663

Windows Task Manager,
663-664



protecting, 653-660
creating backup, 6563-656

Intuit Data Protect,
659-660

operating environment,
656-659

Database File Fragments sec-
tion (Product Information
dialog box), 662

Database Server, 643-644
Database Server Manager,
648-650
multiuser access, changing
to, 648

Date Warnings preference
(Accounting), 233

dated payments, undepos-
ited funds accounts, remov-
ing, 429-431

dates, keyboard shortcuts, 838
debit charges, entering, 529

Default Date to Use for New
Transactions preference
(General), 236

defragmentation, 657-659

depositing
refunds of payroll liabilities,
514-515

vendor refunds, 300-301

deposits
correcting errors, 412-418
tracking customer, 438
desktop view, My
Preferences, 80-81
dialog boxes

Accountant’s Copy feature,
606-607

Add Icon Bar Item, 71-73

Add New Account, 110-112,
135

Add the People You Do
Business With, 43

Add/Edit Multiple List
Entries, 734

Assign Check Numbers, 434

Automatic Cost & Price
Updates, 804-805

Backup Options, 654-656

Batch Enter Transactions,
632-634

Batch Summary, 357

Begin Reconciliation,
538-5640, 545

Chart of Accounts, 134, 135

Choose Billable Time and
Costs, 363, 366

Client Data Review—
Customize, 703

Client Data Review—Start
Review, 701

Client Data Review—Start
Review or Modify Review,
702

Contact Info, 41

Create Credit Memos/
Refunds, 380

Create Invoice, 363
Create Invoices, 350-352, 377
Create New Budget, 676-677

Create Progress Invoice Based
on Estimate, 363

Customize Columns, 139
Edit Customer, 395

Edit Markup, 805

Edit Role, 60-61

Enter Bills, 255, 257

Enter Payroll Information, 483
General Preferences, 766

Make General Journal
Entries, 708

My Company, 40, 54-55
No Company Open, 38
Open and Convert

dialog boxes 849

Accountant's Copy Transfer
File dialog box, 621-622

Open or Restore Company, 83
opening, keyboard

shortcuts, 836
Pay Bills, 260
Pay Bills or Write Checks, 108
Pay Sales Tax, 419, 729-730
Payment Summary, 258-260
Payments to Deposit, 373
Payroll Item List, 478-479
Preferences, 79, 360, 455-458
Print Checks, 259
Print Labels, 825
Product Information, 660-663

Receive Payments, 371,
379, 404

Reconcile—Account, 545

Reconcile—Account
Name, 539

reinstating warming, 623

Review and Create
Paychecks, 483

Review List Changes, 713-718
Save Backup Copy, 611

Select Previous Reconciliation
Report, 548

Send General Journal Entries,
630-632

Set the Dividing Date, 606

Specify Invoice Amounts for
Items on Estimate, 361
Time/Enter Single
Activity, 481
Transfer Inventory, 810-811

Troubleshoot Prior Account
Balances, 709

Undo Previous Reconciliation,
550-6b1

Unit of Measure, 178

User List, 56

Using Group, 359

View User Access, 614-615
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ViewMyPaycheck, 485-487

Write Check, 520-528

Write Off Invoices, 724-726
direct connect method,

downloading transactions,
533-534

discount items, lists, 114

discounts, taking on bills,
262-264

disk defragmentation,
657-659

Display preference
(Calendar), 234

Display tab (Customize
Report), 564-565

Do You Create Estimates?
preference (Jobs &
Estimates), 310

Do You Do Progress
Invoicing? preference (Jobs
& Estimates), 310

Document Actions pane
(QSW), modifying reports in
Excel, 765-774

documents, 754

Don't Print Items that Have
Zero Amount preference
(Jobs & Estimates), 310

downloading transactions,
533-534

E

EasyStep Interview. See
Advanced Setup or Detailed
Start option

Edit Customer dialog box, 395
Edit Markup dialog box, 805
Edit Role dialog box, 60-61

editing
budgets, 678-679
inventory items, 161
changing prices, 170-172
individual, 162-166

multiple list entries,
166-168

multiple list entries, 122-124
payroll items, 475-477
QSW supporting documents,
777-779
e-filing, tax payments and
forms, 497
EIR (Enhanced Inventory
Receiving), 800-804
accounting, 803-804
considerations, 802
restrictions, 802-803
workflow, 802

emailing, reports, 573-574

Employee Center, employ-
ees, setting up, 469-474
employees
classifying workers as, 450
paychecks, adjusting, 508-509
paying, 479-487
liability payments, 487-489

preparing paychecks,
482-483

printing paychecks, 484

ViewMyPaycheck, 485-487

reviewing default settings,
CDR (Client Data
Review), 741

setting up, 469-474
time, entering, 480-482

employer identification
numbers, 451

Enhanced Inventory
Receiving (EIR), 800-804

accounting, 803-804
considerations, 802
restrictions, 802-803
workflow, 802

Enter Bills dialog box,
255, 257

Enter Bills transaction, 520

Enter Opening Balance field
(Add New Account), 112

Enter Payroll Information
dialog box, 483

Entering Bills, Bills Are Due
preference (Bills), 234
Enterprise Solutions, 783

Advanced Pricing subscrip-
tion, 826-829

customization, 784-788

expense transactions,
786-788

fields, 784-786
inventory, 788-805

accessing features and
reports, 788-790

Advanced Inventory sub-
scription, 806-826

assemblies, 793-798

assigning markup defaults
per item, 805

Auto Create Purchase
Order feature, 791-792

Automatic Cost & Price
Updates preference,
804-805

Enhanced Inventory
Receiving (EIR), 800-804

Sales Order Fulfillment
worksheet, 798-800



reporting, 830-834

combining reports from
multiple companies,
882-834

Committed Costs by Job
report, 831-832

WIP (Work in Process)
summary reports, 830-831

entries, lists, adding/editing
multiple, 122-124

equity, balance sheets, 91

equity account, charts of
accounts, 109
errors

accounts receivable,
correcting, 402-418

charts of accounts, finding
and fixing, 132-138

sales tax, correcting, 419-424
estimates, 181, 304

Evaluate and Correct 1099
Mapping (Accounts Payable
task group), 728

Excel

exporting reports to, 571-573

pasting serial/lot numbers
from, 817-818

payroll reports, 492-493

QSW reports, modifying,
764-774

Excel Add-Ins ribbon icon
(QSW), modifying reports in
Excel, 774

Excel data, adding to
QuickBooks utility, 124-129

existing files, creating new
files from, 49-50

expense accounts, charts of
accounts, 110

Expense Breakdown setting
(Company Snapshot), 555

expense transactions, cus-
tomizing, QuickBooks
Enterprise Solutions,
786-788

Expenses tab (Write Check),
521-523
exporting
QSW reports, 779-781
report templates, 570-571
1eports
to .CSV file, 571-573
to Excel, 571-573
Timer activities, 692-693

Express Start, creating files,
39-44

External Accountant user
types, creating, 618
external accountants

creating, CDR (Client Data
Review), 751-752

creating login for, 56

F

Favorites tab (Report
Center), 492

features, CDR (Client Data
Review), accessing, 698-699

federal identification num-
bers, 451

fields, customizing,
QuickBooks Enterprise
Solutions, 784-786

FIFO (First In, First Out)
inventory costing, 151
Advanced Inventory
subscription, 819-821
File Doctor, 671-672

File Manager 2014, 617-618

financial reports
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File Size section (Product
Information dialog box),
660-661

file types, QuickBooks,
599-603

filed payroll returns, payroll
summary reports, compar-
ing, 500
files
company
opening, 83-85
rebuilding, 670-671
creating, 38-50
Advanced Setup or
Detailed Start option,
45-49
from existing files, 49-50
Express Start, 39-44
fragments, reducing, 669-670
Intuit Interchange Format
(ITF), importing, 169-170
opening, keyboard shortcuts,
838

program, resolving corrup-
tions, 673

QOBWin.log, 665-668

filing tax payments and
forms, 497

Filters tab (Customize
Report), 565

Finance Charge Account
preference (Finance
Charge), 309

Finance Charge preferences,
309-310
financial reports, 91
accounting checklist, 92-93
balance sheets, 91
income statements, 91-92
statements of cash flows, 92
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Financial Statement
Designer (FSD). See
Statement Writer (QSW)

Find Incorrectly Paid Payroll
Liabilities (CDR), 739-741
First In, First Out (FIFO)
inventory costing, 151
Advanced Inventory
subscription, 819-821

Fix Incorrectly Recorded
Sales Tax tool (Sales Tax
task group), 732-733

Fixed Asset Items tab
(Review List Changes),
715-716

fixed assets

assets account, 108
Balance Sheet reports,
582-583

Fonts & Numbers (Customize
Report), 565
Form 1099-MISC payments
entering midyear balances, 298
tracking and reporting,
275-285

Format preference (Reports
& Graphs), 312, 562

Formatting tab (General
Preferences), 757-758

Formatting tab (ribbon
toolbar), 351
forms
customizing, 339-346

Customize Data Layout
tool, 343-346

Customize My Forms
Wizard, 340-342

tax, filing, 448
forms (tax), 494-497
filing, 497
preparing and printing, 494-496

fragments, files, reducing,
669-670

FSD (Financial Statement
Designer). See Statement
Writer (QSW)

G

GAAP (Generally Accepted
Accounting Principles), 753

general personal preferences,
81-82

General preferences, 235-236

General Preferences settings
dialog box, 756

Generally Accepted
Accounting Principles
(GAAP), 753

Grace Period preference
(Finance Charge), 309

Graphs Only preference
(Reports and Graphs), 237,
313, 559

Graphs preferences, 237

group items, 194
creating, 175
lists, 114
groups (report), 565-569
creating, 565-566
managing memorized, 568-569

groups items (inventory),
160-161

H

Header/Footer tab
(Customize Report), 565

Headers & Formatting tab
(Report Designer), 762

Financial Statement Designer (FSD). See Statement Writer (QSW)

Help, Learning Center
Tutorials, 79

Hide Header option (Report
window), 563
Home page, 74-77
customer activities,
customizing for, 304

customizing
data display, 76-77
icons, 75-76
Left Icon Bar, 72-74
menu bar, 68-69
Open Windows list, 77-78
payroll workflow, 480
title bar, 67-68
Top Icon Bar, 69-72
customizing, 71-72

vendor activities, customizing
for, 231-232

icons, customizing, 75-76

identification numbers, fed-
eral and state required, 451

IIF (Intuit Interchange
Format) files, importing,
129-131, 169-170

importing

Advanced Import, Excel
worksheets, 126-129
barcodes, 823

Intuit Interchange Format
(ITF) files, 129-131, 169-170

report templates, 570-571
Timer activities, 693

income, 88

income account, charts of
accounts, 109



Income and Expense Trend
Graph setting (Company
Snapshot), 555

Income Breakdown setting
(Company Snapshot), 555

Income Payments preference
(Payments), 307

income statements, 91-92
Income Tracker, 388-391

incorrectly recorded sales
tax, fixing, 729-732

independent contractors,
classifying workers as, 450

indirect costs, allocating to
jobs through payroll,
509-514
installing
maintenance release, 652-653
QuickBooks
Express option, 646
for multiuser mode, 647
Timer, 691
uninterruptable power supply
(UPS), 656

Intuit Data Protect online
backup service, 659-660

Intuit Interchange Format
(IIF) files, importing,
129-131, 169-170

Intuit Payroll Experts
option, 448

Intuit Statement Writer
(ISW). See Statement Writer
(Qsw)

inventory, 88, 151-152, 205

accessing features and reports,
QuickBooks Enterprise
Solutions, 788-790

adjusting, 205-211

quality adjustments,
207-209

value adjustments,
209-211

adjusting quantity and
value, CDR (Client Data
Review), 738

Advanced Inventory subscrip-
tion, 155, 806-826

barcodes, 821-826

FIFO (First In, First Out)
costing, 819-821

multiple locations, 806-812
serial/lot numbers, 813-819

Advanced Pricing subscrip-
tion, 156

assemblies, 160-161, 793-798

autocalculating Cost field,
796-798

automatically build subas-
semblies, 793

list items, 133

replacing or removing
components, 794-796

Average Cost method, 151
backorders, handling, 196-200

comparing balance sheets
and valuation, CDR (Client
Data Review), 734-736

cost and price updates, han-
dling, 804-805

customer returns, handling,
200-201

enabling preferences, 156-159

Enhanced Inventory
Receiving (EIR), 800-804

Intuit Interchange Format
(ITF) files, importing, 169-170
items, 152, 159
adding, 161-180
changing prices, 170-172

inventory 853

creating inventory assem-
blies, 173-175

editing, 161-180
group, 160-161, 175, 194

inventory assemblies, 160-
161, 195-196

non-inventory parts, 160
parts, 160
receiving into, 187-189
lack of prior average cost,
227-230
management, 88

markup defaults, assigning
per item, 805

Multiple Unit of Measurement
preference, 177-180

negative, handling, 224-230
paying for, 190-192
physical inventory count, per-
forming, 206-207
prior average cost, 224-226
processes, 180-181
purchase orders, 152
Auto Create Purchase
Order feature, 791-792
QuickBooks Enterprise
Solutions features, 153-156
QuickBooks Premier 2014 fea-
tures, 153
QuickBooks Pro 2014 features,
152-163
reporting, 211
Inventory Center, 212-213
Inventory Valuation
Summary report, 214-216
Report Center, 213-214
reviewing aged accounts
payable, 223
reviewing aged item
receipts, 219-223
reviewing recorded aver-

age cost valuation,
217-219
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inventory
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reviewing setup, 734

Sales Order Fulfillment
worksheet (QuickBooks
Enterprise Solutions),
798-800

selling, 193-194
transactions, 181
vendor bills, 182-190

troubleshooting, CDR (Client
Data Review), 736-738

vendor returns, handling, 203
Inventory Center, 153,
789-790
reporting inventory, 212-213

inventory part items, lists, 114

Inventory Reorder reports
(QuickBooks Enterprise
Solutions), 155

Inventory Valuation Summary
or Detail report, 734

Inventory Valuation
Summary report, 214-216

Invoice Options preference
(Time & Expenses), 239
invoices, 181
creating, 360-363
basic, 352-355
batch, 355
memorized transaction
groups, 358-360
multiple sales tax rates on
one, 441-442
progress invoicing, 360-363
removing open balances,
403-407
time and expense invoicing,
363-366

Invoicing Options preference
(Time & Expenses), 317

ISW (Intuit Statement
Writer). See Statement
Writer (QSW)

item lists, 107

customizing view, 139-140
errors, finding and fixing,
139-150

Item Listing report, 140-141
Profit & Loss report, 142-144
reviewing, 139-140

item receipts, reviewing

aged, 219-223

item receipts with bill, 181
item receipts without bill, 147
items, 112-113, 152, 159

adding, 116-117, 161
Individual, 162-166

multiple list entries,
166-168

non-inventory parts,
164-166

parts, 162-164
changing prices, 170-172
correcting one-sided, 144-147
creating as subitems, 149-150
discount, 114
editing, 161

individual, 162-166

multiple list entries,
166-168

group, 114, 160-161, 194
creating, 175
Intuit Interchange Format
(ITF) files, importing, 169-170
inventory assemblies, 114,
160-161, 195-196

creating, 173-175
inventory part, 114
making inactive, 147-148
merging, 148-149
Multiple Unit of Measurement
preference, 177-180

non-inventory parts, 114, 160
other charge, 114
parts, 160

payment, 114
payroll

adding and editing,
475-477

reporting about, 478-479

setting up, 475-479
receiving, 187-189
reviewing setup, 270-272
sales tax, 114, 327-328
sales tax group, 114
service, 113
subtotal, 114

Items tab (Review List
Changes), 714-715

Items tab (Write Check),
521-523

J

Job Status Descriptions
preference (Jobs &
Estimates), 310

job WIP (Work in Process)
summary reports, 830-831

jobs, Customer Center, add-
ing, 319-323

Jobs & Estimates prefer-
ences, 310-311

K

keyboard shortcuts, 835
data files, opening, 838
dates, 838
dialog boxes, opening, 836
lists

editing, 836

opening, 836
memorized transactions, 837
text editing, 837
transactions, 839

editing, 836



L

labels, barcodes, printing,
824-826

Lead Center, 325-327

Learning Center Tutorials, 79

Left Icon Bar, 72-74

Open Windows list, 77-78
liabilities

balance sheets, 91

comparing balances to bal-
ance sheet, 497-499

finding incorrectly paid, CDR
(Client Data Review),
739-741

payroll, depositing of
liabilities, 514-515
reviewing, 741

liabilities account, charts of
accounts, 109

liability payments, prepar-
ing, 487-489

LIFO (Last In, First Out),
inventory, 151

List Limitations section
(Product Information dialog
box), 662-663

lists, 107-108

charts of accounts, 107, 108
adding accounts, 110-112
assets account, 108

assigning subaccount rela-
tionships, 136-137

cost of goods sold
account, 109

equity account, 109

expense accounts, 110

finding and fixing errors,
182-138

income account, 109

liabilities account, 109

lost paychecks, reprinting 855

making accounts inactive,
133-134

merging duplicated
accounts, 134

modifying accounts,
135-136

preferences, 121-122

removing subaccount
relationships, 138

required accounts, 133
classes, 107, 117-119
corruptions, repairing, 668
customer types, 107, 120

editing, keyboard
shortcuts, 836

entries, adding/editing
multiple, 122-124

Excel data, adding to
QuickBooks utility, 124-129

Intuit Interchange Format
(ITF), importing, 129-131
items, 107, 112-113
adding, 115-117, 161-168
changing prices, 170-172

correcting one-sided,
144-147

creating as subitems,
149-150

customizing view, 139-140

discount, 114

editing, 312

finding and fixing errors,
139-150

group, 114, 160, 175, 194

Intuit Interchange Format
(IIF) files, importing,
169-170

inventory assembly, 114

inventory part, 114

Item Listing report,
140-141

making inactive, 147-148
merging, 148-149

Multiple Unit of
Measurement prefer-
ence, 177-180

non-inventory part,
114, 160

other charge, 114

parts, 160

payment, 114

payroll, 475-479

Profit & Loss report,
142-144

receiving, 187-189
reviewing, 139-140
reviewing setup, 270-272
sales tax, 114, 327-328
sales tax group, 114
service, 113
subtotal, 114
limitations, 662-663
managing, 120-131

opening, keyboard
shortcuts, 836

price level, creating, 333-334
reporting on, 132
synchronizing with Outlook,
686-689

Loan Manager, 681-685
collecting information, 682
configuring, 682
setting up payments, 684-685
tracking payments, 682-683

loan payments

setting up, 684-685
tracking, 682-683

Locate Discrepancies in Bank
Reconciliation report, 742

long-term liability, liabilities
account, 109

lost paychecks, reprinting,
506-507
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lost numbers
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lot numbers
pasting from Excel, 817-818
reporting on, 818-819
tracking, Advanced Inventory
subscription, 813-819

M

Main tab (ribbon toolbar),
350-351

maintenance release, install-
ing, 652-653

Make General Journal
Entries dialog box, 708

Manage Sales Tax task (Sales
Tax task group), 733

Mark Finance Charge
Invoices "To Be Printed"
preference (Finance
Charge), 309

Mark Review Complete but-
ton (CDR), 750

markup defaults, inventory,
assigning per item, 805

matching principle of
accounting, 87-89

maximum sales tax, 439-440

Memorized Report List, veri-
fying, 666

memorized report lists/
groups, managing, 568-569

memorized reports, 569-570

creating reports from, QSW
(QuickBooks Statement
Writer), 764

Memorized tab (Report
Center), 492
memorized transactions
groups, 358-360
keyboard shortcuts, 837

menu bar, 68-69
merging list items, 148-149

Minimum Finance Charge
preference (Finance
Charge), 309

misapplied credits,
vendors, 288

Miscellaneous preference
(Sales & Customers), 307

Missing Checks report, 742

Missing Customer Invoices
report, generating, 393-394

multi-month/year reconcilia-
tions, completing, 545

multiple list entries, adding/
editing, 166-168

Multiple Unit of
Measurement preference,
177-180

multiuser access, Database
Server Manager, 648

multiuser mode,
QuickBooks, 647
My Company dialog box, 40,
54-55
My Preferences, 79
Accounting, 233
Calendar, 234
Checking, 235, 308
desktop view, 80-81
General, 81-82, 235-236
Graphs, 237
Reminders, 236-237, 311
Reports, 237
Reports & Graphs, 559
Sales & Customers, 308
Send Forms, 315
Spelling, 82, 316
Time & Expenses, 239-240

N

Names List, 666

negative inventory, han-
dling, 224-230

network Database Server,
643-644

Never Update Name
Information When Saving
Transactions preference
(General), 236

No Company Open dialog
box, 38

Nonconfoming Material
reports

QuickBooks Enterprise
Solutions, 165

QuickBooks Premier 2014, 153

non-inventory parts, 160
adding, 164-166

notes, CDR review tasks,
assigning to, 705

O

Office Accounting, convert-
ing from, 52-54

one-sided items (lists),
correcting, 144-147

Online Payroll
subscription, 449

Open and Convert
Accountant’s Copy Transfer
File dialog box, 621-622

open balances, invoices,
removing, 403-407

Open Invoices report, 383-384

open item receipts
removing aged, 289-290
reviewing aged, 268-270



Open or Restore Company
dialog box, 83

Open the Make Deposits
preference (Checking), 308

Open Windows list, 77-78
opening
company files, 83-85
Data Server Manager, 648-650
Opening Balance Equity
accounts

closing into retained earnings,
593-595

troubleshooting, 593

opening balances, data file
information, 95

operating environment,
protecting, 656-659

operating income, 88

optimization hard drives in
Windows 8, 659

other charge items, lists, 114

Other Current Assets
accounts (Balance Sheet
report), 581-582

Other Names List (Review
List Changes), 718

Outlook, synchronizing lists
with, 686-689

overpayment, refunding,
379-380

P

parts, inventory, 160
adding, 162-164

passwords, accounting peri-
ods, setting, 744-746

Pay Bills dialog box, 260

Pay Bills or Write Checks
dialog box, 108

Pay Sales Tax dialog box,
419-420, 729-730

Pay Sales Tax task (Sales
Tax task group), 733

payable sales tax, adjusting,
732-733
paychecks, 447-448
adjusting employee pay-
checks, 508-509
preparing, 447-448, 482-483
printing, 447-448, 484
paying
credit card bills, 529-531
employees, 479-487
taxable bonuses, 507-508
for inventory, 190-192
sales tax, 398-402
Paying Bills, Automatically

Use Credits and Discounts
preference (Bills), 234

payment items, lists, 114

Payment Summary dialog
box, 258-260

payment terms, creating, 338

payments

dated, removing from unde-
posited funds accounts,
429-431

loan
setting up, 684-685
tracking, 682-683
recording, 370-372
unapplied, fixing, 727
unapplied customer, fixing,
719-720

Payments preferences,
306-307

payroll 857

Payments to Deposit dialog
box, 373
payroll, 445, 491

accounts, creating in the
chart of accounts, 452-4563

allocating indirect costs to
jobs through, 509-514

allowing Intuit Payroll expert
preparation, 448

comparing liability balances
to balance sheet, 497-499

comparing summary report to
filed payroll returns, 500

data file information, 94

depositing refunds of payroll
liabilities, 514-515

employees

adjusting paychecks,
508-509

classifying workers as, 450
entering time, 480-482
paying, 479-487

setting up, 469-474

entering after-the-fact, CDR
(Client Data Review), 741

finding incorrectly paid
liabilities, CDR (Client Data
Review), 739-741

Home page, workflow, 480
items

adding and editing,
475-477

reporting about, 478-479
setting up, 475-479

liability payments, preparing,
487-489

limiting access to, 63

lost paychecks, reprinting,
506-507

Online Payroll subscription, 449

paychecks, preparing and
printing, 447-448
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858 payroll

physical inventory counts,
performing, 206-207

paying taxable bonuses, Payroll Item List dialog box,
507-508 478-479

Payroll Setup Interview, Payroll Items tab (Review
458-466 List Changes), 716-717
preferences, 455-458

Portable Company File, cre-
ating and restoring, 669-670

Payroll Liabilities balance preferences, 79

C?g)ngg Preferences (Balance Sheet report), 584 accounts payable, 232-240
Payroll & Employees— payroll services, recording Bills, 2?3'234
Company Preferences payroll, 515-517 Checking, 234-235
tab, 455-457 PDF files, saving CDRs accounts receivable, 304-305
Time & Expenses— (Client Data Reviews), Checking, 308
Company Preferences 748-749 Finance Charge, 309-310
tab, 458 Peachtree, converting from, Jobs & Estimates, 310-311
process, 446-447 52-54 Payments, 306-307
recording performance, monitoring, Reminders, 311
employee loan payment Windows Task Manager, Reports & Graphs, 312-313
and repayment, 501-505 663-664 Sales & Customers,
outside service, 515-517 permissions 307-308
reports Sales Tax, 314-315

data sharing
accountants, 623-626
business owner, 609-610
setting up, 55-59
Windows, 650-651

Excel, 492-493

reconciling to business
financials, 500-501
Report Center, 491-492
reviewing liabilities, CDR
(Client Data Review), 741 personal Database Server,

Run Payroll Checkup diagnos- 643-644 Multiole Unit of
) ultiple Unit o
tic tool, 466-469 Personal Preferences, My b

- . Measurement, 177-180
state filing requirements, Preferences,79
451-452 My Preferences, 79

Accounting, 233 Accounting, 232-233
Calenc.lar, 234 Calendar, 234
Checking, 235, 308 Checking, 235, 308
desktop view, 80-81 desktop view, 80-81
General, 81-82, 235-236 General 81-82, 235-236

Send Forms, 315-316

Spelling, 316

Time & Expenses, 316-317
banking, 520
credit card management, 520
inventory, enabling, 156-159

subscription services, select-
ing and activating, 447-449

summary reports, comparing
to filed returns, 500

tax forms, 494-497

hs, 237
tax tables, updating, 449-450 ;}rap Z’ 3 - Graphs, 237
troubleshooting, 497-501 CHUNCETS, £56-29, Reminders, 236-237, 311
. Reports, 237
vendors, setting up payroll Reports, 237

tax, 454-455
ViewMyPaycheck, 485-487

Payroll & Employees—
Company Preferences tab
(Preferences dialog box),
455-457

Reports & Graphs, 559
Sales & Customers, 308
Send Forms, 315

Spelling, 82, 316

Time & Expenses, 239-240

Reports & Graphs, 5569
Sales & Customers, 308
Send Forms, 315

Spelling, 82, 316

Time & Expenses, 239-240



payroll, 455-458
Company Preferences
tab, 458
Payroll & Employees—
Company Preferences
tab, 465-457
Time & Expenses—
Company Preferences
tab, 458
Tax:1099, 237-238

Preferences & Formats menu
(QSW), 756-759

Preferences dialog box, 76,
79, 360

preformatted Excel spread-
sheets, entering data into,
124-126

prepayments, recording,
295-298

Pressing Enter Moves
Between Fields preference
(General), 236

Previous Year Income
Comparison setting
(Company Snapshot), 555

price level lists, creating,
333-334

Price Rules (Advanced
Pricing), 335-336
pricing
Advanced Pricing subscrip-
tion, 826-829
price rules, 827-829
quantity discounts, 829
inventory items, changing,
170-172
Print Account Names

on Voucher preference
(Checking), 235

Print Checks dialog box, 259

QSW (QuickBooks Statement Writer)

Print Labels dialog box, 825

print queues, customer
invoices marked to print,
eliminating, 418
printing
barcode labels, 824-826
barcodes to reports, 824
budget reports, 679-681
checks, 526-528
lost paychecks, 506-507
paychecks, 447-448, 484
QSW reports, 779-781
tax forms, 494-496

processes, payroll, 446-447

Product Information dialog
box, 660-663

products, sales tax codes,
assigning, 330-332

products and services, 88

Profit & Loss report
item lists, 142-144
reviewing, 586-587

program files, resolving
corruptions, 673

progress invoicing, 360-363

Prompt Me to Modify Report
Options Before Opening a
Report preference (Reports
and Graphs), 237, 559

Prompt Me to Modify Report
preference (Reports &
Graphs), 313

purchase orders, 152, 181

Auto Create Purchase Order
feature (Enterprise), 791-792

creating, 182-186
entering, 251

859

Q

.QBA files, 599, 602

.OBB files, 599-601

.QBM files, 599-601

.QBW files, 599-601
QBWin.log file, 665-668
.OBX files, 599-602

.QBY files, 599, 602

QSW (QuickBooks Statement

Writer), 753

benefits, 754-755

Document Actions pane,
modifying reports in Excel,
765-774

Excel Add-Ins ribbon icon,
modifying reports in
Excel, 774

launching, 755-756

Preferences & Formats menu,
756-759

Report Designer, 7569-763
Columns tab, 760-761

Headers & Formatting
tab, 762

modifying reports in
Excel, 765

Report Content tab, 769

Review & Finish tab, 763

Rows/Accounts tab,
761-762

reports, 754

creating from
memorized, 764

exporting, 779-781

modifying in Excel,
764-774

opening, 764
printing, 779-781
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supporting documents,
774-775
adding or moditying,
775-777
creating, 779

creating with Word
toolbar, 777

editing, 777-779
workflow, 754

quality adjustments, inven-
tory, 207-209

Quality Discounts (Advanced
Pricing), 829
QuickBooks, 35, 67
file types, 599-603
installing
Express option, 646
for multiuser mode, 647
maintenance release, install-
ing, 652-653
preferences, reviewing,
746-747
sample data, 37-38
system requirements, 644-646
versions, 35-36
upgrading, 6561-652
Windows user permissions,
650-651
QuickBooks Enterprise
Solutions, 783

Advanced Pricing subscrip-
tion, 826-829

customization, 784-788

expense transactions,
786-788

fields, 784-786
inventory, 788-805
accessing features and
reports, 788-790
Advanced Inventory sub-
scription, 806-826

QSW (QuickBooks Statement Writer)

assemblies, 793-798

assigning markup defaults
per item, 805

Auto Create Purchase
Order feature, 791-792

Automatic Cost & Price
Updates preference,
804-805

Enhanced Inventory
Receiving (EIR), 800-804

Sales Order Fulfillment
worksheet, 798-800

reporting, 830-834

combining reports from
multiple companies,
832-834

Committed Costs by Job
report, 831-832

WIP (Work in Process)
summary reports,
830-831

user security, 59-64

Quicken, converting from,
50-52

R

Rebuild Data utility, 665-666

rebuilding company file,
670-671

receipts, sales, recording, 367

Receive Payments dialog
box, 371, 379, 404

Receive Payments preference
(Payments), 306-307

receiving items into inven-
tory, 187-189

Recent tab (Report
Center), 492

Reclassify Transactions fea-
ture (Account Balances task
group), 710-712

Reconcile Accounts link
(Bank Reconciliation task
group), 742

reconciliation reports,
reviewing previous, 548
reconciliations
adjustments, 551-552

bank or credit card accounts,
538-540

determining, 541-542

locating discrepancies,
548-549

multi-month/year,
completing, 546
restarting previously
completed, 550
troubleshooting, 541-552
undoing, 550-551
recorded average cost valua-
tion, reviewing, 217-219
recording

employee loan payment and
repayment, 501-505

vendor bills, 251-254
vendor credits, 254-256

refunding overpayment,
379-380

refunds of payroll liabilities,
depositing, 514-515

refunds, vendors, depositing,
300-301

reinstating warning dialog
boxes, 623

Reminders preferences,
236-237, 311

Reminders setting (Company
Snapshot), 556

renaming rules, Bank
Feeds, 537



Report Center, 557-559
payroll reports, 491-492
reporting inventory, 213-214

Report Content tab (Report
Designer), 759

Report Designer (QSW),
759-763
Columns tab, 760-761
Headers & Formatting tab, 762
modifying reports in Excel, 765
Report Content tab, 759
Review & Finish tab, 763
Rows/Accounts tab, 761-762
Report window, modification
options, 563
reporting. See also reports
accounts receivable, 381-382
Collections Center, 391-393
Income Tracker, 388-391
Missing Invoices report,
393-394
Open Invoices report,
383-384
A/R Aging Summary,
382-383
reconciling totals, 385-386
viewing balance on cash
basis balance sheets,
386-388
inventory, 211
Inventory Center, 212-213
Inventory Valuation
Summary report, 214-216
Report Center, 213-214
reviewing aged accounts
payable, 223
reviewing aged item
receipts, 219-223
reviewing recorded aver-
age cost valuation,
217-219

on lists, 132
QuickBooks Enterprise
Solutions, 830-834
reports
AR Aging Summary, review-
ing, 722-724
Audit Trail, reviewing, 588

Audit Trail of Review, 697,
760-751

Balance Sheet
account types, 576-577

Accounts Payable
balance, 583

Accounts Receivable
balance, 578-579

bank account balances, 578

credit card account bal-
ances, 584

Equity accounts, 585
fixed assets, 582-583
Inventory balance, 580

Other Current Assets
accounts, b81-582

Other Current Liabilities
and Long-Term
Liabilities account
types, 585

Payroll Liabilities
balance, 584

prior year balances, 577

reviewing, 575-585

Undeposited Funds,
579-580

budget, printing, 679-681

Closing Date Exception,
tracking changes to, 587

Closing Date Exceptions, 744

combining from multiple
companies, 832-834

Committed Costs by Job,
831-832

Company Snapshot, 553-556

reports 861

Credit Card Audit Trail,
reviewing, 589-591

dates, keyboard shortcuts, 838

emailing, 573-574

exporting to .CSV file, 571-573

exporting to Excel, 571-573
groups, 565-569
creating, b65-566
managing memorized,
568-569
templates, exporting/
importing, 570-571

Inventory Valuation Summary

or Detail, 734

Locate Discrepancies in Bank

Reconciliation, 742
lot numbers, 818-819
memorized, 569-570
Missing Checks report, 742
modifying, 563
Customize Report button,
564-565

Report window, 563
payroll

Excel, 492-493

items, 478-479

reconciling to business
financials, 500-501

Report Center, 491-492
printing barcodes to, 824

Profit & Loss, reviewing,
586-587

QSW (QuickBooks Statement
Writer)
creating from
memorized, 764
exporting, 779-781
modifying in Excel,
764-774
opening, 764
printing, 779-781
Report Center, 557-559
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862 reports

report groups, 565-569
creating, 565-566
managing memorized,

568-569

Reporting Preferences,
559-562

templates, exporting/
importing, 570-571

Transaction List by Date,
viewing, 592

Undeposited Funds Detail,
426-431

Unpaid Bills Details, review-
ing, 728-729

user activity, 65

Voided/Deleted Transactions
Summary, 591

reviewing, 549-550
WIP (Work in Process) sum-

mary, WIP (Work in Process)

summary reports, 830-831

Reports & Graphs prefer-
ences, 312-313, 559-562

Reports preferences, 237

Reports Show Items By
preference (Reports and
Graphs), 237

Reports tab (ribbon toolbar),
351-352

Reports-Show Accounts
By preference (Reports &
Graphs), 312, 560-561

Reports-Show Items By pref-
erence (Reports & Graphs),
312, 560

reprinting lost paychecks,
506-507

researching vendor transac-
tions, 246-247

Resources tab (General
Preferences), 757-758

restoring backups, 656

restrictions, Enhanced
Inventory Receiving (EIR),
802-803

returns, customer inventory
types, handling, 200-201

revenue, 88

Review & Finish tab (Report
Designer), 763

Review and Create
Paychecks dialog box, 483

Review Inventory Setup
(CDR), 734

Review Item Setup tab
(Review List Changes), 717

Review List Changes feature

(CDR)

Chart of Accounts tab,
713-718

Customers task, 718

Fixed Asset Items tab,
715-716

Items tab, 714-715
Other Names List, 718
Payroll Items tab, 716-717
Review Item Setup tab, 717
Vendors task, 718
review tasks, CDR (Client
Data Review), assigning
status and notes to, 705
reviews (CDR)
finishing, 748-750
reopening, 750

ribbon toolbar, creating
invoices, 350-352

roles, users, setting up and
modifying, 60-63

Routing Number field (Add
New Account), 112

Rows/Accounts tab (Report
Designer), 761-762

Run Payroll Checkup diag-
nostic tool, 466-469

S

Sales & Customers prefer-
ences, 307-308

Sales Forms preference
(Sales & Customers), 307

Sales Order Fulfillment
worksheet (QuickBooks
Enterprise Solutions), 153,
155, 798-800

sales orders, 181, 304, 349

Sales Orders preference
(Sales & Customers), 308
sales receipts, 181
recording, 367

sales tax, 327
adjusting payable, 732-733
codes

assigning to customers,
332-333

assigning to products or
services, 330-332

correcting errors, 419-424

incorrectly recorded, fixing,
729-732

issuing credit memos,
442-443

items
creating, 327-330
group, 114, 328-329
lists, 114
managing, 733
maximum, 439-440

multiple rates on one invoice,
441-442



payable reports, 394-398

paying, 398-402, 733

Sales Tax Liability report,
420-424

tracking, 304

Sales Tax Liability report,
420-424

Sales Tax preferences,
314-315

Sales Tax Preferences task
(Sales Tax task group), 733

Sales Tax task group (CDR),
729-733

sample data, 37-38

Save Backup Copy dialog
box, 611

Save File method, creating
Accountant's Copy, 608-609

Save Transactions Before
Printing preference
(General), 236

scanning barcodes, 821-822

security

antivirus software, 657

users
access rights, b9
QuickBooks Enterprise,

59-64

setting up, 60-64
modifying roles, 60-63

Select Default Accounts to Use
preference (Checking), 235

Select Previous
Reconciliation Report dia-
log box, 548

selling inventory, 193-194

Send Email Using preference
(Send Forms), 316

Send Forms preferences,
315-316

Send General Journal
Entries, 630-632

Send to Accountant method,
creating Accountant's
Copy, 605-608

Send/Ship tab (ribbon tool-
bar), 351-352
serial numbers
pasting from Excel, 817-818
tracking, Advanced Inventory
subscription, 813-819
service items, lists, 113

services, sales tax codes,
assigning, 330-332

Set the Dividing Date dialog
box, 606

Set Up Sales Tax Item prefer-

ence (Sales Tax), 314

sharing data, 597-598, 630
accountants, 616-630

Client Collaborator,
634-641

converting Accountant's
Copy to company file,
629-630

creating External
Accountant user
types, 618

File Manager 2014,
617-618

permissions, 623-626

preparing client for data
exchange, 619

receiving Accountant's
Copy files, 619-623

requests upon import
completion, 629

returning Accountant'’s
Copy change file to
client, 626-629

Spelling preferences

863

Accountant’'s Copy
canceling, 616

reconciling while
pending, 610

Batch Enter Transactions,
632-634

business owner, 603-616

Client Collaborator,
634-641

creating Accountant’s
Copy of data, 604-609

Importing accountant's
changes, 610-615

permissions, 609-610
reviewing data, 604
choosing method, 599-603

file types, 599-603
Send General Journal Entries,
630-632
shortcuts (keyboard), 835
data files, opening, 838
dates, 838
dialog boxes, opening, 836
lists
editing, 836
opening, 836
memorized transactions, 837
text editing, 837
transactions, 839
editing, 836
Small Business Accounting,
converting from, 52-54
Sort By option (Report win-
dow), 563

sorting transactions, 547-548

Specify Invoice Amounts for
Items on Estimate dialog
box, 361

Spelling preferences, 82, 316
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864

spreadsheets (Excel), enter-
ing data into preformatted,
124-126

Start with Payee Field
on Check preference
(Checking), 235

starting inventory sites,
assigning, Advanced
Inventory subscription,
807-809
startup transactions
accounts payable, 100-103
accounts receivable, 95-97

bank account statement bal-
ance, 103-105

uncleared bank checks,
105-106

state identification
numbers, 451

statement charges, record-
ing, 369

Statement of Cash Flows
preference (Reports &
Graphs), 561-562

Statement Writer (QSW),
753, 754
benefits, 754-755

Document Actions pane,
modifying reports in
Excel, 765-774

Excel Add-Ins ribbon icon,
modifying reports in
Excel, 774

launching, 755-756

Preferences & Formats menu,
756-759

Report Designer, 759-763
Columns tab, 760-761

Headers & Formatting
tab, 762

modifying reports in
Excel, 765

Report Content tab, 759

spreadsheets (Excel), entering data into preformatted

Review & Finish tab, 763

Rows/Accounts tab,
761-762

reports, 754

creating from
memorized, 764

exporting, 779-781

modifying in Excel,
764-774

opening, 764

printing, 779-781

supporting documents,
774-775

adding or modifying,
775-777

creating, 779

creating with Word tool-
bar, 777

editing, 777-779
workflow, 754

statements (QSW), 754

supporting documents,
774-775

adding or modifying,
775-777

creating, 779

creating with Word
toolbar, 777

editing, 777-779
statements of cash flows, 92

status, CDR review tasks,
assigning to, 705

Styles tab (General
Preferences), 757-758

subaccount relationships,
charts of accounts
assigning, 136-137
removing, 138

subassemblies, automati-
cally building, 793

subitems, creating list items
as, 149-150

subscription services, pay-
roll, selecting and activat-
ing, 447-449

subtotal items, lists, 114

Summary Report Basis pref-
erence (Reports & Graphs),
312, 560

summary reports, payroll,
comparing to filed
returns, 500

Summary Reports Basis
preference (Reports and
Graphs), 237

supporting documents
(Qsw), 774-775
adding or modifying, 775-777
creating, 779
with Word toolbar, 777
editing, 777-779

system requirements,
644-646

T

task groups, CDR (Client
Data Review), minimizing/
expanding, 704

Task Manager (Windows),
monitoring performance,
663-664

tasks, tracking time spent,
Timer, 691-692
tax forms, 494-497
filing, 448, 497
preparing and printing,
494-496
tax tables, updating, 449-450

Tax:1099 preferences,
237-238

taxable bonuses, paying,
507-508



taxes. See also sales tax
year-end checklist, Year-End
Guide, 685-686

templates, reports, export-
ing/importing, 570-571

text editing keyboard short-
cuts, 837

Time & Expenses prefer-
ences, 239-240, 316-317

Time & Expenses—Company
Preferences tab (Preferences
dialog box), 458

time and expense invoicing,
363-366

Time Format preference
(General), 236

Time Tracking preference
(Time & Expenses), 239, 316

Time/Enter Single Activity
dialog box, 481
Timer, 690-693
activities
exporting, 692-693
importing, 693
tracking time spent,
691-692

installing, 691
title bar, 67-68

tools
CDR (Client Data Review), 695

Account Balances task
group, 705-713

customizing, 701-705
features, 696-698

Review List Changes fea-
ture, 713-718

Contact Sync, 686-689
File Doctor, 671-672
Run Payroll Checkup, 466-469

Timer, 690-693
Verify Data, 663
Top Customers by Sales
setting (Company
Snapshot), 555
Top Icon Bar, 69-72
customizing, 71-72
Open Windows list, 77-78
Top Vendors by Expense

setting (Company
Snapshot), 556

tracking serial/lot numbers,
Advanced Inventory sub-
scription, 813-819

Transaction List by Date
report, viewing, 592

transactions. See also spe-
cific transactions
accounts payable, 247-248

Batch Enter Transactions,
632-634

completing, barcodes, 823-824
dates, keyboard shortcuts, 838
downloading, 533-534

editing, keyboard
shortcuts, 836

Enter Bills, 520
expense, customizing, 786-788

finding customer, Customer
Center, 323-324

keyboard shortcuts, 839

memorized, keyboard short-
cuts, 837

memorizing recurring,
299-300

sorting, 547-548
startup
accounts payable, 100-103

accounts receivable,
100-103

tutorials

865

bank account statement
balance, 103-105

uncleared bank checks,
105-106

types, 181
uncleared
Iidentifying, 544-545
reviewing, 546-548
vendor bills, 182-190

creating purchase orders,
182-186

entering, 189-190
vendors

finding, 245-247

researching, 246-247

verifying that all have been
entered, b42-544

Write Check, 520-528

Transfer Inventory dialog
box, 810-811

transferring funds between
bank accounts, 532

Troubleshoot Inventory fea-
ture (CDR), 736-738

Troubleshoot Prior Account
Balances tool (Account
Balances task group),
706-709

troubleshooting

inventory, CDR (Client Data
Review), 736-738

Opening Balance Equity
accounts, 593

payroll, 497-501

prior account balances, 709,
706-709

reconciliations, 541-552

Turn Off Online Payments
preference (Payments), 307

tutorials, 79
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866 unapplied customer payments and credits, fixing, Account Balances task group (CDR)

U

unapplied customer pay-
ments and credits, fixing,
Account Balances task
group (CDR), 719-720

unapplied vendor payments
and credits, fixing, 727

uncleared bank checks,
recording, 105-106

uncleared checks and depos-
its, data file information, 94
uncleared transactions
identifying, 544-545
reviewing, 546-548
undeposited funds account

errors, correcting, 426-431,
720-722

unemployment identification
numbers, state, 451

uninterruptable power sup-
ply (UPS), installing, 656

Unit of Measure dialog
box, 178

Unpaid Bills Details report,
267-268
reviewing, 728-729
Upcoming Events & Past

Due Settings preference
(Calendar), 234

updating tax tables, 449-450

upgrading QuickBooks,
651-652

UPS (uninterruptable power
supply), installing, 656

Use Class Tracking for
Transactions preference
(Accounting), 233

User List dialog box, 56

users
Admin, 75
external accountants, creat-
ing login for, 56
reporting activity, 65
security
access rights, 59

QuickBooks Enterprise,
59-64

setting up, 63-64

setting up and modifying
roles, 60-63

setting up, 55-59
Using Group dialog box, 359

\"

valuation, comparing,
734-736

value adjustments, inven-
tory, 209-211
vendor bills, 182-190

creating purchase orders,
182-186

entering, 189-190

Vendor Center, 240-242
adding and modifying ven-
dors, 242-245
finding transactions, 245-247
vendor inventory returns,
handling, 203
vendors, 231, 265
accounts payable, 247

applying vendor credits,
25b9-262

correcting errors, 285-293

entering purchase
orders, 251

paying bills, 266-259
preferences, 232-240
recording bills, 251-254

recording credits, 254-256

taking discounts on bills,
262-264

transactions, 247-248
worktlow, 249-251
accounts payable
reporting, 265
cash basis balance sheet,
272-274

reconciling Balance Sheet
Accounts Payable
balance, 265-267

reviewing aged open item
receipts, 268-270

reviewing item setup,
270-272

tracking and reporting
10990MISC payments,
275-285

Unpaid Bills Details report,
267-268

aged open item receipts,
removing, 289-290

bartering services, recording,
293-294

bills
payment without proper
process, 285-287
removing, 289-290
as customers, 432-434

customizing Home page for,
231-232

misapplied credits, 288

prepayments, recording,
295-298

refunds, depositing, 300-301
setting up payroll tax, 4564-455

transactions, researching,
246-247
Vendor Center, 240-242
adding and modifying
vendors, 242-245

finding transactions,
245-247



Vendors, Inventory
Activities, Physical
Inventory Worksheet, 738

Vendors task (Review List
Changes), 718

Vendors to Pay setting
(Company Snapshot), 556

Verify Data utility, 663-665
Versions, QuickBooks, 35-36
upgrading, 651-652

View Suggested
Adjustments button
(Balances in Accountant’s
Records), 708-709

View User Access dialog box,
614-615

ViewMyPaycheck, 485-487
views

Calendar, 234

item lists, customizing,
139-140

virus protection software, 657

Voided/Deleted Transactions
Detail option (Reports,
Accountant & Taxes), 65

Voided/Deleted Transactions
Summary report, 65, 591

reviewing, 549-550

W-Z

Warn About Duplicate
Bill Numbers from Same
Vendor preference
(Bills), 234

Warn About Duplicate
Check Numbers preference
(Checking), 235

Your Details tab (General Preferences)

Warn About Duplicate
Estimate Numbers prefer-
ence (Jobs & Estimates), 310

Warn When Deleting a
Transaction or Unused
List Item preference
(General), 236

Warn When Editing a
Transaction preference
(General), 236

Warn When Posting a
Transaction to Retained
Earnings preference
(Accounting), 233

warning dialog boxes,
reinstating, 623

web connect method, down-
loading transactions, 533

When Do You Owe Sales
Tax? preference (Sales
Tax), 314

When Do You Pay Sales Tax?
preference (Sales Tax), 314

Windows disk defragmenta-
tion utility, 657-658

Windows Task Manager,
monitoring performance,
663-664

WIP (Work in Process) sum-
mary reports, 830-831

withholding tax identifica-
tion numbers, 451

Word QSW toolbar, creating
supporting documents, 777

Work in Process (WIP) sum-
mary reports, 830-831

workers, classifying as
employees, 450

867

workflow
accounts payable, 249-251

Enhanced Inventory
Receiving (EIR), 802

payroll, Home page, 480
Working Trial Balance tool

(Account Balances task
group), 712-713

worksheets (Excel),
Advanced Import from,
126-129

Write Check transactions,
520-528
Expenses tab, 521-523
[tems tab, 521-523
printing checks, 526-528
writing checks, 523-526

Write Off Invoices dialog
box, 724-726

writing checks, 523-526

year-end adjusting journal
entries, recording, 432

Year-End Guide, 685-686

Your Details tab (General
Preferences), 756-757
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